
Proposal Preparation & Submission Resources 
 
Office of Research 
https://www.research.ucsb.edu/ 
 
Proposal Preparation 
https://www.research.ucsb.edu/spo/proposal-prep/proposal-review 
 
Proposal Submission Checklist 
https://www.research.ucsb.edu/spo/proposal-prep/submission-checklist 
 
Project Contribution Guidance 
https://www.research.ucsb.edu/spo/proposal-prep/project-contributions 
 
Subawards 
https://www.research.ucsb.edu/subawards 
 
Foreign Involvement Disclosure Requirements 
https://www.research.ucsb.edu/foreign-involvement-disclosure-requirements 
 
UC Policy/UCSB Policy & Research Circulars 
https://www.research.ucsb.edu/policies 
A.1 Policy on Submittal of Proposals, Acceptance of Awards, and Administration of Contracts and Grants 

B.1 Policy on Principal Investigator Roles and Responsibilities and Eligibility to Serve as Principal Investigator 

C.1 Policy on Expenditures Against Pending Contracts and Grants 

D.1 Policy on Disclosure of Financial Interests Related to Public Health Service Sponsored Projects for Promoting Objectivity  
in Research 

D.2 Pending Revisions - Policy on the Use of Human Subjects 

D.3 Policy on Disclosure of Financial Interests Related to National Science Foundation Sponsored Projects for Promoting  
Objectivity in Research 

D.5 Policy on Disclosure of Financial Interests Related to Acceptance of Private Funds for Research to Promote Objectivity in  
Research 

D.7 Policy on the Administration of Subagreements Under Extramurally Funded Projects 

D.8 Implementation of Regental Policy on Research Funded by the Tobacco Industry 

E.1 Policy on Material Transfer Agreements 

 
 
700U Exemption List 
https://www.ucop.edu/research-policy-analysis-coordination/policies-guidance/conflict-of-
interest/list-of-non-governmental-entities-exempt-from-disclosure-requirement.html 



Payroll Title Appointment Type Project Type Approval as sole PI Approval as Co-PI ‡

Academic Senate Member (All Titles)Ɨ All Appts. All Eligible Eligible

UC Emeriti All Appts. All Eligible Eligible

Research Professor All Appts. All Eligible Eligible

Regular Appt. All Eligible Eligible

Visiting All OR OR

≥50% with paid appt. Eligible Eligible

<50% or WOS Appt. OR OR

100% All Eligible Eligible

<100% Projects that are closely aligned with the nature of their position ** OR OR

Regular Appt. ≥50% Eligible Eligible

Regular Appt. <50% OR
Head of Administering 

Unit 

Visiting or WOS (Courtesy) All Not eligible OR

Regular Appt. All OR OR

Visiting or WOS (Courtesy) All Not eligible OR

Assistant Project Scientist Regular Appt. All Not Eligible OR

Regular Appt.

WOS (Courtesy)

All other projects Not Eligible OR

Paid Direct All Not Eligible OR*

Fellowship/Dissertation Research Grants/Field Research Grants Not Eligible
Head of Administering 

Unit

All other projects Not Eligible OR*

Undergraduates All Appts. All Not Eligible Not Eligible

Academic Coordinator All Appts. Projects that are closely aligned with the nature of their position ** Not Eligible OR

Librarian All Appts. Projects that are closely aligned with the nature of their position ** Eligible Eligible

Associate Librarian, Assistant Librarian All Appts. Projects that are closely aligned with the nature of their position ** OR OR

Director of the Art Museum, Director of Orfalea Family 

Children's Center, Chief of Police
All Appts. Projects that are closely aligned with the nature of their position ** Eligible Eligible

Physical Education Specialist                                                            

University Extension Specialist
All Appts. Training or Training Related Projects ** Eligible Eligible

Other All Appts. All OR OR

* Requests may be considered, but exceptions are rarely granted, and only with demonstration of a strong justification.

