INSTITUTE FOR HEALTH AND AGING

PROPOSAL PREPARATION TIMELINES

· Provide RFP, RFA, PA or funding agency’s guideline to Research Administrator (IHA) before work on the proposal is to commence.

· Schedule a meeting with Research Administrator to discuss proposal deadline, funding agency, title of project, required budget/resources, applicable procedures and policies, timelines, and special needs at least six weeks in advance of the agency deadline, preferable when you receive RFP, RFA, or PA.

· Identify all consultants and subcontractors at least 4 weeks prior to agency deadline.

· Gather other support, bio-sketches, and/or CV’s 3 weeks prior to agency deadline.

· Submit complete proposal to IHA Research Administrator at least seven business days before agency deadline.


NOTE:  If typing, formatting, and pagination is required, submit proposal to IHA Research 
              Administrator nine business days before agency deadline.

· School of Nursing Dean’s Office is to receive contracts and grants form, abstract, budget, and budget justification six business days before agency deadline.

· Submit the complete proposal to the Office of Research Affairs (C and G) no later than 9 am four business days in advance of the agency deadline.

Committee on Human Research (CHR)

Review and update or apply for applicable Human Subject Approvals as soon as proposal is submitted.   The Principal Investigator is responsible for submitting CHR requirements to the UCSF, Committee on Human Research (CHR).  Note the following:


-     CHR is located at Laurel Heights, Room 315, Tel. # 6-1814. 
· You can download forms at http://www.research.ucsf.edu/cg/forms/cgForms.asp
· The CHR web site is located at http://www.research.ucsf.edu/chr/index.asp
· CHR meets every Thursday and will review new applications submitted by Tuesday of the week prior to the Thursday meeting.

· NIH requires receipt of Human Subject Approvals 60 days after proposal is submitted.

· Research that involves secondary data analysis (of publicly available data) falls under exempt categories, please submit Exempt Certification Form to CHR.

Budget

· The Principal Investigator prepares budget justification for project-specific staff.  The IHA Research Administrator will complete the budget justification for general administrative staff (Core).  NOTE: CORE salaries and fringe are budgeted at 6% of modified direct costs for non-federal contracts and grants.  In some cases, CORE expenses can be charged to federal or federal flow-through contracts and grants.  Check with your assigned Research Administrator.

· If faculty from other UC Campuses are involved in your project, only UC Berkeley (UCB) allows their faculty to perform consultative services between campuses, provided that it is minimal (between $500-$2,000).  Any services beyond the $2,000 limit for UCB faculty and any services of other UC campus faculty (excluding UCSF) should be set up as a subcontract.

