Proposal Team Planning Template
Sustainability Research Hub | Office of the Vice Chancellor for Research
Use this template early in proposal development to establish who is involved, what each person is responsible for, how the team will work together, and when key proposal components are due. Update the plan as the team or sponsor requirements change.
1. Proposal Information
	Proposal / Project Title
	

	Sponsor & Funding Opportunity
	

	Lead PI / Project Lead
	

	Sponsor Deadline
	

	Internal Submission Deadline
	

	Proposal Narrative Lead
	Identify the person who will drive development of the proposal narrative (typically the lead PI).



2. Team Roles & Responsibilities
Identify the people involved in proposal development and make ownership of major components explicit. Add or remove rows as needed.
	Team Member
	Role
	Responsibilities / Proposal Components
	Key Internal Deadline(s)

	
	Lead PI / Project Lead
	Scientific/technical direction; drive proposal narrative; final scientific decisions
	

	
	Co-Investigator / Key Personnel
	Scientific or technical contributions; assigned narrative sections; figures/tables as appropriate
	

	
	Proposal Coordination
	Timeline; requirements; contributors; letters/supporting materials; component tracking
	

	
	Research Administration
	Budget/justification; subawards; institutional requirements; required documents; routing/submission
	

	
	Writing / Editing Support
	Narrative development/refinement; integration; sponsor alignment; editing; mock review coordination if planned
	

	
	Graphics Support
	Figures, diagrams, data visualizations, or other visual proposal materials
	

	
	Other Partner / Contributor
	
	



3. Team Working Plan
Agree on these working practices at the outset so expectations are clear across the team.
	Communication
	Primary communication channel(s):

	Meetings
	Meeting cadence / standing meeting time:

	Shared Documents
	File location / shared workspace:

	Version Control
	How drafts, edits, and versions will be managed:

	Decision-Making
	How key decisions will be made and who has final authority when needed:



4. Key Proposal Milestones
Set internal dates early enough to allow integration, review, revision, and institutional processing before the sponsor deadline.
	Milestone
	Target Date
	Owner / Lead

	Proposal kickoff / roles confirmed
	
	

	First narrative draft
	
	

	Budget & subaward materials
	
	

	Figures / supporting materials
	
	

	Integrated proposal draft
	
	

	Mock or reviewer-style review (if planned)
	
	

	Revision / final internal review
	
	

	Internal submission / routing
	
	

	Sponsor submission
	
	


Planning note: For complex or collaborative proposals, revisit this document regularly as responsibilities, requirements, and timelines evolve.

