Attachment 1

GUIDELINES AND FORMAT FOR FULL 

PROJECT-PROPOSAL CONTENT

FULL PROPOSAL

Proposals can be submitted in hard copy or electronically to the Regional Program Officer/Assistant Regional Program Officer. In either case, the submission needs to include all of the components listed below, with appropriate signatures, as required. Therefore, the signed Cover letter, Project Proposal Cover sheet, and the Job Hazard Analysis (JHA) form need to be mailed or faxed to the Region. Additionally, proposals may be submitted in the format required by the cooperator or program coordinator, as long as the required USGS elements of the proposal, as listed below, are presented.

A. Signed Cover letter from the District Chief to the Regional Program Officer.

B. Signed Project Proposal Cover Sheet (Attachment 2).

C. Project Proposal Text.

1)
SUMMARY--Include a short, not to exceed one page, summary of the Problem, Objectives, and Relevance and Benefits sections of the proposal.  The Summary can be single-spaced.  The intended use of the summarized Problem, Objective, and Relevance and Benefits sections is to complete corresponding sections of the BASIS+ project description information once the project is funded.

2)
PROBLEM--State concisely the hydrologic situation and background leading to the request for USGS involvement.  Previous studies and existing information should be summarized and referenced.  Provide the supporting background information that is required for the reader to understand the points described in the rest of the proposal.  A legible map showing the location and extent of the study area should be included in this section.

3)
OBJECTIVES AND SCOPE--State the attainable objectives of the project concisely.  Objectives are statements of desired results.  Relate each objective directly to the problem issue(s).  The objectives must be compatible with the problem and approach statements and responsive to cooperator/customer and USGS needs and consistent with USGS mission.

4)
RELEVANCE AND BENEFITS—Describes the relevance and benefits to both cooperator/customer and USGS and demonstrates how results will benefit planning or management decisions and science. State the relevance of the study to the USGS Science Directions, the WRD Strategic Directions, the Cooperative Program priorities (if a cooperative-study proposal), the District Science Plan, and/or other priorities of the USGS.  Discuss State and local priorities, if known. See Attachment 3 for content ideas for this section.

5)
APPROACH--Outline a progression of activities so that the reader will understand exactly what will be done, and when, where, and how it relates to the objectives.  Specific details should be provided. For example, specific water-quality parameters and streamflow characteristics, as well as how data will be analyzed and interpreted, should be listed and not just general statements that water-quality data or streamflow characteristics will be obtained.  There must be enough detail so that the reader can easily evaluate the approach for technical merit.  A well-established methodology may be mentioned briefly.  A new or modified approach will require more detail.

6) QUALITY-ASSURANCE (QA) PLAN-- Reference documents that detail the QA procedures that will be used to guide data-collection activities for the project. Such documents may include discipline and District QA plans, District quality-management plans, and (or) methods manuals such as the National Field Manual. The types and number of quality-control data that will be collected for the study also should be specified. If a quality assurance project plan (QAPP) is to be written or is required by the cooperator [U.S. Environmental Protection Agency (EPA), for example], include reference to that document in this section of the proposal. 
The QA plan for the project should define data-information and data-quality objectives of the study based on the project’s problem and objectives.  As they become available, data are requested by a great number of individuals for their use in a wide variety of water-resource issues; it is increasingly important that the methods used, their accuracy and precision, and procedures used to ensure or verify the accuracy and precision of methods be well defined (i.e., methods manual and QA plans must exist). Attachment 4 is an example from an interagency field manual for collection of water-quality data that helps to establish data-information and data-quality objectives as they relate to project goals and objectives.  

It is critical to include in the original project design a quality control (QC) sample program applicable to the water-quality constituent groups of interest.  The types of samples that constitute a QC program are discussed in Branch of Quality Assurance Memos 90.03, 92.01, and 95.01.  Details on the design of a QC program are described in the class handout from the WRD training class “Quality Control Sample Design and Interpretation” coordinated by Terry Schertz.

It is required that the Districts have a QA/QC plan for each discipline on file in the Regional Office, in which case these plans can be referenced in the proposal.  If the District does not have the discipline QA/QC plans with adequate definition to ensure the continued quality of our data, then a project-specific QA/QC plan must be submitted as a part of the project proposal.

Quality Assurance Project Plans (QAPPs) need to be prepared for activities conducted by or funded by EPA. The QAPP integrates all technical and quality aspects of a project, including planning, implementation, and assessment. The purpose of the QAPP is to document planning results for environmental data operations and to provide a project-specific “blueprint” for obtaining the type and quality of environmental data needed for a specific decision or use. The QAPP documents how QA and QC are applied to an environmental data operation to assure that the results obtained are of the type and quality needed and expected. These specifications are equivalent to Chapter 5 of EPA Manual 5360. For more information and resources, see Tools - QA Project Plans.  As such, those projects that are funded by EPA and are required to develop a QAPP do not require any other write-up, nor is a copy of the QAPP required to obtain proposal approval.

Some EPA Regions also require Quality Management Plans (QMPs). Specifications for QMPs are equivalent to Chapter 3 of EPA Manual 5360. For more information and resources, see Tools - Quality Management Plans.

