
Co-created by a Chicago-based Community Advisory Board and Northwestern University © 2023 
www.teamscience.net  

How to read a Request for Application (RFA) 

If you only have 5 minutes: 

If you have more time… 

Skim the entire request 
for application

•What is the funding
amount?

•What is the purpose
of this application?

•What is the funder
asking for?

•Who is eligible to
pursue this funding?

•How many awards
are they giving out?

•What are the grant
start/end dates?

Assess the feasibility of 
pursuing these funds

•Does your
organization need to
provide matching
funds?

•Are there preferred
projects/activities the
application states
they will award?

•Allowable activities -
What activities can be
funded by this grant?

•Does some of the
funding need to pay
for infrastructure, not
just research?

Do some research

•Who has been
funded in the past?

•For how much?

•For what types of
activities?

•Who is the contact
person?

•Does your
organization/project
idea align with the
funding opportunity?

Find out the primary focus 
of the application 

Read the eligibility criteria 

Review the key deadlines 

Find out the funding amount 

Review the resources 

See if they offer an information 
seminar and sign up to attend  
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