
With over 18 years of expertise 
in grant writing, program 
planning and philanthropic 
engagement within the 
nonprofit and higher education 
sectors, Courtney assists 
Pitt-Greensburg faculty and 
staff in their efforts to secure 
grant funding from a variety of 
sources. Courtney combines 
strategic insight, persuasive 
communication, and a deep 
understanding of philanthropy 
to secure vital funding and 
build lasting partnerships. 

Services Offered
Proposal Development

Interprets funding 
guidelines and assists 
with drafting narratives 
and budgets to ensure 
proposals follow sponsor 
requirements, cost 
principles and 
competitive standards.

Funding Opportunity Research
Distributes funding 
newsletters, highlights 
specific mechanisms, and
identifies opportunities 
aligned with campus 
priorities and faculty 
research.

Faculty, staff, or students are 
not authorized to submit or 
sign grant applications or 
agreements on behalf of the 
University. All external 
grants, gifts, and contracts 
must first be routed through 
the Campus Grants 
Administrator and then 
approved by the appropriate 
University official. 

S u p p o r t

Grants ManagementCorporate & Foundation Relations
Cultivates relationships with 
corporations and foundations, 
including managing 
stewardship activities, such 
as reporting and site visits. 
Leads proposal writing for 
campus-wide initiatives, 
including capital funding 
requests. Acts as a liaison 
with the University of 
Pittsburgh's Office of 
Corporate and Foundation 
Relations (CFR).

Useful Information

Who is Able to Submit a Grant?

Sponsored Project or Gift?
A Sponsored Project is any 
externally funded research, 
scholarly or public service 
activity that has a defined 
scope of work which provides a 
basis for sponsor expectations. 
These projects are accounted 
for in entity 05 in the 
University’s general ledger.     
A Gift is a non-reciprocal 
transfer of funds, with a 
charitable intent, for which   
the donor may not stipulate 
certain expectations. 

Courtney DeCarlucci
Manager, Foundation & Corporate Relations
Campus Grants Administrator

pggrants@pitt.edu              
724-836-9892                     

Coordinates the 
submission and award 
activation of government, 
corporate and foundation 
grants in partnership 
with the Office of 
Sponsored Programs 
(OSP) and the Office of 
Corporate and 
Foundation Relations 
(CFR). Provides limited 
support on compliance 
and award requirements. 



GRANT LIFECYCLE WITH EXTERNAL RELATIONS SUPPORT 

Research 
Development Proposal Award Activation Project Begins Award Closeout 

• Funding 
opportunities 
distributed by the 
Grants 
Administrator.

• When a  funding 
opportunity is 
pursued, the Grants 
Administrator 
reviews and 
communicates 
funding submission 
requirements.

• The Grants 
Administrator assists 
with the limited 
submission process, 
and for Select 
Funders,  consults 
with Corporate and 
Foundation Relations 
(CFR).

• The Grants 
Administrator takes 
the lead on writing 
proposals to 
foundation and 
corporate funders.

• The PI secures 
approval from 
department and 
Academic Affairs for 
any University 
commitments, 
course releases, and 
salary charged to the 
grant. 

• The Grants 
Administrator 
collaborates with the 
PI to prepare grant 
proposal and budget.

• When required, the 
Grants Administrator 
routes proposal in 
the internal PerisTM 
MyFunding system 
for Office of 
Sponsored Programs 
(OSP) review and 
approval and 
coordinates  
submission to  the 
sponsor on behalf of 
the PI.

• Usually the OSP 
reviews the award 
agreement and 
verifies all 
compliance 
documents have 
been uploaded to 
the PerisTM 

MyFunding system 
and the PI has 
completed all 
relevant trainings.

• Once the grant 
agreement is 
approved by the 
OSP it is signed by 
the authorized 
representative(s) 
and the signed 
agreement is 
returned to sponsor.

• Sponsored Projects 
Accounting (SPA) 
assigns 05 account 
number, when 
applicable. 

• Once a new 05 
account is created 
the Grants 
Administrator 
requests a budget 
modification to set 
up the project 
budget allocations.

• PI begins project.

• Grants 
Administrator 
assists with 
stewardship and 
reporting, taking the 
lead on reports to 
foundations. 

• Campus Grants 
Administrator 
notifies the OSP of 
completed award 
requirements.

• For a sponsored 
project, the PI works 
with the Manager of 
Business Services to 
submit a closing 
memo to close out 
the account. 

• When a proposal is 
approved for funding, 
the Grants 
Administrator and PI 
discuss the award 
and any applicable 
budget changes.

• The Grants 
Administrator 
processes the award 
(n the PerisTM 

MyFunding system 
(when required) and 
routes the grant 
agreement to the 
appropriate person 
for review and 
authorized signature.

Grant support follows six key stages. The Prospect Manager (PI) is responsible for project leadership and fiscal 
oversight, while the Grants Administrator provides guidance and coordination throughout.

Scan this QR code 
for additional 
information 


