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GUIDANCE NOTES FOR COMPLETING THE FULL PROPOSAL APPLICATION FORM

All applications for research funding should be made on this form by the researcher who will be responsible for the conduct of the proposed research.  It is in the applicant’s own interest to provide the information requested in the format prescribed and as fully and clearly as possible.

SECTION 1.  SUMMARY OF THE PROPOSAL

Please provide a brief summary (no more than 500 words) to include the aim, research methodology and proposed outcomes of the project.

SECTION 2.  SUMMARY OF APPLICANTS

Please ensure all applicants are included – add a further page if necessary.

SECTION 3.  DETAILS OF THE RESEARCH PROPOSAL 

Please complete the whole of this section; it must have a maximum of 4 sides of A4 (i.e. within the parameters of this form). 

SECTION 4. DETAILS OF APPLICANTS

A form should be included for each member of the team.  Please keep this to 1 side of A4 for each person and no more than 2 sides for the Lead Researcher.

SECTION 5.  FINANCE

The Lead Researcher and/or designated Finance Officer should complete this section using the financial year 1st April to the 31st March.  Please complete all parts of this section or where applicable.  It should include staff costs and overheads.

SECTION 6.  DECLARATIONS

All applicants named on proposal must complete this section.

GENERAL POINTS FOR COMPLETING THE FORM

1. Please complete the form in typeface (minimum font 10 points). 

2. Please ensure that all the pages are clearly numbered.

3. Please make an electronic copy of the form before submission.

4. All text must appear within the tables.

SUBMITTING YOUR PROPOSAL

Please submit your proposal electronically to christian.richardson@dh.gsi.gov.uk
In addition, 6 signed, double-sided hard copies should be addressed to:



Christian Richardson
Estates & Facilities Division
Department of Health

Room 3N09
Quarry House
Quarry Hill

Leeds LS2 7UE
Faxed or hand written proposals will not be accepted.
	Official Use Only

Unique Reference Number:
……………………
	IMPORTANT

· Before completing this form please read the guidance notes carefully 

· Please do not exceed the parameters of this form. 

· Please ensure that all sections of the form are completed, adding pages for CVs if necessary.

· Please type your answers (minimum font size 10).


SECTION 1.  SUMMARY OF THE PROPOSAL 

	Lead Researcher Details

	Name
	Title
	First Name
	Last Name

	Post Held
	

	Organisation
	

	Address

Postcode
	

	Email
	Tel
	Fax

	
	
	

	Project Title

	

	Proposed Start Date 
	Proposed Duration (months)
	Joint Application
	Total Cost (exc. VAT) (inc. overheads)

	
	
	Yes/No
	£

	Project Summary of the research proposal: No more than 500 words to include a clear statement of the purpose of your research, how it will build on existing evidence where available, and its intended benefits to patients and the public.

	


SECTION 2.  SUMMARY OF APPLICANTS

	Other Applicant Details

	Name
	Title
	First Name
	Last Name

	Post Held
	

	Organisation
	

	Address

Postcode
	

	Email
	Tel
	Fax

	
	
	

	Other Applicant Details

	Name
	Title
	First Name
	Last Name

	Post Held
	

	Organisation
	

	Address

Postcode
	

	Email
	Tel
	Fax

	
	
	

	Other Applicant Details

	Name
	Title
	First Name
	Last Name

	Post Held
	

	Organisation
	

	Address

Postcode
	

	Email
	Tel
	Fax

	
	
	

	Other Applicant Details

	Name
	Title
	First Name
	Last Name

	Post Held
	

	Organisation
	

	Address

Postcode
	

	Email
	Tel
	Fax

	Other Applicant Details

	Name
	Title
	First Name
	Last Name

	Post Held
	

	Organisation
	

	Address

Postcode
	

	Email
	Tel
	Fax


SECTION 3.  DETAILS OF THE RESEARCH PROPOSAL 

	A.  Background to the project

	

