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Name of Funding Source:					 Name of Grant:
Deadline:				Funding Amount: 		Principle Investigator (PI): 
Project Team Members:
Contact for Questions Regarding the Fund or Application: 
Link to Application: 
Proposal Meeting Attendance & Department: OSP, PI, Team Members/Collaborators	Meeting date: 
** This meeting with OSP should be held early in the proposal development process 

Description of Funding Opportunity: 	**Highlight key concepts. Key concepts should be integrated into narrative responses in the proposal.
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Required Components of the Application/Proposal: ** Use this section as a checklist when reviewing your proposal
· 
·  
·  
·  
·  
·  
· 


Proposal Development Work Plan
	TASK
	TIMELINE
	WHO IS RESPONSIBLE

	
	
	

	Review application 
	
	PI

	Proposal Development Meeting - discuss project idea, select fund applying for, provide information on the Routing & Authorization Process, edit this proposal development work plan/timeline, answer questions
	
	PI & OSP

	Ensure Department Chair and Deans are aware and support the draft proposal
	
	PI

	Draft Proposal and Budget
	
	PI

	Send draft to OSP, include:
· Required Application 
· Completed Carthage Grant Budget Template  find this template at: https://www.carthage.edu/sponsored-programs/budgetproposal/ 
	
	PI 

	OSP review draft, edit and communicate and resolve remaining questions
	
	OSP & PI

	Routing & Authorization Process- Dean, Provost, and CFO authorization prior to submitting the application
	
	OSP coordinates with PI, Dean, Provost & CFO

	Submit proposal 
	Insert date prior to deadline
	OSP in coordination with PI

	Notification of Awards
	
	

	Program Implementation
	
	PI 

	Reporting- Outline any reporting deadlines and expectations included in application materials, this will enable the PI and team to prepare in advance for these requirements
	
	PI in coordination with OSP
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