2.iv
Format of a research proposal


A research proposal should be laid out along the following lines.


On the first page –

______________________________________________________________________

University of the South Pacific

Name of School/Institute (and Department)

______________________________________________________________________

RESEARCH PROPOSAL

TITLE OF PROJECT

:
_____________________________________

PRINCIPAL RESEARCHER 
:
_____________________________________

ASSOCIATE RESEARCHER (S)
:
_____________________________________

RESEARCH SUPPORT STAFF 
:
_____________________________________

DURATION OF PROJECT

:
_____________________________________

DATE OF SUBMISSION

:
_____________________________________

SUMMARY OF BUDGET

:



Travel





_______________

Subsistence & accommodation


_______________

Equipment and consumable


_______________

Research support staff 



_______________


Miscellaneous




_______________

TOTAL
:







PREVIOUS PROJECTS
:
_____________________________________


________________________________________________________________



Notes 

1  Who will assume financial responsibility?

2  
If any, must be members of the University staff (section 2.1).

3 
If any, give number required, names and qualifications, if known.  If not known at this time, the names and qualifications must be included on Progress or Final Reports.

4
Give estimate in months and/or years.

5  
Month, year

6 
Give total figure in each of the categories shown, where appropriate (see Section 2(.v).

7 Undertaken by principal researcher using URC funds, give year, title, code number, amount spent and publications emanating from the research.  This information may, if substantial, be included in an appendix to the proposal.  In this case, a reference to the appendix should be made on the first page.

________________________________________________________________

This section should be followed by the following text sections(

(1)
Introduction
-
outline of projects, objectives of project.

(2)
Background
-
review of past work in the subject area, and any experience which the researcher(s) has in the subject area.

(3) 
Research methods
-
an account of the methodology underlying the study, and the methods and techniques to be used in its conduct.  Where more than one member of staff is involved in a research project, the roles of each should be clearly defined.


(4)
Implications
-
what this research will achieve, how this will be important in the researcher’s field of study and in a wider context, if appropriate; and publications are likely to be produced by the researcher as the result of this research; how this research will help courses taught in the University, if appropriate.


(5)
Logistics
-
how the work will be carried out.  This section will usually apply only when travel is involved.  The methods of travel, and the subsistence and accommodation costs given in the detailed budget (section 2.v) should be discussed.


(6)
Time frame
-
an realistic set of dates for completion of various stages of the project.


(7)
References
-
to literature cited in the text.


(8)
Detailed budget
-
(see section 2.v. below).

In writing the text sections of the proposal, researchers should appreciate that it is in their best interests to be concise and avoid jargon wherever possible in order to be intelligible to those who do not necessarily share the researcher’s detailed knowledge of a particular field of study.

The final research proposal must be typewritten and should include all references, diagrams and appendices referred to in the text.  Other types of application for research funding are considered in sections 2.vii and 2.viii.  Applications by undergraduate students for University research funds are considered separately in section 5.

2.v
Layout of  a detailed budget


2.v.a
Overview
A summary of the major items of the budget for a research proposal should be given on the first page of a proposal (section 2.iv).  The detailed budget should be the last item in the proposal and should be set out in the following way.











$


Travel……


Subsistence and accommodation….


Equipment and consumable…..


Research support staff…..


Miscellaneous….





TOTAL(



$______



If funds are required for these categories, each of which is described below, line items under the appropriate heading should be as detailed as possible.  Contingency costs should not be expressed separately.  Acceptable expenditure (section 2.ii) in each of the categories is given below (sections 2.v.b – 2.v.f) and examples of unacceptable uses of University Research funds in section 2.iii.


Where the funds requested are to finance only part of a research project and the remaining funds are coming from elsewhere, full details of these must be given (see also Appendix 1).