** For all other projects see the "Other" category. 

Ɨ Please see the UCSB Academic Senate Bylaws and Regulations Chapter I: Membership (https://senate.ucsb.edu/bylaws.and.regulations/division/Part_I/Chapter_I/)

‡ The Co-PI may be listed first on the data sheet and/or proposal as the Lead PI, but the data sheet must include at least one eligible Co-PI.

OR (Office of Research): Requests shall be in the form of a completed Form 99 and directed to the Contract and Grant Officer serving the administering unit. 
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Approved by CD: 2/23/2016
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Employee/Fellow
Fellowship/Field Research Projects

Project Scientist , Associate Project Scientist

Not eligible
Head of Administering 

Unit 

Last updated: 2/23/2016 JM
Head of Administering Unit: Depending on type of unit, this approval may come from the Department Chair, ORU Director, or the Dean of the School. Signature on UCSB Data Sheet contitutes 

evidence of approval of the  exception, unless the Department, ORU, or School has established alternative procedures. 
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Adjunct Professor

PostDoctoral Scholar 

All

Graduate Students All Appts.
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All

Lecturer with Security of Employment (LSOE) & Lecturer 

with Potential Security of Employment (LPSOE)

Researcher, Associate Researcher, Assistant Researcher
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08/01/2019

PI submits SPOOF with intention of 
submitting a proposal

Contracts & Grants Office
- Check to ensure that all sponsor required components of 
the proposal are complete

- Check that sponsor requirements, such as page limits and 
formatting, are correct (time permitting)

- Complete sponsor required administrative forms
- Complete UCSB required forms
- Complete UCSB Office of Research datasheet
- Confirm Human Subjects status
- Submit the proposal to UCSB OR for formal review

Office of Research Review 
- Check all administrative forms & budget
- Check for compliance with UC, UCSB & sponsor requirements
- Confirm that all of the required approvals are in place
- Check all cost share/matching requirements have been met
- Send review comments to GGSE Contracts & Grants Office

Contracts & Grants Office
- Make any required corrections to the sponsor and campus   

administrative forms and budget sheets
- Acquire the required signatures (Dean, PI, Sponsored 

Projects Officer, Co-PIs, etc.)

If necessary, 
proposal will be 

returned to PI for 
adjustments

If necessary, proposal will 
be returned to PI for 

adjustments

5 Days 
Minimum

3 Day  
Minimum

Proposal is submitted to the sponsor. SPO requests all proposals, regardless of 
sponsor/submission method, be submitted (i.e. push the button) at least 48 hours prior to the 
sponsor deadline. This reflects the (2) business day period it may take sponsor submission 
systems, like Grants.gov, to validate a proposal for errors. This “UCSB Proposal Deadline” is to 
allow SPO, departmental staff, and PI(s) adequate time to address any possible submission issues 
prior to the sponsor imposed deadline. 

2 Days Prior 
to Sponsor 

Pre-Proposal Prep
- PI Complete the Internal Questions (IQ) Form 
- PI Send budget development information
- C &G Administrator sends a timeline with additional   

items and important dates

PI submits complete proposal 
to GGSE 

Contracts & Grants Office
*Two weeks before deadline

30 Days
minimum



 

GGSE Internal Questions (IQ) Form 
 

PI:  
Co-PI:  
Co-PI:    

% of academic year apt:    ______________ 
% of academic year apt:    ______________ 

% of academic year apt: ______________ 
Please Confirm - Project Title:    

Work Site: On Campus Off Campus 
Purpose:  Organized Research 

Project Type: Applied Basic Developmental Other:    
Field of Research:  

Training 
Instruction 
Other Sponsored Projects:    

Project Assurances 
YES NO 

  
 

 

 

 
 
 
 
 

 
1. Will any human subjects be conducted on this proposal?  
2. Will any of the H.S. research be performed at UCSB or by UCSB Personnel? If either, check yes. 
3. Does the proposal involve non-exempt h.s. research to be conducted at multiple sites w/NIH funds? 
4. Will you be using protected health (HIPAA) information? 
5. Will your research involve the use of personal identity information (SSN or Driver’s License with First & 

