ADR-OSP Faculty Affiliate Proposal Submission 
Checklist and Timeline

Principal Investigator:





Deadline for Submission:
	Task
	Time before Deadline
	Due Date

	Discuss peer review process and timeline with OSP
	3 months before
	

	Meet with OSP Program Coordinator re:

· checklist and timeline

· guidelines for CU IRB process

· RASCAL PropTrak/Conflict of Interest Disclosure
	4 weeks before
	

	Meet with OSP Assistant Director  re:

· subcontract requirements (if necessary)

· new human subjects requirements (section E of NIH forms)

· budget (including subcontracts if necessary)
	4 weeks before 
	

	Submit OSP forms, initial documents for formatting:

· OSP worksheets (Funding Proposal Data sheet, budget worksheet)
· bio sketches (electronically if possible)
	3 weeks before
	

	Meet with peer review team for final feedback on research plan
	3 weeks before
	

	Submit final administrative pieces of proposal:

· abstract

· budget figures (for face page, etc.)

· budget justification narrative

· resources

· targeted enrollment form

· letters of support

· human subjects letter, certificates

· appendices

· subcontracts
	2 weeks before
	

	Submit final pieces of proposal to OSP:

· finalized research plan with citations

· section E – human subjects

· RASCAL PropTrak draft
	4 days before

(NB: “days” refers to business days)
	

	OSP puts proposal together and makes changes as necessary, returns to PI for duplication
	4 days before
	

	Submit final proposal, signed PropTrak
	3 days before
	

	OSP submits proposal to OPG at Columbia 
	3 days before
	

	OPG submits proposal to funding agency
	1-2 days before
	

	Meet with OSP to evaluate proposal development process
	2 weeks after
	

	Submit human subjects application to CU IRB (w/ ADR approval)

OR:  Meet with OSP to review summary statement, discuss implementation/ resubmission
	As scores become available
	


Proposals not submitted in advance will be processed on a case-by-case basis. We cannot guarantee the accuracy of any late proposals.

OSP- Office of Sponsored Projects (CUSSW)   OPG-Office of Projects and Grants (CU) 
ADR-Associate Dean for Research

