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1.0 Summary 
The Marine Biological Laboratory (MBL) Office of Sponsored Programs (OSP) has the immediate 
responsibility for the business administration aspects of research and education projects sponsored by 
the government, industry, or foundations in accordance with the established policies of the institute. 
The research enterprise can be characterized as �����^���Œ�����o�����š�}���P�Œ���À���_���‰�Œ�}�����•�•�X���d�Z�]�•���‰�Œ�}�����•�•�������P�]�v�•���Á�]�š�Z������
concept or idea that is turned into a proposal, followed by an 
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3.4.3 Proposal elements should be in their final form and viewable by OSP on 
the associated sponsor system (e.g. NSF FastLane), for OSP review no later 
than five (5�•�����µ�•�]�v���•�•�������Ç�•���‰�Œ�]�}�Œ���š�}���š�Z�����•�‰�}�v�•�}�Œ�[�•�����������o�]�v���X��  

3.4.4 For Grants.gov proposals, applications must available online no later than 
five (5�•�����µ�•�]�v���•�•�������Ç�•���‰�Œ�]�}�Œ���š�}���š�Z�����•�‰�}�v�•�}�Œ�[�•�����������o�]�v���X 

3.4.5 Proposals received five (5) �����Ç�•���}�Œ���u�}�Œ�����]�v�������À���v�������}�(���š�Z�����•�‰�}�v�•�}�Œ�[�•��
deadline will receive a detailed review by OSP to provide greater assurance 
that the proposal can be submitted error-free.  Proposals that fail to meet 
this deadline and requirement will be subject to substantive review to the 
extent reasonable, given the nature of the proposal and arrival date in 
OSP. 

3.4.6 These procedures apply to submissions of new, competing renewal, 
continuation and re-submission proposals regardless of sponsor, if the 
sponsor specifies a deadline.  If no deadline is specified, OSP will expect to 
have five (5) business days to process the proposal from the time of 
submission. 

3.4.7 Sponsor requests for annual progress reports, revised budgets, 
supplemental funding requests and other requests such as this are not 

�����������������•�µ���i�����š���š�}���š�Z���•�����‰�Œ�}�������µ�Œ���•�X
3.4.8 PreProposals ���Œ�����Z���v���o�������}�v�����������•�������Ç�������•���������•�]�•�X

3.5 Origination of Awards 

Some sponsors allow institutions to
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4.0 Budgets, Re-budgets, Subawards, and Cost Sharing 

4.1 Budget Development and Approvals 
Regardless of whether the funding agency requires a detailed budget, a detailed budget and 
budget justification must be submitted to OSP as part of the complete proposal package 
within the internal deadline as described in �^ection 3.4.  OSP will review the budget and��
budget justification for compliance with agency and program-specific policies and guidelines, 
and recommend adjustments if needed. Proposals in which the MBL will be the recipient of a 
subaward from another institution require similar approval and follow the same process. 

4.2 Award Processing 
OSP reviews all awards received by MBL for any changes from the original proposal, for 
reporting requirements, and for any other award-specific requirements. OSP then distributes a 
copy of the notice of grant award, the approved budget and budget justification to Financial 
Services who creates a new cost center in the financial system and inputs the approved 
budget.  Once the cost center has been established, a copy of the notice of grant award is 
emailed to the PI and the Center Administrator.  

4.3 Subawards 
Proposals that include a subaward to another institution, require a budget, budget 
justification, and statement of work from that institution. The budget and justification must be 
approved in writing by a 



7 

4.5 Re-budgeting 
With most federal grants and cooperative agreements, the awarding agency gives the 
institution considerable authority to approve re-budgeting of funds.. In all cases, re-budgeting 
and prior approvals will be in accordance with grantor and MBL restrictions, rules, and 
regulations. Within this authority, MBL requires that the PI obtain initial prior approval of a re-
budget action from OSP and final approval by Financial Services. Both must agree that the 
proposed re-budget (1) is consistent with grant terms and conditions, (2) is consistent with 
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6.0 Cost Allowability 
The award document defines the terms and conditions required by the sponsor. Project costs must be 
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���Œ�Œ�}�Œ�����v��Expense Transfer Document must be submitted to Financial Services. This document��
must include an explanation for the transfer, the job/account numbers involved, and the total 
amount transferred by account. Also the document must be accompanied with a Financial 
Services website printout highlighting the specific line items for accurate invoice or Purchase 
Order number reference. Reducing a deficit by transferring the expense to another project is not 
allowed. The cost must belong to the account being charged. Expense 










