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Faculty/Staff/Researcher Pre-Award Grant Support
	
RESEARCH SERVICES SUPPORT CHECKLIST


	
Prior to filling out this out please submit the Intend to Submit a Grant Proposal Form. Select the category(s) that you would like support in by clicking on the appropriate “Check” column. Prior to receiving requested support a conversation with Sheila Borges Rajguru (sheila.rajguru@rutgers.edu) is needed.

		
Principal Investigator Name: __________________________________    
	
RAPSS FP: _______________________



	
[bookmark: _GoBack]Sponsor’s DD: _______________  
	
5-Day RAPSS DD:______________
	
2-Day RAPSS DD: _________________






	CATEGORY CHECKLIST
	CHECK ☒
	NOTES

	1. Foundations for Grant Success

	RAPPS

	Ensure you have access to RAPPS
	☐	

	Create RAPPS entry
	☐	

	eRA/CITI 

	Register in eRA Commons
	☐	

	Ensure you are up-to-date in CITI Training
	☐	

	Attend grant writing workshops
	☐	

	2. Proposal – Strategy 

	Strategies to Identify Funding Sources

	Federal (NIH, NSF, CDC, etc.)
	☐	

	State 
	☐	

	Philanthropic 
	☐	

	Corporate
	☐	

	Other    
	☐	

	Brainstorming Session 

	How to tackle the grant proposal, for example:
· Research Design
· Methodology
· Project Management – activities and timeline
· Key Personnel 
· Budget – strategize how to tackle funds based on research agenda
	☐	

	Attend collaborator/consortium meetings
	☐	

	Create Box folder with all working documents 
	☐	

	3. Develop Strategic Partnerships  

	Strategize communication with sponsor/program officer
	☐	

	Develops collaborative multidisciplinary project teams across academic departments, centers, and institutes for significant funding opportunities
	☐	

	4. Proposal – Development

	Discuss budget needs and items to include
	☐	

	Review budget justification
	☐	

	Direct final budget template & narrative to Anthony Gardner or Yesenia Basilio
	☐	

	Ensure completion of narrative
· Specific aims
· Research design
· Data management plan
· Dissemination plan
	☐	

	Edit final proposal
	☐	

	Send proposal out for additional review (if applicable)
	☐	

	5. Final Proposal Submission Review

	Contrast proposal draft to Request for Proposal (RFP)
· Ensure proposal formatting adheres to sponsor’s criteria: order of requested information, all margins, fonts, and formatting are uniform, spelling and grammar, section to section flow
	☐	

	Contrast budget to RFP
	☐	

	Ensure all documents are attached in RAPPS
	☐	

	Coordination of subawardees and their proposal documentation 
	☐	

	Secure University Signatures for LOI’s and any additional administrative documents
	☐	

	Copy final documents onto P Drive (Sheila/Anthony)
	☐	

	Upload documents into RAPSS

	Letter of Intent (LOI)
	☐	

	Proposal Narrative 
	☐	

	Letters of institutional support, community support, and/or collaborator(s)
	☐	

	Biosketches / CV
	☐	

	F&A rate agreement; fringe rate agreement (if required)
	☐	

	Other attachments as required
	☐	

	6. Additional post-proposal work

	Begin IRB application (if not already completed)
	☐	

	7. When awarded

	Communicate with Research Services Team (Sheila/Anthony)
	☐	

	Communicate with SSW Communications
	☐	

	Finalize IRB application
	☐	

	8. If not awarded

	Communicate with Research Services Team (Sheila/Anthony)
	☐	
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