UNCP Office of Sponsored Research & Programs

GRANT PROPOSAL CHECKLIST

For All Prospective Principal Investigators/Project Directors
Keep this checklist at hand throughout the development of your grant proposal. It will help you ensure that each critical component of your application has been completed and approved by the appropriate administrators for timely submission.
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	ACTIVITY

	
	1. 
	Notify UNCP’s Office of Sponsored Research and Programs immediately, via phone call or email, of intent to submit a grant proposal. 


	
	2. 
	Complete Proposal Development Plan found on OSRP website & submit via e-mail: http://www.uncp.edu/csrp/proposal/index.htm 


	
	3. 
	Schedule and attend meeting with OSRP staff to discuss proposal development, even if you do not require assistance. Ideally, you should do this at least 30 days prior to deadline.


	
	4. 
	Begin composing narrative of proposal following the sponsor’s guidelines.


	
	5. 
	Begin Budget Worksheet from OSRP website: http://www.uncp.edu/csrp/proposal/index.htm


	
	6. 
	Request approval of any needed release time from department chair. Required!

http://www.uncp.edu/csrp/proposal/ReassignCertif.doc 


	
	7. 
	Schedule meeting with OSRP staff or your college representative for budget development.


	
	8. 
	Request approval for all In-Kind and/or Cost Share (matching) required.


	
	9. 
	Complete and submit curriculum vitae to OSRP of all faculty involved in the execution of the project.


	
	10. 
	Obtain letters of support from partner institutions/agencies (if applicable) and key stakeholders in project and submit to OSRP.  OSRP will assist with letters from the Chancellor and can assist with others if needed.


	
	11. 
	Submit completed proposal to OSRP for copying, electronic submission, or overnight shipping service no less than 5 days prior to deadline. OSRP will provide any of the above without charge to your department. 



Contact Sponsored Research & Programs with any questions or need for assistance: 521-6494

