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Proposal Review Checklist: Institutional Review Elements
An Institutional Review is a focused review of extramural funding proposals by UC San Diego’s Sponsored Projects Offices (SPO) of key areas of institutional risk that could create financial, audit, and/or policy risks for the University. The following are core elements that the SPOs agree constitute an Institutional Review. Additional review criteria may be warranted depending on the sponsor and proposal type (e.g. terms and conditions may need review and acceptance at time of proposal submission).
	INSTITUTIONAL REVIEW ELEMENTS
	GUIDANCE

	1. Institutional and PI eligibility requirements
	Review proposal guidelines to see if there are applicant eligibility requirement and if UCSD and/or the PI meets the eligibility to submit a proposal. Inaccuracies and errors may result in legal issues, financial misunderstandings, or other risks in the award stage. 

	2. Regulatory compliance review
	Review the proposal package (scope of work, budget, budget justification, etc.) to determine whether the project will involve compliance review such as human subjects (IRB), animal subjects (IACUC), conflict of interest (COI), export control (ECO), use of background intellectual property (OIC), PI exception, diving and ship use (mostly SIO).  For regulatory compliances such as IRB, IACUC, and ECO which are applicable to the project, make sure that the questions are answered accordingly in the Key Personnel tab. 

	3. Check effort of PIs, Co-Is, Key Persons
	Check to make sure that effort is budgeted for all Multiple PD/PIs (for NIH, this also applies to Co-I, Key Persons). For NIH Other Significant Contributors or UCSD consultants who do not have measurable effort on the application but should be listed at 0% in KR PD for COI purposes (both in the proposal package and the KR PD record must match). For Health Science Departments Only: PI effort dedicated to a project at 5% or less where salary/benefit costs are not budgeted is not considered cost share but requires an approved Salary Waiver. Any "donated effort" greater than 5% is considered cost share unless an exemption applies. Co-I effort dedicated to a project at 5% or less where salary/benefit costs are not budgeted is not considered cost share. Any “donated effort” greater than 5% is considered cost share unless an exemption applies. Please see Salary and Effort Guidance. For all other Non-Health Science Departments, any donated effort is considered cost-sharing and does not require a salary waiver.

	4. Confirm correct IDC rate and base is applied
	Please review our Institutional IDC Rates on Blink.  Please note that the applicable rate depends on the sponsor type, activity type, and agreement type.  Some basic principles: The Federally-Negotiated Rate Agreement must be used when receiving Federal funding (whether directly or via flow-through).  For an IDC exception to be requested based on sponsor policy, a written sponsor policy is required and must be uploaded in the Attachments Tab of KR PD.  Please note that IDC exceptions based on sponsor policy are rarely approved except for nonprofit sponsor policy or industry-funded Fellowship/educational grants.  Only the Chancellor has delegated authority to approve IDC exceptions under campus determination and these requests are rare (e.g., industry-funded projects other than Fellowships/educational grants, Federally-funded projects).

	5. Ensure specific UCSD costs are applied (as applicable)
	Primary responsibility for development of the budget and provision of backup documentation as required by the sponsor rests with the PI and their Research Administrator/Fund Manager. This includes things like appropriate University-mandated costs when applicable such, but not limited to as General, Automobile, and Employment Liability costs, UC Retirement Plan, Next Generation Network (NGN) fees, or HS Technology Service Charge fees (HSTC), Composite Benefit Rates (CBR), IRB Fees, as well as the appropriate assessment of IDC and tax on budget components. 

	6. Review budgeted costs to ensure they are aligned with sponsor policies
	For federally funded awards, 2 CFR 200 (Uniform Guidance) will guide the review. Costs should be applied consistently and uniformly to both federally-financed and University activities. Any sponsor-specific cost limits should be applied to the budget. 

	7. Verify that there is appropriate documentation of any committed/in-kind or third-party cost-sharing
	Cost-sharing is where UCSD is committing its or third-party resources to extramurally-funded/sponsored projects. Inclusion of any cost sharing in a proposal should only occur if the sponsor may legitimately require it. Per 2 CFR 200, most federal assistance awards are not required to include cost sharing. 2 CFR 200 explicitly states that cost sharing may not be used as a factor in evaluating the merits of a project. Committed cost sharing in a proposal represents a binding commitment by the University at the award stage and, as such, is subject to audit under federal and other sponsor regulations. A proposal with cost sharing will only be submitted to the sponsor if acceptable documentation of cost sharing commitments are included with a proposal submission.  Make sure that cost-sharing information is captured in the KR PD record. Please see Cost Sharing Guidance on Blink. 


	8. Review proposal package to see if it is specified that new space is needed to complete the project
	Make sure that this information is consistent with the KR PD record.  Note that new space will trigger critical criteria requiring department approval.

	9. Ensure all required sponsor documents and internal institutional documents have been uploaded in the KR PD Record under the Attachments Tab
	Sponsor Documents include but not limited to: 
•        Proposal guidelines/Solicitation, PA, RFA, etc. (if applicable) 
•        Sponsor IDC policy (if applicable, especially if an IDC exception is being requested) Scope of work / Proposal Narrative / Protocol (potentially in the case of Clinical Research) 
•        Budget and Budget Justification (if sponsor template does provide sufficient detail for an officer to conduct an institutional review, an internal budget must be provided so that an institutional review can be conducted such as checking for PI effort, institutional costs, IDC, and cost-sharing) 
•        Any other documentation required by the sponsor (certifications, assurances, biosketch/cv, resources list, pending/current support list, support/collaboration letters, cost-share commitment letters, subrecipient commitment form and proposal package, etc.) 
Note: Departments should be combining the proposal components into a single package in the required format per sponsor guidelines 

Internal documents include but are not limited to: 
•        Internal budget if necessary to conduct an Institutional Review 
•        Subrecipient Commitment Form and proposal package (still required internally if our proposal includes a subrecipient even though not required by the sponsor) 
•        Cost-share commitment letters (still required internally if the proposal includes cost-share even though not required by the sponsor) 
•        UC/VA Worksheet (Health Sciences, if applicable if there’s VA joint appointments and budget justification at the bottom of this worksheet should match the proposal budget justification) 
•        Salary Waiver (Health Sciences, if applicable - please see: Salary and Effort Guidance)
•        PI Exception (PIE) (need to at least have Chair signature; goal in the future is PIE is fully approved prior to proposals submission) 
•        For supplement and continuations and transfer applications (awards moving to UCSD) and IACUC and/or IRB are applicable, then need to upload the approval letters


	10. Review sponsor guidelines in the solicitation
	Review the sponsor’s guidelines and the proposal for terms, conditions, or commitments that obligate UCSD beyond the technical scope of work included in the proposal. 

	11. Review signature of certifications, assurances and representations
	Review the certifications, assurances, and representations, secure any institutional systems approval documentation that needs to be submitted with a proposal. PIs and departments may be required to provide input into some of these forms (e.g., IP assertions).
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