TEN STEP GUIDE TO GRANT WRITING AT EOU
Welcome to our step by step grant writing guide. This page will walk you through the process of becoming a grant writer and provide information on EOU policies on grant writing and administration. We want this process to be as simple and straight forward as possible so we welcome your comments on how to improve our web pages and policy and procedures.  Call 962-3473 or email to ogsp@eou.edu.

· Step # 1 - PRE-PLANNING

Grant writing is just one step, the last step in a long planning and program development process.  

Before you start looking for a grant to support your research or creative activities, or institutional programs, do your homework.  Know what you want to do.  Don’t wait for, or just look for grant announcements or request for proposals that might be close to your area of interest.  Before you begin planning and program development, or grant writing, consult with your Chair, Dean, or Vice-President.   Make sure your idea fits your departmental, college, institutional and personal development plans.  

· Step # 2 – SEARCHING FOR FUNDING SOURCES

Search for funding sources that fit what you want to do, not vice versa.  See OGSP’s web pages on Searching/Links to Funding Sources, Grant Opportunity Notices, Grand Deadlines, Grants Resource Center (GRC), and Pierce Library.  Upon request, OGSP can also run custom searches through GRC.  Also note that there are some internal sources of funding for research and creative activities listed on the OGSP web page.  

If you are considering private sector funding sources (non-profit foundations or organizations), both Pierce Library and University Advancement have a subscription to the Foundation Center Directory Online, and will help you searching in the private sector.  See EOU Foundation’s Grants Policy and Procedure and consult University Advancement’s  Foundation Funding page to determine if a particular funding source is already committed for EOU grants or fundraising.
Once you have identified some potential funding sources, you are ready for the next step. 
· Step # 3 – PRE-APPLICATION CLEARANCE
Go to the OGSP webpage and fill out the electronic Pre-Application Clearance Form. This form will be automatically emailed to the appropriate Chair, and Dean or VP. It will also be sent to the OGSP office and University Advancement to determine that your proposed funding source(s) is not already targeted by the University.  This review ensures that we do not submit conflicting or competing proposals to the same funding source, or proposals that compromise long term fund raising activities.  

If that funding source is already committed, you will be assisted in identifying other possible funding sources.  With this notice you will receive another electronic form that will help you identify the key institutional issues related to any proposed grant-funded activity.
· Step # 4 – IDENTIFICATION OF INSTITUTIONAL ISSUES
This simple electronic form will help you identify potential problems related to your proposal that you will have to deal with in your planning and program development.  The form asks ten questions that will require you to do further study of the requirements of the funding source, and be more specific about what your proposal entails.  This electronic form goes to OGSP and is from there routed to the appropriate department for resolution of any problems identified.   When all these institutional issues have been resolved, and you have fully developed your proposed program, you are ready to begin the grant writing.
· Step # 5 – WRITING THE GRANT
Most funding sources are VERY specific about what they want, and how they want it.
# 1 Grant Writing Tip – read the instructions, and follow them!

Talk to the program officer that oversees the grant program.  Program officers will vary in their ability and/or willingness to help you, but use them to the greatest extent they will allow.  

Please make sure that you allow plenty of time to write the grant application and gather the appropriate supporting data and documents so that you do not miss the deadline for submission.  Also be aware that you cannot submit your proposal without institutional approval, and that the final draft and the Grant Submission Approval From must be submitted to OGSP ten working days before the submission deadline.  See Step # 6 below.
Don’t go it alone.  Assemble a team to work with you.  You may need expertise in some areas of the application that you don’t have (such as evaluation, statistics, etc.).  Get some help.  Applications that reflect partnerships, and which go cross discipline, often have higher priority.  

Get copies of funded proposals to see what the funder thinks a good proposal looks like.  OGSP can assist you here.  Check the funder’s website for their guide to grant writing.  

Review the OGSP’s web site for information and links to a host of other resources that may help your grant writing.

Ask the program officer to review drafts for you.  Ask anyone who is willing to read drafts to review and comment for you.  

Ask the Grants Technician in the Business Office for help with your budget.  

· Step # 6 - INSTITUTIONAL GRANT SUBMISSION APPROVAL
You may not submit your proposal to the funding source without final institutional approval.  Once your grant application is in final draft form, download the Grant Submission Approval Form from the OGSP website.  Fill it out, sign it, attach your final draft proposal/application, and secure the sign off of your departmental Chair and Dean, or Vice President.  Bring it to OGSP ten working days before the submission deadline and we will take it from there.  You will be notified when the approval has been secured so that you can make the submission.

· Step # 7 - SUBMISSION

The actual mechanics of submission of the approved grant application vary depending upon the funding source.  Generally the PI is responsible for the submission (copying, collating, binding, mailing, etc., the requisite number of copies in the required format). OGSP or the EOU Foundation may assist if requested.  In the case of electronic submissions to NSF Fastlane or grants.gov, the PI prepares and uploads the application using the online submission system, which then notifies the University.   OGSP then reviews and approves the application one final time, and toggles the SUBMIT button.  
· Step # 8 - WAIT
Now you wait.  It may take several months before a decision is made, depending on funding source.  Start working on your next grant, or find a different funding source to which you can submit the same grant.  Once the funder makes a decision, a notice may be sent by the funder to the PI and/or the President.  Notify OGSP immediately if you receive such a notice.

· Step # 9 – CONGRATULATIONS…POST AWARD ACTIVITIES

If your grant is approved, the University will receive an agreement or contract that will be signed by the VP for Business, Finance and Facilities.  You will work with the Grants Technician to review both EOU’s and the funder’s policies on grant administration and accounting, and plan for meeting in a timely manner all ongoing or final reporting requirements, and all agreements in general as to deliverables.  Special account codes will be established for your grant.  The Grants Technician will draw funds from the funding source according to their policy (usually on a reimbursement basis), and deposit it in your account.  All purchases and expenditures must be made from that account according to EOU policy and procedure.
Another important, but often overlooked aspect of post award grant management is planning for your next grant!  Plan ahead.  Don’t wait until you are finished with one before you start thinking about the next.

· Step # 10 – IF NOT SUCCESSFUL…START OVER

Due to limited funding and high levels of competition, success rates on first applications for most government programs are less than 20 percent.  However, the success rate on subsequent applications increases because the government (and most private funding sources) will tell you what the reviewers did not like about your proposal, and how you can improve it.  You will often get the grant reviewer’s comments in writing.  If not, ask for it.  With this feedback, you can revise, improve and resubmit your proposal in the next funding cycle.  Go back to Step # 1 and start over.  Think long term.
