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DFMPHS Grant Submission Guidelines (rev. 06/2025) 
 

Grant review guidelines. All faculty who are within their first 12 months of WSU hire date are 
expected to submit a draft of their Specific Aims page (or similar grant overview if not an NIH 
application) to the Associate Chair for Research (ACR) in order to obtain scientific feedback, 
guidance and support to optimize the likelihood of grant funding success.  The Aims page or its 
equivalent should be submitted to the ACR at least 12 weeks in advance of the planned 
grant submission deadline in order to allow sufficient time for review and feedback. In a 
situation where the funder makes a notice of award available on a timeline that does not allow 
for an Aims page to be submitted to the ACR 12 weeks in advance, the faculty member should 
contact the ACR immediately upon determining an intention to submit and arrange for an 
individualized review process. 
 
All departmental faculty regardless of seniority/ hire date are encouraged to use the ACR as a 
resource to review scientific components of grant submissions including the Research Plan (or 
its equivalent for non-NIH submissions) and other scorable grant attachments. The ACR can 
also assist in obtaining review by DFMPHS division chiefs or other scientific experts within the 
department or the broader WSU research community as needed. Please provide drafts of these 
documents well in advance of the grant submission deadline to allow adequate time for 
feedback and review.  
 
In addition, all faculty within the first two years of WSU hire are expected to submit a draft of 
their grant budget and budget justification to the ACR in advance of finalization of these 
documents with the departmental preaward administrator or RAS and Sponsored Program 
Administration (SPA). The ACR will provide feedback, including regarding WSU requirements 
and policies for grant budgets. In order comply with the required RAS and/ or departmental 
submission deadlines below, the budget and justification should be submitted to the ACR at 
least 6 weeks in advance of the grant submission deadline. This deadline allows for 
feedback on budget that may also result in modification of scientific components. 
 
Grant submission guidelines. 
 
The SOM Research Administrative Services (RAS) unit will provide preaward administrative 
support for a selected subset of DFMPHS grants and contracts. The departmental preaward 
administrator (Michelle Holz) is responsible for communication with RAS and determining which 
grant applications they will support. If RAS will take responsibility for preaward support on an 
application, they will communicate with Ms. Holz regarding which staff person will be assigned 
to the application and Ms. Holz will communicate this information to the DFMPHS faculty 
member.   
 
WSU SPA proposal submission policy requires that “all proposals in final form, including all 
necessary components/documents and necessary approvals, should be submitted via Cayuse 
to SPA at least three (3) full business days prior to the funding agency’s submission deadline to 
receive comprehensive and proper review. For proposals containing terms and conditions 
binding upon award, as much lead time as possible should be provided with a minimum of an 
additional two (2) business days required to ensure proper review (5 days total)”.  See 
https://research.wayne.edu/spa/submissionpolicy for additional details. In summary, for the 
majority of federal grants, 5 business days are required for SPA review. 
 
In order to comply with these requirements, departmental faculty should plan to submit all 
proposals in final form to the departmental preaward administrator (Ms. Holz) (when RAS is not 

https://research.wayne.edu/spa/submissionpolicy
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involved) no later than 8 business days in advance of the grant submission deadline (three 
business days prior to SPA submission). If the grant has more than one subcontract and/or 
is complex (center grants, training grants, etc.), more time should be allowed for administrative 
review and submission to SPA for final review.  In cases where delays in proposal finalization by 
the PI involve lack of submission of necessary grant components from subcontractors or 
community partners, communication with the departmental administrator regarding the reasons 
for the delay are of paramount importance. 
 
SPA may choose to review late proposals (see deadlines above) on a first come/first serve 
basis. Proposals submitted to SPA less than 24 hours prior to submission deadline must be 
endorsed by the relevant (i.e. SOM) research dean in order for SPA to review them.  
 
Working with RAS 
Faculty developing a grant/subcontract assigned to RAS for preaward support should initiate 
contact with RAS as soon as possible after an individual staff member is assigned to them. RAS 
will provide individualized plans with details regarding the timeline for them to receive each 
grant component (e.g. budget and justification, biosketches, abstract, research plan, 
subcontract documents) based on the scope and complexity of the grant.  RAS will typically 
require all proposal components be submitted at least 2 business days in advance of the 
SPA deadline (typically 5 business days before the grant deadline).  
 
External funding application budget guidelines and policies 

1) PI effort salary per grant 
 

Definition 
This is defined as the percent effort included on the grant budget for the PI.  
WSU-SoM policy dictates that salary must be commensurate with effort (the 
grant must pay for the amount of effort being dedicated, unless expressly 
forbidden by the agency guidelines). 
 
