
 

GRANT SUBMISSION CHECKLIST 

 
PI Name __________________________________________________________       
 
Sponsor Name _________________________       Due Date of Final Support Documents ________________________ 
 
Sponsor Deadline ______________________        Due Date of Final Narrative                   ________________________ 

  Principal Investigator Office of Sponsored Projects 
 

Date 

30 business 
days before 

deadline or as 
soon as 
possible 

1. Contact your Chair and/or Dean to 
confirm their support of the pursuit of 
this research or project relative to the 
specific Request for proposal (RFP) 

2. Notify Office of Sponsored Research 
and Programs (OSRP) about intent to 
apply to funding opportunity by 
submitting the Notice of Intent to 
Submit 

3. Create/Update SciENcv 
4. Contact the Institutional review Board 

at irbadmin@campbell.edu, if 
necessary 

5. Contact Institutional Animal Care and 
Use Committee (IACUC) at 
brenseke@campbell.edu, if 
necessary 

1. Add proposal to Awards Tracking Sheet 
2. Email PI for dates and time for a Pre-award 

meeting 
3. Review submission criteria before meeting 
4. Will contact the President’s Executive 

Assistant of the upcoming proposal 
submission and give them notification if a 
letter is need from the President for the 
submission. 
 

 

A minimum of 
15 working 
days before 

deadline 

1. Submit drafts of Internal letters of 
support, letters of collaboration, 
and/or official request letters, if 
applicable, to OSRP along with drafts 
of the proposal narrative, executive 
summary (summary of proposal 
outlining major components), budget 
and budget justification 

1. OSRP will route letters and supporting 
documents to Provost and/or President’s 
office for review and signature. 

 

A minimum of 
10 working 
days before 

deadline 

1. Complete proposal package to 
include 
a. Internal processing form 
b. Proposal narrative 
c. Line item budget 
d. Budget justification 
e. Financial conflict of interest (FCOI 

form) 
f. Complete Conflict of Interest 

(COI) training module in CITI and 
submit training certificate to 
OSRP 

g. Complete Responsible Conduct 
of Research (RCR) module in 
CITI and submit training 
certificate to OSRP 

 

1. Ensure all specifications of sponsor/funding 
agency are adhered to and applied to grant 
package  

2. Contact the program director at the 
sponsoring agency, if appropriate 

3. Develop/revise budget in proper format. 
4. Alert PI of any special requirements in RFP 
5. Assist PI with collecting required materials 

from collaborators 
6. Confirm that all key personnel have 

appropriate submission portal profiles 
7. Discuss special submission issues with PI 

 
 

https://campbell.co1.qualtrics.com/jfe/form/SV_1FvqZz17o9WTU8K
https://campbell.co1.qualtrics.com/jfe/form/SV_1FvqZz17o9WTU8K
mailto:irbadmin@campbell.edu
mailto:brenseke@campbell.edu


 

 

A minimum of 
10 working 
days before 

deadline (cont.) 

h. Completed letters of support, 
letters of collaboration, official 
request letters, etc. if 
applicable 

2. Meet with OSRP to review/develop 
final budget  

3. PI identifies all collaborators and 
consultants and notifies them of the 
timeline for completion. 

  

A minimum of 
7 Working days 
before deadline 

1. Provide OSRP with final approved 
budget, justification, CV's and other 
administrative sections (human 
subjects, etc.). 

1. Review proposal package 
2. Provide feedback to PI on any missing 

pieces or technical issues. 
3. Begin to complete administrative forms 
4. Obtain/facilitate all administrative 

institutional approvals as required 

 

A minimum of 
2 Working days 
before deadline 

1. Respond to feedback provided by 
OSRP and provide any additional 
materials needed. 

2. Submit final version of proposal 
package to OSRP 

 

1. Notify PI, co-PI and department chair when 
grant application has been finalized and 
approved for submission 

2. Compile and upload proposal to submission 
portal 

3. Review and correct errors as needed 
4. Submit proposal 

 

 
 
 
 

WORKDAY IS DEFINED AS M-F 8:00-5:00 EXCLUDING HOLIDAYS. 
 

OSRP CANNOT GUARANTEE SUBMISSION OF ANY PROPOSAL SUBMMITTED LESS THAN 2 WORKING DAYS 
BEFORE THE DEADLINE 

After 
Submission 

1. Office of Sponsored Research and Programs emails the PI with confirmation of 
submission. 
2. If PI or designee submits proposal using a sponsor provided website/link, PI or designee 
will submit submission confirmation via email to OSRP (if applicable).  
3. OSRP and Principal Investigator work together to correct any outstanding issues (Errors) 
of submission and re-submits proposal (if applicable).   
4. OSRP will send PI a link to complete a Satisfaction Survey 
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