Getting started: A checklist for faculty

	Action
	Assistance
	Start date
	End date

	Articulate project idea and discuss with colleagues, here and elsewhere

· What is going on in the field?

· Who is working on related projects?

· Why this project and why now?
	
	
	

	Visit http://www.stolaf.edu/offices/foundations/ for tips on applying for grants, links to funding opportunities 
	GFR
	
	

	Develop a one-page concept draft 

· What is the opportunity or problem?

· Why is it important? To whom?

· How am I prepared to address it?

· What will we know that we don’t know now?

· Outline resources needed to complete this project (time; access to sites, labs or collections; technology; collaborators)
	
	
	

	Discuss with department chair how project fits your short- and long-term professional development plan

(18-24 months from proposed start date)
	
	
	

	Create a time line for this project
	
	
	

	Identify potential funders
	GFR
	
	

	Read the guidelines. Read them again
	
	
	

	Prepare and circulate first draft, including budget for critical feedback
	____ & GFR
	
	

	Review guidelines, your concept draft and your professional development plan
	
	
	

	Revise draft
	
	
	

	Circulate revised draft to someone who will press for clarity and coherence
	____ & GFR
	
	

	Download Proposal Clearance form and circulate with draft at least 5 business days before due date

http://www.stolaf.edu/offices/foundations/
	GFR
	
	

	Prepare final draft and have it proofread
	____ & GFR
	
	

	Submit
	​____ & GFR
	
	

	Prepare plan for next steps, next submission, completion of work
	
	
	


Office of Government and Foundation Relations
Holland House (next to President’s house)

· Patricia Martin, Director, x 3009   martinp@stolaf.edu
· Melissa Flynn Hager, Assistant Director of Faculty Grants, x3007 hager@stolaf.edu
· Deb Fleming, Manager of Sponsored Projects, x 3483  fleming@stolaf.edu
· Mary Eggleston, Grants Coordinator – Post Award, x 3604 egglesto@stolaf.edu 

