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How to prepare Sponsor documents

1 Order the pages in the
= sequence specified in the
Sponsor’s guidelines.

N [=D If there are signature pages, create a second
o ) ) PDF
PDF file containing a copy of just the signature
> ———— pages.
§ %

2_ Combine the well-ordered pages within a
single PDF.

When to attach documents

Attach documents before
routing the eGC1

Prepare the appl
or Subcontract ROUT|NG* |N OSP* APPROVED*
L Department Revie OSP review anc OSP or Pl/research tea
review and appro approve submit application or

COMPOSING* | contract to Sponsor

*These terms describe the eGC1’s status - see Job Aid SQ02: SAGE Quick Start Guide for explanations

How to attach documents

. Documents are attached to the eGC1 via the options on the Attachments & Routing Questions page:
. Prepare grant proposals or subcontracts as shown above, then attach them to the Documents to be Submitted to Sponsor section
. Attach internal UW documents required by OSP (such as the Cost Sharing Addendum), to the Internal Documents for OSP section

. Attach documents that are only required by your department (such as the School of Medicine’s Grant Activity Sites Inventory), to the
Internal Documents for Dept/School/College section

Ei Documents to be Submitted to Sponsor Help

Provide one file with the entire application (i the correct order) that will be submitted to the sponsor; ifappropriate, pleasc After the first approval , the Delete
containing only signature pages that require OSP ink signature. By providing this file the review time may be reduced and it 1 .
paperwork is processed according to sponsor mstructions. button disa ppears. Use U pdate to

Use a meanlngfl'” Description Version File Name Attached On Change an eXIStlng ﬁle
Description Final NIH proposal 2 Final Proposal.xfd ferEn
@\ Use Add New Attachment to
1 add new files

SAGE Helpdesk: sagehelp@u.washington.edu or (206) 685-8335, M-F: 8am-5pm

SAGE Learning : www.washington.edu/research/oris/learning or orislearn@u.washington.edu or (206) 616-9096
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Myths & Best Practice

Myth : All documents are “Internal Documents for OSP”

onsor [ER
Prow e vative appli Gint tive correcs order) e il e v if o are, pie,
Separate ¢ contatming ol siahtire paaes that require OST ink sianature. Bypmuuimg R e et e i be
Lt onswire that all paperwork

Ei Documents to be Submitted to S

No attachments have been assoctated

Best Practice

Ei Documents to be Submitted to Sponsor [iizig

will ensure that all paperwork is processed according to sponsor instructions.

Description Version File Name Attached On
11/30/2007
SNYS documents 1 Bang SNYS documents.PDF 1:12:39 PM

Bl Internal Documents for OSP Help.

No attachiments have been associated

Ei Internal Documents for Dept/School/College [Heip

should up uploaded as "OSP" documents.

Description Version File Name Attached On
) . . 11/30/2007

Dean's sites 1 Site Activity.doc 1:10:32 PM
. . 11/30/2007

Dean's checklist 1 Checklist.xls 1-10:19 PM

Myth : Duplicating documents across sections provides
better access to them

B Documents to be Submitted to Sponsor [z

Provide one fle with the entire application (i the correct order) that will besubmitted 10 the sponsors ifappropriate, please pr
signature pages that require OSP ink signature. By providing this file the review time may be reduced and it witl ensure that all p
sponsor instructions.

Descrinion varsion Fie sama ncenched on
grants.gov file 1 BUDDING LTS_McTosh.xid :‘1”(‘);”57"“;’“ iew
Ei Internal Documents for OSP [z 4 Grants.gov file 3 BUDDING LTS_McTosh.xid ;:’é;f;m View
Upload non-sponsor attachments that OSP and yowr division. department or school/college need to review.
By — 0 e : v )
Budact Exhibit 1 FGSG8 Exhibit 1 - vith changes.xis 292008 . 3;;; el Documents for OSP EE ision,dep - —
S s e e M = i B
SOM Sci Code 1 G686 Sciemie code doo — grants.gov file 1 BUDDING LTS_McTosh.xid jirzon view
Protocel 1 FG566 protocol final.pdf wiew 10/16/200°
as Negaimon Fage 1 P58 nagotiation page i pat =
CRBB Summary Emall 1 FGSes Summary Reviewxis ] Ei Internal Documents for Dept/School/College [
Upload attachments that only your division, dep or review. All i « o
seciion srtnenec on
Bl intermal Documents for DepUSchool Collsze [ s Aot e st o g prajr PR s—————— w0007 =
T B e
o artaciments have been assaciatect . orents gov fle 3 BUDDINGLTS MeToshxa  JISON, e
Myth buster: Myth buster:
Although OSP conducts the final review and gives approval, docu- All Reviewers can see all sections of the Attachments and Routing Ques-
ments should still be organized according to their final destinations tions page. There is no need to duplicate documents across sections.
- as described on page 1 of this Job Aid and illustrated in the Best
Practices below. Organize documents according to their final destinations - as de-
scribed on page 1 of this Job Aid and illustrated in the Best Practices
below.

In this example:

Provide one file with the entire application (in the correct order) that will be submitted to the sponsor: ifappropriate, ple
separate file containing only signature pages that require OSP ink signature. By providing this file the review time may

. Documents that will ultimately be submitted
to the Sponsor have been organized within a
= single PDF file;

. There are no internal documents for OSP
(if there were, they would only be attached
under the appropriate section);

Upload non-sponsor artachments that OSP and your division, department or school/college need ro review.

. Documents that are required for internal,
departmental purposes are attached to the
section for internal departmental
documents.

Upload attachments that only your division, department or school/college need to review. All other internal (non-sponsc
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SAGE Helpdesk: sagehelp@u.washington.edu or (206) 685-8335, M-F: 8am-5pm

SAGE Learning : www.washington.edu/research/oris/learning or orislearn@u.washington.edu or (206) 616-9096




