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Policies and Procedures Handbook  Procedure No.: F.1 
Illinois Institute of Technology                 Date of Issue: 02/2026 
 

Subject:  Proposals for Sponsored Projects     
              
 

I. Definitions 
 
The following definitions apply for the purposes of this policy: 
 
Authorized Institutional Official (“AOR”) means the individual(s) designated by Illinois 
Tech to sign Proposals and accept awards on its behalf. These individuals are the Provost; 
Vice Provost for Research; Associate Vice Provost for Research; Pre-award and Post-
award Directors, Sponsored Research and Programs and the designees of these 
individuals. 

 
Approver(s) means the appropriate department chair, academic or administrative unit 
head, institute director, or dean and any designees of these individuals. 
 
Budgetary Overlap means a situation where duplicate or equivalent budgetary items (e.g., 
equipment, salaries) are requested in an Proposal but already are provided by another 
source. 
 
Cayuse SP Record or Routing Sheet means the electronic record created in Illinois Tech’s 
grants management system, Cayuse, where the PI and Co-PIs provide SRP with 
information regarding the Proposal and certify the record, and where the Approvers and 
ARO document the endorsement of a Proposal prior to its submission.    

 
Commitment Overlap means a situation where an individual's time commitment exceeds 
100 percent (i.e., 9 academic months, 3 summer months, or 12 calendar months), whether 
or not salary support is requested in the Proposal. 
 
Complex Proposals means Proposals with (i) export control, or cybersecurity concerns; (ii) 
complicated budgets, such as that need to be broken down as multi-task, multi-year, 
quarterly or monthly; (iii) contracts requiring review; or (iv) proposals with three (3) or 
more subawardees. 

 
Co-Principal Investigator(s) (“Co-PI(s)) means additional individual(s) designated by 
Illinois Tech on a Proposal as the individual(s) who will contribute in a substantive, 
meaningful way to the scientific and technical leadership for a project and are responsible 
for its content, quality, successful execution and reporting.  

 
Financial Conflict of Interest shall have the same meaning as defined in the Investigator 
Conflict of Interest and Conflict of Commitment Policy (P.2) available at 
https://www.iit.edu/general-counsel/policies-and-procedures.  
 
Foreign Government Talent Recruitment Program shall have the meaning as defined in 
National Security Presidential Memorandum – 33, available at: 

https://www.iit.edu/general-counsel/policies-and-procedures
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https://trumpwhitehouse.archives.gov/presidential-actions/presidential-memorandum-
united-states-government-supported-research-development-national-security-policy/. 
 
Investigators shall have the same meaning as defined in the Investigator Conflict of 
Interest and Conflict of Commitment Policy (P.2). 
 
Malign Foreign Talent Recruitment Program shall have the same meaning as defined in 
Section 10638(4) of the CHIPS and Science Act of 2022 (Public Law 117-167) available at: 
https://www.congress.gov/bill/117th-congress/house-bill/4346/text?overview=closed  
 
Mandatory Cost Share shall have the same meaning as defined in the Illinois Tech Grant 
and Contract Accounting Cost Share Policy (GCA 701) available at  
https://www.iit.edu/sites/default/files/2025-07/gca701-cost-sharing.pdf. 
 
Other Support means all resources made available to the individual in support of and/or 
related to all of their research endeavors, regardless of whether or not they have monetary 
value and regardless of whether they are based at Illinois Tech. This includes but is not 
limited to (i) resources and/or financial support from all foreign and domestic entities, 
that are available to the individual, including, but is not limited to, financial support for 
laboratory personnel, and provision of high-value materials that are not freely available 
(e.g., biologics, chemical, model systems, technology, etc.); (ii) consulting agreements, 
when the individual will be conducting research as part of the consulting activity, and 
(iii) in-kind contributions e.g. office/laboratory space, equipment, supplies, or employees 
or students supported by an outside source. If the time commitment or dollar value of the 
in-kind contribution is not readily ascertainable, the recipient must provide reasonable 
estimates. 
 
Office of Sponsored Research and Programs (“SRP”) means the Illinois Tech department 
authorized to submit Proposals and accept awards on its behalf. 

