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Create Your Account /Login 
 

 If you have not yet created your account in the Results Verification System click 
Register in the upper right corner of your screen. 
 

 Enter your email address.  Your email address will be used to login to the system 
and access all of your projects.  
 

 You may create more than one account, but projects will not be automatically 
linked between accounts. 

 
 Enter your name and the rest of your contact information. 

 
 Enter a password.  Passwords must be a minimum of 6 characters in length. 

 
 Click the Continue button at the bottom of the form. 

 
 You will be sent a confirmation email that contains a link back into the system.  

To complete your registration, visit the enclosed link.   
 
 When your registration has been verified you may login to begin your 

application. 
 
 

Resending Your Password 
 
If you have forgotten your password, click Forgot Password in the login box.  You will 
be asked to enter your email address.  An email containing a link to enable you to reset 
your password will be sent. This link will be valid for 24 hours, after which you will need 
to re-initiate this process. 
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Note to Previous Verification System Users 
 
The project-based access of the previous version of the Results Verification System has 
been replaced with user-based access.  In the new system, upon login, all of your projects 
will be displayed on the “My Projects” page.  Multiple users may be given access to your 
project by entering their email address.  This is explained in detail later in the Project 
People section of this tutorial. 

 

Start a New Application 
 
To register a new Pre-Proposal application: 
 

 Login to the system. 
 

 You may need to click “Start New Application” to see the list of funding 
opportunities. 
 

 The next screen shows all available funding.  Be sure to read the RFA and 
review the Proposal Resources before beginning a new application. 
 

 Make sure you choose the correct funding opportunity.  Click Start a New 
Application. 
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 Enter a brief and descriptive title for the proposed project.  (Word Limit:  15) 
 

 Enter the email address of your project director.   
 

 
 

 If you are not the project director, he/she must have an account in the system 
before you are able to continue your application.  If the project director does not 
have an account, enter the name of your project director and click Send 
Invitation to Project Director to email an invitation to create an account. 
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Navigation 
 

 
 
The Navigation bar at the top of the screen allows you to perform the following 
functions: 
 
Previous/Next: To navigate through the online Pre-Proposal submission process, 

you can click “Next Screen” or “Previous Screen” on the 
navigation bar or you can select the input section you want to go to 
from the left menu bar. 

 
Save My Work: Whenever you move to the next or previous screen, your input is 

automatically saved.  If you want to manually save your input 
while working on an individual section, just click “Save My 
Work” on the navigation bar. 

 

 
 
 
Resources: A number of informative resources have been developed to help 

you use the Extension Risk Management Education (ERME) 
Results Verification System, and to understand the concepts of 
developing results based proposals and projects.   A link to 
“Resources” is always available on the left menu bar when you 
working on your Pre-Proposal. 
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Save & Exit: “Save & Exit” lets you save your Pre-Proposal and continue 
working on it later.  This will return you to the “My Projects” 
page.  “Save & Exit” will not submit your application. 
 

View PDF: “View PDF” will create a PDF version of your Pre-Proposal.  Use 
this option to view how the printed version of your Pre-Proposal 
will display for the reviewers and to keep a copy for your records. 
 

Submit: When you have finished your Pre-Proposal click “Submit” to 
finish the application process.  Once your Pre-Proposal has been 
submitted you will no longer be able to make changes to it. 

 

 
  
Instructions: Instructions for each section of the application may be accessed by 

clicking on the tab labeled “Instructions” located in the upper right 
portion of the screen. When you click on “Instructions”, a separate 
smaller window will open that contains the instructions for the 
page you are working on, along with a table of contents for every 
section of the application. 
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Multiple Users 
 
 
Multiple people may be logged into your Pre-Proposal and working on it simultaneously.  
However, only one person may be working in a particular section at a time.  If you see a 
dialog box that indicates someone else is using the section, be sure they are finished 
before you proceed.  You may continue to work in other sections of your Pre-Proposal 
until they are finished. 
 
 



 
 
 

- 11 - 

11/1/2013 © 2013  Extension Risk Management Education 

Important Information 
 
Information contained on this page can save you time and frustration as you enter your 
Pre-Proposal input:   
 

 Remember; do not use your browser’s forward and back buttons.  If you do, your 
Proposal input will not be saved or posted to the online application system’s 
database. 
 

