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PRE-AWARD PROPOSAL PROCESS 
�&�2�1�7�,�1�8�(�'�«

�‡Review of the preliminary documents is completed and a timeline is issued to 
show dates and times for when documents are due and when the proposal 
review will begin.

�‡The timeline will also include the required dates the proposal documents 
must be uploaded in the required system along with the OSP submission date 
�D�Q�G���W�K�H���D�J�H�Q�F�\�·�V���G�H�D�G�O�L�Q�H���G�D�W�H��

�‡Upon final review and discussion, if needed, the proposal will be submitted 
�E�\���R�Q�H���R�I���W�K�H���2�6�3���V�W�D�I�I���P�H�P�E�H�U�V���S�U�L�R�U���W�R���W�K�H���D�J�H�Q�F�\�·�V���G�H�D�G�O�L�Q�H���G�D�W�H��

�‡ALL forms for OSP can be found on the TU website under Research and 
Sponsored Programs/Office of Sponsored Programs



CONTACT 
INFORMATION/AVAILABILITY

�‡Jasmine Jackson
�‡Director, Office of Sponsored Programs, Kenney Hall, Room 70 -218, 

334.724.4472 (office), jjackson4@tuskegee.edu (email)

�‡Deborah Spencer
�‡Associate Director of Sponsored Programs, Kenney Hall, Room 70 -

217, 334.724.4478 (office), dspencerthornton@tuskegee.edu (email)

�‡Jamillah McCray
�‡Grants Specialist, Kenney Hall, Room 70 -215, 334.724.4473 (office ), 

jmccray @tuskegee.edu (email)
Availability: Monday -Friday (8:00 am �² 4:30 pm)
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Tuskegee University 
Sponsored Programs Preliminary  Checklist 

 
 
PRE-AWARD PROCESS 
 
Required preliminary documents when notifying OSP of your intent to submit: (MANDATORY)  
 

�x Internal Proposal Routing Form (IRF) 
�x Conflict of Interest Form (COI) 
�x Abstract/Project Summary/Statement Work 
�x Tentative Budget 
�x Tentative Budget Justification 
�x Solicitation 
�x Indirect Cost Rate Adjustment Form (if applicable) 
�x Cost Sharing and Matching Sources (CSMS) (if applicable) 
�x �6�X�E�D�Z�D�U�G�H�H�¶�V OSP Contact Information (OSP will send out the Subrecipient Form to 

be completed and signed and MUST be received BEFORE the submission takes 
place) 

�x Once ALL required documents are received the assigned Grants Specialist will send 
you a timeline to adhere to with all required deadline dates to submit and upload 
documents. 

 
Desk Submissions: All documents outlined above are required however, OSP is only required to review 
and approve your budget and budget justification BEFORE submission. In addition, it is 
MANDATORY to send the assigned Grants Specialist a copy of the submission after the full proposal 
has been submitted. 
 
Other information needed for a complete submission: 
 

�x Biographical Sketch �± most agencies are requesting for submitters to use SciENcv 
�x Current and Pending - most agencies are requesting for submitters to use SciENcv 

SciENcv website: https://www.ncbi.nlm.nih.gov/sciencv/ 
 
POST-AWARD 

https://www.ncbi.nlm.nih.gov/sciencv/
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