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FOREWORD

The need for ccmpetent administrators of vocational education has long
been recoynized. The rapid expansion of vocational education programs and
increased student enrollments have resulted in a need for increasing numbers
of vocational adminmistrators at both the secondary and postsecondary levels.
Preservice and inservice administrators need to be well prepared for the com-
plex and unigue skills required to successfully direct vocational programs.

The eftective training of local administrators has been hampered by the
limited knowledge of the competencies needed by local administrators and by
the limited availability of competency-based materials specifically designed
tor the preparation of vocational administrators. In response to this press-
ing need, the Uccupational and Adult Ekducation Branch of the U.S. Uffice of
tducation, under provisions of part C--Research of the Vocational Education
nnendments of 1968, funded the National Center for a scope of work entitled
"Development of Competency-Based Instructional Materials for Local Adminis-
trators of Vocational Education" during the period 1975-77. That project had
two major objectives:

1. To conduct research to identify and nationally verify the competen-
cies considered important to local administrators of vocational

education.

2. To develop and field test a series of prototypic competency-based
instructional packages and a user's guide. OUne hundred sixty~six
(166) high priority competencies were identified and six prototypic
moduies and a user's guide were developed, field tested, and revised.

Although six modules had been developed, many more were needed to have
competency-based materials that would address all the important competencies
that had been identified and verified. In September 1978 several states
joined with the National Center for Research in Vocational tducation to form
the Consortium for the Development of Professional Materials for Vocational
fducation. Those states were Il1linois, Ohio, North Carolina, New York, and
pennsylvania. Tne first five states were joined by Florida and Texas later
in the first year and by Arizona and Michigan in the fourth year (1981-82).
The first objective of the Consortium was to develop and field test additional
competency-based administrator modules of which this is one.

several persons contributed to the successful development and field
testing of this module on developing applications and proposals for funding
vocational education. Nancy F. Puleo, Program Assistant, assumed the major
responsibility for reviewing the literature and for preparing the actual manu-
script. Recognition also goes to the two consultants who helped conceptualize
the module and prepared draft materials for the manuscript: Howard Friedman,
Project Director, Innovative Occupational Skills Program, New York City Public
Schools, New York, New York; and Nila Hibdon, Dean of Vocational-Technical
Education, State Fair Lommunity College, Sedalia, Missouri.
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INTRODUCTION

Vocational programs cannct be started, continued, or improved without
adequate financial resources. Like it or not, securing the necessary funds
to support instructional programs and other related activities is one of the
most critical challenges facing vocational administrators every year. Suc-
cessful resource development requires your best personal and professional
effort to ensure that sufficient dollars are available to meet student, staff,
and institutional needs.

Fortunately, a number of financial sources are usually available to sup-
port vocational education programs. Unfortunately, these funds are not auto-
matically made available each year. Rather, funds from the federal, State,
and local levels must be aggressively sought. This requires the skillful
use of specialized and often quite different procedures. Another module in
this series, entitled Identify Financial Resources for Vocational kducation,
addresses how to successfully locate many different federal, state, and local

public and private funding sources.

This module 15 concerned with the two most common procedures used regu-
larly by vocational administrators to obtain state and/or federal funds to
help supplement the always limited local resources available. OUne procedure
that results annually in the acquisition of the most state and federal dol-
lars for vocational education is known as the program application process.
Applications are usually submitted annually to seek financial support for con-
ducting 1nstructional programs and providing related student services. The
applications require the submission of completed forms to the correct state
educational agency on or before the announced deadline dates. Failure to meet
all requirements can mean financial disaster.

The second procedure that results annually in the acquisition of many
program development and 1mprovement dollars for some schools and-colleyes--and
zero dollars for many others--is the project proposdl process. Proposals pro-
vide a means to gain access to an important alternative source of funding for
many secondary and postsecondary institutions. Progressive vocational admin-
1strators are keenly aware of the many dollars that are available for such
activities as curriculum development, program evaluation, and staff develop-
ment to those possessing the knowledye and sk111s needed to prepare successful

proposals.

While both financial procedures are used effectively by the competent
administrator, the actual steps involved vary considerably. This module
addresses the knowledge and skills you need as & vocational administrator to
successfully use both procedures to support your institution's many financial
needs.
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s Module Structure and Use

This module contains an introduction and five sequential learning experi-
ences. Uverviews, which precede each learning experience, contain the
objective for each experience and a brief description of what the learning
experience involves.

QObjectives Terminal Objective: While working in an actual adminis-
trative situatjon, develop applications and proposals for
funding vocational education,” Your performance will be
assessed.by your resource person, using. the "Administrater
Perfor?ancé Assessment ‘Form,* pp. 111-113, (Learning Experi-
ence V " '

tnabling Ubjectives:

1. After completing ihe required readiny, demonstrate
knowledge of the differences between applications
and proposals and of the process for prepariny and
submitting program applications. (Learning Experi-
ence 1)

2. Aftér completing the required reading, demonstrate
knowledge of administrative activities that support
@ the development of project proposals. (Learniug
Experience II)

3. After .completing the required reading, demonstrate
knowl edye of the process for writing and submitting
project proposals. (lLearning txperience 111)

4. Given a sample state-level RFP, iden'ify the guidelines
1t contains for planning, developing, and submitting a
project proposal. (Learning txperience IV)

Prerequisites To complete this module, you must have competency 1n identi-
fyinyg financial resources. It you do not already have this
competency, meet with your resource person to determine what
method you will use to gain this skill. One option is to
complete the information and practice activities in the fol-
lowing module:

o Identity Financial Resources for vocational Education

Resources A list of the outside resources that supplement those con-
tained within the module follows. Check with your resource

person (1) to determine the availability and the location
of these resources, (2) to locate additional references




specitic to your situation, and (3) to get assistance in a
setting up activities with peers or observations of skilled
administrators.

Learning kxperience 1

Required

o A COPY OF THE APPLICATION/LUCAL-PLAN MATERIALS
furnished by your state education agency to local
schools and colleges with vocational programs.

Uptional
e UNE OR MURE CUNTRACT/GRANT AGENTS IN YOUR STATE

EDUCATIUN AGENCY whom you can interview regarding
their experiences in reviewing program applications.

Learning Experience [I
No outside resources
Learning txperience III
Uptional
» A RESUURCE DEVELOPMENT OFFICER (or similarly titled ‘

person) whom you can interview concerning his/her
experience 1n writing proposals.

o COPILS OF FUNDED PRUPUSALS that you can review and
critique.

Learning Experience IV
Uptional

e A REQUEST FUR PRUPUSAL (KFP) from your own state edu-
cation agency that you can review and analyze.

Learning txperience V

Required

e AN ACTUAL ADMINISTRATIVE SITUATION 1n which, as part
of your duties, you can develop applications and pro-
posals for funding vocational education.

o A RESUURCE PERSON to assess your competency 1n
developing applications and proposals for tunding
yocational education.




@ Selected Terms Administrator--refers to a member of the secondary or post-

secondary administrative team. This yeneric term, except
where otherwise specified, refers to the community college
president, vice-president, dean, or director; or to the
secondary school principal, director, or superintendent.

Board--refers to the secondary or postsecondary educational
governing body. txcept where otherwise specified, the term
"hoard" is used to refer to a board of education and/or a
board of trustees.

Institution--refers to a secondary or postsecondary educa-
tional agency. Except where otherwise specified, this
generic term is used to refer synonymously to secondary
schools, secondary vocational schools, area vocational
schools, community colleges, postsecondary vocational and
technical schools, and trade schools.

Resource Person--refers to the professional educator who is
directly responsible for guiding and helping you plan and
carry out your professional development program.

Teacher/Instructor--these terms are used interchangeably to
refer to the person who is teaching or instructing students
in a secondary or postsecondary educational institution.

User’'s Guide For information that is common to all modules, such as
procedures for module use, organization of modules, and
definitions of terms, you should refer to the following
supporting document:

Guide to Using Competency-Based Vocational Education
Administrator Materials. Columbus, OH: The Center for
Vocational Etducation, The Ohio State University, 1977.

Th1s module addresses task statement number 28 from Robert E. Norton et al.,
The Identi1fication and National Verification of Competencies Important to

Secondary and Post-Secondary Administrators of Vocational tducation (Columbus,

OH:  The Center for vocational Education, The Ohio State university, 1977).
The 166 task statements in this document, which were verified as important,
form the research base for the National Center's competency-based adminis-
trator module development.
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Learning Experience |

OVERVIEW

-~

Enabling

Objective

Activity

S

Activity

o~

A

Qptional

NO’

“’I

Feedback

. tiOﬂS. ' . L

' education agency regarding their experience in reviewing

After completing the required reading, demonstrate kuowledge
of the differences between applications anc proposals dnd -
of the precess for preparing.and submitting program applica-

2
»

~
4

You will be reading the information sheet, "Making Applica-
tion, for Federal and State Vocational Funds," pp. 9e27. -

* 3

o
v - "
carm s N
" r o

LA . v v .
You will be arranging thraugh your resource person to obtainj
a copy of application materials from your state department
of education. ) ' .

You may wish to arrange through your resource person to
interview one or more contract/grant agents in your state

annual vocational program apptications.

You will be demonstrating knowledge of the differences
between applications and proposals and of the process for
preparing and submitting program applications by  completing
the "Self Check;" pp. 29-30.

”

You will be evaluating your competency by comparing your
completed "Self-Check" with the "Model Answers," pp. 31-32.

> -
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Activity
For information about program applications and related funding
terms and procedures, read the following information sheet.

MAKING APPLICATION FOR FEDERAL AND STATE VOCATIONAL FUNDS

The world of funding can seem overwhelming to the new vocational adminis-
trator. Your role in actually obtaining funding will vary greatly, depending
on the s1ze and location of your institution, as well as its ‘internal hier-
archy. To best serve you, this module is written assuming that you, the voca-
tional administrator, will be in charge of managing and developing all the
funding requests for money to support the vocational program.

Let's begin with some clarification of terms. Sometimes the same words
are used 1nterchangeably by the funding sources; sometimes the same words
have different meanings, depending on the funding source involved. For clar-
1ty, this medule will use certain words in a generic sense. The types of
décuments described in this module are just that: types. You must be able
to get past the words used and understand the various types. Four pairs of
words are explained here. The definitions should help you distinguish between
the various documents, no matter which words the orgininating agency uses.

« Application versus Proposal--This distinction is critical. For our
purposes, the application is the set of forms you must fill out to
receive funding approval from your state education agency (SEA). The
approval of this application will provide you with state and/or fed-
eral funds specifically designated for support of vocational education.
These funds primarily provide support for regular instructional pro-
grams. An application is usually noncompetitive.

In addition, you may seek funds through the proposal process. A pro-
posal is usually written to obtain~ funds for extra or supplemental,
nonprogram activities such as research and curriculum development.

In addition to the SEA, there are several sources of funds available
through the proposal method. A ‘proposal is usually competitive; in
other words, your ‘proposal will be competing against other proposals
tor the same--usually limited--dollars.

Sample 1 presents some distinguishing characteristics of applications
and proposals as they are addressed in this module. .

e Program versus Project--This pair of words relates closely to the
previous discussion because which of the two words is used depends
upon the funding source of the activity, as well as the nature of the
activity.

A program is the "regular" activity that is provided by your vocational
education departments (i.e. the instruction you provide for students).
It includes all of the activities supported by the regular budget for
vocational education.

bt
e




SAMPLE 1

SOME DISTINGUISHING CHARACTERISTICS

FALTUR

APPLICATIONS

PROPOSALS

vurpose

ysually support for conducting instruc-
tional programs (e.g., salaries, equip-
ment, supplies)

Usually support for the cost of a
research, curriculum development,
exemplary, or other special project

Nature

Involves completion of specific forms

Usually 1nvolves the development
of written material according to
given guidelines

KecipiIent

Usually the state education agency (SEA)

Any of a number of potential spon-
sors, including the SEA

Lredtlvity Required

Ltow level

High level

vrze Ot Jocument

(ne to a few pages

Usually 10-50 pages

ek keguired

Limited; usually 1nvolves filling 1n the
planks and providing brief explanations

Considerable; usually involves
extensive planning, development
of written material, and revisions

Fregquency ot
preparaticn

Prepared annually in most cases

Prepared 1n response to a request
for propesal (RFP) or fundable 1dea

vroteriy

Must meet federal and state guidelines

spec1fic criteria, unique to spon-
sor's requirements

O

ERIC
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A project is any activity that is outside of what is generally con-
sidered to be the regular scope of work supported by the basic grant or
state vocational funds. Projects are supported by "soft" money--money
that is usually awarded through a competetive proposal process. Money
that supports projects is usually a specific amount--tied closely to
the activities and products outlined in a proposal--and is available
for a limited period of time. Projects may be staffed by people other
than regular instructional staff and tend to involve topics such as
curriculum development, exemplary activities, or program improvement.

e Local Plan versus Application--It is necessary here to point out a
Common _confusion. Some states use an application for funding that is
separate from the required annual local plan. Uther states, combine
the two; some may not even specify that an application is required,
asking only for the local plan. This is something that. you must deter-
mine before you are ready to begin the task of obtaining funds for your
institution. It is important for your funding that you know how to
complete the local plan, whether or not it includes or eliminates the
need for an application for state and federal vocational funds.l

o Application versus Reimbursement Claim--This may seem trite, but in
states where an application is required, you cannot ask for reimburse-
ment of money spent for your vocational program unless you have Sub-
mitted and had approved an application for funding along with a local
plan, before your program begins operation.

Application Uos and Don'ts

"It is vital to your program that application forms be completed cor-
rectly. Application forms are.usually completed and filed annually with your
SEA. These applications outline the information needed by the SEA in order
to approve funding for your instructional programs and related services. The
completed application forms must be submitted to the correct state agency on
or before a stated deadline date. If your institution's applications do not
meet all of the requirements, federal and state monies may not be forthcoming,
and you may have a financial disaster.

The following is a list of critical points to remember in submitting
an application. Items included in this list cover some of the most common

1. tor information about local plans, you may wish to refer to Develop Local
Plans for Vocational kducation: Part [I, part of the Competency-Based Voca-

T7onal Education Administrator Module Series (Columbus UH: The National
tenter for Research in Vocational Education, The Center for Vocational Edu-
cation, The Uhio State University, 1981).

11




11.

problems and mistakes found by StA persuns who review applications.
shows portions of one state's application forms.

[y

Make sure you have all the instructions. Read them carefully.
Note the contact person in the SEA.
Note all due dates; put them on your calendar.

Uetermine who must sign the documents before they leave your institution.
Allow time for obtaining signatures.

Type all forms.
Don't estimate; if the form asks for numbers or percentages, be exact.

Most applications are assigned a number. Know your number, and use it on
all correspondence.

Fill in all blanks that apply; if you're not sure, call your SEA contact
person.

Obtain all necessary signatures.

Make copies of all completed forms--one for your fiies and one for the
superintendent's/president's files.

Ma1l the completed application and appropriate attachments before the
stated deadline by certified mail to the correct address.

The mportance of correctly filling out and filing applications for fund-

1ng cannot be overemphasized. Whether or not your institution receives the
federal and state vocational dollars to which it is entitled depends upon your
care in completing the program application.

1237
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SAMPLE 2

SEA PROGRAM APPLICATION

; r ﬁ @ m i .
; ; ‘ OKLAHOMA STATE UEPAKi’MENT OF VOCATIONAL ANO TECHNICAL EDUCATION

SRANCIS TUTTLE, OIRECTOR o <G8 WEEY SIXTH AVS,, ¢ STILLWATER, OKLAHOMA 74074 » AC. 1408) 277:2000

January 12, 1931

HENORANDUM

165 . School Superintendents

!'Rob}:j,z%nucis Tuttle, State Director

SUBJECT: lLocal Applicstion for Vocationsl Program(s)

To qualify for federsl funds, your school is required to submit a local
application for all vocational programs every year. The enclosed

application package js for your use in requesting your vocstional
programs for the 1981~-82 school vear.