 
Prime Sponsor means original source of funding when Illinois Tech is a subawardee or 
contractor to another institution.  

 
Principal Investigator (“PI”) or Program Director (“PD”) means the individual designated 
by Illinois Tech on a Proposal as the individual who will contribute in a substantive, 
meaningful way to the scientific and technical leadership of a project and is responsible 
for its content, quality, successful execution and reporting.  
  
Proposal means any funding request submitted to a Sponsor for any sponsored research, 
service, or education-related project or other academic or scientific programs regardless 
of whether or not Illinois Tech is the lead or prime institution, or a subawardee or 
contractor to another institution.    

 
Scientific Overlap means a situation where (1) substantially the same research is 
proposed in more than one Proposal or is submitted to two or more funding sources for 
review and funding consideration or (2) a specific research objective and the research 
design for accomplishing the objective are the same or closely related in two or more 
Proposals or awards, regardless of the funding source. 

https://trumpwhitehouse.archives.gov/presidential-actions/presidential-memorandum-united-states-government-supported-research-development-national-security-policy/
https://trumpwhitehouse.archives.gov/presidential-actions/presidential-memorandum-united-states-government-supported-research-development-national-security-policy/
https://www.congress.gov/bill/117th-congress/house-bill/4346/text?overview=closed
https://www.iit.edu/sites/default/files/2025-07/gca701-cost-sharing.pdf
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Senior/key personnel shall have the same meaning as defined in the Investigator Conflict 
of Interest and Conflict of Commitment Policy (P.2). 
 
Significant Financial Interest shall have the same meaning as defined in the Investigator 
Conflict of Interest and Conflict of Commitment Policy (P.2). 
 
Sponsor means any government (federal, state or local) agency, foundation, institution of 
higher education, research institute, corporation, or any other type of entity that funds a 
Proposal. 
 
Voluntary Committed Cost Share shall have the same meaning as defined in the Illinois 
Tech Grant and Contract Accounting Cost Share Policy (GCA 701). 
 

II. General Proposal Principles 
 

A. Cayuse SP Records should be created no later than four (4) weeks prior to the 
Sponsor’s deadline or six (6) weeks prior to the Sponsor’s deadline for Complex 
Proposals. In situations where Illinois Tech is a subawardee or contractor to 
another institution, that institution is the Sponsor and the four (4) and six (6) week 
deadlines refer to the Sponsor’s deadline for Illinois Tech’s Proposal components 
and not to the deadline of the Prime Sponsor 
 

B. All Proposal components should be submitted SRP no later than the close of 
business (5:00pm central time) one (1) week prior to the Sponsor’s deadline, or 
one and one half (1.5) weeks prior to the Sponsor’s deadline for Complex 
Proposals. 

 
C. Notwithstanding the dates set forth in subsections A and B above, SRP will take 

reasonable steps to submit Proposals where the Sponsor’s notice of a solicitation 
is less than the timeframes set forth therein, or where a PI has been invited by a 
colleague at another institution to participate in a project as a subawardee with 
less notice than the timeframes set forth therein, provided, however, that the PI 
did not know or should not have known about the Prime Sponsor’s deadline. For 
avoidance of doubt, the exceptions set forth in this subsection C are expected to be 
rare, and SRP retains its discretion under section IX of this Policy.  
 

D. The PI, Co-PI(s) and other named project personnel shall be identified in the 
investigator/research team section of the Cayuse SP Record. PI and Co-PI 
eligibility is set forth in the Illinois Tech PI Eligibility Policy incorporated into this 
Policy as Appendix A. In the Cayuse SP Record the PI identified through the Lead 
Principal Investigator role, Co-PI(s) are identified through the Principal 
Investigator role, Senior/key personnel are identified through the Investigator 
role, and other named personnel are identified with the appropriate other roles in 
Cayuse. 

 
E. The PI, Co-PI, Senior/key personnel, any other Investigator named in the Cayuse 

SP Record shall be up to date on all disclosures required by the Investigator 
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Conflict of Interest and Conflict of Commitment Policy. SRP will not submit any 
Proposal in the event any such individual has not submitted his or her disclosure 
forms. 

