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Proposal preparation and costing checklist 


Introduction and support for proposers
This checklist is intended to act as an aide-memoire to PIs, School Administrators and Heads of School or others involved in preparing large interdisciplinary research funding proposals.  By this we mean proposals involving more than one School, and usually for activities that expect to have a lifetime and income beyond the end of the initial grant. The checklist includes all of the main areas that you may need to consider in developing and costing the proposal.

The School Administrator is the first contact for help in preparing a proposal. An ‘interdsiciplinary project team’ within the College Office (with expertise in  human resources, estates, and finance) is available to help PIs and Administrators in putting together proposals. They can be contacted in the first instance through the College research officer
. 
Their role will be to advise on logistic and procedural matters, and provide costings (such as staff costs). The project team will also liaise with the Head of College, with ERI and with Heads of Support Services as appropriate to ensure that commitments of resource, buildings etc. made in the proposal can be met and are acceptable to those who have to sign off the proposal.  Relevant members of this team should therefore be involved from an early stage of developing proposals to help PIs be aware of the issues they need to address and thus avoid last-minute changes or hold-ups in approvals. 


There may be circumstances where the College project team need not or cannot be fully involved, and/or where some of the guidelines listed here have to be bypassed (for instance if proposals need to be put together in response to very short external deadlines).  These situations will be unusual and in these cases the Head of College’s approval for bypassing the procedures noted here should be sought as the first step in proposal development.

Similarly there will be situations where particular funding bodies (such as charities) have rules for proposals that prevent costs for some of the items on this checklist being included. In those cases the PI will be expected to optimise cost recovery in whatever way is permitted. ERI can advise on the best ways of achieving this.

Initiating a Proposal

In preparing a draft Scientific Case, the applicants should consider how their proposal fits into a research strategy for 1) the College/s and 2) the individual Schools involved. Heads of participating Schools should be involved at an early stage in development to ensure alignment with School strategies if School (or College) resources will be allocated to the project. Normally a ‘lead School’ for the proposal will be identified at an early stage (this is often, but not necessarily, one of the PIs’ home School). The Head of College should also be informed and involved at this stage.

The lead School Administrator and/or College project team will normally start to be involved when the draft case is at a stage where outline costings or other logistical information is required.  

preparing A proposal

1. Staffing Resources

1.1  Academic Staff

Identify the category and grade of staff required and also assess the ongoing commitment to these staff at the end of the project–. If there is a commitment to continue posts at the end of the project, the resource to fund this, and the share falling on the individual Schools, must be identified and agreed by the relevant Head of School(s)/Head of College(s) when the proposal is being written. 
.  
1.2  Computing support

Please assess any computing support that you may require.   Note that currently the support available for research from EUCS is fairly limited and Schools have to appoint their own support for research, therefore this is a real cost issue. Funding for additional computer personnel should be identified and costed fully (including any hardware they may require e.g. desktop machine).

1.3  Administrative Support.

If the project is expected to involve around 0.1FTE or more of the participants’ time, or will require complex administration for other reasons, a provision for administrative support should be included.    These funds should be sufficient to provide financial administration and ongoing administrative and/or secretarial support for the project.  This may be through a new post or ‘buy-out’ of time of existing staff within the School (usually the lead School).   This is especially true for Charity-funded projects where there are no overheads and therefore no funds to recharge some of these costs.    Some charities, however, also do not normally fund such posts, regarding them as part of the ‘well founded laboratory’.

1.4 Technical Support

All specialist technical support needs should be identified.  If any of these specialist technical posts are required for the continuation of the project past the initial funding period the resource required to extend these posts must be clearly identified at the proposal stage.   General support technical costs should also be included e.g. use of workshops etc.

1.5 Staff grading approval

It is wise to have a provisional grading of new administrative, technical or clerical posts agreed with Human Resources through the College.  (A Human Resources representative will be available in the project team). This will help to ensure accurate costing of new posts.

2. Infrastructure Costs

2.1  Estate

The location for the project must be identified. This should include not only laboratory space but also offices etc.   If this is going to be a Scottish or National facility issues such as access and parking should be assessed.

