
	Instructions for Completing the OSP Proposal Data Sheet


The Data Sheet is designed to ensure that all campus requirements and approvals to conduct a sponsored project at Boise State University have been addressed.  It is also used as the data entry form for the Office of Sponsored Programs (OSP) contract and grant database. A completed Data Sheet, with original signatures, is required to be submitted with the completed proposal to the OSP for review and approval by the authorized university representative in OSP before the proposal is submitted to the sponsor. 

The Data Sheet and this document are available on the OSP webpage: 
http://www.boisestate.edu/research/osp/forms.shtml
Questions regarding the completion of the Data Sheet should be directed to your Senior Research Administrator. A list of OSP staff can be found at

http://www.boisestate.edu/research/contactvp.shtml

WHEN IS COMPLETION OF A DATA SHEET REQUIRED?

The Data Sheet should be completed and submitted to OSP each  time “new” funds are requested for a project that have not previously been recorded on a Data Sheet. This includes new projects, renewals, supplemental funding, and projects transferred from another university. A Data Sheet is not required for continuation proposals if the funds being requested were already included on a previous Data Sheet. 
Below are general instructions for completing the Data Sheet.
If there is insufficient space on the form to answer any of the questions, please attach another page and indicate clearly which question(s)/field(s) you are providing additional information for.  
I.  INVESTIGATOR INFORMATION 


Refer to BSU Principal Investigator Eligibility Policy 5020.
Principal Investigator-List the name of the Boise State University employee who will be serving as the PI on the project. 

Principal Investigator (PI) -A BSU employee with an academic appointment or other eligible appointment under university policy who is responsible for the design, scientific/technical conduct, administrative conduct, and reporting of a research, training, or public service project supported by extramural funding sources.
Only one individual will be recorded by OSP as the Principal Investigator, even though the names of co-principal investigators may appear in the proposal.  The name listed on the Data Sheet as the Principal Investigator should be that of the individual who will assume ultimate responsibility for the scientific and financial management of the project. It should also be the same name as the Principal Investigator that appears on the proposal cover page.

Co-Principal Investigator(s)-List the names of BSU Co-Principal Investigators. Do not include other key personnel in this section. 

Co- Principal Investigator- a BSU employee with an academic appointment or other eligible appointment under university policy who is responsible for a portion of the design, scientific/technical conduct, and reporting of a research, training, or public service project supported by extramural funding sources. The Co-Principal investigator(s) should be identified as such in the proposal. 
Position Title-Provide position title of the PI and Co-PI(s).
Department/Center/Unit-Provide the primary Department, Center, or Unit of the PI and Co-PI(s).
College/Division-Select the College or Division of the PI and Co-PI(s).  
Phone #-Provide the university telephone number of the PI and Co-PI(s). 
II. PROJECT INFORMATION

Project Title-Provide the project title. The project title on the Data Sheet should be identical to the title appearing on the proposal. For continuation, renewal, or supplemental proposals, the title should be identical to the one on the most recent award document.
Project Type-Using the following definitions as a guide, select the one that best describes the type of project.
a) Basic research-systematic study directed toward fuller knowledge or understanding of the fundamental aspects of phenomena and of observable facts without specific applications towards processes or products in mind. Basic research, however, may include activities with broad applications in mind. 

b) Applied research-follows basic research, but is also directed towards advancing "the state of the art" and expanding the potentialities of discoveries or improvements in technology, materials, processes, methods, devices, and techniques. It does not include the design, development, or test of specific articles or services to be offered for sale.

c) Development-systematic application of knowledge or understanding, directed toward the production of useful materials, devices, and systems or methods, including design, development, and improvement of prototypes and new processes to meet specific requirements.
d) Instruction- teaching and training. These activities may be offered for credits toward a degree or certificate or on a noncredit basis. 
"Instruction" is the proper code when the primary purpose of the project involves training, curriculum development, instruction, demonstration, or efforts to improve pedagogical methods. Instructional projects may include some elements of research, particularly if new techniques of instruction or curriculum content are being developed. This does not change the definition of the project to "research." However, research training should be identified under Research.
e) Other Sponsored Activities-programs and projects sponsored by federal and non-federal agencies which involve the performance of work other than instruction and organized research. Examples include health service projects, community service programs, service and technical assistance projects, such as student assistance to corporations and government, and conferences. 

