Technical Proposal Format Requirements

Proposals should adhere to the following format and should not exceed a 10 page maximum length
(font size 12), NOT including budget information, references cited and investigator resumes.

TITLE: - Concise and descriptive.

POINT OF CONTACT: Name, position, organization, address, telephone, fax and email
of the person who will be the point of contact.

AUTHORIZED REPRESENTATIVE: Name, position, organization address,
telephone, fax and email of the person who is authorized to sign the contract.

ABSTRACT: Brief description of proposed work.

INTRODUCTION: Opverview of what the project is and what it will accomplish in relation to the
RFP.

OBJECTIVES AND TASKS: List the project's objectives and describe in detail the tasks that will
be performed relative to each objective, including methods and approaches.

DELIVERABLES: Detailed description of the planned products from each task of the project.
Quarterly progress reports and a final report are required deliverables.

SCHEDULE: Timeline showing anticipated dates for completion of the major tasks and
deliverables. Quarterly progress reports are due on the last day of December, March, June,
and September. Work is to be completed within fifteen (15) months after the execution of a
contract or grant.

DETAILED BUDGET JUSTIFICATION: Cost breakdown by major budget categories (i.e.
personnel, equipment), linking costs to specific tasks/deliverables wherever possible. Breakdown
should show costs to be covered by the LCBP award and other sources (if applicable), as well as any
match amounts and totals. (1 page, not included in the 10 page maximum total for the proposal).

TECHNICAL REFERENCES CITED: List all references used for the proposal (not
included in the 10 page maximum total for the proposal).

CURRICULUM VITAE/RESUME OF PRINCIPAL INVESTIGATORS: Include
up to 3-5 references for prior work pertinent to the proposed project. Please limit to one
page per investigator; not included in the 10 page maximum total for the proposal.