 This page also lists the contact information for your funding source. 
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Project Information 
 

This section allows you to change the Project Title you entered when you began your 
Pre-Proposal. As you develop your Pre-Proposal and assemble your project team you 
may need to edit the information you originally submitted.  (This information cannot be 
changed at the Full Proposal stage without first contacting your regional ERME Center, 
who will make the changes for you, if you can justify a need to do so.)  

 
In addition, input your project mailing address and the mailing address for the Authorized 
Representative or Fiscal Agent who is authorized to sign contracts and commit financial 
resources for your organization. 
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Project People 
 
Project Director 
 
The designated Project Director must be actively involved at all stages of the proposal 
process, from the Pre-Proposal through to the Full Proposal (if invited to submit a Full 
Proposal Application), and is responsible for completing the project.  This includes 
project management, subcontracting, funds oversight, meeting project time schedules, 
reporting progress and submitting the final report.   

The Project Director will be pre-populated based on information provided at the Project 
Information step.  You can change the Project Director while the Pre-Proposal is still 
open.  However, once it is submitted, you will not be able to make this change without 
contacting the appropriate regional ERME Center.  To change the Project Director, click 
on “Change” and submit the appropriate email address.  The individual must first create 
an account in the Results Verification System. 

Co-Project Director 

 You have the option of entering one or more Co-Project Directors.   To do so click on 
“Add New” and enter the appropriate email address.  The individual must first create an 
account in the Results Verification System. 

Project Contact 

You have the option of entering a Project Contact.  The Project Contact is usually the 
person entering the proposal, if he/she is someone other than the Project Director.  The 
individual must first create an account in the Results Verification System. 

Project Access User 

You may give additional people access to your Pre-Proposal.  Before you give them 
access, the individual must first create an account in the Results Verification System.  
They will then have full access to your Pre-Proposal. 
 
If you wish to allow someone to review your Pre-Proposal without giving them the option 
to edit, you may click “View PDF”, save a copy of the Pre-Proposal and email it to them. 
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Project Overview 
 
Your project overview describes: 1) the risk management education topic(s) you will 
cover; 2) the methods you will use to deliver your project; 3) your target audience, 
including the geographical location; 4) the number of workshops or educational 
activities; 5) the risk management results you expect participants to achieve from 
participating in the project; and 6) how many participants you expect to achieve these 
measurable results. Specifically, it is critical that there is a logical connection between 
your project overview and the proposed results section of your application.  (Word 
Limit:  150) 
 
If funded, your project overview will be used in public announcements describing your 
project. 
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Producer Demand 
 
The Producer Demand statement must document formal and informal interactions with 
farmers and ranchers your project intends to serve that effectively demonstrate their 
willingness to participate.  The applicant must provide specific indicators that 
demonstrate participants will be attracted to the program, including but not limited to: 
benchmark information on participants’ knowledge level and attitude that support the 
proposed risk management education; survey results; follow-up evaluations from prior 
workshops that document interest in topics for future workshops; and farmer or rancher 
contributions to the proposed program content that demonstrate their interest in the risk 
management topics being offered.  Secondary census data from USDA does not 
demonstrate producer demand, but may be of value in supporting the demand statement. 
(Word Limit:  200) 
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Proposed Results 
 

This section will lead you through a series of steps and questions that will help you 
identify the anticipated risk management improvement for the producers.  For each 
proposed risk management result, you will be asked to identify the risk area, risk 
management topic, the producer action, and the number of producers you anticipate will 
achieve that action.  You will also be asked to identify verification/performance 
measures for each of the proposed results. 
 
If you are uncertain about what defines agricultural risk, Introduction to Risk 
Management is an excellent source document that will help you understand the five risk 
categories associated with farm and ranch businesses (production, marketing, financial, 
legal, and human). 
 

 

Proposed Result 

Identify what you anticipate farmers and ranchers will learn, achieve, or apply as a result 
of participating in your project.  At the end of your program delivery, the proposed risk 
management results should put producers in a better position to manage risk in order to 
improve their farm or ranch economic viability. This will be the single most important 
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criteria the panel considers when deciding whether a project is funded.  (Word Limit per 
result: 25) 
 
Risk Area and Topic 
 
The verification system organizes topics by risk area.  For each proposed result first 
select a risk area, and then choose a corresponding topic from the list provided (see list 
at end of this section). 
 
