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SELF-FUNDED RESEARCH GRANT



- GUIDELINES AND APPLICATION INSTRUCTIONS
RESEARCH GRANT IN LIEU OF SALARY

Vancouver Island University will, subject to the following Guidelines and Conditions of Award and pursuant to Canada Revenue Agency (CRA) Interpretation Bulletin 75R4 (http://www.cra-arc.gc.ca/E/pub/tp/it75r4/it75r4-e.html ), permit faculty members to allocate a portion of their salaries for research.  This provides flexibility through a reduction in personal income tax to faculty in their research endeavours. 
This document contains the following sections which should be reviewed thoroughly before preparing your application:

A. Guidelines and Conditions of Award

B. Instructions for Application Completion and Important Considerations

C. Checklist for a Complete Self-Funded Research Grant Application

A. GUIDELINES AND CONDITIONS OF AWARD

 1. Program Description 

This program permits, under certain conditions, a researcher to receive a research grant in lieu of salary through a mechanism that includes peer review.  The researcher should be familiar with CRA Interpretation Bulletin IT-75R4 (http://www.cra-arc.gc.ca/E/pub/tp/it75r4/it75r4-e.html ) and, in particular, paragraph 21.  The grant may be used for all the purposes of a grant-in-aid of research, except salary for the principal investigator.  This program covers only research activities and is not intended to cover projects directed at teaching, the development of teaching-related skills, or degree completion.  
Once the self-funded grant has been awarded, the funds are no longer considered to be salary, but constitute a research grant that is subject to the regulations of the program and the research-related policies and procedures of the University. 
Grants awarded under this program are regarded as taxable income.  However, the grant payment will be treated as T4A income for tax purposes and, accordingly no income tax, CPP, or EI will be deducted by the University.  The self-funded grant recipient is responsible for reporting the income to CRA and declaring eligible expenditures against it.  In other words, part of your salary becomes a research grant which you are responsible for administering (i.e. you write the cheques and keep receipts to submit to CRA).  VIU cannot create a cost centre to do this on your behalf.
2. Eligibility  

Faculty members, either full or part-time, professional librarians, and academic administrators who wish to perform research during any academic year, including a year when on sabbatical leave, are eligible to apply.

3. Submission Dates  

The process of reviewing Self-Funded Research Grant applications and completing financial arrangements can be a lengthy one.  Therefore, applications should be submitted to the Research and Scholarly Activity Office using the form available on the website (http://www.viu.ca/research/documents/self-funded_grant_application.doc).  Applications should be received at least two months prior to the date on which the first grant installment is needed.
4. Application Process 

In completing the application, researchers should provide a description of the research activity that is sufficiently detailed to allow adjudication of the request by qualified assessors.  Proposed expenditures must be warranted in the context of the research outlined.  Each budget item must be justified in terms of how it will help to achieve the project.  Submissions should be prepared with reference to the eligible expenses outlined in the CRA Interpretation Bulletin IT-75R4. 
Applications that are not first-time requests must contain documentation on the results of previous research projects conducted under the program and specifically address how the award enhanced the researcher’s research endeavours. 
Faculty members who expect to hold one or more other research awards from any source(s) whatsoever, should submit a budget of their total research expenses and indicate which particular items will be covered by this request.
Prior to its submission, the application must be reviewed and approved by the Chair and Dean/Director/Regional Campus Principal of the Faculty/Area responsible for payment of the salary to the researcher.  The application will also require review and signoff by the Director of Finance (as VIU’s Business Officer) and the Vice-President Academic and Provost.  The Research Office will obtain these authorizations.
5. Grant Period 

The program uses the calendar year (the normal taxation year) as its base.
Please note that according to CRA, research grant-related expenses must be incurred in the same calendar year in which the research grant is received in order to be claimed against the grant.  In some cases, research expenses may be incurred in the year immediately prior to or immediately after the year in which the grant is received; please see the CRA Bulletin IT-75R4, paragraph 34, for further details.

