
Proposals for external funding should be submitted to ORSP for review and endorsement a minimum of five 

working days in advance of the deadline. The following minimum requirements also apply to sub-contract 

proposals:   

 

Five (5) business days prior to sponsor deadline, PI will provide to ORSP: 

 Internal preliminary cost estimate or budget 

 Final external budget from collaborators, if applicable 

 Project summary 

 Sponsor announcement or RFP and any required forms 

 Any sponsor terms and conditions, if available 

 Cost sharing details and approvals, if applicable 

 

Three (3) business days prior to sponsor deadline, PI must provide to ORSP the completed proposal 

package, including: 

 Final budget 

 Final copy of proposal text, including all appendices 

 All final materials from collaborators 

  

Although ORSP will always do our best to get every proposal submitted by the sponsor's deadline, a PI is taking 

chances when the proposal reaches ORSP later than the deadlines specified above. ORSP cannot be held 

responsible for submitting a proposal to the sponsor on time if a proposal does not meet these internal deadlines. 

  

Beyond risking a missed sponsor deadline, proposals that miss the internal ORSP deadline interrupt the 

submission of proposals that have arrived on time. Late submissions threaten not only the PI’s own proposal but 

also the proposals of colleagues. Accordingly, ORSP gives priority to those proposals that have been submitted 

on time.  

 

ORSP can provide a valuable service in reviewing proposals. A proposal can be returned without sponsor 

consideration if a requirement was ignored (e.g., if the PI missed a required section). Even carefully prepared 

applications may contain budgetary errors or make unapproved commitments that would preclude UNF’s 

acceptance of an award. It takes time to review a proposal in its entirety, including completing forms and 

preparing budgets, so getting your proposal to ORSP by the internal deadlines and working with the RD staff to 

avoid administrative compliance issues will ensure the submission of compelling and competitive proposals.  

 

Please contact ORSP with any questions or concerns via e-mail or (904) 620-2455. 

 

In developing these guidelines, ORSP gathered helpful insights from other universities and especially 

acknowledges Rensselaer Polytechnic Institute for its approach, some of which is replicated here. 
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