Faculty Guide to Proposal Preparation and University Review Procedures
If you need assistance identifying a potential funding source: 

· Formulate your idea(s) for specific project.   
· Discuss funding source match with ORSSP. 
· Conduct a SPIN search or ask ORSSP to conduct it.
If a governmental agency (federal, state, or local) or professional association is targeted as a potential funding source, ORSSP will assist you in obtaining agency guidelines and application forms. 

However, if a private donor or foundation is identified as the most likely source of funds for this project you will be required to get clearance from the Development Office before any contact is made or proposal submitted. The Development Office will assist you in obtaining agency guidelines and application forms or ask ORSSP to do so for them. 

When a potential funding source is identified and appropriate guidelines and application forms are obtained:

· Review the guidelines carefully. Many funders have moved to electronic submission of proposals, so make sure you are familiar with the submission process. Your Grant Coordinator can assist with electronic submission.

· Prepare the proposal abstract/summary/ project description/cover pages, and any assurances/certifications required per agency instructions. 

· Prepare the proposal budget, with the assistance of the ORSSP, in accordance with funding agency and University requirements. 

· Obtain an internal University Transmittal Sheet (Word Template) from ORSSP and complete the first portion through Project Director/Principal Investigator signature. 

· Obtain instructions and/or forms for approvals for use of human subjects, animals, biohazards, or radioactive materials from the ORSSP. 

· Discuss proposal with department chair and dean. Get department chair and dean's statements and signatures on the Transmittal Sheet. 

· Forward proposal, Transmittal Sheet and attachments, if needed, and agency guidelines to the ORSSP. 

· After ORSSP obtains and/or grants appropriate UA authorization, ORSSP will duplicate copies of the proposal and either: 

a. Dispatch the proposal to the funding agency per instructions attached and send copies to the project director; or

b. Return the proposal to the Development Office and mail copies to the project director so that the Development Office may present the proposal or mail it to the private sponsor; or
c. Return the proposal to the project director under special circumstances when a principal investigator or project director wishes to present the proposal to the sponsor.

After your proposal is submitted to the funding agency: 

· Project directors should immediately send copies of any correspondence they receive concerning the proposal to ORSSP. 

· If a private funding source is involved, ORSSP and the Development Office will inform each other of any messages received and will inform the project director. 

The Office of Research Services and Sponsored Programs and the Development Office share common interests in assisting you with proposals. If you have any questions or concerns, please do not hesitate to contact the ORSSP at Ext. 7666 or the Development Office at Ext. 7238.
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