PennDesign

GRANTS & CONTRACTS PRE-PROPOSAL QUESTIONNAIRE FORM

· Electronic acknowledgment from Facilities & Operations and I.T. or completed questionnaire form with required signatures is mandatory, prior to submitting a grant.
· Please provide Kimba Johnson, in the Grant’s Office a copy of the Sponsor’s guidelines.  

· A copy of the full proposal and budget is required to be submitted to Kimba, within ten (10) business days prior to the sponsor’s deadline.

· If there is no and/or reduced overhead included in the proposal, you must provide documentation, from the agency regarding their policy.

	Funding Agency
	
	Proposal Submission Deadline:
	

	Address
	
	 Electronic Submission-Grants Office

	
	
	 Mailed by PI/PD 

	PI/PD: 
	
	Department/Division:
	

	Faculty Status:    Full-time    Part-Time

	PI Email:
	Department/Division:
	

	Project Title:      

	Proposal Type:
	 New
	 Supplement
	 Renewal/Continuation
	Grant Begin Date:
	Grant End Date: 

	Total Request: 
	$
	Direct: $
	Indirect/overhead: $

	Cost-sharing Information:

	  Required           Voluntary                                                   
	   In-Kind (If in-kind box is checked, attach a brief statement or description)

	 Cash
	Amount $
	OR  University
	Amount  $  
	 Grants Office Approval Signature
	

	BUDGET RELATED CLEARANCES – Does the project involve the following:

Are the funds in the budget for hiring new personnel?





                                                        No   Yes

Are the funds in the budget for hiring a Project Manager?





                                      No   Yes

Are the funds in the budget for faculty reassigned time/course buyouts/summer research?



                                      No   Yes

Are the funds in the budget for hiring students, graduate, undergraduate assistant (s)?                                                                                                    No   Yes

Are the funds in the budget for sub-contracts/sub award agreements?

                                                                                            No   Yes

Action involving Operations and Planning include: Office Space, event space, remodeling, M.E.P, construction (current or future)?                     No   Yes
*Please arrange a meeting with Operations & Planning to discuss space needs, remodeling, M.E.P., before submitting a grant to Kimba*
Action involving I.T. include:  I.T. support, AV, computing purchases?                                                                                                                     No   Yes
*Please arrange a meeting with I.T to discuss security, storage and back up of date, before submitting a grant to Kimba*
COMPLIANCE CLEARANCES – check those that apply:
  IRB           IACUC          IBC       RCR (NSF only)      FCOI (all federal)   (Praxis project are not applicable for this section)
INSURANCE REQUIREMENTS 

  Indemnification/ Insurance Carriage Requirements    Not Applicable

	REQUIRED SIGNATURES
PRINCIPAL INVESTIGATOR/PROJECT DIRECTOR

I certify that to the best of my knowledge, the above information is correct.  This project is achievable as described, including the limitations of time, resources, and personnel. I understand that the grant will be awarded to the University of Pennsylvania, and generally all equipment and other tangible property acquired with grant funds shall vest in the institution.
Printed Name



    Signature
                                      Date

    Email Address
INFORMATION TECHNOLOGY/REPRESENTATIVE

I certify that I have reviewed the technical and computing support needs for this proposal with the Principal Investigator

Cathy Di Bonaventura
Printed Name



    Signature or Approval via Email              Date

    Email Address
OPERATIONS AND PLANNING/REPRESENTATIVE

I certify that I have reviewed the space, remodeling, or construction needs for this proposal with the Principal Investigator.

Karl Wellman
Printed Name



    Signature or Approval via Email              Date

    Email Address
DEPARTMENT CHAIR/ PRAXIS MANAGING DIRECTOR
I certify that I have reviewed the proposal and found it to be complete, including required assurances, budget, and commitments involving space, faculty/staff time, and matching funds (current or future).

Printed Name



    Signature

                     Date

    Email Address
FINANCIAL OFFICE/PRAXIS BOARD APPROVAL
I certify that I have reviewed the proposal and found it to be complete, including required assurances, budget, and commitments involving space, faculty/staff time and matching funds.  In addition, I certify that all resources and other provisions of any award will be fulfilled. 

Printed Name



    Signature

                     Date

    Email Address



	



The Penn Design, Office of Grants and Contracts has created this proposal checklist to assist in the development of a proposal by providing key information needed in one condensed checklist.  This will serve as a tool to keep track of each involved person’s responsibilities and when important tasks will be completed.


	Proposal Title:
	

	Funding Agency:
	

	Deadline to Sponsor:
	

	Signatory:
	


Submission Type:   (Electronic or  Hardcopy )

*Forms not required by all Sponsors*
	
	Responsible Party
	
	Deadline Date

	  Cover Sheet
	
	
	

	  Project Abstract
	
	
	

	  Table of Contents
	
	
	

	  Project Narrative
	
	
	

	  Introduction/Background
	
	
	

	  Needs Assessment
	
	
	

	  Objectives
	
	
	

	  Operational Plan/Activities
	
	
	

	  Management Plan
	
	
	

	  Key Personnel
	
	
	

	  Evaluation Plan
	
	
	

	  Budget Form(s)
	
	
	

	  Budget Narrative
	
	
	

	  Resumes/Bios
	
	
	

	  Letters of Support/Commitment
	
	
	

	  Forms
	
	
	

	  Proposal Approval Summary
	
	
	

	  Signatures
	
	
	

	       Other: 
	
	
	

	       Other: 
	
	
	


Proposal Checklist