Further information about plans/documents required for projects funded by and/or conducted for EPA can be found at http://www.epa.gov/quality/qa_docs.html
7)
PRODUCTS--Describe the planned report(s) as well as data types to be produced as project output.  For investigative projects, state probable title or titles of reports, report outlets, and milestone dates (dates of first draft, review, approval, and publication).  For data projects, identify the types of data to be produced, types of summaries to be made, and outlet for distribution of the data. A CR web link on publications is at http://wwwrcolka.cr.usgs.gov/uo/rpt/ A description of report series is available at http://www.usgs.gov/usgs-manual/1100/1100-3.html


8)
REFERENCES--A bibliography can be an essential element to help establish the problem statement or to help document a specific approach.  Such references should be provided as needed.

9)
WORK PLAN--List major work tasks and major elements of tasks and indicate starting dates, periods of activity, end dates, and staff required for each major task.  Development of the work plan should be a major effort of proposal preparation because it provides the information to determine costs, personnel, operational requirements, sequencing of activities, and duration of the project.

10)
PERSONNEL--List personnel needs by disciplines, approximate grades, full or part time, and availability of these personnel.  Identify planned staff from outside of WRD as well as collaborative work to be accomplished by cooperators’ staff.  Possible/planned contract work also should be described.

11) BUDGET--Compile a table of estimated costs (also may include a BASIS+ budget as supplemental information), by object class (for the duration of the project but not to exceed 5 years), and include it in this section of the proposal.  The cost estimate in the proposal budget and on the Project Proposal Cover Sheet need to match and need to include adjustments for cost-of-living increases for the life of the project. The funding shown on the Cover Sheet will be used as a basis for allocation of funds in future years unless justification can be furnished showing the need for a change.  When appropriate, an additional paragraph entitled “Direct Services” should be added to the budget narrative to provide a brief, but explicit, explanation of what the services will consist of and how they contribute to meeting the project objectives (see USGS Manual, WRD Supplement 500.1.3 for guidelines on the use of direct credit).

12) SAFETY--State concisely, through the inclusion of a signed job hazard analysis (JHA) form (http://1stop.usgs.gov/safety/topic/jha/New_projects_CR.shtml) for a new project (Attachment 5), any safety concerns/elements of the project and the requirements needed to address these safety concerns/elements, such as safety training and equipment needed to allow an employee to perform the work in a safe manner and to ensure that unnecessary liabilities are not incurred by tbe government.  All work on hazardous waste sites or work in confined spaces, etc., which would require specialized training and perhaps medical exams, needs to be considered when planning the project.  Safety, and the requirements to maintain a safe work environment, is discussed in a number of Department, Bureau, and Discipline memoranda.  A listing of safety memos by category can be found on the web at http://1stop.usgs.gov/safety/memos/memo-category.shtml
Web pages for use by project chiefs in preparing JHA’s can be found at:

http://cracd.cr.usgs.gov/safety.html
http://cracd.cr.usgs.gov/jha.html
Keep in mind that a comprehensive project JHA that is site and task specific needs to be compiled for every new approved project and made available to everyone working on the project. Copies of the JHA should be kept in District project files (as well as be on file with the District Safety Officer), in appropriate gage houses, and in the project field vehicle(s). This document should recognize any safety requirements of the project, describe what work is going on, and assign responsibility. 

13)
ARCHIVAL PLAN--At this time the archival topic does not need to be addressed in project proposals.  However, two options may be considered for the future:

a. Define for each project the archival plans for management of hydrologic information and analytical tools that are unique to that project, or

b. Develop for the District policy recommendations and plans for management and archiving of hydrologic information. Once a District has an archival plan in place and on file in the Region, the needs of this section can be met by referencing the plan. 

Although not a required section for proposal submission, plans for archival of project data and analytical tools need to be considered.  As further Headquarters (potentially as a role for CPAC) policies and procedures are implemented, these plans and references within the proposal may become a Regional requirement. Recently, a couple of committees  (Scientific Records Committee and an Archive Technology Committee) have been formed to address the issue of disposition/management of records.  For now, the following references and guidelines are provided only for your information:

a. Water Resources Division Memorandum No. 99.33, Preservation of Original Digital Field-Recorded, Time-Series Data,

b. Office of Ground Water Technical memorandum No. 93.01:



http://water.usgs.gov/admin/memo/GW/auto.html
Office of Ground Water Technical memorandum No. 94.02:

http://water.usgs.gov/admin/memo/GW/auto.html
c.
Department of the Interior Records Management Program (DOI-RMP): 


http://www.doi.gov/ocio/records/index_tx.html 

d.
Handbook for Managing USGS Records, (Information Management Records and Files:

http://www.usgs.gov/usgs-manual/handbook/hb/432-1-h.html
e.  Records Disposition Schedules:

http://internal.usgs.gov/gio/irm/grds.html 

 
Records and Files—USGS General Records Disposition Schedule:

http://internal.usgs.gov/gio/irm/grds1.html 

Water Resources Division Mission-Specific Records Disposition:

http://internal.usgs.gov/gio/irm/wrdrec.pdf The Water Discipline currently is looking at avenues to revise this schedule.

