	
	
	



[bookmark: ProposalGuide][bookmark: Format]Format and Guidelines for Invited Full Proposals
Climate Adaptation Science Centers 

Instructions

Proposal Structure and Requirements:
Proposals must include four separate items (see additional guidance below for each item):

1. Proposal Narrative - submitted in a single PDF document that includes:
A. Proposal cover page, project summary, plain language public summary (total length ~2-3 pages with a standard font at 12 point or larger with one-inch margins)
B. Proposal body (max. 7 pages with a standard font at 12 point or larger with one-inch margins)
C. Curriculum vitae (max. 2 pages per investigator)
D. Literature cited (no page limit)
E. Letters of support (optional, as needed)
2. Budget submitted as an Excel spreadsheet 
3. Budget Justification submitted in a single PDF document
4. Data Management Plan submitted as an Excel document 

Template for item 1, Proposal Narrative, below in this document. Templates for items 2, 3, and 4 listed above can be downloaded directly from: https://www.usgs.gov/programs/climate-adaptation-science-centers/casc-solicitation-guidance. 

The following naming conventions must be followed for uploading each submitted document to Smartsheet:
· Full Proposal (PDF): FY##_XXCASC_ Proposal_PILASTNAME_PIORG
· Budget Form (EXCEL): FY##_XXCASC_Budget_PILASTNAME_PIORG
· Budget Justification (PDF): FY##_XXCASC_BudgetJustification_PILASTNAME_PIORG
· DMP (EXCEL): FY##_PILASTNAME_DMP_versionDate.xlsx
[where ## is federal fiscal year for the project solicitation; XX are the initials of the CASC to which the proposal is submitted, use NCASC for submitting to National CASC; PILASTNAME is the last name of the PI, and PIORG is the initials of the PI’s organization (e.g., USGS, UMASS, OU, CU, UW)]

1. Proposal Narrative                       									  	                                                          
[bookmark: bookmark=id.1ci93xb]SINGLE PDF DOCUMENT WITH:
A. Proposal Cover Pages (3 pages maximum)

a. Project title: 
Brief but descriptive title of proposed project. Project titles should be written for a non-technical, non-scientific audience. 

An example of a good title is: The Impact of Drought on Waterbirds and Their Wetland Habitats in California’s Central Valley (straight forward, avoids scientific jargon, compelling, and easy to understand).

b. Principal investigator (PI): 
List the name of the Research Principal Investigator; all communications and notifications will be directed to this individual and to the Fiscal Contact (see below). Please note if PI is Early Career - defined as within 10 years of earning their terminal degree. Other participants should be listed below.

c. Email and Phone number of PI:

d. PI Affiliation:

e. Project Administrative Contacts: 
Provide name, title, and email of Accounting Officer/key staff contact – an individual; all contractual and fiscal communications and notifications will be directed to this individual.

f. CASC(s) to which the Proposal is responding and associated Priority Topics: 
List CASCs and note clearly if requesting review from multiple CASCs. List the Science Priority Topic(s) to which this proposal is responding, as relevant to request for proposal or solicitation.

g. Names/Affiliations of Co-PIs: 
List other members of the primary project team (Co-PIs are generally defined as primary project team members being funded by project or providing substantial in-kind investment of their time) in the table below. Please note if a project team member is early career - defined as within 10 years of earning terminal degree.

	Co-PI Name 
(Last, First)
	Affiliation
	Email Address
	Funded By Project? (yes or in-kind)
	Early Career? 

	
	
	
	
	


   add additional rows as needed

h. Students and Post-Docs: 
List students or postdocs to be funded by the project, if known (including any listed above as Co-Investigators). 

	Name (Last, First or TBD)
	Affiliation (planned)
	Student (grad, undergrad) or Post-Doc

	
	
	


add additional rows as needed

i. Other cooperators and partners: List other individuals or agencies that are not Co-PIs but will provide substantial data, expertise, additional resources, guidance on resource management issues, etc. and will actively contribute to achieving the project’s goals in the table below.

	Name (Last, First or TBD)
	Affiliation
	Email
	Brief summary of contribution 
(e.g. advisory, technical, etc.)