Currently, a high school is eligible to receive a flat grant of $4,000
from the Staté Department of Education for each regular and cooperative
sécondary vocational program approved. The school also raceives $125
er month per instructor from the State Departmest of Vocationale
Technical Bducation, Programs in area vocational-technical schools &re
raimbursed on the ares school formula, Pending legislatien, the flat
grant and teacher reinbursement may be increased for the 1981-82 school

year. .«

Requests for propos:ls for special programs are alsy included in the
application package for your convenience. Although proposals for spe~
cisl programs are accepted throughout the year as long as funds are
available, those submitted by the deadlines specified will receive
priority funding. Separate proposals must be submitted for disadvan=
taged and handicapped programs.

Detailed iastructione for completing this application and proposal
requests are included. Please resd All the material in this package
carsfully and respond to each item whichirequires your iuput. If you
have any questions, please feel free to contact the Planning Division
at (405) 377-2000, Ext. 329 or 284, or your regional administrator.
Note that compieted applications are due February 16, 1981.

-

Thaok you for your cooperation. -

SOURCE: "198é Oklahoma State Plan" (Oklahoma City, OK: The Oklahoma State
pepartment of Vocational and” Technical Education, 1981).

13




THSTRUCTIONS FOR.COMPLETING "APPLICATION FOR SECONDARY Q
& FULL-TIME -ADULT" VOCATIONAL EDUCATION PROGRAM(S)" )

Schtdult A ®

Schedule A is & Iist. of” thQ vecnr.iqnnl "prograus in ‘your school which are
cur:ontly 1R opantioa and !undcd‘ by -the State Dopattnent. of Vocational

* aad Teéshni ‘tl Rducatien, -

-~

hviw m au clmnn cautuuy ‘and; ‘correct .dny e:rors "by marking
thtou;h thc_ }:oi:tccta» _tg anxl vriting t.he correction ik ink on the faqe

m‘“bcin. &ifckc& . e “3 . you !ud t.wo houe: econo-ic:
¢ ar™ and, Scheduli A snon only ofie)- “and NOT 4. request
clums td be ‘made. next. ynr' o you bid only ooe ‘home econo.ics

RN

teacher: t.hh Yéar,, e you -want- to, 244 another next yn:). .

: A 1. J!ete the "chul Appliution No.” oa the left-hand side about an
{ich- f:ou thc ’coy. cho:d this. nunbc: for future. use. in -correspon-
:dance coaccrm’.ng yohr apylicutioa - - -

A.2. Lecal Pro;ru {hhe & So-q school: prefer to use .2 vnriatien of the ‘
:ofﬂcial Stue Departunt of . Vocatioml -and - “Technical Education
program.. nawe ‘in. ‘Promo nal brochures aiid -other docunentz. 1£ the
pro;ru',listc& s q L1y, rgterred to- dxfferenr.ly in. “your #chool,

' gﬁ tion dn. xnk £ 4 Jocal mc is already

A,.‘;iz ’3tzte Deynrtnent. of Vocational and’ l'echnical' Educar.ion Program .
-Name ~ Far. s{ate*mpament use.only. .

Als S % No - l‘or Sute Deplrtuent use only. . !

. . FIA = fuﬁ. ‘time -adplt .

A.5. Level « Sec =~ucond&ry, ) 0
AIB = app:oved‘ for both. the above. ‘

A6, I"unding = For Stahe Departuent use sonly-

A.7. C? No. = .\wcont:ac: nunbe: should be indicated for all special pro-
C o grams. . S .

-

‘A8, Nu-her Teacbers <A "head count” tota).

o

A 9. Length of Prog:an - 10 -moathror 12 uonth contract.

A. ;OxPeﬂrceng, Tine %},oyedﬁ‘so “one~half :ine during -contract period
: oy 3),00 2. fulletime diring contract psriod

A1, Percent Progran- Length ~ Full-time equivalency (i.e.; 2 teachérs !
full=time and 1 teacher one-half time =

250% FTE).

.'W.,‘ -~
’
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$u

oNota: For special funded progrias (those with CP x;u‘np:n) you .
must file a proposal addendum requesting contibustion . - oo

with the Supervisor of Special Programs before April s
Schedule B , , e e
Schedule B is to be used (1) to delete prograns from Schedule. A ﬁﬁigk}‘ SRR é;
you do not wish to oparate next yaar, (2) to request changes in-programs = - oL
frow Schedule A for next yesr (e.g.; add an additionsl ‘teachex,.dzep: . S

tgpecial” funding, reduce full-time teacher to half-time) sad (3) ‘to, o *‘”ii
requeat new programa which are not liated on Schedule A. . ’ .o

Deletions and Changes

My .

B.1 For deleted and changed programs, refer to SchedulibA to cbipleﬁé‘.;

appropriate blocks. v o

B.2. Indicate d = deletion; c = change. : - . 27(?'
- T
B.3. Indicate effective date. e
Additions ‘ L ’
B.4. Indicate School Site and Code, Local Program Name, Effective Date ) L
and Level (see A.5) : o
B.5. Funding - Indicate if "Spec(ial)" funding is desired. If mot, N B
jeave blank. If special funds are requested, see instructions ’
for completing a proposal.
B.6. Indicate number of teachers requested; if the progr;n is 10 ox 12 C g:
month (length program); if the program is half-~ or full-day:’ -
{% FTE).
B.7. Indicste month of start.
B.8. If ares vocational-technical school and program was offered
locslly this year but supplement fundz are required for next
year, indicate with & check mark. .
Schedule C Co 'r%WfJ
Schedule C aolicits information conceruning your long-range plans for uw}’t

vocational education and does not represent a firm commnitmant,
5 P

¢.1. If you plan to expand your offerings over the next five years R
ipdicate (1) the programs you ace most interestad im, (2) ‘the .o
progran level (aecondary or adult) and (3) the school year in .
which implementation is being considered. . L

¢.2. If you plan to discontinue acy programs over the next five years v,71 "Q

which you are currently offering, refer to Schedule A and: complate
the appropriate blocks.

15




Schedule D

s:hcdulc D coatains certain assurances that tha application has been
pm-ud in accoxduncn ‘with fede:al law and should be resd carefuuy.

‘Dl aigu 7] hdicaud.
/

C y Schedule K ° *

Schcduh T wiist be: uaed’ i£ _you need -to amend your otigiml application
nitut i hn/bna sibitred to the, State Dcpartunt.. :

X1, !ntc{ chnl Applicaticn Number fxom erigiml applicntion.
!.2. Iﬁicnu Schoob llm, Address, City, and Dat.. \
E 3. Co-plotc &cco:din; to-instrictions for Schedule B,
/X.lo. Si,;n; as: in;!icnt,c@. '
‘// o | , ' N Schedule ?

‘ List the. nuc of: thc rspresentative and. ‘the group reprasented for each.
advi.noq council’ wamber. Indicate-the total Busber of feules* and the
; total mmlmf of:minorities on the céuncil. If you have queﬁ:lonl -con=
¥4 comm thc cmocition .of this comcil, contact: your :egionul rad-in‘-
: 1stratos .ok the: l’lanuin; Division of~the su:e Depn:tunt of’ Vocntionnl
/ eand ’X‘echnical !ducatinn\ . ‘

Schednla G

Vrite ‘a btief urntiu p:uvﬁding the raquired descripﬁ.on. Number 3
is *ap,licablc only for :chaolx in -the following cou.nties. Caudian,
cnnluld, Cmncha, Cxéek, Loun. ‘Oklaboun, Ozage, and Tulea. .

° : .- Assurances
sim nd return,

""" PLEASE SUBMIT ORIGINAL COPIES TO THE: ‘

. : Phnnin;'nivision '
. ,\Dkl.lhom State Department of Vocational
_ . -and. Techaical Education
. 1515 Vut $ixth Avenue
. Stillvater, Ok 74074




QUHEDULE A
oo ANe

GENERAL APPLICATION NO

STATE BOARD OF VOCATIONAL & TECHNICAL EDUCATION

APPLICATION FOR
SECONDARY & FULL-TIME ADULY
VOCATIONAL EDUCATION PROGRAM(S)

FOR SCHOOL YEAR 19

\PLEASE REFER TO THIS NUMBER WHEN COMPLETING SUPPLEMENTAL FORMS AND CORRESPONDENCE )

SYSTEM

ADDAESS

Yhe above cAMAd SCho 3 <10t has the foltawing approved Vocatonst 8 Technicai Education programs in 0DAration duning the curront year

N eQuests (onlagan s O thete programs for bscat

LOC AL PROGRAM NAME

NOTE To updete Selnte of add programs for FY

ION——

T

angFY

S

DATE
COUNTY
except as deleted of changed on Schudule B
T TooTTT T T T .y
| cP M .
SOVIE PROGAAM NANME wumper | LEVEL [ rudoina | No Tl oy I M v
I
’

complete Schedutes B and C

2 A wrdlen Dropas v Addendum sheuld accompany alt programs wdh CP numbers




AHEGULE 8
M OO8-LX2

SYSTEM

ADPDRE LS

[UPOOL i tE
AND C

[RRTTNY
Aretin

ERI!

Aruitoxt provided by Eic:

GENESAL APPLICATION NO

STATE BOARD OF VOCATIONAL & TECHNICAL EDUCATION

APPLICAYION FOR

SECONDARY & FULL-TIME ADULT

VOCATIONAL EDUCATION PROGRAM(S)
FOR SCHOOL YEAR 19

(PLE ASE REFER TO THIS NUMBER WHEN COMPLETING SUPPLEMENTAL FORMS AND CORRESPONDENCE )

|

“ivt
OF

. DATE
COUNTY
The 3Dove named schocl sl L1 requests 1eieton e change of the lollowing programs hsted in Schedule A
) i -t T T - . TR
LOGAL SOVIE 10 ACTIONCODE|  grpeCTIVE iltay
PROGRAM NAME PROGHAM NAME NUMBER | 9 dplenon DATE CEvee  [ruNonel B2 1ER | erE
nge : -t
- - e e e e e e -
The 4D v Yamed s honttistex b reaqoests 3ppioval O the new vol tonat and technial programs histed below
. ISR St ol :
i AVIS CHECK IF
LOCAL EFFECTIVE eve L LSE ] e * STARTING PROGRAM
PROGHAM NAME DATE LEVEL humemd @ 0 | Rocain | FYE DATC OFFEAED
H8 LAST vEAR
3

v U

CA N D Qo Rl £ kO mDacy At programs 1oe whieh special funds aie requested (2q disadvantaged and handcapped)

s S




*

SCHEOWE &

STATE BOARD OF VOCATIONAL & TECHNICAL EDUCATION
01 007 CX2

APPLICATION FOR
SECONDARY & FULL-TIME ADULT
VOCATIONAL EDUCATION PROGRAM(S)

FOr™ SCHOOL YEAR 19

GENERAL APPLICATION NO
| PLEASE REFER TO THIS NUMBER WHEN COMPLETING SUPPLEMENTAL FORMS AND CORRESPONDENCE }

SYSTEM DATE

ADDRE$S
LONG RANGE PROGRAM REQUEST

COUNTY

iy 04N 1O ¢Xpand you! vacationgl olferngs at 3any hme over 1he period 19 o119 please iisl
e e e e Yo i e —
1 SCHODL
PRCGRAM LEvEL Scpont PROGRAN LeveL ran
[}
’
U SRS SRV SRS L
v a
) 1)
—— = - — e e e b ————
N | L W
Wy ou 1A 1o GISCOALNGE ANy O GONG DIoQrams at any ime over the period 19 019 please kst
T T T o T semoot 1 e SCHOOL
¢ ROGRAM “ 10 NO Levt et PROGRAM 10 NO LEVEL eon
%
’
. ]
9
s
w
- [RTS DN SRR -
INMME M TR
W, LT e 3Ny LRt SRt ol WOULE BRE to make ADOUL YOUT vOCalonal program of about vocational education 0 geners!
) he St Department of Voo iioaat a0d TeChnkdt E dw ahon would appregate them
}
il

. )

| RIC

+ WARIText Provided by ERIC




SCHEQULE D STATE BOARD OF VOCATIONAL & TECHNICAL EDUCATION
01 008-CX? APPLICATION FOR
SECONDARY & FULL-TIME AGULT
VOCATIONAL EDUCATION PROGRAM(S)

FOR SCHOOL YEAR 19

3t NE RAL APFOLATION NG
IPLEASE REFER TO THIS NUMBE R WHEN COMPLE TING SUPPLE ME NTAL FORMS AND CORRESPONDENCE )

SYSTEM DATE

ADDARE SS COUNTY -
\N

1S understood that this application has been deveivped in consultation with representatives of the educationat and training
resources avasable in the area to be served and with input from a locai advisory committee and agreed upon that if this
request 1s approved the vocationai education tunds wiil be utiized n accordance with the policies established by the
State Board of Vocational and Technical Education and PL 94-482

Furthermore asrequired by P L 94-482 the programs requested in this application are proposed to meet identified needs
of students served by this institution and where possible resulls of previous evaluations have been used in therr develop-
menl These programs are consistent with the traiming goais of other agencies & institutions in the area including CETA
prime sponsors and assure a coordinated aperoach to meeting the vocational education and training needs of the area or
community

We the undersigned have been authanized by the Board of Education to submit this application for Vocational Education
program(s} and upon approval to request resmbursement on an aanual basis

By

Pressaent Board of Educer on

Super ntendent of SCROU

Due

Aruitoxt provided by Eic:




SCHEOMWRE € STATE BOARD OF VOCATIONAL & TECHNICAL EDUCATION
?" 00? (""2 APPLICATION FOR
v 121280 SECONDARY & FULL-TIME ADULT

VOCATIONAL EDUCATION PROGRAM(S)
FOR SCHOOL YEAR 19
(Supploment)
GENERAL AP CATION NO
IPLEASE AEFER TO THIS NUMBER WHEN COMPLE TING SUPPLEMENTAL FORMS AND CORRESPONDENCE )

SYSTEM DAYE

ALURE N ————— COUNTY

The abcrve ABment & bt Sha 1 ety Sahon o thange ol the Litmeng feapama Tuied In “ahadin A

¥ - T ST T -
! AC 1ON COOE v
SR TF LOC AL “ow Iy 0 EFFECTIVE va +
AND OR 2 PROGRAM NAME POOGRAM NAWE ey :,':", eton DATE reve FUmORO 1 (A1
e
boome - re— o
4 - e -_T. U
R e e {
Tan wte & ramad © frad 3w apetie agrr s val of thi carw v r ATl 80 rec e &) o e anna talad helow
.1 AVIS CHEOX
EERTS S WSl LOC AL CFTECTIIVE LEVEL o, we | urnne < STARTING PROGRAM
JL IR . PROGAAM NAME OATF HH FIE OATE OFFERID
S B .t LAST YEAR
-~
, JUUUIDVEO IUNIN SO SNV SREpUNE [PPSR S . e — ]
. -
. I . N D S——
‘
- - - - —— - - _—— - -— - - — e o e — v —— — - —_ - - — - - ———— - ——d
u\A-«n'ooaqmumevaHpvovmhmwu'\nhu! ? ‘lcgv d et O )
SUPERINTENDENT OF SCHOOLS
Atbrrnaive ActorvE qusl Ooo ety Empdover SUBMIT THIS COP‘Y TO OKLA. STATE DEPT. VOC. & TECH. EDUC.

ERI!

