Instructions for Approval Process


In an attempt to make the approval process paperless, the following form can be filled out online.  You may also print out the form after it is completed and use campus mail to complete the process.  For the electronic (paperless) approval process, please follow the steps below:

1. Complete the form.
2. Save the document (be sure to use a meaningful filename and save to a location you will remember).
3. E-mail the document to your first level administrator (Dean), ask the administrator to approve the proposal by either electronically signing it or printing their name on the appropriate line of Section A.

**NOTE: Be sure to ask the administrator to send the signed form back to you by e-mail with the form attached.

4. Repeat the same procedure with your second level administrator, then your president/CEO, and Chancellor – if required.  (See the instructions in Section A of the form pertaining to signatures.
5. E-mail the completed form to the Grants and Contracts Manager, john.orourke@ccs.spokane.edu.

If you need assistance, please call the Grants and Contracts Manager at 434-5185.
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	THIS FORM IS REQUIRED WHEN SEEKING EXTERNAL FUNDING FOR ANY PURPOSE

	CCS unit applying:
	[bookmark: Check1]|_| District Administration  |_| Foundation  |_| SCC  |_| SFCC
	Date
	     

	Initiator
	     
	Initiator’s mail stop
	     
	Proposal submission due date
	     

	Department/Division
	     
	Phone
	     

	Name of proposal
	     

	Source of funding
	     
	|_| State |_| Federal |_| Private

	Amount of funding requested
	     
	Amount of funding available
	     
	Duration of funding
	     

	Will this grant involve research using human subjects?
	|_| Yes  |_| No

	Research involving human subjects is covered by CCS Administrative Procedure 7.40.01A – Human Subjects.

	If yes, please describe:

	     

	Application is: |_| New     |_| Renewal      |_| Continuation      |_| Supplemental      |_| Revision

	If renewal, continuation or supplemental, please provide current budget number
	     

	Is funding for indirect costs allowed in the proposal budget? |_| Yes  |_| No
	If yes, identify rate:
	     

	NOTE: Administrative Procedure 5.30.05 (c) requires all grant proposals to seek the maximum amount of indirect funding available.

	Is CCS required to provide matching funds or "in kind"?  |_| Yes  |_| No

	If yes, please describe:

	     

	Will CCS use any subcontractors to perform any of the project activities? |_| Yes  |_| No

	If yes, please describe:

	     

	Ripple effect?  If any CCS office or department other than the initiators may be affected, directly or indirectly, by the project, identify them by checking the applicable blocks below.  Before submission, documentation of these departments’ or offices’ concurrence with the proposal must be submitted to the Grants and Contacts office.

	|_| CCS Foundation
	|_| Library Resources

	|_| Counseling Resources
	|_| Marketing and Public Relations

	|_| eLearning / Instructional Design
	|_| Student Support Resources

	|_| Enrollment Resources
	|_| Technology Resources

	|_| Facilities
	|_| Risk Management / Compliance

	|_| Institutional Research
	[bookmark: Text13]|_| Other:      

	
	

	Please describe effect:

	     

	
	

	SECTION A

	If you are applying for external funding you need to obtain the approval of (1) your department dean (1st level administrator), (2) your appropriate college vice president (2nd level administrator), and (3) your college president or executive. External funding requests of over $250,000 must be approved by CCS chancellor in consultation with the Board of Trustees.

	Approval to proceed with proposal:

	Dean / 1st level administrator
	     
	Date
	     

	Vice president / 2nd level administrator
	     
	Date
	     

	President / Provost
	     
	Date
	     

	Chancellor (if over $250,000)
	     
	Date
	     

	
	
	
	

	SECTION B

	Work with your unit Financial Manager (see list below) or with Business Office Grants and Contracts staff (434-5182 or 434-5187) when developing a proposal budget or when questions arise pertaining to indirect cost rates, salaries, or benefits.  If you have a preliminary budget ready for review, you may attach it at this time, but it is not required.  However, all final proposal budgets must be submitted to the CCS Grants and Contracts Manager (434-5185, MS- 1006) for approval prior to submission of the final proposal to the funder.

Unit Financial Managers:
· SFCC: 434-5183
· SCC: 434-5184
· District: 434-5186

Please submit your proposal budget for review as early in the process as possible.

	SECTION C

	Will facility expansion or modification be required?  |_| Yes:  |_| No -- If yes, please explain below  

	     

	[bookmark: Check2]|_| This project proposal requires facility space. 

	Forward signed form to the Grants and Contracts manager at MS 1006.
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