	
	
	
	

	
	
	
	


add additional rows as needed

j. Proposed start date and estimated duration of project period: 
Please note that USGS will work to align actual project start date with proposed start date, but ultimately will be determined when awarded. Funds will not be distributed until a federal budget is enacted and awards have been processed. Funds are typically awarded between June 1 and August 30, but this is not guaranteed. Researchers should not start work on a project until the award documents have been received by the recipient institution. Official project start date is determined by the effective date specified in the grant or Cooperative Agreement award executed by the DOI Office of Grants Management. In addition, final funding actions cannot occur until congressional action is taken to put a budget in place for the project solicitation fiscal year, either with appropriation bills or a year-long continuing resolution. Delays in congressional budget action may delay receipt of funds and project start dates.

k. Total project funding requested from the CASC: 
List the total dollar amount including all necessary pass-through costs. Do not exceed the maximum amount allowed by CASC (if amounts over limits have been previously approved by USGS CASC staff, make specific note).

l. Keywords: 
List three general keywords that best characterize the proposed project; it is not necessary to include climate or climate change as a keyword.

m. Project Abstract Summary: 
The Project Abstract Summary should provide a synopsis of the overall proposal, and include:
· Project title
· Include a plain language description of the project purpose (avoid acronyms or Federal or agency-specific terminology);  
· Activities to be performed;  
· Deliverables and Expected Outcomes;  
· Intended beneficiary(ies) 
· Subrecipient activities, if known or specified at the time of award

NOTE: This summary does not replace the required “plain language summary”, as described below. In addition, this Project Abstract Summary is the same format as what is required during the formal awarding process.

n. Plain Language Public Summary (max. 300 words):
The Plain Language Public Summary should provide a synopsis of the overall project, and should be suitable for sharing on public websites and through other outreach methods and should include these main elements:

· Why is the project important and valuable to partners, end users, the public, and society?
· Why is the project timely and needed now? Who needs the results from this work and why?
· What are the main goals of the project? What will be accomplished? What will be the most important outcomes and products?
· How will the results of the project improve climate resilience and adaptation, the health and well-being of human communities, and social and/or economic issues that are important to partners and the general public?

       See Plain Language Public Summary section (below) for additional guidance.

B. [bookmark: bookmark=id.2bn6wsx]Proposal Body (max. 7 pages)

Objectives/Justification: 
Explain the objective of the proposed project (or need for continuation of existing project). Describe the significance and priority of the issue to be addressed and explain how the project relates to that issue. Identify instances in which the issue or question has been cited as a national or regional conservation priority; alternatively, present justification for why the proposed challenge has been neglected or overlooked but should be addressed now.

Geographic Scope: 
Describe the scope of the project. Unless otherwise noted, proposals should address information needs of the CASC region to which they are applying.

Background: 
Describe the scientific or technical issues that underlie the proposed activity, including available relevant findings, related ongoing activities, problems to be addressed, and scientific value of anticipated results. The results of related projects supported by other funders should be described, including their relation to the currently proposed work.

Procedures/Methods: 
Describe the procedures and methods, including sufficient detail to enable evaluation by peer reviewers of project feasibility and merit. If applicable, the following topics should be addressed: hypotheses to be tested; modeling approach to be used; model validation procedures; acceptance and rejection criteria; statistical analysis approaches; other methods used in research efforts, sampling, or surveying.

Expected Results and Science Products: 
Describe expected science results and products to be generated from the project (e.g., models, data sets, associated products and metadata, scientific publications, maps, software, etc.). Specifically identify products to be developed within a period of one to three years and key milestones for producing those products. Engagement and outreach products listed above in the knowledge/technology transfer section do not need to also be listed here.

Climate-Informed Management/Partner Relevance: 
Proposals should: 
1. Identify any additional partners and collaborators (not already listed in table in cover pages) and end users (i.e., other interested parties and potential audiences for research findings) that will benefit from the project;
2. List the specific planning, management, or decision-making information gap or needs;
3. The critical need for new or additional information in relation to the management question;
4. How it responds to a high-priority issue (or one of the CASC science priorities, as relevant); 
5. The specific need for the addition of climate change information related to this question;
6. Outline, specifically, how the planned products (described below) could be used in climate-informed resource management planning or decisions, particularly relative to adaptation options and efforts, and how project-specific findings could be made more broadly applicable beyond project boundaries.

Collaborations and Engagement for Actionable Science: 
Please provide a brief narrative of potential collaborations, engagements, and actionable science outcomes. This should include, but is not limited to, the following: 
1. Project collaborators or partners (i.e., individuals that are not co-PIs but will provide data, expertise, additional resources, guidance on resource management issues, etc. or that will be users of the research findings or tools)
2. Description of the specific planning, management, or decision-making information gaps or needs and how collaborators or partners will benefit from the project 
3. How collaborators or partners will be engaged in the research process, involved in carrying out the project, and contribute to achieving the project’s goals
4. Description of actionable science outcomes, including specifics on who will use the findings or tools, how they will be communicated and delivered to collaborators or partners, and how they will be used to inform natural and cultural resource management
5. Ways in which the project will enhance regional climate awareness, resilience, or adaptation capacity

Knowledge/Technology Transfer Products for Actionable Science: 
Identify the anticipated partner engagement or outreach products (e.g., fact sheets, webinars, trainings, white paper reports, etc.). Describe any plans for digital integration and dissemination of data, and products, or digital technology resulting from the project and justify management-relevance. Specifically identify products to be developed within a period of one to three years and key milestones for producing those products.

