University of East London

Graduate School

Research Bidding Procedures (RGA, for funding applications of £1000 or more)
Whether you are leading a bid for a research project or are a collaborative partner, a Principle Investigator or a Co-Investigator, it is essential that you follow the UEL Research Bidding Procedures in order for your application to gain Institutional approval and support. 

1. Contact the Graduate School: 

As soon as you are ready to put together a research funding bid, contact the Research Funding Officer in the Graduate School. S/he will be able to advise you on the most suitable source of funding, how to draft the application according to the relevant guidelines, and how to seek ethical approval if required.

NOTE: If your proposal involves human participants in any way, even if just as respondents to a questionnaire, it will require approval by the University's Research Ethics Committee. Please contact Debbie Dada for guidance and assistance at d.dada@uel.ac.uk. 

2. Contact Financial Services at least Three weeks prior to Submission:

Once you have planned your bid, and have considered what resources it will involve (e.g. your time, project staff, equipment, travel, stationery etc.) speak to colleagues in Financial Services. Based on your requirements, Sheila Johnson (s.j.johnson@uel.ac.uk) or W L Lim (w.l.lim@uel.ac.uk) will create a full Economic Cost report of your project, which will be returned to you by email.

What is full Economic Costing (fEC)? 

We are obliged to cost all research projects according to ‘full Economic Costing’, even if the sponsor does not necessarily fund research on this basis. This means that all costs for running the project are taken into account, including the maintenance of UEL buildings, the cost of lighting and heating etc, and also the administrative aspects of supporting the research – for example, personnel and payroll. There is a distinction however, between the cost of the research, and the price that we provide to the sponsor. This is usually determined by the sponsor’s guidelines for the funding they provide, and will be checked thoroughly by Financial Services.

Colleagues should be aware that support obtained without going through the relevant stages outlined here may be turned down by the Director of Financial Services.  The most likely reason for such a decision is that the fEC stage has not been completed and to accept the funding would impose too high an economic burden on our University community. 

3. Contact your Head of School/Service:

You will need to complete a RGA form, which is available from the Graduate School website. Send this form, accompanied by the full Economic Cost report from Financial Services and your research bid, to your Dean of School/Director of Service, who will review the costs and, if all is in order, sign it. 

Why do I need Dean of School/Director of Service approval? 

1) Research Committee requires that all research funding applications are subjected to a system of internal peer review. Your school or service will have decided how it wishes to implement this policy. When your Dean/Director signs your RGA form, they will be indicating that this internal peer review has taken place and that there was a favourable outcome.

2) Sponsors rarely provide funding for 100% of the full economic cost of a project, therefore the Dean of School/Director of Service is required to evaluate whether the School/Service can contribute the remainder of the funding (e.g. if a Research Council provides 80% of fEC then the School/Service must contribute the remainder). Furthermore, the time commitment from your proposed research may affect your current teaching commitments, existing research activity, or other aspects of your AWAM agreed workload for the year, and so must also be signed-off by your Dean of School/Director of Service.

4. Send your application to the Research Funding Officer in the Graduate School:

Send the RGA form and your proposal to the Research Funding Officer in the Graduate School at least two weeks before the submission deadline. S/he will review your application against any relevant guidelines, and will check for any obvious omissions/mistakes. Your proposal must be checked by the Graduate School prior to submission. 

Please note that if you send your application to the Graduate School with less than two weeks notice of the submission deadline there is no guarantee that it will be reviewed. This may mean that your application will not be submitted.

Applications must not be submitted to sponsors without going through this checking stage, the final submission must be made from the Graduate School.

Why does the Graduate School submit the application? 

The University is the only legally recognised entity that can be responsible for grants received to fund research and scholarly activity. Therefore the Graduate School, acting for the University, has a responsibility to review and authorise every proposal that is submitted. In part this is to assure that we develop a reputation with funding organisations for submitting well thought-out and carefully prepared research grant applications, but more important it is to make sure your bid stands the best possible chance of success. 

