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How to read this flowchart: Read each numbered card from left to right. Each card contains its complete instructions; decision paths are also stated in text.

Phase 1: Identify Need

Any College employee may initiate a proposal or subaward through appropriate campus procedures. The Grants Office is available to brainstorm concepts.

Step 1
Develop
Project Idea

Consider whether
the idea supports the
College's mission
and goals.

* Problem, need, or
gap in service

* Goals and
measurable
objectives

® Approach

* Expected
outcomes and
impact

® Resources
available and
needed

* Time frame

Next

Step 2
Find Funding
Sources

¢ Consult the Grants
Office.

® Search Grants.gov
for federal grants.

¢ Search the Grants
Station database
for local, regional,
and national
foundations; the
Grants Office
provides portal
access.

¢ A funding source
may be a
subaward with a
four-year
institution,
nonprofit, or
corporation.

Next

Step 3
Determine
Qualification
and Fit

® Consult the
request for
proposals or
funding
announcement for
requirements and
restrictions.

¢ Consult any
applicable federal
or state guidelines.

¢ Determine whether
the College can
R R
requirements.

* Determine whether
the project is
feasible under
current
circumstances.

Step 4
Obtain
Approval to
Proceed

Board Policy No.
3280 requires timely
processing and
alignment with
District purposes,
including for
Subawards.

¢ Working with the
Grants Office,
submit the online
RHC Launch Pad
and estimated
budget template
from the Grants
Office website.

® Obtain approval
from the
appropriate Dean
or immediate
supervisor.

* The Grants Office
routes the project
for institutional
approval.

¢ In coordination with
the Grants Office,
begin forming the
team and laying
groundwork for the
proposal.

Decision path: If the project does not qualify or is not a good fit, return to Step 2 and identify another funding source or revise the concept before proceeding.
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Phase 2: Develop Proposal
The Grants Office and project lead work together through the following steps to coordinate development of the full proposal.

Step 1

Read
Guidelines
Thoroughly

e Understand
the funder's
goals.

® Determine
the funding
minimum and
maximum.

¢ |dentify

budget Next

requirements
and

restrictions.
¢ |dentify
necessary
contacts and
partners.

* Re-examine
whether the
projectis a
good fit.

Step 2
Contact
Funders (If
Allowed)

¢ Discuss the
planned
proposal.

e Ask for
assistance or
submit a draft
outline for
review, if
allowed.

® Ask about the
decision-

making
process and
time frame.
e Use available
guidance,
including
technical-
assistance
webinars or
open office
hours.

Next

Step 3

Draft
Narrative
and Budget

e Gather data
and research.

® Define the
essential
project
elements and
how they
address
established

needs.

* Develop the
project
timeline.

¢ Assign tasks
when working
with a team.

* Use the
request for
proposals as
the proposal
format.

* |dentify all
supplemental
documents.

Next

Step 4
Review and
Edit

e Complete a
self-review.
® Obtain peer
review.
* Obtain
Grants
Director
review.
* Obtain review
by the
supervisor Next
and -
appropriate
Vice
President.
® Incorporate
changes and
resubmit as
necessary.
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Step 5
Obtain
Approval
and Submit

* The Grants
Office
gathers
necessary
signatures
and submits
the full
proposal.

* No proposal
or subaward
may be
submitted
without the
President's
approval.
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