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MEMORANDUM

To:


Faculty and Staff




College of Engineering

From:
Tom Weller




Associate Dean for Research

RE:  Guidance Memo – ABSENCE FROM UNIVERSITY/RESEARCH PLANS
Due to concern for potential federal and state audits as well as the necessity for compliance with the federal and state requirements for contractual research, it is necessary for those principal investigators who are charging their salaries to research grants and who may be absent from the University for ten (10) or more consecutive workings days to provide the COE Research Office with a research plan that:

· Identifies the work that will be conducted during the period of absence

· Identifies how research assistants will communicate with the principal investigator

· Assures that the necessary progress will be made to meet the deliverable schedule in the research contract.   

This is not in any way to be considered a plan that hinders your ability to conduct research but simply will provide the necessary backup that is needed for compliance and auditing purposes.  This document can be a one page outline of the work to be performed, that will be placed in your contract file so that should an auditor decide to review your contract the necessary documentation is available (examples available in the COE Research Office).  

Your cooperation is sincerely appreciated.

A template/example plan is included on the following page.

Please send your research plan to your fiscal analyst.










Revised 4/16/10
{Example Research Plan for Periods of Absence; you do NOT need to submit separate plans for separate periods of absence if the plan is nominally the same for each absence – just list the separate periods in the title line as illustrated below. Also note that this applies for absences of 10 or more consecutive days.}

First_Name Last_Name: Research Plan during Absence from Time Period
· Work to be conducted during absence:
· Topic 1 (include sponsor and grant # where appropriate)
· Topic 2
· …
· Communication policy:
· {Example} Research assistants will communicate with the PI through email and phone. The PI will be available for discussions and input as needed.

· Assuring necessary progress:
· {Example} The research assistants will submit weekly progress reports to the PI via email.
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