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PSC-CUNY Research Award Program
Grants Proposal System

Guide and Program Overview:

For the academic years 2010-2011, 2011-2012 and 2012-2013, the PSC-CUNY Research Award
Program will support three (3) types of awards:

Traditional A Awards: support available up to $3,500.00
Traditional B Awards: support available from $3,600.00 to $6,000.00
Enhanced Awards: support available from $6,500.00 to $12,000.00

Applicants that meet are of the eligibility criteria may apply to only one (1) of the three types of
awards (Traditional A, Traditional B or Enhanced) in any award cycle.

All applications must be created and submitted electronically using the PSC-CUNY Grants
Proposal System. This guide provides information on how to access, utilize and maintain the
system. It describes:

Creating your User Account (ID)
Updating your User Profile
Creating and submitting an Award Application

Information which is entered into the My Profile section and the Application section will be
used to generate your application in HTML format. Once these sections are completed the
information populates automatically and directly into the Award Application page.

Each Application (Traditional A, Traditional B or Enhanced) must contain an attached Proposal
(Project Description). Enhanced Awards will require a separate Detailed Budget Justification (1
page). The cumulative size of all attached files to an application cannot exceed 2 MB !
Attached files must be formatted as either .PDF (Adobe) or .DOC (Word). The Traditional A
Application Proposal (Project Description) is limited to three (3) pages. The limit is five (5) for
Traditional B and Enhanced Applications. Regardless of selected award type, all references must
be included within the limit of the Proposal (Project Description).

To access the PSC-CUNY Grants Proposal System, please direct your browser to:
https://www.rfcuny.org/gp/welcome.aspx

Before accessing the Grants Proposal System, please familiarize yourself with the PSC-CUNY
Research Award Program Guidelines:
http://www.rfcuny.org/rfwebsite/research/content.aspx?catiD=1200

It is recommended that all information be read and understood however special attention should
be paid to the following areas:

Eligibility Criteria: http://www.rfcuny.org/rfwebsite/research/content.aspx?catiD=2940

Application Preparation: http://www.rfcuny.org/rfwebsite/research/content.aspx?catiD=3030

Review Panels: http://www.rfcuny.org/rfwebsite/research/content.aspx?catlD=2970
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Creating a New User Account

In order to access the Grants Proposal System, all users must create an account to establish their
identity.
PSC-CUNY Grants Proposal System:
https://www.rfcuny.org/gp/welcome.aspx

o welcome
I
- —
- SIGH-IN
- . User o 22 o)
Grants Proposal .o
e
Suggestions for the New Cycle -
Grant Progral Supported by this System
Sty s e . ns for the PEC U
e h Avvard Program. Wwe will notify your college's Grants Office when the system
B e o et A e e

To begin, click the Create an Account link located on the system log-in page.

Ri-g welcome

ECeessw - = ]

Your password must contain atleastone
Userlo numerical character and is case sensitive

CREATE ACCOUNT CANCEL

Complete all fields on this screen and click Create Account. Selecting Cancel will return you to
the system log-in page. User IDs may be up to ten (10) alpha-numeric characters long and once
created cannot be changed. Passwords must be at least five (5) characters long and must contain
at least one number. User IDs are not case-sensitive. Passwords are case-sensitive.

If you attempt to create an ID and receive a notification that the ID already exists,
please contact PSC-CUNY for assistance: PSC_CUNY @rfcuny.org

M welcome

Thank you for creating an account. Please click on the continue button below to begin working with your new account.

CONTINUE

Successful completion will be recognized with a confirmation screen as above.

