Please share this announcement broadly with those in your units and schools who are involved in the proposal preparation, routing, approval and submission process.
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Over the last year, Sponsored Programs Administration (SPA) in the Office of Research has received many comments regarding the proposal review and submission process.  Many of these comments have been positive, but some have conveyed concerns.  Most of the concerns received from principal investigators (PI) and department/unit administrators alike focused on the following issues:

· Principal Investigators are not routinely informed when their proposals are received by SPA.
· That SPA’s practice of prioritizing proposals by sponsor deadline date and then by the order received:  i) results in less than timely reviews, and ii) leaves PIs who have submitted their proposals to OR in accordance with established lead times very little to no time to make changes or corrections to their proposals.

· Units located at a distance from the Office of Research are at a disadvantage, as compared to those that are located nearby.

To address these concerns, SPA will implement several changes effective August 1, 2006.  To ensure that the below summarized changes are effective in addressing the issues noted above, we will be assessing the changes after six months when adjustments or additional changes will be made in light of this assessment.  Because our goal is to provide high quality sponsored programs administration services to the campus, SPA will continue to evaluate our procedures and practices and make on-going adjustments to ensure that we are maximally effective in both assisting PIs and fostering compliance with sponsor policies and regulations.
Because of these changes, it is necessary to update information on the Office of Research website.  Some of these updates have already been made, and all updates will be completed prior to August 1.  We will issue a reminder notice prior to August 1 that will include links to the updated sections of the website.
The changes to be implemented on August 1, 2006 are summarized below.
Team Organizational Structure

A key element in providing quality service to the UCR research community is to ensure that workflow in SPA is appropriately monitored and that workload assignments are appropriately balanced.  To achieve this goal, the Contract and Grant Officers (CGO) in SPA will be organized into two teams.  The team leaders (Principal Contract and Grant Officers Parish and Greer) will be responsible for ensuring balanced workloads and monitoring the workflow for their teams.  We believe that the team structure will enable SPA to be more responsive to the ebb and flow of work during and between major proposal submission deadlines.
In an effort to minimize disruptions of existing relationships between CGOs and department representatives, the teams have been grouped around existing department assignments to the greatest extent possible.  It is also important to note that within each team, the CGO assigned to a department will handle the majority of proposals and awards for that department.  However, there will be times when other CGOs from the team will provide sponsored programs administration services to the department/unit to maintain a reasonably balanced workload within the team.
Submitting Proposals to SPA
Starting August 1, 2006, two options will be available for submitting proposals to SPA.  Please note that proposals should be submitted using either option 1 or option 2 (below), but not both options as this will start duplicate files for the proposal.

Option 1 – Proposals may be sent via campus mail or hand-delivered to the Office of Research front office (Room 200, University Office Building).  Please do not hand-deliver proposals to a CGO as this may result in delays in processing the proposal as well as adversely impacting our ability to track proposals coming directly into SPA.
Option 2 – Proposals@ucr.edu may be used to direct proposals to SPA for review and approval.  This e-mail in-box will be routinely monitored and appropriately backed up to ensure that all proposals submitted to it are promptly logged in and routed to the appropriate team leader for assignment to a CGO.
When submitting a proposal to SPA via Proposals@ucr.edu, please keep the following guidelines in mind:

