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OVERVIEW 

The following guidelines summarize standard business processes for submitting grant and contract proposals from the 
School of Public Health to the campus Sponsored Projects Office (SPO). Principal Investigators (PIs) will work with their 
assigned research administrator (RA), who is typically part of Campus Shared Services (CSS) Team 3, to prepare the 
proposal for routing through Phoebe (the campus online proposal portal). To facilitate smooth proposal development and 
allow RAs and campus approvers sufficient time to review proposals, the campus and school have created the following 
recommended timeline along with specific hard deadlines (“due date” refers to external funding agency’s submission 
date): 
 
➢ 8 weeks prior to due date: begin exceptional PI approval process if the PI does not already have PI status.  

 
➢ 4-6 weeks prior to due date: notify RA of upcoming submission, and agree on work timeline (8 weeks is 

recommended for more complex proposals such as NIH T’s, U’s, and P’s). 
 
➢ 10 business days prior to funding agency due date: work with RA to submit to David Declercq any proposal features 

requiring SPH approval such cost sharing, academic year effort, and space requests. 
 
➢ 9 business days prior to due date: final budget and full proposal (final administrative components and technical draft) 

provided to RA for upload to Phoebe, with RA and PI approval in Phoebe. 
 
➢ 7 business days prior to due date: full proposal (final administrative components and technical draft) uploaded and 

approved by RA and PI in Phoebe allowing 2 business days for SPH proposal approval (by David Declerq, the Dean 
as backup). 

 
➢ 5 business days prior to due date: any SPH approval concerns are addressed, allowing SPH approval in Phoebe, which 

then releases the proposal to SPO for campus review. 
 
If a holiday falls within or on any of the due dates and or deadlines, additional days need to be built into the timeline to 
ensure timely submission. Additional notice is requested during holiday periods as well. 
 
Failure to adhere to the above deadlines not only places unfair stress on staff and others involved in developing and 
approving your proposal, but may put your proposal in jeopardy of not being submitted on time. In addition to your own 
proposal submission being negatively impacted, this creates work overload and causes bottlenecks that adversely affect 
your colleagues’ proposals also. 
 
DETAILED GUIDELINES 

What is Phoebe? 
Phoebe  is the UC Berkeley online portal in which the RA will upload proposals for routing, reviewing and approving by 
the RA, PI, SPH, and SPO. 
 
CSS/SPO recommended submission deadlines 
SPO recommends that draft proposals be submitted to SPO for review at least 10 business days prior to funding agency 
deadline (http://www.spo.berkeley.edu/guide/checklist.html). CSS guidelines indicate that for full RA review the entire 
package (except for the “technical” section, i.e. the scientific research narrative) be submitted to the RA 15 business days 
in advance of the funding agency due date (http://sharedservices.berkeley.edu/wp-content/uploads/2014/02/RA-
Performance-Metrics-and-Quality-Review_2014-2.3.pdf).  A full package may still be submitted on time if the PI 
provides the administrative information within 10 days of due date, but with increasing risk of late submission. 
 
VCRO/SPO 5-day deadline and late proposal submission policy 
Late proposals are at risk for submission failure. For this reason the Vice Chancellor for Research Office (VCRO) has 
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implemented a five day proposal submission policy that is managed by SPO 
(http://spo.berkeley.edu/procedures/submission.html). To be complete, the SPO submission must include final budget and 
other administrative documents, but may include a draft of the scientific research narrative. If the proposal submission to 
SPO occurs fewer than five business days before the funding agency deadline, the proposal will be considered “late” and 
VCRO approval will need to be obtained before SPO reviews the proposal. Late proposal requests will need to be 
addressed to David Declercq in an email along with the completed VCRO Late Proposal Approval Request form 
http://spo.berkeley.edu/forms/vcr_late_proposal_request.pdf. The PI will work with the RA to complete a late proposal 
form to send to David Declercq. The request for permission to submit a late proposal is the responsibility of the PI and not 
the RA. Once reviewed and approved, David Declercq is required to send an email to vcrlateproposal@berkeley.edu 
requesting a late proposal exception, however, VCRO approval is not guaranteed.  
 
SPH Deadline 
Prior to proposal submission to SPO, SPH must also first approve the proposal in Phoebe.  In order for SPH approvals to 
be completed in time to meet the VCRO/SPO/CSS guidelines, SPH requires proposals to be uploaded to Phoebe and 
approved by the PI at least 2 business days prior to the SPO deadline, i.e. 7 business days before the agency due date.  
David Declercq is the primary approver, with the Dean as backup approver.  

 
For example:    SPH Deadline – Monday, 1/1 at 5pm (two business days before SPO deadline; Final budget, 

technical can be in draft form)  
SPO Deadline – Wednesday, 1/3 at 5pm (five business days before funding agency deadline) 

  Funding Agency Deadline – Wednesday, 1/10 at 5pm 
 
If a faculty misses the SPH deadline, the PI will be required to email David Declercq requesting permission to submit past 
the SPH deadline, to ensure that SPH review will still be possible prior to the SPO deadline.  Submitting after the SPH 
deadline raises the risk of late submission to SPO and ultimately to the funding agency. 
 
Sub awards 
Proposals which are subawards as part of parent grants being submitted by other institutions typically must adhere to 
earlier deadlines.  Most other institutions require final SPO approval 2-3 weeks prior to the funding agency’s deadline, in 
order for that other institution to complete its own internal review of the parent grant proposal.  
 
Similarly, Berkeley proposals which include subawards to other institutions must begin the proposal process earlier in 
order to have official subaward proposal paperwork signed by the subawardee institution’s authorized official (analog of 
SPO) completed prior to compiling the proposal in Phoebe (i.e., at least 7 business days prior to funding agency’s due 
date). 
 
Exceptional PI Status (EPI) 
Berkeley ladder faculty and Adjunct faculty have PI status.  Potential PIs who have not been awarded PI status by the 
VCRO should begin the process of requesting “exceptional PI” status two months prior to proposal submission.  PI 
eligibility and exceptional PI process is detailed at http://vcresearch.berkeley.edu/principal-investigator-status.  
Exceptional PI status is not granted automatically, thus sufficient time should be allotted in order to allow for an 
alternative PI to be identified in the case that the request is denied.  Individuals planning to request exceptional PI status 
should first discuss with his/her respective Division Head and or Institute/Center Director to obtain faculty 
sponsorship/endorsement. The individual may also contact the Associate Dean for Research for preliminary consultation.  
Requestors should contact CSS Team 3 Research Administration pre-award team lead Donna Dahrouge 
dahrouge@berkeley.edu 2 months in advance in order to begin the exceptional PI application process.  Donna Dahrouge 
will review the application, submit to the Associate Dean for Research for SPH approval, and oversee the submission to 
VCRO (submission recommended by 6 weeks prior to funding agency deadline). 
 
Contact for further information 
For additional information and clarification, including list of faculty RA assignments, contact CSS Team 3 Pre Award 
Supervisor Shar Rauch, sharleenr@berkeley.edu, office (510) 664-7326 or Post Award Supervisor Jenny Dizon, 
jenny.dizon@berkeley.edu, cell (510) 365-5427.  Further information is also posted at the CSS Team 3 website 
http://sharedservices.berkeley.edu/school-of-public-health/, and an SPH internal bspace website with team 3 information 
https://bspace.berkeley.edu/portal/site/d72575de-bb2e-405f-802b-a41d8c42692c.  
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