
Grant Submission Process (for School of Medicine Cayuse SP)
https://ucdavis.cayuse424.com/

Principal Investigator accesses 
Cayuse SP link and enters basic 
information about the proposal.

1

2

5

6

By certifying a proposal request in 
Cayuse, the PI is affirming that they 
understand the responsibilities and 
requirements associated with 
proposal administration. We are 
unable to assign any proposal for 
review until the certification has 
been provided.
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Standardized message is sent 
from Cayuse SP to all approvers 
that a new grant has been 
submitted. 

SOMOR Admin reviews information 
- PI certification, approving units, 
routing order of units, uploaded 
budget or message stating it is in 
424, PI Exception form, Department 
Chairs/Directors approval and 
requests any information or 
clarification that is needed from the 
home department and/or the 
submitter.

Certify proposal/IPF by selecting 
the PI Certification inbox, choose 
the applicable Proposal Number 
then view the IPF or PDF of the IPF 
and select Certify Proposal.

Completed budget, PI exception 
and/ or any additional forms must 
be uploaded into Cayuse 424.

PI Exception Process

SOM requires at least 1 business 
day to review a proposal. We are 
not able to accommodate last 
minute requests, please ensure 
plenty of time for the proposal to 
go through the routing chain and be 
reviewed by SPO at least 5 business 
days prior to the sponsor deadline. 

PI Exception Process
• Request for Exception to Policy on Eligibility to Undertake Sponsored Research/Other Sponsored Activity. Complete Form 105 (PDF):, obtain the appropriate signatures and upload as a Proposal Attachment in the relevant Cayuse SP Internal 

Processing Form (IPF). Dept/unit Chair approval will be obtained via IPF approval if the form is uploaded into Cayuse SP before submitting the IPF for routing. As part of Proposal/Award review: Assigned SPO analyst reviews Form 105 for 
required information and signature(s). Assigned SPO analyst sends Form 105 and IPF as a PDF to Director of Sponsored Programs; once approved, upload as a Proposal Attachment or informs the requestor via email that the exception was not 
approved.

• Do Not upload PI Exception Form 105 (PDF):, after the proposal is routed for approval because the SOM signatures will not be captured. Instead the form should be completed with the PI, Faculty Supervisor, Chair and the SOM Dean’s 
signature. Email the form to somor@ucdavis.edu for the SOM Dean’s signature after which the form will be emailed back to the sender and cc’d to Sponsored Programs proposals@ucdavis.edu. 

• No copies of proposals are kept in the SOM Office of Research. Copies can be obtained from Cayuse SP as needed.

9 SOMOR Admin emails 
SOMOR Assistant Dean 
with the grants ready 
for approval and 
submitted to SPO daily 
at 9:00 am and 3:00 
pm. and pending 
proposals in SOM 
approval inbox. 
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