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                Project Proposal Pre-Submission Checklist for All PIs
   /
     * 
       Check alignment with funder’s remit and strategy
     * 
       Check eligibility criteria of yourself / institution.
     * 
       Insurance - does the project require additional insurance (e.g.
       aviation, clinical trials)?
     * 
       Ethics – do you need internal / external ethical approval?
     * 
       Research Governance Framework (research involving health or NHS)
     * 
       Research passport (health / NHS research) – do you have/require
       one (refer to Jason Williams HR)
     * 
       Attachments – ensure they are needed and that content and format
       are correct for
         * 
           Case for Support / Justification of Resources / Work-plan /
           CVs / letters of support / quotations / match funding /
           knowledge exchange plan (NERC)
     * 
       Recruitment costs for RAs and studentships
     * 
       Overheads – ineligible / allowable / at what rate
     * 
       Intellectual Property – ownership considerations
     * 
       Consider internal school procedures – consult your research
       director / administrator
     * 
       Official confirmation of collaborators costs (i.e. from
       administrative office)
     * 
       Projects over £500k require a Risk Assessment.
     * 
       Project Manager – required on large projects (>£500k) (you may
       also need admin support)
     * 
       Will the facilities required be available (or are they already
       fully allocated, consult Head of School)
     * 
       Space / Services / Security (if any of the below are potential
       issues contact Estates)
         * 
           do you need additional space for proposed staff, student,
           equipment or other items?
         * 
           are additional / extraordinary services needed? (e.g 5kWh
           electricity / gas, 5l/hr water)
         * 
           high value purchases may require additional security measures
     * 
       Consumables – should be project specific and auditable
     * 
       Cost limits – e.g. Research Leave schemes are often very limited
     * 
       Visiting Researchers – must be named on JeS form
     * 
       Are any of the applicants Research Council / European funded
       staff?
     * 
       Financial viability – will we receive enough cash to cover
       directly incurred costs?
     * 
       Technician time – do you need any? If so, how much? Directly
       Incurred or Allocated
     * 
       Part-time staff contracted to the project are required to keep
       time sheets
     * 
       Are all your costs eligible? Different funders have different
       criteria.
     * 
       Layman summary – is it clear and concise?
     * 
       Collaborative projects may require a formal contractual agreement.
     * 
       Consultancy contracts are required to generate 25% overhead on
       directly incurred staff costs.
     * 
       Familiarise yourself with ALL University Financial Procedures –
       including Procurement and Travel.
     * 
       All proposals must be checked by Research & Innovation before
       submission.
     * 
       All project must be costed at fEC unless the funder requires
       otherwise
     * 
       Ensure all costs have been included – e.g. recruitment, clinical
       trial and monitoring fees
     * 
       Approval – ALL proposals must be approved by your School and
       Research & Innovation BEFORE submission – ensure you allow
       sufficient time for this process – Research & Innovation requires
       the final proposal at least 3 working days before submission.
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