
ITEST Proposal Development Course
Module 2: Forming Partnerships
Activity 2.04: Planning for Partnerships
Use the template below to outline how you will complete the following key tasks and a estimated deadline for each task. Note that these tasks will occur over several weeks of your proposal preparation period. Make sure that your proposal development timeline includes each of these tasks, and that sufficient time has been allocated to them.

	Key task
	Notes on how you will complete the task
	Estimated deadline for task

	Refine your own high level project budget (that you started in activity 2.01) and identify how much money will be available for partners.
	
	

	Reach out to potential partner organizations and let them know you are planning to submit a proposal (describe briefly your concept) and invite them to a proposal development meeting.
	
	

	Conduct the proposal development meeting. Complete/refine the partner roles and responsibilities template (see activity 2.03) at the meeting with partners present.
	
	

	Conduct one-on-one follow-up meetings/ conversations with each partner to agree upon specifics of roles/ responsibilities, their budget parameters and deliverables. Request a budget and budget narrative that will cover their deliverables.
	
	

	Prepare requests for additional information needed for the proposal including a description of the organization, and if needed expertise and management roles/ responsibilities.* 
	
	

	Follow-up with partners to make sure you receive all required information on time.
	
	



*Partners may also need to provide: Biographical Sketches in NSF format; Current & Pending Support forms for senior staff (if any); Results from Prior NSF Support (if appropriate), additional supports for the Facilities section, and any other materials required. If needed request partners to register on FastLane and prepare to upload their own budgets and narratives. Information on these requirements will be covered in Module 3: Writing a Compelling Project Description and Module 9: Final Steps and Uploading to Fastlane.  
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