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Purpose: To establish procedures and expectations for investigators seeking institutional support for the preparation and submission of externally sponsored funding proposals. These guidelines were informed by established pre-award proposal submission practices used across institutions within higher education research administration¹.
The Office of Research and Sponsored Projects (ORSP) provides pre-award services to support faculty and staff pursuing external funding opportunities. Consistent with Texas A&M University System SAP 15.01.01.L1.02, Preparation, Approval, and Submission of Proposals for Sponsored Agreements, these guidelines establish internal timelines and procedures to facilitate institutional review, approval, and timely proposal submission. Because proposal development and submission require coordination among investigators, departments, institutional officials, sponsors, and, in some cases, collaborating organizations, sufficient advance planning is essential.
Early engagement with ORSP allows adequate time to develop proposal budgets, review administrative and compliance requirements, secure institutional approvals, and ensure adherence to sponsor guidelines and Texas A&M University System policies and procedures. Timely submission of proposal materials also enables ORSP to conduct a thorough administrative review and provide the highest level of support to investigators.
To facilitate efficient proposal development and submission, investigators are expected to follow the 20-5-2 Proposal Submission Timeline outlined below.
1. Initiate Contact with ORSP (20 Business Days)
Investigators intending to submit an external funding proposal must notify ORSP by completing the Notice of Intent (NOI) webform and Unit Review available on the ORSP website. Investigators are encouraged to contact ORSP as soon as they identify a funding opportunity.
The NOI must be submitted at least 20 business days prior to:
a. The sponsor's proposal submission deadline; or
b. The lead institution's internal deadline for proposals involving a subaward to TAMIU.
The fully signed Unit Review must be submitted at least 10 business days before the sponsor's proposal submission deadline. The earlier you complete your Chair’s and Dean’s review, the better positioned your application will be for a successful submission.
Additional Considerations
a. Proposals involving complex budget structures, cost sharing or matching commitments, subawards, multiple collaborators, international partnerships, or other unusual administrative requirements may require additional preparation time. 
b. Limited-submission opportunities that require an internal competition process are governed by separate timelines and procedures.
2. Submit Administrative Components to ORSP (5 Business Days)
During the initial consultation, ORSP may request a brief project summary (one to two pages) and a preliminary budget to facilitate proposal planning and development.
To allow sufficient time for administrative review, investigators must provide the following materials, as applicable, at least 5 business days prior to the sponsor deadline:
a. Budget and Budget Justification
b. Abstract, Project Summary, or Statement of Work
c. Project Narrative or Project Description
d. Approved Waivers or Exception Requests
e. Subrecipient Documentation: e.g., letter of commitment, statement of work, budget, subrecipient commitment forms
f. Biosketches and Supporting Documents
g. Current and Pending (Other) Support Documentation
h. Data Management Plan
i. Facilities, Equipment, and Other Resources
j. Sponsor-Specific Administrative Forms and Certifications
k. Any additional materials required for institutional review and approval
3. Submit Final Proposal Components (2 Business Days)
Provide all proposal components, including the final technical narrative and all required attachments, to ORSP in final form no later than 2 business days before the sponsor or lead institution deadline. Materials received after this deadline may limit ORSP's ability to conduct a comprehensive review and may affect submission priority. Depending on the number of submissions ORSP receives for that submission date or week, not meeting the due date may result in an unsuccessful submission.
4. ORSP's Role in Supporting Proposal Submission Success
a. Proposals received in accordance with the 20-5-2 timeline will receive a comprehensive administrative review for completeness, compliance, and adherence to sponsor and institutional requirements.
b. ORSP will work collaboratively with investigators to address identified administrative issues and facilitate compliance with applicable policies and sponsor requirements.
c. Proposals that meet the 20-5-2 timeline will receive priority processing and review over proposals received with shorter lead times.
d. ORSP will make every reasonable effort to submit proposals by the sponsor's stated deadline; however, timely submission is dependent upon investigators providing complete proposal materials within the established timeline.
5. Late Submissions
When proposal materials are submitted outside the established 20-5-2 timeline, ORSP's ability to provide a full administrative review may be limited. 
