Proposal Development Checklist

	DATE
	FUNCTION


	PERSON (S) RESPONSIBLE

	
	Identify a funding agency (funder) that corresponds with your project idea.
	

	
	Review Request for Proposal (RFP) announcement.
	

	
	Discuss proposal idea with supervisor and Sr VP for approval to move ahead on proposal.
	

	
	Complete the Grant Concept Form, making sure that any need for additional space, technology (computers, printers, phones) and/or hiring new personnel is documented on that form. 
	

	
	Obtain signatures of direct supervisor, appropriate Senior Vice President, and Campus Director of Business Affairs.
	

	
	Submit Grant Concept Form to Contracts and Grants Office.
	

	
	Once concept form is approved, develop proposal submission timeline.
	

	
	If requested by funder, mail letter of intent.
	

	
	Write submission draft following funding agency’s instructions exactly.
	

	
	If matching funds are required, confirm that the funds are available.
	

	
	Create budget and budget narrative based on funding agency’s instructions.
	

	
	Have appropriate business manager review proposed budget.
	

	
	Complete all forms required by funding source.
	

	
	Obtain all required supporting documentation (i.e. support letters, data, etc.).
	

	
	Have draft edited by someone other than the grant writer and then make revisions.
	

	
	Send proposal to the Office of Contracts and Grants. Preferably submit to the office, fourteen working days prior to the grant’s submission due date.
	

	
	Contracts and Grants Office is responsible for mailing and/or submitting all grant proposals, 3rd party contracts and grant proposal contracts on behalf of the College.
	


While reading RFP, answer the following questions:

	Y or  N
	Is letter of intent required?
	Y or  N
	Matching funds mandated?

	\      \
	Date due?
	Y or  N
	Signature page required?

	#
	Number of copies to be sent?
	Y or  N
	Other necessary forms?

	Y or  N
	Submit stapled proposal?
	Y or  N
	Letters of support essential?

	Y or  N
	Partnership required?
	Y or  N
	Letters of commitment needed?

	#
	Number of allowable pages in proposal?
	#
	Number of years for funding?

	Y or  N
	Submit proposal via mail?
	Y or  N
	Electronic submission?


 