If you currently have an account from a previous application, please
do not attempt to create another account. If you are unable to locate
your User Information, please contact the Program Administrator
(PSC_CUNY @rfcuny.org) for assistance.
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Updating User Profile

After signing into the system, you will arrive at your home page.

w Tasks = Logged in as: APPLICANT

My Profile = Applications

Sign Out

L&~ Grants Proposal

WELCOME

Here are you current alerts

GRANTS PROPOSAL SYSTEM o ) FIERS (0 RIS EFIBETEESD) (e

USER = wiew vour spolications c
= “ou have no pending taskis).

e PSC-CLINY Research Awward Program
Tradition 2

Suggestions for the New Cycle
= Update vour Profile before submitting an application!

e PSC-CLINY Research Awward Program

» Check for instructions an the right side ofthe page in the application. (Iradition 51
R * PSCCUNY Resesrch Sward Program
Grant Programs Supported by this System (Enhanced]

Currently, this systerm is only available for processing applications for the PSC CLURNY
Research Avvard Program. We will notify vour college's Grants Office when the systemn
becomes availahle for other SURNY grant programs.

Here you are able to view previous applications and check the status of a task or an application.

Please click on the My Profile tab. The My Profile tab will be highlighted in orange when
selected. It contains six (6) sub-tabs (Contact Info, Academic Info, Publications, Research
Awards, My Documents and Security) all of which will provide further navigation of this
section and completion of the Application.

mAiA e TAitial =
Last Mame s
Choose Cil= | jua file chosen
Street Address 1 Attach Image

Sty
) Aftach = photo of yourself for & more
SlalesProndnce Boremnal Breds

Postal Code

It is very important to choose the Save Profile option each time,
before proceeding to the next page or section.
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To begin, select My Profile along the top menu.

Contact _Info: Please complete the Contact Info portion with the most current

information and select Save Profile.

Academic Information: This section allows a user to enter their academic information

and educational qualifications.

<ontact Info

Institution

Rank

Education

Add Mews

= My ofile
Academic Info Publications  Researc r = Securi
= e e

My Academic Information: Under this subsection, the user is prompted to indicate
their Institution (college of employment), Rank and Tenure Status. Select your
Institution and Rank from the dropdown menu while checking the Tenure box if
applicable. An uncheck box will denote untenured faculty.

Logged in as: APPLICANT

wour Institution refers to your horme college
wau Fust Tl iR this information before you
submit an application for most grant
competitions

Academic Information

Click SAVE FROFILE to save the
infarmation to your Profile

Institution Degree rear Field o

. : :
— Educational Information
e R = Bl | I

S

’ SAVE PROFlL\ |

Education

Institution Degree Year Field of Study

[ €Zave Entry Dancel [CUNY Ph.D
SAVE PROFILE PREVIOUS J NEXT | CANCEL J

N

Education: This subsection is where you will list your background education
information. Click on Add New under Education to input information for each
institution. Select Save Entry to continue or Cancel to delete the entry. You may
either add additional educational institutions by selecting Add New or complete
this section by clicking Save Profile.

To edit an entry, click Edit. When the necessary changes have been made, click the Update
button to log the change. To discard your changes, select Cancel.

To delete an entry in this section, click [ at the end of the desired row.

When all information has been successfully inputted and edited, click Save Profile followed by
the Next button.
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Publications: This section will allow you to enter information about material that you
have published. List the works in chronological order with attention paid to the title and
complete publication reference. Please list only those publications which have occurred
in the last five (5) years.

Preface with an asterisk (*) those publications, performances or works
which resulted from PSC-CUNY funding.

Logged in as: APPLICANT

Contact Info Acadernic Infd ications | JResearc

Flease list vour relevant publicati T Merience over the past five years. A curriculum
vitae should not be attached.

s section ples
resu m PEC-CURY 0. Clearky
sState in parernthesis (Resulted from PSC-CLURNY
funding) whenever sppropriste.

SAVE PROFILE | PREVIOUS | NEXT | CAMCEL |

When you have finished entering the information, click Save Profile to save the
information to your profile and then Next to proceed to the following section.

Research Awards: This section will allow you to list previously received or pending
grants and awards.

Please include all grants and awards, internal and external, pending and
awarded, received over the last five (5) years.

My Profile  [EF YIRS = < Tasks [Z] Sign Dut Logged in as: APPLICANT

Contact Info  Acadernic Info  Publication:

Please list your recent research award {up to last 5 years) <3 Ties

In order to save an ertry under the Ressarch
Add Mew b Awvards pleass click SAWE ENTRY after
completing the fislkds.