In such cases:
a. ORSP will make reasonable efforts to assist with proposal submission based on available time and workload capacity.
b. Proposals received late may be submitted without full compliance or quality review.
c. ORSP cannot guarantee the timely submission of proposals that do not adhere to the established timeline.
d. Investigators assume responsibility for risks associated with late submissions, including the possibility of administrative noncompliance, incomplete review, or missed sponsor deadlines.
e. ORSP requires the PI to submit a late acknowledgment form for late notifications and late submissions of proposal materials.
6. Approvals
Submit all internal forms (including the Unit Review, Space, PI Equipment, and Late Submission, if applicable) to ORSP by the respective due dates, with all authorizations and signatures. 

Appendix A provides additional guidance on investigator, departmental, college, and ORSP responsibilities for internal coordination and proposal routing.
If a proposal is submitted to the sponsor without ORSP review, ORSP may withdraw the application if it is determined to be non-compliant with the System Member rules or guidelines.


Appendix A: 
Roles and Responsibilities for Internal Coordination and Institutional Routing
Purpose 
This appendix provides guidance on the responsibilities of Principal Investigators (PIs), Project Directors (PDs), Department Chairs, Deans, and the Office of Research and Sponsored Projects (ORSP) for developing, reviewing, and routing externally sponsored funding proposals and related documents. It is intended to promote consistent institutional practices, effective communication, and appropriate administrative coordination across the university. 
Internal Coordination and Supervisory Communication 
To support informed institutional decision-making and effective proposal administration, PIs/PDs should consult and discuss proposals with appropriate departmental and college leadership before seeking institutional approval, especially those with budgetary, operational, personnel, space, cost-sharing, workload, or policy implications. 
Responsibilities of Principal Investigators and Project Directors 
PIs and PDs are responsible for: 
• Developing project concepts. 
• Communicating with appropriate supervisory and administrative leadership regarding proposals that may affect departmental, college, or institutional resources. 
• Obtaining applicable unit-level support, review, and approvals before advancing proposals and corresponding documents for institutional consideration. 
• Provide ORSP with accurate and complete proposal information in accordance with institutional timelines, policies, and sponsor requirements. This may also include documents relevant to the supervisor’s approval. 
Responsibilities of Department Chairs and Deans 
Department Chairs and Deans are responsible for: 
• Reviewing proposed sponsored activities that may affect unit operations, personnel effort, facilities, space, workload, cost-sharing commitments, or strategic priorities. 
• Providing guidance to the PI regarding departmental or college resources and commitments associated with proposed projects. 
• Assisting in ensuring that appropriate unit-level review and consultation have occurred before proposals are advanced for institutional approval. 
Responsibilities of the Office of Research and Sponsored Projects 
ORSP is responsible for: 
• Providing pre-award administrative support and guidance to investigators. 
• Assisting with proposal development, budget preparation, compliance review, institutional routing, and sponsor submission. 
• Facilitating institutional review and approval processes in accordance with applicable sponsor requirements and Texas A&M University System policies and procedures. 
*As a central administrative office serving investigators across the institution, ORSP cannot independently verify internal reporting relationships or supervisory communications for every proposal request. Accordingly, ORSP relies on the PIs/PDs and their respective units to ensure appropriate internal coordination, consultation, and approvals occur before proposals and relevant documents ( i.e., requests) are advanced for institutional consideration. 
Shared Commitment to Effective Proposal Administration 
ORSP recognizes the importance of early consultation and supervisory awareness in the development and submission of sponsored project proposals. To support transparency, institutional alignment, and informed decision-making, ORSP encourages TAMIU PIs/PDs to engage appropriate department, college, and administrative leadership regarding proposed activities that may affect personnel effort, facilities, space, workload, institutional resources, compliance obligations, or other operational commitments before institutional review and approval. 
This collaborative approach promotes consistent institutional practices and helps ensure that sponsored projects are developed with appropriate review, support, and administrative coordination across the university.
¹ The development of these guidelines was informed by publicly available guidance and proposal submission practices utilized across higher education research administration, including those of Texas A&M University-Kingsville Office of Research and Innovation and Texas A&M University Sponsored Research Services (SRS). 2 Source: Adapted from TAMIU SAP 15.01.01.L1.02, Preparation, Approval, and Submission of Proposals for Sponsored Agreements, particularly Sections 2 (Roles and Responsibilities for Internal Review and Approval) and 3.1 (Steps for Applying for External Funding), with additional administrative guidance provided by ORSP.
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