[bookmark: _GoBack]A Guide for Attaching Documents to Proposals424 and CayuseSP

Please attach necessary documents according to Funding Opportunity Instructions (FOAs). All necessary forms and links, if any, will be automatically downloaded. However, use the list below as a guide where to attach documents.  Any documents that are required for the specific grant or you need to send these to the sponsor must be attached to Proposal 424 portal such as:
1. Budget justification
1. Consortium budget, budget justification, support letters, consortium F&A rate documents
1. Authentication of biological materials page 
1. Letter of support
1. For some grants – blank data forms, recruitment materials, consent documents, survey forms etc.
1. Subject enrollment reports
1. CITI certifications or evidence of training (for fellowships/some institutional training grants)

Any documents that are required for institutional approval, but not submitted to the sponsors need to be uploaded into Cayuse SP, such as:
1. IACUC form (when applicable)
1. IRB approval form (when applicable)
1. JIT documents (sometimes they are just loaded on eRA Commons for approval) if not already loaded on Commons for approval/submission.
1. IDC or F&A rate agreement form
1. Messages/requests to NIH/Sponsor (OPAS)
1. Carryover or carryforward requests
1. No costs extension requests
1. Change of institution or grant transfer requests 
1. Change of PI requests 
1. Progress reports or RPPRs (these need to be uploaded in to eRA Commons separately)
1. Subaward Statements of Intent, Letters of Intent (LOIs), Statements of Work (SOWs)
1. The whole RFA/PAS for uncommon programs/funders and/or private foundations
1. Supplemental materials
1. Messages to the NIH/Sponsors that AOR has to submit via email.
1. Any documents related to waiver of salary recovery, reduced F&A rate
1. Single IRB Reliance Support Letter
1. Any other documents for OGS approval/signature

