
Submitting Your FY16 Full Proposal to CTSA  
 
All of the proposal guidelines and expectations are explained in this document; please be sure to 
read it carefully multiple times to ensure that you do not miss anything. Failure to follow the 
guidelines described herein may result in the rejection of your proposal. 
 

v Checklist: CTSA requires that you complete the checklist and attach it to the front of 
your proposal. Incomplete or incorrect information will lead to the disqualification of 
consideration of funding. 
 

v NIFA Focus Areas: The National Institute of Food and Agriculture (NIFA), CTSA’s 
governing body, has requested that any proposals submitted for funding in FY2016 must 
be relevant to one or more of the following five focus areas: Global Food Security, 
Climate Change, Sustainable Bioenergy, Food Safety, and Childhood Obesity. You must 
state the focus area that is most relevant to your project, and clearly explain how 
your project addresses that area, in the Background and Justification section of 
your proposal. For specific information on each of these areas, and to determine how 
your project relates to them, please see the attachment titled “NIFA Focus Areas.”  

 
v Industry Letter(s) of Support: CTSA requests that all full proposals be accompanied by 

at least one letter from an industry stakeholder indicating industry support. Appropriate 
letters will show that your research has support from someone who will directly utilize 
your project’s outputs. 

 
v Cover Letter: CTSA requests that you submit a cover letter with your full proposal and 

that you disclose other funding support you have received in the same research subject 
area.  

 
v Matching Funding: Although it is not a requirement, we strongly encourage matching 

funding. Please indicate in your cover letter if you have received or expect to receive any 
amount to support your proposed project. 

 
v Logic Model: All full proposals must include a logic model that clarifies the linkages 

between investments and activities, outputs, and expected outcomes of the funded 
project. Essentially, the purpose of the logic model is to state the big-picture goals of 
your project and the steps you will take to achieve those goals. This model is intended to 
help rationalize a project and facilitate stronger focus and reporting on expected 
outcomes or notable accomplishments; please keep it concise and simple. We recommend 
that you use the Logic Model template for USDA NIFA programs, available at: 
http://www.csrees.usda.gov/business/reporting/part/gen_logic_model.pdf 

 Additional information about Logic models is available at the following sites: 
http://www.csrees.usda.gov/about/strat_plan_logic_models.html 
http://www.uwex.edu/ces/pdande/evaluation/evallogicmodel.html 

 
v Travel Justification: All proposals must contain strong justification for any travel 

outside of the region or not directly required for fieldwork or project team collaboration. 
The travel should be directly linked to the funded project and deemed supportive of the 
specific objectives of the regional project. This justification should be included in the 
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budget summary. The use of electronic communication tools other than travel is 
encouraged when feasible to reduce travel costs and time.  
 
Attending a national conference to “Present findings”, “Gather background information”, 
or “To meet with other project participants” will have to pass additional scrutiny in 
today’s audit-sensitive environment. Furthermore, travel to “present findings” can hardly 
be justified early in the project when data is still incomplete or when multiple project 
participants want to present on the same subject. If an investigator is using CTSA funds, 
then there should be an accepted abstract or agenda item based on work generated by 
CTSA funding. Given the limited CTSA funding, the goal must be to direct more funds 
to the actual implementation of these regional projects.  

 
 

Formatting Your Full Proposal 
 

General Instructions 
 

The Principal Investigator (PI) must submit two hard copies of the proposal (one to each CTSA 
office) and one electronic copy of the proposal to mbrooks@ctsa.org.  
 
The proposal must contain the following sections in the order given and follow the formatting 
instructions given below. The narrative of the proposal cannot exceed 10 pages for a one-year 
project or 12 pages for a multi-year project (excluding Title Page, Budget, Literature Cited, 
Resumes, and appendixes). A full proposal will be rejected if it does not follow these 
guidelines. Double-check spelling, grammar, and all mathematical calculations prior to 
submitting your proposal.    
 

