Shared Scope of Work and Budget Development Tool
Overview: UW researchers can use this template (sections 1-5; A-H) to help clarify the roles and resources for community partners and other collaborators for community-engaged research projects; by determining what specific deliverables they will provide. A “deliverable” is defined as the specific service to be provided to you, the researcher. This form is customizable to fit your needs for the number of community partners and the different roles they might have in project implementation. At the end of this sheet is a table that summarizes the recommended hourly rates for budgeting community partners, advisors, and participants in your proposal.
Note: Section 5 may not be applicable if you have established community partnerships already and therefore will not need the help of CAARN’s network partners to find new community partners.
SECTION 1 – Research Project Overview 
A. Grant Details
Proposal/Grant short Title: 
Funder and Award Name: 
Proposal Due Date: 
Project Period (start/end dates): 
Total Budget: 
B. Personnel 
PI(s): 
Co-I(s): 
Other Academic Collaborator(s):
CAARN Network Partner and Community Research Associate(s)—if applicable: 
Community Partner(s): 	Comment by Will Palmer: Guidance: Name them directly or provide as specific information as you can at this point. If you are unsure of what types of partners would be a good fit, you can include information about the specific population you are hoping will participate in research activities as users and/or beneficiaries of the technology.
Healthcare Partners(s)—if applicable:
C. Project Description
1-2 paragraphs that overview the proposed project and what health problem/gap it seeks to address.
	



D. Specific Aims
Aim 1 – 
Aim 2 – 
---
SECTION 2 – Community Partner Scope of Work and Budget Development 
E. Community (or Healthcare) Partner Deliverables
List out the deliverables that partners will provide to implement research study activities (e.g. recruitment of research participants, host focus groups, etc). If multiple aims, indicate which aim each deliverable is contributing towards. For each deliverable, provide a justification of the estimated hours of the community partner’s time that it will take to complete. If you have a community partner, they should confirm or co-develop the estimate with you. (Remember that it usually takes twice as long to recruit as you first estimate). Remove or add deliverables as needed.
Deliverable 1: 	Comment by Will Palmer: Further Guidance: Describe clearly the specific service to be provided to support project development. Be as detailed as possible to help the community partner understand the “ask”.  

E.g.-  “X” Senior Center [Partner 1]: Recruit n=X participants and coordinate Older Adult Focus Groups to get feedback on “X” (to support Aim 1)
	D1 Summary
Estimated Hours: 	Comment by Will Palmer: Further Guidance: Community partners should be compensated for all hours of work spent or the project. Determine with the partner and/or help from a CAARN Community Research Associate (CRA), all the different activities they will do to accomplish the deliverable. 

For example- what will they do to recruit participants? Will they help arrange travel for participants? Will they host participants or Advisory Board members at their site?  Estimate conservatively how many total hours this would take a partner to deliver this service. The community partner should give input to help determine this projection, but the CRA can help also.
Cost Calculation:	Comment by Will Palmer: Further Guidance: Use the guide in the table at the end of this document to estimate the hours and rate of remuneration.
Notes to include in Letter of Support or Budget Justification: 


D2:
	D2 Summary
Estimated Hours: 
Cost Calculation:
Notes to include in Letter of Support or Budget Justification:


Total Hours: 
Total Amount:

---
SECTION 3 – Older Adult Participant Budget Development
F. Older Adult Participation	Comment by Will Palmer: Further Guidance: This section is for the investigator to complete. The community partner may provide input on compensation for older adult participation in research activities, but ultimately the determination is up to the investigator. It should be within research compensation norms and will need to be approved by the IRB before participant recruitment begins.  Consult the remuneration table at the end of this document.

Compensation to research participants is NOT a part of the community partners’ budget.
List and briefly describe the activities in which honoraria will be provided in participation of data collection, along with the desired sample size (# of adults needed) for each. Use the guide in the table at the end of this document to estimate the hours and rate of remuneration. Remove or add activities as needed.
Activity 1: [e.g. Focus Group Discussions]
# of participants:
# of hours per participant:
Rate:
A1 Amount:

Activity 2: [e.g. Device Testing]
# of participants:
# of hours per participant:
Rate:
A2 Amount:
Total Hours: 
Total Amount:



---
SECTION 4 – Tailored Advisory Board Budget Development Tool (if applicable) 
G. Project Tailored Advisory Board (TAB) 	Comment by Will Palmer: Further Guidance: Consult the remuneration table at the end of this document. Please ensure the community partner, or CRA, is comfortable with the rates proposed. 
If there will be a one-time or longitudinal TAB, describe what activities will be asked of them, the format, and what are the desired outcomes of their participation (how will this inform your next stages of research?) Typically, TABs meet for 1-2 hours at a time. Consult the remuneration table at the end of this document. 
	



