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Who Am I?

● Research Administration Senior Manager
● Survey Research Center, University of Michigan
● Four full research programs
● Lifecycle research administrator
● Managing all pre-award activities – anywhere from 40-80 per year
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Learning Objectives
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Learning Objectives

● Effectively manage the proposal submission process from 
solicitation to submission

● Identify possible pitfalls during the process and implement 
effective mitigation strategies for them
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Quick Housekeeping
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Let’s Learn About All of You!
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Let’s Learn About All of You!

● How many of you…..

○ Have been in research administration less than two years? 

○ More than two years?

○ Anyone a preaward/project coordinator?

○ Anyone jobs assisting to submit?

○ Do you find this mystifying? 
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Expanded Learning Objectives
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Learning Objectives Part Deux
● Realizing you are submitting
● Funding announcements
● Key players
● Gathering information
● Finding your tribe
● Details, details, details
● Wrapping up
● Submitting
● Tips/tricks along the way

It’s all a game of Clue!
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Before We Get to the Good Stuff….
The “Why”
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The Why!

● Following standardized, 
efficient process that 
maximizes change of success is 
vital

● Good science can’t be 
submitted without good 
processes FOR submission

● No hard & fast rule
● Someone needs to drive!
● A successful proposal is based 

on proper solicitation review
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First Thing’s First
The “What”
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“The What” – What is a FOA?

● Funding opportunity announcement

● Normally published by the government / nonprofit / any funding agency

● Includes full details of submission

● Also called…

○ RFP (request for proposal)

○ RFA (request for applications)

○ NOT (notice of funding opportunity)

○ Solicitation

Basically…..the rules!
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“The What” – What is a FOA?

● Specific formatting or general
○ Esp for foundations

● Any pieces “not normal”
● Inconsistencies between common vs. 

RFP specific language – how to solve
● Sign up for FOA / RFP updates 

electronically to not miss any 
changes over time

Basically…..the rules!
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Next Steps
“The Who”
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“The Who”

● Key Players

○ PI’s or faculty (who is 
submitting)

○ Administrative personnel

○ Internal Office of Research

○ Sponsor personnel

○ Can anyone assist if 
additional info needed?
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Next Steps
“The How”
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“The How” ● How do you find out you’re submitting?

○ PI directly

○ PI meetings with larger group

○ Emails out to faculty

○ Sending out RFP’s of interest

○ Lab manager / project manager

○ Renewals

How do you all find out?
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“The How” ● How to get information together!

○ Timeline

○ Contact list

○ Checklists for proposal

■ Documents needed

■ Style sheet

■ Oddities

○ Sharing & storage

○ Any pre-reqs for submission?

○ Know your submission systems
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“The How”
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“The How” ● Add Timeline
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Next Steps
“The When”
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“The When”

● When is this going in?

○ Know deadlines

○ Back deadlines up as needed

○ Watch due dates / times 
proposals are due

○ Plan for disasters / illness / 
system outage
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Next Steps
“The Where”
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The Where
● Now it’s budget time!

○ Review FOA again

○ Any inclusions / restrictions?

○ Look for caps / direct vs. indirects

■ How are subcontracts 
handled

○ Any cost sharing?

○ How are IDC’s calculated?

○ Is a budget justification required? 
Use it to craft your budget!
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You’re Almost There!
“The Accusation”
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The Accusation

● One last check of the RFP to be safe
● Phone a friend to review
● Hold frequent proposal meetings 

especially near the end
● Leave time for formatting everything

○ Try to anticipate issues
● Make sure you…..

○ Leave time for review
○ Leave time for your own mistakes
○ Leave time for routing
○ Leave time for error correction

● Always assume the system will crash!

27



Take Home Lessons
“Being a Better Player”
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“Being a Better Player”

● Talk with your PI’s early & often
● Review, then review again. Then review again!
● Put a plan in place for submission and take control
● Include plenty of time for edits/formatting/review
● Know WHO you are submitting to, inside and out
● Be prepare for roadblocks
● After submission – revise your system to use again
● Don’t make the same mistake twice!
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Any Questions?

Nick Prieur – nprieur@umich.edu
Thank you so much!
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