Last Name) 
6. Will additional space or alteration be necessary for this project? If no, what room(s) will you be 

using? 1)  2)  3)    
7. Is the funding for this project ultimately coming from another source via the sponsor you are 

applying to? If yes, source:    
8. Does the proposed research involve any of the following:   (If yes, provide details in comments section below) 

• Foreign sponsor, collaboration, sub, or 
• International shipments, commodities or technology 
• Foreign travel or research at foreign sites 

9. Does the PI/CoPI have a relationship with the subrecipient(s) requiring COI review? 
 Yes   No    N/A (no subrecipient on proposal) 

10. Is PI or anyone other employee or student participating in this project: 
• Debarred, proposed for debarment, suspended or otherwise excluded from or declared ineligible for 

participation in federal assistance programs or activities? OR award of federal contracts 
• Presently indicted for, or otherwise criminally or civilly charged by a government agency? 
• have within three (3) years preceding this offer, been convicted of or had a civil judgment rendered 

against them for commission of fraud or criminal offense in connection with obtaining , attempting to 
obtain, or performing a public (federal, state, or local) contract or subcontract; violation of Federal or 
State antitrust statutes relating to the submission of offers; or commissions of contract or subcontract; 
violation of Federal or State antitrust statutes relating to the submission of offers; or commission of 
embezzlement, theft, forgery, bribery, falsification, or destruction of records, making false statements or 
receiving stolen property? OR had one or more contracts terminated for default by any federal agency 

11. Provide a list of who at UCSB will be responsible for the design, conduct or reporting of activities associated 
with this project. 1)  2)  3)  4)  IF 
APPLICABLE: Each individual will have to complete a disclosure of financial interests PRIOR to submission via 

https://ucsb.coi-smart.com/login.php. 

 
 

Revised 8/20/2019 

12. Will the project generate any program income? Yes No 
Additional Comments or Information: 

For Office Use Only 
Date Sent to PI:    
Received by C&G Office:     



Proposal Preparation Checklist 
 

Set Up the Electronic Proposal File under the PIs name 
___   Download all applicable sponsor forms & campus forms (e.g. Project Contribution form, UC 

Cash request form, cover page, Letters of Support, subcontract forms) 
Guidelines 

___   Print and save to proposal folder 
___   Read and note special conditions, budgetary specifications, etc.  
Notes: _________________________________________________________________________ 

Timeline 
     GSER Deadline:          _____________ 
     OR Deadline:          _____________ 
     Campus Submission Deadline: _____________ 
     Sponsor Submission Deadline: _____________ 
Budget  

Proposed period of performance? ______________ to ______________ 
Substantial ITG needs?    Y    N  
Unallowable Expenses: ___________________________________________________________ 

       ______________________________________________________________________________ 

Project Contributions or other special requirements: _____________________________________ 
      ______________________________________________________________________________ 

Email to PI       Date: ___________   Follow Up: __________ 
___   Timeline 
___   Include the Internal Questions (IQ) form as an attachment 
___   Request information to start budget development 
___   Outline documents needed from PI (Form B, if applicable) 
___ Outline what C&G will prepare (Sponsor forms, campus forms, etc.) 
___   Note sponsor required registrations (e.g. eRA commons / Fastlane) 
___   Note signatures on internal forms required PRIOR to submission 

o Will PI or Co-PIs be available for signatures the week before submission? 
___   If applicable, note ORCOI requirements for ALL key personnel 
___   Is PI eligible?            Y    N If no, attach exception Form 99 & explain process 
___   Request letter of commitment from any off-campus sites 
___   Will there be incentives?  Y    N If yes, inform of need to match HS protocol 
___   Will there be PSAs?          Y    N If yes, inform of insurance requirements/process 
___   Subcontracts?          Y    N  Date sent to subcontractor: __________ 

o Alter submission timeline      Sub’s deadline: _____________________ 
o Prepare subk determination form & Part A 
o Request contact information and forward list of requirements  

• SOW, detailed budget, budget justification, Commitment Form & if applicable, sponsor 
forms 

Notes: _______________________________________________________________________ 

Submission to GSER 
On time?        Late?  

