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Project Title: _____________________  PI: ____________________  Funder: ___________________   Appl. Deadline: _________

	Item/Action
	Due Date
	To Be Done by Whom
	Notes

	1.  Contact your school/department’s Institutional Advancement liaison.
	
	
	

	2.  Review funder’s guidelines and requirements. 
	
	
	

	3.  Obtain dean/director approval to pursue funding for the project.  
	
	
	

	4.  Request Principal Investigator (PI) status if needed – contact Office of Sponsored Research and Programs (OSRP).
	
	
	

	5. Review OSRP checklist and contact OSRP re: indirect costs, etc., if applicable.
	
	
	

	6. Complete funder’s application or develop proposal per funder’s instructions. 
	
	
	

	7. Request endorsement or cover letter from Chancellor, dean or director, as needed.
	
	
	

	8.  Work with Institutional Advancement liaison to develop the budget, and work with departmental budget manager to ensure that costs are appropriate and sufficient.
	
	
	

	9. Submit draft proposal narrative, final budget, and required forms to OSRP for approval. Allow at least 10 working days in advance of mail/submit date.  OSRP will obtain all required institutional signatures and prepare proposal cover sheet.
	
	
	

	10. Receive approval and pick up final documents with official signatures from OSRP, if applicable.
	
	
	

	11. Assemble final packet including official NCCU signatures*, OSRP documents, narrative, budget, and all attachments.
	
	
	

	12. Submit the proposal per funder’s instructions, allowing ample time to reach destination by due date.  Proposals are typically sent via FedEx, US Mail, or electronic submission. 
	
	
	

	13. Confirm delivery and/or receipt of the proposal.
	
	
	

	14.  Proposal disposition:  Please notify Institutional Advancement as the funder notifies you of the decision. 
	
	
	

	15. If a grant is awarded:  Please note that award letters may be signed only by official signatories* of the University. Original documents (including stewardship requirements) should be sent to the appropriate University office.  IA will document the pledge/payment schedule.
	
	
	



*Check with the Office of Sponsored Research and Programs (OSRP) www.nccu.edu/osrp/  or telephone 530-7331, if you need assistance or more information.
Questions may be directed to Randal Childs (rchilds@nccu.edu), 530-5264 or Lois Deloatch (ldeloatch@nccu.edu), 530-6965.

