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Appendix D: Full Proposal Format for RFP (Standard Proposals) and Out-of-
Cycle Proposals 

Project Title 
Chairperson:  Name, Institution 

Con-Investigator(s): Name, Institution 

Extension Liaison: Name, Institution 

Industry Liaison:  Name, Institution 

Funding Request: $ 

Duration:  Number of years 

Objectives: 

Proposed Budget:  Institution, PI, Objectives, Year, Total 

Project Summary 
Text limited to 200 words (approximately half a page) that describes the project in everyday language without 
the use of scientific or technical jargon. State the problem, challenge or issue your project is addressing. 
Include dollar estimates if it's an economic issue (e.g., a potential decrease in feed costs). Briefly, tell how this 
project will address or solve the problem or challenge. Answer the "Who cares?" or "So what?" question: Why 
is this worth the attention of people? How does this impact the lives of real people? What difference will it 
make, and to whom? What is the benefit or potential benefit of a successful project? 

Justification 
Present a statement of the problem, its importance in aquaculture industry and/or consumer concerns. Describe 
the relevance of your project, who will benefit, and where it would most likely be applied. Describe potential 
collaborations and how your project is relevant to goals of the NCRAC program.  

Related Current and Previous Work 
Present a brief review of related research on the problem, how it falls short of meeting current and future 
requirements, existing knowledge gaps, and how the proposed work will contribute to the research needs of the 
industry. If this project outline is concerned with continuation of work previously funded by NCRAC, also 
include a list of the objectives of that work and discuss results obtained and how proposed work builds on 
those results. 

Statement Regarding Duplication of Research 
The USDA Current Research Information System (CRIS or REEport) the National Sea Grant Office Funding 
page and NOAA Office of Aquaculture Funding Opportunities Page should be consulted to limit the 
duplication of previous research. Indicated key words used in the search. 

Anticipated Benefits 
Tell how this project will benefit the aquaculture industry. The logic model will provide short, medium and 
long - term goals and specific outcomes. Describe how results will be made available and the specific audience 
for the project. 

Objective(s) 
State objectives clearly and concisely in a logical sequence. Include only those objectives on which significant 
progress can be made during the life of the project with the facilities, and human and financial resources 
committed in the Full-proposal. Objectives should be related to a coordinated effort of individuals involved, 
and should relate to a problem of regional scope. 
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Deliverables(s) 
Final products from the project may be described in this section. 

Procedures 
Procedures should to correspond with each numbered objective and described in sufficient detail to clearly 
delineate the methodology to be followed. Descriptions should be adequate enough to allow a reviewer 
familiar with the subject to evaluate the approach. The responsibilities, work assignments, and budgets for 
each participating institution must be stated in the procedure for each objective. 

Outreach and Evaluation Plan 
A well-considered and appropriate outreach component is an essential part of any NCRAC project. Increasing 
attention to the quality of outreach has been emphasized by USDA-NIFA, and has received considerable 
emphasis from NCRAC’s Board of Directors. To ensure the necessary Extension/Outreach components are 
included in the full   proposal investigators should review and include text that addresses program 
development and delivery. A complete Logic Model is required for all full proposal submissions. 

Facilities 
Describe the facilities available, the location of each facility and specific procedure(s) to be conducted at 
the location. Sufficient information should be included to enable the reviewer to assess the suitability of 
facilities and to evaluate the joint planning and coordination by the Work Group. 

References 
List any references cites in the proposal. 

Project Leaders 
Provide a list of all participants using three columns. In the first column give the name of the state of the 
participant; in the second give the name and institution; and in the third the area of specialization. 

Budget 
Provide an annual budget for each year of the project and a summary budget for the project showing funding 
requested from NCRAC by completing CSREES -2004 (see Appendix E). From the way budgets are presented, it 
should be clear to a reviewer that they realistically reflect costs required to carry out proposed tasks and achieve 
goals. Also provide a separate summary budget for each year of the project for all participants (identifying each by 
their institution or company) [see table from Appendix D, page 17 from the Operations Manual].  Finally a 
combined budget for all years should be included using the CSREES-2004 budget sheet. 

Non-allowable costs include no monies to be spent on bring and mortar (i.e., equipment costs), indirect costs or 
tuition remission, and excessive travel.  

