
OSP Submission Timeline

3+Months 
Out: 

3+ Weeks 
Out: 5 Days Out: 3 Days Out: 2-1 Days 

Out:
Submission 

Deadline

Review RFA, start a 
MavGrants form, set up 
meeting (if applicable).

Identify funding opportunity. 
Notify Grants Coordinator 
(GC) with intent to submit a 
proposal, along with any 
applicable departmental 
contacts or leadership.

Collaborators are 
identified, budget 
expenses are being 
drafted. If 
applicable, cost 
share is requested.
Begin MavGrants 
form pages. 

If applicable, 
provide an outline 
of documents 
needed. Draft 
budget template.

Complete Form 
page 5 in 
MavGrants. Upload 
OSP approved 
budget. 
Begin application in 
sponsor portal. 

Complete 
MavGrants forms 
pages. Upload any 
required 
documentation. 
Route for approval. 
Begin application in 
sponsor portal. 

Final Ancillary or 
Supplementary Documents 
sent for review. 

Review final documents. 
Upload/enter institutional 
information and budget. 

Review final documents. 
Assist with uploading as 
needed. Run portal 
validations. Final review 
and submission. 

Submit all final 
documents to GC. 
Upload approve/final 
documents for 
submission.

OSPs goal is submit one 
business day prior to 
sponsor due date.

OSP/GC Timeline

PI Timeline