2.v.b 
Travel costs


Travel costs may be claimed at the cheapest convenient rates.  If a researcher wishes to drive a private vehicle, perhaps the researcher’s own, may be used and reimbursed at the standard rate (see the rate RATE SHEET).   University vehicles for which only mileage charges are payable are reimbursed at the same rate.  Bus services are expected to be used otherwise for travel on land and, only where a clear case is made, will the Research Committees entertain the hire of a car.  In this case, the daily/weekly hire costs and petrol cost will be met.


For short boat journeys of twelve hours or less, the URC will pay only the standard or cheapest fare unless a special case is made.

For air travel, the cheapest flight between two points should be taken and the researcher is expected to take advantage of special deals, such as round-trip fares, wherever possible.  Except by special arrangement, air tickets between countries of the University region must be purchased by the researcher using a warrant issued by the Bursary.

The URC provides funds for travel only within the University region except in special circumstances (see Appendix 4).

2.v.c
Subsistence and accommodation

In line with current University guidelines, the maximum per diem is (see loose insertion).  This is intended to cover the cost of food and accommodation when the researcher is conducting research away from home base.  Reseachers are requested not to apply for the maximum amount automatically where this is not genuinely needed.

The URC provides funds for subsistence and accommodation only within the University region except in special circumstances (see Appendix 4).


2.4.d
Equipment and consumable


Full details of major items of equipment should be given (see Appendix 3).  Where these need to be ordered from overseas, the costs of insurance and freight should be given separately.

Any other non-consumable items of equipment or research tools should be listed in the greatest possible detail.

All orders for non-consumable items of equipment should be placed through the purchase system of the School/Institute with which the researcher is associated.

The costs of consumable, such as stationery, computer disks and paper, chemicals and camera films, should be itemised and the (estimated) quantities of each stated.

2.v.e
Research support staff


Research support staff are those people who would be employed by the researcher(s) to assist in the research project.  There are five categories of research support staff.

(1) Full-time student research assistants – are full-time students of the University, paid as specified on the Rate Sheet, a sum which includes their subsistence and accommodation costs, although their travel should be budgeted for separately.  Note that University students may only be employed full-time outside the University semesters.


(2) Full-time non-student research assistants – are not full-time students of the University and may be employed at any time of the year.  The rate of pay is on the Rate Sheet, conditions as in (1) above.  Appointments of such assistants for periods exceeding four weeks in total or three consecutive weeks should be made through and subject to the regulations of the Staffing Office.

(3) Part-time research assistants – should, wherever possible, 

be full-time students of the University, paid at the rate as on the Rate Sheet.  Full-time students should not be employed as part-time researchers during semesters for more than a few hours a week.  Care must be taken to ensure that the academic progress of these students is not affected, and advise should be sought from the Head of the School in which the student is registered before that student is offered a part-time research assistantship.

(4) Technical assistants – should, wherever possible be full-time non-academic staff of the University, who have a particular skill not possessed by the Researcher(s), and who require payment for working outside of their normal working hours.  The advice of the URC or SRC Chairman should be sought before including a request for technical assistance in a proposal budget.  A standard overtime rate will be paid.

(5) Consultants – should, wherever possible, be full-time non-academic staff of the University, who possess a high degree of expertise in a particular field not shared by the researcher(s).  Potential consultants should be engaged in already or have had considerable experience of similar consultancy work.  A standard consultancy rate will be paid.


It should also be noted that research support staff should not be responsible for the greater part of the work involved in a research project.  Reasonable estimates of the number of hours/weeks for which research support are required should be given in a proposal budget and justified in the text of a research proposal.


All payments to research support staff should be made through the Bursary and not directly by the researcher(s).


2.v.f
Miscellaneous costs

(1)
Photocopying – the present maximum for photocopying is on the Rate Sheet.  Where a larger sum is requested, justification for it must be given in the research proposal.

(2) The URC will fund a reasonable amount for traditional gifts when these are necessary.  Any other expenditure should be itemised and justified as appropriate.

(3) Typing and preparation (including photocopying) of research reports, including drafts of papers emanating from the research up to the maximum on the Rate Sheet.

  


(   recommended format


(   - sub-totals should be used where appropriate





