Instructions for Submitting EXTERNAL Grant Proposals 

for Required Signatures by Your Department Head and Dean

Faculty of Human Ecology

Please allow at least 72 hours to obtain the required signatures.

1.
Prepare a package containing:

· 1 copy of your full proposal and 1 copy of the Funding Application Approval Form (FAAF)
· 1 copy of your Budget Summary (this will be filed by your Department Head; it will not be returned to you)

· 2 copies of your Research Summary (these will be filed by your Department Head and the Dean; they will not be returned to you)
2.
Flag all of the places where signatures are required.  

3.
Place this sheet on top of your package.
4.
Submit your package to your Department Head, who will sign and forward it to the Dean.

5.
When the Dean returns the signed proposal and FAAF to you:

· Make a copy of the signed proposal for your files

· Make a copy of the signed FAAF for your files

· Make a copy of the signed FAAF and give it to your Department Head for his or her files 

6.
If the proposal is to be submitted to CIHR, send the signed full proposal and FAAF to:



Nancy Klos




Research Grants & Contract Services
Room A108 Chown Building
Bannatyne Campus

(Phone:  789-3672)
Be sure to indicate how the package is to be returned to you (i.e., you will pick it up, she should call you when it is ready, or she should courier it to you).
For all other external grant proposals, send the full, signed package to:

Office of Research Services 

Room 540 Machray Hall

Fort Garry Campus
Be sure to leave a phone number where you can be reached by the Grants Officer when the package is ready to be picked up.
Instructions for Submitting INTERNAL Grant Proposals

for Required Signatures by Your Department Head and Dean
Faculty of Human Ecology

Please allow at least 72 hours to obtain the required signatures.

1. Prepare 1 copy of the full proposal. 

2. Make a copy of your Research Summary for filing in the Dean’s office.  
3. Flag all of the places where signatures are required.  

4. Attach this sheet to the top of your proposal.

5. Submit your proposal to your Department Head, who will sign and forward it on to the Dean.

6. When the Dean returns the signed proposal to you, make and keep a copy of it for your files.
7. Send the full, signed proposal to:

Office of Research Services 

Room 540 Machray Hall


Fort Garry Campus

Be sure to leave a phone number where you can be reached by the Grants Officer when the package is ready to be picked up.
