Checklist for Reading an RFP/RFA
1. What are the funding goals of this program? List program goals and main criteria:

	


a. Does this fit your project needs? Can you “frame” the proposal well to fit the program?

2. Quick and dirty—What is/are the:
a. Agency name/Program title? _______________________________________________

b. Important dates:

	


c. Funding range: __________________________________________________________

d. Project period: ___________________________________________________________

e. Type of grant/category: ___________________________________________________

f. Eligibility? Y ( N (

g. Is this a limited submission? Y ( N (
If yes, how many applications are allowed per institution/per PI?

_____________________________________________________________________

h. Program Officer name and contact information: ________________________________
________________________________________________________________________

i. Is there a parent announcement? Y ( N (

j. Special award conditions:  __________________________________________________
________________________________________________________________________

k. Guidelines for renewals or resubmissions: _____________________________________
________________________________________________________________________

3. Budget: Can you follow the budget guidelines for:

a. Allowable costs? (list)

	


b. Unallowable costs? (list)
	


c. Are indirect (Facilities & Administrative, F&A, overhead) costs allowed? Y ( N (
What is the rate? __________________________________________________________

d. Cost share? Y ( N (
Unallowable cost share categories: _____________________________________
__________________________________________________________________

What is the agency seeking in terms of “institutional commitment”?

__________________________________________________________________

e. Other budget limitations: ___________________________________________________
________________________________________________________________________

4. Formatting guidelines
a. Font size: _______________________________________________________________

b. Page limit: ______________________________________________________________

c. Sections requested: ________________________________________________________

d. Other: __________________________________________________________________

5. List other required documents/forms (e.g., CVs, references cited, facilities, human subject protection):

	


6. List supplementary documents (e.g., IRB documentation, letters of support, audit reports, certifications):

	


7. Submission requirements (e.g., mail or electronic):
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