Principal Investigator’s Checklist
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      Things to Provide the Office Sponsored Programs (OSP) for Proposal Submission

□ My name, department and email address

□ Name of Funding Agent and their address

□ Deadline date for proposal submission

□ RFP or Proposal Guidelines*/funder website (URL if possible)
□ What type of project?    RESEARCH    INSTRUCTION    CONTINUING EDUCATION                          PUBLIC SERVICE/OUTREACH    OTHER
□ Any collaborators and contact information
□ Proposal Title

□ Dollar Amount of Award

□ Period of Performance

□ Preliminary Budget – notes or narrative
□ % of effort for all personnel
□ If matching is required, an email or note from the Department Head stating matching commitment

□ Statement of Work or Project Narrative (draft is okay)
□ Any correspondence with funder/sponsor

□ Special requirements:  IRB, IACUC

      *Questions to ask Funder/Sponsor if no RFP or Guidelines are available

□ What are your funding Policies?

□ Indirect Cost Allowance – if requesting reduced rate, published rate or written policy is needed
□ Any fringe rate restrictions?

□ Maximum funding and project period?

□ How detailed of a budget is required? / Special sponsor forms?
□ Is cost sharing required? (do not show cost sharing if not required)


      *General Rules for Proposal when Guidelines are not provided

□ Internal Approval form signed by PI(s), Department Head(s), and Dean(s)
□ Cover Page

□ Name and address of funder/sponsor

□ Title of Proposal

□ Principal Investigator’s name

□ Principal Investigator’s title

□ Submitting department, center or division
□ Period of Performance

□ Space for university approval signatures

□ Page numbers

□ Table of Contents

□ An Abstract / Project Summary
□ Proposal Text– a clear statement of the project goals and objectives and a description of the

proposed work (narrative)
□ References, if necessary

□ Bibliography

□ Biosketches / Curriculum Vitaes / Resumes of key project personnel
□ Letters of support