In order to copy/paste the attached template effectively into your proposal, utilize section breaks. To apply a section 
break navigate to the end of the current page and select Layout followed by the Breaks pull down menu. In this 
menu you can mark the point at which one page begins and the next one ends or insert a section break and start a 
new section on the next page. After you have created your section break, paste the budget template provided here. 
To close the section break and continue to the next page, click the bottom right of the page to select the end of the 
template, and then select the Page section break. 

To change margins, click on the Margins button, found on the Page Layout tab. Word lists a number of pre-
formatted options, but you can also make your own margins by selecting “Custom Margins,” found at the bottom 
of the Margins list. You can change each of the four margins in the dialog box that appears. 

Captions for tables and figures should only have the Table # and Figure # in bold with the following text in regular 
format.  Table captions are located at the top of the table while figure captions are on the bottom of the figure. 

http://www.ncrac.org/files/presentation/file/NCRAC%20Logic%20Model%20and%20Impact%20Statements.pdf
http://www.ncrac.org/files/presentation/file/NCRAC%20Logic%20Model%20and%20Impact%20Statements.pdf
http://www.ncrac.org/files/presentation/file/NCRAC%20Logic%20Model%20and%20Impact%20Statements.pdf
https://www.ncrac.org/files/page/files/POLICIES%20MARCH%202016.pdf
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Instructions for Completing Budget Form CSREES-2004 

NOTE: Form CSREES-2004 of the USDA/NIFA follows.  That page can be photocopied and completed following the 
instructions below.  To help with the review of the proposed project’s costs by the USDA/NIFA Grants Management 
Branch (GMB), budgets need to include a narrative detailing the various line items.  All items should be described in 
the narrative in sufficient detail that would enable GMB to determine that the costs are reasonable and allowable for the 
project per the regulations.  Indirect costs and tuition remission are not allowable expenses. 

A. Salaries and Wages - Salaries of the principal investigator and other personnel associated directly with the project
should constitute direct costs in proportion to their effort devoted to the project.  Charges by academic institutions for
work performed by faculty members during the summer months or other period outside the base salary period are to be
at a monthly rate not in excess of that which would be applicable under the base salary and other provisions of the
applicable cost principles.

NOTE: The NCRAC program does not ordinarily pay salaries for principal research investigators or extension 
specialists (PIs) who participate in funded projects.  A priority of the program is to use PIs who are salaried on hard-
money by their employing unit.  The Board will consider, on a case-by-case basis, those situations during a period of 2-
3 months in a year when that PI's hard-money contract does not pay salary (e.g., PIs on 9-10 month hard-money 
appointments).  Salary support for technicians, student labor, and graduate student stipends are allowable on grants.  In 
this regard, the intention of the Board will be to approve personnel budgets that have adequate support to accomplish 
the work proposed by PIs.  Justification of request for personnel monies must be attached to budgets submitted in 
project outlines.  Secretarial and clerical salaries must be justified as to how that person will be directly involved in the 
project.  General administrative or accounting duties are not considered acceptable.  The duties must be directly related 
to the project plan. 

Award funds may not be used to augment the total salary or rate of salary of project personnel or to reimburse them for 
consulting or other time in addition to a regular full-time salary covering the same general period of employment. 

The submitting organization may request that senior personnel salary data not be released to persons outside the 
Government.  In this case, the item for senior personnel salaries in the formal proposal may be expressed as a single 
figure and the work-months represented by that amount omitted.  If this option is exercised, however, senior personnel 
salaries and work-months must be itemized in a separate statement, two copies of which should accompany the 
proposal.  This statement must include all of the information requested on CSREES-2004 for each person involved.  
The detailed information will not be forwarded to reviewers and will be held privileged to the extent permitted by law. 

Under the CSREES Funded Work Months on the Form CSREES-2004, show the actual number of months for which 
salary is being paid by USDA to individuals listed in Item A.1. a. & b. (e.g., 2 PIs listed in A.1.a. on a 12-month project.  
One will spend 100% of time (12 mos.) and one will spend 50% of time (6 mos.).  Total work months for A.1.a. would 
be 18 months.) 

For other personnel (graduate students, technical, clerical, etc.), only the total number of persons and total amount of 
salaries per year in each category are required.  Salaries requested must be consistent with the regular practices of the 
institution. 

