CAMCARE HEALTH EDUCATION and RESEARCH INSTITUTE


Grants Development Office


PROPOSAL DEVELOPMENT CHECKLIST





Final drafts of proposals submitted for review to the Grants Development Office prior to submission to Institutional Research and Grants Review will be checked for the following. To check your proposal for completeness, please fill out by clicking on each gray box, or by using the Tab key. Be sure to address any missing items before forwarding the proposal to the GDO.





� FORMCHECKBOX �� Final proposal with all attachments, supporting documents, etc.


	Proposal elements (may vary with sponsor)


	� FORMCHECKBOX �� Hypothesis of project


	� FORMCHECKBOX �� Target population and number of people to be served


	� FORMCHECKBOX �� Geographic area served and socio-demographic data


	� FORMCHECKBOX �� Need for the project and problem addressed


	� FORMCHECKBOX �� Goals and measurable objectives


	� FORMCHECKBOX �� Implementation time line


	� FORMCHECKBOX �� Evaluation plan and forms as needed


� FORMCHECKBOX �� Funding plan (all funding sources, amount requested, and plan for project continuation by Institution)





� FORMCHECKBOX �� Detailed budget, with justification/narration (formatted per sponsor requirements)





� FORMCHECKBOX �� Project staff curriculum vitae(s) or resume(s) as required





� FORMCHECKBOX �� Copy of sponsor guidelines





� FORMCHECKBOX �� Formatting (per sponsor guidelines)


	� FORMCHECKBOX �� Number of pages (and pages numbered)


	� FORMCHECKBOX �� Spacing


	� FORMCHECKBOX �� Font type/size


	� FORMCHECKBOX �� Readability issues


	� FORMCHECKBOX �� Tables/Graphs labeled


	� FORMCHECKBOX �� Narrative reflects timeline and tables/graphs


	� FORMCHECKBOX �� Table of Contents





� FORMCHECKBOX �� Agency requirements (may differ by sponsor)


	� FORMCHECKBOX �� Federal assurances


	� FORMCHECKBOX �� Financial report from institution


	� FORMCHECKBOX �� Copy of 501(c) 3


	� FORMCHECKBOX �� IRB/IACUC approval


	� FORMCHECKBOX �� Cover sheet/face page


� FORMCHECKBOX �� Letter of Intent (Transmittal Letter) from Institutional Officer will be generated by IRGR.





� FORMCHECKBOX �� Institutional requirements (as needed)


	� FORMCHECKBOX �� Sponsor guidelines


	� FORMCHECKBOX �� Sponsored Projects and Administrative Approvals received


	� FORMCHECKBOX �� IRB approval letter


	� FORMCHECKBOX �� IACUC approval letter


	� FORMCHECKBOX �� Other signatures required (specify)


	� FORMCHECKBOX �� Separate Financial Disclosure Forms signed by each investigator




















�
Questions to ask when reviewing proposals prior to submission:





From the National Council of Research Administrators (NCURA)





PROGRAMMATIC CONSIDERATIONS FOR ADMINISTRATION





_____Project Director/Principal Investigator.  Is the PD/PI clearly identified in the proposal?  Does the proposal cover sheet provide name and telephone number?





_____Other Faculty or Researchers Involved.  Are any additional faculty or researchers participating in the proposed project?  Is their capacity of participation (co-investigators, consultants) clearly stated?





_____Departmental Approval.  Have the department head and dean/VP or other appropriate superiors reviewed the proposal and approved the levels of salary, effort, and commitment in space and resources required for the proposed project?





_____Level of Effort.  Is the level of effort stated reasonable?  (% salary and effort to be devoted to project; if any)





_____Type of Application.  Are you able to determine if this proposal is a preliminary proposal, a new application, a competitive renewal, a non-competitive renewal, a supplemental request, or a budget revision, and if the application is for a federal grant or contract?  Is the budget enclosed for your review?





_____Proposed Project.  Does the proposed project conflict in any manner with departmental, collegiate, or institutional policies/mission?





_____Period of Performance.  Have the proposed start date and project period been clearly identified?





_____Place of Performance.  Will the project be conducted, on-site or off-site or both?  Are you able to identify the specific space where this project will be conducted?





_____Space.  Is adequately equipped space available to conduct the project?  Will extra space need to be assigned to the principal investigator for the conduct of the project?  If so, have the appropriate institutional personnel agreed to these commitments?





_____Commitments.  Does the proposal promise institutional commitments to staff beyond the project period of the award?  Does this project require any staff to go on “soft” money for the proposed project period?  Will new employees be hired on “soft” money for this project only?





_____Human Subjects.  Does the project involve human subjects?  If so, has the proposal been submitted for review and/or already have approval from the IRB?  (If a grant proposal, the Investigator has 60 days following submission in which to obtain IRB approval.)





_____Animal Use.  Does the project involve the use of vertebrate animals?  If so, has the proposal been submitted for review and/or already have approval from the Institutional Animal Care and Use Committee?  (If a grant proposal, the Investigator has 60 days following submission in which to obtain IACUC approval.)





_____Investigational Devices.  Does this project involve use of investigational devices?  If so, has the proposal been submitted for review an/or already have approval from the Institution and Department of Safety?





_____Assurances.  If a federal project, are all the appropriate forms included as part of the proposal?…human subjects, animals, recombinant DNA, public policy assurances, drug-free work place, disbarment?








FISCAL CONSIDERATIONS





_____Budget.  Have the correct budget categories been used?  Are all budget costs allowable according to the appropriate cost principles?  Is the proposed budget arithmetically correct?  Are the laboratory costs consistent with institutional charges?  Are FTE’s included in this budget request?





_____Indirect Costs.  Has the appropriate indirect cost rate been applied?





_____Cost Sharing or Matching Funds.  Does the proposed project require funds from the institution to support this project, other than the contributed effort (if any) of project personnel and associated indirect costs?  If so, have the sources of these funds been identified and committed to this project?  Are salaries included in the budget request and at what percent time?





_____Subcontractors.  1) Is CAMC being considered as a subcontractor?  2) Does the proposal contain a letter of commitment signed by our institution, indicating willingness to participate in the project?





_____Consultants.  Are these consultant fees consistent with the expected workload?











