
Cayuse SP Handbook for Industry-Funded Clinical Trials  
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Additional resources:  

• Clinical Trials Contracts Office Workflow Diagram 

• Clinical Trial Amendment Chart for Department Administrators 

Department Approvers, see the following: 

• IPF Approvers Guide - 4-page guidance with screenshots 

• Pre-Award Spending Approvers Guide - 3 page guidance with screenshots 
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Submitting to the UC Davis Health Clinical Trials Contracts Office (CTCO) 

Only clinical trials that are fully funded by private industry are submitted to the CTCO. If even $1 is funded by 

another entity, the clinical trial should instead be routed to the UC Davis Sponsored Programs Office (SPO) for 

review.  

• For guidance on submitting to SPO in Cayuse SP, see the Cayuse SP Handbook for PIs and Dept 

Admins. 

Industry-funded clinical trials do not have a “proposal” process that is reviewed in advance of the clinical trial 

award.  

• The term “proposal” in this document means the required initial documentation and setup of the 

clinical trial contract request. 

• Note: The IPF (Internal Processing Form) is also referred to as the “proposal” in Cayuse SP and is the 

electronic document routed internally at UCD for the following required review and approvals: 

o PI and Co-PI certifications that the information is accurate and that they will be responsible 

should the “proposal” be awarded. 

o Department authorizations and dean’s office authorizations in the Schools of Medicine and 

Veterinary Medicine. 

o Institutional approval by the UC Davis Health Contracts Clinical Trials Contracts Office (CTCO) 

An IPF routed in Cayuse SP for an industry-funded clinical trial is the equivalent of what is commonly known as 

the Clinical Trial Packet.  

• A new IPF is required for all submissions to the CTCO. 

Follow the general instructions below when creating a new IPF unless otherwise noted.   

Required IPF Attachments 

The following documents should be attached to the IPF when submitting to the CTCO: 

1. Sponsor Protocol 

2. Clinical Trial Agreement draft (editable Word document) 

3. Sponsor budget  

4. Internal Unified Budget Template (UBT) 

5. If there are subawards:  

a. Subrecipient budget 

b. Subrecipient commitment form. See Prepare a Proposal with Subawards.  

6. Complete PI Exception form, if applicable 

https://research.ucdavis.edu/wp-content/uploads/End-users-v13.pdf
https://research.ucdavis.edu/wp-content/uploads/End-users-v13.pdf
https://www.google.com/url?client=internal-element-cse&cx=004393900062766886059:da23-x1vm6k&q=https://health.ucdavis.edu/media-resources/supply-chain/documents/fy24/ubt_template_06032021.xls&sa=U&ved=2ahUKEwirqKb68p6PAxVykO4BHVf7LqoQFnoECAIQAQ&usg=AOvVaw0snhtPy9I4c54Mfo5qar1V
https://research.ucdavis.edu/research-support/proposals/proposal-dev/proposal-with-subawards/#materials
https://research.ucdavis.edu/wp-content/uploads/Form-105.pdf
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a. UC policy states that only qualified members of the Academic Senate and appointees in other 

eligible title groups listed in the UC Academic Senate policy may submit proposals without the 

need for an exception. 

i. UC Davis policy on PI eligibility: PPM 230-02 

ii. See Organization of the Academic Senate for specific Senate titles 

b. Note: if the PI Exception form is attached to the IPF, the department chair/dean do not need to 

sign as their approval of the IPF indicates their approval of the form.   

7. Complete Exception to Policy for Clinical Study Contracts (PDF) 

Additionally: 

• The PI and Co-PIs must file appropriate conflict of interest disclosure forms (Form 800 and 700U) 

through the eCOI online disclosure system. 

• All clinical trial agreements also require that the PI’s UC Ethics and Compliance Briefing for Researchers 

training is up to date, as required by the UC Office of the President. See PHS COI Training.  

 

Internal Processing Form (IPF) 

1. Login to: https://ucdavis.cayuse424.com/ with your Kerberos ID and Password.  

2. Select Cayuse SP. 

3. Select Start New Proposal.   

Start New Proposal 

Populate the first screen as follows:  

1. Sponsor: If the sponsor is not found 

(try spelling variations), select 

Miscellaneous Sponsors and then 

write orcayusehelp@ucdavis.edu to 

have the sponsor added into the 

Cayuse system. Provide as many 

sponsor details as possible (i.e, name, 

UEI, webpage, state incorporated, 

etc.). 

a. If you provide the Cayuse SP 

Proposal Number (i.e, 26-

8888) at the same time, 

orcayusehelp@ucdavis.edu 

will update the sponsor in the 

IPF after adding it into the system.  