Click SAYE PROFILE to save the infarmation to
your Profile

SAVE PROFILE | PREVIOUS ] NEXT | CANCELJ

My Profile IEREEYTATLTIN TS v Tasks [E Sign Out Logged in as: APPLICANT
Contact Info Acadernic Info Publications Rezearch h Awards My Documen ts Securi ity
Please list your recent research award {up to last 5 years)
e i Py r—— e

In order to save an entry under the Ressarch
—> Save EntryJancel || Aswards please click S&YE ENTRY after
completing the fields.

Click SAYE PROFILE to save the information to
your Profile

SAVE PROFILE | PREVIOUS | NEXT | CANCEL |

To enter each award, select Add New. Once the information has been entered, click Save Entry.
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My Profile E Applications ¥ Tasks [E Sign Out Logged in as: APPLIGANT
Contact Info Acaderic Info Publications Researd h Awards My Documen ks Security

Please list your recent research award (Up to last 5 years)
Role Period Funding Source Amount
In order to save an entry under the Research
= S Awvards please click SAYE ENTRY after
completing the fields
PI 2007-2010 TESTTITLE TEST SOURCE $0.00 Click SAYE PROFILE to save the information to
vour Profile

SAVE PROFILE | PREVIOUS | NEXT | CANCEL |

To delete an entry in this section, click & at the end of the desire row. To change information
for a particular entry, click Edit.

My Profile [ER T RTINS ¥ Tasks [E Sign Out Lagged in as: APPLICANT

Contact Infa

Academic Info  Publications  Reszearch h Awards = 2curi

Please listyour recent research avard (up to last 5 years)
Role Period Title Funding Source Amount

In arder ta save an entry under the Research

§  Awards pleace click SAVE ENTRY after
completing the fields.

®Cancel Pl 2007-2009 TEST TITLE TEST SOURCE 0.00

PREVIOUS | NEXT. CANCEL

Click SAVE PROFILE to save the information to
your Profile

Apply the changes and click Update. To reject a change, click Cancel.

When all awards have been entered, click the Save Profile button to save your progress followed
by Next.

My Documents: This section will allow you to store documents to your profile which
you may want to attach to an application.

THIS SECTION IS NOT REQUIRED TO SUBMIT AN APPLICATION.

The system will allow each user to upload documents totaling 2 MB in size.

My Profile @ Applications w Tasks = Sign Out Logged in as: APPLICANT

Contact Info Acadermic Info Publications Research Awards My Docurnents Security

Click the BT Bmegn and select a file. Click on 2750 BNQ upload the file. <3 TIPS

Fite: (( Choose File | o fle chosen EREEIRIE You are using 0% of your 2MB Limit |
You may save files here in My Documents for
personal use within the Grants Proposal system.

The files saved here are NOT automatically
UPDATE CHANGES | PREVIOUS | MEXT | attached to your application!

Begin by clicking the Choose File box. This command will open a secondary window so
that you may locate the desired file on your computer. Once the file is selected, click the
Attach File box.
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My Profile Logged in as: APPLICANT

Contact Info Pub

Academic Info

¥ Ties

File successfully attached
“ou may save files here in My Documerts for

File: | Choose File | Mo file chosen Attach Fils| You are using 1% of your 2MB Limit
personal use within the Grants Proposal system

i The files saved here are NOT automatically
Eile Name "I:'Iie S Public - Delete Cur::v;;t ko attached to your application!

PSC- Microsoft Download
| n Eile o} Corvert

CUNY_Research_Award_Program.doc Word

UPDATE CHANGES PREVIOUS
e —

When the document has been uploaded, you can choose to make it “‘public’ by clicking
the Public check box.

Public documents may be viewed by the entire user community with the Grants Proposal
System. Private documents are only visible to the owner. All documents can only be
edited or deleted by the owner.

To attach additional documents, select Choose File and repeat the steps above. When all
documents have been attached, click Update Changes to save the documents to your
Profile.