Facilities/Equipment/Study Area(s): 
Describe facilities, major equipment, computing infrastructure and field- study areas utilized in the project.


Work and Reporting Schedule: 
Provide a timetable for milestones of science results and products, other accomplishments, and completion of the project. Identify who on the project team will be responsible for required reporting (quarterly, if applicable, annual, and final), the Data Management Plan, and product delivery.

Qualifications of Project Personnel: 
Summarize the qualifications of each principal investigator, co-investigator, and any other personnel with primary responsibilities and making significant contributions to the success of the proposed project. Refer to CVs as appropriate. The proposal should also indicate if and how the project will contribute to the development of early career scientists or resource managers (within 10 years of a degree or assistant faculty status).

Legal and Policy-Sensitive Aspects: 
Address any issues related to legal or policy mandates. Include any necessity for state or federal permits (e.g., the need for permits to collect or hold wild animals, to access federal or private lands, or any restrictions on the dissemination of data or products). If field work will be completed on federal lands, identify and indicate whether arrangements have already been made for access to the land.

Animal Use or Human Subjects: 
Any research on animals must go through the investigators’ Institutional Animal Care and Use Committee (IACUC) and get formal approval by their Institutional Review Board or similar entity.
Any research working with human subjects must go through the investigators’ institutional Human Subjects Review process and get formal approval by their Institutional Review Board or similar entity.

Disclosure of Generative Artificial Intelligence
Please disclose all uses of generative artificial intelligence (AI) in your proposal submission and any intended uses in your project design. For more information, please refer to the USGS Fundamental Science Practices (FSP) resources on generative AI and disclosing AI use. 

Please Note: 
Tables and figures may be included in the proposal body, as necessary, but they must be within the seven-page limit.

C. [bookmark: bookmark=id.3as4poj]Curriculum Vitae (max. 2 pages per investigator)

D. [bookmark: bookmark=id.1pxezwc]Literature Cited (no page limit)
Include all citations used in the proposal narrative.

E. [bookmark: bookmark=id.49x2ik5]Letters of Support (optional as needed, max. 1 page each)
Letters of Support from partners and end users are very important, as they demonstrate commitment to actively engage in the project and intent to apply project results to climate-related issues they face. Letters of Support should include the following elements:

· Demonstration that the partner or end user has an adequate understanding of the proposed study, including the anticipated outcomes and products,
· Description of how the anticipated project outcomes and products will be used to address a specific management priority, help meet a specific conservation/adaptation goal, inform a management decision, or improve a planning document, and
· Commitment from the partner or end user to regularly engage with the project team throughout the life of the project, from planning to completion.

General statements such as, “This study will provide valuable information to help us better manage our resources,” do not convey the above elements. We seek more specific statements such as, “The proposed climate change vulnerability assessment tool will allow my agency to visualize how the range of species X may change over time and help us decide where to dedicate monetary resources to enhance conservation. This project is important to us, and I intend to help the project team tailor the tool to meet my management agency’s specific needs.”


















[bookmark: _heading=h.mk5hkd6i1487]
2. Budget Excel Spreadsheet										

Investigators are required to use the Excel Budget Form Template provided on this webpage: https://www.usgs.gov/programs/climate-adaptation-science-centers/casc-solicitation-guidance. Additional information about costs should be provided in the Budget Justification Worksheet (see Section 3. Budget Justification Worksheet below) Please note that the Budget Justification Worksheet should be completed for all recipient institutions (including sub-awards).

Below is a list of the categories of budget information that will be required in the excel budget template. This information will be broken out by recipient institution and by budget year. Please fill out separate “Recipient Institution” columns in the excel budget form for:

· The “Primary” project/research institution(s)
· Other institutions whose activities are “major” in terms of the project budget or responsibility for completion of the project (smaller partners and minor contracts, e.g. sample analysis, should not be included as Recipient Institutions, but should instead be included in the Consultants or Contracted Support Services section of the budget)
· Any USGS entity receiving funding

For example, a project involving two Consortium universities and a USGS lab would have THREE “Recipient Institution” columns.



















