	
	
	
	
	
	
	

	Pre-Award
	Pl
	ADRD
	RA
	FM
	DPM
	Notes

	COI information
	X
	
	
	
	
	PI must complete conflict of information disclosure prior to proposal submission.

	Notify RA and ADRD of proposal
	X
	
	
	
	
	For BIOE and CIDE, only the RA needs to be notified. The ADRD is available to assist when necessary.

	Setup proposal in infoEd
	
	
	X
	
	
	

	Read solicitation and create proposal checklist
	x
	X
	x
	
	
	The PI, ADRD, and RA are all responsible for reading the solicitation in its entirety.

	Determine the need for sub-recipients
	X
	x
	
	
	
	

	Write proposal
	X
	x
	
	 
	 
	ADRD supports PI with proposal/project development.

	Create budget
	x
	
	X
	 
	 
	PI works with RA to develop budget.

	Write justification
	X
	
	
	
	
	PI writes justification; RA reviews for accuracy.

	Sub-recipient documents
	x
	
	X
	 
	 
	PI provides contact info to RA, who liaises with external institution for proposal documents.

	Provide drafts of ALL sponsor-required documents. If Research.gov or a system-to-system portal such as infoEd-to-Grants.gov is used for submission, load all documents other than the budget and justification into the portal.
	X
	
	x
	 
	 
	BIOE: RA loads documents into infoEd for routing.

Draft or final version of ALL sponsor documents needed for routing.

	Load draft budget and justification into sponsor portal and infoEd
	x
	
	X
	
	
	BIOE: PI loads budget and justification into external sponsor portal

	Start routing
	
	
	X
	 
	 
	RA initiates routing

PI and all co-PIs must approve proposal in routing

	Review OGC feedback and all final documents prior to upload to agency submission portal
	x
	
	X
	 
	 
	RA reviews OGC feedback and provides list of to-dos to the PI

	Load final budget and final budget justification into agency submission portal
	x
	
	X
	 
	 
	BIOE: PI loads budget and justification into external sponsor portal

	Load final documents other than budget and budget justification into agency submission portal
	X
	
	
	 
	 
	 

	Submit proposal or notify OGC to submit proposal
	X
	
	x
	 
	 
	If not directly submitted by Pl, email from Pl to OGC is Pl's responsibility.



	Proposal Modifications
	Pl
	ADRD
	RA
	FM
	DPM
	Notes

	Proposal mods per OGC
	x
	
	X
	 
	 
	OGC must receive final budget

	PI requests no-cost time extension from agency
	X
	
	x
	 
	 
	See section 3.7

	PI receives continuation from agency
	X
	
	X
	 
	 
	Considered new money; pre-award requirements apply



	Post Award
	Pl
	ADRD
	RA
	FM
	DPM
	Notes

	Sub-recipient setup 
	x
	
	x
	X
	 
	 

	Sub-recipient invoicing
	X
	
	
	X
	 
	 

	Puchasing
	X
	
	
	 
	X
	 

	Purchasing above $5K
	X
	
	
	X
	X
	 

	Hiring research personnel and human resources monitoring
	X
	
	
	 
	X
	 

	Journal entries, payroll expense transfers, other purchasing or human resources modifications
	X
	
	
	X
	X
	 

	Review payments by agency
	X
	
	
	X
	 
	 