Producer Action 
 
Producer actions describe what program participants will do relative to the specific 
proposed result.  There are five levels of producer actions which are listed in order of 
increasing producer engagement. 
 

 Understand - learn, increase awareness, identify 
 Analyze - evaluate, investigate, assess, review, consider, explore 
 Develop - write, conduct, obtain, create 
 Decide - commit to, indicate, choose 
 Implement - adopt, establish, incorporate, initiate, use 
 

You may have several producer actions for a component of your program.  For example, 
a proposed result may be that producers will understand how to write a marketing plan 
with the producer action being “Understand”.  You may have a second proposed result 
that producers will write a marketing plan with the producer action being “Develop”.  
Finally, you may have a third result that producers will implement their marketing plan 
with the producer result being “Implement”.  
 
When Measured 
 
Enter when you expect to evaluate how many producers accomplished each proposed 
result.  This may be entered as a specific date or it may be entered as a time during the 
project implementation, such as 6 months or 10 months after project start date. 
 
Estimated Number 
 
Enter the estimated number of producers you expect to achieve the proposed result.  
This estimated number may vary based upon the level of producer engagement required. 
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How Will You Verify 
 

Enter the method and/or tool that you will use to verify (measure) how many 
participants were able to accomplish the proposed risk management results you listed in 
this section.  Give careful consideration to the type of verification tool(s) that can most 
effectively measure the risk management accomplishments of the producers. 
(Word Limit:  10) 
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Add New Result 
 
To enter a new Proposed Result, click on “Add New Item”.  The screen below will open, 
allowing you to enter or edit proposed results.   
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Re-Order Results 
 
The order in which the Proposed Results are presented can be changed by clicking the 
icon on the left side and dragging a given result to its desired location. 
 
Edit Result 
 
Click on the pencil icon to edit a proposed result. 
 
Delete Result 
 
Click on the red ‘X’ to delete a proposed result. 
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Risk Management Areas and Topics 
 
This section of the application asks you to identify a Risk Area and a Risk Management 
Topic for each Proposed Result from the following list:  
 

 Production 
o Agri-tourism 
o Economic risks of new technologies 
o Insurance products 
o Product and enterprise diversification 
o Transition to new production systems 
o Water use decisions 

 Marketing 
o Analysis of market fundamentals 
o Cash and futures pricing tools 
o Marketing plans and strategies 
o Branded, certified or identity preserved marketing 
o Direct marketing 
o Contract Production 

 Financial 
o Alternative energy investments 
o Asset management including leasing and renting 
o Business and strategic planning 
o Cost of production and benchmarking 
o Economics of input decisions 
o Financial records and analysis 
o Returns to alternative energy investments 
o Value-added enterprises 

 Legal 
o Federal and state farm programs 
o Contracts and leases 
o Environmental regulations 
o Food safety liability 
o Labor regulations 
o Personal and business liability 

 Human 
o Employee management and communication 
o Health, stress, and well being 
o Interpersonal, family and business relationships 
o Labor supply, recruitment, and retention 
o Transition and estate planning 



 
 
 

- 24 - 

11/1/2013 © 2013  Extension Risk Management Education 

Audience Emphasis  
 
Check only the producer audiences your project will intentionally target.   If your project 
will place particular emphasis on risk management strategies, education, and outreach 
specifically targeted toward one of these audience groups, then check the primary 
audience to whom you will be delivering.  You may check up to 3 primary audience 
groups.  It is not the number (volume) of audiences that we are interested in, rather we 
want to know the primary audiences that will participate in your program.  For instance, 
if your project focuses on beginning farmers who are primarily organic, specialty crop 
producers you would then check 3 boxes:  “Beginning producers”, “Organic producers”, 
and “Specialty Crop producers”.   
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Review Past Projects 
 
One of the goals of Extension Risk Management Education’s integrated online proposal 
and reporting system is to help projects continually improve by building upon good 
programs that have been delivered and by facilitating collaboration.  We also seek to 
prevent unnecessary duplication or “reinventing of the wheel”. 
  

In this section, identify and review two past projects that your proposed project may 
build upon or collaborate with.  You can review all previously funded ERME projects at 
the following website:  http://www.ExtensionRME.org/projectsearch. Search Completed 
Projects Only. 
  
