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1. The PI works with the sponsor on a research, training, or other sponsored activity (OSA) idea or 

identifies a research opportunity from an announcement (ex. RFA, RFP, PA, etc.). 
2. The PI develops an abstract with potential co-PIs and other key personnel and presents the plan 

via a Proposal Abstract form to their supervisor and Division Director for review and copies to the 
Unit Research Administrator (URA). The form should include a link to the funding opportunity and 
all required form details. This form is used to obtain permission to pursue an opportunity to 
ensure it would fit the researcher's career path and the goals and mission of the division, 
department, and college. This form is also used as an initial approval of effort, cost share, and 
GRA tuition, as well as a starting point for the URA to begin the proposal. A form is required for 
any opportunity sought, even if CFS is not lead. 

3. If the PI is not eligible to serve as PI, their supervisor helps to identify a mentor and seeks 
approval for the special PI to be designated as PI by following the special PI approval process.  

4. If the department needs to provide coverage for time spent on grant writing (non-tenure track 
faculty only), the PI should indicate this on the form. The division director must specifically agree 
to provide this coverage in their approval. Once the supervisor and Division Director approve the 
proposal abstract form, the Division Director’s approval should be sent to the Chair. Once the 
Chair approves, the URA will send the PI a checklist.  

5. The PI should schedule a meeting with the URA to review the budget, RFP, application 
requirements, deadlines, etc.  

6. After meeting with the PI, the URA will draft the internal budget based on the PI's input, including 
any subcontracts (with detail), and submit it to the PI for approval.  

7. Once the budget has been finalized, the URA completes a USF Internal Form and notifies the PI 


