Are you preparing a proposal for submission?  Below you will find a checklist to assist you.
· Have you looked on http://researchoffice.astate.edu for basic information and instructions?
· Have you discussed your project with agency program officers?  They can tell you if your project fits their goals, and they can be very helpful.

· Have you checked with ORTT for individual salary and fringe information?

· Has your budget been checked by ORTT?
· Have you obtained a proposal number from ORTT?
· Have you completed the ASU cover sheet?  This can be found at the above link and must be completed on your computer.   Handwritten cover sheets are not acceptable and will not be signed by ORTT.  The signed cover sheet is required for proposal submission.
· Have you obtained signatures from your chair and dean?

· Have you discussed any required match with the Research Office? Have you completed your Cost Share form to include with your proposal?
· Have you made the Research Office aware of your deadline? Is it mailing or receipt? Have you indicated on the cover sheet how your proposal is to be submitted and how many copies are needed? 

· Do you know the funding agency’s policy on indirect cost?  If they will not pay ASU’s federally negotiated rate, can you provide documentation of their policy?
· If proposal submission will be electronic, be sure the Research Office knows well ahead of the deadline that your proposal is in the works because an authorized signatory must be available to sign off.
· Is your Investigator Financial Disclosure Form on file in ORTT or have you included it with your proposal?  
