CHECKLIST FOR GRANT APPLICATIONS
· Acquire application and guidelines from granting agencies.
· Review concept with appropriate team leader and Service Center Director and obtain support for submitting a proposal. 
· Notify Library contact (http://www.rgs.uky.edu/ospa/radivis.htm) at Sponsored Projects Administration of pending grant proposal and include url/grant info/rfp.  Obtain percentage of indirect cost for the granting agency.
· Prepare narrative for proposal and gather preliminary budget information.
· Discuss technology needs for grant with ER.
· Review preliminary budget information with Library Budget Officer.
· Review proposal, budget information and external/internal letters of support needed with appropriate team leader; discuss any “matching” requirements.
· Prepare brief abstract of project so external or internal letters of support can be requested.
· Submit proposal to Dean of Libraries through team leader including “matching” requirements and possible funding sources for the match.
· Finalize the grant proposal and budget; review budget, narrative, cover page and forms with our contact in Sponsored Projects Administration (http://www.rgs.uky.edu/ospa/radivis.htm).
· Complete Staff/Faculty Disclosure of Financial Interest Form (http://www.uky.edu/Fiscal/Shared/Forms/discfin.pdf) and obtain team leader authorization.
· Complete Internal Approval Form (http://www.uky.edu/Fiscal/Shared/Forms/intapprv.pdf) and obtain team leader authorization as well as signature of Dean of Libraries.

· Hand deliver grant proposal, Disclosure of Financial Interest Form and Internal Approval Form to Associate Provost for Academic Affairs for approval (will usually have to leave with administrative assistant and she’ll call when approval is complete).
· Hand deliver grant proposal, Disclosure of Financial Interest Form and Internal Approval Form to Executive Vice President for Research & Graduate Studies for approval (will usually have to leave with administrative assistant and she’ll call when approval is complete).

· Photocopy complete set for Library Budget Officer and a set for the applicant.

· Hand deliver the original set to Library contact in Sponsored Projects Administration.








Page 1

LIBRARY’S INTERNAL APPROVAL FORM FOR GRANTS

Title of Proposal:
Granting Agency:
Principal Investigator:

Co-principal Investigator (if any):

Proposal Due Date:

Financial Information:



Budget requested from agency



Library match 



Partner (KYVL, other institution)
Supported by:






_________________________________










Team Leader

Budget reviewed by:





_________________________________










Library Budget Officer

Library match approved by:




_________________________________










Dean of Libraries
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