Guidelines for Preparing and Submitting Proposals 

for the

Region II University Transportation Research Center

UPDATED MARCH 2009

General 

The University Transportation Research Center (UTRC) issues Requests for Proposals (RFPs) to all member Universities and their affiliated faculty.  Notices are sent via email to UTRC’s directory of principal investigators (PIs) from across the consortium, though any faculty affiliated with member universities are eligible to submit proposals.

RFPs will generally fall into one of five program types depending on the sponsoring organization: (1) New Jersey Department of Transportation (NJDOT); (2) New York State Department of Transportation (NYSDOT); (3) New York Metropolitan Transportation Council, (4) other agencies; or (5) UTRC, including the UTRC Research Initiative and Advanced Technology Initiatives.

For RFPs issued by NJDOT, please refer to NJDOT’s own guidelines for preparing and submitting proposals, available for download from the NJDOT website (http://www.state.nj.us/transportation/refdata/research/guidelines.shtm).  These guidelines supersede the guidance offered here.  
For all other UTRC-administered RFPs, proposals must follow the guidelines offered in this document.  Specific electronic resources that must be used as part of the proposal process are identified here by number (e.g. [1]) that is also a direct link to the file; all relevant electronic resources are available for download at the Resources for PIs page on the UTRC website.  In addition to the requirements and guidelines described in this document, proposals must comply with any additional requirements specified in the actual RFP.
Deadlines 

In order to be considered, proposers must submit all required information through the UTRC online system by the application deadline, including an abstract and both technical and cost proposals.  Time extensions will only be granted at the request of the sponsoring agencies or at the discretion of UTRC due to extraordinary circumstances.  Please note that in most cases, RFPs also require hardcopies to be delivered directly to the sponsoring agency within a specified time frame after submission of the electronic proposals; please refer to the RFP for further details regarding hardcopy requirements.  Proposals arriving after the deadline shown on the RFP will not be considered.
Transmittal 

Letters of transmittal are generally not required by UTRC or the sponsoring agencies, though applicants must follow any specific instructions in the RFPs regarding letters of transmittal for hardcopy proposals.

Acknowledgement

Proposers will receive email confirmation that their application has been successfully submitted through the online system.  This email confirms receipt by UTRC of all information and documents entered or uploaded through the online application system.  It does not, however, make any statements regarding the content of the submission and whether or not it includes all of the required information as described in this document and the specific RFP.

Presentation
Documents should maintain margins of 0.5 to 1 inch throughout, with all pages numbered.  In the interest of saving paper, hardcopies should be printed on both sides if at all possible.
Abstract

For most UTRC-administered research programs, proposers are required to submit an abstract through the online submission system.  Abstracts are limited to 500 words, and should provide a brief description of the project, including objectives, scope and methodology.  Abstracts may also be included in the technical proposal at the discretion of the proposer, but are generally not required.
Organization

Responses to RFPs should include two separate documents: a technical proposal and a cost proposal.  The technical and cost proposals should be submitted as separate documents—both uploaded separately through the online system and also submitted as separate hardcopies.
Technical Proposal
Technical Proposals should include all required and pertinent information as concisely as possible in a single-volume.  The order shown below is suggested; alternative organizations may be appropriate depending on the details of specific RFPs, but all of the required information—including cover page—must be included:   

1. Cover Page 

2. Table of Contents 

3. Research Problem and Background 

4. Research Objectives 

5. Research Plan & Methods 

6. Qualifications of the Research Team 
7. Time Requirements – Work Schedule 

8. Equipment and Facilities (if appropriate)
Cost Proposal
1. Cover Page 

2. Budget Tables

3. Budget Justification (optional)

Details of Essential Content: Technical Proposal 
1. Cover page 

All proposals require the UTRC technical proposal cover page available from the Resources for PIs webpage (http://www.utrc2.org/research/resourcesforpis.php) [DOWNLOAD].  The technical proposal cover page can also be found below in Exhibit 1 of the appendix.
2. Table of Contents 

Self-explanatory.

