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Procedure: 

 
An existing KR PD that has been fully routed and approved cannot be edited, but there are multiple 
scenarios where we need to capture changes to a proposal prior to processing an award. 
 
The Budget-SoW Update proposal type allows us to use the system for the following: 

- Establishing a relationship between the original proposal record and updated information 
- Ensuring accurate calculations for budget changes 
- Capturing changes in a shared record for future reference and processes 
- Not double-counting proposal dollars 

 
Decision point: 

• Will OSP need to review the updated budget and submit an updated budget to the sponsor? 
o Follow instructions in the ‘Yes’ section 

• If there are no sponsor submission requirements or OSP review action needed, the proposal record 
does not have to be routed for internal review or approvals. 

o Follow guidance in the ‘No’ section 
 

 If the original proposal is already linked to a 53 account, the Budget-SoW proposal does not route 
 
Yes: 
 
The Budget-SoW Update proposal record must adhere to the following conditions: 

 The performance period must be the same duration as originally proposed  
o If proposal start/end dates are changed to ensure correct calculations for the expected 

award period, the duration of the performance period must be the same as the original 
proposal. 

 The budget version that is selected as ‘for submission’ MUST BE for the entire project period total 
amount. 

 
To automatically include all of the original proposal information in the Budget-SoW record, choose ‘copy’ 
from the actions menu of Proposal search: 
 

 
 

• If you create proposals for only one department, you will not see a dropdown for Lead Unit.  
• We recommend choosing to copy only the original ‘for submission’ version, but you can choose to 

copy all versions. 
• If the original proposal attachments are applicable to the updates being made, you can copy them. 
• By default, answers to the Questionnaire are copied. 

Overview: 
KR PD’s Budget-SoW Update proposal type is a way to update 
information previously submitted to the sponsor for internal 
CSU processes like JIT budget update and award setup. This 
type of proposal may need to be reviewed by OSP if there is 
a sponsor requirement for updated budget information prior 
to award issuance. 

KR PD can be used for budget 
recalculations using the Budget-SoW 
Update proposal type. This type of 
proposal may or may not route for 
OSP review and key personnel 
approvals. 
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What to do in the copied proposal record: 
 
The copied KR PD record will open in the same browser tab.  
 
Immediately change the Proposal Type 
to Budget-SoW Update! 
 
Change the project start/end dates if 
applicable. 
 
Change the deadline date.  

• By default, the original deadline is copied, which will prevent the record from showing up on OSP 
Administrator workload tracking reports.  

 
For a Budget-SoW Update record, you need the Institutional Proposal number of the original KR PD record 
to enter in the Original Institutional Proposal Number field.  

• This number can be found using the medusa link in the search results for the original proposal. 
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You can use the copied budget version to make edits, or you can create a completely new budget version. 
 
If you use the existing budget version and project start/end dates have been changed, there are extra 
steps required: 

• Open the budget version 
• On the Periods & Totals page: Choose ‘reset to period defaults’ 

 
o Click ‘save’ before navigating away from this page 

• On the Rates page:  
o Sync All Rates 

 
o Re-enter Applicable Rate(s) as needed 
o Click ‘save’ before navigating away from this page 

• Revise the first period line items 
o Use the Details box button ‘Apply changes to future periods’ for each edited line item 
o If you get error messages, delete expenses from future periods, starting at the end and 

working back toward Period 1 
 Click ‘save’ for each period after making deletions. 

 
 If only the first year of a budget is being updated because sponsor intentions for future periods are 

unknown, a separate budget version for just the initial budget period (Period 1) can be created by 
copying the full budget with the option “Copy first period only” 

 
• First, open and update the dates for the existing budget version to be used for the copy 

o On the Periods & Totals page: Choose ‘reset to period defaults’ 
• Choose ‘return to proposal’ 
• Choose ‘copy’ from the Actions menu 

o Name this version < Period 1 changes > 
o This budget version is FOR REFERENCE ONLY 

 Add a comment to this effect in both the full ‘for submission’ and the first-period-
only budget versions 

o The < Period 1 only> budget version can be marked ‘complete’, but this is NEVER the 
‘include for submission’ version 

 

 
 
When the budget is ready for OSP review, the KR PD record will be submitted to routing (‘submit for 
review’ button). All data validation errors must be fixed and warnings addressed as needed. 
 
The RA completing the OSP budget review must verify that the ‘for submission’ version of the 
budget is for the entire project period. 
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• OSP will return if the budget version marked ‘for submission’ is for less than the full period of 
performance’s total budget 

 
This proposal type has simplified routing. After the OSP review is completed, only key personnel are 
required to approve (no department or college approvers by default).  

• If additional approvals are required for department or college business processes, those approvers 
have to be added by name using the ‘ad hoc’ functionality.  

 
No: 
If the Budget-SoW Update record is being used for calculations only, and there are no OSP review or 
submission to sponsor requirements, the record should not be routed.  

• Add “DO NOT ROUTE” to the beginning of the proposal title 
• Do not enter a deadline date 
• Provide one of the PDF budget print reports to OSP for next steps like award setup or 

modification processing 
 
If the IP record for the original proposal is already linked to a 53 account, or the award is already in the 
OSP Award Setup Team’s queue, the record DOES NOT ROUTE for any use case. 

• Add “DO NOT ROUTE” to the beginning of the proposal title 
• Do not enter a deadline date 
• Provide one of the PDF budget print reports to OSP for next steps like award setup or 

modification processing 
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