Security: This section allows you to change your password and make your profile

My Profile Applications Tasks Sign Dut Logged in as: APPLICANT
Contackt Info  Academic Info  Publications  Researd h Awards My Documnen k= | Security
§ cuvceron

rour passwoard must contain at least one
numerical character and is case sensitive.

Mew Password:
Confirm Password: . Ifyvou make your Profile private, it will not he
"searchable" by other users who may

potentially wish to collaborate with you.
[l mdke My Profile Searchable
PROFILE | PREVIOUS

To change your password, click on the Security tab. Enter the new password in the New
Password field and confirm the selection by reentering the password in the Confirm
Password field.

TN

You will also have the option to Make My Profile Searchable. A searchable profile is
public and an unsearchable profile is private.

To save any changes, click on Save Profile.
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Creating Applications

General Application Procedure:

When you have completed the My Profile section, return to your home page by selecting
the Home tab.

My Profile =l Applications v  Tasks E Sign Out Logged in as: APPLICANT

@ Grants Proposal
WELCOME

Here are you current alerts

GRANTS PROPOSAL SYSTEM o AR (D SR RIS )
USER

= Wiew your applicstions
= You have no pending task(s)

e —
| B RELATED LINKS

—EEEE——
Suggestions for the New Cycle * PSC-CLINY Research Sward Program

(Tradition &7
* Update your Profile hefare submitting an application!

. . . . . . . * PESC-CUNY Research Avard Program
s Check forinstructions on the right side ofthe page in the application. [Tradition 51

. + PSC_CUNY Research Avward Program
Grant Programs Supported by this System (Enhanced]

Currently, this systern is only available for processing applications for the PSC CUNY
Research Award Prograr. We will notity your college's Grants Office when the system
becomes available for other CURNY grant programs.

Through the Home tab, you are able to select one of the three available application types
in the Related Links box.

Applications

¥ Tasks = Sign Out Logged in as: APPLICANT

To start, please enter the Program ID of the program you
would like to apply for:

TRADA-42: PSC-CUNY Research Awards (Traditional A) L]
MY Research Awards (Traditional A)
-42: PSC-CUNY Research Awards (Traditional B)
EMHC-42: PSC-CUNY Research Awards (Enhanced)

Alternatively, by navigating to the Applications tab, you are also able to select your
application type. First select Create (upper left) and then choose the application from the

dropdown menu, followed by Continue (which is hidden in the above figure behind the
menu).

Before making your selection, please review the eligibility criteria and all measures of the
PSC-CUNY Guidelines to determine which award best suits your needs.

PSC-CUNY Guidelines:
http://www.rfcuny.org/rfwebsite/research/content.aspx?catlD=1200

10
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Once you have selected the appropriate award type, you will arrive at a screen containing
further details about the award.

About: This tab allows you to view a general purpose statement for the PSC-CUNY
Research Award Program.

Details: This tab shows a breakdown of budget limitations and participating institutions.

Program Administrators: Under this tab, you will find the contact information for the
administrators of the PSC-CUNY Research Award Program.

Logged in as: APPLICANT

prm
Both the estaklished and the younger scholar Awards are distributed oy the Lniversity ©
L and by the Foundation of CURY. Preference is given to Junior faculty in the allocation of funds

Create MNew: @&

(Create from B tion: ¥ou curren tly do not have any previously submitted applications

CREATE APFLICATION

When you have finished reviewing the material and are ready to begin the application,
click Create Application. You will be directed to the Application tab and its first sub-
section, General.

On this page, you will be required to complete all fields. After entering your project
Title, select the Panel and Discipline (these fields will direct your application to the
appropriate review panel after successful submission). In the text box provided, include a
Brief Abstract of your project.

In most instances, typing the Brief Abstract in a word processing application is easier than using
the text box. Simply copy/paste the information into the text box. Please note that the maximum
number of characters (spaces included) is 1100.

