
Define 
opportunity

Develop 
Proposal

Submit 
proposal and 
negotiate with 

Sponsor

Setup Award

Execute 
Project (Unit)

Closeout 
Project/Award

Limit 
submissions

Obtain 
required 

approvals

Negotiate and 
issue 

subcontracts

Execute 
Project

(ORSPA)

ORSPA

UNIT



Use tools/contacts/
other to forecast 

RFPs
[OVPREA]

Screen released 
RFPs for relevant 

opportunities
[OVPREA]

Review eligibility 
for opportunity

Follow limited 
submissions 

process if 
necessary

Obtain institutional 
support to pursue 

opportunity

Proposal 
Development

Provide tools and 
training for 

individuals users/
units to find 

opportunities

Screen released 
RFPs for relevant 

opportunities
[UNITS]

Limited 
Submission

ORSPA

UNIT



Use tools/screen 
released RFPs to 
identify Limited 
Submissions
[OVPREA]

Review opportunity 
for institutional 

eligibility
 [OVPREA]

Disseminate 
opportunitiy to 

ASU community 
[OVPREA]

Obtain institutional 
support to pursue 

opportunity if 
selected

Review eligibility 
for opportunity Define opportunity Submit internal 

proposal

Internal 
competition and 
selection of ASU 

authorized 
applicants 
[OVPREA]

Need to address that internal 
applicants have gotten 

support for cost share or 
F&A waiver PRIOR to 

submitting



Identify internal 
and external team 

members

Compile draft

Update 
requirements 

document

Define proposal 
editing team

Review draft

Initiate sponsor 
forms

Prepare budget 
justificationDraft budget Review budget 

with ORSPA

Prepare final draft 
of proposal 
materials

Submit proposal 
package to SPO

Create or obtain 
required 

supplemental 
materials

Follow approvals 
sub process

Submit & 
Negotiate

Define 
Opportunity

Develop outline for 
technical/project 

narrative

Distribute writing 
assignments

Identify existing 
template writeups 

(boiler plate)

ORSPA

UNIT

Obtain 
Approvals

Obtain 
Approvals



Complete blue 
sheet

Sign blue sheet 
[All co-Pis]

Attach relevant 
project documents 

required for 
reviewers

Sign blue sheet 
[Chair(s) or 
Director(s)]

Sign blue sheet 
[Dean(s)]

IP 
considerations?

Sign blue sheet*** 
[AzTE 

representative]

F&A waiver 
requested?

Sign F&A waiver 
[AVP Research]

Yes

No No

Yes

Define signature 
requirements/

special 
circumstances

Supplemental 
pay?

Form 300E 
(compliance) 

required?

Complete form 
310 [Various]

Complete form 
300E [Various]

Is there cost 
share?

Complete form 
305 [Various]

Yes

No No

Yes

Is there CAS 
exception?

Complete form 
315 [Various]

Yes

Develop 
Proposal

Develop 
Proposal

Yes

No

No

ORSPA

UNIT



Review award 
document and 

negotiate changes

Is a preaward 
account 

requested?

Setup Award

Submit proposal to 
sponsoring agency

Notify proposal 
team of 

submission status

Complete data 
entry

Monitor proposal 
status

Will ASU 
accept the 

award?

No

No

Yes

Yes

Is there an 
preliminary 

notice of 
award?

No

Develop 
Proposal

Proposal 
Closeout

Log the proposal

Final 
Proposal

Follow Set Up 
Award process

Yes

ORSPA

UNIT

Will the final 
award be a 
contract?

Yes

Negotiations 
handled by 

contracts officer

Finalize and 
execute 

agreements



Fund proposal in 
Coeus

Prepare package 
for GCA

Activate 
account(s)

Send account 
notifications

GCA review and 
final setup

Does the 
budget include 

CAS 
exceptions?

Approve CAS 
exceptions

Execute 
Project

Is the setup a 
preward 
account?

Approve 301B/
VPR guaranteed 

accounts

Yes

No

Yes

Distribute press 
release

File documentation

Notify non-cost 
share contributors 

of award

Resolve space 
issues if needed

Review, 
Submit & 
Negotiate

‘ No

ORSPA

UNIT



Finalize project 
scope based on 
negotiations with 

sponsor

Create project plan

Charter Reqts and 
Schedule

Complete and 
track variances to 
the project plan

Status 
Report

Closeout 
Project

Use financial 
reports to monitor 

and oversee 
expenditures

Initiate and 
complete 

necessary cost 
transfers

Reanalyze 
resource 

requirements

Initiate change 
requests as 

needed

A

Complete project 
deliverables 

B

Ensure accuracy 
of completed effort 
certification reports

Complete 
necessary 

adjustments to 
award charges 
and/or payroll 

distribution

Notify ORSPA of 
any major (>25%) 
changes in effort

Setup Award

C

ORSPA

UNIT



Review change 
request from unit

Prepare and 
submit the invoice 
or financial report

Receive and 
deposit payments 

from sponsors

Produce and 
record a letter of 

credit draw 
request (federal 

awards)

Monitor and 
pursue the 

collections of 
overdue payments 

from sponsors

Invoicing and Financial Reporting

Change Management

A

B
Initiate invoicing 

process (based on 
schedule or project 

deliverables)

Execute Project (ORSPA)

Is sponsor 
approval required 

PRIOR to change?

Prepare change 
request according 

to sponsor 
guidelines

Yes
Did sponsor 

approve 
change?

Execute 
adjustments 
according to 

change request

Complete 
notification for 

sponsor and other 
ASU entities

No

Notify unit of 
change request 

status

No

Yes

Review and 
approve financial 

transactions

C

ORSPA

UNIT



Identify 
appropriate timing 
for project closeout

Post final 
expenditures to 

accounts

Issue final invoice 
and report

Inactivate award 
accounts in 

financial system

Confirm that 
project 

deliverables meet 
requirements

Complete final 
budget review and 
make adjustments

Archive project 
documents

Execute 
Project

Receive and 
confirm final 

payment

Close accounts in 
financial system

ORSPA

UNIT


