PROPOSAL SUBMISSION PROCESS 

AND 

PRINCIPAL INVESTIGATOR RESPONSIBILITIES

PI:
________________________________________________________________________

Co-PI(s) ________________________________________________________________________
Proposal:  ______________________________________________________________________

Funding Agency: _________________________________________________________________

Shipping Deadline: _______________________________________________________________ 

Following are minimum amounts of time necessary to process a proposal:

	PRINCIPAL INVESTIGATOR
	DATE
	ORSP
	DATE

	FIRST Budget due to Budget Analyst

Obtain documentation of cost sharing commitments
	15 working days prior to shipping deadline
	Budget Analyst

(sends budget template, budget justification template, and Conflict of Interest form electronically) (prepares initial budget)
	

	FINAL Budget due to Budget Analyst

Submit Project Summary
Submit Conflict of Interest Forms

Submit Zero Indirect Form

Submit Space Form


	11 working days prior to shipping deadline
	GENERATE FORMS - Budget Analyst sends forms electronically  (Final budget spreadsheet, Approval Form, Agency Forms, etc.) to PI 
	9 working days prior to shipping deadline

	Print Forms and attach Project Summary

Obtain Signatures – PI, Co-PI(s), CHAIR(s), DEAN(s) for all key personnel 

	
	
	

	RETURN signed Approval Form to Budget Analyst
Submit draft proposal narrative

	7 working days prior to shipping deadline
	When returned by PI, Budget Analyst begins routing for university signatures [GS&R Assoc. Dean and Dean; VP, Institutional Advancement, if necessary; VP, Adm/Fin] 
	7 working days prior to shipping deadline



	Submit draft(s) of SUPPORTING LETTER(S), if any

	7 working days prior to shipping deadline
	Forward edited draft(s) of supporting letter(s) to appropriate party(ies) for signatures
	6 working days prior to shipping

	Submit FINAL PROPOSAL (narrative and all completed agency forms and materials
REVIEW of final package
	2 working days prior to shipping date


	ASSEMBLE/REVIEW the final package
	2 working days prior to shipping

	
	
	Obtain final signature from UAS/Contracts & Grants
	1 working day prior to shipping

	
	
	Shipping (electronic, postmark, FedEx, hand/pick-up) and duplication


	Shipping day


IMPORTANT INITIAL STEPS

· For private foundation and corporate proposals, please consult with ORSP and the appropriate college development officer of your area to ascertain whether the proposal should be sent out through ORSP or through Institutional Advancement.

· Any deviations from the established/negotiated university F&A (indirect), including a rate limited by the RFP, require approval by the Dean of Graduate Studies and Research.  ORSP staff may not authorize deviations from the University rate.  Consult with the Associate Dean of Graduate Studies and Research - Research Administration immediately if your proposal falls in this category.
· The PI is responsible for working out subcontract budget issues with the subcontracting PI.

· Please notify ORSP of your intent to submit a proposal and sponsor deadline as soon as you decide to submit.  At this point, ORSP will set up an initial meeting with you, a Proposal Specialist, and a Budget Analyst.  In addition, ORSP will send you an intake form to be filled out and brought to the meeting.
· Please bring or send to ORSP (regular mail, email, link) the proposal RFP prior to this meeting.

· The Proposal Specialist will:
· Give you this form with finalized deadlines for the various stages (see reverse side)
· Determine any necessary forms, letters or other steps needed prior to proposal submission, and what actions, if any, are needed on your part
· Give you related forms for you to process and return to ORSP as appropriate
· Alert you to other proposal specifications in the RFP (e.g., font size, margins, page limits)
· Alert you to submit applications to cognizant committee/office to obtain necessary compliance approvals, including any relevant deadlines

· The Budget Analyst or Contract and Grant Specialist will:

· Describe the budget preparation process

· Ask you to indicate your:

· Budget needs, in general terms

· Cost-sharing or in-kind contribution needs

· Computer equipment needs

· Additional space, changes in space utilization, or space renovation needs

· Subcontract plans and contact information (key personnel and ORSP counterparts)

· Ask you to complete Conflict of Interest forms (Form 730-U or Form 830-U) for all key personnel from Cal State L.A.

· The Associate Dean GS&R – Research Administration will resolve or confirm issues as needed

IMPORTANT FINAL RESPONSIBILITIES OF PRINCIPAL INVESTIGATOR:

· When the final budget is approved by you, please submit:

· a draft narrative (preferred) or a project summary/statement of work

· a draft budget justification
· When you print out the Approval Form from your email, please attach:

· budget spreadsheets
· budget justification

· draft narrative or project summary/statement of work

· agency budget forms

· The PI must obtain all signatures on the Approval Form up through the dean’s signature, (i.e. PI, co-PIs, other key personnel, department chair(s), dean(s), or equivalent), and return it to ORSP 6 FULL WORKING DAYS PRIOR TO SHIPPING DEADLINE.  Failure to return the approval form by this date may seriously jeopardize the on-time submission of the proposal.
· Drafts of letters of support, if needed, must be submitted to the Associate Dean no later than  7 FULL WORKING DAYS PRIOR TO SHIPPING DEADLINE (ORSP has samples, if needed).

· Final narrative and all other components of the proposal must be submitted to ORSP 2 FULL WORKING DAYS PRIOR TO SHIPPING DEADLINE.

· Proposals must be reviewed by the PI prior to duplication, i.e. during or after assembly.  Please maintain communication with and update ORSP as needed, or as requested by ORSP.

FINAL NOTES:
· ORSP cannot guarantee processing proposals that do not follow the timelines shown on the reverse page.

· University policy requires that UAS will not accept proposal or contract documents that are forwarded to it by the PI, only those forwarded by ORSP.

· In the absence of the PI, especially on the date of submission, the PI must designate someone to assume the responsibilities of the PI.

Delivered to the PI by ORSP: (Name) _________________________________ Date: _____________
Administrative Support Coordinator: Rowynn Spencer, x 3824, rspencer@cslanet.calstatela.edu
Grants & Contracts Analyst: Robert Branch, x 4957, rbranch@cslanet.calstatela.edu

Grants & Contracts Analyst: Farrah Hakimian x 6027, fhakimian@cslanet.calstatela.edu 

Compliance Support Coordinator: Florence Zaki x 6049 fzaki@cslanet.calstatela.edu 
Grants & Contracts Supervisor: Erik Kachmarsky, x 6025, ekachmar@cslanet.calstate.edu
Information Technology Analyst: Yuliya Ivanova, x 6026, yivanova@cslanet.calstatela.edu
Senior Proposal and Compliance Specialist:  Ellen Stein, x 3798, estein@cslanet.calstatela.edu
Director of Contracts & Grants Administration: Alma P. Sahagun, x 5366, asahag@cslanet.calstatela.edu

Director of Research & Sponsored Programs: Benjamin Figueroa, x 5366, bfigueroa@cslanet.calstatela.edu
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