 
F. The budget is the financial expression of the scope of work. The budget and 

justification should detail the amounts to be spent at Illinois Tech so that costs 
can be reviewed for their reasonableness, allowability, and allocability.  

 
G. Research Proposals are expected to contribute to the educational mission of Illinois 

Tech by including provisions for the support of graduate students. This support 
should include stipend and tuition. SRP recommends PIs budget 12-month 
research assistant stipends of at least the current NRSA minimum predoctoral stipend 
that is in effect at the beginning of Illinois Tech’s fiscal year. Notwithstanding the foregoing, 
PIs have discretion in budgeting stipend levels for their graduate students taking into 
consideration the market needs of their discipline and/or Sponsor recommendations or 
requirements, provided, however, that all stipends must be reasonable.       

 
H. In accordance with the Cost Sharing Policy (GCA 701), available at 

https://www.iit.edu/sites/default/files/2025-07/gca701-cost-sharing.pdf, cost sharing 
should be limited only to those situations where it is mandated by a Sponsor (i.e., 
Mandatory Cost Share). Voluntary Committed Cost Share and/or matching may 
be considered on a case-by-case basis if the technical objectives are aligned with 
Illinois Tech’s interest and capabilities. If the Sponsor accepts the Voluntary 
Committed Cost Share, then it becomes Mandatory Cost Share.  

 
I. Mandatory or Voluntary Committed Cost Share or matching commitments may 

be shared among the appropriate departments, centers, and/or colleges with such 
commitments stated explicitly on the Cayuse SP Record, along with the 
anticipated account (FOAP) to be used to meet this obligation. These commitments 
must be agreed to in writing prior to submission of the Proposal, and approved by 
the applicable Approvers. 

 
J. Since compliance approvals are not typically required until the just-in-time (JIT) 

or award stage, unless required by a Sponsor or Prime Sponsor, it is recommended, 
but not required, that Proposals that involve the use of human subjects, animal 
subjects or select agents, be submitted to the respective Illinois Tech compliance 
committee for review prior to proposal submission: the Institutional Review Board 
on Human Subjects (“IRB”), the Institutional Animal Care and Use Committee 
(“IACUC”) and/or the Institutional Biosafety Committee (“IBC”). The committees 
are under the purview of the Office of Research Integrity and Compliance. The PI 
is responsible for ensuring that sufficient time is provided for thorough committee 
review. If the Proposal is funded, no funds may be expended for any  award activity 
prior to approval by the regulated activities and such approval must be  
documented in the Cayuse SP Record. SRP will not process an award to Grant and 
Contract Accounting for FOAP setup until the compliance approval is documented 
in Cayuse, except for projects where the regulated activity is to take place later in 
the project timeline and Sponsor approval has been granted for the 
commencement of non-regulated activities.  

 

https://www.niaid.nih.gov/grants-contracts/salary-cap-stipends#stip
https://www.iit.edu/sites/default/files/2025-07/gca701-cost-sharing.pdf
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III. General Proposal Procedures and Guidelines 
 

A. The Approvers and AOR must review and endorse all Proposals prior to 
submission on behalf of any Illinois Tech campus, college, department, institute 
and/or individual faculty or staff member. Under no circumstances is a Proposal 
to be submitted to an outside entity without the signature or authorization of the 
AOR. 
 

B. The prior endorsement is obtained through the creation and submission of a 
Cayuse SP Record. The Cayuse SP Record must be certified by the PI and any Co-
PIs, and authorized by the Approver(s) and AOR. These approvals are necessary 
to ensure that all Proposal commitments are acknowledged by those responsible 
for securing them and that those commitments conform to Illinois Tech academic 
and fiscal regulations and policies as well as to Sponsor requirements. 

 
C. After the appropriate individuals have endorsed the Cayuse SP Record, SRP will 

process the Proposal in accordance with Illinois Tech policies and procedures and 
Sponsor requirements. This includes electronic submission or endorsement, 
duplication, binding and mailing of a Proposal to assure receipt or postmark by 
the deadline date. A copy of the Proposal will also be attached to the Cayuse SP 
Record. 

