
College of Education’s Proposal Preparation  
Guideline/Flow-Chart 

Principal Investigator (PI) 
 
Develop project idea 
Identify funding  
Notify ORD as soon as possible 
Analyze RFP 
Consult with program officer 
Develop budget 
Write proposal 
Edit/Proof text 
Prepare other documentation 
Collect subcontractor information 
 

 
 
 
 
 
 
 

 

Office of Research Development (ORD)
 
Assist in identifying funding 
Assist in analyzing the RFP 
Assist in consulting the program officer 
Assist in developing the budget 
Assist in editing/proofing text 
Assist in preparing other docs. 
Assist in collecting subcontract info. 
Initiate PINS/Enter required information *
Complete electronic submission 

 
PIs and Co-PIs 

Approve PINS record 

 

 

 

 

The ORD 
should have 
all proposal 
documents 1 
week prior to 
submission 

 

 

1 week prior 
to submission
Department Heads 
Approve budget (including cost-sharing) 
Approve PINS 

College-Level Administrators 
Approve PINs 

SPARCS  
1 full business day prior to submission for PINS approval
only. 
Approve PINS for all proposals  
Sign-off on some proposals   
3 full business days prior to submission for full proposal

approval (i.e.  foundation proposals) 
PI 
Mail proposal 

 
OR

ORD 
Submit 
Electronically 

Funding Agency 
Evaluate proposal 

 
* PINS: Project Information & Navigation System


