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1. Introduction
· What is the problem and why does it need research?

· What are the aims and objectives of your research?

· What research question(s) will you answer?

2. Study context, design and quality assurance
2a. Study context

· How does the study link to the existing literature on the topic under study and how will your research contribute to this body of knowledge? 

· Are you aware of any local evidence or (monitoring) data that has been or is currently being collected for the intervention you are researching? If so, how will you utilise this data?
2b. Design and methodology

· What is your methodological approach for the research?

· What methods will you use?

· If mixed design: how will the different methods inform and build on each other? (If possible design work) 

· What sample design will you use and how will you ensure this sample is representative of the wider population (if applicable)?

· How will data by collected, analysed and reported?
· What are your deliverables?

· In case of a collaborative bid, explain clearly which University is delivering what element of the research and how you will ensure collaborative working during the research (e.g. sharing research findings, resources, etc).
2c. Ethical considerations and quality assurance

· What ethical considerations apply and what consequences might this have for the project in time and resources (obtaining NRES or University ethics committee approval)? 
· If staff from another University are also involved, they will need ethical approval from the University for their part of the research.
· How will you ensure participants’ and staff safety? What regulations can be put in place for data storage, access and confidentiality? 
· What problem might occur over the course of the project and how will you try to solve them (loss of staff, recruitment problems; see Risk Assessment Template below). 

· Do you have any risk management policies and project management procedures? How will you ensure quality in data collection, analysis and reporting?
3. Project staffing and management
· Short description of relevant expertise and skills of each team member

· Existing expertise within the team working on similar projects. If possible, list previous projects.
· Don’t forget to mention Fuse!

· Define team roles: how will each person’s expertise be used in the project; which element(s) of the work are they leading on or supporting?
· Who provides the overall supervision?
· Who communicates and how often with the commissioners to update them on progress and inform them of any issues arising?

· Would a Steering Group be useful? Who would you invite as members?
4. Timescales
· Provide a table with a breakdown of the different elements of the research/ work packages (rows) and when they will take place (columns); see Timescales Template below.
· Include milestones (e.g. start and end of fieldwork) and deliverables (such as interim and final reports) and any meetings with Steering Groups and the commissioners.
5. Costs
· Use full Economic Costs (fEC) unless otherwise instructed by your University.
· The University in in which the PI resides will be the lead University for budget purposes. If staff from another University are also involved, they will need a collaboration agreement which specifies what work is required and what portion of the budget is due to them and how it will be paid.
· Each university will have a standard costing spreadsheet which their Finance Department will require to be completed in a specific way in order for the bid to be signed off internally. We are not suggesting that there be any disruption to these in-house rules. We do suggest that universities prepare an internal spreadsheet for university use (which will probably separate out the costs of fEC, as this is a HEFCE requirement) and an external or customer budget on a simpler template, in which the fEC is incorporated in a daily rate.
· Use, where possible, fixed day rates for each member of staff (exclusive of VAT). Include all incurrent costs, such travel, overnight stays, subsistence, consumables and transcription cost. See Budget Template 1 below for an example.
· Provide a breakdown in costs per staff member by work package (if applicable). See Budget Template 2 below for an example.
· Ask clarification from the commissioner whether the project is inclusive, exclusive or out of scope for VAT. In the latter case, the commissioner needs to provide evidence (for instance, that other public organisations will directly benefit from the research or that final reports will be made publicly available). Add VAT (20%). if this applies.

6. References

List all references used in the text.
7. Appendices

Any relevant appendices; for instance, 1 page CVs of team members with most relevant publications or a glossary for abbreviations used in the text.
Risk Assessment Template

	Identified risk
	Likelihood of risk (high, medium, low)
	Impact of Risk (high, medium, low)
	Risk management strategy

	Delays in time schedule
	Low
	High
	Dependent upon commissioners’ execution of the contract.

	Staff illness, or loss of key staff over lifetime of contract
	Medium
	Low-Med
	We are a skilled project team with appropriate skills and experience.

Within Fuse and across the research team there is sufficient expertise and staff capacity to cope with the ‘loss’ of any one staff member.  Regular meetings will ensure that all findings are iteratively shared and jointly owned by all the team, reducing the reliance upon any one researcher.  Rigorous project documentation.

	Difficulty in identifying the relevant stakeholders to gather their views
	Medium
	Medium – high
	The team has a high level of awareness around research being conducted in the UK on this topic. The Fuse family, SPHR and network events give further opportunity to gather views from a wider set of stakeholders.

	Ethics approval declined/not forthcoming to timetable
	Low
	High
	Ethics application submitted as early as possible in project timetable. Extensive previous experience of preparing ethical applications for mixed method designs

	Loss of Data or system compromised (e.g. virus or hacking)
	Low
	High
	Use of University based back-up systems (backed up nightly).


