
GRANT FLOW CHART

Scenerio 1:
Receive RFP from Institutional

Advancement

Scenerio 2:
Receive RFP from Any Other Office

or Agency

Notify Division Dean/Supervisor of
Your Interest in Writing Grant

Notify IA of Interest, Present Basic
Plan along with Copy of RFP

Work with IA to Assemble Writing
Team for Institutional Grants

Notify Institutional Research of Any
Data Needed - MUST BE DONE

AT LEAST ONE WEEK BEFORE
DATA IS NEEDED

Notify IA of Interest and Present
Basic Plan

Work with Supervisor and Exec.
Dir. of IA to Identify Sources

for Matching Funds

Turn in Complete Draft to IA a
MINIMUM of Two Weeks Before

MAIL DATE for Deadline

Receive Changes and Suggestions
from IA (usually within 72 Hours)

Re-submit Completed and
Corrected Application to IA a
Minimum of 24 Hours Before

MAIL DATE (NOT DEADLINE!)

Receive Required Signatures from IA/
Chancellor’s Office/Business Affairs

and Arrange for Mailing

Receive Notification that Proposal
was Funded

Receive Notification that Proposal
was Not Funded

Notify IA and Supervisor of
Funding Status

Submit Completed Budget and
Reports to IA in a Timely Manner
BEFORE Submision to Granting

Agency

Work with IA and Supervisor to
Determine Strengths and
Weaknesses of Proposal

Re-submit the Next Year for Same
Grant or Re-work for Another

Submit Purchase Orders/Requisi-
tions to Supervisor First, Then IA