5. When you receive a response to your application: 
You should notify Financial Services, your Head of School/Service, your Research Leader and the Graduate School when you have a response, whether it is successful or unsuccessful. This is in part because the Graduate School/Research Leader are required to prepare reports for ABRC on success rates and to collect other statistics concerning research funding e.g. to help us with institutional activities such as the Research Assessment Exercise. 

If your application is successful:

When your grant is awarded it will be formally accepted on behalf of the university by a member of the Vice-Chancellor's Group and this will normally be the Director of Financial Services. These are the only nominated individuals who can accept a grant on behalf of the University. Similarly, any contracts are made directly with the University, and not with you as the applicant. Financial Services will set up a specific account for management of your funds, with its own project-specific reference code.
6. Copy ongoing documentation to Dean of School/Director of Service, Research Leader, Financial Services and the Graduate School:

In order that we can monitor and support your research and scholarly activity, please copy interim and final reports, and any correspondence, to your Dean of School/Director of Service, Financial services and to the Research Funding Officer in the Graduate School. Please note that any costing returns will need to be completed by Financial Services.
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Research Bidding Procedures (RGM, for funding applications of £1000 or less)
The RGM process is intended to reduce the administrative processes required by our institution where the amount of funding being applied for is for £1000 or less. The RGM process dispenses with the need for a full costing from Finance or pre-submission approval from the Graduate School, but still requires the applicant to seek authorisation from their Head of School or Service. It is essential that you follow the Research Bidding Procedures outlined below: 

1. Contact the Research Funding Officer in the Graduate School if you need advice: 

The aim of the RGM process is to reduce the administrative processes required by our institution, both for the applicant and for Financial Services and the Graduate School However, if you are unsure about any aspect of the process, or need any help or advice, please contact the Research Funding Officer in the Graduate School for assistance.
NOTE: If your proposal involves human participants in any way, even if just as respondents to a questionnaire, it will require approval by the University's Research Ethics Committee. Please contact Debbie Dada for guidance and assistance at d.dada@uel.ac.uk. 

2. Ensure you have gatherered sufficient information to fully complete the application form and the RGM form:

The RGM process puts the onus on the applicant to collect sufficient information to accurately complete the application form and the RGM form. This is particularly important in terms of costing the project, as applicants are expected to provide on the RGM a robust and justifiable total estimated cost for the project and the total amount applied for, which may be different.
3. Contact your Head of School/Service:

You will need to complete an RGM form. There are Guidance Notes available to assist you with this. Once you have filled in all of the information requested, send the RGM form (accompanied by your research bid) to your Head of School/Service, who will review the application and, if all is in order, sign it. 

4. Submit your application to the Funding Body and send a completed copy of the application form and the RGM form to the Graduate School:

The applicant is responsible, having received authorisation from their Head of School/Service, to submit the application.

Send a copy of the completed application form and the RGA form to the Research Funding Officer in the Graduate School. 

5. When you receive a response to your application: 
You should notify your Head of School/Service, your Research Leader and the Graduate School when you have a response, whether it is successful or unsuccessful. This is in part because the Graduate School/Research Leader are required to prepare reports for ABRC on success rates and to collect other statistics concerning research funding e.g. to help us with institutional activities such as the Research Assessment Exercise. 

If your application is successful:

You should also notify Financial Services. When your grant is awarded it will be formally accepted on behalf of the university by a member of the Vice-Chancellor's Group and this will normally be the Director of Financial Services. These are the only nominated individuals who can accept a grant on behalf of the University. Similarly, any contracts are made directly with the University, and not with you as the applicant. Financial Services will account for grants of £1000 or less using standard School/Service budget codes, rather than setting up unique codes for each grant. 
6. Copy ongoing documentation to Head of School/Service, Research Leader, Financial Services and the Graduate School:

In order that we can monitor and support your research and scholarly activity, please copy interim and final reports, and any correspondence, to your Head of School/Service, Financial services and to the Research Funding Officer in the Graduate School. Please note that any costing returns will need to be completed by Financial Services.
15 May 2007.
