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How to prepare Sponsor documents

When to attach documents

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

Attach documents before 
routing the eGC1

Department Reviewers 
review and approve

ROUTING*

OSP review and 
approve

IN OSP*
OSP or PI/research team 
submit application or 
contract to Sponsor

APPROVED*

RETURNED*/WITHDRAWN*

Complete the eGC1

Prepare the application 
or subcontract

COMPOSING*
 

How to attach documents

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

22
22 4

Combine the well-ordered pages within a 
single PDF.

If there are signature pages, create a second 
PDF file containing a copy of just the signature 
pages.

0

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

Use a meaningful 
Description

After the first approval , the Delete 
button disappears.  Use Update to 
change an existing file

Use Add New Attachment to 
add new files

PDF
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Site Activity.doc

SNYS documents Bang SNYS documents.PDF

Checklist.xls

In this example:

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);

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

Myth :  All documents are “Internal Documents for OSP” Myth :  Duplicating documents across sections provides  
better access to them

Best Practice

Myth buster:  

Although OSP conducts the final review and gives approval, docu-
ments should still be organized according to their final destinations 
- as described on page 1 of this Job Aid and illustrated in the Best 
Practices below.

Myth buster:  

All Reviewers can see all sections of the Attachments and Routing Ques-
tions page.  There is no need to duplicate documents across sections.  

Organize documents  according to their final destinations - as de-
scribed on page 1 of this Job Aid and illustrated in the Best Practices 
below.

Myths & Best Practice


