
 

 

January 26, 2018 
 

MEMORANDUM 
 
TO:  Vice Presidents 
  Chancellors 
 
FROM: Vassilis L. Syrmos 
  Vice President for Research and Innovation 
 
SUBJECT: Submission of Proposals for Review by the Office of Research Services 

(ORS) – Five (5) Business Days Prior to Proposal Deadline 
 
 
It has come to my attention that proposals are being submitted to the Office of Research 
Services (ORS) for institutional review and approval on the proposal due date, and sometimes 
within hours of the proposal submission deadline.  This does not give ORS adequate time for 
appropriate review and processing. 
 
While ORS will continue to work towards diligently processing late proposal submissions, please 
remind your deans, directors and principal investigators to review AP 12.401, Procedures for the 
Preparation and Submission of Proposals to External Sponsors and the Review/Approval 
Requirements for Sponsored Agreements (formerly AP A8.910), regarding the rationale for 
requiring proposals to be submitted at least five (5) business days prior to the proposal 
deadline.  Please refer to the following link regarding this Administrative Procedure: 
https://www.hawaii.edu/policy/docs/temp/ap12.401.pdf. 
 
As part of its review process, ORS reviews proposals for completeness, which includes but is 
not limited to: a review for required information and prescribed format; conformity of the 
proposed budget with applicable policies and procedures; identification of conflict of interest 
issues; and whether necessary compliance approvals have been obtained.  The five (5) 
business day period provided for by AP 12.401 allows time to address questions, errors or other 
unforseen problems that could derail a proposal. 
 
Due to increased competition for funding in the current climate, what was once considered trival 
matters (e.g., font size, format, electronic error checking, etc.) can now be grounds for 
automatic disqualification of proposals by sponsors.  Therefore, in order to enhance the 
university’s chances of success and to remain competitive, your assistance in ensuring 
compliance with the submission period set forth within AP 12.401 is appreciated. 
 
 
c: Darcie Yoshinaga, Interim Director, Office of Research Services 

https://www.hawaii.edu/policy/docs/temp/ap12.401.pdf

