Letter of Intent 

A Letter of Intent, sometimes called a letter of commitment, must be prepared and approved before the application is submitted to the sponsor.  In cases where the subaward is contemplated after an award has been made, the Letter of Intent must be prepared before Marquette requests the sponsor's approval to allow a subaward.  

This letter is the basis for any subaward or collaboration agreement with another institution in the event of an award or the sponsor's approval to issue to a subaward.  Such a letter is a promise from one institution to another that, in the event of an award, the institutions will cooperate as outlined in the letter.  The letter ensures that both Marquette and the proposed subawardee or collaborating institution clearly understand the proposed effort, costs, and sponsor requirements.  

This letter is typically prepared by the collaborating organization's grants and contracts office.  The letter must be signed by the collaborating organization's authorized representative and addressed to the Executive Director of ORSP.  A fax is usually acceptable, so long as the sender transmits a signature original at the earliest opportunity.

Some sponsors require that a copy of the Letter of Intent be included in the application.  Other sponsors trust that Marquette has the Letter of Intent in hand for each subcontractor or collaborator named in the proposal.  Marquette University therefore requires a signed Letter of Intent before the proposal can be submitted to the sponsor, whether the sponsor requires a copy or not.  Contact ORSP for assistance in securing the appropriate documentation from the proposed collaborating institution or subawardee.  

At a minimum, the Letter of Intent includes the following:

1. the signature of a person appropriately authorized to make commitments and assurances on behalf of the prospective subrecipient.

2. a clear statement of work, including the names of key personnel.

3. a detailed budget including start and end dates.

4. explicit assurance that the appropriate programmatic and administrative personnel of the prospective subrecipient are aware of the sponsor's grant policies and are prepared to establish the necessary inter-organizational agreement(s) consistent with those policies.

5. a clear statement that the prospective subrecipient is or is not subject to the requirements of OMB A-133.  If the subrecipient is subject to OMB A-133, assurance that it is compliant with the requirements of OMB A-133.  Subrecipients not subject to OMB A-133 may be subject to further assessment and monitoring as provided in this policy.

Here is a template for a Letter of Intent from a prospective subrecipient to Marquette:

DATE

Erik A. Thelen, Ph.D. 





FAX 414-288-1578

Executive Director

Office of Research and Sponsored Programs

Marquette University

P.O. Box 1881

Milwaukee, WI 53201-1881

Dear Dr. Thelen:

This letter declares _COLLABORATING INSTITUTION'S_ intent to collaborate in the project entitled "_title of application_," which Marquette University will submit to the _NAME OF SPONSOR, NAME OF PROGRAM_.

Dr. _NAME_, _TITLE AND DEPARTMENT_ is the Principal Investigator for _COLLABORATING institution_.  

Attached is a description of the effort and resources that _COLLABORATING INSTITUTION_ will commit to this project, along with a budget.  The proposed budget period is _NUMBER_ years, from _DATE_ through _DATE_.  The total budget for _collaborating institution_ is $__________, which includes $_________ in Facilities and Administrative costs.

Our organization is subject to and compliant with the requirements of OMB A-133.  (OR, Our organization is not subject to the requirements on OMB A-133).

If the COLLABORATING INSTITUTION is making additional commitments (e.g., access to special equipment, cost-sharing), clearly identify and describe those commitments here.

The appropriate programmatic and administrative personnel of _COLLABORATING INSTITUTION_ involved in this grant application are aware of _SPONSOR'S_ grant policies and are prepared to establish the necessary inter-organizational agreement(s) consistent with those policies.

Where NIH is the sponsor, the following language shall replace the preceding paragraph:

"The appropriate programmatic and administrative personnel of each organization involved in this grant application are aware of the NIH consortium agreement policy and are prepared to establish the necessary inter-organizational agreement(s) consistent with that policy."

Sincerely,

Institutional Authorized Official

Attachments:  Statement of Work, Budget (preferably on sponsor forms)