Timescales Template
	
	Jan-March
	April-June
	July-Sept
	Oct-Dec
	Jan-March
	April-June
	July-Sept
	Oct-Dec
	Jan-March
	April-June
	July-Sept
	Oct-Dec

	Commissioning and briefing
	
	
	
	
	
	
	
	
	
	
	
	

	Design instruments and prepare materials for ethics submission
	
	
	
	
	
	
	
	
	
	
	
	

	Ethics application
	
	
	
	
	
	
	
	
	
	
	
	

	R&D applications 
	
	
	
	
	
	
	
	
	
	
	
	

	WP1 – Literature synthesis and review
	
	
	
	
	
	
	
	
	
	
	
	

	Initial review of literature in peer reviewed journals
	
	
	
	
	
	
	
	
	
	
	
	

	Updating of review
	
	
	
	
	
	
	
	
	
	
	
	

	WP2 – Analysis of audit data 
	
	
	
	
	
	
	
	
	
	
	
	

	Cleaning of data
	
	
	
	
	
	
	
	
	
	
	
	

	Analysis of data
	
	
	
	
	
	
	
	
	
	
	
	

	WP3 – Survey of GP practice nurses
	
	
	
	
	
	
	
	
	
	
	
	

	Development of online survey
	
	
	
	
	
	
	
	
	
	
	
	

	Delivery of survey
	
	
	
	
	
	
	
	
	
	
	
	

	Cleaning/analysis of data
	
	
	
	
	
	
	
	
	
	
	
	

	WP4 - Case study of 3 GP practices
	
	
	
	
	
	
	
	
	
	
	
	

	Case study 1
	
	
	
	
	
	
	
	
	
	
	
	

	Case study 2
	
	
	
	
	
	
	
	
	
	
	
	

	Case study 3
	
	
	
	
	
	
	
	
	
	
	
	

	Transcription/analysis of data
	
	
	
	
	
	
	
	
	
	
	
	

	Data synthesis and reporting
	
	
	
	
	
	
	
	
	
	
	
	

	Synthesis of collected data
	
	
	
	
	
	
	
	
	
	
	
	

	Interim report
	
	
	
	
	
	
	
	
	
	
	
	

	Draft final report
	
	
	
	
	
	
	
	
	
	
	
	

	Final report
	
	
	
	
	
	
	
	
	
	
	
	

	Dissemination
	
	
	
	
	
	
	
	
	
	
	
	


 Budget Template 1

Staff costs and direct costs quoted for project as a whole, with fEC costs incorporated within daily rate for staff members

	Staff costs

	Staff member

	Role

	Per diem rate

£

	Total no. of days

throughout project

	TOTAL

£


	Person A
	Professor

	Nnn.nn

	n
	N,nnn.nn

	Person B
	Research Fellow

	Nnn.nn

	n
	N,nnn.nn 


	Person C
	Research Assistant

	Nnn.nn

	n
	N,nnn.nn

		Sub total

	NN,nnn.nn 


	Direct costs


		Equipment

	
		Transcription

	
		Consumables

	
		Travel i.e.
	
		Team/advisory group meetings

	
		Fieldwork travel and subsistence

	
		Sub total

	
	
		TOTAL Cost

	£ NN,nnn.nn 



	
	
	
	


Budget Template 2

Staff costs and direct costs quoted for separate work packages within project, but with fEC costs still incorporated within daily rate for staff members

	Work package 1
	Literature synthesis and review

	Staff costs:
	Cost per day £
	 No of days
	£

	Senior researcher 
	nnn.nn
	2
	N,nnn.nn

	Research associate
	nnn.nn
	15
	N,nnn.nn

	Indirect costs:
	

	
	Inter library loans
	
	Nnn.nn

	
	
	Subtotal
	N, nnn.nn

	
	
	
	

	Work package 2
	Analysis of audit data

	Staff costs:
	Cost per day £
	 No of days
	£

	Senior researcher 
	nnn.nn
	4
	N,nnn.nn

	Research associate
	nnn.nn
	20
	N,nnn.nn

	Indirect costs:
	

	
	Consumables
	
	N,nnn.nn

	
	
	Subtotal
	N, nnn.nn

	
	
	
	

	Work package 3
	Survey of GP practice nurses

	Staff costs:
	Cost per day £
	 No of days
	£

	Senior researcher 
	nnn.nn
	2
	N,nnn.nn

	Research associate
	nnn.nn
	14
	N,nnn.nn

	Indirect costs:
	

	
	Consumables
	
	Nnn.nn

	
	Travel
	
	Nnn.nn

	
	
	Subtotal
	N, nnn.nn

	
	
	
	

	Work package 4
	Case study of 3 GP practices

	Staff costs:
	Cost per day £
	 No of days
	£

	Senior researcher 
	nnn.nn
	4
	N,nnn.nn

	Research associate
	nnn.nn
	48
	N,nnn.nn

	Indirect costs:
	

	
	Consumables
	
	Nnn.nn

	
	Travel
	
	Nnn.nn

	
	GP incentives
	
	N,nnn,nnn.nn

	
	
	Subtotal
	N, nnn.nn

	
	
	TOTAL WP1-4
	N, nnn,nnn.nn

	
	
	VAT
	N, nnn.nn

	
	
	TOTAL WP1-4 (incl. VAT)
	N, nnn,nnn.nn
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