
Proposal Preparation 
 

1. Anyone wishing to apply for a grant must contact the Research Administrator at least 14 days 
before and agency deadline in order to assure the proposal will be submitted before the 
deadline date. 

 
2. Once the individual contacts Sargent College’s Research Administrator ask them to provide 

you with the Program Announcement (PA) they are planning on submitting to. This Program 
Announcement gives all the pertinent information as far as page limitations, margins, and 
font type. The Investigator(s) will be responsible for making sure these guidelines are met. 

 
3. The next step would be getting the budget together. Have the individuals provide the 

Research Administrator with a detailed description of all of their budgetary needs at least 10 
business days before the agency deadline. That would include the personnel, materials, 
equipment, travel, etc. The R.A. will be aware of all of the budgetary constraints after they 
have read the program announcement. Examples of these types of constraints would be F&A 
under recovery, cost sharing requirements, etc.  

 
4. Completed versions of the proposals must be to the Research Administrator at least 5 

business days prior to the agency’s deadline. Completed versions of the proposal consist of a 
project summary, the final budget, final budget justification, as well as BU’s Summary Form, 
Conflict of Interest form, and Export Control checklist. This ensures enough time to make any 
necessary changes before the proposal goes to OSP. OSP would like the proposal at least 
five days before the agency’s deadline. This rule applies for both paper and electronic 
submissions. There is a scanner located in the RA’s office. Once you have received a 
completed copy of the proposal you can scan it and upload it onto the individual’s folder on 
the OSP shared folder.  

 
5. If BU is the Prime Institution on a proposal the subcontractor must provide you with a 

detailed budget and budget justification for each year of the project, a letter of endorsement, 
signed by an authorized official at that institution, a scope of work detailing what work the 
subcontractor will be performing, copies of the institutions most recent rate agreement, and 
CV’s for all Key Personnel involved in the project. If BU is the subcontractor we must provide 
the Prime Institution with all of the documents mentioned above.  

 
6. For electronic submissions OSP will always be the office that has final sign off. NEVER push a 

button that says submit, or anything to that affect. The individual may ask for your help in 
uploading theses files into the appropriate system. 

 
7. For paper submissions after all the proper documentation, such as face page, transmittal 

letters, etc. are assigned off by OSP the PI or the Research Administrator will be notified that 
the proposal is ready to be picked up. The PI or if time permits the Research Administrator 
should go to OSP and pick up the documents.  

 
8. Since most of the time more than one PI will be submitting to major deadlines, proposals will 

be processed on a first come, first serve basis.  
 


