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Agenda

• Know your project

• Know your sponsor

• Know what you want to discuss

• Make the call



Know Your Project
The Concept Paper as a point of departure…..

• Prepares the PI to discuss all aspects of Project
– Sponsor will have questions too!

• Helps to determine fit with sponsor



Know Your Project
• Length contracts and expands as needed

• 5 reporter’s questions + 1

– Who

– What

– When

– Where

– Why

– How much



Know Your Sponsor
• Start early! 
• Research 

– Website
– I-990/tax forms/CFDA
– Program Guidelines
– Awardee information
– Application forms & instructions
– Annual Reports & publications

• Talk to former grant recipients
– Seek sample proposal copies

• Speak their language
– Keywords & Phrases
– Target audience/service 

recipients

• Identify the point where your 
goals intersect



Know Your Sponsor

READ…….

• Adobe.pdf  or Text

– Highlight & annotate

• The Notebook/tablet

– Make a list of your questions

– Check it twice

– Make the call meaningful and efficient



Know what you want to discuss
The BIG Stuff

• Eligibility

• Success rates/potential

• Award amounts

• Award process/calendar

• The review process 



Know what you want to discuss
Sample questions
• How many applications does the program 

receive…per cycle…per year
• How are these applications processed

– Reviewers/review process
• How are funds disbursed
• What are the largest, smallest and average awards

– What does the sponsor expect to see in/from 
each of these groups

• What are the most common factors associated 
with poor reviews/denials



Know what you want to discuss
The Details may sometimes seem obtuse, contradictory or not 
applicable….. Get clarification

• Presentation (Page limits, margins & fonts, binding or staples)
• Deadlines (rolling, window, firm)
• Submission processes (eRA, email, paper)
• Forms vs Proposal or a mixture of both
• Typed vs handwritten …and Adobe forms?
• Grammar (1rst or 3rd person)
• Budget
• Attachments (Letters of nomination, support or other 

approval), etc.
• Requirements



Make the Call

• Identify a specific person to address and ask for them by name
– Be prepared for redirection
– Ask if needed, but not provided

• Conference calls with research staff vs solo calls
• Be polite!
• Smile!!
• Be organized  -- not a pest



Walk Through a Sample

















discussion

questions

comments



Thank you!

Charna K Howson

Director, Sponsored Programs

Office of Research

Appalachian State University

howsonck@appstate.edu