Note: If a proposal is solely to purchase equipment, the project should be coded according to the principal use of the equipment, e.g., research, instruction, or other sponsored activities. 
Type of Request-Please choose one of the following as applicable:

a) Pre-Proposal-a project idea being submitted to the sponsor. 
b) New Proposal-a new project that has never been funded by the sponsor. If funds are being transferred to Boise State University from another institution please indicate as a new proposal. 
c) Continuation-an extension of a project for an additional funding/budget period. If these funds were already recorded when the project was new, then it is not necessary to complete a Data Sheet.
d) Supplement- a request for funding to be added to an existing project within the project’s awarded budget period. If these funds were already recorded when the project was new, then it is not necessary to complete a Data Sheet.
Project Period-Indicate the proposed start and end date for the project. 
Location of Project-Identify if the proposed project will be conducted “Off” or “On” campus. 
a) Off-campus: For all activities performed in facilities not owned by the institution and to which rent is directly allocated to the project(s), the off-campus rate will apply. Grants and contracts will not be subject to more than one F&A rate. If more than 50% of a project is performed off-campus, the off-campus rate will apply to the entire project.
b) On-campus: Projects that do not qualify as off-campus.
III. SPONSOR INFORMATION

Name of Granting Agency -Indicate the name of the granting agency. This is the entity that is directly providing the funding. 
Granting Agency Type-Indicate the type of granting agency based on the following: 
a) Federal- U.S. federal agencies.
b) State of Idaho Entity-State of Idaho agencies, including Idaho public institutions of higher education. 

c) Private for Profit-Agencies that are established, maintained, or conducted for the purpose of making a profit. 
d) Non-Profit Organization- Agencies not conducted or maintained for the purpose of making a profit. Does not include Idaho public non-profit organizations.
e) Non-Idaho State Entity-State agencies other than state of Idaho agencies. 
f) College/University-U.S. public and private institutions of higher education. Does not include Idaho public universities.

g) Idaho Local Entity –Idaho cities, counties, quasi-government agencies, school districts, and Idaho public non-profit organizations. 

h) Foreign-Entities located outside the United States.
i) Non-Idaho Local Entity-Any non-Idaho county, city or non-state government agency.  

If Flow-Through, List Agency-If flow-through funding is applicable, indicate the name of the agency where the funds originate.
Program/Solicitation Title-If applicable, indicate the agency’s program or solicitation title and number for which you are applying. If a Federal program, please provide the Catalog of Federal Domestic Assistance Number (CFDA) if known. 
Due Date-If applicable, indicate the agency’s due date for proposal submission. 

IV: BUDGET INFORMATION


Direct-Indicate the total direct funds being requested from the sponsor for the project period (e.g., if the time period is three years, indicate three years of funding).  Do not include cost sharing or matching funds.  
F&A (Facilities & Administrative) Costs-Indicate the total F&A funds being requested from the sponsor. F&A costs are general operating costs incurred by the University in support of research, instruction, and other sponsored activities. Typically, F&A costs cannot be readily attributed to, or directly charged to, specific individual projects. F&A costs should be included as a separate line item in the budget of each proposal submitted to external funding agencies.
Refer to http://www.boisestate.edu/research/osp/policies-admin-costs.shtml for the applicable (F&A) rate & base. 
F&A Rate-Indicate the rate that was used in calculating the F&A costs. 
F&A Base-Indicate the base type that was used in calculating the F&A costs. 
a) MTDC=Modified Total Direct Costs

b) TDC=Total Direct Costs
c) TC=Total Costs 
d) Other=Use in situations where none of the above apply. 
Recovery Type: Indicate the recovery type that was used in calculating F&A based on the following:
a) Full Recovery-The maximum F&A rate allowed according to SBOE policy (Section VN3) or the negotiated federal indirect cost rate. 
b) Limited Recovery-Institutional Waiver: An F&A recovery rate that is less than the full recovery rate (but greater than 0) and voluntarily accepted by the University. 
If you are not including F&A at the full rate allowed by the sponsor, you must complete a Request for Waiver of Facilities and Administrative Costs Form and submit to the OSP with your proposal. 
c) Limited Recovery-Normal Sponsor Policy: An F&A recovery rate that is less than the full recovery rate (but greater than 0) and accepted by the University because it is normal sponsor policy.
If the sponsoring agency does not allow facilities and administrative costs or allows less than BSU’s rate, please attach the program announcement, published policy, or minutes from an organizational board meeting, where such policy was established.
d) No Recovery-Institutional Waiver- No F&A will be recovered based on a voluntary University decision to waive these costs. 
e) No Recovery- Normal Sponsor Policy-No F&A recovery is allowed based on sponsor policy.
V. COST SHARE INFORMATION 