	B.  Benefits the proposed investigation will bring to the NHS

	


SECTION 3.  DETAILS OF THE RESEARCH PROPOSAL (CONTINUED)

	C. Background, including NHS context and relevant literature

	C.  Plan of investigation including research methodology proposed 

	

	D.  Methods for disseminating and implementing the results of the project

	

	E.  Justification of the support requested 

	


SECTION 3.  DETAILS OF THE RESEARCH PROPOSAL (CONTINUED)

	F.   Reference material used (Maximum 4)

	

	G.  Project Timetable

	

	H.  Is your research supported by any other organisation
?



Yes/No

	If yes, please give brief details

	I.  Is this or a related application currently being submitted elsewhere?


Yes/No

	If so, which organisation(s)?

When is a decision expected?

…. /…../…..



SECTION 3.  DETAILS OF THE RESEARCH PROPOSAL (CONTINUED)

	J.  Has this proposal been submitted elsewhere over the past year?



Yes/No

	If yes, to which organisation?

What was the result?



	K.  Is this research likely to lead to patentable or otherwise commercially exploitable results?

Yes/No

	If yes, please give details:


	L. Do you or any of the joint applicants have a conflict of interest?  Yes/No



	If so, please give brief details



	M. Is ethical approval required for this project from a local research ethics committee? Yes/No

	If ethical approval is NOT required, please justify:



If ethical approval is required, please list the committee(s) below with dates when a decision was or is expected 
to be made:
	Committee
	Approved
	Expected

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



HISTORY OF PAST OR EXISTING RESEARCH 
	N. Do you hold or have you ever held a Physical Environment Research Programme contract 

which has been

a) terminated?                               Yes/No
b) extended in time?                       Yes/No  

c) extended in funding?                  Yes/No
If you answer YES to any of the above, please give brief details:




SECTION 4.  CURRICULUM VITAE OF APPLICANT(S), (please add additional pages if        necessary)

	Name
	Title
	First Name
	Last Name

	Degree subject/

Professional Qualification
	

	Present & Previous Positions held
	

	Relevant Publications

	

	Current & Recent Research Grants 
	


    SECTION 5.  FINANCE.  Please note that the financial year is from the 1 April – 31 March

DIRECTLY INCURRED COSTS:

	A.  Staff Details (Staff to be funded on actual salaries.  For Lead Researcher and co-applicants see Directly Allocated Costs, section H)

	Name 
	Grade
	Starting point on scale


	Increment Date
	Salary 

(£)
	London

Weighting 

(£)
	Other 

Allowances 

(£)
	Superannuation 

& Nat. Insurance 

(£)
	TOTAL FOR 

ONE YEAR (£)

	Research Staff (A1)
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Technical Staff (A2)
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Admin. Staff (A3)
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


    SECTION 5.  FINANCE (continued)
	B.  Annual costs of above posts

	
	Time on Project

%
	Total months on project
	Year 1

(£)
	Year 2

(£)
	Year 3

(£)
	Year 4

(£)
	Year 5

(£)
	Total

(£)

	Research Staff (B1)
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	TOTAL (B1)
	
	
	
	
	
	
	
	

	Technical Staff (B2)
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	TOTAL (B2)
	
	
	
	
	
	
	
	

	Admin. Staff (B3)
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	TOTAL (B3)
	
	
	
	
	
	
	
	


	TOTAL ANNUAL COSTS (B4)
	
	
	
	
	
	
	
	


    SECTION 5.  FINANCE (continued)
	C.  Travel & Subsistence

	Please describe & outline the relevance to the project: 



	Annual costs of Travel & Subsistence

	Purpose of Travel
	Year 1

(£)
	Year 2

(£)
	Year 3

(£)
	Year 4

(£)
	Year 5

(£)
	Total

(£)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	TOTAL ANNUAL COSTS (C)
	
	
	
	
	
	
	


	D.  Equipment

	Please describe & outline the relevance to the project: 



	
	Expected equipment life
	Price ex-VAT

(£)

