
PREPARING YOUR PROPOSAL
FOR SUBMITTAL
TO A SPONSOR

Guide for
Principal Investigators

Northeastern University



PREPARING YOUR PROPOSAL
FOR SUBMITTAL TO A SPONSOR

TABLE OF CONTENTS

HOW TO BEGIN page 1
Developing Your Proposal: First Principles  1
Basic Grant-Getting Principles 1
10-Step Process: Initial Idea to Submission 2

THE COMPONENTS OF A PROPOSAL 3
1. The Text 3

Title Page or Cover Page 3
Abstract or Project Summary 4
The Introduction 4
Goals and Objectives 4
Description of the Proposed Project 4
Project Management 5
Qualifications of the Project Staff 5
Background, Literature Review 6
Description of Institutional Resources 6
Evaluation 6
Project Staffing 6
Curriculum Vitae 6
Current and Pending Support 7
Subcontracts 7
Intellectual Property Rights 7

2.  The Budget 8
For Proposals to Federal Agencies 8
For Proposals to Non-Federal Agencies and/or Sponsors 8

3.  Supporting Documents/Appendices 8
4.  Compliance 9

Human Subjects in Research & Instruction 9
Animal Subjects in Research & Instruction 9
Use of Hazardous Substances 9

5.  Representations & Certifications 9

HOW TO SUBMIT YOUR PROPOSAL 10
1.  Which NU Office Reviews/Processes Your Proposal? 10
2.  Processing Your Proposal through DSPA 11

Required Copies of the Proposal 11
University Review and Approval 12



3.  Electronic Submission of Proposals 13
NSF’s Fast Lane 13
Future Developments 13

4.  Deadlines 13
On-Campus Deadlines 13
Funding Agency Deadlines 13
Target Dates 14

5.  Multiple Solicitations 14

SPONSOR PROPOSAL REVIEW 14
1.  Types of Review 14

Internal Review 14
Peer Review 14
Other Types of Review 14

2.  Obtaining Reviewers’ Comments 15

NEGOTIATION AND ACCEPTANCE OF SPONSORED AGREEMENTS 15

SERVICE PRINCIPLES 16

APPENDICES
Appendix 1: Proposal Processing Form
Appendix 2: Subcontracts and Your Proposal
Appendix 3: Definition of Agreement: Gifts, Grants and Contracts
Appendix 4: Service Principles

ALPHABETICAL INDEX
























