3. Research Problem and Background 

This section should summarize the problem that prompted the RFP and provides background information on the problem, causes, possible solutions, and method of testing or investigation.  It may also be desirable to include a snapshot of relevant policy, demographic, economic or scientific data that may help to convey the nature or extent of the problem.
4. Research Objectives 

This section should summarize the key items that need to be accomplished for the research to be successful.
5. Research Plan & Methods 

This section should describe how the objectives identified in part 4 will be achieved through a structured plan.  Research methodology shall be described in sufficient detail to permit evaluation of the probability of success in achieving the objectives.  This section should also identify any critical obstacles or challenges that must be addressed by the research plan and methods.  The research plan should be organized into four sub-sections:
(1) Introduction – The introduction to the research plan should provide a concise overview of the proposer's approach to conducting the research.  It should describe the methods to be used, the manner in which the expertise and experience of the proposed team will be used in the research, and the application of special data, facilities, contacts, or equipment.  The introduction should highlight the linkages of the proposed team’s capabilities to the project tasks and the manner by which the proposed plan will satisfy the objectives.
(2) Literature Review – This section should summarize key information from a preliminary literature review and identify the focus of the in-depth literature review that will be conducted.
(3) Research Approach – This section should describe how the objectives will be achieved through a logical and innovative plan. The plan shall describe each phase or task of the research to be undertaken.  
(4) Anticipated Research Results – This section should contain specific statements that describe the anticipated research results, to the extent possible. The results are expected to be presented in terms of the language and working tools of the practitioner or administrator so that they are both accessible to the relevant audience and applicable to practice. To this end, there should be specific statements on the manner in which the desired results and key findings would be reported (e.g. statistical models, design techniques, field or laboratory test procedures, guidelines, best practices, policy recommendations, etc.).
(5) Deliverables – This section should provide a list of deliverables that will be produced as a result of the project.  The successful completion of the project will be based on the list of deliverables. 

6. Qualifications and Accomplishments of the Research Team  

Contact and background information must be provided for every team member expected to participate in a significant manner, including a description of their academic and professional experience and its relevance to the specific project.  Résumés may also be included as a separate appendix at the discretion of the proposer.
7. Other Commitments of the Research Team
Proposals should contain a listing of current organization and personnel commitments to other work in sufficient detail to indicate that the organization and all of the individuals assigned to the proposed project will be able to meet the commitments of the proposal.  Staff-hour commitments and percentage of time committed to other work for each member of the proposed research team should be specified. 

8. Equipment, Facilities or other Technology (if appropriate)

This section should describe any key equipment, facilities or other technology that will play a major role in project.
9. Time Requirements – Work Schedule Chart

This section should include a detailed schedule of the various phases or tasks of the project, including starting and ending dates and other key milestones such as briefings, reports or other deliverables.  The schedule must be compliant with any time restrictions specified in the specific RFP.  It will also serve as an input into the Cost Proposal.
Details of Essential Content: Cost Proposal 
1. Cover Page 
Cost proposals require a different cover page from the technical proposal, also available from the Resources for PIs webpage (http://www.utrc2.org/research/resourcesforpis.php) [DOWNLOAD].   The cost proposal cover page can also be found in Exhibit 2 of the appendix.

2. Budget Tables

Three required budget tables must be completed and included in all cost proposals: (1) budget including cost breakdown; (2) task allocations, deliverables, and work schedule chart; and (3) resource allocations for all personnel involved in the project.  If the proposal includes a consultant or subcontractor, all related costs must be included in table 1, and resource allocations provided in table 3 along with the allocations of non-contract personnel.
Templates for the three budget tables can be found in an Excel spreadsheet available for download from the Resources for PIs webpage (http://www.utrc2.org/research/resourcesforpis.php) [DOWNLOAD].  They are also included in the appendix to this document as Exhibits 3, 4 and 5.
3. Budget  Justification

Some RFPs may also require a written budget justification; in all cases, a written budget justification can be included at the discretion of the proposer.
APPENDIX
Exhibit 1: Technical Proposal Cover Page
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Exhibit 2: Cost Proposal Cover Page
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Exhibit 3: Budget Template – Cost Breakdown
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Total Amount

 Requesting 

Sponsor 

Share 

 Requesting 

UTRC Funds 

College Funds

 Third Party 

Funds (if 

any) 

 (UTRC + 

College + 3rd 

Party) 

A.Labor Cost

Approx.