Aruitoxt provided by Eic:
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‘Scheduls ¥ , .
' ¢

i
]
- - MR YCCATIONAL, ‘EDUCATION -AMENDHENTS OF 1976. REQUIPX THE.USE.OZ A-L {
ADVISORY “COUMCIL T% £ DEVELOPMINT. OF THIS APPLICATION, THE CO 1
WUST-BY, RYPRESENTATIVE 7 BUSINESS, DNDUSTRY, LABOR, AW THE CORIUINITY \LK |

SEX, u.cw,.mp.zmm COMPOSITION AND KNOWLEDGEABLE ABOUT THE SPXC
4 EDUCKTIONAL NYZDS OF ¢EYSICALLY OR MENTALLY- HANDICAFEED-PERSONS. :

[ - . . .
. © Lisz the Jocal adeisory committas meshers vho participated in the develppusnt !
\ot this app}.gévciu&. . _ . ' , 4 i
, ® ) Rane ' . * Group Represented )
PR R . L i R f
\ |
e 3 i
- - hd s. '
. L]
~ ¢ - i
. : - . = i
. ‘., N '
N . 174 - P, N '
: L t
. LY R ~
. N ’ !
N ;
v o S, .
¢ - o - '
. * ¢ 1
» ‘, R j Q .
> L3 : hd :
1
» » » * 1
. N * 1
\ \ ’ », .
. - - 1
¢ ]
) " ‘
I
. 7 . 1
: . i
' o - , )
. 8 ¢ t
) ' - . i
B . : . '
Total Fezal ‘ -t '
(] 3 3 . . <. hd H
Total Racial/Ethnic Minordry * 7 !
. - s 1
) 1
{
- . p
et “
> o \ . L . 1
’ ;ﬂ * l
. o ] .
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[ - 1
. .
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* 1
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Schedule ¢ , N e ‘

. . ’

TEE VOCATIONAL xnuc«ggu AMEHDMINTS OF 1976 uqum ucaﬂmm mmxm T
AGE¥CY AND ELIGISLY RECIPI¥NI TO-PROVIPE'CERTAIN DATA.TO:ASSIST MESSTATE - o' .
BOAZD 7 DETERMINING TMAT THE PROGRAMS-PROPOSED N THE LOCAL APPLICATION . ~ . -

HEZY THZ PROVISIONS OF TKE w: PERTATEING ro*mmw m COORDYMATIONT .

1. Dunribe the vocational education- nudn of pouam Tt
the azes or co-uuizy utnd by thmnppucnc sﬁdwmic taihow-
to xt axtent the programs’ proyoud in this ayplict:iom
'.'l. .

2.

3. Descride how the activities ptOpond in thia Applicaticn nlsu :c o
ranpower programs cenducted in the srea-by a price :pm::o:' uub- ~'_ -
1ishéd under the Comprehensive Esploygient and Training. A¢t'of 1973, . - -
if any, to assurs 8 coordinsted- spptosch to autin; the vccatiqnar ’ AP
education and training needs.of the area or couunity.

Y
s “’ : v’; v ,
< N . RO "’N . ) £
= R e ._;” "
4. Describe the relationship becwesn vocational education progr&nr
proposed to be conducted with funds - under The Vocatioul ‘Educ:z:ion
Amandusnts of 1976 and other p:ognm in the dvea or cmnuni:y
which are supported with state and local funds, L
- R -
- = =
- ') :‘ ’ N

23
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hnand Assurances

In addition to the provisions.that are found with the REP, the following
assurances are required in each approved fuanding sgreement by the Okla-
hoas State Board for Vocational and Technical Education. The under=~
signed applicent agrees to comply with the following assurances:

A.

The applicent will comply with Title VI of the Civil Rights Act of
1964 (P.L. 88-352) and all requirements imposed by or pursuant to
the Regulations of the Department of Eealth, Educatioa, and Welfare
(45 CFR Part 80)“issued pursuact to th€ title, to the ead that no
person in the United States shall, on the grounds of race, color,
or national origin, be excluded from participation iz, be denied
the bensfits of, or be otherwise subjected to discrimination under
any program or activity for which the applicant ceceives federal
financial assistance from the Department. (The assurances of
compliance (HEW 441), or court order, or desegragation plan previous-
1y filed with the U.S. Office of Education in accordaace with the

‘Department of Heslth, Education, and Welfare Regulations apply to

this applicatioq.)

The applicant will comply with Title VII of the Civil Rights Act of
1964, as amended, vhich prohibits private exployers, labor uaioms,

employment agéncies, state and local governmeats, and employeés of

educational institutions from discrimination on the basis of race,

color, religion, sex, or national origia.

The applicant will comply with the provisiocns of Title IX of the
Education Anendments of 1972 (20 U.S.C., Section 1681 et. seq.) and
the regulations promulgsted thercunder by the Department of Health,
Education, and Welfare in so far as masy be spplicable hereteo.

The applicant will cowply with Section 504 of the Rehabilitation

Act of 1973, P.L. 93-112. Section 304 provides that no otherwise
qualified handicapped ipdividuzl in the United States, as defined
in section 7{%), shall, solely by resson of handicap, be excluded
from the participation in, be denied the benefits of, or be sub-

jected’to discrimination under any program or activity receiving

federal financial assistance.

The project will be operated in compliance with all applicable
state and federzl laws and with regulations and other policies and
administrative issuzaces by the Oklshoma State Board for V9cat§on:1
and Technical Education, including submission of such reports as
pay be required.

Date 3-79 Signature
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Attachmeat 1

XINDS OF PROGRAMS AVAILABLE TO-LOCAY, SCHOOLS

Regular and fooperative Prograns

Reguler programs are desigeed -to- préparz atudents for eatry=level
aplomnt of advanced educatidn in the- occupstion for which tyained or
in- a relsted accupation. 'Reguler programs may be: offered in the folw
loving instructional arias:

Vacationsl Agriculsure (12 month contract; grades 9-12)
‘Home, -Lconomics {10 month contract; -grsdes .9-12)
Trade and Industry (10 month contuct,' grades: 10+12).
Heslth Occupations (10 month- con;uct, grade: 11-12)
Business and Office (10 mouth coutract; grades. §i~12)
Distribycive .Education {10 month contract; grades 10-12)

Cooperstme vocationsl education programs are dengued to ccordinate
classtoom instruction with on-the-job training. Theé G-JrT comporent
must be closely related to-the.classroom instruction, carefuliy slpat-
vised, 2nd carried out under 3 written agreement betuecn the schiool and
the e:plojer._ Cooperstive students pust be compensated in. zccordanée
with apphcable laws and regulatioss. Special connderation will be
given to programs in schools which have high dropout -rates ar.d are
located in counties with high esployment. Cooperstive prograzgs are
available in the following areas:

Voc. Agric. Oce. Trng. (VAOT) (10 month contract; grades 11-12)
Home Ec Rel't Occup. (KERO) (10 month contract; grades 11-12)

Cooperative Distrib. Educ. (10 month contract;, grades 11-12)
Cooparative Businezss & 0ffice {10 month contract; grade 12)
Cooperative Trade & Indus. (10 month contract, grades 11-12)

Cooperative Interdisciplinsry (10 morth cosdtract; ;rades 11+-12)

See Schedule B of thé Application for Secondary and Full-Time Adult
prograps te request a new program in the areas, listed above.

Disadvantaged Programs and Services

Specisl 'unds are-.available to sssist those studentz in 2 school who
have an academic or ecotxoaic -disadvantage that preventa them from suc-
ceeding in a regular program- of vecational instructjon. These funds
may be requésted to provide specisl supplementary: services for indd vidual
prograzs of instmiction ‘for a group of dzsadvantaged studsats, A com-
plete proposal descnbing the -population to ‘be servéd ‘and the services
o be provided is required before such a program cin be fupded. See
Requeats. foi ?roposalc snd gu:,delmes for - proponl devel,opment ‘to rés
quest funding for disadvantaged programs or services,

25




v ‘

Coordinated Vocational Education and Treining (CVET) is a spacial dis~
advantaged progran designad for freshmen and sophomores in high scliools. {

1

The cbjzctive of the progran is to encourage potential dropouts .to |
- résain in school until they asre- eligible and preparzd to enroll in a ) !

raguler yocationsl program. ‘The-curriculum consists of related English,
math, related science ‘(optisnal), mocial studies (optional), -and voca-
tional training ia ¢de of the follovwing arais: constructicn, horti=
cultiire, mechanics, home and:.comsunity servicas or health occupations.
- To.xequest & CVAT program, indicste your intersst-ga Schedule B of the

agplication for sacoudsry snd full-tive adult programs.

Mandicappes Prograns and Services

Special funds are also available to assist students who cannot succeed )
. in regular programs of instriction because of documented physical or

mantal tandicaps. These funds mey ‘be-used ‘to provide individual. supple-
mantiry-services-or to-provide ‘a.specially designed progras for-a group
of hagéicspped individuals. & pEoposal describing the gctivities and
services to be: provided is required from each school -requesting handi-
capped funds. See Request for Proposals and Guidelines for Writiug '
Proposals, - "

¥

- Work~8tudy Program “

Work-study progrems differ from cooperative vocational educaticn pro+
grama in thst enployment arranged for studedts onu’ work=study jobs- is
pot nicessarily in. fields related to their studias and by 1lév théy must
be anrolied in a° vocationsl program and employed by the local education !
agency or other public agenciés or institutions. No student may be
esployed for wore than 20 hours in. any week in which clisses.are in <,

N seasion -and 'must be betwsea 15 and 21 years of age. If the student is
vot sttending clssses during the summer, there ia no limitsticn on. \
bours of ‘employment or the amount of compeasation earded. excet that a .
student may not be compensited at a rate which exceeds the ‘bourly rate 0
prevailing in the ares for persons performing 'similar duties, Susmer
carnizgs will not limit the sowpensation paid 'during the academic year '
usder work-study programs. A fidancial allotment will be granted to
the schoél and may be used under the guidélines of work-study programs.
Federil work-study funds allotéd by the State-Department of Vocationxl
and Technicsl Rducation sust be metched SO pexcent from state ind local ,
funds, and total non-federal expenditures must equal the sversge non~
federal ‘expenditurs for the three previous years. Use-Schedule B to
indicate your interest in participating in the work-study progrsw..

Vocationsl Adult Education

Adult training is an avea which should be expanded. Funds are available

for organized training progrema to prepare adults for a aew job or to .

igprove or upgrazde skills in their curremt occupations. 'A réquest oay .

be wede by indicating the adult trsining program on Schedule B of the”
attached form. :

@ .
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According to Stata Board Policy, an«m vautiou

1 high wanpowar demand .aress, m hu tu\thc Oc.eu‘;
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|

NOTE: FROGRAMS ARE RANYED mapgsgpmmc‘:bmncﬁm?@f

Statevide e stéfu Nalf )

Mid-Mgut

DE~Gsnaral Merch

e

Office Asuistant
Food Sexvices

Yood Mgmt
Oceupational Ssrvices
Truck’ Drivcr

Cishiex Checker
Bookkeaping

Nursa Assistant

Heavy Equip Oper
Petroleix Occ

Clerk Zypist

Clothing Mgme

Machine Shop
Banking/Savings & Loan
Horticulture
Automotive Services
Mear Processing
Secrataxial Training
Plumbing/Pipe Fitting
Parsonnel Trng
Insurance
Laundry/Dry Clsaning
Hotel Lodging
Water/Savage Treatment
Shaet Matxl

Baker

Pinanca/Cradit
Recreation Touriem.
Med Lab-Aide
Conput:cr Oparator:
Alrcrafc Mech
*Klectrician.

Dan Ofﬁca Asst
Chemical Tech

Bus Mach Repair

Child Care

Optician. Di:p/Op;"Meth‘
Home Yurn Serv
Leather Working
Library Asat

Don Ladb Tech
Radio/TV Repair

.

d Mgat:
Tmck Drivor
Occ- S|rviccs
Bookkupin;

~Cnhi¢r ‘Checker “°

Nuru Auil:mc
Huvy unip -Opar
Clark Typist
General 0ffice Clerk
Patroleéum Occ

Ranking/Savings:k Loan

Eorticultu.‘;
uc:a*arill Training
Machine Shop

Auto-& Parts Ssrvics
Insqtanccu
Parsonnel. Trug _-

Meat - l‘rocu:ing,

- Plumbing/?ipc Ficting

Electricity

Clothing. ¥gat
Laundty/Dry- Clsining:
Finangs/Cregit’

Rotcl Lod:ing

Hagonty :
wa:arISewage. 'xraatmenr.
Rdcrnt:lou Tourism
Csrpmtry '

‘Bakcr .

SHeet Metal O

‘Ghild‘wClrl

Mad,Lab Adde
CQmput:er Operat:ot
Adver:iaing Sewicn

B

' ’Lwr;&rylbl‘*l Chitiir.;
“Kacte

ing
Huvy Equip Opm
Auto vljcchuuics o

Panoumla '.rrpg'
muabinciaim Mtuxng

m“‘gentm 4

/¢
- Gcnsrll offie «Gle‘t'k~‘.— T
Hocl Lodging. - T -

Baker

. MadiLab A;de
’ ,Printing iy L

Canputer perator |

‘Hnonry N ' .




Arrange through your resource person to obtain a copy of the
application/local-plan materials furnished by your state educa-
tion agency for funding local schools and colleges with voca-
tional programs. Carefully read the instructions and forms and
jdentify the following:

\

Activity e Signatures needed
s Contact persons
o Number of required copies
o Due dates
e Necessary data
e Return address
N p
You may wis,g%u arrange through your resource person to inter-
yiew--in per@n or by phone--oné or more contract/grant agents
. in your state education agency responsible for reviewing the
R annual vocational program applications. If at all possible,
‘( - conduct the interview in person. You could structure the
Optional interview around such questions as the following:
\Actwuty’
%_‘ o What are the major problems in getting applications
s > approved?

« Who should be contacted.when.applicants have questions
about the application forms?

28




' The following items checK your comprehension of the material
in the information sheet, "Making Application for Federal and
Activity State Vocational Funds," pp. 9-27. Each of the three items
requires a short essay-type response. Please explain fully,
but briefly, and make sure you respond to all parts of each
item.

SELF-CHECK

1. What are the primary differences between an application and a proposal?
Why 1s it essential that the vocational administrator know the difference?

2. Why does confusion sometimes exist between what is contained in a local
plan and an application for state and federal funds? How can you deter-
mine the difference for your institution? ) .
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3. What are some ot the most common errors made by administrators when ’
filling out application forms? Why are these errors critical?

e
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Feedback

Compare your written responses on the “Self-Check" with the
"Model Answers" given below. Your responses need not exactly
duplicate the model responses; however, you should have covered
the same major points.

MODEL ANSWERS

The primary differences between applications and proposals are the source
of monies and the way in which the institution uses the money. Funds
obtained by the institution through the application process are federal
and state monies that are to be used primarily for the support and main-
tenance of regular vocational instructional programs. Money that is
obtained through submitting a proposal may come from a variety of sources
and is usually designated for a "special" project. Proposal money is
short term and often is designated for such activities as research, cur-

riculum development, or exemplary activities.

The vocational administrator must know the difference between these two
funding sources because one provides for regular program support (applica-
tions) and one provides for the extras or nice-to-have items., Not having
a proposal funded is a disappointment and an inconvenience; not having an
application funded may mean disaster for a local vocational education pro-
gram. ’

Confusion often exists between a local plan and an application for state
and federal funds because each state education agency  handles this process
differently., Some states request both an application and a local plan on
an arnual basis, while other states request a local plan and also consider
it an application. The best way to determine what' is required is to call
or write the contact person in your state education agency who is in
charge of vocational program approval and funding.

Common errors made in applications submitted by local administrators

include the following: ~

o Not following instructions
e Missing due dates .
e Providing inaccurate information

o Not making enough copies

o Mailing the form to the wrong office
e Writing rather than typing forms

o Missing signatures

e Not “ollowing directions
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Yes, these errors can be critical. )Jf the forms are not filled out and
filed correctly, the school or col¥gge may not receive any vocaticnal
education funds from state or federal sources.

Level of Performance: Your completed "Self-Check" should have covered the

same maJor points as the model responses. If you missed some points or have
yuestions about any additional po1nts you made, review the material in the
information sheet, "Making Application for Federal and State Vocational
Funds," pp. 9-27, or check with your resource person if necessary.




Learning Experience 1l

OVERVIEW

Enabling

Objective

%

Activity

Feedback

After completing the required reading;‘demonstrate knowledge
of administrative activities that support the development of
project proposals. : .

-

You will be reading the information sheet, "Planning for
Proposal bevelopment," pp. 35-45.

A d

you will be demonstrating knowledge of administrative

. activities that support the development of project pro-

posals by completing the "Self-Check," pp. 47-48.

