Complex Proposals Project Management Tools
Template: Proposal Team Kick-Off Meeting

The purpose of this document is to outline a kick-off meeting that will enable your grant development team to:  
· create a shared understanding of the proposal development process
· be thoroughly aware of the solicitation requirements
· orient to the proposal content and understand  positioning and win themes

Bring this agenda, and a copy of your draft documents with initial content:  Roles and Responsibilities;  Timeline and/or Calendar;  Review Cycles; Table of Contents.  Replace yellow highlighted text as appropriate to your situation.
****************************************************
AGENDA
Proposal Kick-off Meeting
Call-in line: (555) 555-5555 
(please indicate if you will be calling in)


[bookmark: Text3]Participants:   List All Required Participants  (All members of the proposal development team including PI, co-PIs, admin support)
1. Proposal overview and intel - PI
a. Summary of approach
b. Incumbent/competition intel, why this team should pursue.
2. FOA review: Questions, Q&A deadline, Application webinar dates, FOA modifications.
3. Technical approach/narrative: Brief overview, including discussion of basic win themes
4. Proposal Project Management 
a. Team roles and responsibilities: Confirm all participants and reviewers
b. Calendar: Key OSP dates, team communication plan – weekly meetings, etc.
c. Document management: Share drive use, file naming conventions, primers and templates
5. Budget: Brief overview,  F & A rate (project classification and location) and cost share discussions
· Subrecipients: Review list of potential subrecipients, designate liaison to each potential sub; determine list of documents needed from each sub, determine plan for communicating with subs (e.g., full orientation meeting for all subs vs. phone calls to individual subs)
6. Appendices:
· Letters of Commitment/Support: Discuss subcontractor LOC required for OSP; brainstorm partners who can provide LOS but are not subs; confirm maximum number of allowable letters
· Capacity/Facilities & Other Resources Statement: Review plan for compiling and review
· CVs/key personnel: Initial ideas for key personnel, review solicitation plan, relay CV/biosketch support and resources (e.g., CV Templates)
7. Compliance Items: IRB and/or IACUC approval required? Is the project being performed outside of the US?  If yes, is the work export controlled? Will administrative salaries/office supplies be direct-charged?
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