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College of Liberal Arts and Social Sciences
Extramural Research Initiatives   Standard Operating Procedures- SOP      SUBMIT EARLY!
 Grant Proposal Development and Submission (Pre-Award Administration) 
Proposal preparation and submission is a 2-part process that occurs simultaneously. After the decision is made to apply for a grant, immediately contact the Research Liaison Officer (RLO), Denise McGuire dlmcguire@uh.edu,  (713) 743-9237   
Part I- (Internal-UH) Transmittal Development and approvals
Complete and submit the Transmittal Request Form (TRF) which is a communication tool created for investigator use to initiate the proposal submission process. Investigators share relevant information about their upcoming submission including the funding opportunity, deadline, title, IDC and subawards. 
This data is collected by the RLO who creates the actual transmittal in the Peoplesoft system and once completed and released by the administrator, is electronically routed for approval.  All relevant parties including investigators, Chairs and Deans receive an email prompting them to do so in AccessUH (PI Work Center). All proposal documents including a copy of the submitted proposal, budget, solicitation, correspondence and subaward documents are uploaded to Peoplesoft. 
This is the official UH record of proposal submissions, indirect cost allocation as well as investigator research effort that is used for annual review.  Transmittals should be approved promptly!

Part II (external-sponsor) Proposal Development and Submission (Communication is KEY!)

The funding opportunity  announcement (FOA) is reviewed by the RLO and Principal Investigator to determine the specific  proposal requirements and components, course buyout considerations, human subjects/clinical trials and internal timeline to meet the sponsor deadline.   

Depending on the sponsor, the RLO or PI will create the proposal shell and provide the appropriate access in Research.gov (NSF), Cayuse (NIH), Proposal Central or other sponsor specific portal and determine who will submit. Certain sponsors require an email submission, but typically, the RLO submits the proposal on behalf of the PI and University as the delegated official (Authorized Organization Representative (AOR).       Be sure to read the funding opportunity thoroughly!

The BUDGET: 
 The PI should communicate their budget needs early in the process in an email to the RLO who will create a budget draft, using the DOR Excel budget template. It includes salary, fringe and other auto-calculations that are embedded in the spreadsheet. The budget may require several revisions during the development of the application. It serves as an excellent guide to help the investigator determine the financial parameters necessary to conduct the actual research. 
Modular Budgets  are required for NIH applications.(RO1, RO3,R21, R34,R12,U01,U34,UH2,UA5)
· Research assistants:  Compensation varies by department (consult your DBA) 
· Travel: Be specific regarding the destination, # of days/people, GSA per diem rates
· Sub recipients/Subawards: Identify the administrative contact early in the process for collaborative efforts. Certain documents will be required including their budget and official institutional letter of commitment which may take time to obtain. 
· Human subjects and participant support: These terms are often confused and used interchangeably. See DOR budget template last tab for definitions. (HS subject to IDC, PS is exempt)
image1.jpeg




