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 RESEARCH PROCESS: PRE-AWARD 

Grant 

Submission 

Timing     

 

As soon as it has been decided to apply for external funding through a 

sponsored program of the University at Buffalo (UB), the following steps 

will need to be completed by the principal investigator (PI): 

 

ASAP/30 days prior to deadline: 

• Notification of proposal preparation should be as soon as possible; 

however, Sponsored Projects Services (SPS) requires notification 

no less than 30 days prior to submission 

• Send email to SPS, research administrator, and Associate Dean for 

Research (ADR) including a copy of the funding announcement, 

submission deadline, and contact information for any subawards. 

• Work with research administrator and SPS to create draft budget 

for the project. 

 

At this time, a pre-submission meeting should be requested with the 

research administrator and ADR to review the project, budget, etc. 

 

AT LEAST 14 business days prior to sponsor deadline: 

Finalize budget with SPS representative. Please provide a copy of the final 

budget and budget justification to the School’s research administrator for 

review. 

 

AT LEAST 10 business days prior to sponsor deadline: 

Begin entering project information into the CLICK system, including final 

budget, abstract/summary/scope of work. 

 

REQUIRED: NO LATER than 6 business days prior to sponsor deadline: 

Finalize and submit CLICK form for approval. 

  

To help ensure that this process flows as smoothly as possible, PIs must 

submit the proposals in CLICK giving enough time for all approvers to 

review and approve the proposal in order for the submission to reach SPS 

at least 5 business days prior to the submission deadline. PIs are strongly 

encouraged to submit proposals 2 weeks in advance of the sponsor’s 

deadline. 
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Documents required to be uploaded in CLICK include the following: 

• Finalized budget (including all dollar amounts and grant start/end 

dates) – version completed by SPS staff. 

• Abstract/Summary/Scope of Work 

 

In-Kind, Cost 

Share, and 

Letters of 

Commitment 

 

Any research proposal which includes any in-kind, cost share, or letters of 

commitment need to be approved in writing by the SA&P Dean prior to 

submission, with a copy to ADR. The faculty member should be prepared 

to discuss details of the grant proposal, including scope of work, project 

abstract, and budget. 

 

IFR Salary 

Cost 

Recovery, 

Return on 

Overhead 

and Course 

Buy-Out 

 

Salary recovery and return on overhead from grants provides SA&P, each 

department, and faculty with the ability to better manage research 

programs. The School’s policy should be reviewed by the faculty member 

and discussed with the Dean and/or Chairs if necessary. 

 

Pre-Award 

Submission 

Meeting 

 

Faculty and staff interested in submitting a sponsored research proposal 

(or be a part of a proposal to be submitted by another UB department) 

should first meet with ADR and/or research administrator to discuss the 

project and the proposed budget. This enables the research administrator 

to assist with specific questions on the budget, who will be paid and how, 

and what purchases/payments will need to be made if the grant is 

awarded. 

 

Proposal 

Credit 

Distribution 

 

Each researcher listed on a CLICK form must have allocated proposal 

credit commensurate with their effort and input into the proposal and 

project, if funded. It is up to the discretion of each researcher to negotiate 

an appropriate proposal credit percentage with the respective PI(s). 

 

Funding from 

a Foundation 

 

Prior to any researcher applying for funding from a foundation or private 

entity, a determination needs to be made on whether UB’s Office of 

Corporations and Foundations needs to be contacted and involved in the 

application process. If funding is coming from a foundation, please 

contact the School’s research administrator and/or Brian Ibsen (716-881-

8206 or brianibs@buffalo.edu). 

 

mailto:brianibs@buffalo.edu
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Financial 

Disclosure 

(Conflict of 

Interest) 

Reporting 

 

Prior to a grant proposal being approved by the school’s administration, a 

financial disclosure form MUST be on file with the University. This form is 

due by November 1 of each year and updated whenever a new significant 

financial interest is acquired throughout the year. 

 

Investigators may not have any significant interest or engage in any 

outside activity which results in unmanaged or unmitigated conflicts of 

interest. Therefore, each investigator must disclose his or her significant 

financial interests and any non-university significant obligations including 

those of his or her immediate family members in order to ensure that the 

design, conduct, and reporting of research or other activity is free of bias. 

 

Conflict of Interest reporting is done through the UB CLICK Portal. 

 

CITI Training 

 

Investigators who are anticipating any human subject research must 

complete the online training courses. The University uses the 

Collaborative Institutional Training Initiative (CITI) course, which is 

available at: http://www.citiprogram.org. A list of required courses can be 

found on the University’s Compliance Training webpage. 