If there are no completed projects similar to what your proposal plans to accomplish, 
describe how your project is uniquely innovative.  (Word Limit:  200) 
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Additional Regions  
 
If funding is being sought from more than one region, a separate application must be 
submitted to each regional ERME Center.  
 
Select the additional regional ERME Center(s) to which you will be applying.  The 
region you are currently applying to will already be checked automatically. 
 
Please note that if you are applying to more than one region, you should only include 
information in the application that is pertinent to the region in which you are currently 
applying (particularly in the Proposed Results and Budget sections).  Proposals must 
demonstrate a strong level of commitment and collaboration for the successful 
execution of a multi-regional project.  Collaborators from within the region to which 
you are applying are encouraged.  Each Review Panel will only make the funding 
decision for the application submitted to their region.  
 

 
 

 



 
 
 

- 27 - 

11/1/2013 © 2013  Extension Risk Management Education 

Amount Requested 
 
Enter the total amount of funds requested from the regional ERME Center for this 
project.  Include your indirect costs in this total, if applicable.  
  
You may download an ERME Budget Form and a copy of the Budget and Budget 
Narrative Instructions (http://www.ExtensionRME.org/verification/media.htm) for use 
as a resource in building a preliminary budget for the amount being requested.  
However, a budget is not required at the Pre-Proposal stage.  
 
If your project is selected to submit a Full Proposal, you will be asked to enter a 
budget and budget narrative as part of the full application.  
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Project Team 
 
Enter the Project Director (Co-Project Directors) and all other team members, whether 
from your organization or not, who will actively participate in the development, 
delivery, and management of the project.  For each team member provide:  1) name; 2) 
organization; 3) email address; 4) phone number; and 5) their role and responsibility in 
the project.  
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Project Collaborators 
 
Collaborators are outside people or organizations who will bring expertise or provide 
access to your target audience, but who are not involved in the day to day management 
of the project.   
  

1.   Technical expertise – This may include outside experts who can provide detailed 
technical information for your participants.  For example, a lawyer might be a 
good collaborator for a workshop on estate planning, or an extension Farm 
Management Specialist might be a good addition to a program on enterprise 
analysis.  Another example would be the use of an established producer who can 
provide "on the ground" experience.  

 
2.   Access to producers – Collaborators can add credibility to your project and help 

influence producer participation.  For example, having a lending institution such 
as a bank and/or a commodity organization as a collaborator may increase the 
likelihood that producers will participate.  Local individuals with expertise who 
are known and respected by participants may also be good collaborators.  

 
The regional ERME Center may contact your collaborators, so it is important for them 
to be able to give a general description of your project and identify their role in it.  For 
each collaborating individual or organization provide:  1) name; 2) organization; 3) 
email address; 4) phone number; and 5) their role and responsibility in the project.  
Identifying meaningful collaborators is a crucial element in submitting a successful 
proposal.   
 
Note:  If your project is chosen to submit a Full Proposal Application, letters of 
commitment will be required from all team members and collaborators or their 
entities.  Each letter must contain a brief description of what he/she or the organization 
will bring to the project, and the specific responsibility that they will have within the 
project. 
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Final Checklist 
 
The Final Checklist provides the date that the Pre-Proposal is due, and identifies any 
information that is missing in your application if it is not complete.  You must complete 
and submit your Pre-Proposal by the submission deadline.   
 
 

 
 
 
 

Printing Your Pre-Proposal 
 
Click on the “View PDF” button on the navigation bar to print a PDF version of your 
Pre-Proposal.  You should print a copy of the Pre-Proposal for your records before you 
submit it.  This gives you an opportunity to review how it will display for reviewers and 
will also give you a paper trail if there are any questions regarding your submission.  
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Submit Your Pre-Proposal 

 
Until you submit your Pre-Proposal, you can save it and return to work on it as often as 
necessary.  Upon submission, you will no longer be able to return to edit it.  Once you 
have completed your Pre-Proposal, click “Submit” to finish the application process.   
 
When you submit your Pre-Proposal, you will receive an email confirmation.  If you do 
not receive a confirmation email, contact your regional ERME Center (also check your 
spam folder). 

 
 

 
 
 
 
 
 