Fanel Acl Hislury, wisual Arls, Cornrnunication Aurls & Scienses

iscipline Art History

Brief This texthox can only accommodate 1100 characters (roughly 150 word s)
Apstract

Supple tary Materials ro

List of Supplementary Material

Department ACANERMIC ANISERMERNTASII LS

save NEXT

11
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If you plan to use Human Subjects or Animal Subjects, select the appropriate option
from the dropdown menus. All applications that select Human Subject Use and/or
Animal Subject Use will be required to obtain protocol approval from the IRB
(Institutional Review Board) and/or IACUC (Institutional Animal Care and Use
Committee), respectively. If you are unsure if your project qualifies, please consult the
IRB and/or IACUC at your campus.

For those individuals applying to the creative, visual and performing arts fields, you may
submit Supplementary Materials, such as slides and CDs. Said materials may be sent
to:
PSC-CUNY Research Award Program
The Research Foundation of CUNY
230 West 41° Street, Seventh Floor
New York, New York 10036

Finally, complete the Department field by selecting the department which best describes
your project.

When all fields are completed, click Save to save current information. This being the first
time that the application has been saved, selecting Save will generate an application
number which is displayed on the confirmation screen following.

%  Home W MyProfile [ Applications ¥  Tasks Logged in as: APPLICANT

PSC-CUNY Research Awards (Traditional B)

ccccc

Application Mumber. TRADB-42-425 Created successfullyl

CONTINUE

Click Continue to return to the General sub-section and then click Next to proceed.

12
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Each time that you Save the application, a successful attempt will display a confirmation screen
with the option to Continue. If you do not see this screen, the application has not been saved.

CLOSE

To close your application, click the button. You will be routed to the Saved
Applications page. To log out of the system click Sign Out.

# Home

lﬁ' My Profile v  Tasks [zl Sign Out Logged in as: APPLICANT

Applications

Create  Open Saved Applications
( Saved Applications’
TRADE-42-425 TEST APPLICATION Unsubmitted

To access the application after signing out of the system, login, and click the ‘Click
Here’ link under the Alerts box associated with your pending application. You will be
directed to the screen above, from which you will be able to select and open your
application from the Saved Applications list.

Addition of Collaborators:

Under the Applicants tab you are able to add additional applicants. To assign a
Collaborator (or Co-Pl) click Add Collaborator.

SYSTEM USER, SRANTS
PROPOSAL

Next, enter the User ID of the individual which will collaborate. If you do not
know the User ID, you may search by clicking on the at the end of the
textbox. When you have located the desired Collaborator, select Save Entry.

PSC-CUNY Research Awards (Traditional B): TRADB-42-425

Applicant(s)

= ™ am | 1]
ancel |

SYSTEM USER, View
APPLICANT GRANTS PROPOSAL Details

savE PREVIOUS NEXT

13
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All individuals listed as Collaborator will be Co-Principal Investigators. All Co-
Principal Investigators must be full-time, permanent members of the CUNY
faculty. Appling as a Co-Principal Investigator prohibits and disqualifies any
individual for applying for an additional award as either Principal Investigator or
Co-Principal Investigator during the same award cycle.

To save any changes, click Save. To continue the application, click Next.

Application Budget:

For all types of awards itemized budget totals and supporting justifications are required.
Failure to properly justify the relation of an item by direct correlation to the function and
success of the project will negatively influence funding decisions. For Enhanced
Awards, an additional detailed budget attachment is required (see Attaching Documents).

To add a budget line item, click Add Item. A subsequent box will appear below and allow
the applicant to enter the desired funding and provide a justification for the items. Utmost
specificity is preferred with regard to cost, function, quantity and rational when compared

to similar market items.

Research Staff

The University Committee on Researc ards assul
to employ CUNY students. Prior approval of the i
studen ant and jus

nvestigator may not hire another full-time faculty member as a research

ire a member of his/her immediate famil

Acceptable range from $0.00 1o $5.462.00 e

Type in the requested amount § / Reo UeSted Amou nt

Automatic Additional Calculations

Descri ption Fringe Benefit
Additinnal Calmulatinn 9.50% nf the amnnnt reguested will he addard
Additional Amount is $ 0.00

c Additional Calculations Two

MTA Payroll Tax

itional Calculation Two  0.34% of the amount requested wi B d t J t'f' t'
Additional Amount is 4 0.00 u ge us I ICa. |0n

Justification Comrments

14
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When you have sufficiently justified and explained the desired budget item, select Save
Budget Item to save changes. To add additional budget items repeat the aforementioned
steps. Once all items have been listed and accounted, click Save. To continue, select
Next.