 

Electronic 

Approval 

(CLICK) Form 

and External 

Proposal 

Submission 

 

PIs must submit the proposals in CLICK giving enough time for all 

approvers (PIs/Co-Is/ Center Director/Department Chair/Dean) of each 

unit to review and approve the proposal in order for the submission to 

reach SPS at least 5 business days prior to the sponsor’s deadline. PIs are 

strongly encouraged to submit proposals 2 weeks in advance of the 

sponsor’s deadline in order to account for availability of approvers. SPS 

will not submit the proposal to the sponsor until all approvals are done. 

Required documentation to be uploaded in CLICK include the following: 

• Finalized budget (including all dollar amounts and grant start/end 

dates) – version completed by SPS staff. 

• Abstract/Summary/Scope of Work 

 

 

https://www.buffalo.edu/research/research-services/compliance/coi.html
http://www.citiprogram.org/
https://www.buffalo.edu/research/research-services/training/compliance-training.html


   
 

SAP Research and Creative Practice_Research Handbook_Fall ’26 6 

 
 

 RESEARCH PROCESS: POST-AWARD 

 

Sponsored 

Grant/Contract 

Award 

Notification 

 

Upon receiving funding notification from SPS of an award for a 

grant/contract, the research administrator will request to meet with 

the PI and ADR to establish an award implementation plan. 

Allowable Costs 

on Funded 

Research 

 

The terms and conditions of a sponsored award dictate the use of RF 

funds derived from that sponsored award. Each awarding mechanism 

(e.g., grant, contract, or cooperative agreement) is issued with 

guidance on the use of funding. Expenditures for sponsored activity 

must be allowable, reasonable, and allocable to the project. 

 

Each sponsor provides unique terms and conditions for their award 

classes or sponsored programs. To ensure compliance with sponsor 

terms, faculty and staff must contact the research administrator or 

SPS when unsure about the terms that govern their sponsored awards. 

Expenditures deemed unallowable by the sponsor or an auditor will be 

treated under the Financial Responsibility for Sponsored Projects 

Policy. 

 

Details regarding the use of State, UBF, RF Non-Sponsored, and RF 

Sponsored funds are found in the Allowable Use of Funds Chart.  

 

Prior approval or justification may be required for the following 

expenditures: 

• Equipment purchased during the last year of project funding 

• Consumables purchased in the last 30 days of the award 

• Purchases of general use supplies, equipment, or services 

• Payroll cost transfer activity and retroactivity 

 

Reimbursement requests for expenditures must be processed timely 

and may not be reimbursed beyond 120 days from the purchase date. 

Exception approval must be obtained to reimburse expenditures older 

than 120 days. 

 

Expenditures in excess of the approved project budget require use of 

non-sponsored funds. In these instances, the RF Non-Sponsored 

guidelines apply.  

https://www.buffalo.edu/administrative-services/policy1/ub-policy-lib/financial-responsibility-spon-projs.html
https://www.buffalo.edu/administrative-services/policy1/ub-policy-lib/financial-responsibility-spon-projs.html
https://www.buffalo.edu/administrative-services/policy1/ub-policy-lib/allowable-use-funds/allowable-use-funds-chart.html
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Sponsored 

Research Space 

Guidelines 

 

As per the University’s Space Management Policy, space is assigned to 

obtain the full value of our facilities. Space assignment is dynamic and 

temporary, as the optimum use of space may change as needs and 

priorities change. The School has the authority to allocate space within 

its facilities to specific users for certain periods of time, review 

allocations periodically, assess utilization, and reallocate space as 

needed to support the University’s and School’s goals and objectives.  

If additional research space is required for sponsored project 

execution (beyond already assigned facilities to the PI), a request may 

be made to ADR. 

 

Concur 

Reimbursement 

Using Grant 

Funds 

 

All UB faculty and staff on payroll must use Concur, the travel and 

expense reimbursement system. The University’s travel policy requires 

all faculty and staff traveling on an overnight trip to seek preapproval 

to travel from their supervisor. This request is done in Concur prior to 

traveling. Travel arrangements can also be booked through Concur. All 

reimbursements must comply with allowable use of funds specific to 

the grant that will be charged. Please refer to the Concur website for 

guidance on getting started and for tip sheets and videos on how to 

use the system. 

