** Please note this is a template.  All sections should be updated to fit your specific grant in question. **
Created 3/6/25 by the Grant Laboratory
Request for Proposals Name/ID#: 12345
Sponsor: Organization Name
Due Date: 00/00/0000 by 00:00 am/pm
Project Dates: 00/00/0000 to 00/00/0000 (X Years)
Budget Constraints: List the total direct and indirect costs allowed for the total project term and for applicable yearly limits.  (Example: 3-year, $250,000 total Direct Costs, w/ 15% allowable indirects)
Formatting: Many sponsors require specific font, font size, and margins are used.

	Not Yet Started
	In Progress
	Complete



	Proposal Section / Attachment
	Status
	Page Limits / File

	Section 1: Project Overview 
(this should be updated to proposal specific title)

	Introductory Statement
Here you can put a few details describing the requirements.
	
	600 words in portal

	
	
	

	
	
	

	
	
	

	Section 2: Staff & Resources
(this should be updated to proposal specific title)

	Key Personnel CV/Resume/Biosketch
1. John Doe
2. Jane Doe
3. Jonny Carson
	#1 and #2 received.
#3 sent with 00/00 due date.
	10 pages / PDF

	
	
	

	
	
	

	
	
	

	Section 3: Additional Required Attachments /Budget
(this should be updated to proposal specific title)

	Tables/Charts/Graphs
	
	100mb / PDF

	Budget
Include details from RFP that will aid in completing this attachment.
	
	Excel .xlsx file

	Budget Justification
Show breakdown/math for all costs.  Keep concise making sure to justify EVERY line item.
	
	1 page / PDF

	
	
	



Contact Information: It is highly suggested you list any email/phone #/address that may be pertinent to completing the application/proposal here where it is easy to find.  This includes that of the sponsor for questions during the process as well as submission itself.
