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Funding Agency*

The organization directly giving NYU the funds. 
Synonymous with "Sponsor". If the Funding Agency is not 
in the system, the Department should complete and 
submit a New Sponsor Request Form available on the 
NYU OSP Cayuse Resources website.

Funding Opp. / Sponsor Application # Optional. Autofills if a 424 paired submission.

Sponsor Program Name Optional. Autofills if a 424 paired submission.

Proposal Guidance URL Optional. Autofills if a 424 paired submission.

Prime Funding Agency

The organization funding the project. If NYU is the prime 
awardee, Prime Funding Agency is the same as Funding 
Agency. If NYU is a subawardee - for example, NYU is a 
sub to the NYU SOM on a NIH grant - then NYU SOM is 
the Funding Agency and NIH is the Prime Funding Agency. 
BEST PRACTICE: Always complete this field even 
though currently it is not indicated as required.

Short Project Name*

Limited to 255 characters. Used for reference within SP; is 
equivalent to the Proposal Name in 424 (see Option 3 
herein). May be different from the Title of Project field 
below. Used different ways by different units, options 
include: 1) The same as the Title of Project; 2) A 
shortened version of the Title of Project; 3) Adopt OSP's 
Cayuse 424 naming convention: PI LAST NAME - 
SPONSOR NAME -DUE DATE (MMDDYYYY) - PO INITIALS; 
or 4) A nickname.

Project Start Date* The proposed start date of the entire project.

Project End Date* The proposed end date of the entire project.

Activity Code* [Please see Activity Code Guidance .]

Proposal Type

The values in this field are used for both proposals and 
awards. Some options are not applicable (NA) at the 
proposal stage. All fields except NEW have a drop down 
Parent Project option. To complete that field, click the 
magnifying glass, select the appropriate Lead PI, then 
click the applicable project.

NEW - A proposal being submitted for the first time. This 
is the DEFAULT choice. See also TRANSFER.

SUPPLEMENT - A proposal for an additional scope of 
work and funds to an existing project during the same 
Period of Performance (POP).

1.0 GENERAL INFORMATION
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CONTINUATION - A proposal to extend the same work 
for an additional POP. Also used with Awards to indicate 
an additional funding increment for a project beyond the 
original  grant period. 

RESUBMISSION - A proposal submitted for the second 
time. Usually prepaed in response to peer reviews and 
therefore is improving the original submission.

RENEWAL - A competitively reviewed proposal 
requesting additional funds extending the scope of work 
beyond the current project period. 

REVISION - An application that proposes a change in the 
Funding Agency's financial obligations or any other 
change in the terms and conditions of the existing award. 
(NOTE: NIH grantees use Revision applications to request 
an increase in support in a current budget period for 
expansion of the project's approved scope or research 
protocol. Applicants must apply and undergo peer review. 
A revision has a suffix in its application identification 
number; e.g., S1.)
PRELIMINARY PROPOSAL - Emphasis is on soliciting 
interest or ideas. Usually the first part of a two-step 
process. May or may not require an authorized official 
signature. Leave Parent Project blank . See also LETTER 
OF INTENT / WHITE PAPER. 

PROGRESS REPORT - NA. Submitted after the first 
award period. Upload as an Attachment to the AWARD.

INSTITUTIONAL - NYU OSP defines this as an internal 
NYU proposal; an example is the University Research 
Challenge Fund (URCF) proposals.

LETTER OF INTENT / WHITE PAPER - A specific type 
of Preliminary Proposal, most commonly used by private 
foundations and/or Department of Defense agencies. 
Leave Parent Project blank . See also PRELIMINARY 
PROPOSAL. 

NON-FUNDED AGREEMENT - An agreement not related 
to the provision of funds or other types of extramural 
support. Used to track a document that does not have a 
dollar amount associated with it. All requested budget 
information should be $0. May have cost sharing. 

EXTENSION WITH ADDITIONAL FUNDS - NA. Used 
with Awards. Term used by SPA to indicate additional 
time and additional funds.

EXTENSION WITHOUT ADDITIONAL FUNDS - NA. 
Used with Awards. Term used by SPA to indicate 
additional time. Synonymous with a No Cost Extension 
(NCE).
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MODIFICATION - NA. Used with Awards to indicate a 
change to the project or terms and conditions. May or 
may not involve the provision of funds.

