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Start Develop Review Submit

Proposal Process



Considerations
• Start Early
• Communicate with PI
• Read the Solicitation
• Initiate a SeRA PDRF early on
• Use PDRF’s routing to gather info
• University Policy
• Sponsor Requirements
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Solicitation Review Basics
• Read the Solicitation
• Sponsor Specific Requirements

- Due Date
- Page Limits, Formatting
- Proposal Components
- Submission Method
- Unique Requirements
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*F&A Rate Limitations required in Solicitations require a waiver request and approval

Showstoppers!
● Citizenship Restrictions
● Publication Restrictions
● F&A Rate Issues*
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Submission Method
• Sponsor Portals

− Access
− Roles  

> Principal Investigator
> Administrator
> Institutional Official

− Proposal components
• Email / Contact Information
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• SUNet ID
- SeRA Help Ticket

• Eligibility
- Waiver

Principal Investigator



Sponsors
• Sponsor not listed in SeRA? Contact osr_intake@stanford.edu
• Sponsor-Specific Export Control Triggers

- Department of Defense Agencies, NASA, etc.
• University Foundation Relations

- Restricted Foundation List: 
https://cfr.stanford.edu/faculty/how-apply/clearance-restricted-
foundations
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mailto:osr_intake@stanford.edu
https://cfr.stanford.edu/faculty/how-apply/clearance-restricted-foundations


O
ff

ic
e 

of
 S

po
ns

or
ed

 R
es

ea
rc

h

If the sponsor is new, 
contact OSR to add the 
sponsor into SeRA

Provide the appropriate 
contact information for the 
proper addressing on the 
institutional endorsement 
letter accompanying the 
proposal

If the submission method 
or portal seems obscure 
contact OSR for help

Sponsor Information



Proposal Preparation and Review Basics
• RPH 14.1: Preparation, Review, and Submission of Sponsored 

Project Proposals
• Requirements

- PI Eligibility
- Solicitation / Sponsor Guidelines
- Complete Proposal Application
- Budget & Justification
- Relevant Approved Waivers
- Complete Subaward Documentation
- Additional Approvers
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How do you know if your 
Proposal Application is 
complete?
Read the Solicitation



Budget Development
● Budget Details page
● Cost-Sharing

- Mandatory/Voluntary
- Separate Budget

● More information on Cost-Sharing
https://doresearch.stanford.edu/research-
administration/financial-concepts/cost-
sharing#proposing-cost-sharing
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https://doresearch.stanford.edu/research-administration/financial-concepts/cost-sharing#proposing-cost-sharing


Facilities & Administrative – F&A Rates
aka Indirect Cost - IDC Rates

● Is it less than our fully negotiated rate?

● Is the sponsor on the pre-approved list?
o https://sera.stanford.edu/apex/f?p=600:1:7406091493547

● Research Policy Handbook 15.2. 
○ http://doresearch.stanford.edu/policies/research-policy-

handbook/financial-aspects-sponsored-projects-
administration/facilities-and-administrative-indirect-cost-
waivers
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https://sera.stanford.edu/apex/f?p=600:1:7406091493547
http://doresearch.stanford.edu/policies/research-policy-handbook/financial-aspects-sponsored-projects-administration/facilities-and-administrative-indirect-cost-waivers
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F&A Waiver

• If a sponsor does not have a published policy for its IDC rate allowance - “No”, a 
request for a Project-Specific IDC Waiver can be submitted to the Dean of Research



● Required Forms:  
o http://doresearch.stanford.edu/research-

administration/major-topics/subawards#subaward-forms
● Proposal is not complete until all required documents received
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http://doresearch.stanford.edu/research-administration/major-topics/subawards#subaward-forms


Budget Details
● School of Medicine 

PDRFs - RMG will 
complete page

● Helpful for “what if?” 
budget scenarios

● Not required to be 
filled-out,

● Built-in F&A rate 
schedules for auto 
calculation of IDC’s

● Auto calculates and 
totals line and budget

● Captures faculty effort 
for Other Support 
reports

● There’s more…..! 
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Budget Details
● Oracle Expenditure 

Type and description
● Budget data flows 

into New and 
Renewal Award PTA 
Setups

● Customizable IDC 
base exclusion

● Quick view of budget 
summary without 
downloading budget 

● More info Quick Guide 
https://doresearch.sta
nford.edu/node/25063
14/attachment/newestO
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https://doresearch.stanford.edu/node/2506314/attachment/newest


Conflict of Interest
● Completed by PI and anyone else PI names in OPACS system
● OPACS website:  http://opacs.stanford.edu/
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http://opacs.stanford.edu/


Project Personnel
● Manually input Stanford Faculty, SLAC and Other KeyPersonnel
● Lead PI does not need to be entered
● Route early for Stanford Faculty approvals 
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SLAC National Accelerator Laboratory
● Personnel, Work Location
● Separate Approval Process
● SLAC Required Documentation
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Export Control
• Dept of Defense agencies, NASA, JPL sponsor triggers export control review
• Factor additional time into the required PDRF routing and approval process 
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More Export Control Information:
http://doresearch.stanford.edu/res
earch-scholarship/export-
controls/export-controlled-or-
embargoed-countries-entities-
and-persons

http://doresearch.stanford.edu/research-scholarship/export-controls/export-controlled-or-embargoed-countries-entities-and-persons


Attachments:  Updating Versions 
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Attachments: Categories and Subcategories
• Select correct Category and Subcategory when uploading attachments
• Use update feature to upload new version of existing attachment instead of

creating uneccessary duplicate/multiple Categories
• Makes for searching and sorting of attachments much easier
An example of what not to do and what you should do…
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Don’t add new attachments if it’s a 
new version of the same document.  
Use the Update feature.

Choose the correct Attachment 
Category and Subcategory! 

Use File Tags to make the it 
easier to identify the document



Proposal Routing Status
● Search by SPO or PDRF PR number
● Status of PDRF with assignee name, dates and time
● Reassign function (depending on action item and authority)
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Additional Components
● Small Business subcontracting plan
● EH&S questionnaires
● EEO & Diversity questionnaires
● Sponsor Certifications
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Time Savers
● Biosketch
● Current & Pending (Other Support Document)
● Resources/Facilities
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Helpful links & contacts
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Cardinal Curriculum – Proposal and Budget Preparation:
DoResearch: http://doresearch.stanford.edu/training/cardinal-curriculum-level-
2/proposal-and-budget-preparation-dor-1120

RPH 14.1: https://doresearch.stanford.edu/policies/research-policy-
handbook/sponsored-project-proposals/preparation-review-and-submission-
sponsored-project-proposals

RPH 1.4: Openness in Research: https://doresearch.stanford.edu/policies/research-
policy-handbook/conduct-research/openness-research

Stanford Electronic Research Administration (SeRA): https://sera.stanford.edu

Natalie Muzzio: muzzio@stanford.edu
Sarah Makarchuk: smakarch@stanford.edu

http://doresearch.stanford.edu/training/cardinal-curriculum-level-2/proposal-and-budget-preparation-dor-1120
https://doresearch.stanford.edu/policies/research-policy-handbook/sponsored-project-proposals/preparation-review-and-submission-sponsored-project-proposals
https://doresearch.stanford.edu/policies/research-policy-handbook/conduct-research/openness-research
https://sera.stanford.edu/
mailto:muzzio@stanford.edu
mailto:smakarch@stanford.edu
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