3

You will be evaluating your competency by comparing your
completed "Self-Check" with the "Model Answers,” pp. 49-50.
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Actvity \

‘ i For information about the steps you should take in organiziny
tor proposal development, read the following information sheet.
PLANNING FOR PROPOSAL DEVELOPMENT

The local vocational education agency receives the bulk of its financial
support annually upon submission af the completed program application forms.
Compliance with your state's program application procedures should, therefore,
facilitate reimbursement of the majority of program expenses, particularly in
the areas of instruction, work study, placement, and other areas specifically
addressed in the Vocational tducation Act (VEA) basic grant.

There are, however, other sources of revenue available to local programs,
which can be acquired only through the submission of project proposals--a more
creative and complex activity than the program application procedure. Money
that is solicited through proposals is often awarded on a competitive basis
rather than on a strict formula basis (e.g., numbers and types of students
served). Therefore, strong proposal writing skills are required in order -
to successfully expiain and sell the project idea to the funding source.

In other cases, the funding of proposals is determined using a base ranking
list. For example, schools having the greacest need are at the top of the
list. Also, points can be given if it 7S a new idea or program. If you want
your proposal to be funded, you need to know Tow these decisions are made.
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ident1f1ed financial resources for vocational education (covered in the module
that is a prerequisite for this module). The funding source may be the gov-
ernment (state and federal), a private foundation, business and industry, or
some other local funding source.

i

|

!

: In this information sheet, we are going to assume that you have already
|

I

If you developed an idea for an extra or supplemental nonprogram activity
that you wished to undertake and then sought a funding source, you should have
assessed the appropriateness of your idea by determining if it met the tests
of need, teasibility, potential benefits, and fundability.

i

I

1

I

|

!

I

! Need. The first thing you should have done is make sure that a problem
! actually exists and that no one has been able to solve it. Eventually, when
: writing the proposal, you will need to summarize what has already been done
{ relative to the problem area--if anything--and document why your idea is

| needed, as well as how your proposed project differs from similar projects.
1 Through a review of the literature you may have found examples of similar

! projects. You then should have explained what could be learned from previous
: experiences and what was good or bad about other efforts in this area. You
' should also have included quotes from educators and community leaders to
document the need for your project jdea. You should have acquired letters
of support from experts or practiticners supporting the need.
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3
Feasibility. Although documenting the nead is an important step, you @
should also have determined that your idea would, in fact, resolve the prob-
lem or at least improve conditions, In addition, you should have ensured that
the idea could be implemented. In effect, you snould have organized the proj-
ect in your.head--roughing out goals, objectives, and outcomes to determine
whether Yyou could accomplish your idea in a reasonable amount of time, for a
reasonable amount™0f money, and with available human resources. You Should
have ensured that four idea was sound, both from a practical and theoretical
viewpoint. { — - , .
Potential be%é%jtsq You should have determined the potential benefits
of your project idea, and you should now be sure that your project will have
an impact on the maximum number of people in youn target group and that the
results of the project can be used by others. Yo should have identified and
specified any other possible benefits: increased articulation or communica-
tion among educational institutions or agencies, ease of program installation,
improved ability to meet the reeds of special populations, and s9 on.

Fundability. Finally, if-your idea clear?y nep a need and was feasible,
you should have determined whether money” was ava11&b]e for it. As a voca-
t1onal administrator, you should havesmade it a point to be aware of what
"Rinds of ideas were being funded by different government, agencies, private
businesses, and foundations. If you were on mailing Nists of organizations -
that you knew to be responsive to vocational education issues, you should have
had the basis for a file containing (1) information about new]y funded pro-
grams and (2) guidelines for writing proposals for each particular funding.
agency. A search of your files should have narrowed down the list of poten- d!b
tial funding sources.
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If, on the other hand, you received a request for proposal (RFP) or
application package indicating that funds were available to support a par-
ticular scope of work, you should have assessed the appropriateness of the
proposed scope of work to the mission and capability of your institution by
answering questions such as the following:

7

e Do the needs that are to be covered by the contract or grant relate
strongly to needs that prevail in your own situation?

e Do you (or can you) have people and facilities adequate to perform
the scope of work outlined in the guidelines? 1f you:'do not have the
needed expertise on staff, can you hire personnel on a consultative or .
contractual basis for the duration of the project? '

e Is it possible to prepare a suitable response to the gu1de‘1nes
within the time and other constraints that exist?

e Is your organ1zat1on eligible to submit a proposal according to the
fEﬂd1ng agency's statutes and past practices? -

‘e What is the time allowed by the agency for completion of the project?
Can you do the work in the time specified?
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e Is there any indication given by the agency af the scope of the
effort involved (e.g., number of staff members, size of budget)? Does
the agency specify the number of person-hours or person-years of effort
required? o you have to compute the amount of money they are planning
to spend by using their base rate?

e Are the expected results of the project clearly spelled out? (If
they are, you have less freedom to be creative. If they are not, you
have more work but also more freedom to use your creativity.)

o Are you competing for money to direct the next phase of a-project
that another individual or organization has been running for a year or
more? (If so, your chances of being awarded the contract or grant are
very small.) -

e Do you stand a reasonable chance to win the contract or grant, given
the known competition?Z

You should, in addition, have established contact with the appropriate
person at the funding agency. If you had an idea for which you were seeking
tunding, you should have explained your project idea and determined both the
agency's 1nterest and the steps you should take next. If you were consider-
1ng responding to an RFP or application package, you should have made contact
to get clarification concerning any questions lett unanswered by the RFP or
application package.

The need to establish and maintain contact with the "funding community"
cannot be overemphasized. It is only by initiating contact and asking the
right questions that you can ensure that your proposal will be responsive to
the RFP--or that you should be responding at all. The RFP may be "wired."
This means that the funding agency has written the RFP so that only one spe-
cific proposer can get the contract. (This is more common with foundations
than with public funders.)

This is not as devious a practice as it sounds. Assume, for example,
that a particular university has done a lot of work recentiy on developing
computer-assisted instruction. They have the expertise, the staff, and the
capacity to do that job. By specifying in the RFP that proposers must have
the specific expertise, staff, and capacity that only that one university has,
the funding agency is “wiring" the RFP--but justifiably, if that's the job
they want done.

In addition, not all RFPs’ or application packages are as thoroughly and
clearly written as one might hope. In some cases, it is very difficult. to
determine exactly what the funders think they are asking for. It may be that,
although the problem has been identified, the funding source isn't clear on
what types of solutions should be sought. Or it may Just be that the RFP

2. Adapted from Walter M. Mathews, Patricia B. Campbell, Lisa Hunter, and
Margaret Robinson, Developing Successful Proposals in Women's Educational

uity, Volume I: The Guide {San Francisco, CA: Far West Laboratory for
Educationa] Research and Development, n.d.), p. 17.
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1sn't very well written. The easiest and best way to clarify this situation, @

is to contact the designated person at the agency.

At this point, then, you should have some tentative plans and should be
ready to seek a contract (e.g., by responding to an RFP) or a grant (e.g.,
by responding to an application package). The first step in this process is
often the preparation of a preapplication.

Writing a Preapplication

Some funding agencies require a preapplication {letter of intent, concept
paper, prospectus, or proposal outline) before you submit your full proposal.
This preapplication may serve (1) as the focus of discussion during your ini-
tiai visit with an agency contact person or (2) as an outline for the full
proposal that you will be writing. Sometimes--but usually only with private
foundations--the preapplication serves as the proposal itself and may wind up
as the final contract between you and the funding agency.

The preapplication should be no more than three to five pages long,
double-spaced. Unless the funding agency provides you with a format--which
you should observe exactly--you should include the following elements in your
preapplication:

s Name of your organization

e Name and address of the proposed project director

» Project title

s What you plan to do

e Why this needs to be done

e Steps involved in implementing the plan

e Who will be involved

o When and where the work will be done

e How much it will cost (estimate)

e Anticipated outcomes

¢ Method of evaluation

» How it will contribute to the goals of the funding agency

If the preapplication is to be in the form of a letter of intent, per-
sonalize the letter as much as you can by (1) mentioning any prior contact
made with the agency regarding your idea and (2) referring to what you might
know about the agency's operations. The contents of this preapplication may

be used later as the basis for developing the proposal abstract, which will
precede your full proposal.
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Q Establishing Your Credibility

If you or your organization are unknown to the funding agency, it is
mportant to convince the agency of your capabilities. Seize every oppor-
tunity available to yet to know key people within the funding agencies.
tstablishing personal contact and developing rapport with these individuals
can be tremendously helpful.

You might also want to establish a "credibility file" that you can take
with you to a preapplication meeting. This file could include the following
types of information: ‘

e Resumes--yours and those of other staff members

e Letters of endorsement from professional and community leaders
o Copies of any publicity about yourself or your organization

e Brochures describing your organization

o Quotes from experts supporting the value of your idea

o Copies of publications by you or staff members attesting to the pro-
fessional standing of the staff and the organization, especially any
materials that relate to the proposed project

An excellent way to establish credibility for yourself and your organiza-
tion, of course, is to start with a small $5,000-$20,000 project and complete
it successfully. A good track record will build credibility and lead you
gradually into successful competition for larger projects.

Another way of establishing credibility is to involve experts on your
project committee or advisory board. Their association with your project
can enhance 1t in the eyes of the funding agency, besides providing you with
valuable resources to assist in project planning.

Ubtaining Your Institution's

Authorization to Pursue tunding

Unce you are close to actually writing and submitting the proposal, you
need to make sure that you have the required authority to continue. Some
larger organizations require a sign-off procedure even for preapplications in
order to monitor the resource development process. Most organizations desig-
nate a special person to sign all legal documents--and a proposal that is
funded becomes a legal document--before they are submitted. This person, as
well as any others upon whose decision mak‘ng you depend, should be informed
in advance of your intent to develop a proposal, so that the proper proce-
dures can be followed and any problems ironed out before you actually begin
to write.

Institutional authorities will be very concerned about the potential
impact of a funded proposal on the institution. For example, how much money

39




must the institution commit? Some funding agencies require 10 percent of
the project cost to be borne by the submitting institution. Some require a
specific local match as high as 55 percent. Will you have to purchase equip-
ment? Most funding agencies will not reimburse you for equipment, whereas
some will allow reimbursement of 50 percent of the cost for equipment. Indi-
rect expenses to the institution must be considered. You will be using
ancillary ana other staff suppors, such as business office personnel and the
student personnel office staff. Office space, furniture, and equipment to be
used by the project staff must be considgered. Will the funding agency cover
these expenses directly or by allowing a percentage of the total project to
be covered as indirect costs? You may have to acquire additional staff for
the project. Will the institution be able to absorb the persons? You must
have satisfactory answers to these questions in order to obtain institutional
authorization to pursue the funding. '
e

This step--obtaining authorization--cannot be overemphasf}ed, and you
should 1nitiate steps early in the process to obtain this authorization. If
you wait to assess the attitudes of the governing board toward submission of
proposals, you may complete a great deal of work in vain. If.the board is

. unwilling to continue programs once outside funds are dissipated, then your

chances of effecting real change are greatly reduced. Some boards, in fact,
are so unwilling.to get "stuck" with maintaining programs whose outside fund-
1ng has expired that they will not authorize the submission of such proposals.
You need to know these things early so that your proposal planning efforts are
not wasted.

Assigning Staff to the Task
k7

If you do not plan to do all of the information-gathering and writing
yourself, you need to plan staff assignments carefully so that a coherent
product will be developed. The best situation is to have the person who will
manage the project also manaye the proposal development process (proposal
manager) and, if possible, write most of the proposal. This helps to ensure
that the proposal reflects the project objectives and that the style and orga-
nization of the proposal are consistent throughout. However, if a team of
writers (no more than two or three persons) is to be used, you need to make
sure that the directions are very clear. In addition, one person must be
designated to do overall editing and proofing for proper English and consis-

tent format.

Staff other than writers must also be considered. One secretary is
usual ly enough to handle draft materials, especially if a word processor is
available. Some assistance may be needed from media specialists to design
graphs or charts or to handle any special typing needs for the final draft.

It your organization has a business office, include someone who can help you
develop the proposal budget. If such help is not otherwise available, an
accountant or someone who has prior experience in preparing proposal budgets
should be enlisted or hired to help you. This is also the time to decide
whether you need and can afford specialists or consultants who can help you
with the research and design of your project. There may also be professionals
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on your board or advisory -committees who could lend some time and expertise
to the development of the proposal or refer you to current literature on the
subject.

sometimes it is advantageous to collaborate on the proposed project with
an external agency that has a mission similar to yours or that has skills %o
lend to your project objectives.* If collaboration is allowed by the funding
source, clarify your interest to the collaborating agency, making clear what
contribution you wish them to make. It may be necessary to ask potential col-
laborators to submit draft materials spelling out their planned contribution
to the project. You or your writers would then need to incorporate these
materials into the proposal narrative.

¢

Finally, identify someone who has written successful proposals and ask
that person if he/she will review the final proposal package before it is
ready to be sent in. A proposal reviewer with a fresh perspective can often
pick up inconsistencies missed by the writers themselves.

.

v *

Providing Staff with Direction and Support

Having arrived at the final decision to go ahead with the proposal, it is
then essential for you or another designated proposal manager to take, strong
control of the organizational factors that will produce a high-quality pro-
posal within the deadlines that are set in the RFP or application package.

You can do this by sitting down with your writing staff, advisory board,, and
other consultants or collaborators to clarify exactly what has to be done, who
will do it, and when it must be done in order to meet the final deadlines.

The RFP or application package is the working document for these meet-
ings, and you should see that everyofie has a copy. Because it is essential
that you follow the format exactly, you should break the document out section
by section, discuss its contents, and make appropriate assignments. A work-
sheet such as the one shown in sample 3 can be useful at this time. It may
also be useful to you as a final review tool and in formulating the proposal
abstract.

. Supporting the Proposal Development Effort

Provid1n% administrative support for the initial steﬁs in proposal -devel-
opment also includes the following activities:
o Designing and disseminating a schedule of events

o Providing staff with adequate time and resources to complete their
assignments

o Training staff in proposal writing procedures

”
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Designing and Disseminating
a Schedule of tvents

You and your proposal preparation team gust have a clear sense of how
proposal development is progressing. To do this the proposal manager must
create a schedule, with dates to indicade when each phase must be completed
in order to meet final deadlines. Sample 4 shows an example of this type of
schedule, which should be developed with and disseminated to each member of
the proposal team. The proposal manager should keep a master copy of this
schedule, indicating the final completion date of each proposal development
phase 1n the space provided. )

DA

Providing Staff with Adequate
Time and Resources

Not only should the schedule recognize the all-important submission dead-
lines, it must also accommodate the various work loads of the proposal team
members. Unless you and your staff are unencumbered by other responsibili-
ties, you will need to try to arrange some released time for you and other
staff who are working on the proposal. While it is rarely anyone's choice,
it should be recognized that proposal writing often necessitates some overtime
work on nights and weekends to meet firmly established deadlines.

In addition, you should provide for any development expenses such as
duplicating costs, the possible hiring of consultants, and computer searches.

Training Staff in Proposal
Writing Procedures

No one enjoys Jumping blind into any project--nor can you expect staff
to respond well without specific instruction. If you ask someone to write
a rationale or to draft a budget without supplying a suggested format or
specific instructions, you can only expect extreme differences in style and
quality.

If you have time yourself, consider running a proposal developer's work-
shop using one of the many proposai development manuals available. Working
with a common reference, you can adapt procedures to suit your organization |in
terms everyone can agree to. Beware of sending individual staff off to learn
independently-~-the result will be several experts, probably disagreeing on
many points.

Another possibility is to send yourselves to a workshop. Many organiza-

tions such as The United Way and the League of Women Voters sponsor proposal
development workshops for little or no fee. Local colleges and universities’
frequently provide courses and workshops on proposal development.at a reason-
able cost. Your state education agency may also have good proposal writing
guides and hoid occasional workshops.
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Once you have some proposal writing training and experience behind
you, the best procedure is to write your own proposal development handbook,
reflecting your organization's experience. In this way, you can illustrate
all the forms and procedures required by your organization's resource develop~
ment policies, keep updating them, and have a reference manual for training
new proposal writers.

r

At this point, you would have the outline of a project idea that you
know to be needed, feasible, and fundable. You would have in hand the pro-
posal specifications of your funding target. You would have designated staff,
consultants, and collaporators to make appropriate contributions to both pro-
posal writing and project development. You would have plotted and planned the
sequence f activities that will allow you to meet final submission deadlines.
In short, your planning for writing the proposal would be complete, and you
and your staff would be organized and poised to begin the actual writing.
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The following items check your comprehension of the material
in the information sheet, "Planning for Proposal Development,"

Activity pp. 35-45. Each of the three items requires a short essay-type

response. Please explain fully, but briefly, and make sure you
respond to all parts of each item.