TRANSFER - A specific type of New proposal. Use when a 
PI is bringing a grant to NYU. Often will involve activity in 
the middle of a cycle. Leave Parent Project blank .

Instrument Type

If the proposal is awarded, select the option you 
anticipate receiving. Most Funding Opportunity 
Announcements (FOAs) will indicate this. If unsure, select 
GRANT. This can be changed once the award is received. 
NOTE: Unless indicated otherwise below, the NYU 
Contract Office (CO) is responsible for processing (i.e. 
reviewing and signing as the authorized official) these 
awards.

AMENDMENT / MODIFICATION - If you are preparing 
a Supplement proposal, select this option.

CLINICAL TRIAL AGREEMENT - Most often used by the 
College of Dentistry. Processed by the Office of 
Industrial Liaison (OIL).

CONSULTING AGREEMENT - Reserved for future use.

CONTRACT - A written agreement between two or more 
parties. Requires execution by an authorized official of 
both NYU and the Funding Agency, with terms and 
conditions that are generally less flexible than a GRANT. 

COOPERATIVE AGREEMENT - An application for funding 
which, if awarded, will require the substantial involvement 
of personnel from the Funding Agency. 

DATA LICENSING AGREEMENT - Governs the sharing 
and use of data between NYU and one or more parties. 

GOVERNMENT FURNISHED PROPERTY (GFP) 
AGREEMENT - A federal Funding Agency loans NYU 
property, usually equipment, for the conduct of resarch. 
May be for a certain project and/or specified time period.

NIH GRANT - If the proposal is to NIH, please select this 
option and indicate the funding mechanism in the drop 
down menu. CO processing is not required.

GRANT - This is the DEFAULT choice. If unsure which 
option is best, use this one. CO processing is not 
required.

INSTITUTIONAL AGREEMENT - An internal  NYU 
agreement. Does not involve an external party.
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MATERIAL TRANSFER AGREEMENT (MTA) - A contract 
under which one party (the provider) makes a tangible 
product, material, or resource available to another party 
(the recipient) for use in a research project free of charge 
or, for the cost of preparation and shipment. OIL 
processes when a company is involved.

MEMORANDUM OF UNDERSTANDING (MOU) - A 
written agreement between two or more parties, which 
delineates the tasks, jurisdiction, standard operating 
procedures, or other matters which the agencies or units 
are duly authorized and directed to conduct. Sometimes 
referred to as a Memorandum of Agreement (MOA).

NON-DISCLOSURE AGREEMENT (NDA) - An 
agreement that projects unpublished, research-critical or 
commercially valuable information from unauthorized 
disclosure or use. Also called Confidential Disclosure 
Agreement (CDA).

PURCHASE ORDER (PO) - A buyer-generated document 
that authorizes a purchase transaction. A PO sets forth 
the descriptions, quantities, prices, discounts, payment 
terms, date of performance or shipment, other associated 
terms and conditions, and identifies a specific seller. 
When accepted by the seller, it becomes a contract 
binding on both parties. POs can stand on their own or 
are used in conjunction with other instruments, such as 
Contracts and Subawards. (NOTE: The NYC Board of 
Education (NYCBOE) issues a PO for each "work order" 
under their fully executed Requirements Contracts.)

PURCHASED SERVICE AGREEMENT - Payment for 
goods and services to a vendor when that organization: 
(1) Provides the goods and services within normal 
business operations; (2) Provides similar goods or 
services to many purchasers; (3) Operates in a 
competitive environment; (4) Provides goods or services 
that are ancillary to the operation of the program; and (5) 
Is not subject to compliance requirements of the Federal 
program.
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SUBCONTRACT / SUBAWARD - Subcontract: A 
contract between a prime contractor and a subcontractor 
to furnish supplies or services for the performance of a 
prime contract.  Subaward: A mechanism which is used 
to provide funding to an institution (subrecipient) that is 
collaborating with the lead institution (prime awardee) in 
the performance of a funded project. The subaward is 
formalized with a subaward agreement.

How will this proposal be submitted?* Completing this section is required.

Select Submission Method
… - Resting place for cursor. This is not a submission 
method  option.

CAYUSE 424 - Selecting this option creates a "paired" 
proposal record between SP and 424. 

GRANTS.GOV FORMS - Select this option when it is a 
federal FOA but not supported by Cayuse 424.