 
D. The PI, Co-PIs and Senior/key personnel have the following responsibilities: 

 
1. Informing SRP no later than the dates set forth in Section II.A. by (i) starting 

a Cayuse SP Record and completing the general information, investigator / 
research team, and subcontractor sections; and (ii) providing a draft budget for 
review; 

 
2. Obtaining the prior written consent of the Approver(s) for Proposals with 

committed cost share requirements. The Approver(s) document their consent 
to the committed cost share through their approval of the Cayuse SP Record. 
Commitment of Illinois Tech resources such as facilities, personnel and/or 
funds must be obtained before submitting a budget to SRP, and account 
numbers (FOAPs) for committed cost sharing must be listed in the Cayuse SP 
Record;  

 
3. Identifying any possible conflict of interest or overlapping commitment with 

existing Sponsors, programs, collaborations or the like that may be 
contemplated or developed by others at Illinois Tech and directed to the same 
solicitation or Sponsor. If such conflicts or overlapping commitments are 
identified, the respective Approvers and AOR will review the matter. A 
suitable resolution will be coordinated through SRP. This obligation applies to 
all signatories of the routing sheet;  

 
4. Notifying SRP if the Proposal includes any proprietary information or 

information related to an existing invention, invention disclosure, patent 
application or planned disclosure. SRP will assure that the appropriate 
safeguards are included in the Proposal in the form of notices to the Sponsor 
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regarding the inclusion of such proprietary information. In the case of 
Proposals to federal agencies, specifically worded language will be included 
within the Proposal in an effort to properly protect such proprietary 
information. Failure to include such notices may compromise the extent to 
which patent protection can be obtained; 

 
5. Avoiding any Financial Conflicts of Interest and for disclosing cases of 

potential conflict of interest to the attention of the Office of General Counsel, 
SRP and any other appropriate Illinois Tech departments, centers and 
academic units so that any related issues can be resolved prior to submission 
of a Proposal. At a minimum, the PI and all Co-PI(s), Investigators and 
Senior/key personnel associated with a Proposal must have completed and 
submitted their respective disclosure forms in accordance with the Investigator 
Conflict of Interest and Conflict of Commitment Policy; 

 
6. Completing all training courses required prior to the submission of a Proposal; 

 
7. Disclosing all research activities (active and pending) and affiliations in Other 

Support or biosketch documents including any Scientific, Budgetary or 
Commitment Overlap, as required by any Sponsor adopting such 
requirements; 

 
8. Disclosing participation in any Foreign Government Talent Recruitment 

program, and/or any Malaign Foreign Government Talent Recruitment 
Program with their annual conflict of interest disclore; and 

 
9. Submitting to SRP the final versions of all proposal components no later than 

the close of business (5:00pm central time) of the time periods set forth in 
section II.B. in order to allow for (i) checking compliance with Illinois Tech 
policies and procedures and (ii) the careful review of the Proposal, including 
the budget, and assurance of compliance with Sponsor requirements; and 
obtaining the signatures of the Approvers and AOR. By way of example, a 
sample list of full proposal requirements can be found in Exhibit 1.  

 
E. The Approvers have the following responsibilities: 

 
1. Reviewing the Proposal, including the budget, to determine compliance with 

Illinois Tech or unit including but not limited to review of fiscal, programmatic, 
operational requirements; 
 

2. Approving any proposed cost share; and  
 

F. SRP has the following responsibilities: 
 

1. Reviewing the budget to assure compliance with Illinois Tech and Sponsor 
policies and requirements, including the use of approved fringe benefit and 
indirect cost rates; 

  
2. Reviewing the Proposal for Sponsor administrative requirements; 
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3. Checking that the PI, Co-PI(s) and any Senior/key personnel have submitted 

all disclosures required under the Investigator Conflict of Interest and Conflict 
of Commitment Policy; 

 
4. Checking that the PI, Co-PI(s) and any Senior/key personnel have completed 

all training courses required to be taken prior to the submission of a Proposal; 
 
5. Preparing and execute any representations, certifications or other 

administrative documentation that may be required as part of the Proposal 
submission; and 

 
6. Reviewing solicitation’s terms and conditions and where appropriate identify 

and take exceptions to award terms and conditions of concern in the Proposal. 
This may include proposing suggestions for alternate language to award terms 
and conditions that are acceptable to Illinois Tech. 

