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Date: [DD/MM/YYYY]

To: [Funders name] Review Committee 

Re: Institutional Statement of Intent for [Grant Title] Application

This letter declares [Collaborating Institution’s] intent to enter into an agreement with the University of Cape Town (UCT) for the research program entitled “[Project Title]”, which UCT will submit to the [Funder name] in response to the [Call name] (Call reference no.). Dr. [Name, Title and Department] is the Principal Investigator for [Collaborating Institution].  

The proposed budget period is [x] years, from [DD/MM/YYYY] through [DD/MM/YYYY]. The total budget for [Collaborating Institution] is [$]__________, which includes [$]_________ in Facilities and Administrative costs. Total costs requested for the initial budget period, from [DD/MM/YYYY] through [DD/MM/YYYY], is [$]__________, which includes [$]_________ in Facilities and Administrative costs. 

The scope of work and specific responsibilities for [Collaborating Institution] are set out in the Annexure to this letter. 

As required by the [Funder's Name] guidelines, the appropriate programmatic and administrative personnel from each organisation involved in this grant application are aware of the relevant inter-institutional agreement policies and are prepared to establish the necessary agreements consistent with those policies.

By signing this letter, [Collaborating Institution] certifies that to the best of its knowledge all financial disclosures will be made related to the activities that may be funded by a resulting agreement, and all identified conflicts have or will have been satisfactorily managed in accordance with the policy of [Collaborating Institution] prior to the expenditure of any funds.


[Signature of Signing Official of Collaborating Institution]
[Name]
[Title] 
[Telephone]
[Email] 

Signature of Principal Investigator of Collaborating Institution
[Name]
[Title] 
[Telephone]
[Email] 



Scope of Work and Deliverables Template for [Collaborating Institution Name]
Project Title: [Insert Project Title]
Funder: [Insert Funder Name] 
Call name: [Insert Call Name] [Call Reference Number] 
Principal Investigator (PI) at UCT: [Insert PI Name]
Collaborating Institution: [Insert Collaborating Institution Name]
Principal Investigator at Collaborating Institution: [Insert Collaborating Institution PI Name]
Sub-Award Number (if applicable): [Insert Sub-Award Number]
Period of Performance: [Insert Start Date] to [Insert End Date]

1. Introduction and Background
(Provide a brief overview of the project, its goals, and the role of the collaborating institution in achieving the project’s objectives.)
Example:
The research program aims to explore [Insert research goal] and will require [Collaborating Institution Name]’s expertise in [specific area of research]. As a key partner, [Collaborating Institution Name] will lead on [specific tasks or expertise they provide].

2. Objectives
(Outline the specific objectives of the collaborating institution within the larger project. This may include specific tasks or sub-goals they are responsible for.)
Example:
· Objective 1: Conduct data analysis of [specific data types].
· Objective 2: Provide specialised equipment for [specific task].
· Objective 3: Lead fieldwork for [specific research activities].

3. Scope of Work
(This section should define the detailed activities that the collaborating institution will carry out, broken down by milestones or phases if applicable.)
· Task 1: [Task Title]
Description: [Describe the specific task the collaborating institution will perform.]
Deliverables: [List the expected deliverables for this task, including reports, data, equipment, etc.]
Timeline: [Insert timeline or key dates]
· Task 2: [Task Title]
Description: [Describe the specific task the collaborating institution will perform.]
Deliverables: [List the expected deliverables for this task.]
Timeline: [Insert timeline or key dates]
· Task 3: [Task Title]
Description: [Describe the specific task the collaborating institution will perform.]
Deliverables: [List the expected deliverables for this task.]
Timeline: [Insert timeline or key dates]
(Repeat as necessary for all major tasks or responsibilities.)

4. Deliverables
(Provide a clear list of all deliverables that the collaborating institution will provide. Include specific dates or time frames for delivery.)
Example:
· Deliverable 1: [Insert deliverable name]
Due Date: [Insert due date]
Description: [Brief description of the deliverable]
· Deliverable 2: [Insert deliverable name]
Due Date: [Insert due date]
Description: [Brief description of the deliverable]
· Deliverable 3: [Insert deliverable name]
Due Date: [Insert due date]
Description: [Brief description of the deliverable]

5. Roles and Responsibilities
(Clarify the specific roles of the collaborating institution and its team members in relation to the work outlined in the Scope of Work.)
· Collaborating Institution Lead: [Insert Name and Role]
Responsibilities: [Briefly outline the lead institution’s role, such as overseeing the tasks, providing expertise, ensuring quality control, etc.]
· Collaborating Institution Team Members:
· [Team Member 1 Name] – [Role]
Responsibilities: [Specific responsibilities of this team member]
· [Team Member 2 Name] – [Role]
Responsibilities: [Specific responsibilities of this team member]
(Repeat as needed for other team members)

6. Timeline and Milestones

(Outline the timeline for each task or deliverable. You can also specify key milestones or checkpoints where progress will be reviewed.)
Example:
	Task
	Start Date 
	End Date 
	Milestone/Deliverable 

	Task 1: [Task Title]
	[Start Date]
	[End Date]
	[Deliverable 1 description]

	Task 2: [Task Title]
	[Start Date]
	[End Date]
	[Deliverable 2 description]

	Task 3: [Task Title]
	[Start Date]
	[End Date]
	[Deliverable 3 description]




7. Reporting and Communication
(Describe the expectations for reporting on progress and maintaining communication between the collaborating institution and UCT.)
Example:
· Progress Reports: [Collaborating Institution] will submit quarterly progress reports to UCT, detailing activities completed, data collected, and any challenges encountered.
· Meetings: Monthly meetings (virtual or in-person) will be held to discuss the status of the tasks and address any issues.

8. Budget and Financial Responsibilities
(Provide a high-level overview of the budget assigned to the collaborating institution, including key costs and any cost-sharing arrangements.)
Example:
The total budget for the activities carried out by [Collaborating Institution] is $[Amount], which covers the following:
· Personnel: $[Amount]
· Equipment: $[Amount]
· Travel: $[Amount]
· Other Costs: $[Amount]

9. Compliance and Ethical Considerations


(Outline any compliance and ethical obligations the collaborating institution must adhere to, including data sharing, intellectual property, and ethical review processes.)
Example:
· Ethical Review: [Collaborating Institution] agrees to follow all applicable ethical guidelines, including obtaining necessary institutional approvals. 
· Data Management: [Collaborating Institution] will ensure that all data is collected, stored, and shared in accordance with the project’s Data Management Plan (DMP).
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