Attaching Documents:

The Project Description section of the application allows you to attach necessary
supporting documentation. Each application (Traditional A [3 page max.], Traditional
B [5 page max.] or Enhanced [5 page max.]) cannot be submitted as complete unless a
Project Description has been attached. In addition to a Project Description, the
Enhanced Award requires an attached Detailed Budget Justification at a limit of one

(1) page.

To upload an existing file from your computer, select Choose File. You will then be
prompted to select the file from its location on your computer. Next, select the type of
attachment from the dropdown menu. Primarily, you will select Project Description.

When applying for an Enhanced Award, you will
also need to upload a Detailed Budget Justification.

PSC-CUNY Research Awards (Enhanced): ENHC-42-72

fy what type of document yo!
ing.

2) Sp. u =
Project Description = Attach Filg

Detailed Budget Justification
d

= oose File ] No fff chosen
Appendices
e a A
a <)

o
File Type | submitted by Submitted on sizecke) ||

save PREVIOUS

When the desired file has been located and you have specified which type of document
the attachment is, click Attach File.

PSC-CUNY Research Awards (Enhanced): ENHC-42-72

1) Select a File From (Please choose an optian) 2) Specify whattype of documentyou 3) Atach

@ B [Chossefiie] no i chosen

or

escription [ ] Adtach File)

To upload a file that has been saved to the My Documents section of your My Profile
section, select the My Documents option and select the document from the dropdown list.

15
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Successful attachment of the document will be displayed in the Attachments section. To
attach additional documents repeat the steps aforementioned. To delete an entry, click x|
at the end of the desire row.

When all selections and changes have been made, click Save to retain the changes.

Click the View Abstract to view your application. The application will appear in a
new HTML window. This is as your application will appear based on your current
progress. If you notice that areas are incomplete, take the time to complete these
lapses before submitting. Please review carefully.

Submitting and Conditions of Award Acceptance:

After you have completed all sections of the application and it has been reviewed to your
satisfaction, click on the Submit button.

‘ uuuuu ——— sAus ( SSSSSS ) CCCCC ‘

You will be direct to the statement which relates the Conditions of Award Acceptance.
Please read through the material carefully.

Please read the statement below regarding your submission.

ACK TO APPLICATION

ne
CoLAITTEE N LABGRATERY ANIMAL CARE, A% NECESEARY.
ree to the terms and canditions ofthis stat
SUBRIT APPLIC
.

When you have satisfactorily read the Conditions of Award Acceptance, check the ‘I
Agree to the terms and conditions of this statement’ box and then click Submit
Application.

A confirmation screen will confirm that your application has been submitted to your
Grants Officer. Within a few moments you will also receive an email confirming your
submission.

16
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Common Submission Errors and Issues:

1. Please make sure that you have selected your college. Click the View Abstract button
to view the current application. If in the area at the top of the form, the section for
College is blank, please close the application (click Close button). Select the My
Profile tab, then Academic Info. Enter the required information and click the Save
Profile button to save changes. Please see pages 11 through 16 for instructions on
how to resubmit the application from this point.

2. Make sure that the cumulative size of all attachments does not exceed 2 MB.
3. When attaching documents to your application, it must not be open on your computer.

4. All attachments must be in either .PDF (Adobe) or .DOC (MS Word 1997-2003).
The .DOCX extension is not supported by this system.

5. The number of characters (including spaces) in the Brief Abstract text box cannot
exceed 1100.

6. If your requested budget amount is at the maximum (Traditional A = $3,500.00,
Traditional B = $6,000.00, Enhanced = $12,000.00) and an error message is
generated, this is due to a precision error. Please reduce the requested amount by one
penny ($0.01), Save and then Submit.

Please direct any additional questions and/or further concerns regarding the
PSC-CUNY Grants Proposal System to the Project Administrator:
PSC_CUNY @rfcuny.org

17




