Submission guidelines for 2013 ARC Discovery Projects
Effective 15 December 2012  
The Office of Research Services (ORS) coordinates the submission of all applications for funding from the Australian Research Council (ARC). Applicants should check with their Schools, Institutes and Faculties for any specific local requirements.
While we will aim to be as flexible as possible within the boundaries of our available resources, the level of service provided by ORS will depend on when an application is received in our office. This approach strikes an appropriate balance between providing the research community with flexibility of timing whilst also allowing ORS to manage the workload associated with major rounds.
· Applications ‘Submitted to Research Office’ in RMS by the internal closing date, Thursday February 9, will receive reading priority and are guaranteed a full eligibility and compliance check with feedback provided via email to the applicant, along with a follow up check on the final application.
· Applications submitted after Thursday, February 9 will only receive one check to make sure the application is ready to submit.  Feedback will be given on major issues of eligibility only. If none exist, proposals will be submitted to ARC by the closing date and as submitted by the applicant – unless the applicant specifically requests a de-submit to change an aspect of their proposal;
· Applications submitted to ORS for the first time on or after Monday, February 27 will not be checked and will be submitted to ARC as submitted by the applicant. Our responsibility remains to applicants that have submitted to us in a timely manner.
Note: 
(1) Incomplete applications (i.e. with sections missing) will not be reviewed and will not count as a submission for the dates outlined above;
(2) There is no extension policy. Level of review depends upon time of submission; and
(3) Ultimate responsibility for the eligibility and completeness of the application remains with the applicant.



Office of Research Services Application Review Process

ORS staff will undertake an eligibility and technical check of applications. This means that ORS will check each application against the funding rules and application guidelines to identify areas of potential non‐compliance or incompleteness.

A detailed feedback form will be emailed to the lead chief investigator suggesting where changes to the application may be required. Chief investigators are then required to review the feedback provided and amend their applications. At this point, information will also be provided on how to submit the final version of the application to ORS.

Apart from workshops and services offered under the Discovery Project Development Program, ORS does not review the research project component of a proposal. It is the responsibility of Faculties, Institutes and Schools to ensure that appropriate peer‐review processes are in place for their applicants.

Roles and Responsibilities

Applicant
· Create an account or log on to the ARC’s Research Management System (RMS) and ensure all CIs/PIs also have accounts created well in advance of the internal due date. 
· Read the ARC’s Funding Rules, Instructions to Applicants, Frequently Asked Questions and the ORS submission requirements.
· Submit a complete draft application in RMS, by Thursday February 9.
· Amend the application as per the feedback received from ORS staff. 
· Submit the final application to the Research Office in RMS. 
· Submit a Research Funding Clearance Form and an Investigator’s Certification Form to ORS before the ARC closing date of Thursday March 1, 2013.
ORS Staff
· Provide information and advisory sessions on grant applications, budgeting and on‐line research management systems. 
· Provide advice and support on preparing applications (including assistance with RMS). 
· Communicate with research community on scheme‐specific issues (e.g. ARC updates or clarifications of funding rules) 
· Conduct a technical/compliance/completeness check of applications and provide feedback to the lead CI.
· Check that requested changes have been made to the final application as per the initial feedback provided to the applicant (depending on service level). At this stage the application should be final and ready to be sent to the sponsor. 
· Submit applications to the ARC by the external closing date Thursday, March 1. 
Faculty/Institute Staff (including ADRs, Faculty Research Managers)
· Ensure the provision of support for mentoring and peer review of applications. 
· Provide advice on project budgeting and general project development. 
Heads of School/Institute
· Certify the CI certification and Funding Clearance Forms
· In conjunction with Faculty, ensure the provision of support for mentoring and peer review of applications
Further information:  please contact Ian Cummings on +61 3 6226 7592 or at ian.cummings@utas.edu.au
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