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	PI ________________________________        PI Signature _____________________________________

OSP ______________________________        OSP Signature _____________________________________

Funder ____________________________       Due Date of Final Support Documents _________________________

Sponsor Deadline ___________________        Due Date of Final Narrative                   _________________________



	       Timeline
	Principal Investigator
	Office of Sponsored Projects
	Date

	4 to 6 months before deadline
	Notify Office of Sponsored Projects (OSP) about intent to apply to funding opportunity. Email osp@liu.edu 
	1. Add proposal to list of planned submissions that is e-mailed weekly to senior leadership. Include funding opportunity number.
2. Review funding agency submission criteria (e.g., funding agency Request for Proposal (RFP) guidelines.
	

	A minimum of 30 days before deadline
	1.Meet with Budget Review Team to develop/review budget.
2. Meet with Technical Review Team for intellectual merit and broader contribution.
3. Meet with Editorial Review team.
4. Meet with IT for IT infrastructure requirements (if applicable).
5. PI identifies all collaborators and consultants and notifies them of the time- line for completion.
6. If applicable, submit IRB or IACUC protocol for review in OSP Portal for human/animal subjects research associated with proposal.
	1. PI together with OSP and Finance develops budget to align with approved budget format.

2. Alert PI of any special requirements in RFP.
3. Begin to complete administrative forms.

4. Assist PI with collecting required materials from collaborators.
5. Discuss special submission issues with PI.
	

	A minimum of 10 days before deadline
	1. Obtain necessary approvals for any deviations from standard process (e.g., cost sharing, reduced indirect).

2. If applicable, provide e-mail confirmation from Program Director or Chair, and Dean; and if necessary, Finance and HR for course release approval.

3. Submit Grant Proposal Routing Form in OSP Portal .
	1. Confirm that all key personnel have appropriate submission portal profiles.
2. Set submission portal application.
3. If applicable: Should grant proposal become a funded award, notify PI to route associated grant-funded job positions through HR Portal https://jobs.liu.edu/request.html#/login.
	

	A minimum of 7 Working days before deadline
	Provide OSP with final approved budget; budget justification; CV's; Bio sketches (if applicable).
	1. Compile and upload proposal to submission portal so administratively complete.

2. Review and correct errors as needed.

	

	A minimum of 5 Working days before deadline
	1. Respond to feedback provided by OSP and provide any additional materials needed.

2. Submit final version of Project Description/Narrative, and Project Summary.
3. Correct any issues identified by OSP.
	Provide feedback to PI on any missing pieces or technical and/or editorial issues.
	

	A minimum of 2 Working days before deadline
	
	Submit proposal.
	

	WORKDAY IS DEFINED AS M-F 9:00-5:00 EXCLUDING HOLIDAYS.

	After Submission
	1. Office of Sponsored Programs emails the PI with confirmation of submission.

2. PI or designee reviews submitted proposal and submits via email to OSP (if applicable). 

3. OSP and Principal Investigator work together with potential funder to correct any outstanding submission issues (Errors) and/or re-submits proposal (if applicable).  
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