General Timeline Tips
This list is tailored for managing large, complex proposals. This template synthesizes best practices and is designed to be adaptable across various funders—federal, foundation, non-profit, and industry—and can be customized based on specific sponsor requirements or institutional workflows. This checklist is a general guide. Specific timelines and requirements may vary based on the sponsor and institutional policies. Always consult with your research administration office for tailored guidance.

6-12 Months Before Deadline
· Identify Funding Opportunity
· Review solicitations (RFP, FOA, NOFO) thoroughly.
· Confirm eligibility and alignment with institutional priorities.
· Engage Stakeholders
· Notify department chairs, deans, and research administration of intent to submit.
· Initiate contact with potential collaborators and subawardees.
· Preliminary Planning
· Schedule a kickoff meeting with the research development team.
· Develop a high-level project outline and objectives.
· Compliance and Training
· Ensure all team members have up-to-date certifications (e.g., CITI training).

· Begin IRB/IACUC protocols if human or animal subjects are involved.

· Start early on any agency-specific compliance requirements. For example, DOE requires security training to be completed at least 12 months prior to proposal submission—some requirements may take significant lead time.
3-6 Months Before Deadline
· Project Development
· Define specific aims, research strategy, and methodologies.
· Assign roles and responsibilities among team members.
· Budget Planning
· Draft preliminary budget and justification.
· Identify cost-sharing or matching fund requirements.

2-3 Months Before Deadline
· Document Preparation
· Compile biosketches, current and pending support, and facilities/resources documents.
· Request letters of support or collaboration.
· Internal Review
· Submit draft proposal components for internal peer review.
· Incorporate feedback and revise accordingly.
· Administrative Coordination
· Coordinate with subaward institutions to gather necessary documents.
· Begin routing internal approval forms as per institutional policies.
1 Month Before Deadline
· Finalize Proposal Components
· Complete all narrative sections, ensuring alignment with sponsor guidelines.
· Finalize budget and justification with institutional grants office.
· Compliance Checks
· Verify all compliance documents are in place.
· Confirm all institutional approvals have been obtained.
2 Weeks Before Deadline
· Submission Preparation
· Upload all components into the sponsor's submission portal.
· Conduct a thorough review for formatting, page limits, and required attachments.
· Final Review
· Share the complete proposal package with the research administration office for final review.
1 Week Before Deadline
· Address Feedback
· Respond to any comments or required changes from the research administration office.
· Ensure all final materials are submitted to RSP at least 5 business days prior to the sponsor deadline, in accordance with UW–Madison policy.

