
Streamlining Proposal Intake

Best Practices for Efficient and Compliant Submission
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Learning Objectives
1. Identify the essential elements of a proposal submission form to ensure accuracy 
and compliance.

2. Evaluate how form design impacts proposal routing, review, and submission 
efficiency.

3. Implement process improvements that enhance data collection and reduce 
administrative workload.

4. Understand how the elements when the proposal is awarded are critical for the 
overall administration of the award.
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What is a Proposal Intake Form?
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TOOL collects specific information:
● Key requirements 
● Timelines/Deadlines
● Roles/Responsibilities
● Budget/Cost share

TRIGGER compliance considerations:
● Routing
● Reviewing
● Training
● Tracking



Effective Intake Form = Foundation for Success
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• Accurate information at the beginning drives successful and on-
time submissions

• Mitigates the risk of gaps, delays, or errors that could lead to 
missed or rejected proposal submissions

• Structure intake forms to enable scalable systems

Example Proposal Intake Form:
Proposal Submission Form | Penn 
State College of Earth and Mineral 
Sciences

https://www.ems.psu.edu/form/proposal-submission-form
https://www.ems.psu.edu/form/proposal-submission-form
https://www.ems.psu.edu/form/proposal-submission-form
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Identify the people involved

 Principal Investigator

 New or Experienced 

 Department Administering

 Collaborators

 Internal or external?

 Internal – Co-PI, Co-I, research assistants, student 
researchers, etc.

 departmental or interdisciplinary?

 External – subawards, contractors, or unfunded 
collaborators?

 International partners?
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Identify the role of your PI and what documents will be required for submission
 Lead Organization
 Subaward
 Consultant
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Identify the details that will affect indirect costs
 On or Off Campus
 Office Resources
 Laboratory Spaces
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Identify the timing for the project and the pre-award process

 Period of Performance

 Submission Deadline

 Hard 

 Soft

 Document Deadline
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Identify the key elements that drive the proposal
 Sponsoring or Lead Organization
 Solicitation 
 Research, Outreach or Instruction
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Identify the resources needed to execute the project
 Budget
 Additional space needed?
 Renovating Existing Space?
 New Equipment?
 Cost Share?
 International Partners or Services?
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EXAMPLE OF PROPOSAL INTAKE FORM
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Budgeting in Pre-Award/Proposal
How Early Decisions Shape Post Award Success
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The budget becomes the financial 
blueprint for the entire award

Strong budgeting prevents: 
• Cost overruns
• Disallowed costs
• Audit findings
• PI frustration
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• Shrinking budgets to fit sponsor caps
• Wrong fringe, F&A, tuition, or salary escalation
• Misclassification of on-campus vs. off-campus rates
• Unrealistic effort commitments
• Cost-share promised without confirmation

• Missing required costs
o Participant support
o Publication fees
o Data management
o Mandatory travel
o Equipment
o Subrecipient vs. Contractor
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THANK YOU!
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Travel was supported in part from the NSF-funded Skilled 
Training in Administration and Institutional Research 
(STAIR) at Penn State.

AI Use Disclosure Statement
In developing this presentation, generative AI tools were used solely for brainstorming and outlining. These tools 
helped organize initial ideas, structure the content flow, and identify key themes relevant to the topic. The presenters 
completed all final writing, analysis, and synthesis, and all sources were independently researched and cited in 
accordance with academic integrity standards.
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