B. Fringe Benefits - If the usual accounting practices of the performing organization provide that the organizational
contributions to employee “benefits” (social security, retirement, etc.) be treated as direct costs, award funds may be
requested to defray such expenses as a direct cost.  Show the percentage rate of fringe benefits for each salary category.

C. Total Salaries, Wages, and Fringe Benefits (A plus B)

D. Nonexpendable Equipment − Nonexpendable equipment is defined as an item of property which has an
acquisition equal to or more than $5,000 (or lower depending on your institutional policy), an expected life of more than
one year, and does not lose its identity when joined or made a part of another piece of equipment.  Details such as the
type of equipment, cost, and a brief narrative on the intended use of the equipment for project objectives is required.
Purchases of less than $5,000 may be listed under “Materials and Supplies.”  Please note that a computer system
(keyboard, monitor, and hard-drive) would be considered a unit and does not have to be listed separately.  Organizations
performing research with the support of a NIFA award are expected to have appropriate facilities, suitably furnished
and equipped.  Only under very unusual circumstances may award funds be requested for office equipment and
furnishings, air-conditioning, automatic data processing equipment (ADPE), or other “general purpose” equipment
which is usable for other than project-specific purposes.  This type of equipment requires special justification and prior
approval from the NIFA Authorized Departmental Officer.
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E. Materials and Supplies − The types of expendable materials and supplies required should be indicated in general
terms with estimated costs, e.g., Office supplies such as pens, paper, toner, etc. - $500.

F. Travel − The type and extent of travel and its relationship to the project should be briefly specified.  Funds may be
requested for field work or for travel to scientific meetings.  Provide the destination (or note destination to be
determined if unknown at the time project outline is submitted), purpose, number of travelers, number of days, and
estimated cost per trip, e.g., St. Louis, Missouri, to attend a conference; 5 days, 2 persons - $1,000 each.  For local
travel (where personal auto is used and mileage reimbursed), provide the purpose and total dollar amount of
reimbursement for the vehicle use.  If any overnight stays are anticipated, include the number of nights and the amount
for meals and lodging, e.g., local travel for site visits to aquaculture facilities - $500 for mileage and $500 for meals and
lodging (5 days @ $100/day = $1,000).

NOTE: Beginning with 2012 Work Group project outlines and all future funding cycles, the Board will require the 
travel budgets to include: (1) explanation on how it is related to the RAC mission; (2) a limitation to one person who 
can speak on behalf of the project to national conferences for reporting on project results to broaden potential impacts 
whenever feasible; and (3) a minimal amount of regional travel unless it is essential to completing project objectives or 
to deliver project findings to regional constituents.  Computer and/or phone-based communication tools and 
technologies should be used whenever possible in lieu of travel. 

If foreign travel is planned in connection with the project, the proposal should include relevant information (including 
countries to be visited) and justification.  Travel and subsistence should be in accordance with organizational policy.  
Irrespective of the organizational policy, allowances for airfare will not normally exceed round trip jet economy air 
accommodations.  Persons traveling under Federal awards must travel by U.S. flag carriers, if available, unless: 

1. The traveler, while en route, has to wait 6 hours or more and no U.S. flag carrier is available during this period, and

2. The flight by a U.S. flag carrier takes 12 or more hours longer than a foreign air carrier.  (Air freight must also be
under U.S. flag carriers.)

G. Publication Costs/Page Charges − No publication costs will be allowed on individual projects but these costs may
be paid by the NCRAC Publication Office (see Appendix H - Publication Policy).

H. Computer (ADPE) Costs − The cost of computer services, including computer-based retrieval of scientific and
technical information may be requested.  A justification based on the established computer service rates at the
proposing organization should be provided.  Reasonable costs of leasing automatic data processing equipment may be
requested, if justified.