SELF-CHECK

Imagine that you have a project idea that addresses a need and is fea-
sible, and for which™you have a potential funding source. The funding
source requires a two- to three-page preapplication letter prior to a
full proposal. What topics should be covered in such a letter?

It is certain that your project idea is feasible as well as fundable, and
you have been authorized to proceed with proposal development. What orga-
n1zational tasks remain to be accomplished before writing can actually

begin?




1dea. In analyzing the RFP, what criteria would you use tto decide whether

3. Imagine that you have obtained an RFP that appears to address your project 0‘ .
to pursue these funds? .
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0 Compare your written responses on the "Self-Check" with the
Feedback "Model Answers" given below. Your responses need not duplicate
the model responses; however, you should have covered the same
major points.

MODEL ANSWERS

1. A preapplication letter should be informative and brief and should indi-
: cate that you have a knowledge of the interests and activities of the
: . funding source. It should descrioe the proposed project, covering the
. following areas:
: e Name of your organization
e Name and address of the proposed project manager
, e Project title
' e What you plan to do and why
e How you will go about it
e Who will do it
; e When and where the work will take place
O o What outcomes are expected and how they will be evaluated
' e What you estimate the cost to be
o How it will contribute to the goals of the funding agency

/. Unce you have the "yreen light" to proceed with the proposal, you need to
do the following, although not necessarily in the order described:

Write and revise a preapplication in light of RFP criteria and format
Gather resources to establish credibility

Assign staff to the tasks
Provide staff with direction and support, to include the following:

e Designing and disseminating a schedule
e Providing staff with adequate training
e Providing staff with adequate time and resources

3. First, you need to examine the RFP to make sure your organization is
el1gible according to the funding source's regulations and past funding
practices. Other criteria would be as follows:

e Can you prepare the proposal and complete the projcct in the time
specitied?
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o Has someone e¢lse received the contract for the first phase of the . e
project, and is it likely that this person or organization will continue
to receive money for the continuation? .

I

|

]

e Is the funding source prepared to spend as much money as you think you .
need? L b s

o How specific are the criteria for the expected outcome of the con- i

tract? |If specific, do you feel your creativity will be frustrated? ;

e Do the needs that are to be covered by the contract er grant relate
strongly to needs that prevail in your own situation?

e Do you {or can you) have people and facilities adequate to perform the
scope of work outiined in the guidelines? If you do not have the needed
expertise on staff, can you hire personnel on a consultative or contrac-
tual basis for the duration of the project?

o Do you stand a reasonable chance to win the contract or grant, given
the known competition?

Level of Performance: Your completed "Self-Check" should have covered the

same major points as the model responses. If you missed some points or have
questions about any additional points you made, review the material in the
information sheet, "Planning for Proposal Development," pp. 35-45, or check

with your resource person if necessary. Nﬁa\
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Activit ! . .
chvity For 1nformation about how to write, assemble, and submit pro-
posals and follow up on the funding agency's response, read the
following information sheet.

WRITING AND SUBMITTING PROJECT PROPOSALS

e = e ew m em e am e e e mm __pm em e

A successful proposal package i5 a conceptual triumph for the proposal
manager. What you are really doing is trying to respond to the following
three sets of needs at once, so that in acting to solve the problems related
to one set of needs, you are addressing or alleviating problems in the other
need areas as well:

» The need to resolve the educational problem at the heart of your
project idea--1f you are going to solve a problem, you have to come up
with a realistic method that should close the gap between what is and
what ought to be. Starting with a statement of what needs to be done
and why, you must further delineate the project by describing goals,
objectives, tasks, and expected outcomes. Every planned aspect of your
project, from tasks to outcomes, must illustrate that you know what to
da, how to do it, and how to evaluate its results. Keep in mind that
your planning at this point will not only serve the requirements of the
proposal but also provide the blueprint for the project, through which
you hope to alleviate a documented need or solve an educational prob-~

QEE lem.

« The need to help your institution maintain itself through this and
otner projects--An infusion of new money into your institution 1s an
obvious benefit of the funded proposal. Make sure, however, that what
you propose 1s truly within the scope of your institution's capabili-
ties--that you can do what you say you can do with the given resources.
A poorly concelved and executed project can jeopardize your reputa-

Jtion--and that of your institution--even though it might have broughi
1n some temporary money. Also, don't put your institution in the posi-

¢ tion of "robbing Peter to pay Paul" by requiring such a large commit~
ment of 1nternal resources that other vital programs suffer.

o~ m e e e e ma cm e o e e ve e @ e

» The need of the funding agency to choose the most qualified among

many applicants for the available funds--Because you want your project
to be selected for funding, you must take special care to understand
who will be evaluating your proposal, what their criteria are, and who
your competitors are. Ubserve explicit rules of format, eligibility,
and deadlines exactly. Other guidelines, such as those implied in the
proposal evaluation criteria, can tell you what parts of your proposal
should be emphasized above others. It may be heipful to assume that
the proposal reviewers are in opposition to your basic position. In
th1s way, you will strugyle to consider every aspect of your proposal
package from their perspective. i
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Before sitting down to begin the actual writing of the proposal, there
are some yeneral areas you should consider relative to how the proposal should
be organized and presented.

1
i
1
General Considerations Q {
|
|
!

Fic

Content Development

P

tvery part of your proposal must be loilically developed and integrated
so that the needs of the project, insiitution, and funding source are clearly
represented, For example, a proposal reviewer shouldn't have to wonder why a
particular capability of the applicant's institution is mentioned although it sz
appears to have no relevance to the project at hand. Nor should an elaborate
pruqeq& evaluation plan be sugygested without reference to what it will accom-
plish and who pays for what. Following are some additional suggestions to
keep in mind as you consider the content of your proposal:

e The need for the project must have been adequately assessed or a cri-
Y tical problem that needs attention must have been adequately identi-
g fied.

ok e Your idea must be within the scope of the law, regulations, and
guidelines of the granting agency.

e The objectives of the program or product you are proposing must be
within your control and stated concisely in measurable terms. o

o An effective methodology for accomplishing your goals affd™Objec-
tives must have been developed. The use of an advisory council or
the ifivolvement of the audience or target group can be helpful in
obtaininy grassroots ideas of need and strategy. .The project activi-
ties must be designed logically to alleviate the problem or need.

e The budget must reflect the level of necessary project activity and
be realistic relative to the total amount of funds available. (Don't
ask for $100,000 for your project if only $500,000 was appropriated
for all programs in the United States.) )

- M e am v h MR e e G ee e o= e o e
¥

e Your oryanization's interest in and commitment to your project must
be shown by describing the extent to which the organization will pro-
vide released time for staff, use of buildings, reduced overhead, and

- so on. These contributions must be related to the project budget.

e The evaluation plan must be closely tied to the objectives and
methodology and must not be expensive in relation to the total budget
(less than 1V percent). The evaluation must be connected to the needs.
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Q o A plan for continuing the proposed activities once outside support
ceases must be available, assuming that the project is evaluated as
being successful .3

! Forniat and Style

: Once you have settled upon the overall content of your proposal and are

1 ready to write, you will need to think about how to present your jdeas clearly
and forcefully so that they will be evaluated favorably. Following are some
tips on_style and formatting that should enhance your proposal:

e Don't use a committee of many writers. In general, the fewer writers
- involved, the better the proposal. If a committee approach is used,
one person (e.g., project manager), working with editorial assistance,

. should have overall authority in order to ensure consistency ot content
! and style.

o If you have trouble getting started, begin with the budget. Money
has a strange way of defining your methods and objectives.

i . o Aim your "pitch"‘at ane individual (preferably a proposal reviewer).
Try to visualize that person.

) « Use quick openers--such as the "who, what, why, where, when, and how"
statements used by a good newspaper reporter. Catch the reader's
! attention early and keep it.

1
. e e Don't make a mystery out of your proposal. Start right in with the
most important point.

; « There's no need to be sty with granting agencies. You can “"come in
; the front door," "make the pitch," and "close the sale.”

. e Don't use a personal style of writing (e.g., I, we). Refer to your

: organization as if it were a third party being spoken about (e.g., HIll

! Community College, the College; it; staff at Hill Community College,

! they). This style sounds more objective, and it's easier to brag. about
"they" than "I1." ‘

e Accentuate the positive; emphasize "opportunities” rather than
"needs."

o Beware of "iffy" and "hopeful" statements; be:positive.
o Beware of professional Jjargon, abbreviat{ons, and vague references.

!
e o Don't use overkill. Remember you are dealing with sophisticated
' customers, and too much sugar can sour the wine.

i

s Keep your paragraphs short, and present only one thought per para-
graph.

-+

! 3. Charles Achilles, Harriet Crump, and Lynda Moss, "The Funding Game for
Profit," 111inois Parks and Recreation. (November-December 1977): 5. -
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o Try to limit each sentence to 15 words or less.

e Try to limit yourself to two commas per sentence. This keeps you
from saying more than one thinyg at a time.

e Use nickel and dime words, but don't insult the reader's intelli-
gence.

o Use contractions freely, That's the way you talk, isn't it? It's
the key to more etfective, readable writing.

+ Be liberal with spacing, subheadings, and underlining to make the
proposal easy to read and to emphasize important points.

o If the proposal is a long one (more than ten pages), prepare a table
of contents.

« Number the pages for edsy reference by proposal reviewers.

» Select an appropriate (and interesting) title of ten words or less.
Don't be cute or hammy.? .

Above all, use what you know about your funding source to shape your
proposal format and style. [Is there an RFP or proposal outline to work from?
If so, then follow it exactly (e.g., if the RFP suggests that the proposal
should be written in two separate booklets--technical proposal and cost pro-
posal--then do just that). Will your proposal reviewers be familiar with
educational jargon? If not, don't use it and carefully define any new terms
that must be usea.

It is also helpful to have available to all proposal writers (1) a pro-
posal writing guide that covers matters of writing style and format, (2) writ-
ten procedures developed by you and/or your staff for planning, writing, and
submitting proposals, and (3) a selected tnylish grammar book to resolve ques-
tions of grammar and word usaye.

Contact with the Funding Agency

When you received the RbP initially, you should have called the funding
agency to establish or renew personal contacts, clarify the intent of the RFP,
and yain any additional information that would help you understand the funding
agency's thinking. You should have determined who would be reviewing the pro-
posals. Internal staff? Outside experts? Content specialists? As the con-
tact person responded to your questions, you should have listened carefully
to what was caid. What contemporary concepts, special concerns, and particu-
lar procedures are they thinking of? What "buzz words" (the current preferred
jargon to use in refterring to a particular concept) are they using?

Now is the time when all the information you gathered through such
contacts becomes essential to you. In writing your proposal, you need to

4, Adapted from bLaniel Conrad, The Grants Planner (San Francisco, (CA: Insti-
tute for Fund Raising, 1976), pp. 234-235.
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incorporate those concepts, concerns, and buzz words. In the words of one
knowledgeable state agency funding representative:

Successful proposers know that good, proposals are "tuned" to the
funding agency. They use the right "buzz words." They "key in on" what
the funding agency is looking for at a particular time. JThey know what
the funding agency 1ikes and doesn‘t like--what's "in" and>what's "out."
It's that personal and political (nonpartisan) touch that can swing a
decision in the proposer's favor. Public funding agencies strive dili-
gently to be fair and impartial. And we'd like to say that we do a
pretty good job. But we'll be the first to admit that, when given two
good proposals--one from someone we know, and trust can do the job and
one from a person we've never had contact with before--we'1l probably
embrace the "known" proposer.

Proposal tvaluation Criteria

If you want to win a contest, you have to know what the rules are. In
l1ke manner, if you want to develop or manage the development of a successful
proposal, you need to carefully review the evaluation criteria to be used in
evaluating your work. Available simply for the asking, if not included with
the RFP package itself, the proposal evaluation criteria merit careful study
by everyone concerned with the proposal (see sample 5). Most proposal evalu-
ation guides assign specific weights in the form of the maximum points that
can be given in each major section of the proposal (e.g., objectives, proce-
dures, evaluation). For each section of the proposal, specific criteria are
given to be used by the reviewers in determining the merit of the section.
The importance of reviewing and studying these criteria over and over again
betore you beyin to write the proposal cannot be overemphasized.

Writing the Proposal Contents

At this point, you should have done just about everything you can to
organize yourself for proposal writing. It's time now to sit down and write
your project plans in a format that will cover the basic contents of your pro-
posal. Although the outline will differ somewhat among funding agencies, most
proposals are acceptable if they conform to the following outline of sections:

e Proposal rationaie
Procedures (plan of action)

Evaluation plan

Management plan
Budget




\ N SAMPLE 5 0 '
1Y ) )
"PRO_POSALEVAEU_ATION GUIDE
3 e s
popossy Tithe IR AL, »

Initructfons: -Befors fating thc proponl,«bc sﬁu t,o study thc RF§- £0° whiéb“:nrproposﬂ-vxs«a rcsponse. -

Betow ate a series of quastions that will.require a respopse. “Your carefyul completion:of-this, guide. will

{llmsstst ‘the, Reséarch: and-Deve] cpment” Section (ROS). staff in-selecting and: mgothttm,zhemsz appro-

pr :te arepasn fom{hnding and (mrovumnns with {nformation thlt Wil assist app%tcmts sn critiquing
eir propasal. . . . .

L ' C
3. Uots-the proposal addrcss theneeds: speciﬁed in- the REP? R e

P

Yes AContinue with review) T~ L » (Cz)ment roquired, Pluwciu specifics.
— - The' proposal needs: o, further- evaluatim.) . |
COMMENTS:. T .. NN
2. Does -the . proposs dmmstratc that the.completed project will have a signmcant hﬁ?t*on wcatlonﬂ '
education? S u»._“\ o
. ~l
Yes . (Continue-with raview) o . (Comdent requlred mrpro om /meds o e
. ‘ ! further evaluation.) p .
CONMERTS: : ‘ - ol oL !
1 !
»‘ v N ’v N ‘t» s .t ‘
Xote: In scoring thé folléwtng, one (1) 15 the 18west rating a proposal can receive fn each.ared. O ‘

DBJECTIVES ( of 15-possible-pts.):

1. Is-each cbjective. ‘expliSitly Felsted to the intent of the RFF-and the coals stated
in the rationale of:the proposa]?.........................................,...........,...... Yes M :

-~

2. Doe; each objective contain.the following elements:
a. Target populatioh(s)?..........................................,............;;....&...... Yes
be 'outcm(s) expected?"u...uu...u...........A........................u.u...uu..u' Yes

¢. Criteria-or compofients:.Ahat.will enable. .project staff to measure: the degree to -
which th‘ Objecti'(e waS IC’“EVCd?....o.o'onoooo.ooooo.oooocooo~.oo~ooo0oo‘oooho.onoooooho Yes

d. Time and place.under which ‘the outcune(s) are to be meatured?.evesiecesscsscsoresivescase V8§

TE ZE&

3. Taken as a-set, will the-objectfves accomplish the intent of the RFP; as well as the

goal of the proyosal?...‘................................‘........................n..,....,. Yes

g

4. %hat are the section's strengths and weaknasses?
f
PROCEDUREY ( of 15 possible pts.) ‘

1. Is ezch procedure explicitly related to the objective(s) it is designed to accomplish?eececes Yes No

2. Is each procesure appropriate for accompiishing the objéctive(s) it 1s supposed to achievel.. Yes No

SUURCE: Request for Program Improvement Proposals in Vocational Education
y (Springfield, IL: Tilinois State Board of Education, Adult, Vocationai and
b Technical Education, 1982), pp. A-18 to A-22.
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?

3.