No deadline?  

PI:  _______________________________   Co-PI(s):  __________________________ 
Sponsor:  _________________________ 
Deadline:  _____________ Time:_________   Deadline Type:  _____________________ 
SPOOF Date:  _____________    
Submission by: GSER     SPO      PI  



Proposal Preparation Checklist 

Revision: 9/21/2018 

When proposal is received     date received: _____________ 
 
      ___   Complete sponsor forms 
      ___   Complete campus forms 

___   Complete data sheet 

 
 

 
Proposal to OR for review     date sent: ________________ 

___   Assemble package                                        Route to KH for Review: _________________  
1. OR info sheet / datasheet 
2. Internal documents (including subk forms) 
3. Proposal 
4. Guidelines 

___   Notify PI that proposal is at OR for review 
            ___  if applicable: provide a PDF of Cayuse/Fastlane proposal for review 

 
Receive OR comments      date received: _____________ 

___   Make corrections      date responded: ___________ 
___   Obtain all necessary signatures 

___ PI on data sheet, DCR, internal forms, proposal 
___ Dean on data sheet, Form 110, proposal 
___ OR on proposal, internal forms (eg Form 99) 

      ___   PI confirmed required ORCOI disclosures have been completed 
          Signed data sheet to OR       date sent: ________________ 
          Signed DCR to COI@research.ucsb.edu   n/a       date sent: ________________ 
      Human Subjects Status:   n/a    pending submission/review              linked to ORBiT record 

 
Transmittal Obtain PI OK to submit  Y      date submitted: ____________ 
        ___ Via online system, submitted by _____________ 
        ___ Via email, submitted by _____________ 
        ___ In hard copy (FedEx), submitted by ____________ 

• Multiple copies? 

Email to PI/OR 
___   Notice of proposal submission 

 
Final actions 

___   Electronic finals to OR  
___   Complete copy in paper file 
___   Ensure electronic file complete 
___   KH - Add to quarterly proposal list 



11/5/2018 University of California, Santa Barbara Mail - NSF INCLUDES proposal: Timeline & Details - 3/18/19 GGSE Deadline

https://mail.google.com/mail/u/0?ik=367e76bb18&view=pt&search=all&permthid=thread-a%3Ar8035771260738812729&simpl=msg-a%3Ar794914153… 1/2

Kelly Hayton <khayton@ucsb.edu>

NSF INCLUDES proposal: Timeline & Details - 3/18/19 GGSE Deadline 
1 message

Kelly Hayton <kelly.hayton@ucsb.edu> Mon, Nov 5, 2018 at 8:21 AM
To: Kelly Hayton <kelly.hayton@ucsb.edu>

Good morning,
 
I've read through the guidelines and noted the following points for you to keep in mind:
1. Please provide me with the proposal PIN and ID for this proposal in Fastlane
 
Please send what you would like to see in the budget along with proposed period of performance, and I can put together a draft for you.
 
The following is required prior to submission. Please ensure that you will be available for signature.

Completed Conflict of Interest disclosures via ORCOI by PI and Co-PIs 
Signed Design, Conduct & Reporting (DCR) 
Signed datasheet by PI and Co-PIs 

The time line for submission of the proposal is as follows:
3/18 - due to GGSE Contracts & Grants Office
3/21 - due to Office of Research (OR)
3/28 - campus deadline for submission
4/2 - sponsor deadline for submission

 
To clarify, our office will complete the following:

Detailed Budget 
Required Campus Forms 
Fastlane system entry and document upload 

We will expect to receive from you the following: 

IQ Form 
Project Summary (must have included project type, and Overview, Intellectual Merit, and Broader Impacts) 
Project Description (must have included project type, 18 page max, Broader Impacts section..see page 16 of guidelines for
required sections)
Budget must include a line item for the PI to travel to NSF for two days 
Budget Justification 
References 
Bios for each PI/co-PI 
Current and Pending (this proposal listed first) 
Facilities 
Data Management Plan 
Letters of Collab. are allowed if you have any 

As a reminder: In order to guarantee that a proposal meets the sponsor deadline OR requires at least 5 working days for review, and 2
for submission.
 
