Proposal Submission Timeline


PI:   
                        Sponsor:
                            Sponsor Due Date:                    F&A Rate:
	Activity
	Contact
	Target date prior to due date
	Date

	Identify potential funding (PA, RFA, etc)
	Katherine Durben/ORSP
	4 months prior 
	

	Set-up submission timeline 
	BobTopp
	4 months prior
	

	Single page specific aims

· introduction

· significance

· potential impact

· purpose

· hypothesis

· research questions
· design/interventions/outcomes
	Bob Topp
	4 months prior
	

	Begin completing ORSP checklist 
	Katherine Durben/ORSP
	4 months prior
	

	PreAward Contact with program officer
	Program officer or grant agency official
	4 months prior
	

	· Assemble team

· Access key resources (subject, data collection, etc)
	- PI

- Team, Bob Topp   

  and ORSP
	3.5 months prior 
	

	1st Rough draft (id all sections)

· specific aims

· R of L

· theoretical framework

· methods

· budget, effort and personnel

· biosketches

· letters of support/agreement

· references

· appendices 

· application form pages
	- PI & Team
- Bob Topp
- Katherine Durben/ORSP

	3 months prior 
	

	Budget 1st draft (on Excel worksheet)

· personnel

· equipment

· supplies, consultant

· travel 

· patient care

· sub award agreements

· F&A
	Bob Topp/ ORSP (Barb or Judy)
	2 months prior 
	

	1st Completed draft for Internal Review
	Bob Topp/other faculty as needed
	2 months prior 
	

	PI/team Responses to Internal Review
	Bob Topp
	6 weeks prior 
	

	2nd draft (all sections completed) for  external review
	Bob Topp/external reviewer
	6 weeks prior 
	

	PI/team Responses to external review 
	Bob Topp
	4 weeks prior 
	

	Final budget check 
	Katherine Durben/ORSP
	6 weeks prior 
	

	Route Proposal Registration (PR) forms A & B and “complete draft”for signatures
	Pengpeng/Katherine Durben/ORSP
	2 weeks prior 
	

	CoN review and signatures
	Bob Topp – reads & reviews
Dean Callahan – signs for CoN
	10 business days prior
	

	Entire proposal uploaded to NIH Commons 
Final proposal reviewed  and approved by PI at ORSP
	Katherine Durben/ORSP
	5 business days prior 
	

	Proposal submitted to NIH Commons
	Katherine Durben/ORSP
	
	

	DUE TO SPONSOR
	
	DUE DATE

	


With MUCN acting as a SubContract
	Activity
	Contact
	Target date prior to due date
	Date

	Discuss potential collaboration with MU as a subcontract
	Bob Topp

Katherine Durben/ORSP
Margaret Callahan
	3 months prior
	

	Identify MU resources necessary to engage in the subcontract
	Bob Topp
	2.5 months prior 
	

	Subcontract Budget 1st draft (on Excel worksheet)

· personnel

· equipment

· supplies, consultant

· travel 

· patient care

· sub award agreements

· F&A
	Bob Topp/ ORSP (Barb or Judy)
	2 months prior 
	

	Compose “Scope of Work” statement for subcontract
	Bob Topp

Katherine Durben/ORSP

	2 months prior
	

	Final budget check 
	Katherine Durben/ORSP
	6 weeks prior 
	

	Internal review of entire final proposal
	Bob Topp
	6 weeks prior
	

	Route Proposal Registration (PR) forms A & B and “complete draft” for signatures
	Pengpeng/Katherine Durben/ORSP
	2 weeks prior 
	

	CoN review and signatures
	Bob Topp – reads & reviews

Dean Callahan – signs for CoN
	10 business days prior
	

	Obtain MU subcontract letter of intent to include in proposal
	Katherine Durben/ORSP
	5 business days prior 
	

	DUE TO SPONSOR
	
	DUE DATE

	


