
Email a copy of the 
requirements to Business 

Services

Obtain copy of application 
guidelines and review

Prepare project budget and 
justification using agency-

specific or Provost-approved 
budget template (and 

detailed SOW for contract)

Is this
proposal in response to 

a solicitation?

Does your project 
require compliance 

approvals?

Complete Section 4 of 
Transmittal Form

Email a copy to Business 
Services for review

Does your project 
involve a subcontract?

Complete Sections 2 and 3 
of Transmittal Form

Finalize proposal and 
complete Transmittal Form

Complete Section 1 of 
Transmittal Form (and high 

level statement of work 
(SOW) for contract)

Email Transmittal Form as 
Initial Notification 

Provost reviews and 
approves proposal

Complete Section 5 of 
Transmittal Form 

Business Services retains a copy of the 
proposal and submits electronically or 
returns to Project Director for mailing

YES

APPROVAL PACKET

--Transmittal Form
--Proposal
--Budget with justification
--Subcontract letter of intent, 
scope of work, budget
--Compliance approvals/
notifications
--Non-disclosure Agreement

Is this proposal an 
electronic submission?

Determine registration 
requirements for on-line 

submission

Contact Business 
Services to ensure 

necessary registrations 
have been completed

YES

INITIAL NOTIFICATION
--Co-investigator(s)
--Department chair
--Dean
--Technology Partnerships

PROPOSAL 
DEVELOPMENT

PROPOSAL 
APPROVAL

PROPOSAL 
SUBMISSION

START HERE

Identify proposal writing 
partners

Email copy to Foundation and 
Technology Partnerships 

PROPOSAL DEVELOPMENT FLOWCHART

Obtain appropriate 
compliance approvals

NO

NO

Must deliver to Provost no 
later than 5 days prior to 

deadline

YES

NO

Obtain letter of intent, 
scope of work and 

detailed budget from 
subcontract organization

YES

NO


