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Research Proposal Guidelines

Proposal Format

Proposals should be no more than 12 pages (12 point font; single spaced).

1. Title page
Include project name, applicant name, title, organization, address, city, state, and zip, phone, fax, e-mail, and date of submission. 

2. Project abstract
Include a brief summary of the project (No more than 300 words)

3. Statement of the problem
The purposes of the project should be clearly stated and include the key questions to be answered and the key contributions to be made as a result of the successful project completion. 

4. Review of the Literature

The review of the literature provides the background and context of the research problem. It should establish the need for the research and indicate the writer is knowledgeable about this area. It shares the reader the results of other studies that are closely related to this study being reported. The review of the literature provides a framework for establishing the importance of the study, as well as a benchmark for comparing the results of a study with other findings. It frames the study earlier identified. 

5. Methodology
Applicants should describe how data relevant to the project will be collected. Data collection instruments should be described and, if possible, samples of such instruments provided. Methods for data analysis should be clearly explained. 

6. Timetable
A timetable should be provided which includes project start and completion dates as well as target dates for providing quarterly reports on the status of activities. 

7. Budget
Proposals must include a detailed description of how the requested funds will be spent including an expense sheet listing all allowable costs. Allowable costs include, for example, printing, postage, telephone, and stipends for researchers. Unallowable costs include indirect institutional expenses, institutional overhead, permanent equipment, and capital expenditures.

8. Qualifications
The qualifications of the applicant and their relevance to the project should be clearly described. Specific project responsibilities should be outlined. 

Proposal evaluation criteria

Proposals are evaluated using the following weighted criteria:

· Relevancy of the project to the funding priorities and the potential contribution to the field: 30 percent. 

· Clarity of the research purpose and objectives: 25 percent. 

· Appropriateness of research design: 20 percent. 

· Qualifications of the applicant: 15 percent. 

· Appropriateness of requested budget: 10 percent.

RESEARCH BUDGET
· Budgets are cost projections. They are also an indicator of how projects will be implemented and managed. 

· Well-planned budgets reflect carefully thought out projects. 

· The Jury will use these factors to assess budgets: 

· Can the job be accomplished with this budget? 

· Are costs reasonable for the market - or too high or low? 

· Is the budget consistent with proposed activities? 

Is there sufficient budget detail and explanation?

Salary Costs
Reasonable stipend or salary costs for researchers, including the principle applicants, will be considered a legitimate budget item. However, a case will have to be made for this salary support and the Jury will make final decisions regarding the appropriateness of researcher salaries.

SAMPLE BUDGET SUMMARY
	Expense Categories 
	Amount

	A. Personnel (salaries/stipends)
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	B. Travel and Related Subsistence Costs
	

	C. Professional and Technical Services/Contracts
	

	D. Equipment
	

	E. Supplies
	

	F. Other expenses (specify)
	

	TOTAL PROJECT COSTS
	


Key Factors in Budgeting 


· Be precise and specific — clearly delineate costs to be met by the funder and all other funding sources 

· Be realistic and reasonable about how much money you will need. If you ask for less money than you actually need, you run the risk of not having enough money to meet your proposed objectives. If you ask for far more money than you actually need, you run the risk of a negative response to inflated expense estimates. 

· Expense items need to be consistent with the proposal description and plan of activities 

· Ensure that project expenses are logical and reasonable 

· Know what costs are ineligible 
· Use a “Budget Justification” section to give a brief but clear rationale for all budget categories and most budget items 

· Check for inconsistencies between the budget and other parts of the proposal 

SAMPLE BUDGET JUSTIFICATION 

A. Personnel Costs (Total = XXXX)

· List each category of personnel (e.g., applicants/co-applicants, staff, consultants); the number of persons involved in each category; the salary rate/stipend rate, and amount of time to be devoted to the project. 

· Compensation rates for grant activities must be consistent with that paid for similar work within the applicant’s institution/organization. Describe activities to be performed by different categories of personnel. 

B. Travel and Related Subsistence Costs (Total = XXXX)

· Itemize travel expenses of project personnel by purpose (e.g., field interviews, education, conference attendance to communicate research results). Show the basis of computation and identify the location of travel, if known. 

· For travel, include an estimate of economy rate fares. 

· Subsistence costs must be justified by research needs and may only be applied to time spent away from one’s home. Subsistence costs include: accommodation (number of nights x rates), per diem for meals and miscellaneous expenses. 

C. Professional and Technical Services and Contracts (Total = XXXX)

· Generally, these expenses relate to external contracts for services needed for the conduct of the research. For example, these could include computer services, access to library databases, consulting fees for expert advice to resolve technical problems, cost of subcontracts, costs involved in providing personnel with training and/or development in techniques required for the conduct of the research project. 

· For each, identify the nature of services to be performed and their estimated costs. 

D. Equipment (Total = XXXX)

· List nonexpendable equipment items that are to be purchased — nonexpendable equipment is tangible property having a useful life of more than two years (e.g., computer hardware, tape recorders, cameras, video equipment). Equipment items must not be currently available at one’s institution/organization. Explain how the equipment is necessary for the success of the project. 

E. Supplies (Total = XXXX)

· Generally, supplies include any materials that are expendable or consumed during the course of the project. 

· List items by type (e.g., office supplies, training materials, copying paper, postage, telephone, duplicated material, printing/photocopying expenses, monthly charges for use of internet from office, expenses for field work), and expendable equipment items (e.g., books, computer software) and show the basis for computation 

	Other Expenses (Total = XXXX)

List other cost along with a description of their relationship with the research project
 Indirect Costs. One item in this section could be an indirect cost such as a percentage of the direct costs of a grant that is assigned to help cover the organization’s administrative overhead costs. These overhead costs include utilities, personnel offices, accounting, and so forth — these are necessary to operate the project but cannot be directly charged to the project (note that a maximum of 13% is allowed for the organization’s administrative overhead costs). 

In-kind contributions are gifts of goods or services instead of cash. They can include donated space, materials or time. If you list in-kind contributions as income in your budget, you must also show the corresponding expenses. In-kind contributions can be important for a number of reasons including:

· It shows all the ways in which the community is supporting your project, even though not everyone is giving cash; 

· It shows the true cost of the project — what you would have to spend without the community support. 

If you want to show in-kind for these reasons, you can either show it in the budget, or simply add a footnote to the bottom of the budget. 

Note that for the final project report, you will need to provide supporting documentation for all eligible expenses. Documentation for this report must include original receipts or invoices as well as a statement justifying the expenses in the context of the program of research.
APPENDICES AND SUPPORTING MATERIALS
Supporting materials are not required, but if included, should be in an appendix. These materials may endorse the project and the applicant, provide certifications, add information about project personnel and consultants, exhibit tables and charts, contain CVs, etc. For projects that include collaborations or partnerships, endorsements from the partnering agencies can be included. Ideally, appendices should be limited to 3 pages, although there is not a hard and fast limit on the number of appendices allowed to accompany the proposal.