 
Formatting 

 
File Format: Microsoft Word or WordPerfect 
Margins: Top 1", left side 1", right and bottom 0.5" 
Title Page: 24 pt/18pt Arial font, bold, centered 
Body of Text: 12 pt Times New Roman font, full justification 
Section Headings: 16 pt Arial font, bold, centered 
Subheadings: 12 pt Arial font, bold, italicized, aligned left  
Sub-subheadings: 12 pt. Times New Roman font, bold, integrated with body text (see 
example in the guidelines for the Objectives section) 
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Title Page 
 

Title (24 pt)  
Title should be a brief, clear, specific designation of the research subject. 

For continuing projects, project year should be included such as Year 2, Year 3, etc. 
 

By (24 pt) 
 

Principal Investigator (24 pt) 
 

Name of Institution (18 pt) 
 

Submitted to the (18 pt) 
Center for Tropical and Subtropical Aquaculture (18 pt) 

 
Date of submission: Month Date, Year (18 pt) 

 
 

Executive Summary 
 
This section should be no more than two pages and should apply a Logic Model that clarifies 
the linkages between issues, investments and activities, outputs, and expected outcomes of the 
funded project.  This section should be a brief summary of the proposed project’s background 
(an explanation of the problem and its current status), project focus (what the project will 
address), research approach (how the problem will be solved), and anticipated benefits (what the 
project will do for the aquaculture industry). The names of key project work group members, 
their institutions, and their main responsibilities for the project should also be listed here. Other 
than the PI(s), key members should include individuals who will receive more than 50% of their 
salary from project funds.  
 

Objectives 
 
In this section, the PI should clearly present the project’s overall goals and a list of specific, 
numbered, and realistic objectives followed by detailed deliverables. For continuing projects, or 
projects proposed to last more than one year, the specific objectives and deliverables for future 
years should also be clearly stated. Multi-year projects must undergo a scrutiny of 
accomplishments at the end of each year, and CTSA will not release funding for the subsequent 
year until after a review of available funds, project progress, and industry relevance. Proposals 
must include a technology transfer objective, under which the PI will organize workshops, 
prepare publications, or devise other means for effectively conveying project information. 
Publication efforts must include at least one article per year in Regional Notes, the CTSA 
newsletter.  
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Background and Justification 
 
This section should include a literature review, logic model, and a separate “Duplication of 
Research Statement” to justify the necessity of the current proposed work. This section should 
also indicate the NIFA focus area addressed by the project, and the distinction of the proposal 
type (Research, Extension, or Integrated). The information in the literature review does not 
have to be limited to published research, but can and should include preliminary work done by 
the PI or any other relevant information. The PI must also explain why this project is needed and 
what it will do to benefit the industry. Continuing projects must include a summary of the 
principal accomplishments for each previous year of funding and justification for continued 
funding. The review panel will carefully consider the project’s progress in previous years in its 
overall evaluation of the proposal.  
 
Duplication of Research Statement 
To address the important issue of potential duplication of research and facilitate new knowledge 
beyond the current state of science, all proposals must include a statement that the USDA 
REEport and NOAA database were accessed to review any related or relevant research and that 
the proposed work is original research and does not duplicate any previously funded projects.  
 

 
Work Statement and Schedule 

 
Work Statement 
The PI should restate each objective exactly as it was listed in the Objectives section and then 
explain the rationale for the approach and the proposed method to achieve the objective. The 
location of where the work will be done and the personnel, facilities, and equipment required 
should be indicated for each objective. The work statement should reflect careful planning and 
provide flexibility to allow for changes if they become necessary during the course of work. This 
section should also explain how progress toward objectives will be measured. For example, 
milestones can be used to represent significant, measurable progress or major accomplishments 
such as the completion of a product or phase of work. In addition, this section should include 
“Evaluation Milestones,” or specific outputs/outcomes that can be used to evaluate the success of 
your project as a whole. Any multi-year projects should include “Evaluation Milestones” for 
each project year.  
 
