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Purpose and Scope: State the intent, objectives and extent of coverage of the SOP.  
The purpose of this SOP is to standardize the grant submission process beginning with the 
intent to develop a grant application and ending with submission of the application for the 
college. 
 
Procedural Steps & Responsibilities: Document specific, procedural, step-by-step instructions. 
List titles and departments responsible for specific aspects of the SOP. 
1.  Complete the “Request to Submit a Grant Application Form” and submit to the Assistant to 

the President. 
2.  The “Request to Submit a Grant Application Form” will be reviewed by the Assistant to the 

President to ensure that no two parties are considering development of a grant 
application for the same grant opportunity.  Upon review, the submitting employee will 
be contacted.  
The President’s Cabinet will review the request and determine if approval will be 
granted to proceed with the grant application process.  If more than one party is 
considering development of an application for a particular grant, the grant applications 
will be reviewed by the President’s Cabinet, with selection determination based on the 
strategic objectives and goals of the College.   

3.  The Assistant to the President inputs the grant information into the grant data repository. 
4.  Submitting employee drafts grant and submits to their supervisor for comments. 
5.  Submitting employee prepares final grant application and submits to the College President 

for review and approval.   
 If grant is being submitted to an agency that utilizes either Grants.gov website or the 

National Institute of Health Electronic Research Administration website for submission 
of materials, the final grant application is to be sent electronically to the Grant Project 
Manager (who serves as the Authorized Organizational Representative for the college) 
for submission.   
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