2. Prime Funding Agency: This is used only when UC Davis is a subrecipient and is used to indicate the 

Agency that awarded funds to the Sponsor.  

3. Admin Unit: Academic Department administering the project. 

https://ucdavispolicy.ellucid.com/pman/documents/view/131/active?
https://regents.universityofcalifornia.edu/governance/standing-orders/so1051.html
https://health.ucdavis.edu/media-resources/supply-chain/documents/pdfs/exception-to-policy-for-intellectua-property.pdf
https://or-forms.ucdavis.edu/
https://uc.sumtotal.host/rcore/c/pillarRedirect?isDeepLink=1&relyingParty=LM&url=https%3A%2F%2Fuc.sumtotal.host%2Flearning%2Fcore%2Factivitydetails%2FViewActivityDetails%3FUserMode%3D0%26ActivityId%3D491031%26ClassUnderStruct%3DFalse%26CallerUrl%3D%2Flearning%2Flearner%2FHome%2FGoToPortal%3Fkey%3D0%26SearchCallerURL%3Dhttps%253A%252F%252Fuc.sumtotal.host%252Fcore%252FsearchRedirect%253FViewType%253DList%2526SearchText%253DUC%25252520Ethics%25252520and%25252520Compliance%25252520Briefing%25252520for%25252520Researchers%2526startRow%253D0%26SearchCallerID%3D2
https://research.ucdavis.edu/research-support/ethics-compliance-and-safety/fcoi/phs-coi-training/
https://ucdavis.cayuse424.com/
mailto:orcayusehelp@ucdavis.edu
mailto:orcayusehelp@ucdavis.edu
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4. Primary Administrative Contact: You, or the person CTCO will contact with questions.  

5. Short Project Name: The Protocol Number only.  

6. Project Start Date and Project End Date: The start and end dates listed in the UBT. 

7. Activity Code: Select one of the following only when submitting an industry-funded clinical trial:  

Activity Code Definition 

06 Other Service Service activity. 

07 Clinical Trial – Investigator Initiated Self-explanatory. 

08 Clinical Trial – Sponsor Initiated Self-explanatory. 

14 Other Anything that does not fit Activity Codes 01-13. 

 

8. Proposal Type: Select New – UC Davis 

Health for all industry-funded clinical 

trials. 

9. Instrument Type: Select Contract or Non-

Monetary Agreement only when 

submitting an industry-funded clinical 

trial. 

10. Sponsor deadline: Enter the current date. 

No need to enter time.  

11. Title of Project: “Protocol Number -  

Protocol Title” 

12. DO NOT Create a Paired Proposal. Pairing 

creates technical issues.  

 

 

Once you click Save, you will see an Item List in the left column.  

The entries you just made comprise the General Information tab.  

• The green checkmark indicates this tab is complete.  

Complete each section until you have a column of green checkmarks on the left side.  

  

https://www.google.com/url?client=internal-element-cse&cx=004393900062766886059:da23-x1vm6k&q=https://health.ucdavis.edu/media-resources/supply-chain/documents/fy24/ubt_template_06032021.xls&sa=U&ved=2ahUKEwirqKb68p6PAxVykO4BHVf7LqoQFnoECAIQAQ&usg=AOvVaw0snhtPy9I4c54Mfo5qar1V
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Investigators/Research Team   

 

For industry-sponsored clinical trial requests add all investigators required to complete financial conflict of 

interest Form 800.  

1. Enter the PI first, who will have the Cayuse SP role of Lead Principal Investigator.  

o If an investigator is not listed but has a UC Davis appointment, email 

ORCayuseHelp@ucdavis.edu for assistance adding them into Cayuse. 

o If an investigator is not listed and does not yet, but will, have a UC Davis appointment either: 

▪ Initiate, complete and process a Temporary Affiliate Form for the new appointed 

individual OR 

▪ List the Department Chair as the Lead Principal Investigator and update the IPF after 

the individual has a UC Davis appointment.  

• This may require you to request CTCO update the IPF record.  

• Unit: Ensure the amin unit listed is correct. If not correct, select the appropriate unit.  

o DO NOT select a unit indicated as Non-Admin/Home. 

o IMPORTANT: If language like (Use 123456) is displayed, find and select the unit code identified 

in the parenthesis.  

• Sponsored Effort %: Add the correct sponsored effort.  

o If the salary included in the IPF is not determined from effort committed, and no effort is being 

committed, enter 0% and include the appropriate amount on your budget. 

