Proposal Checklist  

 FORMCHECKBOX 
 Do you have the funding source’s proposal guidelines, formats, forms, deadlines, etc.? 

 FORMCHECKBOX 
 Have you identified the components your sponsor wants in a proposal? 

 FORMCHECKBOX 
 Have you circulated the grants Information Form (GIF) to the appropriate persons? 

 FORMCHECKBOX 
 If Council approval is required, have you requested resolution from the legal office?  

 FORMCHECKBOX 
 Have you scheduled the time necessary to write and process the proposal? 

 FORMCHECKBOX 
 Have you identified and collected all the necessary data and other information needed? 

 FORMCHECKBOX 
 Have you arranged for typing, graphics, and other mechanical support? 

 FORMCHECKBOX 
 Do you know how to process the proposal through the City system, and how long it takes? 

 FORMCHECKBOX 
 Have you determined assistance needed and requested it form the Grants Services Division? 

 FORMCHECKBOX 
 Is the proposal in the format and editorial style required by the funding source? 

 FORMCHECKBOX 
 Is it easy to read rapidly? Does it flow logically? 

 FORMCHECKBOX 
 Is the language appropriate to the lay reader? 

 FORMCHECKBOX 
 Does it meet the sponsor's page limits? Typefaces? Type size? 

 FORMCHECKBOX 
 Is the title/cover page on the funding source’s forms or format? 

 FORMCHECKBOX 
 Is the abstract complete and comprehensible to the lay reader? 

 FORMCHECKBOX 
 Are all of the forms, assurances, and other required items signed and included? 

 FORMCHECKBOX 
 Is the table of contents included? 

 FORMCHECKBOX 
 Are all the attachments, appendices, resumes, etc., included? Are they referenced in the text? 

 FORMCHECKBOX 
 Do you have enough copies of pictures, brochures, and other material for all copies of the proposal? 

 FORMCHECKBOX 
 Does the proposal demonstrate understanding of the problem or need? 

 FORMCHECKBOX 
 Does it state clearly what you are not addressing? 

 FORMCHECKBOX 
 Do you provide references and/or data?   

 FORMCHECKBOX 
 Have you clearly and concisely stated the objectives? 

 FORMCHECKBOX 
 Do the objectives or hypotheses flow from the problem statement? 

 FORMCHECKBOX 
 Do the objectives or hypotheses describe the intended project outcomes, and exclude unwanted outcomes? 

 FORMCHECKBOX 
 Are the outcomes measurable? How, and with what precision? How can someone else evaluate them?  

 FORMCHECKBOX 
 Have you included activities to reach each and every objective? 

 FORMCHECKBOX 
 Have you appropriately used tables and illustrations of information? 

 FORMCHECKBOX 
 Have you adequately described time lines, project management, and the responsibilities of each individual or position on the project? 

 FORMCHECKBOX 
 Have you clearly and precisely delineated information to be gathered, data collection tools to be used? 

 FORMCHECKBOX 
 Have you shown that you have anticipated possible problems and addressed how to meet them? 

 FORMCHECKBOX 
 Have you precisely described any role the sponsor will play in ongoing project activities or decisions?  

 FORMCHECKBOX 
 Will the project be evaluated?

 FORMCHECKBOX 
 Who will evaluate, how and why? 

 FORMCHECKBOX 
Who will report the evaluation? To whom? How? 

 FORMCHECKBOX 
 Is the evaluation appropriately independent of the project manager?

 FORMCHECKBOX 
 Why and to whom will the results be disseminated? 

 FORMCHECKBOX 
 Is the methodology and cost appropriately addressed? 

 FORMCHECKBOX 
 Have you described the roles and responsibilities of each member of the project staff? 

 FORMCHECKBOX 
 Have you identified each key person by name? Have you demonstrated their capabilities and preparation for this project? Has each agreed to participate? 

 FORMCHECKBOX 
 Are all the necessary roles and functions provided for? 

 FORMCHECKBOX 
 How will you select any unidentified staff or consultants? 

 FORMCHECKBOX 
 Have you identified the roles and sources of any advisory boards? 

 FORMCHECKBOX 
 Where will the project be conducted? 

 FORMCHECKBOX 
 Are special facilities or equipment required? Is the sponsor expected to provide or fund them? 

 FORMCHECKBOX 
 Does your project budget anticipate every cost and its source of funding? 

 FORMCHECKBOX 
 Does the budget meet sponsor requirements for detail, format, and description of non- sponsor costs (cost-sharing or matching)? 

 FORMCHECKBOX 
 Does the budget demonstrate adequate attention to financial efficiency? Are direct and indirect (overhead) costs clearly separated, and have you adequately described what indirect covers? 

 FORMCHECKBOX 
 Is there adequate justification of unusual costs? 

 FORMCHECKBOX 
 Does the budget clearly relate to the narrative? Do you have any cross references required? 

 FORMCHECKBOX 
 Have you adequately accounted for cost increases and inflation in particular salary increases?   

 FORMCHECKBOX 
 Do you know the submission deadline? Will you meet it? 

 FORMCHECKBOX 
 Are all of its parts ready, proofread, and assembled in the required order with all the requisite forms, assurances, and other bureaucratic addenda? 

 FORMCHECKBOX 
 Do you know the City’s internal routing and check offs? 

 FORMCHECKBOX 
 Are there enough copies for the sponsor and your department? For various other reviewers or approvers? 

 FORMCHECKBOX 
 How will you get it to the funding source? 

 FORMCHECKBOX 
 Is it personally signed by city’s administrators/officials? Are more than one original signature pages required? 

 FORMCHECKBOX 
 Is there an appropriate letter of transmittal? 

 FORMCHECKBOX 
 Do you know the sponsor's review schedule? 

 FORMCHECKBOX 
 How will you learn about the sponsor's decision? 

 FORMCHECKBOX 
 Do you expect any negotiation? Do you know who in your organization can or must assist in negotiation? 

 FORMCHECKBOX 
 Have you thought about how to cut the size of the project and budget if necessary? Are you willing to do so? 

 FORMCHECKBOX 
 If you are funded, what must you do to get started? 

 FORMCHECKBOX 
 If your proposal is declined, what useful information can you get from the sponsor to improve it? What other sponsor might be interested? 