 
IV. Limited Submission Proposals 

 
Some Sponsors impose limits on the number of proposals that may be submitted from an 
organization. In these cases, an internal selection process is required to determine which 
proposals will go forward. PIs wishing to submit to a limited submission are required to 
submit a limited proposal for an internal competition. The internal deadline for all limited 
submission proposals is at 5:00 pm, three (3) months prior to the sponsor deadline. 
Internal proposals received after the internal deadline will be prioritized according to the 
date of submission. 
 

Internal Deadline, 5:00 pm, 
Three (3) months prior to the 

sponsor deadline 
Sponsor (Proposal) 

Deadline 
January April 
February May 

March June 
April July 
May August 
June September 
July October 

August November 
September December 

October January 
November February 
December March 
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V. Pre-Proposals 
 

Pre-proposals, preliminary applications or white papers may be requested or entertained 
by a Sponsor in order to provide the PI with an early indication of whether the concept to 
be proposed fits the Sponsor’s interest and resources and is likely to merit consideration. 
Pre-proposals formally submitted to Sponsors that require budgets or that commit 
institutional resources must follow the same procedures as Proposals. A Cayuse SP 
Record is not required for pre-proposals that do not require a budget or that a Sponsor 
allows to be submitted directly by the PI. PI’s, however, are encouraged to create Cayuse 
SP Records for all pre-proposals so that they can be tracked by SRP and added to the 
queue.  

 
VI. Modifications to Proposals Already Submitted 

 
Major modifications to Proposals, including significant budget revisions, institutional 
commitments, changes in key personnel or other critical factors must be reviewed and 
approved in the same way as new Proposals. For avoidance of doubt, budget revisions 
made at the just-in-time or award negotiations stage do not need to follow the process for 
Proposals unless there is a change in committed cost share or institutional commitments.  

 
VII. Joint Proposals with Other Institutions 

 
Proposals involving other institutions must adhere to the same procedures as stated 
above and follow these principles: 

 
A. All personnel associated with the proposed project should be clearly identified 

with respect to institutional affiliation in all parts of the Proposal submitted 
to the Sponsor or Prime Sponsor, as the case may be, including the face or cover 
page, work plan, description of the project organization and the budget. There 
should be no ambiguity concerning the affiliation of personnel cited in the 
Proposal. 

 
B. The budget is the financial expression of the scope of work on the project. The 

budget should detail the amounts to be spent at Illinois Tech. In the case of 
Illinois Tech as the lead institution, the total amount to be subawaded to the 
cooperating institution(s) should be stated and backed up by separate budget 
detail supplied by the other institution(s), including direct and indirect costs. 
In the case of Illinois Tech as the subawadree institution, the approved budget 
is provided to the lead institution, consistent with Prime Sponsor and Illinois 
Tech policies and requirements. Appropriate indirect cost must be included on 
the submission. 

 
C. In the case of Illinois Tech as the lead institution, an official authorized to 

commit the cooperating institution must sign its subproposal and provide it to 
Illinois Tech via a cover letter, subcontract proposal and any other documents 
required by Prime Sponsor or regulatory agencies. In the letter, the 
cooperating institution must agree to provide the resources necessary to 
accomplish the work and to comply with Prime Sponsor requirements. 
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D. The cooperating institution must identify a principal investigator who will be 
responsible for the conduct of the project at the cooperating institution. 

 
E. In the case of joint proposals involving one or more other entities with which 

the PI or other Illinois Tech faculty or staff may have a Significant Financial 
Interest, as defined in the Investigator Conflict of Interest and Conflict of 
Commitment Policy, the PI is required to ensure that such interest has been 
disclose as and in accordance with the Investigator Conflict of Interest and 
Conflict of Commitment Policy and affirm that there is no conflict of interest 
or address how any potential or perceived conflict of interest will be avoided in 
an acceptable fashion. OSRP may contact the Office of General Counsel for 
assistance as needed. 