 

Non-Concur 

Reimbursement 

Using Grant 

Funds 

 

Periodically, non-employees associated with a sponsored grant will 

incur expenses related to tasks in the scope of work. The Request for 

Non-Employee Personal Reimbursement  form is used to reimburse a 

non-employee for expenses associated with the grant. The expense 

must be justified by the scope of work to be included with the 

reimbursement form. 

 

Cost Transfers 

 

While every effort must be made to charge costs to the correct 

account(s) when they are incurred, cost transfers are appropriate when 

their purpose is to correct posting or bookkeeping errors in the original 

charges, to appropriately reallocate expenditures between accounts, or 

to transfer pre-award costs from an institutional account to a 

sponsored project account. Prudence dictates that care must be 

exercised in making any cost transfer, especially transfers made after 

the termination date of a project and/or the reporting period of a 

project (i.e., annual financial reports). The transfer of an overdraft or 

any direct cost item incurred in the conduct of one sponsored project 

may not be transferred to another sponsored project account merely 

for the sake of resolving a deficit or an allowability issue. 

 

https://www.buffalo.edu/administrative-services/policy1/ub-policy-lib/space-management.html
https://www.buffalo.edu/administrative-services/business-travel/travel-expense-reimbursement-system.html
https://www.buffalo.edu/content/dam/www/administrative-services/forms/financial/Reimb%20Form%20Nonemp.%200518.pdf
https://www.buffalo.edu/content/dam/www/administrative-services/forms/financial/Reimb%20Form%20Nonemp.%200518.pdf
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Cost transfers may be made, provided all of the following conditions 

are met: 

 

• The cost directly benefits the project 

• The cost is a proper and allowable charge to the project 

• The transfer is supported by adequate documentation fully 

explaining the circumstances under which the error occurred 

and justifying the charge to the project to which the transfer is 

made 

• The transfer is approved by the PI and SPS 

 

The PI is responsible for ensuring that cost transfers to sponsored 

projects are made promptly. Cost transfers must be prepared and 

submitted within 90 days from the date on which it is discovered that 

the transaction was not charged to the correct. Only in the case of 

exceptional circumstances will cost transfers be permitted more than 

90 days after the initial transaction date. 

 

Requests for cost transfers more than 90 days after the initial 

transaction date must: 

• Document in detail the reason for the late request to transfer 

the cost 

• Include appropriate approvals from the PI, cognizant Dean, and 

SPS 

 

All costs charged to a sponsored project in error must be corrected 

regardless of when they are detected. 

 

Freedom of 

Information Act 

(FOIL) 

 

The Freedom of Information Act (Public Officers Law §§ 84-90) 

requires that the State University of New York make certain records 

available to the public and may result in faculty/researchers being 

asked to share research study information or data. If such a request is 

received, DO NOT release any information. Instead, immediately notify 

the Dean and ADR. Once they have consulted with the office of the 

Vice President for Research and Economic Development and the 

University’s FOIL Administrator, you will be advised as to how to 

proceed. 

 

 



   
 

SAP Research and Creative Practice_Research Handbook_Fall ’26 9 

 
 

 CLOSING OUT AN AWARD 

 

Grant Closing 

Meeting 

 

Prior to two months from the grant ending date, PI should meet with 

ADR and the research administrator to discuss the status of the grant to 

determine: 

• Whether the grant will be extended; 

• Whether the extension will be no-cost or additional funds; 

• Review account balances and expenditures; 

• Plan on how to exhaust remaining balances. 

 

Payroll Review 

System 

 

The University at Buffalo is required to comply with all Federal 

Regulations pertaining to sponsored research. Prior to closing an award, 

the SPS award analyst will contact the PI asking that a review be 

completed of all expenses to the award, including payroll charges, to 

ensure that all expenses are reflective of actual work performed on the 

project during the award reporting period. This review and response to 

SPS is required within 60 days of being notified. 

 

 

 



   
 

SAP Research and Creative Practice_Research Handbook_Fall ’26 10 

 
 

 IF YOU HAVE FURTHER QUESTIONS  

 

Research 

information 

for Faculty  

Please visit https://archplan.buffalo.edu/ to access this and other useful 

information and forms. (Hover over “Info for” on the top right corner and 

click on “Faculty and Staff” from the dropdown menu. 

(https://archplan.buffalo.edu/info4faculty.html / requires sign in with UB 

credentials.)  

 

Questions  For research specific questions, contact JiYoung Park 

(jp292@buffalo.edu). 

 

For teaching, pedagogy, student, curriculum, or scheduling concerns 

please connect with your respective department chairs.   

 

 

https://archplan.buffalo.edu/
https://archplan.buffalo.edu/info4faculty.html%20/