	Up to £50,000 in total (D1)
	
	

	
	
	

	
	
	

	Total (D1)
	
	

	Over £50,000 in total (D2) – exceptional costs
	
	

	
	
	

	
	
	

	Total (D2)
	
	


 SECTION 5.  FINANCE (continued)
	E.  Consumables (please describe fully)

	

	Please Itemise
	Purchase cost

(£)
	Year 1

(£)
	Year 2

(£)
	Year 3

(£)
	Year 4

(£)
	Year 5

(£)
	Total

(£)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	TOTAL ANNUAL COSTS (E)
	
	
	
	
	
	
	


	F. Other directly incurred costs 
	(£)

	
	

	TOTAL (F)
	


	(£)

	G. GRAND TOTAL DIRECTLY INCURRED COSTS (B4+C+D1+D2+E+F)
	


SECTION 5.  FINANCE (continued)
DIRECTLY ALLOCATED COSTS

H. Staff

	H.  Staff whose salaries are not itemised under Directly Incurred Costs contributing to the project (i.e. Lead Researcher and co-applicants)

	Name
	Role on project
	% FTE on project
	Cost over life of project (£)*

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL DIRECTLY ALLOCATED STAFF COSTS (H)
	


*To calculate this figure you may use the average cost applied by the employing institution for this level of academic staff and not necessarily the actual salary

I. Non-staff

	I1.1 Estate charges (calculated on basis of TRAC methodology) apply to higher education institutions only – other types of applicant should enter a value of zero.
	(£)

	


	I1.2 Other costs (e.g. costs of using shared facilities owned by your institution)

	Description:
	(£)

	
	

	
	

	
	

	
	

	Total other costs (I1.2)
	

	J. TOTAL DIRECT ALLOCATED COSTS (H+I1.1+I1.2)
	(£)

	


SECTION 5.  FINANCE (continued)
K. Indirect costs

Indirect costs charge (calculated on basis of TRAC methodology) apply to applicants from higher educations institutions only – other types of applicant/organisation should enter a value of zero.

	INDIRECT COSTS CHARGE (K)
	(£)

	


SECTION 5.  FINANCE (continued)
Summary of costs of project:

L1. Full Economic Cost


	(£)

	Total of Directly Incurred costs (G)  
	

	Total of Directly Allocated Costs (J)
	

	Indirect costs (K)
	

	L1.1 FULL ECONOMIC COST#
	


L2. Research Costs

*For applicants of higher education institutions the proportion of the full economic cost paid is 80% (100% for any equipment costs over £50,000).  For other types of applications/organisations, the proportion is 100% research costs.

	(£)

	# Full economic cost (entered at L1.1 above) but deducting any equipment over £50,000 – exceptional costs  (D2) 
	

	Proportion to be paid by Physical Environment Research Programme (%)
	80%*

	Exceptional costs - equipment over £50,000 (D2)
	

	L 2.1 RESEARCH COSTS ((L1.1 – D2) x (proportion to be paid %)+(D2)
	


SECTION 6.  DECLARATIONS

	FOR LEAD APPLICANT ONLY:

I declare that I will be actively engaged in, and in day to day control of the project

	Signature
	Date
	Name (BLOCK CAPITALS)

	FOR ALL APPLICANTS: (please add additional pages if necessary)

I declare that the information given on this form is complete and correct

	Signature
	Date
	Name (BLOCK CAPITALS)

	Signature
	Date
	Name (BLOCK CAPITALS)

	Signature
	Date
	Name (BLOCK CAPITALS)

	Signature
	Date
	Name (BLOCK CAPITALS)

	Signature
	Date
	Name (BLOCK CAPITALS)


Please email this submission and forward 6 double-sided hard copies of this form to:


Christian Richardson 

Estates & Facilities Division 

Room 3N09
Quarry House
Quarry Hill

Leeds LS2 7UE
christian.richardson@dh.gsi.gov.uk
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