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WCER Proposal Preparation Guidelines


Wisconsin Center for Education Research
Proposal Preparation Guidelines

WCER Contacts

Adam Gamoran, Director, 785C Ed. Sci. Bldg., 263-4200,  gamoran@ssc.wisc.edu
Consultation, permission to submit through WCER, proposal review

Cathy Loeb, Senior Editor, 785D Ed. Sci. Bldg., 263-8930, cloeb@wisc.edu
Proposal editing, human subjects, and hard copy proposal submissions
Jenny Madigan, Budget Specialist, 242A Ed. Sci. Bldg., 263-4352, jmadigan@wisc.edu
Sandy Treptow, Budget Specialist, 242G Ed. Sci. Bldg., 263-4213, streptow@wisc.edu
Budget, forms, and electronic proposal submissions
Bob Glover, Asst. Director, Tech. Services, 370J Ed. Sci. Bldg., 263-0761, rglover@wisc.edu
Brian Ganje, Computer Services Manager, 370E Ed. Sci. Bldg., 263-7558, baganje@wisc.edu
Computer equipment, Web site development, multimedia needs, and other technology-intensive services

Proposal Timetable

	Time before

due date:
	

	ASAP
	· Consult with Adam Gamoran, WCER Director.

	
	· Fill out proposal planning form and send to Cathy Loeb, Jenny Madigan, and Sandy Treptow with URL for RFP or application package.

	
	· Meet with Bob Glover or Brian Ganje to develop cost estimates for technology, equipment, and Web site needs.

	
	

	3 weeks
	· Plan budget with Jenny Madigan/Sandy Treptow.

	
	· Check status of outside activities report and effort training and certification.

	
	

	2 weeks
	· Submit draft proposal to Cathy Loeb for editing and to Jenny Madigan/Sandy Treptow for routing through the university.

	
	· If needed, submit request for limited PI status to Jenny Madigan/Sandy Treptow.

	
	· Consult with Cathy Loeb about human subjects requirements.

	
	· Log in to WISPER to electronically sign off on proposal once record is created (check with Jenny Madigan/Sandy Treptow).

	
	

	1 week
	· Finalize budget and budget justification with Jenny Madigan/Sandy Treptow.

	
	

	2 days
	· Submit final proposal with all required attachments to Cathy Loeb, Jenny Madigan, and Sandy Treptow.

	
	· Review completed proposal before submission (in Business Office for electronic submission; in Director’s Office for hard copy submission).

	
	· Tell Cathy Loeb number of print copies needed for project.


Consult with Adam Gamoran.

The first step in the WCER proposal preparation process is to meet with Adam Gamoran, WCER Director, to seek permission to work through—and, if funded, have the project housed in—WCER. This conference also gives you the opportunity to learn about the variety of services WCER offers to principal investigators (PIs) and, if you wish, to ask Adam for a review of your proposal. It’s never too early for this conference. 

Fill out a proposal planning form.

The WCER proposal planning form asks for basic information about your proposed project and target dates for the completion of key steps in the process. Fill out the form as soon as you have met with Adam Gamoran and send it to Cathy Loeb, Jenny Madigan, and Sandy Treptow as an email attachment.

Meet with Bob Glover or Brian Ganje to discuss your technology needs.
The WCER Technical Services Department can help you plan computer and other equipment purchases, develop an effective project Web site, and take advantage of multimedia, database, or Web-based collaborative technologies. Because these costs will need to be built into your budget, be sure to meet with Bob Glover or Brian Ganje to develop cost estimates before your budget planning meeting.

Meet with Jenny Madigan or Sandy Treptow to plan your budget.

Schedule a budget planning meeting with Jenny Madigan or Sandy Treptow in the WCER Business Office at least 3 weeks before the proposal deadline. Before the planning meeting, you should be thinking of activities, people, and other resources that would enhance your project. You need to know only general categories of budget items—travel, equipment, special services, unusual supplies—required to carry out your project. Jenny or Sandy will calculate the dollar amounts based on WCER’s extensive experience with extramural funding. Any plans for cost sharing must first be approved by Adam Gamoran. If you are including another institution as a subcontract, please make sure staff at that institution are aware of the proposal deadline, and obtain the name, phone number, and email address of a person Jenny or Sandy can contact if questions or problems arise.

After the planning meeting, Jenny or Sandy will prepare a preliminary budget for you. You may need to make revisions to bring the budget within the funding agency’s guidelines. You will be notified via email to electronically sign off on the proposal through WISPER, UW’s electronic system for routing and approving applications and agreements related to extramural funding. The email will provide instructions on how to complete the approval process.
Check the status of your outside activities report and effort certification.

UW-Madison faculty and academic staff must complete an outside activities report each spring (see the UW-Madison Outside Activities Reporting Web site). The university will not process your proposal until you, any co-investigators, and your key personnel have completed the form.

