

GRANT & CONTRACT ADMINISTRATOR --  PROPOSAL PROCESSING CHECKLIST





PI Name:___________________________________________________	G&C Administrator:___________________________





TRANSMITTAL FORM


The following items are required for RIC log-in:


______ PROPOSED EFFECTIVE DATE --Start date must be present.  If no end date is indicated, a duration period must be shown.


______ SPONSOR -- Verify that correct sponsor is shown, for example, if UH is submitting a subrecipient proposal to Rice who is 


 	submitting a proposal to NSF, the UH sponsor should be shown as Rice rather than NSF.


______  INVESTIGATOR SOCIAL SECURITY NUMBER.


______  CREDIT SPLITS – must be clear and understandable and add to 100%. 





The following items should be included in the routine check of the Transmittal Form:


______  SIGNATURES -- Verify the presence of all requisite signatures.


______  HUMAN SUBJECTS AND ANIMAL CARE --Note the presence of “pending” status for Human Subjects and Animal Care 


	approvals for follow-up if an award is received.





PROPOSAL CONTENT


______  PAGE LIMITATION -- Check to see if proposal conforms to sponsor requirements.


______  COMMITMENTS & APPROVALS -- Check for the mention of institutional commitments and the presence of corresponding


acknowledgements and approvals.


______  PROPRIETARY DATA – Check the Transmittal Form to see if PI has indicated the inclusion of proprietary data.  If so, verify 


	that the text and/or the cover page is appropriately marked.  Many sponsors have specific instructions regarding the inclusion 


	and marking of proprietary data and some sponsors ask that such data not be included in the proposal.  Check any uncertainties 


	with the PI.


______  CONFLICT OF INTEREST --  Investigators submitting proposals to NSF and/or PHS must have a current Conflict of Interest


	Certificate on file.


______  SUBRECIPIENT/SUBCONTRACT MATERIAL – If the proposal involves the participation of a subrecipient, verify the 


	receipt of a budget, Statement of Work, any required sponsor forms, and a commitment letter from an authorized 


	institutional signatory at the subrecipient organization.  If the proposal involves a procurement of services which will 


	generate a subcontract, verify that receipt of a letter from the subcontractor indicating their willingness to do the work and 


	how much the procurement will cost.





PROPOSAL BUDGET


______  SALARIES – Verify the amount and appropriateness, for example, restrict to two summer months for NSF.


______  OVERLOAD – Verify that the presence of any salary overload is clearly explained and justified to the sponsor.  


______  FRINGE BENEFITS – Verify accuracy of rates according to category, a composite rate should not be used.


______  INDIRECT COST – Verify that all waivers/exclusions or reductions of the IDC rate due to sponsor policy are supported by 


	a copy of the policy which should be retained in the proposal and award file.  Any investigator request for IDC waiver or 


	reduction should be approved by the Dean and VP for Research prior to proposal submission and the appropriate documentation 


	maintained with the proposal file.  Be sure to indicate the appropriate descriptor in the “IDC Info” category on the Transmittal 


	Form Addendum.


______  A-21 RESTRICTED BUDGETARY COSTS – Check the budget for the inclusion of any of those costs which are described in


	OMB A-21 as being unallowable.  If included, verify that the investigator has provided a written justification for their 


	inclusion.





PROPOSAL ORGANIZATION & COMPLETION


______  SIGNATURES – Verify that ALL pages requiring an institutional signature have been marked with a flag.


______  ORDER – Verify that the proposal is organized according to sponsor requirement.


______  COST-SHARE DOCUMENTATION – Verify that an approved “Resource/Cost-Share Commitment Request” form is received and that all 


                 cost-share information is detailed on the “Transmittal Form Addendum.”  


______	Make sure that the appropriate block is checked on the opposite side of this form (Support Staff – Proposal Processing Checklist) if this is a Non-competing continuation, a subsequent funding year request, or a supplemental funding request.  They will  not know that information and will need to be told not to send it to RIC for log-in.





TRANSMITTAL FORM  ADDENDUM


The following items are required for RIC log-in:


	The proposal number, Total funding request, Year 1 funding request, IDC rate (if present), IDC $ Amount (if present), IDC


	Info Category (one choice must be circled and must be consistent with the actual rate), Sponsored Research Activity Categories (at least one category must be circled), Detail of Cost-Share (this must be completed if there is cost-sharing or a match. If there isn’t any cost-sharing indicate N/A so RIC knows it hasn’t been overlooked), Allowed Processing Time 


(one choice must be circled).
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SUPPORT STAFF – PROPOSAL PROCESSING CHECKLIST


												   ________________


GENERAL INSTRUCTIONS									          support staff initials											


________	PI SIGNATURE – if necessary


________	CORRECTIONS -- Budget and/or text– see attached pages


________	CERTIFICATIONS– be sure that MS signs and dates all certs and that her title and name are 


typed on all.


________	OGC DIRECTOR SIGNATURE REQUIRED.





COPYING INSTRUCTIONS





________ 	NUMBER OF COPIES – Original plus ______  copies to Sponsor, plus 1 copy for OGC and the PI.


________	1 copy for OGC only (no sponsor or PI copies).


________	NIH, do not staple, collate proposal body/reprints and appendix separately, make sure PI name and project title are on the front of each set of appendices.  Copy of reprint face pages for OGC & PI.


________	NSF form 1225 or NIH Personal Data Form, only originals mailed – make copy for OGC & PI.


________	EXTRA COPY of proposal for co-investigator(s), or for HGAC (when program subject to E.O. 12372 & TRACS).


________	DUPLEX pages within the proposal body, or duplex entire document.





MAILING INSTRUCTIONS





__________________ DEADLINE DATE		Receipt? ____________	Postmark?_____________





______	CERTIFICATE OF MAIL  (PI’s name and proposal number on Certificate of Mail slip.  3:00 p.m. in the President’s Office is the last pickup in E. Cullen Building).


______	OVERNIGHT DELIVERY – charge Airborne Express account #, or Department Budget #________________________ (PI’s name, budget number and proposal number on Airborne airbill).


______	Called ____________________________ at extension____________________  on (date) ___________________________ to pick up and mail.


 


FILE COMPLETION, LOG-IN AND FILING INSTRUCTIONS





______	SEND FILE TO RIC – for log-in and labels





The following kinds of proposals are not logged in by RIC but they should be entered on the log kept in the pending file cabinet and maintained there until an award or reject notice is received.





______	Any non-competing continuations, subsequent funding year requests, or supplemental funding requests.   





______	NOTE TO RIC: Fellowships should be logged in with faculty’s name shown


first but with 0% credit.  Student’s name should be shown second with 100% credit.   File labels should be prepared likewise.