6. Grant Level 

The total grant requested should allow for sufficient salary to be retained in the usual manner so that University benefits coverage can be maintained.  The maximum grant level will be the LESSOR of:

a)  Research project budget

OR

b) Percentage of faculty salary calculated as follows:

In the case of a faculty member not on assisted research leave, the maximum amount of the grant should not exceed the value of that portion of salary that is deemed to be attributable to research.  Awards to non-leave researchers should not exceed 50% of annual salary.  The University will not make any alterations to salary payments already made to the researcher at the time of approval of the award; hence, the grant applied for may not be greater than the amount of unpaid salary less benefits remaining in the calendar year for non-leave researchers, at the time of approval.
In the case of a faculty member on assisted research leave, the leave salary of the researcher will determine the maximum grant.  For researchers on 70% assisted leave, the maximum grant will be 45% of the researcher’s 100% regular salary (e.g., 70% Assisted Paid Leave – 25% for benefits = 45% grant amount).  The total grant requested should allow for at least 25% of the researcher’s regular 100% salary to be retained and paid in the usual manner in order to maintain University benefits coverage.
7. Eligible and Ineligible Costs
The eligibility of expenses are set out in CRA Bulletin IT-75R4 and include direct research expenses, equipment, and certain travel costs: http://www.cra-arc.gc.ca/E/pub/tp/it75r4/it75r4-e.html#P103_26584.  See also the Tri-Agency guidelines:  http://www.nserc-crsng.gc.ca/Professors-Professeurs/FinancialAdminGuide-GuideAdminFinancier/FundsUse-UtilisationSubventions_eng.asp 
Note that the researcher cannot receive a salary from this grant.  
8. Equipment 

Ownership of equipment purchased with funds awarded through this program vests with the individual.  Purchase of this equipment is a personal transaction and, therefore, these purchases may not be made through the University’s Purchasing Department. 

9. Payment to Research Personnel 

Researchers should be aware of their responsibilities as employers concerning statutory deductions (CPP and EI) when hiring assistants or other employees on a grant.  Please consult paragraph 30 of the Interpretation Bulletin IT-75R4 for further information regarding payments to research assistants.  For salaries paid to research assistants hired through this program, you may wish to follow the University salary scales for comparable positions.  VIU will not act as paymaster for compensation owed to research personnel.
10. Travel and Related Costs 

Travel costs will be allowable for purposes essential to the research outlined.  Claims for meals and lodging should be based on reasonable local scales of accommodation, meals, and personal expenses.  For per diem and mileage rates, you may wish to follow the Vancouver Island University guidelines for reimbursement of travel and related costs.
According to CRA guidelines, researchers may claim only their own expenses for traveling between their home and the place at which they sojourn (temporarily reside) while engaged in research work, provided that such travel is essential to the research.  Traveling expenses of spouses and children may not be claimed.  
Researchers are not permitted to claim their own personal and living expenses, including meals and lodging, while sojourning in a place while engaged in research.  However, researchers are entitled to claim expenses for meals and lodging while on brief trips in connection with their research.  Personal moving expenses are not allowed under this program.  Please see paragraphs 32 and 33 of the Interpretation Bulletin IT-75R4 for details.

11. University Assistance 

Researchers will be responsible for maintaining their own records.  See "Tax Information" for details on records that should be maintained for tax purposes.

12. Adjudication 

Applications will be reviewed by the Grants in Lieu of Salary Review Panel.  The purpose of this review is for VIU to provide due diligence by assessing if this grant is a bona fide research project.  Applications will be assessed on the basis of quality of the proposal, its description and justification, the justification of the budget in relation to the proposal, and the researcher's past research record.  The Panel may consult on the eligibility and other matters with the researcher's Dean/Director/Regional Campus Principal/Chair.  The Grants in Lieu of Salary Review Panel will recommend any research grant to the Vice-President Academic and Provost for approval.  Once approved, the Research & Scholarly Activity Office will forward the documentation to (Financial Services (Payroll) for processing.  
If you held a Self-Funded Research Grant in the past, the Panel will want to see evidence of the dissemination of your past research.  This helps define a project as research versus personal development.

The Grants in Lieu of Salary Review Panel will be a standing committee convened when necessary.  Membership will consist of:
· the Director of Research Services; 
· the Chair of the VIUFA Leave Committee;
· a member of the VIU Research Awards Committee; and 
· a member of the Research and Scholarly Activity Committee.

