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Agenda

• Updates, announcements

• PDDs and Me: Techniques for an 
Efficient Proposal Routing Process

– Chris Sittler, Jesús Orduño, SPCS 
Proposal Services, Sponsored Projects 
Administrators

• Open Q&A

• January 2021 RA Forum
• Wednesday, January 20, 2021 9:00AM



Updates, Announcements 

• Furlough Program Reconciliation Tool
• UAccess Analytics> Dashboards> Employee > 

Compensation > Furlough and Furlough >Hours Tracking –
Detail

• Training about how to use the furlough dashboards for reconciling 
SET’s

• Contact Marcel Villalobos (marcel) or Tara Gonzales (tgonzale) 
• See 12/2/20 Ramtalk from Marcel 

• Updated F&A Waiver Process
• rgw.arizona.edu > Administration > Build a Budget > 

Facilities & Administrative (F&A) Costs
• F&A Waiver Request Template 
• F&A Waiver Request FAQs



Zoom etiquette reminders

• Please remain muted when you’re 
not speaking

• If you have a comment/question –
please type in the group chat or wait 
for an opening to begin speaking

• Thank you for joining!



Future Forum Topics?

• Suggest Future forum topics 
sponsor@email.arizona.edu

• Present a topic
• Share research administration tools (reports, 

agents, etc.), lessons learned
• Tips & tricks, coming changes, conferences

mailto:sponsor@email.arizona.edu


UNIVERSITY OF ARIZONA
RA FORUM PRESENTS

P DDs  a n d  Me : 
Techniques for an Efficient  Proposal Rout ing Process

Jesús Orduño
Christ opher Sit t ler

December 16, 2020



The Proposal Development Document (PDD) can be overwhelming, 
especially when you are unsure about why and how it  is used. 

In this RA Forum we are going to go over some basics to help you 
overcome your PDD fears, and help smooth the process 
of developing and routing a proposal through UAR.

ABO UT



• Policies and Guidelines

• Frequent Mistakes/Issues

• Minimum Requirements 

for the PDD

• Campus Proposal 

Information Resources

W HAT W E' RE 
C O VERIN G



W HY DO ES  THIS  MATTER?
• Compliance - Protecting the University of Arizona
⚬ OMB Uniform Guidance: 2 CFR § 200

• Internal Upkeep
⚬ UAR system functionality
⚬ Function across systems

• Reducing Administrative Burden



Th r e e  Da y 
De a d lin e
The proposal should be routed  and 
the  submission package should be  
re leased to SPCS at least three  full 
business days before  the  due date



LATE P RO P O S AL 
REQ UES TS
If the stress of proposal routing brings you straight to 
the wire and the PDD has not reached SPCS within the 
three day deadline, you may wish to submit a late 
proposal request. The request form can be found in the 
Research Gateway. Please fill it  out entirely and provide 
a thorough explanation. If the request is approved, we 
will deviate from the "first  in, first  out" submission 
order.

A request form that is incomplete or otherwise 
improperly filled out may result  in rejection of the late 
proposal request.



FREQ UEN T 
MIS TAKES / IS S UES
During the review process, mistakes/issues with the 
proposal can range in severity. Some will require the 
init iator to update an attachment, and few will require 
a re-route, but the majority of issues are updated by 
the Proposals Team leaving these unresolved over t ime. 
Here we will go over some of the most frequent 
problems we encounter. 



P RO J EC T TITLE
Why would the title be such a big deal? Well, for a few reasons:

• Sponsor Requirements:
⚬ NSF tit le requirements, such as "Collaborative Research" (not CR!!) or in 

many cases, RFP specific prefixes
• Matching Systems:

⚬ Sponsor emails sometimes contain the t it le and very lit t le information—
having a matching tit le between UAR and sponsor systems saves t ime 
and reduces the administrative burden for ourselves and the sponsor

• Glitches:
⚬ Special characters, such as "quotation marks" can cause glitches in our 

workflow system



P RO P O S AL TYP E
New

• Proposal not previously routed, not connected to an existing award

Resubmission*
• Iteration of a proposal that was previously submitted
• Making an administrative change to a proposal not yet awarded

Renewal (Competing)*
• Request for additional funds for a period subsequent to that provided by award
• Competing with all other applications—fully developed proposal

Continuation*
• NIH specific, updating or clarifying a previously routed budget

Revision*
• Proposal for supplemental funds not previously routed for an existing award/project

Admin Change*
• Internally routed for an administrative update to Awarded project, i.e. PI change, lead unit  change, credit/F&A splits
• If not yet awarded, resubmission should be used for an administrative update

*Remember to include the Original IP or Award ID



The following slide will define a scenario for a 
proposal. Please read the description and its 
corresponding question. 

