Goldsheet Instructions

Sponsor Info Section
· Sponsor Name/Address – Type in the sponsor name and address –the address is mandatory.

· Prime Contractor –If this is a subcontract, then type in the prime contractor’s name. 

· Type of Sponsor –Select the appropriate sponsor type from the pull-down menu.  If you select Other, type in a description of the agency in the next field.

State/County/Local

Business

Foundation

Individual

Commodity

Other –Provide a description of the agency

Universities

School Districts

Federal –Agriculture

Federal –NSF

Federal –EPA

Federal –Other

Federal –Education

Federal –Transportation

Federal –Defense

Federal –HHS

Federal –NASA

Federal –Commerce

Federal –Interior

Federal –Labor

Federal –Energy

· Type of Submission –Select your submission type.  Click on the blue text and a hyperlink will take you to definitions for each type.

New Project

Continuation

Renewal

Subcontract

Supplement

Unsolicited

Type of submission

New Project
A proposal that has never been awarded from the prospective sponsor or a project which is significantly changed in technical direction from previous awards from the prospective sponsor.

Continuation
Agency has formally recommended additional funding for rest of project period, but this continuation proposal must be submitted to authorize funding (i.e., Public Health Service).

Renewal
Agency has not recommended funding beyond current project period, but will consider it upon receipt of this proposal.

Subcontract
An agreement by a third party that is subordinate to a prime contract between two parties.


Unsolicited
Not in response to a third party that is subordinate to a prime contract between two parties.

Fee for Service

· Sponsor Deadline/Postmarked/Received -When is the proposal due.  Specify whether this date is Postmarked or Received
· Any notes for OSPA –If you select Yes and tab out of the yes/no boxes, you’ll be taken to page four of the GoldSheet where you can enter any pertinent information, for example, special requests for return dates, notes about additional faxed or hand-delivered documentation, notes will be automatically tagged with your name so all subsequent viewers will know who wrote which notes.  When finished, just tab out of the Notes field and you’ll be taken back to page one of the GoldSheet.  If you are submitting documents to the OSPA office for ink signature please add a note here to let OSPA know that those documents are attached to the e-GoldSheet or have been dropped off at OSPA.
· Electronic Submission –Does this proposal need to be electronically submitted to the sponsor? 
· Program Guidelines –If you check the box, then click on the Add Guidelines button and make an attachment.
· Web address –Fill out this field if an address for the program’s guidelines is available and helpful.
Department Info Section

· Academic Department/Unit –This should be automatically filled when you select a lead PI above, but you can type in a new department name if necessary.  Please don’t use abbreviations.
· Institute/Center –if the lead PI has an Institute or Center affiliation that is relevant to this proposal, then use the pull-down list to make a selection
· Administering Unit –Use the pull-down list to make a selection.
· Budget Contact –Type in information for someone who can answer questions about your budget, most likely yourself, a Co-PI, the Grant Coordinator for your department, or some other support staff.
· Other Contact –If there is another contact person that can help with any non-budget questions about your proposal, enter their information here. 
Proposal Info Section

· Title of Proposal –Type the title in here.  There is a limit of 180 characters.  If the title is longer than that, please provide the full title in the Notes to OSPA and we can update it later. 
· Purpose –Use the drop-down menu to make a selection.  Click on the blue text to follow the hyperlink to detailed descriptions about your selection options.  If you select Miscellaneous, you must type in a description of the purpose in the next field.
Building

Dept/Admin Support

Equipment

Extension/Public

Fellowship

Instruction/Training
Miscellaneous –Provide a description of the purpose in the next field

Research

Scholarship

· Program Name –If the Sponsor has identified a Program Name for this submission, type it here.
· Non-USA Countries –If you select Yes and tab out of the Yes/No boxes, you’ll be taken to page four where you can enter all the country names affiliated with this project.  Tab out of the last field and you’ll be taken back to where you were on the GoldSheet.
· Space/Utilities/Remodeling –If you select Yes, please attach all documentation by clicking on the Add Documentation button. 

Funding Info Section

· Previous Grant Number –If this proposal is either a continuation or renewal, please enter the previous grant number. 
· Previous Account Number –Again, if it exists, please enter the previous account number. 
· Period from/to –Beginning and ending dates for this submission using the format: m/d/yyyy. 
· Direct –Enter the direct cost for the entire period.
· Indirect –Enter the indirect cost for the entire period.
· Total –This will be automatically calculated for you. 
· F&A/Indirect Cost Rate (IDC)
On-Campus –This selection is for projects that take place primarily on ISU property, and the rate will default to the negotiated on-campus rate.

Off-Campus –This selection is for projects that take place primarily off ISU property, and the rate will default to the negotiated off-campus rate. 

Other –If your IDC rate is different than the on- or off- campus rate, then select this and enter the rate manually.  You are required to provide supporting documentation to justify the rate.  To do this, simply click on the Add Documentation button and attach the appropriate document.
· Primary Address –This field must be filled regardless of the IDC rate selected.  This should be the location where the majority of the work will take place, and should correspond with your on- or off-campus selection.
· Federal Flow Through –If the sponsor is using federal flow-through funds for this project, select the federal agency source for any pertinent documentation.
· Cost Sharing –Both questions must be answered: Is cost sharing included, is cost sharing required.  If you select yes to the first question, when you tab out of the yes/no boxes you’ll be sent to page four when you can enter the matching funds amount and source for as many sources as you have.  If you have included matching funds, you must attach supporting documentation by clicking on the Add Documentation button to attach that documentation. 
· Subcontracts –Are there any subcontract recipients in this proposal?  If you click on Yes, when you tab out of the Yes/No boxes you’ll be sent to page four where you can enter as many subcontractors as you have. You also need to attach institutional approval for each subcontractor.  Just click on the Add Documentation button to attach that document.

Compliance Issues Section

· Animal, Biohazard, Radiological, Human –The blue text for each of these compliance issues is a hyperlink to additional information about compliances.  If there is a compliance issue(s) for your proposal select Yes and then, if it’s already approved, enter the approval ID/Log# and date, OR, if it isn’t yet approved, click on Pending.
If you select Yes for any of these compliances, the appropriate committee will be notified of your submission so the compliance process can be monitored.

· Educational Component –This question is pretty self-explanatory, if you have any questions, call the OSPA office at 4-5225 and ask for Associate Director Liz Zuercher.