Process 
This would be described in the budget justification.   
 
Guidance  
First, budgeted effort must be aligned with actual effort per NIH policy (except in 
the case of cost sharing, see #2 below).  Second, while budget items cannot 
directly influence scores on most grants (e.g. NIH), grant reviewers may have 
feasibility concerns if PI effort is judged too low or too high relative to the project.  
Generally, PI budgeted effort on large grants such as an R01 would be in the 
range of 20-25% and might be lower in the case of smaller grants (R03, R21) or 
in the case of multiple PIs (10-15%).  Effort for PIs at 40% and higher would be 
unusual except in circumstances such as center grants or multi-center trials, and 
might lead to scrutiny of support of other parts of the budget.  Efforts for PIs are 
generally no lower than 10% for larger grants, 5% for small grants. The SOM 
encourages investigators without current grant support and new investigators to 
include at least 25% effort on each application where they serve as the 
PI.  Wayne State faculty also cannot serve as consultants on grants submitted by 
WSU investigators. 

 
2) No cost sharing without prior approval. 
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Definition 
Cost sharing is the financial support contributed by the university units 
(department/college/school/central office) to sponsored projects. This is the 
portion of project costs not requested of the sponsor.  Typically, cost sharing 
arises when the percent of a faculty’s effort on an external grant does not equal 
the dollars budgeted for the effort.  This can occur when a faculty’s salary is 
above the cap allowed by the funder, or when a request for an exception to the 
“commensurate with effort” rule is made (i.e. pilots, seed funding, etc).  An 
example could be a plan to submit a small grant (e.g. NIH R03 @ $50,000 
directs) that requires the involvement of senior and/or highly paid faculty in order 
to be successful.  Project costs not required by the sponsor but offered by the PI 
in the proposal budget (for example, support of additional trainees in a training 
grant) are another form of cost share. There are also some grant applications 
that require cost sharing explicitly; there are others that expressly prohibit cost 
sharing. 
 
Guidance 
When might you reasonably request cost sharing? Cost sharing must be 
requested if required due to a salary above the salary cap or if the application 
requires cost sharing.  NIH cost sharing when a faculty salary is above the cap is 
typically flagged and initiated by the pre-award administrator who is assisting with 
the grant submission, as it is required by statute.  
 
Other requests for cost-sharing (see examples above) need to be initiated by the 
PI.  In general, DFMPHS and SOM do not approve cost sharing other than that 
required by a sponsor such as NIH. Therefore, any departmental-approved cost 
sharing must also be subsequently approved by Fiscal Affairs and the School of 
Medicine Vice Dean for Research, so please allow proper time for obtaining the 
necessary authorizations. 
 
Remember that it is typically the responsibility of the department in which the 
investigator is appointed to fund any cost-sharing.  Therefore, if you have co-
investigators outside of our department where you are asking them to cost-share 
their salary, the co-investigator must request this approval from the department 
of his/her appointment.   
 
Process 
Faculty who need cost sharing for themselves or for co-investigators within 
DFMPHS (other than those due to a circumstance where the faculty member’s 
salary exceeds the funder’s salary cap) must send a memo to the Associate 
Chair for Research to provide the rationale for the request no later than 2 weeks 
prior to the SPA submission deadline.   

 

3) Postage costs 
 
Definition 
There are a range of postage costs which may or may not need to be included in 
your grant application budget.  According to SPA, “regular, day to day” postage is 
normally considered to be included within the university’s indirect costs and 
should not be in your budget.  If you anticipate study-related costs for shipments 
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of specimens or other materials or a large number of mailings for subject 
recruitment, surveys and/or other correspondence, you should budget for these 
costs as part of your DIRECT costs.   
 
Process 
Use your budget justification to describe your expected costs in detail. We or 
RAS can provide examples of successful budget justifications. 
 
Guidance 
See definitions above.  Generally, if you can articulate the specific expected 
budget needs for your grant, you should plan to include those in your budget and 
justify those as grant-related costs.  If you have an existing grant that did not 
include postage in the budget, contact your division director for information on 
how to charge postage to the department. 

 
4) General supply costs 

 
Definition 
This includes supplies specific to the grant, such as the costs for offsite 
preparation of materials (e.g. Kinkos, FedEx) purchasing copyrighted 
questionnaires/ surveys or software to be used by grant investigators or staff for 
the purpose of grant data management or analyses.   
 