We will open a Canva Live session for this 
activity. Please join the session on your device 
to submit your answers and reasoning. 



The picture can't be displayed.

We receive a proposal development document with NIH as 
the  sponsor. The proposal includes a one  year budget for a 
grant that has already been awarded. The department's 
research administrator is asking whether this PDD should 
be  coded as a Continuation or a Revision.

What would be  the  determining factor in 
deciding the  proposal type?



P RO P O S AL AC TIVITY TYP E
Why is this important?

• The activity type is determined at the PDD stage and classifies the purpose and activity of a 
proposal/award. This code is used to determine the Higher Education Function Code in UAccess 
Financials. 

• The Higher Education Function Code will determine the F&A rate used in the proposal.
• Cannot switch mid-project. Please pick the activity that best covers the life of a project and is 

reflective of the merits of the activity taking place. This is not an opportunity to shop F&A rates.

Items to Note
• For proposals with elements of all activity types, select the activity type that is the preponderance 

of the activity.
• Sponsors will often provide funding for select types of programs or initiatives that will state or imply 

the activity type.
• SPCS and FSO reserve the right to make final determination on activity type.



P RO P O S AL ATIVITY TYP E
Nature of Scope of Work and Key Words

• Research - Focused, systematic study and investigation undertaken to increase 
knowledge and understanding of a subject by testing hypotheses and permitting 
conclusions to be drawn with the intention of contributing to general knowledge.
⚬ Key Words - Data collection; Designing; Investigation or Experimentation; Discover or Evaluation; 

Developing novel ways of viewing or approaching a problem; Process analysis to provide a research 
outcome; Publishing results; etc.

• Instruction - Teaching/training activities/projects that share existing knowledge or skills to college 
students or professionals.
⚬ Key Words - Academic credit; Instructing faculty and staff or professionals; Support for writing 

textbooks or reference books; Student recruitment or education improvement activities; etc.
• Other Sponsored Activities - Public/Community service and outreach activities or projects, as well as 

miscellaneous sponsored projects that are not clearly instruction or research activities.
⚬ Key Words - Community Health Outreach or Telemedicine; Community Service; Pre-college 

instruction/education/promotion (K-12 teaching/training activities); Teaching/Training benefiting non-
profession or the general public; Demonstration activities; Editorships; etc.



The following slide will provide an abstract for a 
proposal. Please read the abstract and make a 
determination for the proposal activity type.

Please submit your answers and reasoning to 
our Canva Live session.



This project aims to use new technologies to document and visualize tribal perspectives in southeastern 
Utah’s Canyon Country cultural landscapes, focusing on three key audiences: (i) the visiting public; (ii) 
agency land managers in training, and (iii) public lands stakeholders, including Native American tribes, 
natural and cultural resources professionals, and the tourism and recreation sector. Using 
ethnographic, geospatial, and photogrammetric methods, drawing on feedback from mix of tribal 
consultations and broad stakeholder meetings, the project will produce an interactive, immersive virtual 
reality (VR) tool, allowing visitors and other BLM stakeholders to experience Canyon Country cultural 
landscapes, guided by narration of BLM stakeholders including affiliated Native American tribal elders, 
archaeologists, conservationists, and land managers, and the tourism and recreation sector. This 
project will enhance understanding of a range stakeholder perspectives among the visiting public, 
inform and orient trainee agency land managers, and promote increased knowledge of and respect for 
places of cultural and economic significance in Canyon Country. By creating archival quality audiovisual        

records of tribal perspectives, the project will generate new potential for interpretive and 
educational resources, within and beyond the proposed VR platform. Notably, in light of 

travel restrictions and other mitigation measures arising from the COVID -19 pandemic,  
these materials would provide valuable opportunities for remote access to such experiences, 

including accessibility to those in vulnerable populations, and those with limited mobility or 
other disabilities that may limit access to BLM lands.



DUE DATE AN D P ERIO D O F P ERFO RMAN C E
It is important to pay close attention to the due date and the period of performance of a 
project when submitting a proposal. Keep in mind, many solicitations include the earliest start  
date. 

Although these can be updated relatively easily, it  is best  to get this right from the start . 
Especially if subawards are included—many institutes have set  rates that automatically update 
with the period of performance. Changing this 
may require them to rework the budget entirely! 