• Person Months: Click on the link to download a PDF that helps you determine Person Months based on 

the Sponsored Effort % x type of appointment (9 month, 11 month (typically College of Ag faculty) or 

12 month appointments (typically SOM & SVM or staff))  

• Cost Shared Effort %: Entry should always be 0 for industry clinical trials. 

• Allocation of Credit %: See note at top of Investigators/Research Team page. Credit must equal 100% 

total for all key personnel.  

o PIs and departments can determine how best to allocate credit. 

• Click Save Personnel.  

o Saved personnel will display under List of Personnel. 

  

https://research.ucdavis.edu/research-support/ethics-compliance-and-safety/fcoi/coi-filing-process/ecoi-system/
mailto:ORCayuseHelp@ucdavis.edu
https://servicehub.ucdavis.edu/servicehub?id=it_catalog_content&sys_id=e729e15d1b9798103f4286ae6e4bcb3e
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2. Enter each Co-PI as Principal Investigator.  

o Note: The IPF will route for certifications by the Lead Principal 

Investigator and Principal Investigator(s) only.  

3. Enter other investigators as Investigator. 

4. Enter other personnel as needed by type.  

5. Add anyone who needs edit access to the IPF as Proposal Editor.  

6. Add anyone who needs view access to the IPF as Other Participant (no 

routing).  

o Note: Most, if not all, admin units have personnel with Proposal 

Data Access able to view all proposals in their unit.  

 
 

 

Budget 

Attach a signed UBT to the IPF for mandatory reporting requirements. 

 

1. Budget Form: Keep the default, Summary 

2. # of Budget Periods: Indicate the appropriate number for the entire period.  

3. Current Period Start and Current Period End: These are for the first project period only. These dates 

should match the UBT. 

• For one-year projects both columns should match.  

4. Cost Sharing: Indicate No.  

  

https://www.google.com/url?client=internal-element-cse&cx=004393900062766886059:da23-x1vm6k&q=https://health.ucdavis.edu/media-resources/supply-chain/documents/fy24/ubt_template_06032021.xls&sa=U&ved=2ahUKEwirqKb68p6PAxVykO4BHVf7LqoQFnoECAIQAQ&usg=AOvVaw0snhtPy9I4c54Mfo5qar1V
https://www.google.com/url?client=internal-element-cse&cx=004393900062766886059:da23-x1vm6k&q=https://health.ucdavis.edu/media-resources/supply-chain/documents/fy24/ubt_template_06032021.xls&sa=U&ved=2ahUKEwirqKb68p6PAxVykO4BHVf7LqoQFnoECAIQAQ&usg=AOvVaw0snhtPy9I4c54Mfo5qar1V
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5. F&A Rate(s): These are Facilities and Administrative rates, also known as indirect costs or overhead 

costs. This section is required.  

a. Click in the F&A Rate (1) field then 

select the appropriate F&A rate 

from the list that appears in a pop-

up screen. 

b. If the F&A Rate is not listed or the 

sponsor does not allow F&A, enter 

the correct rate in the field at the 

bottom of the pop-up then select 

Change Rate. 

i. Upload documentation 

regarding the sponsor’s 

F&A (indirect) Rate policy 

as a Proposal Attachment 

(at bottom of the Item List 

in the left column) 

c. Repeat these steps for all other 

appropriate F&A rate fields.  

i. F&A Rates (2) and (3) come into play when the project period extends through Fiscal 

Periods with different F&A rates. 

d. The Entire Project column will auto-populate if there is only one budget period. Otherwise, 

populate it as well.  

e. Effective Rate: Leave the Use Calculated Values box checked.   
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6. Budget Categories. This section is required. 

a. Sponsor Direct Costs: Enter the direct costs being requested of the sponsor for the Current 

Period  

i. Note: This should match the UBT. 

b. Base for F&A Rate (1-3): Enter the Base amount used to calculate each F&A Rate for the 

Current Period and the Entire Project (again, the Entire Project column will auto-populate for 

projects with only one budget period).  

i. Note: For Clinical Trial contracts, the Base for F&A Rate should total the same as 

Sponsor Direct Costs.  

c. Indirect Costs (F&A): Leave the Use Calculated Values box checked.  

d. Fee: Do not enter anything in the Fee fields. 

e. Total Sponsor Proposed Costs: Leave the Use calculated values box checked. 

 

7. Additional Resources: Indicate if any Additional Resources will be used  

a. Note: If you selected an Affiliated Unit on the General Information (i.e. first) page, include the 

details of what resources from that Affiliated Unit you may be using. 