If the PI anticipates collaboration with another funding source, he or she must explain which 
objectives or which portion of an objective the other funding source will be supporting. In 
addition, please indicate when you will be able to begin your project (note: funding is not 
typically released until June of the year following a development cycle, i.e., June 2017). 
 
Example: 
Objective #X: ______________________________________. 
Rationale: brief explanation that justifies the proposed approach. 
Method: detailed experimental design or approach, statistical evaluation, etc. 
Responsible personnel: key project members responsible for completion of the objective. 
Other funding (if applicable): explanation of what costs or percentage of costs for various 
activities, etc., for which other funding sources will be responsible. 
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Schedule 
A schedule that integrates all project objectives on a common timetable should be included in 
this section.  
 
Example (other similar formats are acceptable): 

Objectives 1 2 3 4 5 6 7 8 9 10 11 12 13 14 

1. ________               
a               
b               

2. ________               
a               
b               

3. ________               
workshops               
article               
manual               

Reports               
 Midterm               

Annual               
Final               

 
For continuing projects, the PI should include all of the above for future years in as much detail 
as possible, while recognizing that future work will depend upon the results of work done in 
preceding years. Still, it is important for the PI to sufficiently describe the approach for reviewers 
to determine if the proposed methods are scientifically sound and appropriate. Please note, 
whenever a material change in the objectives of the project becomes advisable, a new or revised 
schedule must be prepared and submitted to the CTSA Executive Director. 

 
 

Budget 
 

An overall project budget should be included in this section. If your budget does not add up 
correctly, YOUR PROJECT WILL BE REJECTED. Per section 1473 of Public Law 95-113, 
indirect costs are not allowed on any portion of the proposal budget. The budget should be in 
table format indicating a detailed budget breakdown. Budget categories must be in accordance 
with those given on form CSREES-2004.  
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Example: 
Category CTSA Funding Other Funding and Source 
Salaries 

(position) 
(position) 

Fringe Benefits (only if charged as 
direct cost) 
Total Salaries and Fringe Benefits  

  

Equipment   
Materials and Supplies   
Travel   
Publication costs   
Outside services   
All other direct costs   
Total   

 
Budget Justification 

 
This section must include justification for each item in the budget in as much detail as possible. 
All travel should be directly linked to the funded project and deemed supportive of the specific 
objectives of the regional project, and must be justified in detail in this section. 
 

USDA Budget Sheet (Form CSREES-2004) 
 

An electronic copy of this form in Microsoft Excel is provided to the PI. The PI should insert the 
figures in the appropriate columns and rows. Excel will automatically calculate the figures. The 
PI should save the file as an Excel spreadsheet, import it into their proposal or e-mail the file 
along with the proposal, and print two copies for inclusion with the hard copies of the proposal. 
If a PI does not have access to Excel, he or she can compose the budget in another spreadsheet 
program that is compatible with Excel. If your budget does not add up correctly, your 
proposal will be rejected.  

 
Literature Cited 

 
Literature citations must be listed at the end of the project proposal. This section’s format and 
style must follow the author-date system of The Chicago Manual of Style, fifteenth edition. 

 
 

Resumes 
 

A resume no longer than two pages for each PI and or associate named in the project work group 
must be included. A resume should include name and contact information, education, positions, 
memberships in scientific and professional organizations, and selected publications. It should 
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also include a section titled “CTSA Funded Research,” where you must disclose all of your past 
projects that have received financial support from CTSA. The publications section should only 
list publications relevant to the current proposal, starting with the most recent. Publications 
extending beyond the two-page resume limit will be deleted.  
 

 
Current and Pending Support 

 
A copy of this form in Microsoft Word format is included in the “RFP Electronic Packet.” The 
PI should fill in the form and print two copies for inclusion with the hard copies of the proposal. 

 
 

Institutional Approval Form 
 

A copy of this form in Microsoft Word format is included in the “RFP Electronic Packet.” The 
PI should fill in the form, print it out, obtain the appropriate signatures, and make two copies for 
inclusion with the hard copies of the proposal. 