DEFIN IN G  THE S O LIC IATIO N
A major component of our review is the identification and review of the solicitation, 
otherwise known as: RFP, FOA, RFA, BAA, and other various acronyms. 

How do we identify it  in the PDD? 
• Opportunity ID: The number assigned to the solicitation

⚬ Typically a combination of letters and numbers, often with spaces or hyphens
• Opportunity Title: The actual t it le of the solicitation

⚬ Although a hyperlink is helpful, it  does not replace the t it le—it can be included in 
addition to the t it le



Here we have a typical 
solicita tion pa ge from 
NIH, w hich provides  
essentia l deta ils  
required for a  proper 
review  of a  proposa l.

Exa mple:





P ERS O N N EL
All named personnel are verified in Employee Cross Reference and/or DCC search. This 
includes people listed in the Key Personnel tab, as well as others that are named in the 
justification and/or budget. 

• Can you find them? 
⚬ If an individual is named as personnel on the project, whether Key/Senior or Other, 

they must be currently employed by the University of Arizona
⚬ Uniform Guidance, 2 CFR § 200.430

• Matching the KP Tab to the Justification
⚬ Key/Senior Personnel should always be named, and they should always be included 

in the Key Personnel (KP) tab
⚬ Remember to separate out Key/Senior and Other Personnel in the justification

• Who can serve as PI? 
⚬ When Appropriate: include a mentor as Co-I if a GRA or Postdoc is the PI



DEFIN IN G  THE F&A RATE
Consistency is Key!
⚬ There are two primary locations where we look to see if the F&A rate has been 

appropriately identified: Custom Data Tab and Budget Versions Tab (BVT).
⚬ On/Off Campus designation in the BVT should reflect the Project Location in the 

Custom Data Tab

To TDC, or to MTDC... Know the Difference
⚬ The BVT has two locations where you must select between TDC and MTDC

￭ Unrecovered F&A Rate Type is always MTDC
￭ MTDC: This is used if the F&A rate applied has any exclusions, even if the rate 

is st ipulated by the sponsor. If the F&A rate is 0%, use MTDC. 
￭ TDC: This is used if there are no exclusions to the F&A rate—all costs bear 

F&A, or F&A is st ipulated at  a fixed cost



S TIP ULATIO N
A requirement by a governmental organization, 
industry, or domestic non-profit  for reduced 
reimbursement of F&A costs. Must be a formal, 
published policy, coming from the bylaws, published 
agency, guidelines, administrative regulation, formal 
solicitation, program announcement, or application kit . 

If the stipulation does not exist , a letter stating the 
restriction of F&A can be used, but:

• The rate must apply universally
• It  must be a letter, on official letterhead
• It  must be endorsed by the CEO, CFO, Contracts/Grants 

Officer, or equivalent 

W AIVER
A waiver may be granted if there is no      

st ipulation and there is good reason to   
apply a reduced F&A rate. 
⚬ F&A Waiver Request Template
⚬ The Three Day Deadline

Five Day Deadline!
See: RGW/F&A Costs



READ C AREFULLY! 
Read the stipulation carefully before you start punching numbers! 
Sponsors may define categories that are excluded from bearing F&A 
(MTDC), or, in some cases, indicate a Total Cost (TC) rate!

• Example: "Indirect Costs may not exceed ten (10) percent of the grant award."



The following slide will provide a sponsor 
stipulation. Please read it  over and identify the 
F&A rate and type.

Please submit your answers and reasoning to 
our Canva Live session.



NIH Solicitation PA-20-142 has the  following stipulation:
Indirect Costs (a lso known as Facilities & Administra tive [F&A] Costs) a re 
reimbursed a t 8% of modified tota l direct costs (exclusive of tuition and fees, 
consortium costs in excess of $25,000, and expenditures for equipment), ra ther 
than on the basis of a  negotia ted ra te agreement.

What would be  the  F&A rate  and type?                        
What steps need to be  taken in the  PDD to
properly document this rate?



MIN IMAL REQ UIREMEN TS  
FO R P RO P O S AL RO UTIN G

The PDD should be completed as much as possible! 

In addition to completing the appropriate fields in the 
various tabs, the proposal must have the appropriate 
documents attached in the Abstracts & Attachments 
(A&A) tab so our review can take place. 

Here we will discuss the bare minimum required for a 
proposal route. 



