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Complete the PDRF form with the proposal/award details. 

Fill in the identified sections of each page to ensure the PDRF is received and processed correctly. 

 



Agreement Type : 

Select University Research Agreement 



Enter PI name or sunet ID 

Select appointment type 

Enter 0% for Effort* 

Select No 

Select Other 

Enter in University Research Award 

*NOTE: Generally, Effort = 0% for 

University Research projects.  

However, if effort will be applied, then 

please answer the questions as 

appropriate 



Enter bldg. and room number where work will be done*  

Enter any other location of project, if applicable 

Select  

Yes Or No 

Select  

Yes or No 

*locations for other participating Stanford faculty can be entered 
  on the Other Stanford Faculty Form 



Enter the Project start date and end date 

   Enter title of project 

Enter Dept./Lab/Institute that will manage the award 

Enter the administrative contact for the award 

 Choose if project is on/off campus 

Choose Research 



Enter/Select the Stanford internal sponsor 

Select No and then Yes-Other 

Allow OSR 5 day internal processing time 

Select Internal Processing Only 

Leave boxes unchecked 

Select as applicable 

If Yes, please upload program announcement.   

Select No  

Enter a Reference # provided by the 

funding organization.  Otherwise enter N/A 



Select Yes or No, as applicable 

If Yes is selected, click on Add Stanford Faculty Member 



Enter Appointment Type 

Enter 0 % for effort 

Enter Role and  Other Stanford Faculty Name or sunet ID 

Select Appointment Type, and enter 0% effort* 

Select Yes or No 

Enter contact for this faculty member 

Select Yes or No 

 
If “No”: approvers 

specific to this faculty 

member will need to be 

entered 

Enter University Research 

Select No and Other 

Enter location(s) where work will be done  

*NOTE: Generally, Effort = 0% for University 

Research projects.  However, if effort will be 

applied, then please answer the questions 

as appropriate 



Enter Amount of the Award 

Select No 

Enter N/A  

Select Yes or No as appropriate* 

Select No 

Select Yes or No as applicable 

*subawards = outside, non-Stanford entities 



Enter Yes or No as applicable to all questions on this page* 

*NOTE: If animal or human subjects 

are involved in the project, remember 

that this project must be added as a 

funding source to the approved IRB or 

APLAC protocol 



Enter any instructions or remarks here if applicable 

Approvers: 

Select  Approver Role and enter name(s) of required 

approvers based on your department and/or school 

requirements.   

 

For Independent Labs, Institutes and Centers that fall 

under the Dean of Research, also be sure to select Dean 

of Research 

Enter any FYI’s if applicable 

Select Office of Sponsored Research 

and select your Contract & Grant Officer 

from the Institutional Officials list 



Proposal & Attachments 

In this section, attach all documents of the award.  Please include the following items: 

 

• Proposal Guidelines 

• Copy of Final proposal 

• Proposal Budget 

• Proposal Budget Justification 
• Awarding letter from University internal sponsor 

Click here to add an Attachment and a pop-up screen will appear 

 

Attach documents into the correct category and subcategory  as detailed in the following 

screens 



Category:  

Select Program Guidelines 

 

Sub Category:  

Select Program Guidelines 

  

Upload Program Guidelines: 

File Location:  

Select Browse & Find file 

 

File Name:  

Enter Program Guidelines 



Category:  

Select Proposal Documents 

 

Sub Category:  

Select Proposal NEW 

 

 

Upload Final Proposal 

File location:  

Select Browse & Find file 

 

 

File Name: 

Enter Final Proposal  

 

 



Category:  

Select Detailed Budget & Justification 

 

 

Sub Category:  

Select Budget-New 

 

Upload Budget 

File Location:  

Select Browse & Find file 

 

File Name:  
Enter Budget 



Category:  

Select Detailed Budget & Justification 

 

Sub Category:  

Select Justification 

 

Upload Budget  Justification 

File Location:  

Select Browse & Find file 

 

File Name: 

Enter Justification 



  

File Location:  

Select Browse & Find file 

 

File Name: 

Enter Award Letter 

Category:  

Select Proposal Documents 

 

Sub Category:  

Select Other 

 

Upload Award Letter 



All attachments must be uploaded 

before routing the PDRF for 

approval. 

To Route the PDRF for Approval: 

  select Send to the PI for Approval from the left-hand navigation, or 

  click on the blue link at the bottom of the Proposal & Attachments page 