-

s each procedure:explicit and specific as to the following:

a. Hnen 1t will be implemented dnd COMPIELEdTururessconsiecrsrsassansrssonrsngrasarassonsoss V8§
b, Nhich staff asmber(s) will be 10VOIVEd?..eesuessgerasassossasnnenssasagenaresascrscascesy VoS
¢, What equipment, materials, or facilities are ﬂccessagyf..........cn.g.;...,,............. Yes
d.  Wmat target population{s)-will be SETVEATecerencessovencerossan-abenbsssnssdortesissncrss 185

4. Taken as & set, will the procadures accamplish-the intent of the RFP, as-well as the. -

objectives of the”PTOPOSI\?...................-.........-....-»-..,....-...e'...-bs,»h,g.,,.;'Ya$~

T
_ 5. What are the section's strengths and weaknasses?

<

EYALUATION ( of 15 possible pts.) - - ‘
1. Is each evaluation technique exp\1c1t1§ related to the objective(s) it {s designed to

.Vﬂ‘ulte?-oo.ocoo---oo.ooo.o--ooo.ooo--o.o-ooo-o---o-.oa-ooo---ooo--o-Sopo.do-z-o.ooo@oov--oo Yes

2. Does. each evaluation technique include a statement of when-it will be COnducted?essecssrceces YOS

3. 1Is each evaluation technique adequate-to evaluate the procedure(sj and/or objective(s)
{t 1s designed to EVRTUALET e e vorcscrosrasnsararsssscsssssarasessiosssssrsossssisoctsnvroarnss YOS

4. 1s evaluatian of al) procedure(s) and objective(s) p!anned?........,..............;.......... Yes
5. Does each evaluation technique indicate ah}ch‘staff nenber(s) will be involved?..icrcecrassess Yes

¥

6. What are the saction’s strengths and waknesses?

'

DISSEMINATION PLAMNING OUTLINE ( of 10 possible pts.) .

1. Does the proposal contain the required dissemination planning outline?ecessecccsessrervccrces Yes

2. Are the outcome(s) to be disseminated addressed in the outlineZi.cieescersrccersgercctreccrss Yes
3. Are the target audience(s) of the outcome 2dUressed?essvecesissssrssanasssasasrasasnssnsacey VoS

”

4, Are specific dissemination activities described, including identiffed targat sudience(s)
and the intent of the ACtivity?eccassessosrrsnrcosesrersrsssrssscrsrsrccsrsssrsnosesrsrsscens Yes

5. Are short- and long-term follow-up activities described, with the purposes of measuring
effectiveness, use, and needed assistance?...................................................’Yes

6. What are the section's strengths and weaknesses?
1Y

of 10 posstble Dts.)

STATEMENT OF IHPACT (

1. Is each statement of an intended impact explicit and specific as to the follewing:

’

8¢ TRrGet DLOUIRLIONST.earrsessererssanssonsrssasssnsestsonssrssstssasssresnsssnsransrosseses 105

b. The pracise nature of the intended consequences (e.g., change in specific skills,
knowledge, attitudes, interests, values, perceptions)?...........,.‘.2................... Yes

2. Wnat are the strengths and weaknesses of the statements?

TIME/SEQUENCE GRAPHIC PRESENTATION ( of § possible pts.)

1. Are the procedures, evaluation techniques, and dissemination and utilization methods
that are stated in the graphic presentation the same as those in the narrative?.overescsseess Yes

2. Are the procedures, evaluation techniques, and dissemination activities that arc stated
in the graphic presentation in chronological order, with the procedures and evaluation
techniques cross-referenced to the objective(s) and/or procedure(s) they are designed
0 ACCOMPTISN OF ACCESSTeersvrvrorsrrsssessanasaccsssossrnsonansensssisesasssssansensnnsssoss (€5

59

FETEE

-3

Ho '
Ho




a4, What are-the testion’s. ;tnmths Ammknﬁulz N

QUALTFICATIONS ( of 10, pesyinie p!i.)

1. Arethe: mm m&rivmm i munm
proposed ‘StAf partinent to.project sitiy
msﬁ‘ﬁ,

2. hewithe SpRctic respénsibilities of
QX’“&“U‘“Itﬁfuﬂsn-tu-;vmuq ‘gl A\uiiﬂ\

3. Mg the stated aiparincar ind o Wit
”i‘t‘mt 1o the: M«t‘uﬂvikint..;mm...n

4 Au & specific, mm\slmmwwm

!utﬂ!‘..onouunncavau.cuhc

4he. q-tr 'mm
subm!murmh oY e 2
6. Dot the aumiteing ey, mm@;«wm AT AR N M s S

5. Acw-theie provisions assueingt
administrative contyol: orer the.

7. Does the compotition ef proposad persanse
for eque) aploywent/educatiemi- :mmt
color; national origin, religion, m. P

8, What ara-the saction's smagtks;mi npt};uaii

BUDGET of 10 possible-pts.} .
L. Are the budget figures raatistic in ums of* th’( falmdnﬁ .

i

& Pl‘OJCGt “J.Ctivl’?nun"--un»u~cqH,c(gtttq‘uuh,-u:
y &

b, Project.prosudures- {ihctuding pvaluatim{@{snim‘thﬁg;
will occur by theend:of the fiical mf)?,-«w»-‘ pnine,

¢, Ftoal metsfupuuquu‘uuun%qu‘thtpd‘u‘
2. hatiara the budget's strengths amd: uufnésaiﬂ

EQUITY { of ‘10 possible pts.)

3. Does. the.content -of the. “proposal lndichfc mm b‘lm
Soard of Educationmandata for sex-fair-language:d &
-audiovisual ﬂtlr‘ﬁ‘i mm’droqooon-u'on\os:ocb;t!i&t’n(“.a&t

e X
2. Do the .procedures,. evawztim txchigues,. and ‘cther prcpusa& wzmm fé
fatrly represent. all popuiations rilavent 45 the proposed igr {2y
nettonal erfgin, religion, lgc, or Mmﬂcip)?-unnquviﬁrinﬂﬂgpm{“

3. %nhat are the proposal’s ztrcngtbs and makneists hw‘dim’ “nft.‘lt

4 .
“ |
.

R P

SYNTHESES o EER _ L o ‘

#

’ -

1. Why da you recomend or not fecommend {eircle bht) this p{'opusal for funding U;c,your responseg to.
the strenyths/weaknessas quescton under- eamarez as b basis toryour statﬁent. T )

v o

Y r——y

2. 1 rank this proposal of the proposals subwitted {as r‘e’s‘pan’sqs,rtfd k] ft;w,ific}ﬂc zﬁFP).

v ’ "
I
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'The Proposal Rationale

This is the first section of your proposal, presenting an overview of
what needs to be done and why. It is usuaily organized into (1) a statement
of the problem or need, (2Y a brief review of the literature, (3) project
goals and objectives, and (4) scope of work. The rationale should be snappy,
concise, and loyical, inviting the reviewer to read further into the more
technical how-to parts of the proposal. .

The statement of need--documented by relevant and tihely statistics and
research gleaned through your review of the literature--should lead naturally
to a statement of your solution to the problem through project goals and
objectives. Be sure that your need statement is not so global that it can-

) not be addressed through the objectives, which should be described in greater
detail in the plan of action.

The scope-of-work section should highlight the .proposed design of your
project. It should serve as a preview of how you plan to proceed, what out-
comes you anticipate, and their significance i addressing the need. Some
reference to how you plan to evaluate project processes and outcomes,-as well
as the capability of your institution to undertake this endeavor, can be pre-
sented here. :

bon't lose your readers by making grandiose statements or exaggerations
that suggest that you don't know what you are talking about. Don't refer to
your institution as "unique" unless you know for sure that nothing like it
‘ ex15ts anywhere in the world. Be very familiar with other efforts made to
solve the problem or need SO that you can present your suggestions in the
correct context of what has or has not been attempted before now.

The Procedures (Plan of Action)

The procedures section (which may also be called the plan of action)
should expand upon the objectives and scope of work outlined in the rationale.
This is the how section of your proposal, which should describe the tasks and
activities you will perform to meet your stated objectives.

! Your procedures should be extremely well thought out, with every task
and activity listed as a subpart of a particular objective. It is useful to
include a work breakdown structure (see sample 6) that outlines and sequences,
task by task, the work that will Tater be tied to the management and budget
plans.

Omi1t nothing in describing the project procedures. Reviewers will assume
that if it isn't in the proposal, it is not part of your project plan; and if
it is not part of your plan, there should be nothing specified in the budget

6l




SAMPLE 6 Q
WORK BREAKDOWN STRUCTURE

Program Objecfive  Activities Tasks

1.0. Conduct five workshops on i 1.1 Select par- | 1.1.1 Prepare list of
grantsmanship for a mini- ticipants potential partici-
« mum -of 100 participants pants
‘by February 15, 1983, '

1.1.2 Develop promo-
t?cnalﬁméteriaﬂs‘

1.1.3 Distribute promos
tional materials

2

1.1.4 Log partfcipant -
responses

1.1.5 Notify partici- ‘
pants of selection

‘ T
1.1.6 Prepare partici-
: pant list for
" eachsworkshop

1.2 Develop
workshop
materials

SUURCE: Richard A. Gustafson, Proposal Writing: Ubtaining New Funding For
Career Guidance Programs (Columbus, OH: The National Center for Reseangch 1n
Vocational Center, 1he Uhio State University, 1979), p. 25. . ’%z% é%%
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to support 1t. The tollowiny sugyestions may help you determine the scope of
descriptive detail required in the procedures section:

» If you are going to work with participants or clients in your project
(e.g., teachers, students, the disabled, the elderly), describe them
and explain how they are going to be selected. Your description should
include the participants' level of skill and relevant previous experi-
ence, as well as such appropriate demographic variables as sex, race,
and age.

« If you are going to use existing materials, describe them or describe
the procedures you will use to find them. Describe who will use the
materials, howsTong the materials will be used, and how you will assess
their effectiveness. ’

o If you are going to develop materials, describe their proposed format
and discuss why this particular format was selected. You should also
provide a tentative outline of at least some of the materials you will
be developing, including an indication cf what sources will be used in
developiny the content.

e If you are yoing to provide services, describe those services, who
will provide them, how the providers will be trained, where the ser-
vices will be provided, who the recipients of the service are, and how
they will be selected.

« It you are going to provide training, describe what the training
program will be like, how lcng it will last, who the trainers and
trainees will be, and how they will be selected.

o If you are going to cunduct a research study, describe the sample,
the des1gn, the instrument, the treatment, and the data analysis pro-
cedures.

A discussion of how you plan to share your new information or products
with others should be included with the description of the anticipated prod-
ucts or outcomes. This is an especially important aspect in proposals for
tederal yovernment monies. You may choose to disseminate project results
through journal articles, newspaper stories, and professional meetings. Or
you may have your own creative approach to sharing what you have developed.

The tvaluation Plan

The evaluation plan s usually referred to in the rationale and is some-
times discussed as part of the procedures section, but it is most often fully
developed in a separate section of the proposal.

5. Matnews, Campbell, Hunter, and Robinson, Developing Successful Proposals
1n Women's tuucational Equity, Volum~ I: The Guide, p. 68.
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tvaluation vt your ettort serves to help both you and your funding source
to make decisions about your project. In most cases, the RFP will specify
that a certain emount of points will be awarded for the evaluation plan and
that this plan must include evaluation strategies (i.e., what you plan to
assess, how and when you plan to do it, who will conduct the evaluation, and
how the results will be used). Unless you have had training in evaluation
metnhoduloyy, you may wish to consult a specialist to help you with the design.

It the evaluation 1s designed to assess the processes through which your
pruject objectives are achieved (e.y., did planned meetings and observations
occur under the designated conditions?), it is called formative evaluation.
tormative evaluation can be .especially helpful to you, as a project manager,
because 1t allows you to spot what is going wrong and to correct it in time
to sti1ll achieve your objectives.

Product or summative evaluation, on the other hand, deals with the over-
all success ot your project in meeting its objectives. For this you need.
Instruments such as tests, questionnaires, interview guides, and observation
schedules. lany evaluation i1nstruments have been developed that may suit your

purposes.

It you aecide to design your own instruments and the federal government
1s your tundiny source, you should be aware that the Uffice of Management and
budyet (UMB) requires that you submit the instruments for clearance before
you use them. UMB checks for validity, necessity, practicality, and ensures
that respondents' privacy rights are not violated. The clearance process is
lengthy--from four to six months--so be sure to allow enough time in your

planning.

The Manayement Plan

In the management-plan section of your proposal, you need to describe
the mechanisms and rescurces of your organization through which yJou will meet
your project objectives. The manayement plan should 1nclude the following

sections:
e Statting: Who will do the work
e Uryanization: How the statt will work toyether
e Time schedule: Vhen the tasks and activities will be accomplished
. Instituticnal capacity: What tacilities, previous experience, and
other resvurces your organization can supply to help the project

statting, Statfing arrangements shouid be explained 1n your proposel by
fisting positivns and 1ncluding names of staff who will fill them. If you
don't know who the person will be, describe the qualifications anyway, using

@

a position title such as the tollowing: Program Assistant--Vacant (50 percent.

t]me!

b4




he amount of time that each statf member will work on the project (e.g.,
50 percent, 100 percent) should be included, as well as a short description
of ti$/her qualitications. Complete vitae or resumes dre usually.attached
as an appendix. tach vita should cover all relevant experience, formal or

informal, that qualities the staff member for this position. If you are

expecting to use consultants, an advisory council, or collaborative aygree-
ments, their role 1n achieving project objectives should be included here.

Urganization. txplaining the details of how the scope of work will be
organized among staff is easier it you use charts. A personnel matrix chart
11lustrates the number of days of effort expected of each staft member per
project phase or activity. An organizational chart should serve to illustrate
the management or organizational structure cf your institution. Be sure to
include a discussion of the lines of authority and identify who will be in
charge. The tollowinyg additional points should be addressed in this section:

A »
e Why did you choose this management plan? How will it ensure effi-
ciency and effectiveness of people and resources within the given
limitations of statf time and dollars?

e How will the staf} be evaluated and supervised?
« what communication tinks will be established among staff?

.o If there is a population to be served, what will be the nature of
staft contact with them?

o What 1S the nature of organizational relationships with other coop-
efating or collaborative ayencies? .

+ what factors could accelerate or impede the progress of the project,

" and how do you plan to deal with them?

Time schedule. You will need to develop a time line or chart to show
that you are approaching project tasks efficiently and realistically. Your
time schedule should 1}lustrate which activities will take place at what point
in time and for how long. Be sure to allow yourself enough time to accommo-
date situations beyond your control, such as delays in printing, data collec-
tion, and mail deliveries. Remember that starting and ending project dates
may change because of the review and negotiation processes and delays in the
preparation of the final report. A good rule of thumb is to allow yourself a
10 percent cushion 1n your overall time schedule.

txamples of three popular time and scnedule charts are 11lustrated in
samples 7, 8, and Y. The Gantt chart is simpler to construct than the PERT
(Program Evaulation and Review Techniques) chart, which shows the pomplex
interrelationship of activities in order of completion. Although the PERT
chart in sample 8 shows no dates, tney may be added next to the numbered

events listed below the chart.

unless your funding agency specifically requests it, use the Gantt
chart or a4 time line similar to the one 1llustrated in sample 9. Both are

bb




Aruitoxt provided by Eic:
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e * - -
. SAMPLE7 ~
‘ ‘ GANTT CHART ;
_Task Sept. wct, | dovs Dec. ldgh;: I~ Feb,

Select workshop
participants

Develop. program
materials "

Iqéntify workshop
leadership

-

o

‘\s»'/ ;i

TR S

- -y, 2
!

SAMPLE 8
PERT CHART

Project Start

Objective Start

Start Philosophical Evaluation
Start Psychological Evaluation
Start Content Evaluation

Start Measurement Evaluation
bjectives Conplete

Start Structure

Start Determination

Start Evatuation

11.
12,
13,
14,
15.
16.

17.'

19.
20.

Structure Cosplete

Start Instructional Haterials
Start Teacher Manual

Start Student Material

Start- Aydfovisuzl Alds

Start Evaluation

Start Reference

Start Dissemination Procedure
Start School Sample

Start Materfal Distribution

bb

21,

22
23,

2,

25.
26,
b 27.
28,
2.

