Proposal Submission Timeline

This timeline is intended to serve as a guide for faculty, staff and graduate students working on proposals to facilitate effective proposal development and to eliminate potential problems. Allowing more than 90 days for locating program funding and/or developing a proposal concept is often beneficial.

	Working Days to Deadline
	Proposed Action

	Now-90 days
	Contact ORSPA Site Officer for assistance.

	30-90 days
	Review program announcement, guidelines and instructions.
Prepare outline and/or first draft of research/program plan.
Contact human subjects coordinator.
Coordinate with participating organizations/institutions.
Discuss effort, cost share, and matching funds with chair/division director.

	25-30 days
	Meet with ORSPA Site Officer for consultation and coordination of proposal.
Discuss cost estimating process for the proposed project.

	20-25 days
	Prepare preliminary budget.
Share draft of proposal with colleagues/research committee.

	15-20 days
	Submit draft of budget and justification, narrative, and sponsor forms to ORSPA Site Officer for review to ensure compliance with university and sponsor requirements.

	5-15 days
	Respond to questions by ORSPA Site Officer, make necessary changes, and prepare final copy of proposal.
Route complete proposal to division director and research dean for approval. Proposal Routing and Approval Form

	2-5 days
	ORSPA Site Officer conducts final review and arranges for mailing of proposal to sponsor.