I. Student Assistance/Support − This line is not applicable on NCRAC funded projects.

J. All Other Direct Costs − Anticipated direct project charges not included in other budget categories.  A description,
cost, and justification must be included in the budget narrative.  Examples include:

Communications - Mailings, postage, express mail, faxes, and telephone long distance charges.  Provide the estimated 
cost for each of these items. 
Photocopying - In-house photocopying of materials associated with the program. 
Subcontracts - When a portion of the work proposed will be performed by outside sources, a statement of work 
(proposal) and cost details (CSREES-2004, “Budget” and budget narrative) from the proposed subcontractor should be 
submitted.  The level of detail required for the subcontract budget is the same as the recipient’s organization. 
Consultants - A consultant is someone who renders expert advice in his/her field.  A consultant should not be affiliated 
with the performing organization.  Budget details should include the name of the consultant and his/her organization, a 
statement of work, and a breakdown of the amount being charged to the project (e.g., number of days of service, rate of 
pay, travel, per diem, etc.).  A curriculum vitae should also be included. 
Service or maintenance contracts - Costs should be in direct correlation to the use of the equipment for the project.  
Provide details of the type of equipment and the full rate of the service contract, as well as what percentage the Federal 
funds are paying. 
Conferences/Meetings - Costs of holding a conference or meeting, e.g., rental of facilities and equipment for the 
meeting, honorariums or fees for trainers or guest speakers and travel and per diem for participants and speakers.  
Details of costs for each conference or meeting must be broken out and provided in the budget narrative. 
Speaker/Trainer Fees - Provide details such as who the speaker(s) are and what the fee(s) are (include number of 
persons, number of days, and cost per person), as well as a description of the services they are performing. 
Honorariums - Honorariums to persons providing a service are allowable.  Provide information regarding the 
honorarium amount (e.g., number of hours/days and rate of pay) and a brief statement regarding what the person is 
doing to earn the honorarium. 
Other/Miscellaneous - These costs must always be identified and itemized. 
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Proposed subaward or subcontracts should be disclosed in the proposal, including a detailed budget and work statement, 
so that the award instrument may contain prior USDA authorization, if appropriate. 

K. Total Direct Costs (C through J)

L. F&A/Indirect Costs − Indirect costs are not allowed on NCRAC funded projects.

M. Total Direct and F&A/Indirect Costs (J plus K)

N. Other − This line is not applicable on NCRAC funded projects.

O. Total Amount of This Request
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UNITED STATES DEPARTMENT OF AGRICULTURE  OMB Approved 0524-0039 
COOPERATIVE STATE RESEARCH, EDUCATION, AND EXTENSION SERVICE Expires 03/31/2004

BUDGET 
ORGANIZATION AND ADDRESS 

 
USDA AWARD NO. 

Duration 
Proposed 

Months: ____ 

Funds Requested 
by Proposer

Duration 
Proposed 

Months: ____ 

Funds Approved 
by CSREES 
(If different)

Non-Federal 
Proposed Cost-

Sharing/ 
Matching Funds 

(If required) 

Non-federal Cost-
Sharing/ 

Matching Funds 
Approved by 

CSREES 
(If Different) 

PROJECT DIRECTOR(S) 

A. Salaries and Wages 
1. No. of Senior Personnel 

a. ___ (Co)-PD(s) . . . . . . . . . . . . . . . . . . . . . .  
b. ___ Senior Associates . . . . . . . . . . . . . . . .  

CSREES FUNDED WORK MONTHS

Calendar Academic Summer

2 .  N o .  o f  O t h e r  P e r s o n n e l  ( N o n - F a c u l t y )  
a . ___ Research  Associa tes-Postdoctora tes  .  .  .
b. ___ Other Professionals . .  .  . .  . .  .  . .  .  . .  .  . .  

c. ___ Paraprofessionals ...........................................................................................................  

d. ___ Graduate Students ..........................................................................................................  

e. ___ Prebaccalaureate Students ..............................................................................................  

f. ___ Secretarial-Clerical .........................................................................................................  

g. ___ Technical, Shop and Other .............................................................................................  

Total Salaries and Wages ....................................................................................................  

B. Fringe Benefits (If charged as Direct Costs) 

C. Total Salaries, Wages, and Fringe Benefits (A plus B) .............................................   

D. Nonexpendable Equipment (Attach supporting data.  List items and dollar amounts for
each item.) 

E. Materials and Supplies 

F. Travel

G. Publication Costs/Page Charges 

H. Computer (ADPE) Costs 

I. Student Assistance/Support (Scholarships/fellowships, stipends/tuition, cost of education, 
etc.  Attach list of items and dollar amounts for each item.) 

J. All Other Direct Costs (In budget narrative, list items and dollar amounts and provide 
supporting data for each item.) 