· Use one e-mail to submit a proposal.  If it is not possible to submit a proposal using one e-mail, please contact the team leader assigned to your department/unit prior to submitting the proposal.
· To use Proposals@ucr.edu, a department/unit must be able to attach a PDF file containing a completed and signed Campus Approval Form (CAF).  Please note that a completed and signed CAF is essential for initiating SPA’s review of a proposal.  Please name this file “CAF.pdf” or use a similar name so that the file may be easily identified.
· If a PI Statement of Economic Interests form (Form 700-U) must be filed, completed and signed 700-U forms for the PI and Co-PIs should be attached as a single PDF file.  Please name this file “700-U.pdf” or use a similar name so that the file may be easily identified.  Please note that state statute requires that the Office of Research must have on file original signed 700-U forms.  Consequently, the original signed forms must be either hand delivered or sent via campus mail to the CGO conducting the proposal review.  The forms must be received by the CGO within five business days after SPA approves the proposal.
· In those instances when a sponsor requires the submission of a paper proposal and the face page and/or other pages contained in the proposal require the signature of the PI and an authorized institutional official or representative, it will be necessary to forward the pages requiring original signatures to SPA.  The proposal cannot be approved without these pages and delays in submitting them to SPA will delay proposal approval and submission to the sponsor.  Any pages that require PI and SPA signatures should be immediately directed to the CGO conducting the proposal review along with a cover sheet containing the proposal number and the name of the PI.  Please be sure that the PI has signed the page(s) where applicable and dated their signature.  Alternatives to cover sheets, such as post-it notes are acceptable provided that they include the required information and are securely affixed to the signatures pages requiring original signatures.
· Unless noted below, please submit the proposal as a single PDF file and name the file “Proposal.pdf” or use a similar name so that the file may be easily identified.  If it is not possible to provide the proposal as a PDF file, please submit the proposal budget as a single Excel file named “Budget.xls” and the body of the proposal (including the budget justification) as a single Word document named “Proposal.doc”.
· For proposals that must be submitted via Grants.gov or similar electronic systems (i.e., a PureEdge file or a group of files that are uploaded by SPA to the sponsor’s electronic submission system), please attach the PureEdge file or similar file(s) containing all portions of the application necessary to enable SPA to review the proposal (see below).
· For proposals that must be submitted via NSF FastLane or similar electronic systems (i.e., the proposal is assembled by inputting information into the sponsor’s electronic proposal system and SPA reviews and approves the proposal from within the sponsor’s system), please submit only the CAF and 700-U form (as appropriate) in accordance with the above guidance.  Please confirm in the body of the e-mail that the PI has granted SPA access to review the proposal in the sponsor’s system.
Please remember that standard proposals should be submitted to SPA at least three working days, and non-standard proposals should be submitted to SPA at least seven days, in advance of the date that the proposal must leave UCR to ensure that the sponsor receives the proposal by the submission deadline.  Please refer to Research Policy 527-4 at http://or.ucr.edu/Policies/policies.aspx?T=1 for more information about lead times and the definitions for standard and non-standard proposals.
Also, please remember that all proposals submitted to SPA should include all of the following elements to enable the team leaders to timely assign proposals and CGOs to conduct the institutional review and approval process:

· A Campus Approval Form with all appropriate signatures

· A copy of the Sponsor’s solicitation or guidelines or the URL (web address) for such documents (unless previously provided to SPA)
· Completed and signed financial disclosure forms when applicable
· Original application face page and/or other pages requiring the signature of an institutional official
· Abstract or proposal summary

· The final budget and budget justification approved by the PI

· Facilities and resource statement (if required by the sponsor).

· Cost sharing commitment letters, if applicable

· Consultant commitment letters, if applicable

· A copy of any subcontractor proposals and commitment letters signed by the subcontractor’s authorized institutional official
Acknowledgment of Proposals Received

After proposals are received and logged in, they will be directed to the appropriate team leader (http://or.ucr.edu/home/Staff.aspx?t=2) who will assign a CGO to the proposal.  Once assigned, an e-mail notice will be sent to the PI and the department/unit Contract and Grant Analyst (CGA).  The e-mail notification will be sent regardless of which submission option is used and will inform them that the proposal has been received and to whom the proposal has been assigned.  In addition, it will contain the proposal number assigned by SPA, the name of the sponsor, the title of the proposal and the amount requested from the sponsor.  
Proposal Review

Effective August 1, 2006, SPA will change how proposals are prioritized for review.  Once proposals have been received, logged in and assigned, they will be reviewed in the order received within the team to which they have been assigned.  This change should result in more timely reviews for those proposals that are submitted to SPA in accordance with established lead times.  Also, please remember that the process of reviewing a proposal, resolving any issues identified during the review and approving the proposal requires time and cannot be left to the last minute, especially if the sponsor requires electronic proposal submission.

In those instances when the above prioritization methodology would jeopardize the timely submission of a proposal to meet a sponsor’s deadline, and where circumstances 

outside of the control of the PI and department/unit prevent the submission of a proposal in accordance with SPA’s established lead times, exceptions may be coordinated through the team leader assigned to the unit/department.  All exceptions must be approved in advance by the Assistant Vice Chancellor for Research or the Vice Chancellor for Research.
Award Negotiation, Acceptance and Non-Accounting Post-award Administration
The CGO conducting the proposal review will be responsible for negotiating, accepting and setting up any resulting award.  In addition, they will be responsible for providing non-accounting post-award administration services (e.g., approving and/or coordinating prior approval requests with sponsors, negotiating and executing subawards, coordinating submission of reports to sponsors, etc.).
Proposal and Award Transactions in Process prior to August 1, 2006 
All proposal and award transactions (e.g., proposal reviews, coordinating the submission of just-in-time information, preaward requests, award negotiations, no-cost extensions, etc.) in process prior to August 1, 2006 will be handled and completed by the CGO currently assigned to your department/unit.
Please direct any questions regarding any of the above changes to the team leader assigned to your department/unit (http://or.ucr.edu/home/Staff.aspx?t=2) or to Bruce Morgan, Assistant Vice Chancellor for Research at 827-5535 or bruce.morgan@ucr.edu.

