
 

 

Research Administration Network Agenda 

SUB Lobo A&B 

November 13, 2018 

9:00am to 10:00am 

 

PRE AWARD ITEMS: 

1. Changes in the Award Team 
2. IT Review is needed for PII (Personally Identifiable Information) and Data Management Plan 

3. Cayuse Upgrade 

4. Cayuse Listserv 

5. PAPPG Update 

6. Proposal Appointments 

7. 10 most commonly needed proposal corrections 

8. Proposal submission deadlines for holiday 

9. Closeout Workflow 

POST AWARD ITEMS: 

1. New Staff Introduction: Kwaku Sraha 
2. Banner 9 is here! A quick tutorial on common screens 
3. Closeout Workflow: Reminder on Extend/Close step and what’s needed for each option 

4. Tuition payments methods and when to use them (Teresa) 



 

Office of Sponsored Projects 

The UNM Cayuse Users United Group (listserv) is now active!! 

The purpose of this group is two-fold.  

1. If you are experiencing issues with Cayuse, please send an email to the listserv so we can 
quickly troubleshoot the issue.  

2. If you have suggestions for making improvements to/in Cayuse, please email them to this 
listserv. (We can’t guarantee that changes will be made, but we can send the information 
on to Cayuse. Additionally, we can ask our counterparts at other Universities if they have 
the same issue and how they manage it.)  

 
The UNM Cayuse Users United Group will communicate through a listserv. 

 

HOW TO SUBSCRIBE TO THE LIST 

 

Individuals can subscribe to the list by sending a message to: 

      listserv@list.unm.edu 

Leave the Subject field blank. 

 

In the body of message type (with no other text): 

      subscribe Users_United-L   Firstname Lastname 

 

Once the subscribe request is approved, you will receive a notification. 

 

If you have any issues subscribing please contact Betsy Drellack. 

bdrellack@unm.edu or 505-277-2258. 

mailto:listserv@list.unm.edu
mailto:bdrellack@unm.edu


Date: October 10, 2018 

To: Principal Investigators 

OFFICE OF THE 
VICE PRESIDENT 
FOR RESEARCH 

Cc: Deans, Directors, Chairs, Research Administrators 

From: Gabriel L6pez, Vice President for Research f � � 
Subject: OSP Proposal Submission Guidelines Update 

The Office of Sponsored Projects (OSP) has worked to streamline its proposal review 
and submission process and has instituted a new approach that better meets the needs 
of both researchers and OSP while ensuring timely submission of proposals that meet 
university, federal, and sponsor guidelines. A pilot period of the 'new' submission 
process was in effect for several months and was received exceptionally well by the 
Principal Investigators (Pis) and departments that participated. As a result of this 
revamped process, the "5-day/2-day" rule needs to be revised, as well. 

Researchers are now asked to schedule a comprehensive proposal review appointment 
with OSP. During that appointment, which will last 2 to 4 hours depending on the 
complexity of the proposal, an assigned Proposal Specialist will review the proposal. 
The Pl and relevant support staff are asked to be available by phone and/or email to 
answer questions that the Proposal Specialist may have during the second half of 
this review appointment. Any corrections needed to the proposal package are 
addressed during this time. It is the expectation of OSP that upon conclusion of the 
scheduled comprehensive proposal review, the reviewed and approved proposal will be 
submitted to the sponsor with the Pl's approval. 

At least 5 days before the sponsor deadline, a Cayuse SP record must be created 
(generating a Cayuse number) and a request submitted to OSP for a comprehensive 
proposal review appointment via the online appointment request tool found on the OSP 
website (http://osp.unm.edu/). When requesting the review appointment, the Pl should 
consult with any research administrative staff with whom he or she worked on the 
proposal to ensure the staff member(s) will also be available to respond to OSP 
questions during the appointment time. Please note, if a review appointment is not 
requested at least 5 days in advance of the sponsor deadline, there may not be an OSP 
staff member available at the preferred appointment time to review proposal materials. 
We strongly recommend researchers schedule their review to take place at least 2 
days prior to the sponsor deadline to allow time to remedy any major issues that may 
arise during the review that may prevent submission. 

Under this revamped process, Principal Investigators can work on their proposals, 
including the technical section, until the time of their appointment. However, 
all proposal elements and documents, including a fully routed and approved Cayuse SP 
record, must be in complete, final form at the start of the review appointment. When 
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From: noreply@formstack.com
To: OSP Appointment
Subject: OSP Proposal Appointment Form
Date: Monday, November 12, 2018 4:07:16 PM

Formstack Submission For: OSP Proposal Appointment
Form 
Submitted at 11/12/18 4:07 PM

PI Name:: Jamey Cook

PI Contact
Number:: (505) 277-2902

PI Email
Address:: jingles@unm.edu

Best Contact
Person (if
different than
PI)::

Brianne (she is either the Department Administrator
or Designated Representative) Lucero

Admin Contact
Email
Address::

bri2009@unm.edu

Cayuse
Proposal
Record
Number::

19-0000

Proposal
Deadline:: Nov 30, 2018

Soft or Hard
Deadline: Hard Deadline

mailto:noreply@formstack.com
mailto:ospappointment@unm.edu
https://forms.unm.edu/forms/osp_proposal_appointment_form
https://forms.unm.edu/forms/osp_proposal_appointment_form


1st Choice:: 11/26/18

AM or PM - 1st
Choice: AM

2nd Choice:: 11/27/18

AM or PM -
2nd Choice: PM

3rd Choice:: 11/28/18

AM or PM -
3rd Choice: AM

Additional
Notes::

1} Best Contact Person (if different than PI): they
are either the Department Administrator or a
Designated Representative.

2} Pick appointment dates when the PI or
designated representative is available for the last
half of the appointment.

3} Choose the three preferred appointment dates at
least, if not more than, two days before sponsor
deadline date.

4} Choose a date when all required documents are
complete and ready for review and all sponsor
portals have AOR access.

5} Use the note section to leave notes for the
Proposal Specialist or Scheduler.
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