Approx.

Staff Time and Wages

% of Effort or 

Rate ($/hr or 

Period (hours, 

months)

[name]

1

-

$                   

 

0.00

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

2

-

$                   

 

0.00

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

[name]

3

-

$                   

 

0.00

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

4

-

$                   

 

0.00

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

5

-

$                   

 

0.00

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

6

-

$                   

 

0.00

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

7

-

$                   

 

0.00

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

8

-

$                   

 

0.00

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

9

-

$                   

 

0.00

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

10

-

$                   

 

0.00

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

Subtotal

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

B. Fringe Benefits

1

%

of A1

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

2

%

of A2

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

3

%

of A3

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

4

%

of A4

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

5

%

of A5

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

6

%

of A6

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

7

%

of A7

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

8

%

of A8

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

9

%

of A9

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

10

%

of A10

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

Subtotal

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

C. Direct Costs (Only those costs specifically identified with project)

1

Tuition

of Students

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

2

Travel (Domestic Travel)

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

3

Printing, Publications

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

4

Materials & Supplies

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

6

Consultant (please attached details)

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

Subtotal

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

D. Other Direct Costs

1

Equipment (OMB A-21)

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

2

Subcontract (please attached details)

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

Subtotal

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

E. Total Direct Costs

-

$             

 

-

$               

 

F. Modified Total Direct Costs

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

Subtotal

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

G. Overhead/Indirect 

%

of E

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

Subtotal

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$             

 

-

$               

 

H. TOTAL COSTS FOR UNIVERSITY

-

$                 

 

-

$                 

 

-

$                 

 

-

$                 

 

-

$                 

 

-

$                   

 

I. Fees

 RFCUNY Fee

4.75%

of H (only on Column H) 

-

$                 

 

-

$                 

 

-

$                   

 

 RFCUNY Fee

7.75%

of H (only on Column I) 

-

$                 

 

-

$                 

 

 UTRC Fee

3.00%

of H (only on Column H) 

-

$                 

 

-

$             

 

-

$                   

 

J. TOTAL PROJECT COSTS

-

$                 

 

-

$                 

 

-

$                 

 

-

$                 

 

-

$                 

 

-

$                   

 

Faculty B: (Academic)

Faculty A: (Summer) 

Graduate Student A 

Undergraduate Student A

Undergraduate Student B

Project Number and Title

Principal Investigator and Institution Names

Performance Period

Staff Support

Match

Graduate Student B GSRA

Faculty A: (Academic) 

Research Associate (e.g., post doc)

Faculty B: (Summer)

 

Exhibit 4: Budget Template – Task Allocation, Deliverables and Work Schedule
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Share of 

Effort

Requesting 

Sponsor 

Share

Requesting 

UTRC Funds

College 

Funds

Third Party 

Funds (if 

any)

1

2

3

4

5

6

7

8

9

Task 1.

0%

$0

$0

$0

$0

Task 2. 

0%

$0

$0

$0

$0

Task 3. 

0%

$0

$0

$0

$0

Task 4. 

0%

$0

$0

$0

$0

Task 5. 

0%

$0

$0

$0

$0

Task 6. 

0%

$0

$0

$0

$0

Total

0.0%

$0

$0

$0

$0

Months

Budget

Duration

Deliverable

Project Number and Title

TASK SCHEDULE


Exhibit 5: Budget Template – Work Time Schedule
[image: image5.wmf]Tasks

Faculty A 

(hours)

Faculty A 

($)

Faculty B 

(hours)

Faculty B 

($)

Student 

A (hour)

Student 

A ($)

Student B 

(hour)

Student 

B ($)

Research 

Associate 

(hour)

Research 

Associate 

($)

Staff 

Support 

(hour)

Staff 

Support 

($)

Task #1

Task #2

Task #3

Task #4

Task #5

Task #6

Total 

0

$0

0

$0

0

$0

0

$0

0

$0

0

$0

Work Time Schedule (# hours per task and $ per task)

 
Note: All of the above templates can be downloaded at http://www.utrc2.org/research/resourcesforpis.php.
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