Plant Pathology Pre-Award Checklist

 Set Initial Meeting – at least three weeks out
Once you know you’re going to submit a proposal, contact Jennifer Williams to set a time to meet and talk generally about the proposal.  Bring any information you have about the proposal to this meeting, including the RFP or related documents.  If you prefer email to initiate the process, that’s fine, but be sure to send the RFP or related documents in that communication.

Discussion points:

· RFP or related documents, including method of submission and deadline

· Whether or not this is a continuation or a collaborative effort

· Who the collaborators/subcontractors will be, if any

· Who the Co-PIs will be, if any

· Any preliminary budget plans

 Set Budget Meeting – at least two weeks out
Once you are ready to create the financial budget for your proposal, contact Jennifer to set a time to review the budget together.  If you prefer to email a draft budget and justification & communicate via email/phone, that’s fine, too.  Know how you’d like to spend the money, and Jennifer will help ensure the costs do not exceed the allowable amount, amounts fall into the correct categories, and budget justifications are written effectively.  In addition, budgets may be submitted to the college for advance review (budget preview) prior to the entire proposal being finalized.

Discussion points:
· Salary:  Who will be receiving salary, their titles, and if names are known at the time, full time or part time participation

· Materials & Supplies:  Specifics on supplies and materials (don’t have to include all of these details in justification, but needed to accurately prepare a budget to avoid surprises later).  Includes gasoline charges not associated with travel.
· Equipment:  Whether or not any equipment greater than $5k will be needed

· Travel:  Whether any travel will be needed, by who, where it will be, number of trips, whether foreign or domestic, etc.

· Current services:  Whether publishing, printing, equipment maintenance, shipping costs, and/or DNA sequencing OFF-campus will be needed.  

· Fixed charges:  Whether property rental, equipment rental, maintenance contracts, insurance and bonding, or DNA sequencing ON campus will be needed.

· Sub-agreements:  Whether any subcontracts or sub-agreements will be needed.

· Other Direct Costs:  Whether any tuition will be paid or any NCSU recharge centers are involved.
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 Email Five+ Days from Deadline – at least one week out
Once proposal is complete, email Jennifer all proposal documentation at least five business days prior to due date.  Submit the proposal in pieces if that’s easier for you (i.e. title and abstract first, with technical portion to follow).  Why?  The approval process has several layers, and those reviewing and approving the budget need a reasonable amount of time to review your proposal, ask questions, make changes if needed, approve it, and move it to the next level for review.  Last-minute submissions run the risk of not being approved by the university, which means no funding will be allowed.

Items often included with proposals:

· Statement of Work/Plan of Work

· Budget and Budget Justification

· Curriculum Vitae (CV)

· Current and Pending Support (CPS)
· Conflict of Interest (if not already up to date)

· Technical Proposal
· Sub-statement(s) of work/letter(s) of intent

· Lab plan number, date, and room#
· Anything else required in the RFP or in PINS

Jennifer will review the budget in detail, will check to see if all administrative steps have been followed according to the RFP, and will enter in PINS (if not already submitted for advance review).  She’ll also respond via email to let you know it’s submitted.

CALS will review and submit to SPARCS for legal review.  Once approved, it will go to the sponsor/agency via grants.gov.  If not submitted via grants.gov, your or Jennifer will email and/or ship it to the sponsor/agency;  if sponsor is NSF, you will submit via FastLane.

 Call Jennifer with Questions – any time!
At any point during the proposal process you have questions, including non-financial and procedural questions, don’t hesitate to contact Jennifer.  If she doesn’t know the answer, she’ll find out.

Notify Jennifer if you receive or are declined an award.  She’ll transfer any award information to the post-award manager for post-award handling.

