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Proposal Step Guide 
 Day  # in Process Major Process Phases Major Steps in the Process—Number in Parentheses = Step in Text Version of Process 

 

1-‐8	  

9-‐40	  

41-‐50	  

51-‐58	  

59-‐60	  

I. Make Application 
Decision 

II. Organize 

III. Prepare Content 
IV. Write 

V. Refine Content 
Review Draft 

Post	  

V. Finalize—Check 
Quality 
	  

VI. Produce 
	  

VII. Post-Submission 

	   	   	   	   	   	   	   	  
	  
	  
	  

	  
	  

Make Applications 
Decision (1-3) 

Differentiators; 
Themes 

Organize Process ((4-8) 

	  
Develop Draft Outline & Solution 

(12-13) 
Review Requirements & 
Ask Questions (9, 11) 

Conduct Lit Review; 
Collect Source Info (10) 

Write Text;  
Create Draft Art (17-19) 

Input Initial Budget Estimate 
(6) 

Input Bio, Past Performance, 
& 2nd Cost (17) 

	  
Refine Content for Draft (21) Review Draft (22) 

Update Draft (23) 

	  
Do Final Content QA Check & Fixes 

(25) 
Determine & Input 
Final Budget (24) 

Create Final Version (28) 

	   Produce Package (30) 

 Upload to Portal or Email; Verify 
Receipt (31) 

	  
Copy Final, Conduct Lessons Learned, &  

Select Material for PI and CSU Libraries (32-33) To CSU & PI Libraries 

Reviews Inputs 

Mentors & Colleagues 
Boilerplate 

RFP, Tools; CSU Library 

PROPOSAL TEAM 

II. Organize 
Process	  

Determine Gaps & Engage 
Specialists to Fill (14, 16)	  

Request Dept Support Letter (15) 

Draft Department Letter (20) 

Check if Dept Letter Needs Revision, 
(26) 

Revise Dept Letter if 
Needed (27) 

Do Test Run in Portal (29) 