# of advisory board members: 
Length of meetings:
Total # of meetings: 

# of in-person meetings

Total expenses for Advisory Board Meetings:  
· Amount for honoraria for advisory board members: 
· Amount for travel for advisory board members: 
· Amount for room and refreshments: 
---
SECTION 5 – CAARN Network Partner Scope of Work (if applicable)
H. CAARN Deliverables (if receiving facilitation help from a third party)
List out tasks which your CAARN network partner will conduct to aid development and implementation of research study activities with one or more community partners and/or project advisors (e.g. identify and engage community partners, facilitate TAB meetings) based on your discussions with CAARN. If multiple aims, indicate which aims the deliverable is contributing towards. For each deliverable, provide a detailed description (justification) of the estimated hours it will take the CAARN network partner to complete. Consult the CAARN Community Research Associate to co-determine CAARN scope of work. Remove or add deliverables as needed **Note: CAARN provides these services in-kind to researchers.
Deliverable 1:  
	D1 Summary 
Estimated Hours: 
Justification: 


D2: 
	D2 Summary 
Estimated Hours: 
Justification: 
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Suggested Compensation for Community Engagement & Research Participation

Community Organizational (Implementation) Partners: $50 – 75 per hour
Examples: Senior Centers, Aging and Disability Resource Centers, Faith-Based Organizations, Federally Qualified Health Centers, Clinics, Coalitions, YMCA
	Research Activity
	Time / Quantity
	Suggested Compensation
	Notes

	Presentation / Demonstration 
(by investigator at community site)
	Up to 10 hours
	$50 – 75/hour
	Such as technology or study introductory or findings (dissemination) presentation. See justification in cell below.

	Meeting Coordination on behalf of investigator (logistics of space prep and clean up, refreshments/food, other resources)
	
	
	For in-person meetings at community venues can take 5 – 10 hours per meeting; virtual meetings usually take 5 or less hours. Consider size of group and requested supplies and equipment to be available. Typically for focus groups or demos.

	Team Planning Meetings (virtual)
	Up to 12 hours
	
	1-hr monthly meeting to discuss planning, progress, problem solving to marketing and recruitment. Typical frequency is bi-monthly (6 hours) and quarterly (4 hours) for one-year projects, with 1-2 additional meetings at the beginning.

	Recruitment Assistance (for interviews, focus groups, testing) 
	1 - 2 hrs/participant
	
	Consider how specialized your user population is, inclusion/exclusion list, and burden on participants; these factors could impact the time it takes to identify and recruit eligible participants (and therefore take 2 hrs/participant vs 1) 



Advisors (Subject Matter Experts): $75 - 100 per hour
Examples: Occupational and Physical Therapists, Dementia Care Specialists, Skilled Nurses
	Research Activity
	Time / Quantity
	Suggested Compensation
	Notes

	Interview
	1 – 1.5 hours
	$75 – 100/hour
	Typically held virtually.

	Focus Group (Advisory Board Meeting)
	1 – 2 hours
	
	Up to 8 participants per session, beyond that loses effectiveness. Typically held virtually, 1 – 4x across a one-year project.



Community Members (Participants / Users): $25 – 50 per hour
Examples: Older Adults, Family Caregivers, Patients
	Participation Activity
	Time / Quantity
	Suggested Compensation
	Notes

	Testing (at UW or community site)
	Up to 3 hours
	



$25 – 50/hour
	For older and impaired adults, avoid long protocols. Consider food and refreshments, accommodation, travel, and parking needs of older and/or impaired adults for in-person visits.

	Interview
	0.5 – 1.5 hours
	
	May need assistance with accessing meeting platform (e.g. Zoom)

	Focus Group 
	1 – 2 hours
	
	Up to 8 participants per session, beyond that loses effectiveness; 4 – 6 are ideal group sizes

	Tech Co-Design Workshops
	Up to 3 hours
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