The Research CONTRACTS Approvals Form and Research GRANTS Approvals Form must be submitted for
new research projects. Which approvals form to choose depends on the funding obligations: any time
you are applying for a research grant, such as any of the tri-council funding agencies, you must submit a
research grants approvals form and any time you are entering into a funding agreement, you must
submit a contracts approvals form. These forms can be found at the Romeo Researcher Portal here:
https://upei.researchservicesoffice.com/Romeo.Researcher/
You must have a Researcher Portal login to get access to these forms. For information on how to sign up
and access the researcher portal, please refer to section two of the Research Start-Up Guide, or email
researchservices@upei.ca with any questions.
These forms contain tabs seen across most applications; these include ‘Project Info,’ ‘Project Team Info,’
‘Project Sponsor Info,’ ‘Attachments,’ ‘Approvals,’ ‘Logs,’ and ‘Errors.’ For more information about these
tabs, please see the Romeo Portal Instructions. This document will only discuss items specific to
grants/contract applications, found in the ‘Research Grants Approvals Form’ or ‘Research Contracts
Approvals Form’ tab.
The new Research CONTRACTS/GRANTS Approvals Form (rev. August 2022) were designed as a
shortened version of their predecessors with the intent of streamlining the application process. For
consistency across the application processes, each application form mirrors one another with minor
differences between the two. This document will touch on each section within the applications.
All questions and tabs marked by * indicate there are mandatory fields that must be answered before
the application can be submitted. If you are still unsure of what information you are missing, check the
“Errors” tab along the top for a summary of missed information.

Sponsor Application Deadline (Grants Only!)

This section is only found in the Research GRANTS Approvals Form. Here, you must specify if there is a
grant submission deadline by the funder, and what that deadline is.
If there is a sponsor deadline, indicate “Yes” followed by the date. Otherwise, please select “No” in the
mandatory field.
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Please note that grant applications must be submitted no less than three business days in advance of
the funding agencies deadline for approval through the Office of Research Services. For more
information, please see the following: UPEI Research Services Grant Submission and Deadline
Information.

Compliance

This section pertains to certifications required for this research project. If you answered yes to either of
these questions, you are required to submit the appropriate ethics, biohazard or animal use protocol
application along with this contracts/grant’s approvals form, or hold the necessary licenses for
radioactive materials, controlled substances/goods. If you have already submitted this ahead of your
contracts/grant’s application, please note the status of them, and the file number, when you submit
your file.
If either question 2.1 or 2.3 are relevant to your application, please select “Yes” and explain. Otherwise,
please select “No” in the mandatory field.

If you have any questions about compliance, please contact the Research Compliance Coordinator at
researchcompliance@upei.ca
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Resources & Facilities

This section asks whether the research project related to this contract/grant may affect the normal, dayto-day operations in your department, faculty, or university as a whole, and will be especially relevant to
your department chair or dean when approving this project. This includes whether you will need time
away from teaching courses, or whether additional lab/office space will be required aside from the
space your typically already have access to.

If any of the points in question 3.1 (2.1 on the contracts application) are relevant to your work, please
select “Yes” and explain below. Otherwise, select “No” in the mandatory field.

Conflict of Interest

This section pertains itself with conflicts of interest that may arise when conducting a research project.
It’s important to be aware of the universities Conflict of Interest Policy found here, and to be
transparent about any potential conflicts of interest when entering into agreements. Section 10 of the
policy discusses conflicts of interest in research, which includes example situations of this and how the
university approaches resolving these conflicts.
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If a conflict of interest is present, please select “Yes” and explain. Otherwise, please select “No” in the
mandatory field.

Other Parties

In this section, please list any other organizations that will be involved in this project that you have not
already included in the Project Sponsor Info tab. This may include additional organizations that will be
funding this project, or even those you will be submitting additional funds to or utilizing for services (eg.
Fee for Service).

Project Budget Information

This section regards itself with the funding of the research project, and any money coming into, or out
from, UPEI for the purposes of research. In question 6.1 (5.1 on the contracts application), please
indicate the total amount of funding requested. This includes the sum value if there are multiple funders
for a project. Please be sure to also include this information in the Project Sponsor Info tab that you
would have filled out earlier.
Question 6.5 (5.5 in the contracts application) is verifying that you have attached a budget to this
application. A blank draft can be found in the attachments tab. Make sure you fill out this information
and attach it to your application.
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PI Declaration

The declaration tab is meant to receive acknowledgement from you, the PI, that your research will be in
accordance with UPEI policies and procedures, that your work will be conducted ethically, and that you
assume responsibility for financial aspects of your work. It is also meant to serve as a ‘checklist,’ that you
have included all necessary information, and what approval on your application means.
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