FASTLANE - Submission for an NSF Proposal is via this 
option. (NOTE: An alternative is to submit NSF proposals 
via Cayuse 424, selecting the schema = Research.Gov).

SPONSOR WEBSITE -Self-explanatory.

EMAIL - Self-explanatory.

PAPER - Self-explanatory.

OTHER - Use this for any other submission process OR 
when two or more of these methods will be used. Provide 
a brief explanatory note.

If this is a paper submission…
Please indicate how many copies are required along with 
the Funding Agency's mailing address and contact phone 
number.

Award Admin Dept* The Department responsible for administering the award.

Primary Administrative Contact*

The best departmental administrative person to contact if 
there are any questions about this proposal. A different 
primary administative contact person can be indicated 
upon award.

Affiliated Dept (if applicable)
If a proposed project will cross Departments and/or 
Schools, those units can be added here. This will then 
automatically add that Unit to the routing.

Sponsor Deadline*
Self-explanatory. If none, please enter the last day of the 
current month.

Title of Project* 
The official Project Title. No limit on length, but it should 
adhere to the limitations stipulated by the Funding 
Agency. This field is used in Reports. 
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If you indicate that the Submission Method is Cayuse 424, 
then a new tab appears in the left column named Cayuse 
424 Proposal. Clicking on it will bring you into the 424 
proposal.  BEST PRACTICE: Create the SP record 
first. However, should a 424 proposal be created first, 
you or OSP can link the records as follows:

1) Know the SP record number (e.g. 12-5555).
2) Open the proposal in 424.
3) On the left side toward the bottom, underneath 
Proposal Summary, click on Summary.
4) Type the SP number (e.g. 12-5555) in the Proposal 
Number box.
5) Save.

Current terminology in SP varies from the traditional NYU 
approach. As a result, it is helpful to know that Lead 
Principal Investigator (Lead PI) = NYU PI. PI = NYU 
Co-PI. 

Please observe the following guidance. BEST PRACTICE: 
All new  NYU personnel should first register in 
Cayuse as users before  completing a Professional 
Profile in 424. This ensures that the user's permissions 
are correct and that the Professional Profile is properly 
linked so that the user will appear in SP.  BEST 
PRACTICE: A user's email address in the Cayuse 
system must always be their NET ID@nyu.edu; their 
alias should not be used.

If a Fellow or Graduate Research Assistant is submitting a 
proposal, such as an NIH Postdoctoral or Predoctoral 
application, the Lead PI is always an NYU faculty 
member. The individual is then named as a PI. In 
addition, the Title of Project should start with the PI's full 
name in paranthases.

If an Administrator needs write access to a SP proposal 
record, please see the Other Participant (No Routing) Role 
below.

Please enter the Lead PI, PIs, and any other named 
personnel, especially if their effort will need to be tracked.

2.0 INVESTIGATORS / RESEARCH TEAM

1A.0 CAYUSE 424 PROPOSAL
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Lead PI Last Name* Self-explanatory.

First Name* Self-explanatory.

Dept*
If an individual holds dual or multiple appointments, the 
autofilled Department may not be the correct one. You 
can change the Department here. 

Role*
Each Role is detailed in the Cayuse documentation. 
Supplemental guidance is included below for selected 
Roles.

LEAD PRINCIPAL INVESTIGATOR (LEAD PI) - Must 
be entered first. This is the NYU PI of Record. If the 
person is not listed, please confirm that the individual is 
registered in Cayuse.

PRINCIPAL INVESTIGATOR (PI) - An NYU Co-PI. A 
postdoctoral associate, graduate research assistant, or 
other individual who will serve as a PI or Co-PI on the 
project but does not have PI status.

INVESTIGATOR - A faculty member or other individual 
making a significant contribution to the project.

FELLOW - An individual who is a graduate student or 
postdoc applying for a fellowship or dissertation research 
support. Their mentor or "sponsor" serves as the Lead PI. 

OTHER PARTICIPANT (NO ROUTING) - If an 
Administrator needs write access to a SP proposal record, 
add them to the Investigator / Research Team with this 
Role. If the person also needs write access to the 424 
record, open 424, and select the proposal. Under Proposal 
Management on the bottom left side, click on Routing & 
Approval. Click Edit Chain and add the person. 