THE BIG  THREE

• Scope of Work/Summary
⚬ A brief summary of the project

￭ This should be short  and sweet, but inclusive. What will take place when this project 
is funded? Does this match the Questions Tab? 

• Budget
⚬ (Preferably) an excel spreadsheet that itemizes the project costs

￭ Does this match the BVT? Are the expenses categorized appropriately? Are current 
fringe rates applied? Is the F&A rate applied correctly? Is cost share included? 

• Justification
⚬ A narrative that outlines and describes the budget

￭ Does this mirror the budget? Are items in the correct category? Do the 
category/terms follow sponsor guidelines? 



ADMIN  C HAN G ES :  
THE EXC EP TIO N  TO  THE RULE

Admin Changes should not include the SOW, budget, and justification, and the BVT 
should be zeroed out.

Alternatively, an Admin Change should always include a note about what is changing. 
You can still include attachments, and in some cases should. For example, a change in 
lead unit  typically includes correspondence with a unit  approver acknowledging the 
change. 



IDEN TIFYIN G  O THER ATTAC HMEN TS

Subawards:
• For each subaward, a separate SOW, budget, and justification must be included. 

Stipulations:
• If the project uses a stipulated F&A rate, this must be included as an attachment.

Waiver:
• If a waiver is being requested, fill out the F&A Waiver Request Template and include it  

in the attachments—remember the five-day deadline!
Signature Needed:

• Many proposals require a Letter of Intent/Commitment or a Subrecipient Commitment 
Form (SRCF) that requires an AOR signature. Be sure to attach anything that requires 
our review/signature so that these can be completed with the review. 



G O IN G  THE EX TRA MILE

• Attach the RFP/FOA/solicitation
⚬ Although it  is not required, this is our favorite thing to see. Attaching the 

solicitation can save us time tracking it  down, and this can be a major burden for 
non-Federal sponsors.

• Making Note: You know the proposal better than we do. To ensure that we provide an 
efficient review, it  is vital that you include all relevant information. The notes section 
in the Abstracts and Attachments tab is the best place to add this information.
⚬ Notes included in the A&A tab are extremely helpful
⚬ Examples:

￭ How is the proposal being submitted? Is the PI/department submitting directly 
to the sponsor?

￭ Do you have the package ID? 
￭ Does something in the PDD need to be updated? 



RES O URC ES



S P O N S O R RES O URC ES

The most significant resource available to the RA Community is from external stakeholders. 
The sponsor has various resources available that should be explored first  and foremost: 

• Sponsor Guidelines: GPS (NIH), PAPPG (NSF), ROSES (NASA)
• FAQs
• Sponsor websites
• Program Officer—when in doubt, it  is always good to check with the PO

Another important resource is Uniform Guidance. Uniform Guidance is a set  of authoritative 
rules and regulations about federal grants from the Office of Management and Budget 
(OMB). Although generally specific to federal grants, Uniform Guidance also instructs our 
policies. 

• Uniform Guidance: https://www.law.cornell.edu/cfr/text/2/part-200



UARIZ O N A RES O URC ES

• Using the RA Community
⚬ Reach out to one another, form networks!

• Research Gateway
⚬ This is your primary resource for UArizona Research policy/procedures

• SPCS - Emailing sponsor@email.arizona.edu
⚬ We are here to assist , but we also utilize the same resources 

listed here. When emailing a question, it  is recommended
that you provide your findings so we can work with you 
to determine the best  way forward.



UARIZ O N A LIN KS

https://rgw.arizona.edu/administration/institutional-information
https://rgw.arizona.edu/administration/build-budget/F-A-Costs
https://rgw.arizona.edu/administration/build-budget/FA-Costs/FA-rates
https://rgw.arizona.edu/administration/proposal-preparation/application-guides
https://rgw.arizona.edu/research-administration/proposal-preparation/types-of-proposals
https://rgw.arizona.edu/administration/home/forms-and-templates
https://rgw.arizona.edu/sites/default/files/uar_proposal_data_guide_rev2018-01.22.pdf
https://rgw.arizona.edu/sites/researchgateway/files/uaccess_research_user_guide-5_2_1.pdf



UN DER C O N S TRUC TIO N

We are currently working to update Research Gateway 
to include more resources, and update policy to be more 
clear. We welcome your feedback—what resources 
would you like to see made available to assist  the 
UArizona RA Community? 

PLANNING IS UNDER WAY IN RESEARCH 
GATEWAY



Th a n k  Yo u  fo r  jo in in g u s !
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