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COEHD Guidelines for Submission of Grants and Contracts through the Research Service Center (RSC) and the University’s “5/2 Rule” for Notification and Approvals 

Communicate Intent to Submit to the RSC and College

At least three weeks (15 business days) before the funder’s submission deadline: Provide RSC and College notice of intent to submit (using WuFoo site, see link below). This is especially important for Limited Submission proposals. The pre-award staff at the RSC will then contact the PI to request additional information needed to develop a submission timeline.

[bookmark: _GoBack]Communicating intent to submit more than three weeks in advance of the funder deadline is preferable, as it allows the College more time to provide various support services. Three weeks notice gives the College just two weeks to identify and provide relevant support services—including proposal editing, methods review or assistance, templated/institutional information, statistical consultation, and to seek support letters—by College research support staff (Dr. Trevino, Dr. Karcher, College Research Committee Reviewers, statistical consultant). 

  WuFoo Site:      https://utsaresearch.wufoo.com/forms/colfa-business-coehd/

Provide Completed Documents for College and RSC to Review, Prepare, and Process

At least 5 business days before funder’s deadline: Provide RSC the full and completed proposal: include the RFP, full project and budget narrative, budget, any supporting documents (COI certificates), and any special request documents (e.g., for cost-sharing, space contributions). This information will be forwarded to the COEHD ADR Office, allowing them three days to review it all. Contract documentation will be forwarded to Office of Contracts. Special requests (already having been negotiated with Dean or other persons) will be forwarded to the Dean for final approval. 

NOTE: Principal Investigators must already have given notice of intent to submit the proposal (via WuFoo site) before this date, preferably well before this date, to start this process. 

Initiating Approval Process

At least 2 business days before funder’s deadline: All documents completed and finalized—no changes after this point—and entered by Principle Investigator or contract initiator into CAYUSE for routing. (Note: Multidisciplinary proposals require greater routing lead time to the appropriate Research Service Center)

Notes: 	1. 15, 5, and 2 refer to business days (excluding weekend days)
 	2. The VPR implemented the 5/2 day rule requiring proposals be provided by PIs w/in 5 business days, and routed two business days prior to an agency's deadline.
	3. Failure meet these deadlines, resulting in in sufficient time for the College, Associate Dean for Research, or Research Support Center staff to do their jobs, will halt proposals and contracts progress, prevent timely submission, and cause failures to route successfully. 