PROPOSAL EDITOR - This Role will appear in a future 
SP update . Grants permissions equal to Proposal Creator 
in SP. Allows individuals write-access during proposal 
preparation. Will replace using OTHER PARTICIPANT (NO 
ROUTING) for write-access.

Phone Will Autofill if populated in the 424 Professional Profile.

Email Will Autofill if populated in the 424 Professional Profile.

BEST PRACTICE: The level of effort (LoE) for each 
person on the project should be entered as Person 
Months OR a percentage (%). As a result, use only 
ONE of the two following options and enter 0 for the 
other.
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Total Person Months per Year*
The individual's effort in person-months. Enter 0 if this 
does not apply. This field will carry forward automatically 
into a new award.

Sponsored Effort %*
The individual's effort as a percentage (%) of time on the 
project. Enter 0 if this does not apply.

Cost Shared Effort % The level of effort contributed to the project.

Allocation of Credit %

In theory, the allocation of credit for one project equals 
100%. The current DEFAULT approach is that Allocation of 
Credit is split among the Lead PI and PI(s) equally as 
follows:  

1 Lead PI = 100% (Allocation of Credit)

1 Lead PI + 1 PI = 50% each

1 Lead PI + 2 PIs = 34% for Lead PI, 33% for each PI

1 Lead PI + 3 PIs = 25% each

1 Lead PI + 2 PIs = 20% each

This field will carry forward automatically into a new 
award.

Person #2 Last Name*
Please follow the directions provided above for all 
remaining personnel. Repeat steps as necessary. There is 
no limit on how many people are added.

Initial/Current Budget Period

Begin Date* Self-explanatory.

End Date* Self-explanatory.

Direct Cost Amount  = The total direct cost (TDC) amount.

F&A Base Amount
 = TDC minus any exclusions (i.e. capital equipment, 
tuition remission, subcontracts > $25,000, etc.).

F&A Rate
The applicable rate as set by the Funding Agency OR 
agreed to by OSP and the Department/School.

F&A Amount
 = F&A Base Amount x F&A Rate. Currently must click 
Calculate Amt so that the amount appears in the record.

F&A Base 2 Amount
This and the next two items are used when a project 
involves multiple F&A rates. This is unique situation and 
therefore rarely occurs.

F&A Rate 2 Enter the second F&A rate.

F&A Amount 2 See F&A Amount above.

3.0 BUDGET
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Total Initial Funds Requested
 = Direct Cost Amount + F&A Amount + F&A Amount 2. 
Currently must click Calculate Total so that this amount 
appears in the record.

Click Here if this is a one year project Click on this link to autofill the budget information.

Entire Project Period Budget Request

Begin Date* Self-explanatory.

End Date* Self-explanatory.

Direct Cost Amount  = The entire TDC amount for all years of the project.

F&A Base Amount
 = TDC minus any exclusions (i.e. capital equipment, 
tuition remission, subcontracts > $25,000, etc.).

F&A Rate
The applicable rate as set by the Funding Agency OR 
agreed to by OSP and the Department/School.

F&A Amount
 = F&A Base Amount x F&A Rate. Currently must click 
Calculate Amt so that the amount appears in the record.

F&A Base 2 Amount
This and the next two items are used when a project 
involves multiple F&A rates. This is unique situation and 
therefore rarely occurs.

F&A Rate 2 Enter the second F&A rate.

F&A Amount 2 See F&A Amount above.

Total Funds Requested
 = Direct Cost Amount+ F&A Amount + F&A Amount 2. 
Currently must click Calculate Total so that this amount 
appears in the record.

BEST PRACTICE: Upload a detailed internal budget 
under the Attachments tab. Excel files are 
preferred.

Does this project include cost sharing 
or matching funds?*

Answer YES or NO. If YES, additional questions will open. 
Answer them as completely as possible.

Are you requesting the Dean or 
Senior Vice Provost for Research to 

provide funds to support this 
proposal?*

Answer YES or NO. If YES, additional questions will open. 
Answer them as completely as possible.

Do you need new additional resources 
(Personnel / Space / or Equipment) 

to do this project over and above 
what is requested in the proposal 

budget?*

Answer YES or NO. If YES, additional questions will open. 
Answer them as completely as possible.
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Are COI form(s) uploaded to the 
Attachments tab?*

All Investigators should download the Investigator 
Financial Interest Disclosure Form, sign, and upload it 
to the Attachments tab. Investigator is defined on the COI 
tab and minimally includes the Lead PI, PI, and 
Investigators.