2.1.1 New Build

The estates specialist in the college project team will undertake most of these actions on behalf of the proposal applicants.

Ensure that all professional fee costs have been identified. Assess any difficulties in getting Planning Permission and have a clear view of the timescale for achieving this. Any access issues (e.g. for delivery of bulky equipment) must be identified and the solution found. Any specialist or safety requirements for the siting of equipment must be identified and this information must be built into the building specificiation.

A Project Manager will be nominated from within Estates & Buildings Staff.   Someone from the lead School (or other participating School as appropriate) will liaise with this person on behalf of the project 

If this is a brown field site and involves the demolition of a current building ensure that the site clearance costs are allowed for.   A proper assessment of such buildings needs to be undertaken to ensure that additional costs are not incurred for the removal of hazardous building materials.   Ensure that the removal and re-siting costs for any current occupants are considered.   
You will need to identify in-building facilities such as any necessary security systems, which should also be included in these costs.  Cost of all ethernet ports and provision of computer cabling should be included.

2.1.2 Refurbishment

A full building assessment must be done by Estates & Buildings.   A clear specification must be available to them at this time.  This should include details of additional power supplies and another specialist services which are required.  Environmental issues must be considered in terms of use of power and waste management.  Any necessary security systems should also be included in these costs.   Cost of all ethernet ports and provision of computer cabling should be included.

Refurbishment need not be a whole building – but merely an area.  E&B then cost on an average value per sq m.

2.2  Equipment

Bear in mind costs not just of items of laboratory equipment but also any office equipment such as computers, photocopiers and furniture.

The costing of equipment should be on a whole life basis.   Most funding bodies will only pay up front costs (so only these costs will be included in the proposal), but any ongoing costs are an issue for the participating Schools.

Although not normally required at the proposal stage, you should be aware that  EU regulations on procurement must be adhered to.   The services of the procurement office must be used as per the procurement guidelines (www.procurement.ed.ac.uk).


Large project proposals normally require delivery time for large pieces of equipment to be identified, particularly if this impacts on building/location requirements.  

2.3  Laboratory Fittings

A good estimate, and where possible a full specification, of laboratory fittings (including furnishings, blinds, etc.) should be undertaken and the cost of these included in the proposal.    Any specialist requirements should be identified and fully costed.   

3. Project Costs

3.1 Costs normally covered by overheads

Services supplied by the lead School (or other Schools) e.g. stores, workshop, photography usually have to come from overheads but if their inclusion is permitted as a direct cost by the funding body, include them. 

Office consumables (phones, fax, stationery..)  - as above

NB. Other services covered by overheads include central human resources and finance support, procurement services etc.  

Where allowable overhead rates are not specified by the funding body, seek advice from ERI on an appropriate overhead rate to apply to the proposal. Full cost recovery is considered to be at least 80%.
3.2 Allowable direct costs 

Costs that can be included in the proposal normally include:

· Consumable costs of carrying out research/operating equipment

· Service contracts for equipment

· Specific lab services e.g. safety services, specific lab waste services.

· Building services for major new-build projects (heating, uniformed staff, cleaning, maintenance,  recycling and waste uplift...)

· LTA allowances for staff sited overseas (especially in the USA where salaries are much higher)
If secretarial/administrative staff salaries are not included in the staffing of the proposal, costs for support may be included in the overhead or may be allowable as direct costs. Wherever possible include as direct costs.
3.3. Other miscellaneous direct costs

· Costs associated with managing the project (e.g. expenses for  Management Committee or Advisory Committee meetings)

· Direct rent or overhead costs of space you will occupy

· Advertising costs for new posts (whether this is an allowed cost depends on the funding body).

· Insurance  (whether this is an allowed cost depends on the funding body).

· Library purchases

· Travel costs
· Shipping costs 
· VAT
4. Project Management structures

Before the Proposal is signed off by the Head of College, the following should be identified to meet College requirements (see Management Code for Interdisciplinary Activities):

· A Director for the collaboration who will have executive authority for the project (usually, but not always, one of the PIs).

· A management structure for the running of the project.
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