Financial Conflicts of Interest in Research 

Note: Some department administrators leave this page for the PI to complete. 

https://www.google.com/url?client=internal-element-cse&cx=004393900062766886059:da23-x1vm6k&q=https://health.ucdavis.edu/media-resources/supply-chain/documents/fy24/ubt_template_06032021.xls&sa=U&ved=2ahUKEwirqKb68p6PAxVykO4BHVf7LqoQFnoECAIQAQ&usg=AOvVaw0snhtPy9I4c54Mfo5qar1V
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1. Determine What Disclosure(s) You Must File: This section simply provides links to guidance on which 

financial conflicts of interest disclosures the PI and Co-PIs must submit.  

2. Complete and File Your Disclosure: This section provides a link to the electronic Conflict of Interest 

(eCOI) system where the PI and Co-PIs can submit required disclosures.  

 

3. Data Protection Level: The PI should indicate (or tell you) the appropriate Data Protection Level for 

the project. More info at the links shown on the page: 

a. UC Data Classification Standard: https://iet.ucdavis.edu/security/uc-davis-data-classification-

guide 

i. Leads ultimately to: https://security.ucop.edu/policies/institutional-information-and-it-

resource-classification.html 

https://or-forms.ucdavis.edu/
https://or-forms.ucdavis.edu/
https://iet.ucdavis.edu/security/uc-davis-data-classification-guide
https://iet.ucdavis.edu/security/uc-davis-data-classification-guide
https://security.ucop.edu/policies/institutional-information-and-it-resource-classification.html
https://security.ucop.edu/policies/institutional-information-and-it-resource-classification.html
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b. For assistance with classifying your data or use case fill out the following form: 

https://cloud.ucdavis.edu/form/data-sensitivity-guide-intake-su 

 

4. Concurrence with statements: The PI should select Yes to indicate concurrence with the statements. 

a. To expedite the process, a department administrator may click Yes on a PI’s behalf since the PI 

will be certifying that all entries in the IPF are accurate.  

5. Click Save. 

 

Regulatory Compliance 

Note: Some department administrators leave this page for the PI to complete. 

 

1. Human Subjects: Indicate whether the project involves Human Subjects, likely Yes for clinical trials.   

a. Text fields will appear for IRB Protocol number entry, as appropriate. If applied for but not yet 

received, enter “Pending”. 

2. Animal Subjects: Indicate No. Animal clinical trials are not handled by the Clinical Trials Contracts 

Office (CTCO). Such IPFs should be submitted to the Sponsored Programs Office (SPO). 

https://cloud.ucdavis.edu/form/data-sensitivity-guide-intake-su
https://irb.ucdavis.edu/
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a. To change the routing to SPO, on the General Information tab (the first page completed in 

Cayuse SP), change the Proposal Type from New – UC Davis Health to New.    

 

3. Hazardous Research Materials: Complete as appropriate.  

a. If no Hazardous Materials, check None.  

4. Click Save. 
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Subrecipients 

 

 

Either follow step 1 or 2:  

1. Add Subcontractor: Enter any subrecipient(s) separately in the Subcontractor field.  

a. If a subrecipient is not listed, select Miscellaneous Sponsors and email 

orcayusehelp@ucdavis.edu to request they add the subrecipient to the Cayuse system. Provide 

as many details as you can (i.e., type of institution, UEI number, state incorporated, etc.)  

b. Select Add Subcontractor.  

i. Note: The required documents, listed in the instructions at the top of the page, must be 

uploaded for each Subcontractor in the Proposal Attachments tab. 

c. Select Authorize Subcontractor List. 

2. No Subcontractors: If no subrecipients, click No Subcontractors. 

 

  

mailto:orcayusehelp@ucdavis.edu
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Foreign Activity 

Answer the Foreign Activity questions. You may need to consult with the PI for answers. 

• A text field and/or drop-down list will appear as appropriate. 

• If the project will involve export control but the foreign location is unknown at the time of IPF, select 

To Be Determined for the foreign location.  

• Select CTRL + each country to select multiple countries. 

 

Click Save. 
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Special Interest 

Answer the Special Interest questions. You may need to consult with the PI for answers. 

• Answer additional pop-up questions that arise, as appropriate.  

• Question 5 should be answered Yes as this refers to the sponsor agreement.  

 

Click Save. 

 

Additional Questions 

Answer the Additional Questions. You may need to consult with the PI for answers. 

1. If this is a Limited Submission, upload the selection notification email in the Proposal Attachments tab. 

 

https://research.ucdavis.edu/research-support/research-development-funding/funding-opportunities/limited-submissions/
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2. All industry-sponsored clinical trials 

should state Human Health in the 

dropdown under Health Relatedness. 

