
RESEARCH PROPOSAL AND ACCEPTANCE PROCESS 
 

PROPOSAL NOTES 
 
 

Proposal in Preparation 
 
Principal Investigator (PI) submits a requests for costs form (see Appendix 1) to 
Edinburgh Research and Innovation (ERI) who will calculate salary costs and fEC 
project costs for the application. 
 
The PI must also ensure all other relevant costs are included in the application, 
including fractions of support posts where full support is not part of the application. 
 
Advice on applications may be obtained from 
 
Sandra Orr  School of Education, 

Research Support Office 
(RSO) 

651 6386 sandra.orr@ed.ac.uk 

Andy McDonald ERI 650 9035 Andy.McDonald@ed.ac.uk 
Sue Coleman ERI 651 4051 Sue.Coleman@ed.ac.uk 
 
It is advised that the RSO is included in proposal preparation from an early stage. 
 
 
Proposal complete 
Once the proposal is complete and signed by the PI and any co-investigators it is 
sent  to the RSO along with an Implications of Research Grant (IRG) form (see 
Appendix 1).  The IRG form must be fully completed and signed by the PI and any 
co-investigators.   
 
The RSO will arrange for School authorisation. 
 
 
Proposal authorised (School) 
The RSO will send the completed and signed proposal and IRG form to ERI for final 
check and authorisation. 
 
Once the PI receives notification that the authorisation process is complete (s)he will 
complete electronic submission (if appropriate) of the proposal to the sponsor. 
 
PIs should note that all JeS electronic submissions go to the sponsor via ERI, and 
should allow sufficient time for that. 
 
 
Details of the proposal are recorded by RSO and ERI. 



RESEARCH PROPOSAL AND ACCEPTANCE PROCESS 
 

ACCEPTANCE NOTES 
 
Research Grant Awarded 
The sponsor will notify the PI by email and/or letter that the grant has been awarded. 
 
The PI must send the award letter to ERI, as only they can accept research grants on 
behalf of the University. 
 
Finance Transfer Pack sent to RSO 
Once ERI receive the award letter they will check the details of the award and 
prepare a Finance Transfer Pack (FTP) (see Appendix 2) which will be sent by email 
to the RSO who will complete the required School information and forward to the PI 
for checking, completion and signing. 
 
Appendix 2 contains guidance on how to complete an FTP. 
 
FTP to PI for signature 
When the PI receives the FTP (s)he will provide information in a number of fields on 
the form.  It is particularly important the the authorised signatories page is completed 
and signed by all.  This page, with original signatures, is required before a University 
grant code can be activated. 
 
Once the FTP is complete, the PI emails it back to the RSO.  Note that hard copy of 
page 6 will also have to be sent to the RSO. 
 
FTP to School for authorisation 
On receiving a completed FTP from the PI, the RSO obtains the necessary School 
authorisations and submits the completed FTP to ERI.  The PI will receive an email 
confirming that this has been done. 
 
FTP to ERI 
ERI make a final check of the FTP and submit the pack to Research Grants Section 
(RGS) in the Finance Office.  RGS will open an R account for the grant, and notify 
the PI. 
 
Post Award Support and Advice 
General Financial 
Advice 

Ross Grant School 
Finance Officer 

651 6162 ross.grant@ed.ac.uk 

Research Grants 
Section 

Joanne Smyth 650 9069 Joanne.Smyth@ed.ac.uk 

Staff appointments 
and contracts 

Alison Fleming 
School Adminstrator 

651 6096 Alison.fleming@ed.ac.uk  

 
The RSG holds regular “surgeries” at the Holyrood Campus. 
 
Joanne Smyth is in room 1.3 of Old Moray House on two Tuesdays of every month.  
Staff may make appointments to speak to her about specific issues, or drop in to 
discuss any financial issues relating to their grant. 
 



 
 
 
 
 
 
 
 
 
 
 

APPENDIX 1 
 

COSTING REQUEST FORM 
 

IRG FORM 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 



 





 
  
 
NOTES ON THE IRG FORM 
 
This form must be completed for all new Research Grant or Contract Proposals. If 
changes are made to the project such that the budget requires to be amended or a 
different response made to one or more of the eight questions overleaf, then re-
authorisation of a new or amended IRG form will be required.  For guidance on 
completing this form, please contact your Research Services Advisor (see below). 
Please note that under no circumstances should a proposal be submitted to an 
external funder prior to the completion and approval of this form. 
 
This form must be either printed off and signed manually by the Head of School or an 
authorised approver, or emailed as an attachment with a covering email from the 
approver.  For certain projects involving clinical trials or animal costs, for example, 
additional signatures may be required.  These may take the form of attached emails 
from the appropriate signatories. 
 

1. Please note: If more than one school is involved, each School should have a 
separate IRG showing the budget for their school 

 
2. % Ownership (RAE) - This relates to monetary value of the award, ie 

percentage share of the project budget between the investigators.  If there is 
only one investigator, enter 100%.  If there are multiple investigators, indicate 
by percentage how much 'ownership' proportionate to the others each will 
have of the project. 

 
3. Tenured staff may be directly incurred provided that an auditable record (ie 

timesheets) is kept. 
 

4. The FEC column should reflect the total cost of the project, regardless of what 
the sponsor will pay.   

 
5. The SPONSOR CONTRIBUTION should show the amount the sponsor is 

expected to pay (eg 80% of fEC in the case of Research Councils).  If the 
Sponsor contribution is not equal to 100% of the Total Project Value, in the 
case of a commercial sponsor, or is less than 80% of the fEC Total Project 
Value, in the case of Research Council or Other Government Departments, 
the University will require the School to cover the shortfall in the costs of the 
University share (86%) of the directly allocated PI/Co-I salaries, indirect costs 
(86%) and estates (100%).  As the University does not expect charities to pay 
fEC, the Schools will not be required to cover the University's share of directly-
allocated PI/Co-I salaries, indirect costs or estates. 

 
6. If the directly-allocated PI/Co-I budget is to be used for the purposes of 

replacement teaching, the University requires a letter verifying this from the 
Head of School.  Such replacement teaching will then be charged directly to 
this budget line with any unclaimed surplus going to the University Centre. 



 

7. Clinical Trial Notes: 
A Clinical Trial is any investigation in human subjects, other than a non-
interventional trial, intended: 

 
(a) To discover or verify the clinical, pharmacological or other 
pharmacodynamic effects of one or more medicinal products. 

 
(b) To identify any adverse reactions to one or more such products, or 

 
(c) To study absorption, distribution, metabolism and excretion of one or more 
such products, with the object of ascertaining the safety or efficacy of these 
products. 

 
If you are uncertain if your project falls into this category, please contact the 
Clinical Trial and Research Governance Manager in the College of Medicine 
and Veterinary Medicine Office. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX 2 
 

FINANCE TRANSFER PACK 
 
 
 
 



 
 

 
 











 