Lastly, if there will be any subcontracts with the proposal, please let me know as soon as possible as there will be many additional
documents required that will take some time to prepare.
 
Please let me know if there is anything I can help with, or if you have any questions at this time. I've attached the guidelines here for
your convenience.
 
--  
Kelly Hayton 

Manager, Finance & Administration
Gevirtz Graduate School of Education 
4101 Education Building 
Santa Barbara, CA 93106-9490
Office: (805) 893-5922  

 















UCSB Departmental Finals Procedures 
 

Departmental Finals Procedures    1 of 1        Last Updated 8/19/2016 JK 
    Approved by GH 8/19/2016 

The Office of Research serves as the official office of record for all sponsored projects. Each proposal 
and post‐submission proposal action (prior to the receipt of an award) must be documented in the 
proposal file and in ORBiT.  This documentation is called “finals,” and is required to be completed and 
sent to SPO by the administering department within 48 hours of submission to the sponsor.   

 
For every proposal submission or any post‐submission proposal action listed below, an eFinal (i.e. 
electronic final) is required. 

 
There are four types of eFinals: 
 

OR Proposal – an electronic copy of all documents that were sent to a sponsor, and a UCSB 
detailed budget.  A UCSB detailed budget is required for all proposal eFinals, even when the 
budget was not submitted to the sponsor.  The only exception to this rule is when an NIH 
Modular Budget is submitted.  Please do not include internal campus compliance 
documentation in this document. 
 

Sub Proposal & MCA Proposal – an electronic copy of all required sub‐recipient documentation, 
including a sub‐recipient detailed budget and internal forms (including links to or copies of A‐
133 audit and IDC rate agreement).  A separate eFinal is required for each sub‐recipient/MCA. 

 

Proposal Update – an electronic copy of all proposal update documents submitted to the 
sponsor. NIH Just‐in‐Time (JIT) actions should follow the Proposal Update guidance. If the 
proposal update results in any changes to the budget, the update should be processed as a 
revised budget instead (see below). 
 

Revised Budget – an electronic copy of all revised budget documents, including the UCSB 
detailed budget. 

 
Departments are expected to email the eFinal to the assigned SPO Team within 48 hours of submission 
to the sponsor.  The subject line of the email in which the eFinal is sent must match the naming 
convention of the pdf.  All eFinals must be a pdf document format (not a pdf package) and follow the 
SPO naming convention below. 
 

Type of Action  eFinal Naming System  Example 

OR Proposal  PI Name, “ORFinal”, Record #  SmithORFinal20130852 

Sub Proposal  PI Name, “Sub”, Sub Institution, Record #  SmithSubHarvard20130852 

MCA Proposal  PI Name, “MCA”, UC Campus, Record #  SmithMCAUCLA20130852 

Proposal Update  PI Name, Record #, “_Update”, MMDDYY  Smith20130852_Update040313 

Revised Budget 
PI Name, Record #, “_RevisedBudget”, 
MMDDYY 

Smith20130852_RevisedBudget040313 

Revised Budget 
of a Sub 

PI Name, “Sub”, Sub Institution, Record#, 
“_RevisedBudget”, MMDDYY 

SmithSubHarvard20130852_RevisedBudg
et040313 

Revised Budget 
of an MCA 

PI Name, “MCA”, UC Campus, Record#, 
“_RevisedBudget”, MMDDYY 

SmithMCAUCLA20130852_RevisedBudge
t040313 

 