3. Click Save. 

 

 

 

 

 

 

 

 

Location of Sponsored Activities  

1. Indicate all Locations where the work under this project will be performed and the Percent of Work at 

each location.  

a. Do not enter location of Subawardee(s). 

b. Note the separate section for Organized Research Units (ORUs), Special Research Programs 

(SRPs), Core Facilities and Agriculture and Natural Resources (ANR).  

c. Note: This list should match the FDA Form 1572.  

2. Select Add in each section an entry was made.  

a. An error will display until the total Location of Sponsored Activities equals 100%. 
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Proposal Abstract 

1. I give permission to make this abstract publicly accessible: Indicate No. 

2. Abstract: Type N/A. 

3. Animal Categories: No selection is needed. 

 

4. Click Save. 

 

Proposal Attachments 

Upload applicable documents.  
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1. See the instructions on the page or Required IPF Attachments (above in this document; you are on page 17) if 

you are unsure of what to upload.  

a. Choose File: Browse your computer and select the document to upload. 

i. UBTs must include “UBT” in the file name 

ii. Sponsor budgets must include “sponsor budget” in the file name. 

b. Document Type: Select the appropriate type. 

i. For the Exception to Policy for Clinical Study Contracts (PDF), select “Other”. 

c. Select Add. 

d. Repeat this process until all documents are loaded. 

 

Approving Units 

1. Check the List of Approving Units for accuracy.  

a. Errors on this page will cause the IPF to get stuck in routing and not arrive in the Clinical Trials 

Contracts Office (CTCO) for review.  

b. If there are any errors, review your entries on the: 

i. General form: Admin Unit and Affiliated Unit/s 

ii. Investigators/Research Team form: Home unit of all personnel listed unless they are 

indicated with either the role of Other Participant – No Routing or Proposal Editor 

iii. Budget form: Internal Cost Sharing – If internal cost sharing was entered and a unit 

selected, remove it.  

1. For more guidance, see the Cost Sharing section (#5) in the Budget form 

instructions (above in this document; you are on page 17). 

2. Contact ORCayuseHelp@ucdavis.edu for assistance if needed. 

c. Contact ORCayuseHelp@ucdavis.edu if a unit name is blank.  

d. If a Non-Admin unit is listed, ensure is it a rollup unit from one of the other units listed.  

i. “Rollup” will display under Role(s). 

2. Routing Order: Re-order the routing if needed.  

a. A numerical gap in the Routing Order will cause an IPF to get stuck in routing. Remove any 

gaps.  

b. Multiple units can have the same Routing Order number, which means they’ll all receive the IPF 

for authorization (approval) at the same time.  

c. A higher number will receive the IPF for authorization subsequent to a lower number. 

d. Select a routing number for any Dean’s Office so it occurs after the indicated unit authorizes.  

i. i.e., if the IPF is being routed by rollup to the School of Medicine, reorder the School of 

Medicine to after all School of Medicine units.  

e. If Intl Cost Sharing is listed, make this the highest number in the Routing Order so it is last to be 

authorized. 

3. Specific to the School of Medicine: 

a. If an Admin Unit is in the School of Medicine and you see a Unit listed as School of Medicine 

(Use 049000), follow the instruction: 

https://www.google.com/url?client=internal-element-cse&cx=004393900062766886059:da23-x1vm6k&q=https://health.ucdavis.edu/media-resources/supply-chain/documents/fy24/ubt_template_06032021.xls&sa=U&ved=2ahUKEwirqKb68p6PAxVykO4BHVf7LqoQFnoECAIQAQ&usg=AOvVaw0snhtPy9I4c54Mfo5qar1V
https://health.ucdavis.edu/media-resources/supply-chain/documents/pdfs/exception-to-policy-for-intellectua-property.pdf
mailto:ORCayuseHelp@ucdavis.edu
mailto:ORCayuseHelp@ucdavis.edu
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i. Under Add Approving Unit, search for Unit Code “049000”, click on the name “Med: 

VC/Deans Office”, then click Add Unit.  

4. Select Authorize Unit Listing. 

 

Submission Notes 

While a green checkmark is not required by Submission Notes in order to be able to submit the IPF, it is 

MANDATORY that you add the contact person from the Sponsor who is responsible for negotiating the 

agreement and their email address. 

1. Add any additional notes regarding this IPF in the Submission Note field, such as: 

a. If you selected Miscellaneous Sponsors for either the Sponsor or Subcontractor(s), enter the 

Sponsor/Subcontractor name, address, email and phone number. 

b. If a Contract Research Organization (CRO) is involved, enter the name of the CRO, their address, 

the contact person from the CRO who is responsible for negotiating the agreement and their 

contact information, including an email address AND phone number. 