Start Tryolf

Start Evaluation

Start Final Materials

Compléte Final Haterfals

Start Publications *

Start Teacher Oriantatfon

Start Administration Orfentation
Start Lay ‘Oriantation

Project Conplete

-




, @ : SAMPLE 9 '
MODULE DEVELOPMENT TIME LINE .  °

h g

Ronths
i ) 3 3 3 () Y T 3 ™ ] 112

L]
Jor Tssks end Activities ¥ | 1

! 1+ Develop and chtain reviev of - A * Hilestone
proapectus (10 waeke)

3. Comduct literetsrs search

be Camduct litsveture raviev

co Salect awd costact cenavliant

| vritere

4. Ncld comceptuslizetion mesting a

a. Prapare sritten prospsctus, A

f. Cstein writtea critique of o -
prespecivy » 4

1. Cavalop and ebtels reviev of field- .
review versias (14 weeke)

8, Bamariss protpectus reviews A

' b. Cassultaats subleit drafte of ‘

' ceatent N
‘e Steff vrite drafls gf wodule A

de Conduct {nternal couteat end A

quality review

9. Staff wziter ravices module ae A -

pRceosaty

1 t. rdit, typs, procfresd, paete-<y, A

and prioting of sodule .
g. OSuimit for f{eld seview A « -

3. Develsp fleld-tast wvereica
! (6 weekc)

! . Sumwarire fisld revievs
. Staff writaz revizss moduls 2e

nicscaery . -
! ¢ Conduct | 1 t and A
' quslity review

4. Edit, type, precfresd, pests-up, .
azd pristing of wodsla
5 ae Submit fer fleld testing A

' 4, Conduct {1814 testing (16-32 waeke) -

‘ae Coardinata ard ancouregs field A
testing :

b, Collect fieid-teat data (Minfwud A

! Tequirement of 30 trainees end 3

1 TesOULCE Parsons)

3, Prepars woduleifer publicatien
(6 weaks)

g Sumasrize fisld-test dste _A
b, Reyloy data end decide on 0

¥ revieione

: co Staff wrizer revises sodule . b

4. Conduct internal content end . [ &

quality roviev

I o. Pdit, type, proofresd, peste-vp, | A

- end printing of wmodule .

f. Dieseainate sjomzer coples —h

& » Activity
O3 = Task Completion

LLL

LL

b

¥ LRIC

Aruitoxt provided by Eic:
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efteqtive manayement devices and.uay be cunstructed and interpreted more ‘
eas1ly than the PERT chart.

institutional capacity. In this part of the management plan, you should
discuss the location and nature ot the facilities and major equipment that
will be used tor your project. Mention the availability of research, compu-
ter, and duplicating facilities. If grant monies are to be used to purchase
equipment, outline what you already have, as well as what you intend to buy.
Basically, you should strive to convince the funding source of your institu-
tion's capability to handle the project by demonstrating that, eved if you -
don't have the facilities at hand, you can make arrangements to get them.

You can address your capacity also by discussing other projects or
activities that your staff and organization have accomplished successfully
that are swmilar to this one. Include letters of support from people who have
worked with you and can vouch for your capability. Be creative. While you
don't want to misrepresent your organization's strengths, you also don't want
to overlook any aspect of your experience or your available facilities that
can be used to create a favorable impression of your capability.

The Bruget

Those who are 1nexperienced 1n accounting procedures are apt to cringe
before the prospect ‘of writing up a project budget. To be sure, accurate
budget preparation is an arduous task, but it is also rewarding on at least g
two counts. First, the budyet is an essenttal management tool, forcing you to
tie your ubjectives to realistic dollar amounts. Second, the budget amplifies
your proposal by clarifying exactly what resources you will need to complete
your project. Following are some general guidélines .to_keep in mind as you
approach the budget preparation phase ot your proposal:

| e e B e e wm G mem e M e me S e e e e e e me e e = e e

¢ Seek assistance from those with experience-~Pecple in your resource
deveiopment office or business office {if you have'one) can help, as
can those with previous proposal writing experience, If your orga-
nization is new, seek advice from an accountant for such items as . '
fringe benefits and indirect costs. Cost information for items such
as travel, consultants, supplies, and materials can be estimated by.
speakiny to people who sell those services.

e m v em s e e mm e aw .

e PJon't underestimate costs--Because -budgets are often prepared Six
months or so before the project starts, it is easy to forget factors
such as inflation or salary increases that will raise your costs.
Although not an openly acknowledged practice, budgets are usually
constructed on higher-than-anticipated costs for two reasons: (1) it
1s hard to accurately predict future expenditures; and (2) you may
be asked to reduce your budyet during negotiations with the funding
source, and you will thus have something to trade-off without drasti-
cally reducing your scope of work or payinyg the difference out of your
own pocket. A word of caution, however. Do not overprice your project
to the extent that you never even redach the neyotiation stage. And, ég%

= e wm w4 e e wn e
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tou, most tundiny agencies require you to return any unspent money that
is in excess of the proposal budget.

e Justify all budget items so that the reviewer knows what they are for
and how they were completed--If you are applying for federal funds, a
format for cost just®fication is uSuall¥4§§§vided. If the funder has

cula

no such format, save any formulas or ca tions anyway, for future
reference during negotiations. .

 Study the cost restrictions and conditions specified by the funding
agency to answer the following questions:

e Can you purchase equipment or construct facilities?

¢ How much of your "indirect" costs will the agency pick up? (If
“the amount is less than you expect to spend, you may have to
absorb some of this cost in other budget categories.)

Are you expected to déhonstrate your commitment to the project
through cost-sharing measures such as matching funds or "in-kind"
contributions such as volunteer services?

e

e What can be done with unspent funds (e.g., if you save money in
salaries, can you transfer the excess to buy equipment)? In gen-
-.eral, it you have any questions about how the money is to be spent
or what to do with unspent money, confer with the funding agency.

« Make accurate calculations--Check and double check to be sure that
everything adds up to the total requested amount. A typographical

_error or mscalculation can make the difference between hundreds or
thousands of dollars and make your organization appear to be incompe-
tent to manage projects.

Most govarnment agencies will provide standard forms on which to present
your budget. Uf n5 such form is available, however, make up your own and
secure the funding agency's approval before you submit it. Budgets usually
contain the following information: ’

o Types of expenses are summarized in lump sum figures called "object
Class categories” such as "personnel," "travel," "supplies,” and "gen-
“eral administrative expenses." ‘

o Justification or expenses in each category is provided through a
breakdown of expenses into "line items" such_as "salaries," under which
you would include a short position description, rate of pay, and total
cost per staff member. Justifications are not always required but
Serve to reinforce the detailed planning that you should do anyway.

e Dollar amounts needed from the sponsoring agency and the proposing
agency. Most state agencies view local contributions as significant
but not required.

Sample 1U provides an example of how you might prepare a budget for your state
department of education.
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SAMPLE 10 » @

. PROPQSAL BUDGET ’
- : - NGET REQUEST L L06AL T0TAL '
1~ SHAMES .7 FRON.STATE.BOARD - CONTRIBUTIONS BUDGET
o [ . t
- 1. Project. dirsctor,.De, Mary snma _ $'5,285,00, ~ $71,000.00 $ 6,285,00
~ 4ﬂuAm&ﬂ&10nmh5 : - T $1,000.¢ , 2850
‘ \~~431257.oomnt - o B .
. (a)*mngu benefits - ,'; o » . !
Ratiremnt 83 : IR <N P : 0.00 ©, 423000 I
xnsum..; sugm«tn , RN I 0.00. 143.00° |
2. Insteuctor, 100K tTme/NoRth: tor C A6 . T, 1;000.00 . 7,560.00 |
12 montlis<§-$630,00/meath - : ¢ |
{a) Fringe benstits, S e o )
Trisurance u.aolmtn ST L 107,00 ‘ : 0; 00 107,00 |
) 2. Secretary, sco,mrs ma so/hour - -2,400,00° ' .oo 2,400.00 | ;
‘{#)-Eringe. benefits” ‘,/ ’ o e, I
nsuranse sa.solmz X .. .. 54,00 i L0, 00 » 54,00
. . Subtom ‘ . IRITLW. r‘zrmm, 31%,972.00 ' |
) . |
11, CONTRACTUAL SERVICES ‘ ’ |
1. Cofisultant: services {or 5 days ] . CL ! / [
(oot to axceed $ID0/day). “$  375.00 $- 0.0 $  375.00 |
z Consultmt travel, lodgfn? ‘and: ' ! ! !
.4 perdiem at punﬂ!ng Tilinots . . !
‘State Board of . Education -rates 200,00/ . , 0.00 . s 200,00 |
3. Printing * * 100:00 400,00 500,00 :
4. Renta) of Tacilfty for mestings . 200,00 0.00. 200.00 l
5. Telephone 400.00 - T 000 ¢ 400,00 Q :
6. Pastage .- 200.00 0,00 200,00 |
Subtotal 31.375.55 <t . ; 305.55 5 1.575.06 | e
1. WATERIALS AND SUPPLIES - ° . . - ; ’
1. Office expanses {paper, duplica- ' '
tion, etcs) (pper $ 20000 - § 200,00 $  400.00
Y
T~ 2. Resource matertals, . 100.00 0,00 100,00
T * Subtotal . 320,00 .
Iv. TRAVEL (Project Staff Gily) ' T '

|

!

|

l 1. Project s\fr\tr\xvel lodging. ahd
i -per dien it preu‘tiing It1linots

" ¢ State Board of EducatiGn-rates,
(Out-of-state travel requires prior
approval of the Assistant Superine . .
tendant of the Department of Adult, T~
Vocational and Technical Education) $~500.00 o 00 ; 500, oo
 Subtotal D[R .

) —_

V. .OTHER RELATED EXPENSES . \ ~_

L. Ifefrect costs 1,380.00 1,380.00 |
" sibtomn i:m R Hae

TOTAL  ° 318.627.00 ' SZ.GOO.U& - $21,227,00

!
SUURCE: Request for Progran merovement Proposa‘ls in vQcationcﬂ Educatlon,
p. A-11. - i !
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' - ‘ Assembing, Reviewing, and Submitting the Proposal

| The hardest part of proposal writing is now behind you. Your next
activities involve the following steps:

e Assembling the proposal package

e Reviewing and finalizing the proposal

e Submitting the proposal

! e Waiting for the proposal to be reviewed and following up on it if
’ necessary )

; Assembling the Proposal Package

‘ ’ First, you need to assemble everythiny that belongs with your proposal
and to have it typed. Funding agencies usually tell you how they want the
proposal put together. However, in case you have no such directive, the

_ tollowiny section covers all the appendages you are ever likely to need for

; any proposal. Many proposals will not require all of the listed components.

e Cover or transmittal sheet--This sheet should include (1) title of
the project and name of your organization; (2) name and telephone of
your organization's director; (3) name of the person/agency to whom the
proposal is submitted; (4) starting date of project and amount of funds
‘i' requested; and (5) name, title, and phone number of the person in your
organization authorized to sign legal documents. Be sure to make the
apuropricte number of copies for originai (not photocopied) signatures.

\ o (over letter or letter of transmittal--I1f required, prepare a short
Tetter (two to three paragraphs) addressed to the funding agency con-
: tact person, similar to the letter written for a preapplication,

s Table of contents--The contents should provide a detailed, accurate
page guide, written to be of maximum use to the reviewer (large pro-
posals only).

o List of figures, charts, etc. (large proposals only)
.“

e The abstract--An abstract should provide a concise overview (200-250
words) of the whole proposal (see sample 11). It usually contains the
following items: ‘ . )

e Project title. - ‘

¢ Name of project director

o Name of the organizatioq

e Starting and ending dates ' ’ ;\ ’
« Brief description of objectives . ,
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SAMPLE 11 @
PROPOSAL ABSTRACT

o -

pcy
TITLE: A Model Competency-Based, Preservice Curriculuwn for Teachers of Vocational Education

PRINCIPAL INVESTIGATOR(s): Or. M. Smith, Professor of Education -
INSTITUTION: Vecational Education University (VEU)

LOCATION: 200 Front Street, Hometown, IL 66666

OBJECTIVES:

- 1. Diulop by June 30,-1983, a written, transportable model of competency-based, preservice curriculum for -
teachers of vocational education, capable of implementation in medium and large preservice vocational '
education programs.

PROCEDURES:

1. In July 1982, a Survey of second-year vocational education teachers and of teacher educators will be
conducted by the profect director to elicit the competencies required of beginning vocational education I
i teachers. The staff and facilities of the YEU Survey Research Center will be utilized. (Objective 1)

1 2. During August and September 1982, a 1ist of competencies needed by beginning vocational education
(. teachers Wili be campiled by the graduate assistants using the survey results. (Objective 1)

it 3. Erom October through December 1982, the instructional system technologist (IST) will develop an articu-
lated, two-year curriculum organized around the competency 1ist. LObjective 1

4. In January 1983, the project director will pilot test the curriculum on VEU preservice vocational educa-
tion teachers. (Objective 1)

5. In February 1983, the IST will revise the curriculum based upon the pilot-:test results. (Objective 1)

6. In March 1983, the project director will test the transportability of the revised curriculum by field e .
testing it in preservice classes at one large-sized university and one medium-sized university in the X
state. (Objective 1) .

7. In April 1983, the IST will again revise the curriculum based upon the results of the field test.
(Objective i) : b \

8. In M3y anc June 1983, %he curriculum will be composed into a distributable format by the IST and project
director, using the services of VEU's graphic arts service. (Objective 1) i

9., In June 1983, the project director will deliver to the Department of Adult, Vocétional and Technical
Education three hundred (300) copies of the model curriculum. (Cbjective 1) !

EXPECTED CUNTRIBUTION OR PUTENTIAL IMPACT UN VOCATIONAL AND TECHNICAL EDUCATION:

The curriculum will provide a means for renewal of total university-based programs for preparation of voca- !
tional education personnel. .

PRODUCT(S) TO BE DELIVERED (indicate type of product, quantity, recipients, and date of delivery): '
300 copies of A Model Competency-Based Preservice Curriculum for Teachers of Vocational Education will be
majled to the ﬁpar}mayt of Aduit, vocational and Techaical Fducation by June 30, 1983,

12 copies of a final report will be mailed to the Department of Adult, Vocational and Technical Education by
July 31, 1983. b

SUUKCE: Keyuest tor Proyram Improvement Proposals in Vocational Education,
po A“go ‘

| @

ERIC ,

Aruitoxt provided by Eic:



e Qutlined description of the procedures

o Brief statement of the project's potential to meet previously
stated needs

« Brief description of any products to be delivered |
o The proposal narrative--The narrative should include the detaidled

rationale, plan of action, evaluation plan, and management plan
(usually 10-40 pages, double-spaced).

e The budget--Budget categories and justification for line items should
be provided.

» Appendix--The appendix should include everything that is too long to
Tncorporate into the narrative but that supports the proposal (e.g.,

resumes, letters of support or commitment, and relevant information
about your staff and organization). \

e Bibl1ography and footnotes--Avoid long footnotes; follow a standard
style and use 1t consistently.

e Ufficial forms--Such forms usually include compliance forms dealiny
With race and sex discrimination, privacy rights, and protection of
human subjects (these “"assurances" are required by most federal and
state funding agencies); and any other forms required by your organi-
-ation or the funding agency.

Reviewiny and tinalizing the Proposal

With the assembled and typed proposal package in hand, you are ready for
a final review and edit. Using the agency's proposal evaluation criteria and
a checklist similar to the one in sample 12, go over the proposal yourself
and, 1t possible, ask two or three people who were not involved in the writing
process to read and critique it. If your organization has a standard proposal
review procedure, be sure to allow enough time to complete the process and to
incorporate suggestions.

When this process is compiete, pass the proposal to an editor one more
time and then co tinal typing. Proposals are usually double-spaced, with at
least a 1 1/4" left margin and 3/4" right margin. Make the proposal package
look clean and professional, without tooking expensive. Number the pages for
easy reference.

In duplicating the final copy, be sure to make enough copies to send to
the foundation or agency. In addition, you mev need to run “courtesy" copies
for those who have helped you write or who may be collaborating with you.
Ayo1d copying with mimeograph and ditto machines--they often produce blurred
pages. Copies produced by offset or photocopier, with a colored cover, are
quite acceptable.