 
F. IITRI, as a separate corporation from Illinois Tech, shall be handled as a 

subaward arrangement subject to these policies and procedures. 
 

VIII. Training 
 
Illinois Tech is committed to the training of faculty, staff and students who participate in 
sponsored projects. Additionally, many Sponsors have adopted training requirements to 
project U.S. science and engineering research, and to strengthen the transparency and 
accountability of funded projects. The PI, Co-PIs, and Senior/key personnel are required 
to take the trainings listed below either prior to proposal submission or at the just-in-
time (“JIT”) (award negotiation) stage as indicated therein.  
 
 

Course Type of 
Project 

Proposal 
Stage 

JIT 
Stage 

Frequency 

Conflicts of Interest All  X Every 4 years 
Responsible Conduct of Research Research  X Every 4 years 
Human Subjects Research Research, if 

applicable 
 X Every 3 years 

Laboratory Animal Welfare Research, if 
applicable 

 X Every 3 years 

Export Compliance Research X  Annually 
Research Security Research X  Annually 
Other Support (NIH only)* Research X  Annually 

* As of the date of this policy, the National Institutes of Health has adopted a requirement for Other 
Support training. Should other Sponsors adopt this requirement, then this training shall be 
required for those Sponsors as well. 
 
Illinois Tech offers additional training courses in other areas including, but not limited to 
Information Privacy Security (HIPPA), Good Clinical Practice (GCP) 
Biosafety/Biosecurity, Laser Safety, Laboratory Chemical Safety, Health Insurance 
Portability and Accountability Act (HIPAA), GDPR for Research and Higher Ed, and 
other areas, which may be required prior to the start of work depending on the nature of 
the project. The PI and Co-PIs are required to communicate training activities required 
by their Sponsors and are responsible for ensuring they and their project teams are up to 
date on required training. Individuals with questions on training requirements should 
contact SRP, the Office of Research Integrity and Compliance, and/or Department of 
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Environmental Health and Safety as appropriate for assistance. Nothwithstanding 
anything to the contracy contained herein, SRP shall have th discretion to require 
additional training it deems appropriate. 
 

IX. Compliance 
 

SRP reserves the right to refuse to submit Proposals, or accept any awards resulting 
therefrom, that fail to comply with the above policies and procedures and timelines set 
forth herein. 
 

X. Communication with Sponsors 
 
To protect the Illinois Tech’s institutional interests, ensure compliance with Sponsor 
regulations, and maintain consistent relationships with Sponsors, all PIs, Co-PIs and 
Senior/key personnel must adhere to the following requirements: 
 

A. Pre-Award Communication 
1. PIs, Co-PIs and Senior/key personnel may communicate directly 

with program managers to discuss potential funding opportunities, 
confirm programmatic alignment of research ideas, or seek general 
guidance prior to proposal submission. 

2. PIs, Co-PIs and Senior/key personnel are strongly encouraged to 
inform SRP of these interactions so that institutional strategy and 
support may be aligned. 
 

B. Post-Award Communication 
1. PIs, Co-PIs and Senior/key personnel may communicate directly 

with program managers to discuss the technical, scientific, or 
programmatic aspects of an active award.  

2. PIs, Co-PIs and Senior/key personnel should not independently 
contact program managers regarding any administrative or 
budgetary matter related to an active award. Only an authorized 
grants officer may make legally binding commitments on behalf of 
a Sponsor; program managers do not have such authority.  

3. All communications concerning re-budgeting, changes in scope, 
changes in key personnel, reporting requirements, no-cost 
extensions, or any other administrative or compliance matters must 
be routed through SRP. 

4. The University, not the individual investigator, is the official 
awardee; therefore, SRP is the only authorized institutional 
department for such matters. 
 

C. Compliance Responsibility 
1. Failure to follow these requirements may place Illinois Tech at risk 

of noncompliance with federal regulations and could jeopardize 
current or future funding. 

