We have established a procedure to streamline the LOI process when multiple MWA units are included on one grant proposal.  It is the responsibility of the Lead ARS Investigator to initiate the LOI from their unit. Once the LOI is entered into ARIS, you will need to follow the steps listed below to obtain approvals from the other MWA Investigator’s RLs before sending it to the Area Directors for approval.

This new process will save each individual MWA unit from entering LOIs and incoming agreements at this initial stage.  However, each RL must approve their scientist(s)’s involvement on a grant proposal.  

Originator (Lead ARS Investigator) of the LOI sends the LOI as an attachment in an email to the other MWA unit(s) for an e-mail approval by the RL from the collaborating unit.  Once all the approvals have been obtained and e-mailed back to originating office, the originating office will enter all signatures on the PDF. The originating office of the Lead ARS investigator will be responsible for submitting to the Area office and tracking its approval.  

When LOI is approved, originating office will forward it to other unit(s) for their files. Originating office must then complete the remaining fields on the incoming agreement in ARIS and submit to the Area.

If the proposal is successful and is awarded, each individual unit receiving funds must enter their own incoming agreement into ARIS at that time.  This is the only way for funds to be made available to each unit. This portion of the process will not change.
Secretaries and Program Support Assistants-please follow the steps below to save as a pdf in order to forward to the other research units.

Click on “Prints”
Incoming Agreement 

Incoming Agreement LOI – Pre-Award 
Save by using the DISK button at top. Use the log number and SY for file name (Saves document as an Adobe file)

Open Adobe Professional

“File” Find document and open

You will add the RL/CD signature:

Tools

Advanced Editing

Touch Up Text Tool

Type signature and save Adobe document. 