2. Click Add Note.  

a. Notes cannot be edited or deleted. 
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Submit for Routing 

1. Ensure a green checkmark is indicated for each tab. 

2. Select Submit for Routing.  

a. It is good form to have the PI complete this step as the IPF can no longer be edited after it is 

submitted for routing. 

3. Are you sure you wish to submit this Proposal Record? Select Yes. 

Monitor Routing 

Monitor the IPF to ensure:  

• PI and Co-PIs are certifying it 

• Departments are authorizing it 
a. In the Schools of Medicine and Veterinary Medicine, the dean’s offices additionally authorize 

the IPF 

If a department or dean’s office doesn’t authorize the IPF it will be stuck in routing.  

 

To monitor routing: 

1. Go to Cayuse SP 
2. Select either My Proposals or Proposals in My Unit. 

  
3. If you select My Proposals, be sure to select the 

Submitted Proposals tab as the IPF (i.e. “proposal”) has 

been submitted for routing. 

View an IPF you started or in which you are listed on the Investigators/ 

Research Team tab 

View IPFs in your unit (requires Proposal Data Access role, provided by 

your department’s Role Manager) 

https://ucdavis.cayuse424.com/sp/index.cfm
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4. Find the proposal you seek. You can check the current Status in the column towards the right.  

 

Status  Definition 

Unsubmitted Not submitted for routing 

Dept Approval in Process Pending IPF approvals; submitted for routing 

Admin Office in Process Received by Clinical Trials Contracts Office but not assigned 

Under Award Negotiation Under  analyst review and/or contract negotiation 

Pending Award Negotiation of CTA finalized 

Reopened IPF reopened for department to edit 

Withdrawn IPF withdrawn by the Principal Investigator 

Not Funded IPF not funded by the sponsor 

Funded Awarded 

 

5. If you click open the Prop No, you will arrive to the Proposal Routing Status screen. 

 

Here you can identify which PI/Co-PIs still need to certify the IPF and which departments/dean’s offices 

still need to authorize it. 

a. If you need to prompt individual(s) to take action, click on a linked name to find their email 

address.  
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Revise Routing  

Once an IPF has been Submitted for Routing, it should no longer be edited, but if you need to make revisions, 

please follow these instructions.  

• Revisions that REQUIRE re-certification from the PI/Co-PIs and re-authorization from the 

department/dean’s office are:  

o Changed Admin Unit 

o Added Affiliated Unit(s) 

o Effort Changed from Direct Charge to Cost-Share 

o Key personnel added to the project  

o Subawards added to the budget  

o Incomplete IPF - see Required IPF Attachments (above in this document; you are on page 21) 

o Other revisions that represent a significant change in commitment of departmental and/or 

campus resources 

o Budget Cost Share (match/in-kind) incorrectly applied (not applicable to Clinical Trial Contracts) 

• Minor revisions that DO NOT REQUIRE re-certification from the PI/Co-PIs and re-authorization from 

department/dean’s office include, but are not limited to:  

o Change in project title 

o Change in project dates 

o Edits to the Abstract field 

o Minor budget edits 

If you need to make a change to the routing after a document has been submitted, write 

orcayusehelp@ucdavis.edu, provide the Proposal Number (i.e., 26-9876) and request that it be returned to 

Unsubmitted status. 

• Orcayusehelp@ucdavis.edu will notify you when this is done.  

If no certifications or authorizations were already done for the IPF:  

• Once update(s) have been completed simply re-approve the routing order under Approving Units and 

re-click Submit for Routing.  

If certifications or authorizations were done for the IPF prior to the IPF being returned to Unsubmitted 

status:  

1. Once update(s) have been completed, you have two options:  

a. If the revisions do not require re-certification or re-authorization:  

i. Write orcayusehelp@ucdavis.edu again to request the status be changed back to Dept 

Approval in Process (or Admin Office in Process if the authorizations were already 

complete and it should go to the Clinical Trials Contracts Office). 

1. Orcayusehelp@ucdavis.edu will notify you when this is done. 

2. An IPF that hasn’t received all appropriate certifications or authorizations will be 

returned for correction, delaying the review and approval process.    

b. If the update(s) require re-certification or re-authorization:  

i. Add a note under Submission Notes to explain the edits made.  

mailto:orcayusehelp@ucdavis.edu
mailto:Orcayusehelp@ucdavis.edu
mailto:orcayusehelp@ucdavis.edu
mailto:Orcayusehelp@ucdavis.edu
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ii. Submit the IPF again by approving the routing order under Approving Units and clicking 

Submit for Routing. 

iii. This means that any certifications and authorizations that already occurred will need to 

be done again. 