2. PIs, Co-PIs and Senior/key personnel are responsible for consulting 
with SRP if there is any uncertainty about whether a 
communication falls under pre-award or post-award categories.  
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Appendix A 
PI, Co-PI, and Senior/key personnel Eligibility Policy for Grants and Projects 

 
This policy was last revised on May 4, 2020 and is now being incorporated into this Proposals 
for Sponsored Projects Policy (F.1). Proposals submitted for extramural funding (research, 
training, and similar such activities) must include an eligible individual to serve as Principal 
Investigator (PI). Illinois Tech is legally bound to ensure that projects comply with all federal 
regulations and sponsor requirements of projects, and the PI plays an essential role in 
achieving such compliance. All project personnel are required to participate in the project in 
a significant and meaningful way. 

The PI is responsible for the scientific and administrative conduct of all aspects of the project 
as well as accurate and timely reporting, including, but not limited to, effort reporting, 
technical reports, patent reports, and such other matters. All PIs must have an institutional 
base salary as stated on the appointment letter. PI eligibility is explicitly defined below. 

Illinois Tech recognizes the following members of the academic community as eligible to serve 
as PI: 
 

1. Faculty members holding the following titles: 
○ Assistant Professor, Associate Professor, Professor; 
○ Emeriti (provided that they have an appointment with an institutional base 

salary and have a tenured or tenure track faculty member as co-PI); 
○ Clinical Assistant Professor, Clinical Associate Professor, Clinical 

Professor; 
○ Studio Assistant Professor, Studio Associate Professor, Studio Professor; 
○ Lecturer, Senior Lecturer, Instructor, Senior Instructor; 
○ Legal Writing Professor; 
○ Industry Associate Professor, Industry Professor; 
○ Research Assistant Professor, Research Associate Professor, Research 

Professor; 
○ Distinguished Research Professor; and 
○ University Professor. 

 
2. Other faculty members, with approval from the Dean and the Vice Provost for 

Research, prior to the preparation of the proposal. 
 

3. Administrative staff carrying the title of Vice President/Provost, and 



4. Other administrative staff, provided that they have the required expertise to lead 
the project and with approval from the staff’s Vice President/Provost and the Vice 
Provost for Research. 

Other Senior/key personnel. Co-PIs and other senior personnel on proposals for 
extramurally funded projects can come from categories 1–3 above without the need for 
approval. Those coming from item 4 above still require approval. For the avoidance of doubt, 
any individual working on a funded project must have an institutional base salary at the time 
of proposal submission. 
 
Individuals who are ineligible to be a PI or co-PI are listed below. 

● “Courtesy” appointments (Appointments issued to non-employees of Illinois Tech for 
non-employment reasons and, therefore, do not include a base salary). 

● Adjunct faculty, who are paid on a per course/task basis, are also ineligible to be PIs, 
but may participate in a proposal provided if it does not conflict with their adjunct 
appointment and duties, with prior approval from the Department Chair; provided, 
however, a base salary for the services to be rendered must also be established prior 
to Proposal submission. 

● Visiting faculty, Research Associate, and Senior Research Associate, unless the stated 
purpose of the project is solely to advance their career growth, or if specifically allowed 
by the sponsor in the solicitation, and, in either case, a base salary for the services to 
be rendered is established prior to proposal submission. 

● Graduate students, unless the stated purpose of the project is solely to support the 
student’s education, or as specifically allowed by the sponsor in the solicitation. 
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Exhibit 1 
Sample List of Proposal Requirements 

 
The following list of Proposal requirements is a sample and is not meant to be an 
exhaustive list of all Proposal requirements by all Sponsors. This list is intended to 
provide notice to PI’s and Co-PIs of the types of documents that comprise a full Proposal 
due under §III.D.9 of this policy.  
 

• Project Summary / Abstract 
• Project Description 
• References Cited 
• Budget 
• Budget Justification 
• Facilities, Equipment and Other Resources 
• Biographical Sketches for the PI, Co-PI, and Senior/key personnel 
• Current and Pending Support for the PI, Co-PI, and Senior/key personnel 
• List of Collaborators 
• Data Management Plan 
• Mentoring Plan 

 