[bookmark: _heading=h.ivvq2a7d0g02][bookmark: bookmark=kix.fscz4x3gokid]3. Budget Justification Worksheet									

The Budget Justification is a required component of a full proposal package. Budget Justifications must follow the guidance and template that can be downloaded directly from: https://www.usgs.gov/programs/climate-adaptation-science-centers/casc-solicitation-guidance. Budget Justifications should be submitted as a separate PDF document to SmartSheet.

Provide a detailed breakdown of costs for all budget categories and budget years included in the Excel Budget Form. Each Recipient Institution, including recipients being awarded through sub-award, should have a separate budget justification worksheet included in the PDF. All costs associated with each recipient should also be broken out in the Excel Budget Form (e.g., Recipient Institution 1 = Columns B-F, Recipient Institution 2 = Columns G-K, etc.).

In the justification worksheet, briefly summarize how this project will rely upon, build upon, or otherwise leverage either (1) existing USGS funding or projects or (2) the funding and resources of partners and collaborators. Note, leveraged or in-kind funds are not required nor do they contribute evaluative criteria.























4. Data Management Plan										

Investigators are required to use the Data Management Plan (DMP) template provided here: https://www.usgs.gov/programs/climate-adaptation-science-centers/project-tracking-policy-and-guidance. Please find additional guidance and instructions on how to develop the required DMP here: https://www.usgs.gov/ecosystems/climate-adaptation-science-centers/data-policy-and-guidance.

[bookmark: _heading=h.147n2zr]If the proposal is selected for funding, the DMP must be updated within one month of project initiation and reviewed periodically until project completion. Some CASCs may require DMPs to be fully updated and completed before funding is awarded. A CASC Data Steward will work with research teams to answer any questions and assist in the development and review of the DMP for funded projects. Questions about developing a DMP for this project solicitation or about the requirements for when a DMP must be completed should be directed to the CASC Data Team (casc-data@usgs.gov) or the regional CASC’s Data Steward (contact information can be found here: https://www.usgs.gov/ecosystems/climate-adaptation-science-centers/data-policy-and-guidance).






















[bookmark: PlainSummary]
5. Guidance for Plain Language Summaries							

Plain Language Public Summaries are a required component for all invited full proposals. The summary must be submitted in the proposal PDF document. If your project is selected for funding, the public summary will be displayed on a public webpage. Edits to the summary may be requested by the CASC before posting.

Plain Language Public Summaries should provide a synopsis of the overall project and be suitable for sharing on public websites and through other outreach methods. They should be less than 350 words and should be written in third person point of view (“the research team will...” instead of “we will”...). The summary should include these main elements:

· Why is the project important and valuable to partners and end users, the public, and society?
· Why is the project timely and needed now? Who needs the results from this work and why?
· What are the main goals of the project? What will be accomplished? What will be the most important outcomes and products?
· How will the results of the project improve climate resilience and adaptation, the health and well-being of human communities, and social and/or economic issues that are important to partners, end users, and the general public?

Write the summary in a way that is compelling, non-technical, and understandable to a non-scientist. If your congressional representative wouldn’t understand the project after one read-through of the summary, then it’s too technical. Additional resources for writing in plain language can be found here: https://www.plainlanguage.gov/. 

Example of a good plain language public summary:

Title: Fighting Drought with Fire: Can Managers Increase Forest Resistance to Drought using Prescribed Fire?

Public Summary:
Drought is one of the biggest threats facing our forests today. In the western U.S., severe drought and rising temperatures have caused increased tree mortality and complete forest diebacks. Forests are changing rapidly, and while land managers are working to develop long-term climate change adaptation plans, they require tools that can enhance forest resistance to drought now. To address this immediate need, researchers are examining whether a common forest management tool, prescribed fire, can be implemented to help forests better survive drought.
Prescribed fire is commonly used in the western U.S. to remove potential wildfire fuel, such as small trees and shrubs. It is also thought that this act of selectively removing some trees helps the remaining trees better survive drought events, because there is less competition for water. However, the proposition that prescribed burning could improve forest resistance to drought has never been formally tested. By comparing the survivorship of trees in burned and unburned forest monitoring plots in drought-impacted areas, researchers will determine (a) whether prescribed fire is an effective tool for improving forest resistance to drought, and (b) whether factors such as time since fire and tree species and size influence a forest’s degree of resistance.
[bookmark: bookmark=id.41mghml][bookmark: _heading=h.2grqrue]In the face of ongoing climate change and projected future drought conditions in the West, this study will help land managers make informed decisions on how to best allocate limited climate change adaptation funds. The results will help managers make cost-benefit analyses of dollars spent using prescribed fire and determine whether this method can be used to prepare forests for a drier future.
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