Contract and Grant Proposal Submission Guidelines in B&PS – 4/28/09
Please review the following guideline before you prepare your proposals- 

1.  The Office of Research has requested that all proposals be submitted to their office for review prior to submission to a funding agency.  This includes all Marketing Orders, proposals to UC-systemwide programs (UC MEXUS, UC IPM, etc), and any other proposals that may not require a signature from the Office of Research.  About the only type of proposal that does not need to be reviewed by the Office of Research are proposals submitted to UCR funding sources such as Academic Senate grants.  

2.  Standard proposals should be submitted to the Office of Research at least 3 business days prior to submission date and non-standard proposals should be submitted at least 7 business days prior to submission date-  in order to meet the Office of Research deadlines, BPS analysts will request a preparation period of at least 5 business days prior to agency due date for standard proposals and 10 business days prior to agency due date for non-standard proposals, which incorporates the Office of Research deadlines for review.  See item 7. below for the definition of a standard proposal and a non-standard proposal.

3.  The Office of Research is requesting that we submit the following documents as part of the eCAF (electronic Campus Approval Form) for review;
Office of Research will not initiate review of the proposal until all documents are provided - 
a.  abstract/summary (draft ok as long as no significant changes are made)
b.  budget and budget justification
c.  facilities and resources information (if required by sponsor)
d.  agency forms (cover page, certifications pages, NIH/PHS checklist page, etc)
e.  agency guidelines- either the URL or a paper copy
f.  700-U (Statement of Economic Interest), if applicable
g.  cost-sharing/matching commitment letters, if applicable
h.  consultant commitment letters, if applicable
i.  copy of subcontractor's proposal, if applicable (requested documents would include a statement of work, budget and budget justification, any additional agency forms as required    by the funding agency) and signed institutional letters of commitment

PIs are responsible for providing the following to the BPS analysts -
b.  abstract/summary (draft ok as long as no significant changes are made)
d.  facilities and resources information (if required by sponsor)
f.  agency guidelines- either the URL (preferred) or a paper copy
g.  700-U (Statement of Economic Interest), if applicable  (BPS analyst will provide form to PI if applicable)
h.  cost-sharing/matching commitment letters, if applicable
i.  consultant commitment letters, if applicable
j.  copy of subcontractor's proposal- brief scope of work, budget and budget justification, and institutional letters of commitment

BPS Analysts are responsible for the following -
a. preparing eCAF based on information provided by PI
c.  preparing budget and initial draft of budget justification based upon information provided by PI
e.  preparing agency forms (cover page, certifications pages, NIH/PHS checklist page, etc) and obtaining signatures
g.  providing 700-U (Statement of Economic Interest) to PI, if applicable
k.  providing current and pending support forms in the NSF or USDA format

BPS analysts may no longer be able to provide the following services in connection with uploading non-budgetary documents to electronic proposal systems (analysts will be available for questions and training as needed); compiling application packages; paginating application packages; photocopying application packages; and mailing application packages or requesting FedEx pickup service.  Please plan your time accordingly. 

4.  Proposals will be reviewed by the Office of Research on a first-come, first-served basis - which means that BPS analysts will assist PIs based on a first-come, first-served basis.

5.  For those who wish to submit a proposal and do not currently have PI eligibility, the PI Eligibility form should be submitted to the Office of Research at least 30 days in advance of the proposal due date.  Please see your BPS analyst for assistance.

6. With many new electronic proposal submission systems coming on-line, most notably grants.gov, the Office of Research is requesting at least one extra day to review and submit these electronic proposals.  There have been lots of technical problems that have occurred when trying to submit the final proposal through these electronic systems, especially grants.gov, so the extra day allows the Office of Research time to overcome these technical issues.

7.  The following is the OR Proposal Classification Checklist- 

1. Is this proposal a response to a Request for Proposal (RFP), Request for a Quotation (RFQ), Request for an Application (RFA), or any other solicitation that requires adherence to terms and conditions at the time of proposal submission? Yes ___ No ___ 
2. Is this proposal being submitted to a for-profit, trade association or foreign sponsor? Yes ___ No ___ 
3. Does this proposal require or contain any of the following: 

4. Total direct costs of $2,000,000 or more per year, and/or support in excess of six years? Yes ___ No ___ 
5. Funds for construction or alterations to existing facilities? Yes ___ No ___ 
6. Subcontract(s) including awards to other UC campuses? Yes ___ No ___ 
7. Unusual Cost Sharing or Matching Funds for equipment or other items? (If cost-sharing is limited to PI's Time & Effort, you may check "No") Yes ___ No ___ 
8. Use of an off-site facility for which an agreement, such as lease or rental, is required? Yes ___ No ___ 
9. Use of non-standard indirect cost rate for which a waiver has not been approved by UCOP? (Call your Analyst) Yes ___ No ___ 
10. An Exception to the Policy on PI Eligibility for either the PI or a Co-PI? Yes ___ No ___ 
If the answer to all the conditions listed in items above is No, this is a Standard Proposal.  If the answer if Yes to one or more of the conditions listed above, this is a Non-Standard Proposal.

