SEVEN STEPS TO APPLYING FOR A GOVERNMENT GRANT

First time applying for a grant?  The staff in the Office of Research and Sponsored Programs (ORSP) will assist you through the entire proposal development process.  
This process and timeline has been created to ensure that your proposal is completed, approved by the appropriate department chair and Dean and submitted well in advance of the agency deadline.  

This is an outline of the Proposal Development Process at MSU.  If you are interested in applying for a grant, please follow these steps:

Proposal Development Process at MSU
1.  Identify an Appropriate Grant

Identify a grant opportunity or contact ORSP for advice on finding an appropriate grant. 

Federal grant opportunities are circulated weekly to all faculty.  Faculty can also register to receive specific grant opportunities directly from InfoEd.  Just call ORSP at 4128 to enroll.

2.  Notify ORSP

Please call ORSP staff about your interest in a specific grant at least 3 weeks in advance of the agency deadline.  One of the Pre-Award Officers will contact you to set up an appointment to review the proposal guidelines with you.  
We will provide you with an appropriate budget template to use to calculate the proposal budget.   The templates are specific to the agency to which you’ll be applying and automatically calculate increases in salary and tuition.  We will also provide you with the correct figures for your salary, fringe benefits and MSU’s indirect costs.
We will give you instructions on how to create and upload your proposal either to grants.gov, National Science Foundation’s (NSF) FastLane or another online grant application system. 

Please note:  If you are not registered as a Principal Investigator in NSF FastLane (for submitting NSF proposals) or eRA Commons (for submitting proposals to the National Institutes of Health (NIH), ORSP will register you.  All faculty submitting proposals must be registered in the appropriate online system.  This must be done well in advance of the proposal deadline.
3.  Contact the Funding Agency
If you are new to proposal writing or want to know if an agency is interested in your idea or research, just draft a short summary of your project to send to the program officer at the federal agency.  Most program officers are willing to review and critique a project summary if it is sent at least 30 days before the proposal deadline.  For NSF proposals, you can call the appropriate program officer directly to discuss your proposal.  For other agencies, submitting a written project summary is more effective.  If you are responding to a Request for Proposal (RFP), you cannot send a project summary for review after the RFP has been released.  Please check with ORSP if you are unclear about whether you can contact the project officer. 
. 
4.  Meet with ORSP
Prepare a proposal summary for your meeting with ORSP staff.  At the meeting, we will review your budget and the proposal guidelines in detail with you.  ORSP staff will also review with you the forms that the agency requires you to complete in addition to the proposal narrative. 
Throughout the proposal development process, please keep in touch with the ORSP staff.  We can answer questions or contact the funding agency to clarify the proposal guidelines for you.  Please refer to the section “How can ORSP help to make my proposal more competitive?” at the end of this document.
5.  Complete the Routing Form  
First, complete all fields on the attached routing form and then attach a copy of the proposal and the budget.  As the Principal Investigator, you will need to sign the Routing Form (easily accessible on ORSP’s webpage: http://www.montclair.edu/ORSP/preaward.html.)  Co-Principal Investigators should also sign the form.

The Department Chair and Dean must also sign the routing form.   The Dean is required to sign the section of the form that commits any funds or salaries to meet an agency’s cost-sharing requirement.  

The completed routing form and the attached proposal and budget should be delivered to ORSP in advance of the proposal deadline.  Please note that ORSP requires that the signed routing form be received in our office before submitting your proposal.

6.  Upload the Proposal or Submit in Hard Copy  

Once the proposal and budget are complete, please log into the appropriate online portal and upload your proposal.  You will be required to complete the budget in the agency’s form by itemizing the projected costs by year.   If you need any help or guidance in uploading the forms, just call ORSP.  We will coach you through the uploading process.

Once the forms are uploaded, notify ORSP and we will thoroughly review the proposal.

Please note that through NSF FastLane, you can automatically notify ORSP by email when you proposal is complete.

If your proposal is to be submitted by mail, just send us the proposal in Word by email.  We will make the copies and send the proposal via FedEx.  You will be notified by email of the date and time of receipt.  

ORSP Proposal Submission Policy Deadline:  All proposals must be uploaded online or submitted to ORSP at least 3 work days prior to the deadline of the funding agency.  Please note that most state and federal agencies require that proposals be submitted by 5 pm on the day of their deadline.    

ORSP cannot guarantee the submission of proposals received less than 3 days before the agency deadline.  Because proposals are submitted online, it may take up to 24 hours to receive confirmation of the submission.

7.  ORSP Final Review and Submission
ORSP staff will conduct a final review of your proposal for compliance, adherence to agency and university guidelines, and accuracy of your budget.  We will also check the format and ensure that all necessary documents are attached.  

If any items are omitted, miscalculated or not in the correct format, we will notify you as long as there is sufficient time to correct them before the proposal deadline.  
When proposals are submitted, ORSP receives a confirmation notice from the agency.  As the PI, you will either receive the confirmation by email or be notified automatically  by email from the funding agency.    

****************************************************************************************************
How can ORSP help to make my proposal more competitive?
In addition to thoroughly reviewing your proposal and budget, ORSP can provide the following information to ensure that you proposal reflects the requirements of the funding agency.

Abstracts of successful grants from NSF and NIH:  Do you want to know about the research and activities that have been funded in your field by these agencies?  Most funding agencies make available the abstracts of previously funded grants.  These provide valuable information about the kind of grants that agencies want to fund.  ORSP will send these to you to review.  

Examples of completed, required forms with instructions:  biosketches, facilities and equipment forms, budget justifications are all required for federal proposals.  We can provide you with examples of the guidelines and samples of the completed forms. 
University statistics and information:  We can provide institutional information, including relevant student demographics and other statistics, summaries of similar programs and grant-funded projects that will demonstrate MSU’s institutional capability to the funding agency.
.

Accurate budgets and budget justifications:  ORSP can help you develop a budget in the appropriate format required by the funding agency and provide the required budget explanation or justification.   Just call ORSP staff for help.  

Facilitate partnerships:  If you are partnering with another institution or organization, ORSP will contact them to obtain the required documents for the proposal.  If another institution is submitting the proposal and MSU will be the partner, we will prepare and provide the documents to that institution.  All proposals that include partnerships require that the necessary information be provided to ORSP before submitting the proposal.