Does this research involve Human 
Subjects?*

Answer YES or NO. If YES, additional questions will open. 
Answer them as completely as possible. If an approval is 
in place, please provide the WSQ or SOM IRB protocol 
number and approval date. Ideally the Lead PI will 
participate in answering this.

Does this research involve Animal 
Subjects?*

Answer YES or NO. If YES, additional questions will open. 
Answer them as completely as possible. If an approval is 
in place, please provide the WSQ OVR protocol number 
and approval date. Ideally the Lead PI will participate in 
answering this.

Does this project involve Research 
Materials:

The process varies depending on the type of material. 
Check the applicable box(es) and follow the instructions 
listed to the right of each. Ideally the Lead PI will 
participate in answering this.

Recombinant DNA? If YES, check the box.

Radioactive Materials? If YES, check the box.

Select Agent / Toxins? If YES, check the box.

Biohazard Materials? If YES, check the box.

Hazardous Chemicals / Waste? If YES, check the box.

4.0 CONFLICT OF INTEREST

5.0 REGULATORY COMPLIANCE
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Does this project involve 
Subcontractors?

If YES, click on the magnifying glass and add them. For 
each, upload a Scope of Work (SOW), budget, budget 
justification, and letter of commitment. Upon award, this 
information is used as the basis of a subaward. There is 
no limit on the number of subcontractors. If the 
organization does not appear on the list, please complete 
the New Sponsor Request Form on the NYU OSP 
Cayuse Resources website.

Does this project involve export controls? 
Ideally the Lead PI will answer YES or NO to each of the 
three sets of questions.

Is an Agreement to Disclose federally 
financed inventions on file with OSP?*

This is filed once when a PI submits a federal proposal for 
the first time.

Do you think that this research will 
result in a patentable invention?*

Ideally the Lead PI will answer this.

Does the research in this proposal 
involve any filed or issued patents?*

Ideally the Lead PI will answer this.

NYU location of project 

Choose either WSQ01 = NYU Washington Square OR        
ADH01 = NYU Abu Dhabi. BEST PRACTICE: Always 
complete this field even though currently it is not 
indicated as required.

Any out of state locations? 

This question applies to WSQ01 projects only. If this 
project will have any activities occurring outside of New 
York State, please select each state and add it.

Any international locations?

If a WSQ01 project will have any activities occurring 
outside of the United States of America, please select 
each country and add it. If an ADH01 project will have 
any activities occuring outside of the United Arab 
Emirates, please select each country and add it. 

6.0 SUBCONTRACTORS

7.0 EXPORT CONTROL

8.0 INTELLECTUAL PROPERTY

9.0 LOCATION OF SPONSORED ACTIVITIES
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CIP Code*
Choose the best option. Use the Title of Project and any 
description of work to make the determination. If no 
match or you cannot guess, select Other.

Abstract

Optional. This is for the PI's convenience only and will not 
serve as an official record. If an Abstract is uploaded, it is 
viewable by the NYU Cayuse community via the Report 
function. 

Any attachment type except .EXE can be uploaded. 
There is no limit to the number of attachments. 

BEST PRACTICE: Upload a copy of the detailed 
Internal Budget matching the submitted proposed 
budget.

Only OSP can delete attachments once routing begins.

The Department or OSP must add the Dean's Office 
"Department" so that the proposal is routed correctly. Do 
this by selecting the School's "Dean's Office" or "Office of 
the Dean". An alternative is to choose the School's 
PARENT UNIT (i.e. College of Dentistry, Law School, etc.). 
Once the appropriate Dean's unit is listed, then  authorize 
routing.

Changes and/or corrections can be made by OSP at any 
time, even once routing begins. What the Lead PI, PIs, 
Department Chair, and Dean's Office will see will vary 
according to when the change is made and where it is in 
the routing process.

Please write any comments you want included with the proposal record.

At this time, Notes cannot be edited or deleted. If you 
make a mistake (e.g. typo) and want to correct it, or 
want to update an item, you must write a new Note.

10.0 APPLICATION ABSTRACT

13.0 SUBMISSION NOTES

11.0 ATTACHMENTS

12.0 APPROVING DEPARTMENTS

* = Required Field 12 of 12 REV 22 June 2012