Similarly, the university will not process your proposal or open an account until you have met the university’s effort training and certification requirements. Effort certification is the university’s means of providing assurance to extramural sponsors, especially the federal government, that faculty and staff have met their commitments to sponsored projects and that the salaries charged to sponsored projects are reasonable in relation to the work performed. Principal investigators with sponsored projects are responsible for completing UW’s effort training program, certifying their own effort, and certifying the effort of graduate students, postdocs, and non-PI classified staff who work on their projects.

If applicable, submit request for limited PI status.
If you are academic staff and do not have blanket PI status, you will need to submit a request for limited PI status. You’ll find a link to the form on the WCER proposal preparation Web site. Complete the form and send it to Jenny Madigan and Sandy Treptow as an email attachment at least 2 weeks before the proposal deadline.
Submit your draft proposal for editing and routing.

Submit the electronic draft of your proposal (abstract, narrative, and references, preferably as Word documents) to Cathy Loeb, Jenny Madigan, and Sandy Treptow at least 2 weeks before the proposal deadline. Jenny/Sandy will route the proposal draft, final budget, and budget justification to the School of Education Dean’s Office and Research and Sponsored Programs for approval. Cathy will edit the proposal using Word’s Track Changes feature. When you receive the electronically edited draft, you can use the Track Changes feature to view all editing suggestions and comments and accept or reject suggested changes as you prepare your final draft. Note: If you use a Mac, notify Cathy as soon as possible because page layout (and thus document length) can differ on the Mac and Windows platforms.
Submit your final proposal for submission to the funding agency.

Send the final drafts of your abstract, narrative, and references with all required attachments to Cathy Loeb, Jenny Madigan, and Sandy Treptow at least 2 days before the proposal deadline. Jenny and Sandy handle electronic submissions; Cathy handles hard copy submissions. Depending on the submission procedure, either Cathy or Jenny and Sandy will work with you to make sure all required documents are in place.
Review your completed proposal; order print copies.

Timely and accurate submission of research proposals is crucial to WCER’s mission. In service of this goal, we ask that you review your proposal (or appoint someone from your project to review the proposal in your place) at least 2 days before the documents are submitted to the funding agency. Review of electronic submissions takes place in the Business Office and should be scheduled with Jenny Madigan or Sandy Treptow; review of hard copy submissions takes place in the Director’s Office and should be scheduled with Cathy Loeb. 
After the proposal has gone out, the Director’s Office will have archival copies made. Let Cathy know how many print copies of the proposal you’ll need for yourself and other project personnel.
Plan human subjects training and protocol submission.
If your proposed project will at any point involve research with human subjects, you will need to comply with federal regulations and university policies. The UW-Madison Human Research Protection Program (HRPP) Web site links to these regulations and policies. Before human subjects research may begin, an application for approval (protocol) must be reviewed and approved by one of UW-Madison’s four Institutional Review Boards (IRBs), and all research personnel must complete the mandatory UW-Madison human subjects training. Academic staff researchers and emeritus professors must request permission to act as PI on human subjects protocols; the policy and request form are posted on the HRPP Web site. Note that PI status granted for purposes of submitting a grant proposal (whether one-time or blanket status) does not meet this requirement.
UW-Madison currently operates on a “just-in-time” basis, meaning that IRB approval and certification of human subjects training are not required at the time of proposal submission. However, should you receive an award, Research and Sponsored Programs will require both to be in place before it will open an account. IRB review can take anywhere from a week or two (if the research qualifies for an exemption) to a month or more (if it is subject to expedited or full committee review). Thus, to avoid delay at the point of funding, WCER recommends that you submit your protocol to the IRB as soon as possible after your proposal is submitted. The mandatory human subjects training must be completed by all individuals, including students, who will be involved in the design and conduct of your research, regardless of whether they receive compensation from the award.
UW-Madison uses an online submission system for human subjects protocols called IRB WebKit. Once you are logged in, you will be able to (a) complete human subjects forms, (b) upload required documents (e.g., consents; instruments; proposal draft), and (c) electronically submit your protocol to the IRB. To get started using WebKit, see the introduction and tutorial on the WCER proposal preparation Web site.
Note that WebKit is a communication system, not an archival system. In fact, protocol records become unavailable when a project is completed, and some data may be lost from current records if questions on the protocol forms change. Thus, it remains imperative that you retain copies of all human subjects records for at least 7 years after completing your research.

Help WCER track and answer questions about your human subjects records.

Cathy Loeb is available to advise WCER PIs on federal human subjects regulations, university human subjects procedures, and use of WebKit. To help us identify your human subjects records and answer your questions, please take the following two steps when completing human subjects forms:

1.
Select Wisconsin Center for Education Research—not your home academic department—from the drop-down menu when prompted by WebKit to identify your department.

2.
Grant security clearance to Cathy Loeb (see the Security tab in WebKit). 

Note: These guidelines and other proposal preparation
resources are available on the WCER proposal preparation Web site.
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