
LIMITED SUBMISSIONS PROPOSAL PROCEDURES 
CHECKLIST FOR PRINCIPAL INVESTIGATORS 

1. 8+ WEEKS OUT:

☐ Opportunity is identified and announced by the Office of Research Development (ORD) 
(ord@central.uh.edu). 

- ORD sets an internal due date 

- Opportunity is announced via the DIVRESEARCH-L listserv (contact ORD to 
subscribe) and through ORD limited submissions list  
(https://share.uh.edu/dor/LS/default.aspx) – Cougarnet ID and password required 
for off-campus access 

☐ Submit required pre-proposal documentation to ORD by the internal due date listed 

- Pre-proposal documentation includes an abstract, biosketch, list of current and 
pending support, list of cost share sources (if cost share is required by the sponsor) 

- See ORD Limited Submissions webpage for more information 
(http://www.uh.edu/research/research-dev/funding-ops/limited-submissions/) 

2. 6+ WEEKS OUT:

☐ ORD holds Internal competition if the number of candidates exceeds the number of 
available application slots 

- The associate deans for research for the colleges in which the PIs are housed will 
rank the candidates’ projects in order of competitiveness for the funding 
opportunity of interest. 

3. 5+ WEEKS OUT:

☐ Candidates are notified by ORD (along with OCG-Pre-Award and the appropriate 
college research administrator (RA)) of internal selection committee’s decision 1 week 
after the internal due date has passed 

- For those whose projects are not chosen for submission, ORD offers assistance in 
finding alternative funding opportunities 

4. 4+ WEEKS OUT:

☐ Notify ORD and OCG-Pre-Award/RA if you are awarded a proposal slot and decide not 
to submit a proposal 

- You are not permitted to transfer a relinquished submission slot to someone else 

☐ Finalize cost share (if required by the sponsor) with ORD _____________ 

- Submit all information regarding cost share (amounts, sources, etc.) to Dr. Mary 
Ann Ottinger, the Associate Vice President for Research 
(maotting@Central.UH.EDU)  

Due Date (mm/dd/yyyy):
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- OCG-Pre-Award/RA will be kept apprised 

☐ Finalize IDC with OCG-Pre-Award/RA ____________ 

5. 3+ WEEKS OUT: 

☐ Send proposal body to ORD for internal review _____________ 

- ORD will review and assist with polishing the proposal body (i.e., project narrative) 

6. 2 WEEKS OUT:  

☐ Finalize PI, co-PIs/co-Is, and sub-recipients with OCG-Pre-Award/RA _________ 

- Sub-recipients include anyone who is receiving funds and/or from whom a 
commitment letter is needed, i.e., any consultants, paid/unpaid collaborators, 
and partners  

☐ Finalize credit splits with OCG-Pre-Award/RA _________ 

☐ Ensure that budget/budget justifications have been received for review (including sub-
recipients’ budgets) by OCG-Pre-Award/RA ____________ 

☐ Submit any individual budgets (funds to be controlled via a child cost center; totals must 
match overall project budget) to OCG-Pre-Award/RA ____________ 

☐ Request letters of support from President, Provost, Vice President for Research, etc. via 
ORD 

- Draft the letter for the person from whom you are requesting support. 

- ORD can assist with getting the signatures. 

☐ Address any IP/licensing issues with Office of Intellectual Property Management (OIPM) 
(nadavis3@central.uh.edu), inform OCG-Pre-Award/RA 

7. 1 WEEK OUT:  

☐ Finalize budget with OCG-Pre-Award/RA 

- No more budget changes allowed! 

☐ Budget reviewed and entered into ERA website or sponsor form by OCG-Pre-Award/RA 

☐ Complete transmittal form and route for approvals with OCG-Pre-Award 

8. 3 DAYS OUT:  

☐ Transmittal approved (required for submission) 

☐ Have all documents except proposal body finalized and to OCG-Pre-Award/RA! 

- OCG-Pre-Award/RA will commence with final review of the proposal with the 
exception of the proposal narrative, which must be finalized 1 day before the 
sponsor deadline 

9. 1 DAY OUT:  

☐ Final review and submission by OCG-Pre-Award/RA 

mailto:nadavis3@central.uh.edu
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- Proposal body (narrative) finalized by this day. No more changes will be 
accepted! 

- OCG-Pre-Award/RA will do a final check that proposal is in compliance with 
sponsor guidelines and submit the proposal 

 

 


	1. 8+ WEEKS out:
	2. 6+ weeks out:
	3. 5+ Weeks out:
	4. 4+ Weeks out:
	5. 3+ Weeks out:
	6. 2 Weeks out:
	7. 1 Week out:
	8. 3 Days out:
	9. 1 Day out:

	Opportun: Off
	Submit requ: Off
	ORD ho: Off
	Candidates are not: Off
	Not: Off
	Fina: Off
	th ORD: 
	Fina_2: Off
	ize IDC with OCGPreAwardRA: 
	Send proposa: Off
	review: 
	Fina_3: Off
	Fina_4: Off
	Ensure that budgetbudget: Off
	Subm: Off
	Request: Off
	Address any IPl: Off
	ize PI coPIscoIs and subrecipients with OCGPreAwardRA: 
	th OCGPreAwardRA: 
	ents budgets by OCGPreAwardRA: 
	ect budget to OCGPreAwardRA: 
	Fina_5: Off
	Budget rev: Off
	Comp: Off
	Transm: Off
	Have all documents except proposal body finalized and to OCGPreAwardRA: Off
	Fina_6: Off
	DueBy: 09/30/2015
	2MonthDate: 08/01/2015
	6WeeksDate: 08/16/2015
	5WeeksDate: 08/24/2015
	4WeeksDate: 08/31/2015
	3WeeksDate: 09/09/2015
	2WeeksDate: 09/16/2015
	1WeekDate: 09/23/2015
	3DaysDate: 09/27/2015
	1DayDate: 09/29/2015


