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STRATEGIC INTERDISCIPLINARY RESEARCH OFFICE 
STANDARD OPERATING PROCEDURE 

 
SOP Number: PRE-E02 Implemented: July 25, 2016 
Title: SIRO Match Budget Approval Process Last Reviewed and Updated: October 17, 2016 

  
Purpose: To provide a timeline and detail the communication steps required to ensure compliance with RAG 53 - 
COORDINATION PROCESS FOR MATCHING FUNDS AND OTHER UNIVERSITY CONTRIBUTIONS TO MULTI-UNIT PROPOSALS 
so that the administrative leadership of all Penn State colleges, institutes and other units contributing match to any 
grant submitted by SIRO has adequate time to consider a requested matching contribution to support an sponsored 
award application submitted by SIRO. 
 
Applicability: This procedure applies to any SIRO-submitted application that includes any form of matching contribution, 
regardless of the budget size. This includes single investigator proposals and any proposal including special forms of 
match requiring additional review and approval effort. 
 
Exceptions: Any submission with a matching budget request that is brought to the attention of the SIRO lead Authorized 
Organizational Representative (AOR - Allison Eisenhower) less than 4 weeks prior to the due date will require the SIRO 
director’s approval for an exception to this SOP. Such an exemption request should be initiated by the PI via an email 
sent to the SIRO Director and Project Manager, and copied to all research deans and institute directors representing 
units that will be possible sources of matching funds. The email should explain the reasons for the lateness of the match 
process initiation, identify all possible match sources anticipated, and best estimates of the size of the anticipated match 
needs. In such cases, an accelerated version of the match approval procedure described below will be pursued only if 
and when the SIRO Director receives emails indicating agreement from all targeted contributors. 

Assumptions: Principal Investigators (PIs) are expected to inform their department heads, research unit directors, and 
deans’ offices of anticipated cost share requests before any SIRO contact (at least 3-4 weeks before the submission 
deadline as required by the timeline below) to facilitate budgeting. At the same time, all co-investigators and key 
personnel must also make their unit administrators aware of the nature of the proposed research, the strategic 
importance of the research, and the likely amounts and types of the cost-sharing request. Department heads and 
research deans should expect to be informed at the earliest opportunity and at least several weeks before a proposal is 
due. Preferred match sources do vary by unit and these preferences should be shared with the budget development 
team; many prefer non-cash sources of match, e.g., academic year salary release.  

Procedure:  
[NOTE: Failure of any party to meet the deadlines below will result in the need to purse an exception approval as 
described above.] 
 

Timeline* What Who Details 

4 weeks Advocate 
Confirmation 

SIRO RA, 
PI 

The assigned SIRO Research Administrator (RA) supporting the 
proposal will contact the PI to determine the “match advocate.” 
The match advocate will most typically be the research dean or 
institute director representing the PI’s home research unit. The PI 
is responsible for contacting the advocate and asking them to send 
an email to the SIRO RA with 48 hours acceptance of this role. The 
SIRO RA will follow up and contact the proposed match advocate 
to request the said confirmation within another 48 hours if no 
email is received in 48 hours. 

4 weeks Participant 
Confirmation 

SIRO RA, 
PI 
 

The SIRO RA will contact the PI to ask for confirmation within 48 
hours of a “match budget participant list” (investigators receiving 
salary, student or other appreciable support from the proposal) for 
consideration in planning the match budget distribution. If the PI is 
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still uncertain of all participants, s/he will be required to decide 
upon a list of those “currently anticipated” for the purpose of 
approaching possible match sources. The PI will also be asked 
within the same time window to provide the SIRO RA with copies 
emails or other documentation of any match contributions already 
received. 

4-3 weeks Match Planning with 
PI and Advocate 

SIRO RA, 
PI, 
SIRO 
Director/ 
Project 
Manager, 
Advocate 

Within 5 days of receiving the match budget participant list from 
the PI, the SIRO RA will meet with the PI, the SIRO Director and/or 
Project Manager, and the PI’s match advocate to review the 
current proposal budget and draft a match proposal for circulation 
to all possible match contributors. Regardless of the degree to 
which the budget is developed, some version of a match proposal 
must be drafted for circulation to possible match sources, even if 
only to suggest an expected total budget amount and to propose a 
distribution plan (e.g., percentage of the final budget total. This 
meeting may be virtual if participants are on travel. 

4-3 weeks Match Planning with 
PI and Advocate 

PI, 
Advocate 

Within 2 days of the match planning meeting, the advocate and 
PI will notify any match contributors not previously contacted to 
alert them to the pending circulation of a match request. 

4-3 weeks Proposal Budget SIRO RA, 
PI 

The PI will work with the SIRO RA to create a semi-final proposal 
budget. 

3 weeks Match Budget First 
Draft Circulation SIRO RA 

The SIRO RA will distribute a common version of the match budget 
to the academic (URC members) and administrative leads (senior 
grants and contracts specialists/ACOR representatives) of all units 
that are possible match sources. Each unit will be requested to 
provide written feedback from one of the two individuals copied in 
their unit within one week. This feedback will be invited as one of 
the following four responses from the unit to the match proposal: 
1) acceptance as presented, 2) declination to participate in any 
level of match, 3) suggested revision, or 4) request for a meeting. 

Provisional Match Meeting Scheduling: In cases where match 
requests are large or complex in terms of the number of 
contributors, the SIRO Project Manager may be asked to schedule 
a tentative match meeting of all targeted contributors for ~2 
weeks prior to the proposal due date in the event that a match 
agreement cannot be reached by email. 

2 weeks Match Budget 
Revisions SIRO RA 

Should a decline or suggestion for revision be received, all other 
sources will be immediately informed and asked if the process 
should proceed with a revised distribution. Revised match 
proposals may be circulated before all units respond should an 
individual unit require changes. If no agreement is reached at 2 
weeks prior to the due date, a meeting of all contributors will be 
called. 

1 week Match Budget 
Finalized 

SIRO RA, 
PI 

The match budget will be finalized and emailed to all parties if 
changes were made.  

*Prior to submission due date.  
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