13. Grant Payment 

The researcher, the Department Chair, the Dean/Director/Regional Campus Principal, and Financial Services (Payroll) will be informed by the Director of Research Services on behalf of the Vice-President Academic and Provost, in writing, of the result of the Panel’s deliberations.  Once an award has been made Financial Services (Payroll) will be able to initiate the payment process as outlined in the award letter.  The grant will be paid in equal installments included with the researcher’s regular bi-weekly salary.  Special consideration may be given to assisted leave researchers for lump payments in advance of earned salary.  The gross bi-weekly amount of the grant and salary must not exceed the limits set out in section 6. 
Please note that Financial Services (Payroll) requires the following information before payments can be initiated, all of which are contained in the application:
· Approval by the Vice-President Academic and Provost (or delegate)
· Total amount of the award

· Period of the grant 

· Name and employee number of the researcher 
· Whether this is an assisted leave or non-leave grant.  (This notification should be received by Payroll at minimum on the pay day prior to the pay day when the grant in lieu of salary is required.) 

14. Tax Information 

Please note that although the University approves a Self-Funded Research Grant, 
a) the question of the deductibility of expenses for income tax purposes must be in accordance with CRA regulations and such deductions should be claimed when the researcher files their personal income tax return; 
b) any questions with respect to the eligibility of the expense for deduction must be resolved between the researcher and CRA.  The researcher is solely responsible for any additional income tax which may become payable as a result thereof.  The researcher is not required to submit an accounting of these funds to the University; but as it is the responsibility of the researcher to support claims for the deductions to CRA, researchers should keep detailed records of research expenditures.  The University is not in a position to offer any more detailed tax information than that which is contained in Interpretation Bulletin IT-75R4, nor will the University assist the faculty member in the presentation of a case to CRA.  Any questions about taxation regulations should be referred directly to CRA or to an external tax advisor.

c) Self-funded research grants are awarded in respect of clearly identified terms of reference under which the researcher agrees to perform very specific research functions.  Funds received under the Vancouver Island University Self-Funded Research Grant Program may be subject to HST.  Researchers who receive more than $30,000 in one taxation year and who have an expectation of profit through the Self-Funded Research Grant Program will likely need to register with the CRA for HST purposes.
15. Termination of Employment from the University 

If at any time during the term for which the grant has been made, the researcher ceases to be a member of the University and his or her salary ceases, the grant arrangement will terminate, and the salary and the grant amount are to be reconciled between the researcher and the University.  Any amount owing to the University must be paid immediately. 

B.  INSTRUCTIONS FOR APPLICATION COMPLETION AND IMPORTANT CONSIDERATIONS
Application Instructions

1. Download and read (pay particular attention to paragraph 21):

· CRA Interpretation Bulletin IT-75R4
http://www.CRA-adrc.gc.ca/E/pub/tp/it75r4/it75r4-e.html 
2. Download from the Research & Scholarly Activity Office website:

· Application Form for Self-Funded Research Grants http://www.viu.ca/research/documents/self-funded_grant_application.doc
· Guidelines and Application Instructions for Self-Funded Research Grants http://www.viu.ca/research/documents/self-funded_research_grant_application_guidelines.doc
3. Complete and sign the Application Form (paying special attention to the corresponding sections in the Important Considerations section below).  
4. Using the instructions in the Important Considerations section as a guide, prepare a CV (in SSHRC, NSERC, or CIHR format), including the required Word attachment. 

5. Circulate your application, along with a copy of your CV, to your Chair and Dean/Director/Regional Campus Principal to obtain the required signatures.

6. Submit the signed application package (Application form and CV) to the Research and Scholarly Activity Office (c/o Shelley Lumsden, Building 305, Room 446) well in advance of the deadline, i.e. at least two months prior to the date on which the first grant installment is required.

The Research Office will: 

a) convene a meeting of the Grant in Lieu of Salary Review Panel to review your application; 

b) if recommended for approval, forward the application to VIUs Business Officer (Director of Finance) for review and confirmation that the percentage of salary being requested as a grant is within allowable limits and the Vice-President Academic and Provost for final approval of the Panel’s recommendation; 

c) provide written confirmation to the researcher, his/her Department Chair, and Dean/Director/Regional Campus Principal advising of the results of the Panel’s deliberations; and 
d) if approved, forward a copy of the application and the Review Panel's decision to Payroll for processing.
Important Considerations
The following sections correspond with sections in the grant application form.  Please ensure you take into consideration the requirements below when completing your application.

