INITIATING A PROPOSAL

To identify research funding opportunities, resources include “Office of Research Newsletter” emails within Rensselaer, the grants.gov website, and Rensselaer’s office of Corporate & Foundation Relations which may help identify pertinent foundations.

Proposals for corporate, foundation, and individual gifts and grants should be directed to Cheryl Keefe (keefec@rpi.edu). Cheryl will assist PI’s with the process and include the appropriate Institute Advancement staff to guide the proposal submission process. These proposals are evaluated individually.

All other externally funded research proposals are vetted by the Office of Research Administration and Finance. Rensselaer uses Cayuse SP to manage the sponsored projects lifecycle from proposal creation to award close-out, and acts as a repository for proposals and award data.  Members of the campus community can monitor their sponsored research proposal and award activity and track the status from proposal submission to award set‐up in a single, on‐line portal.

There are two steps to take before developing the proposal narrative:  

STEP #1:  Initiate the Proposal in CAYUSE SP.
You can initiate a research proposal by accessing Cayuse SP http://rpi.cayuse424.com/ and entering your proposal information electronically.  This step must be completed before Research Administration and Finance (RA&F) can begin to process the proposal. Please identify Cheryl Keefe as your HASS Administrative Contact.  This will ensure that your proposal is processed most efficiently.  

If you are submitting via Fastlane, you will still upload documents via the NSF site. https://www.fastlane.nsf.gov/jsp/homepage/proposals.jsp    

STEP #2: Draft a Preliminary Budget
The next step is to develop a budget. A rough draft is acceptable.  Email Cheryl Keefe (keefec@rpi.edu) for assistance as the budget must be submitted to RA&F using their budget template.  Don’t wait until the last minute to start your budget. There can be lots of issues that emerge, many of which require approvals from other campus units.  

Once you’ve developed a draft budget, you will submit it in Cayuse and RA&F will finalize it with you.  

All proposals will be held to the standard 10-15 business days notification requirement (meaning they must be submitted in Cayuse) and must be in final form ready for submission to the sponsor at least two (2) business days prior to the deadline.

Refer to the Quick Start guide to Building a Proposal in Cayuse SP, for assistance with navigating the system. If you require further assistance with Cayuse, please contact RAFProposals@rpi.edu.

Once you’ve completed these two steps, you can turn your attention to developing the proposal narrative. Should you need assistance, please reach out to Ken Simons, Associate Dean (simonk@rpi.edu).	 
