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Sample Format for Submission of Project Proposals

NB:
Proposals should be prepared in compliance with the CEATI Guidelines for Proposal Preparation (see the CEATI website for details).  Successful bidders will be required to sign the CEATI Standard Agreement upon project initiation.  Proponents are encouraged to download a copy of the Standard Agreement for review from http://www.ceati.com/technology-providers/submission-guidelines prior to submitting a proposal, if they are not already familiar with these terms.  Proponents may contact CEATI at projects@ceati.com to discuss any questions or concerns regarding these terms.
Date:

Company Name: 

Company Address: 

Company:   Phone:

Fax:

Website:

Principle Investigator(s):  Name(s):

Phone(s):

E-mail(s):

Project Number: If one was given in an Invitation for Proposals
Project Title: This should reference the work.

Executive Summary: This should be half to a full page in length, and contain a short summary of the “Introduction”, “Objectives and Scope”, “Project Benefits” and “Proposed Deliverables” sections.

Introduction: This should include a brief description of the work and the need for research or development.
Objectives and Scope: Should describe the work proposed, how it relates to the stated objectives of the Topic and outline the objectives of the research/development/study.

Project Benefits: This should address how undertaking this project may positively impact the funding organizations or the industry in general.
Proposed Deliverables: Outline the deliverables of the project including new or improved tools, techniques, methodologies, equipment, processes, etc. related to the topics of interest.

Budget: A detailed estimate of the costs and the requested Contract Cost Limitation should be provided. (Please see page 2 for a template of required information).
Schedule: A detailed estimate of the time requirements for the project shall be provided.
Personnel: A listing of the project team, the experience they will contribute to the project and their CVs.

References: A bibliography of any sources used in the compilation of this proposal.

SCHEDULE

The proposed work program will be carried out over a ___ month period. The schedule and breakdown of costs for each task is shown below:

	Task
	0-1 month
	1-2 month
	2-3 month
	3-4 month
	4-5 month
	5-6 month
	Task Cost ($)

	1
	X
	X
	
	
	
	
	

	2
	X
	X
	X
	X
	
	
	

	3
	
	
	
	
	X
	
	

	Total Cost
	


BUDGET

This project is proposed to have a cost of $ .  Below, please find a detailed explanation of this quote.

	Task
	Description
	Labor Cost
	Labor Costs Totals
	Expenses (charged at cost)*
	$ Total

	
	
	Project Director
	Sr. Project Manager
	Engineer Level VI
	Technical Writer
	Admin Asst Level I
	
	
	

	
	
	Rate/hr
	Rate/hr
	Rate/hr
	Rate/hr
	Rate/hr
	
	
	

	Task 1:
	General Topic
	
	
	
	
	
	$
	$
	$

	
	Specific task
	 # hrs per task
	 # hrs per task
	 # hrs per task
	
	
	$
	$
	$

	
	Specific task
	
	 # hrs per task
	
	 # hrs per task
	
	$
	$
	$

	Task 2:
	
	
	
	 # hrs per task
	
	
	$
	$
	$

	Task 3 
	
	
	 # hrs per task
	
	 # hrs per task
	 # hrs per task
	$
	$
	$

	TOTALS
	
	
	
	
	
	
	$
	$
	$


* If expenses are included in your budget, please be sure to provide a breakdown for this column as well.  You should be sure to distinguish between equipment, etc to be purchased (please be specific) versus travel for a presentation, etc.
