Saint Louis University

PENDING Sponsored Program Fund Request Checklist

NOTE:  If IRB is pending on an award, no fund number will be issued.
Request the Fund Number
· Complete the Pending Sponsored Program Fund Request Form

· Open Anticipated Fund

· Mark when you have a partially-executed agreement
· Open Fund with NGA 
· Mark when you have received the fully-executed agreement, but do not have the budget paperwork completed

· Information required before a fund number can be issued:

· Proposed Project Funding Amount

· F&A Rate

· Agency/Sponsor

· Prime Agency/Sponsor, if applicable

· CFDA #, if applicable

· Federal Award #, if applicable

· Fund Number provided for unreimbursed costs incurred (Guarantee Fund)

· Include the Letter of Intent or copy of the current year Notice of Grant Award that reflects future years funding.
· Written determination of Pre-Award Costs (This could be included in Letter of Intent).

· Route for Approval 

· Medical Campus
· Obtain pertinent department approvals 
· MC Finance Office for Health Sciences Center
· Route to Kathy Michael, ORS
· North Campus
· Obtain pertinent departmental approvals

· ORS Representative for your department

· ORS Rep will forward to Kathy Michael
MC Finance Review
· Review fund request – all pertinent fields should be completed and relevant to the Letter of Intent or NGA.

· Verify the guarantee fund 
· Verify eRS application completed internal review process, follow up on pending items. 
· Forward request to Research Services

Office of Research Services Review
· Verify all protocols have been approved, if required.
· Scan and upload request form to eRS.
· Forward request to Sponsored Programs for final review and assignment of fund number.          
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