1. It’s good form to email those who have previously certified or authorized to 

notify them that the IPF was returned for correction.  
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Awards 

Submitting Award Modifications and Supplemental IPFs 

For any Award modification (e.g., amendment, change in internal budget not requiring amendment, change in 

end date), email the request to the amendment analyst in the Clinical Trials Contracts Office (CTCO) with the 

following: 

1. For Amendments: After the final budget is negotiated with the sponsor: 

a. Email:  

i. The fully-editable amendment agreement  

ii. The revised and approved UBT 

iii. Any email chain that identifies the sponsor contact 

b. Ensure the 700-U is updated in the eCOI system if there is an increase or any change to sponsor 

information. 

The CTCO analyst will negotiate the amendment language as needed.  

2. For time extension/closeout: Email the new end date to the CTCO analyst who can advise if an 

amendment is required. 

3. For an internal budget change only that does not require an amendment: Email the approved UBT to 

the CTCO analyst. 

a. Ensure the 700-U is updated in the eCOI system if there is an increase. 

If an Award modification requires approval by the department and/or dean a new IPF must be submitted in 

Cayuse SP. Such modifications include, but are not limited to:  

1. Change in PI 

2. Change in Administrative Unit of the award 

3. Substantive budget modification 

To help you populate a new IPF for an award modification, you have two options:  

1. Print PDF of original IPF:  

a. From the Cayuse SP Proposal Dashboard select either My Proposals or Proposals in My Unit, 

as appropriate. 

i. If in My Proposals, select the Submitted Proposals tab. 

b. Find the original Prop No you want to modify and on the far right, select the PDF icon. 

c. Reference the PDF as you create an IPF following the guidance on next page. 

https://www.google.com/url?client=internal-element-cse&cx=004393900062766886059:da23-x1vm6k&q=https://health.ucdavis.edu/media-resources/supply-chain/documents/fy24/ubt_template_06032021.xls&sa=U&ved=2ahUKEwirqKb68p6PAxVykO4BHVf7LqoQFnoECAIQAQ&usg=AOvVaw0snhtPy9I4c54Mfo5qar1V
https://or-forms.ucdavis.edu/
https://www.google.com/url?client=internal-element-cse&cx=004393900062766886059:da23-x1vm6k&q=https://health.ucdavis.edu/media-resources/supply-chain/documents/fy24/ubt_template_06032021.xls&sa=U&ved=2ahUKEwirqKb68p6PAxVykO4BHVf7LqoQFnoECAIQAQ&usg=AOvVaw0snhtPy9I4c54Mfo5qar1V
https://or-forms.ucdavis.edu/
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2. Copy the original IPF:  

a. Select either My Proposals or Proposals in My Unit, as appropriate, find the original Prop No 

and on the far right, select Copy.  

b. This will bring you to the General Information page of the copy so you can begin your edits. 

i. IMPORTANT: Not all entries will be copied over. 

ii. The first table below indicates which items in the General Information tab (first section) 

of the IPF will copy over to a new proposal, and which items will not. The second table 

indicates which other tabs of the IPF will copy over.   

For modifications, follow the steps covered under Start New Proposal (above in this document; you are on page 24) 

with the following differences:  

Other Sections Included in Copy 

Cayuse 424 Proposal x 

Investigators/Research Team x 

Budget  

Conflict of Interest x 

Regulatory Compliance  

Subcontractors  

Export Control x 

Intellectual Property  

Community Benefits x 

Location of Sponsored Activities x 

Application Abstract  

Attachments x 

Approving Units x 

Submission Notes x 

 

General Information tab Included in Copy 

Sponsor  

Funding Opportunity/Sponsor 
Application Number 

 

Sponsor Program Name x 

Proposal Guideline URL  

Prime Funding Agency  

Short Project Name  

Project Start Date  

Project End Date  

Activity Code x 

Proposal Type  

Instrument Type  

Select Submission Method  

Award Admin Unit  

Primary Administrative Contact  

Affiliated Unit(s) (if applicable) x 

Sponsor Deadline  

Title of Project  
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1. General Information tab 

a. Short Project Name: Enter 

Action instead of the 

submission deadline (e.g., PI 

Change + [New] PI Last Name + 

Sponsor). 

b. Proposal Type: Keep it New – 

UC Davis Health. Otherwise it 

will route to the Sponsored 

Programs Office (SPO). 

c. Affiliated Unit(s): If changing 

key personnel or admin unit, 

add the previous unit(s) here so 

they too can review and 

approve the modification(s). 