Institutional Committed Cost Share-Indicate if committed cost share is included in the proposal. Cost sharing or matching is that portion of project or program costs not borne by the funding agency. It includes all contributions, including cash and in-kind, that the University makes to a project.  If the award is from a federal agency, cost sharing must be provided from non-federal sources.  
If the answer is “yes”, complete the OSP Cost Share Form and submit the signed original with your proposal to the OSP. 
3rd Party Committed Cost Share-Indicate if there are third party cost share commitments included in the proposal.
PI Salary Included-Indicate if the PI has budgeted salary in the proposal (either requested from the sponsor or cost shared by the University). If “no”, provide a Department ID for the required 1% PI effort.   If the PI has no effort demonstrated (i.e., no salary requested from the sponsor or cost shared), a minimum 1% effort must be cost shared.
VI. UNIVERSITY COMMITMENTS

New or Renovated Space/Facilities-Indicate if new or renovated space/facilities is required to conduct the project.  If “yes”, provide documentation describing square footage, remodel plans, and source of funding. 
Rental Space-Indicate if rental space will be required. If “yes”, provide documentation describing square footage, location if known, etc. 
Institutional Commitments Beyond End Date of Project- Indicate if institutional commitments beyond the end date of the project are required. If “yes”, please provide a letter of commitment, supplemental funding request, etc.
VII. COMPLIANCE INFORMATION

See the Office of Research Compliance website http://www.boisestate.edu/research/compliance for instructions on submitting protocol applications.   
Human Subjects-Indicate whether the project includes research or an investigation involving human subjects in any manner.  If the answer is “yes,” include the IRB protocol number or indicate “pending” next to the IRB #.  
Vertebrate Animals-Indicate whether vertebrate animals will be used in the project.  If the answer is “yes,” include the IACUC protocol number or indicate “pending” next to the IACUC #.  
Biosafety-Indicate whether the project involves any of the following: infectious or select agents, recombinant DNA or DNA, pathogenic/infectious, biohazardous agents/toxins, human and/or animal blood, fluids, cells or tissue cultures. If the answer is “yes,” include the IBC protocol number or indicate “pending” next to the IBC #.  
Environmental Health & Safety- Indicate whether the project involves any of the following: hazardous materials (chemicals, nanomaterials), radiation (radioactive materials, lasers, x-ray equipment), biosafety, bloodborne pathogens or other occupational safety issues. If the answer is “yes,” please contact the Office of Environmental Health and Safety at 426-3999 for assistance.
The OSP may be unable to process an award until all applicable compliance requirements have been met, and evidence of such compliance is on file.  It is the Principal Investigator’s responsibility to ensure that all proper compliance requirements have been met prior to starting work on a project. 
VIII. ADDITIONAL INFORMATION

Indicate Yes or No for the questions listed. 
Certain University, state or Federal regulations may apply. OSP will obtain additional information or provide additional training for these activities as needed. 
IX. FINANCIAL DISCLOSURE

Annual Financial Disclosure Form-Indicate if those required to complete the annual financial disclosure form have done so.             

The Principal Investigator and Co-Principal Investigator(s) are required to complete a Financial Conflict of Interest Disclosure Statement.
X. CERTIFICATIONS/SIGNATURES

Signatures must be obtained from all investigators, department chair persons/directors and deans.

Investigators certify that 1) the information submitted within the application is true, complete and accurate to the best of the PI’s knowledge; 2) any false, fictitious, or fraudulent statements or claims may subject the PI to criminal, civil, or administrative penalties; and 3) that the PI agrees to accept responsibility for the scientific conduct of the project and to provide the required progress reports.
Investigators, department chairs, directors, deans certify that 1) the proposed activities are appropriate to the research, instruction, and public service mission of the University; 2) if funded all necessary resources will be provided for the project (i.e., cost share, personnel, facilities).

Department chairs and deans acknowledge that Facilities and Administrative costs for projects involving more than one college will be distributed in accordance with University policy 6100 unless otherwise directed in writing from all deans involved. 
Revised 05/09/2011

2

