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PRIORITIES

Goals from Dean/ 
Department Heads

Meeting with PI

Meeting with PI for
project overview

Identify potential funder

Discuss scope of 
project to confirm 
goal alignment 
between PI & funder

Prepare storyline; 
identify vision, goals, 
objectives & 
deliverables; budget; 
assist with writing & 
meeting submission 
timeline. Work with 
SPS, if applicable.

Assist with RFP 
compliance check, 
proofreading, 
finalization, SPS 
approval & 
submission of grant

Direct checks to gift 
processing or SPS

Work with faculty & 
SPS on reports 
requested by funder

PREPARATION PROSPECTING CULTIVATION CLOSING &
SPONSORSHIP


