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Reseearch Project: Principal Inveestigator Checklistt 

Each Ressearch Projecct requires sstandard doccuments to bbe completeed during thee project 
lifecycle. 

Before Wrriting Begins 
• Reeview Conestooga’s policies a nd proceduress about researcch 
• Coonsult with Ch air and/or Exe cutive Dean onn the scope of research projeect. 
• Reegister the res earch project wwith the CARI ooffice. 
• Reeview all fundeer protocols thhat are needed for submittingg a proposal orr application. 
• Coomplete TCPS22 training whenn project invol ves human pa rticipants. 

Writing for a Proposal or Application 
•	 Reeview the varioous componennts required for the submissioon. 
•	 Reeview the techhnical componeents of the subbmission with tthe Chair, Execcutive Dean, annd/or others. 
•	 Reeview overall ccomposition annd general secttions with the CARI office. 
•	 Reeview the fundding agency’s rrequirements oon ethics and eenvironmental reviews and aapprovals (and any 

otther reviews a nd approvals that may be reqquired) – priorr to submissionn. 
•	 Suubmit budget ffor review to CCARI’s Financia l Administratoor (2+ weeks beefore due datee). 
•	 Suubmit application for internaal sign-offs. 

After a succcessful Noticee of Intent (NOOI) 
•	 WWhen informed  directly, advisse Chair, Execuutive Dean, andd the CARI officce. 
•	 Reeview the reseearch project’s scope with Chhair or Executivve again. 

After a succcessful Appliccation or Propoosal 
•	 WWhen informed  directly, advisse Chair, Execuutive Dean, andd the CARI officce. 
•	 MMeet with the CCARI office to rreview all reporting dates/de eadlines requireed. 
•	 MMeet with the CCARI office to pprepare contractual agreemeents. 
•	 Ennsure that all eethics and otheer reviews are completed andd approved priior to commenncement of thee 

prroject. 
•	 WWork with the CCARI office to ddo determine ccontracts for sttudents and/o r contractors. 

Interim annd Final Reportts 
•	 Ennsure ‘due dat es’ list for repoorts are providded to the CAR I office. 
•	 Coomplete reporrts in a timely mmanner. 
•	 Coonfer with the CARI office to  ensure that addequate time hhas been allocated for financcial records and 

reeport signaturees. 
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Research Project: Principal 

Investigator Checklist 


10 Steps to a Winning Research Proposal 
(Adapted from George Hazelrigg) 

1.	 Prior to proceeding with a research proposal, meet with your Chair or Department head to 

discuss your research interests. 


2.	 Know yourself, your area of expertise and learn something about the previous research 

conducted in the area/field.
 

3.	 Know the research funding program from which you are seeking support and ensure it is the 

correct program for your research, BEFORE you write a proposal. Understand the specific goals 

and requirements. 


4.	 Formulate an appropriate research objective that is relevant to the program and doable within a 
reasonable budget and timeline. 

5.	 Formulate a viable research plan to accomplish the objective, ensuring that you clearly state your 
research objective early in the proposal (ideally first paragraph). 

6.	 Acknowledge the works of others, and make clear your contribution, as well as the benefits of 

the research/impact for the field.  


7.	 Quality writing, grammar and spelling, as well as formatting all matter. Adhere to the application 
guidelines, and use brevity. Exceeding page or word limits may disqualify your proposal. 

8. Familiarize yourself with the review process and timelines.  
9.	 Proof read your proposal before it is sent. Don’t spend five weeks writing a proposal, just to kill it 

with a minor omission (e.g. a required signature or reference letter). 
10. Ensure that you have met all College/School requirements for research applications BEFORE you 

submit the proposal. 
11. Submit your proposal on time.  	Do not wait until the last due date to send it. Technical difficulties 

DO arise with online applications that may cause you to miss the deadline. Don’t take chances. 
Submit at least two or three days prior to the deadline. 

Conestoga’s Applied Research and Innovation office collects information, processes, and monitors status for the 
following items (but not limited to): Memorandum of Understanding, Mutual Non-Disclosure Agreement, Scoping 
& Budgeting Documents, Conestoga Approvals, Research Collaboration Agreement, Research Ethics Board 
Approvals, Research Project Team, Member Agreements, Tracking Documents to COMPANY, Research Personnel 
Documents, Research Project Completion, Metrics Survey, and Success Story Write-up. 
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