Process 
Neither Woodward Gardens nor IBio currently has a process requiring a code for 
use of the copy/printer machines. Purchase of individual printers for a project 
could be budgeted in the proposal and purchased for the grant as could toner 
and paper if they are well-justified and the need for such materials is substantial 
(extensive handouts for study participants etc). However, these items would need 
to be dedicated to the grant and could not be used for other projects or purposes. 
 
Guidance  
 
Example of budget justification: 
Research Office Supplies. Supplies include data collection supplies (e.g. 
copyrighted questionnaires), software for data analyses (e.g. SAS), and other 
consumables for exclusive use of the project (e.g. paper, toner and printer 
cartridges). $2,000 is requested for each year for supplies ($10,000 total). 
 

5) University-required clinical trials management software 
 

Definition 
Wayne State University mandates the use of the Advarra OnCore Clinical Trial 
Data Management System to monitor patients enrolled in clinical trials.  Among 
other functions, OnCore allows the user to verify subject eligibility, register 
subjects, monitor accrual, and provides calendars to maintain quality assurance 
in study parameters such as including treatment administration and data 
collection schedules.   

 
Process 
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OnCore use requires an initial fee for access to the system and annual fees 
during the trial conduct period.  Staff in the Clinical Services Research Center 
(Jackie Parker) can assist in providing costs for use of Oncore to be reflected in 
the grant budget justification 
 

6) Computers  
 

Definition   
This includes desktop computers, laptop computers, and tablets of any size. 
 
Process 
Computers must be specifically requested in the budget. If the grant is funded, 
WSU SPA will require you to show documentation of the computer request in the 
budget justification. The budget justification should state that the computer will be 
solely used for the purpose of the research. Therefore, these are only purchased 
from grant budgets for study personnel, not for faculty. 
 
Guidance 
Generally, faculty computers are provided and managed by WSU Computing & 
Information Technology at no cost to the department or faculty member. Faculty 
members are responsible for obtaining funding if a secondary computer is 
necessary.  All Wayne State computers (purchased with WSU funds) are 
managed by the WSU C &IT department and any purchase needs their prior 
approval.  Prior approval can be obtained through the C & IT online help system.    

 
7) Wireless Internet Cards 

 
Process 
Must be specifically requested in the budget and included in the budget 
justification. 
 
Example of budget justifications: 

 
Wireless Cards.  At $50 per month, two wireless cards will be purchased for 
home-based data collection. 
 

8) Publication Costs 
 

Definition 
Fees paid to peer-reviewed journals for publication of articles disseminating 
study findings. 
 
Process 
Must be specifically requested in the budget and included in the budget 
justification. 

 
Example of budget justification:   
Publication Costs are budgeted at $2,500 in Year 5 for publication of manuscripts 
to disseminate study results. It is anticipated that the project will publish at least 
one paper that year in a journal that charges fees to offset for publication 
expenses.   
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9) Participant Reimbursement (Incentive) Costs 

 
Definition 
This is any mechanism by which participants in a study receive reimbursement 
(e.g. ClinCards, or gift cards specific to a particular vendor). WSU no longer 
supports payments via cash except in exceptional circumstances (special 
populations where identification of the participant could result in harm).  
ClinCards function like prepaid debit cards, with the project staff uploading 
dollars to the card after completion of a predefined study activity (e.g. a data 
collection visit). 
 
Process 
Must be specifically requested in the budget.  Note that ClinCards require that 
you budget for the cost of the ClinCard itself as well as load fees each time 
additional funds are added; this makes ClinCards slightly more costly than 
regular gift cards.   
 
Guidance 
Additional information regarding ClinCard costs may be found at 
https://disbursements.wayne.edu/clincard 
 

10) Data Sharing 
Definition 
NIH and many other funders now mandate that investigators who are generating 
data (applies to most research grants) share their data sets in a data repository 
upon conclusion of the study for use by the broader scientific community. 

 
Process 
Costs of preparing data for submission to a repository as well as data storage 
can and should be specifically requested in the budget.   
 
Guidance 
You should plan to identify a relevant data repository in advance of your grant 
submission. Different repositories have different costs associated with data 
storage so review the specific costs carefully when developing your budget. NIH 
maintains lists of NIH-sponsored repositories which can be considered for 
possible use depending on the nature of the grant application and the data that 
will be generated. See https://sharing.nih.gov/data-management-and-sharing-
policy/sharing-scientific-data/selecting-a-data-repository for more information. 
 
 

Please also see information provided by WSU Sponsored Programs at SPA’s website 
https://research.wayne.edu/spa for additional information on WSU grant policies and procedures 
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