» Non-Leave Researchers
examples: faculty with Research Time Workload (part of regular workload, or stipend)
A non-leave application must refer to one calendar year only.  The maximum grant may not exceed the research project budget or 50% of annual salary.
» Leave Researchers
examples: deferred salary leave and VIUFA assisted leave


Researchers should note that the Self-Funded Research Grant program covers only research activities and is not intended to cover projects directed at teaching or developing the researcher’s teaching-related skills.
Researchers on approved research leave may request a grant to cover the whole leave period.  The maximum grant will be determined by the leave salary of the researcher.  For researchers on 70% assisted leave, the maximum grant may not exceed the research project budget or 45% of the researcher’s 100% annual salary.
» Research Project Description

Provide a project description (maximum two pages), addressing the following:

· Summary of research (using layman’s language);
· Objective(s);
· Research plan/methodology;
· Work already completed, work in progress, and work to be undertaken.
The research project description should specify whether the funds requested are to support a discrete project of an ongoing program of research.  The language of the description should communicate the significance of the project to an informed but non-specialist review panel.

» Detailed Budget
Provide an itemized budget that includes as much detail as possible.  Researchers are strongly encouraged to review the guidelines for the eligibility and ineligibility of expenses specified in #1 and #7 of the Guidelines and Conditions of Award section above, the Canada Customs and Revenue Agency Interpretation Bulletin IT-75R4, and the applicable granting agency websites.  (If you hold other research awards, you must submit a budget for the total research expenses and indicate which items will be covered by this request.)


The budget should include the following categories (as needed):

· Personnel (researcher salary not eligible) - Specify hourly rate, number of hours, benefit rate, etc.

· Travel and Accommodation - Include destination, mode of travel, specific fares, etc.  Specify number of days at each location, accommodation costs, and per diem rates for meals, etc.

· Equipment - Include specific product descriptions if applicable/available.

· Material and Supplies - Include specific product descriptions if applicable/available.

· Off-campus consultants and contract services.

· Other miscellaneous expenses.

· Grant total - This figure should equal the amount specified on page 1 of this application.
» Budget Justification
Provide a budget justification (maximum one page) that is distinct and separate from the project description and detailed budget.  The purpose and objectives of the proposed expenditures must be warranted in the context of the research project.  

Each budget item should be specifically justified.  Ensure you’ve addressed questions such as: “Why is this travel necessary?” and “What will the computer be used for?”

» Curricula Vita 
CV’s consist of three sections:

1) Personal details.  Use either a standard SSHRC, NSERC or CIHR pdf document created from one of those sites, or manually create one that includes the following:

a. Name and contact info

b. Current position

c. Work experience

d. Academic background

e. Credentials 

f. Funded research:

i. Title of research project

ii. Funding organization

iii. Year funded

iv. Completion status

v. Role of researcher (primary investigator, co-applicant, student assistant)

2) Research Contributions.  This is usually a word document maximum of 4 pages and should include:

a. Research Contributions Over the Last Six Years (2005-11) 
Outline research contributions within the last six years.  For an application deadline in February 2011, for example, include contributions from January 2005 onwards. 

b. Other Research Contributions
Describe any other contributions to research and the advancement of knowledge within the last six years, including your research contributions to non-academic audiences (e.g., general public, policy-makers, private sector, not-for-profit organizations, etc.).

c. Most Significant Career Research Contributions 
List and rank up to five of your most significant contributions over your entire career. In this case, the six-year rule does not apply. Therefore, your list of publications may differ from those you have listed under the "Publications" section of your CV. Please ensure that you explain briefly the significance of the contributions listed.


3) Relevant Experience.  Under Relevant Experience, non-academic and academic researchers can list their previous experience that is relevant to the topic they are investigating in the application.
Explain any previous work experience which relates to the subject of the application. Please justify how this experience will aid you in the proposed activity. Examples of relevant experience include voluntary work, work within or with Aboriginal, community or not-for-profit organizations, or work in non-academic positions.

Include the following information:

a. A brief description of the nature of the work you performed 
b. An explanation of how this work has prepared you for your role in the project 

c. A description of the skills you developed (e.g., training, mentoring, analysis, networking) 

C.  Checklist for a complete Self-Funded Research Grant application

 FORMCHECKBOX 

Application Form:  including project description, detailed budget, and budget justification signed by the researcher and his/her Chair and Dean, Director, or Regional Campus Principal (as applicable).
 FORMCHECKBOX 

Researcher CV:  in applicable agency format (SSHRC, NSERC, CIHR) if possible, including Word attachment.
 FORMCHECKBOX 

Human participant certification (if applicable)
 FORMCHECKBOX 

Animal care certification (if applicable)

 FORMCHECKBOX 

Biohazardous material certification (if applicable)

Submit one fully signed original to:

Shelley Lumsden








Research Services Manager








Research & Scholarly Activity Office







Building 305, Room 446
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