2. Budget tab 

a. Unless there is also a budget 

amendment, the budget should 

be $0. 

 

Required documents:  

1. Signed Clinical Trials Exception to Policy 

(PDF) from the new PI 

2. Editable amendment 

3. Signed UBT approved by Department Chair 

4. COI disclosures 

5. Please note, updated IRB approval will be required prior to award.  

 

https://health.ucdavis.edu/media-resources/supply-chain/documents/pdfs/exception-to-policy-for-intellectua-property.pdf
https://www.google.com/url?client=internal-element-cse&cx=004393900062766886059:da23-x1vm6k&q=https://health.ucdavis.edu/media-resources/supply-chain/documents/fy24/ubt_template_06032021.xls&sa=U&ved=2ahUKEwirqKb68p6PAxVykO4BHVf7LqoQFnoECAIQAQ&usg=AOvVaw0snhtPy9I4c54Mfo5qar1V
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Checking the Status of an Award  

 

1. Note that there are three tabs: Awards, Active Projects and Inactive Projects. Stay on the Awards tab 

to search for the Award. 

a. Note: The Project is the overarching folder that related Proposals, Awards and Subcontracts 

(Subawards) are filed within. A Project may have multiple Awards.  

2. The Award status is shown to the far right side of the screen. 

 

Award Status Definitions 

 

Status  Definition 

Pending A Notice of Award has been received, but the award is not fully executed 

Active The award has been fully executed and routed to Contracts and Grants Accounting 

 

For additional details:  

View the status of an Award for an IPF you initiated or in which you are 

listed on the Investigators/ Research Team tab 

View the status of an Award in your unit (requires Award Data Access 

role, provided by your department’s Role Manager) 
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3. Open the relevant Award by selecting the Award No. 

4. View the Notes tab (page icon) to see if there are any outstanding items. 

5. View the Attachments tab (paperclip icon) to see the Award documents.  
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Checking the Status of a Subcontract (Subaward) 

 

1. Note that there are three tabs: Awards, Active Projects 

and Inactive Projects. Go to the Active Projects tab. 

a. Note: The Project is the overarching folder that 

related Proposals, Awards and Subcontracts 

(Subawards) are filed within.  

2. Search for the relevant Project.  

a. The Project Number (i.e., A26-8888) is the first two parts of the Award Number (i.e., A26-888-

001). 

i. Note: The Proposal Number (i.e., 25-9876) rarely matches the Project Number.   

3. Select the Project No associated with the Subcontract (Subaward). 

4. Go the Subcontracts tab. 

 

 

 

 

View the status of a Subcontract (Subaward) for an IPF you initiated or in 

which you are listed on the Investigators/ Research Team tab 

View the status of a Subcontract in your unit (requires Award Data 

Access role, provided by your department’s Role Manager) 
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5. The Status is shown under Subcontracts for this project.  

Subcontract Status Definitions 

 

Status  Definition 

(Awaiting) Admin Dept Action is required by the PI/department 

(Awaiting) Award Mgr/Analyst Action is required by the CTCO Award Analyst 

(Awaiting) Subcontractor Action is required by the Subcontractor (Subrecipient) 

Fully Executed The Subcontract is fully executed and has been sent to CGA 

 

6. Click on the Subcontract Number to view Subcontract details. 

7. Go to the Attachments tab (paperclip icon) to view Subaward document(s). 

 

Cayuse SP Auto-Generated Numbers 

Cayuse SP creates identification numbers for each Project, Proposal, Award and Subcontract (Subaward). 

 

1. Project Number (i.e., A26-8888) 

a. Created by the Clinical Trials Contracts Office (CTCO). Your Clinical Trials Contracts analyst will 

assign each Proposal and Subcontract (Subaward) to an overarching Project.  

b. Awards are created from Proposals and also assigned to the overarching Project.  

 

2. Proposal Number (i.e., 26-9876) 

a. Created by Cayuse SP when the IPF is created. 

b. The Proposal Number rarely matches the Project Number.  
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3. Award Number (i.e. A26-8888-001) 

a. Created by Cayuse SP when an Award is added to a Project.  

i. The Award Number is the Project Number plus three digits at the end that indicate the 

number of Awards in that Project.  

ii. The first Award is Project Number-001, the second is Project Number-002 and so forth.  

 

4. Subcontract Number (i.e., A26-8888-S001) 

a. Created by Cayuse SP when a Subcontract (Subaward) is added to a Project.  

i. The Subcontract Number is the Project Number + “S” + three digits to indicate the 

number of Subcontracts in that Project.  

ii. The first Subcontract is Project Number-S001, the second is Project Number-S002 and 

so forth.  

 