K. Total Direct Costs (C through J) .................................................................................   

L. F&A/Indirect Costs.  (If applicable, specify rate(s) and base(s) for on/off campus activity.
Where both are involved, identify itemized costs in on/off campus bases.) 

M. Total Direct and F&A/Indirect Costs (J plus K) ...................................................... .  

N. Other............................................................................................................................   

O. Total Amount of This Request ...................................................................................   

P. Carryover -- (If Applicable) . . . . . . . . . . . Federal Funds: $       Non-Federal funds: $      Total $ 

Q. Cost Sharing/Matching (Breakdown of total amounts shown in line O) 
Cash (both Applicant and Third Party)  .................................................................................................................................................  
Non-Cash Contributions (both Applicant and Third Party) ...................................................................................................................  

NAME AND TITLE (Type or print) SIGNATURE (required for revised budget only) DATE  
Project Director 

 
Authorized Organizational Representative 

 
Signature (for optional use) 

According to the Paperwork Reduction Act of 1995, an agency may not conduct or sponsor, and a person is not required to respond to a collection of information unless it displays a valid OMB control number.  The 

valid OMB control number for this information collection is 0524-0039.  The time required to complete this information collection is estimated to average 1.00 hour per response, including the time for reviewing 

instructions, searching existing data sources, gathering and maintaining the data needed, and completing the reviewing the collection of information. Form CSREE
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Budget Explanation for Institution 
Provide budget explanation per category listed in the CSREES-2004 form. 

Budget Summary 
Summary budget information per PI for each year in the proposed budget.  A final summary for all years should be included. 

Schedule for Completion of Objectives 
Indicate when objectives will begin and when they will be completed. 

List of Principal Investigators per Institution 
List in alphabetical order, by last name, all principal investigators per institution. 

Curriculum Vitae for Principal Investigators 
One (1) page vita must be included for each principal investigator. Content of vitae should reflect expertise to accomplish 
proposed tasks. Format for curriculum vitae is shown in Appendix B. Vitae for Extension and Industry Liaisons who are not 
funded are not required but can be included to support to activities in the proposal. 
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Checklist for Submission of Full Proposals 

Follow guidelines with the exception of the budget sheets. 

____       Format manuscripts for 22 x 28 cm (8½ x 11 inch). 

Number all pages sequentially. 

Use 10-12 font; Times New Roman. Do not justify right margins. 

Format headings appropriately. 

Leave at least a 2.5-cm (1-inch) margin on all sides. 

Use metric units of measurement with English units in parenthesis, e.g. 2.54 cm (1 inch). 

Define all abbreviations the first time they are used. 

Express ratios by using a slant line (e.g. mg/L). 

 Scientific names should accompany common names in the title and when they are first mentioned in the abstract and in 
the text. Authority for scientific names need not accompany the genus and species unless needed for clarity. 

Spell out one to ten unless followed by a unit of measurement (e.g. four fish, 4 kg, 14 fish). Do not begin a sentence with a 
numeral. Use 1,000 instead of 1000; 0.13 instead of .13; and % instead of percent. 

Use the 24-hour clock for dial time: 0830, not 8:30 a.m. The calendar date should be day month year (7 August 1990). 

___  Include signed Letters of Intent for identified Extension and Industry Liaisons. 

___  Signed Authorized Organization Representative (AOR) form from each funded PI’s institution are welcomed but not 
required at this time.  

___  Include the required three (3) Letters of Support from Industry members who are not directly involved in the proposed 
project.  

Assemble the full proposal in this order: Title Page, Project Summary, Justification, Related Current and Previous Work, 
Statement Regarding Duplication of Research, Anticipated Benefits, Objective(s), Deliverables, Procedures, Project 
Deliverables, Evaluation and Outreach (Logic Model included), Facilities, References, Project Leaders, Budget, Budget 
Explanation per Institution, Budget Summary, Schedule for Completion of Objectives. References, Participating Institutions 
and Principal Investigators, Curriculum Vitae for Principal Investigators (PIs). 

___  Provide names of three possible reviewers who will not have a Conflict of Interest 

    All identified co-PIs have been provided a final draft of the full proposal. 

 ___     Submit proposal (including all required documentation) in single MS Word document. 

If the NCRAC Administrative Office cannot verify inclusion of any element, the Full Proposal will not be accepted. 

Principal Investigator Signature Date 




