	Project name, funder                                          Due: Month, Day, 20XX

	Step 1: Obtain preliminary permission from your dean (or supervisor if you do not have a dean)

	Step 2: Submit the Early Notification Form

	Tasks
	Person responsible
	Deadline

	Develop online inquiry or letter of inquiry (if required)  
	 
	 

	Submit inquiry (if required)
	 
	 

	Develop an outline of your proposal 
	  
	 

	Data to be identified:

1.  

2. 
3.
4.
	1.  

3.
4. 
	1.

2.

3.

4.

	Write first draft of narrative
	 
	 

	Develop evaluation plan
	 
	 

	Develop budget 
	  
	 

	Gather needed documents, e.g.,  501(c)(3) letter, financials
1.  

2. 

3.

4.
	1.  

3.

4. 
	1.

2.

3.

4.

	Gather institutional data, e.g., enrollment, endowment
1.  

2. 

3.

4.
	1.  

3.

4. 
	1.

2.

3.

4.

	Write or obtain letter(s) of support (if applicable)
	 
	 

	Write or obtain cover letter
	
	

	Proofread and edit first draft of narrative
	
	 

	Revise proposal
	 
	 

	Write executive summary or abstract (if required)
	
	

	Proofread and edit final draft
	 
	 

	Submit the Final Grant Approval Form (vice president approval up to $100,000; president approval $100,000 or more)
	
	

	Submit proposal (by mail or as part of online application)
	
	


