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Recommended Schedule for Preparing & Submitting a Proposal:
	Common Elements of a Proposal
	Process (Responsibility) – PI, Research Development
	Process (Responsibility)   TEC Financial Analyst
	Recommended Schedule (to meet SPA Deadline of 5 business days prior to agency deadline for standard proposal and 7 business days prior to agency deadline for non-standard proposal)

	Call for Proposal
	- Read sponsor guidelines to identify proposal requirements and restrictions.
- Use the TEC proposal in-take system to submit request. 

	- Read sponsor guidelines to identify proposal requirements and restrictions.
- Prepare a draft budget based on PI in-take entry.
- Reach out to PI if there are any questions.
	As soon as it is determined a proposal will be submitted or no later than two (2) business weeks prior to SPA deadlines.  

	Subcontract 
Subrecipient Commitment Form, Subrecipient v. Contractor Determination Form, Commitment Letter (if applicable), statement of work, budget & justification, and any other required proposal elements.
	- Coordinate with subcontract PI on proposal, statement of work, budget, budget justification, and signed commitment letter from other institution.  
- Provide contact information for the staff in subcontract institutions. 
 
	- Provide assistance with obtaining signatures on subrecipient commitment form 

- Coordinate with Subaward institutions for proposal package.

- Upload final package in Kuali Research (KR). 
	One (1) business week prior to SPA deadline for non-standard proposals.


	Common Elements of a Proposal
	Process (Responsibility) – PI, Research Development
	Process (Responsibility)   TEC Financial Analyst
	Recommended Schedule (to meet SPA Deadline of 5 business days prior to agency deadline for standard proposal and 7 business days prior to agency deadline for non-standard proposal)

	Budget Detail & Budget Justification
	- Identify budget targets and specific project needs.
- Finalize budget detail.  Allow time for 2-3 drafts. 

- Review and provide input to finalize budget justification. 
	- Provide budget worksheet to PI as resource for presenting budget.
 - Develop draft budget detail and collaborate with PI to finalize.  

- Develop draft budget justification. 


	Budget drafts to be started as soon as it is determined a proposal will be submitted.  No later than one (1) business week prior to SPA deadline.  
The budget should be final at least three (3) business days prior to SPA deadline.  
*Budget changes will not be accepted after the proposal is routed through KR.

	Other Attachments 
(if applicable):
Cost Share, Consultant Commitment Letter(s); Letters of Support, Collaboration and/or Commitment.
	-Initiate requests.  Coordinate as needed on campus to secure the necessary letters or documents.

	-Upload necessary documents in KR. 
	At least two (2) business weeks prior to SPA non-standard deadline.


	Common Elements of a Proposal
	Process (Responsibility) – PI, Research Development
	Process (Responsibility)   TEC Financial Analyst
	Recommended Schedule (to meet SPA Deadline of 5 business days prior to agency deadline for standard proposal and 7 business days prior to agency deadline for non-standard proposal)

	Other Support - Current Awards & Pending Proposals
(project sponsor, title, period, total cost, & % effort by PI) .
	- Update all information once TEC analyst submits draft document

- Obtain information from other campus units as needed.

	- Prepare a draft of current and pending utilizing submission history as soon as budget is finalized.
	At least three (3) business days before SPA deadline.



	Biographical Sketch for key personnel.
	- Update biosketch as necessary.
-Upload documents in appropriate proposal application file (ie Fastlane, grants.gov or other) or delegate to TEC analyst.
	-Upload documents in appropriate proposal application file (ie Fastlane, grants.gov or other) if delegated task.
	One (1) week prior to SPA deadline.

	Facilities document  for applicable sponsor.
	- Update facilities document as necessary.
-Upload documents in appropriate proposal application file (ie Fastlane, grants.gov or other) or delegate to TEC analyst.
	-Upload documents in appropriate proposal application file (ie Fastlane, grants.gov or other) if delegated task.
	One (1) week prior to SPA deadline.

	Financial Disclosure / Conflict of Interest Form(s)
(if applicable)
	- Submit completed and signed form once analyst determines the appropriate forms to use for the proposal or complete annual COI online.

	- Provide applicable conflict of interest financial disclosure form to PI for signature 

	As soon as the budget is finalized.
At least three (3) business days prior to SPA deadline.




	Common Elements of a Proposal
	Process (Responsibility) – PI, Research Development
	Process (Responsibility)   TEC Financial Analyst
	Recommended Schedule (to meet SPA Deadline of 5 business days prior to agency deadline for standard proposal and 7 business days prior to agency deadline for non-standard proposal)

	Regulatory Committee Approvals: Human Subjects - Institutional Review Board (IRB); or
Animal Care & Use - Institutional Animal Care and Use Committee (IACUC);
Export Controls; Institutional Biosafety (IBC); Human Stem Cell Research Oversight (hSCRO)
	-  Regulatory committee approvals/pending approvals are required at the time of proposal. 
- Provide answers to TEC analyst for KR compliance questions
	-  Answer KR compliance questions as provided by the PI. 
	Required document for submission to SPA by published lead times.  The proposal can be submitted if committee approvals are pending.

	Scope of work, Project Summary and Description

(Technical Sections of the proposal)


	·  Send or upload draft documents of the scope of work, project summary and/or description as required by the sponsor.
·  PI responsible for all required components of a proposal per the solicitation.  
	-Upload documents in appropriate proposal application file (ie Fastlane, grants.gov or other) if delegated task.

	One (1) week prior to SPA deadline.

	Kuali Research (KR)
	- Certify Kuali Research submission (PI) by approving online.  

	- Initiate and prepare proposal application in Kuali Research route though work flow
- Monitor KR work flow. 
	Three (3) business days prior to SPA routing deadline.  
As soon as notification received.
Follow up with signing officials.


	Common Elements of a Proposal
	Process (Responsibility) – PI, Research Development
	Process (Responsibility)   TEC Financial Analyst
	Recommended Schedule (to meet SPA Deadline of 5 business days prior to agency deadline for standard proposal and 7 business days prior to agency deadline for non-standard proposal)

	Final Submission
· Electronic

· Paper
	- Notify analyst or Sponsored Project Officer that electronic file is final and ready to be submitted.


	- Coordinate with SPA for final review and submission.  
- Coordinates the mailing of paper submissions or Univ. letters of endorsement.  

*PI responsibility for any postage required for submission.
	The final scope of work/technical section should be submitted to SPA no later than eight (8) business hours before the Sponsor deadline.

Three (3) business days prior to agency deadline or as guidelines direct.
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