SAMPLE 12

LTS

PROPOSAL REVIEW CHECKLIST >

1.
2

10.

.!11.

12,

13.
14,

1‘5.

lb.

Have you ideﬁtified what. the needs are’and who will benefit?

-

|
Did the assessment of needs involve those who are both directly

and indirectly affected? /

Have you cited sufficient evidence td support your request?
!

Have you set realistic goals with meésurable objectives?

!

Have you defined your problem h1ear1y?

]
Have you determined the best solution by examining possible alter-
natives? !

Have you addressed all specifications of the RFP? /

i . .
Have you described how project results will be evaluated and dis-

seminated? j ,
!

Does the budget contain appropriake amounts in each category'to
complete the project? j

Does your proposal stick to the point and not contain extraneous
material, meaningless jargon, and undocumented claims?

Have you checked spelling, gramﬁatical usage, and neatness of

‘appearance?

Have you answered the questions what, why, when, and by whom in
your proposai?

Have you included all necessary documents to support your case?

Have you provided information to support the credibility of your
orgapization or yourseif?

Have you suggested how the program will continue after the grant
runs out?

Have the appropriate people in your organization reviewed and
$igned the proposal?

SOURCE: Adapted from Tips That Make Cents in Proposal Writing (Washington,

DC: U.S. Dapartment of Labor, EmpToyment Standards Administration, Women's
Bureau, 1975). . '




@ Submitting the Proposal

If the agency 15 located fairly close to your institution, you, a col-
league, or a delivery service can "“hand carry" your proposal to the agency.
Be sure of the exact person who should receive the proposal and his/her exact
location.

If you are not so conveniently located and your proposal is ready at
least a week before the deadline, your best bet is to send it by certified
mail, “return receipt requested." Ueadlines are a very important considera-
tion here, and failure to observe them can result in outright rejection of

your proposal.

The Proposal Review--Waiting It
Out and Following Up

Waitiny for an answer from the funding agency can be nerve wracking.
sometimes foundations take six months to respond, and federal and state
agencies, while speedier, still need Six weeks or more to complete their
review process. Resist the temptation, however, to call or in other ways
cause the ayency to feel pressure from you. If you d0 decide that you can
safely make an 1nquiry, ask a very specific question such as when a decision
is anticipated--and leave matters there.

tederal proposal review procedures are accomplished under complex guide-
qu lines owing to the yovernment's responsibiiity to the public trust. Once they
are completed, neyotiations begin, during which your organization may be asked
B to compromise either in the cost, time, or perftormance aspects of your
proposal. While you should maintain a give-and-take attitude, be careful that
any adjustments you make 1n the time, cost, or scope of your objectives do not
hinder the overall integrity of your project. You cannot, for example, main-
tain the same objectives with a slashed budget.

It's "yes." Negotiations are compiete when you have detailed in writing
the ayreed-upon changes in your proposal. Let's hope that after all your work
and patience you will be awarded the contract. At this point, however, you
may still have sume negotiating to do. Sometimes money is not forthcoming for
several weeks after approval--perhaps not until after the project is due to
start. In that case, you will need to make an adjustment in your project
dates, so that you don't wind up doiny twelve months' work in-ten months'
time.

But what 1f 1t's "no"? There's always the unfortunate possibility that
your proposal may be rejected-~in spite of your best efforts. You may have
been contending with some tough competition. Or there may have been a tech-
nicality or a deaaline that you wissed.

Try to find out why your proposal was rejected so that you can improve ,
. 1t for another submission at a later time. By law, federal agencies are -
’ required to share reviewers' comments if you ask for them. Foundations don't




have tu, but they utten will discuss their reasons for rejecting the proposal O
intormally over the phone, 1n a debriefing session, or by letter. Some common
redsons for proposal disapproval are listed below:

¢ The problem 15 of 1nsutficient importance or is unlikely to produce
any new or useful information.

¢ The problem is more complex than the investigator appears to
realize.

e The problem has only local significance.
. The%proposed procedures are unsuited to the stated objectives.

¢ The description of the approach is too nebulous or diffuse and
lacks the clarity needed to permit adequate evaluation.

whatever the reason for the rejection this time, don't stop trying!
You nuw have your first proposal writing experience behind you and are that
wuch further alonyg in your ability to acquire funds to support your ideas for
creating new projects or improving or expanding existing ones. After making
some modifications, you may want to resubmit your proposal to another agency
or even to the same agency. Uon't get discouraged if you are not successful
the first few times.

You may wish to interview one or more experienced resource

development officers or other persons responsible for project ﬁ
_proposal development in a school, community college, or uni-

versity. Ask that person questions such as the following:

¢ How do you decide what to propose on and what to reject?

How do you select proposal writing teams?

/ Optionat Who usually makes up the proposal writing team (types of
&A“'""V 5 persons)?

‘tg!,gﬂb e How many proposals do you prepare annually? In what
areas?

¢ Why have you been so successful? What "tricks of the
trade" are really important to your success?

e What recommendations do you have for an inexperienced
but interested writer?

N You may wish to obtain one or.more proposals that were devei-
oped and approved for state or federal funding. If possibie,
also obtain copies of the review criteria used to evaluate the

R

22?333' proposals and/or copies of the actual reviewers' comments. You
% ' y@ could review these materials and critique the various sections
QEE§E§§§ of the proposal. What are its strengths and weaknesses, and
how could the proposal have been improved? %
76




O The following 1tems check your comprehension of the material

in the information sheet, "Writing and Submitting Project Pro-
posals," pp. 53-76. Each of the six 1tems requires a short
essay-type response. Please explain fully, but briefly, and
make sure you respond to all parts of each item.

Activity

"

SELF-CHECK

1. Writing a successful proposal may be said to involve addressing each of
three setd of needs, so that in meeting one set of objectives, you help
to resolve problems in the other two areas as well. Please expand upon
tms concept by (1) identifying the three levels of need and (2) provid-
1ng examples of this complementary relationship. .

iﬁi 2. Imagine that your proposal has survived tne agency review process and you
are about to begin negotiations. It has been said that you are wise to
adopt a give-and-take attitude during this phase.

a. What does this mean 1n terms of what you should or should not ygive up?

b. What 1s the tinal step that signals the end of negotiations?

3. Although funding agencies have different glidelines for use in assembling
the proposal package, there are ten kinds of information or sections that
represent all possible components. List these components and provide one
or two descriptive sentences about each one.

—
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(S8
.

A proposdl ianagement plan includes sections on staffiny, organization,
time schedule, and 1nstitutional capacity. What should be included in

these sections, and 1n what ways may you illustrate your project plans

~1thin each section?

Most tundiny agencies have restrictions and conditions governing how
project money is to be spent. List four possibfé restrictions and con-
ditions, and explain how they will affect preparation of the proposal
budyget,

There are yeneral considerations of good provosal format and content to
pear 1n mind as you write. What advice would you offer to a novice
proposal writer regarding the following:

d. Project objectives
b, Languaye anc tormat used -7

c. lunaing agency review criteria

d. rinal, baund Copy




Compare your written responses on the “Self-Check" with the =
"Model Answers" given below. Your responses need not exactly -
E duplicate*the model responses; however, you should t.ve covered

& the same major points.

MODEL ANSWERS

. 1. ‘tollowing are the three sets of needs that must be addressed by the pro-~
' posal writer: .

« The need to resolve the educational problem addressed by the proposal

e The need of the 1nstitution to maintain itself through this and other
types of funding ’

o The need of the funding source to choose the most qualified among many
applicants . g )

some examples of how these three sets of needs might complement ach other i
- are as follows:

e Even though you have a yood idea that can be funded, you also need B
to be sufe that it is within the scope of your organization's ability.
An 1nflux of new money is not a worthy objective if the project requires :
é%% unreasonable resources from your institution or if you run the risk of '
a poor performance

o Meeting the criteria for project development not only can heip ensure
that the project will be favorably reviewed, but it also providas a good
planning tool that will help you to effectiyely implement your Jroject
1dea. F

o

2. Tne proposal manager must be sure that, for example, in cutting back on
the budget, he/she also makes adjustments in the attempted objectives.
pon't try to do the impossible with too little time or money.

Tne final step 1n proposal negotiations 1s signaled by a written response
to the funding agency, including all adjustments agreed to during negoti-~
ations.

3. A complete list of proposal sections required in more complex proposal
packages would include the following sections:

o Cover or transmittal sheei--This sheet should include (1) title of the
roject and name of your organization; (2) rame and telephone of your
organization's director; (3) name of the person/agency to whom the pro-
posal 1s submitted; {4) starting date of project and amount of funds
requested; and (5) name, title, and phone number of the person in your
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organization authoried to sign legal documents. Be sure to make the ég%
appropriate .number of copies for original (not photocopied) signatures.

s Lover letter or letter of transmittal--I1f required, prepare a short
Tetter (two to three paragraphs) addressed to the funding ayency contact
person, similar to the letter written for a preapplication.

e Table of contents--The contents should provide a detailed, accurate
page yuide, written to be of maximum use to the reviewer (large pro-
posals only).

e List of figures, charts, etc. (large proposals only)

,» The abstract--An abstract should provide a concise overview (200-250
words) of tne whole proposal (see sample 11). It ugually contains the
following items: '

e Project title ' ‘

|
i
f
;
r
|
F
[

» Name of pFOJeﬁt director
o Name of the organization
e Starting and ending dates
"o Briet description of objectives

s Uutlined description of the procedures

o Brief statement of the project's potential to meet previously ‘ggg
stated needs

e Brief description of any products to be delivered.
o The proposal narrative--The narrat1ve ‘should include the detailed

rationale, plan of action, evaluafion plan, and management plan (usually
10-40 pages, double-spaced). :

e The budgét--ﬁudget cdtegories and justitication vor line items should
- be provided.

» Appendix--The appendix should include everything thal is<too long to,
incorporate 1nto the narrative but that supports the proposal (€.g.,
resumes, letters of support or commitment, and relevant information
about your staff and onganizat19n).

"« Bibliography and footnotes--Avo1d 1ong footnotes follow a standard
style and use it consistently.

e Ufficial forms--Such forms usually include compliance forms dealing
with race and sex discrimination, privacy rights, and protection of
human subjects (these "assurances" are required by most federal and
state funding agencies); and any other forms required by your organi-
zation or the fundiny agency.
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égﬁ 4. Stafting--Include wno will do the work, brief position descriptions,
gualifications of persons who will be f31ling the positions (complete
resumes attached in appendix), and percentage of time each staff member
will devote to the project objectives.

Time schedule--Include charts such as Gantt, PERT chart, or time line to
show the duration of activities and when they will be completed.

L}
Urganization--Discuss how the staff will work together, using organiza-
tional charts. Show who is ultimately responsiple for the project, the
uryanizational relationship with cooperating or collaborating persons and
agencies, the nature of staff relationships with the population to be
served, and factors that could impede or accelerate the progress of the
project. '

Institutional capacity--biscuss the location and nature of equipment
and facilities that you have access to, as well as other projects and
accomplishments attesting to your institution's capability. Letters of
support can be included nere or 1n the appendix 1f they are lengthy.

5. benerally spesking, you need to make sure you know exactly how much of a

budget item will be picked up by the funding agency. If your indirect
custs dre more tnan allowable, you need to make sure they cam~bé absorbed .
by your institution or subsumed in other budget categories. Besides I
mdirect costs, fundiny agencies often have restrictions regarding (1) the
purchase of equipment or construction of facilities, (2) cosf-sharing or

' ég? _1n-kind contributions your agency can provide to support the project or to
supplement funding, and (3).unspent funds (1.e., what should be done with N\
leftover money). - ‘

6. Project objectives--These should be stated in clear, measurable terms.
They should flow naturally from the rationale (statemeat of need) and
should reflect your solutions to the identified problem.

Lanyuaye' and format used--Keep 1t clear and avoid vayue, grandiose claims
and jJaryon. sentences and paragraphs should be short and should be high-
l1ghted by underlining or other aids to visual design. If the funding
agency suggests a format, use it.

Keview triteria--Study the criteria carefully for clues about what is most
important to the funding agency. Ltach ot the review criteria should be
clearly and completely addressed in the appropriate section of the pro-

B posal because these criteria are the measures that will- be used to deter-
mine the merit of your proposal in relation to the others submitted.

Final, bound copy--Make enough copies for the fundinyg source and make
additional copies as required to yive to proposal/project contributors or
collaborators. Use offset or photocopier rather than mimeograph or ditto
processes. Do not use expensive processes--just keep it clean and pro-
fessional looking,




&

Level of Performance: Your completed "Self-Check" should have covered the

same major points as the model responses. If you missed some points or have

questions about any otner points you made, review the material in the infor-

mation sheet, “"Writine and Submitting Project Proposals,” pp..53-76, or check
with your resource person 1f necessary. ’
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Q Learning Experience iV

OVERVIEW

4 { Given a sample state-level RFP, identify the guidelines it
. L Objective .contains for planning, developing} and submitting a project
proposal. - , ’ '

Enabling

. @ ' . -
i - )
[

Activity . ; . ‘ 1
You will be teviewing the state-issued "Request for Pro-
, ‘ posal," pp. 85-99., s h .

You will be identifying the guidelines provided for

Acnvny' planning, writing, and submitting a project proposal by '
eii analyzing.the RFP, using the "RFP Analysis Worksheet,"
' —\ppo 101"104.’ . ’ .

You will be evaluating your competency in identifying the
guidelines for planning, devéloping, and submitting a
Fredback project proaposal contained in the given RFP by comparing
your c-.pleted analysis with the “Model RFP Analysis,"
- pp. 105-108 ' ’ : '

P N - o g
i 6, ional You may wish to Obtain and analyze an REP '6f.fered by your
Aggsﬁs own state education agency (e.g., for VEA program improve-
. ment and support funds). . :
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Activity
@ The tollowing “"Request for Proposal” was issued by the *I11inois
State Board of tducation. Review the contents of the RFP
briefly-to familiarize yourself With what is included.

v

»

4 e wm m em e ew e e e e e e e e me

REQUEST FOR PROPOSAL

' [SSUED TO: Educational agencies, public and prfvate, and other
parties or organizations interested in developing pro-
posals.
PFP CODE: 83-131-1.10.2 (This code must -dppear on the Funding’ -

Agreement Form in the upper right-hand corner.)

ACTIVITY GOAL: Identify and develop innovative, alternate methods for
the delivery of vocational education learning experiences.

: RATIONALE FOR
: ACTIVITY: In the year 1900 only 3% of the nation's youth continued
! their education to graduation from high school. Agri-
culture was the prime source of employment, absorbing -
about 87% of our population, while business/industry
employed approximately 10 of every 100 workers. By the
year 1950, this nation had become totally immersed in the
"Industrial Revolution" and 50X of our youth were gradu-
ating from high school. In 1980, we had emerged from the
industrial age and entered an era of high technology.
Approximately 75X of our youth were graduating from high
! school and 55% of the work force were employed in the
. @ information field. In short, our nation has progressed
" from a beginning as an agricultural society through a
manufacturing or industrial age, to a third era commonly
called the High Technology Age.

In SFUer to meet the needs of society for a skilled work
force and provide citizens with opportunities é; pursue
and expand upon their selected careers, vocatighal edu-
cators must address its current and future role in coping
with the "information explosion." [Inherent in this-need
is the desire to devise new and more effective ways t¢
economically deliver vocational education learning Y.
experiences. It is imperative that cogperation and \\\v‘;}y’::///i
collaboration be established between and among the busi- )
T~ ness, industry, and labor communities and the system of
vocatiopal education in order to offer all students the-
most adyanced learning experiences possible.

;

SUGGESTIONS AND The purpose of this Request for Proposal is £o sponsor up
MINIMUM REQUIRE- to eig;t activities designed to stimulate the identifica-

MENTS FOR tion aod development of innovative delivery systems for
ACCOMPLISHING vocational education. These activitiés may address issues
THIS ACTIVITY: such as the information explosion, new and emerging occu-

pations, and joint education-community -efforts. Activ-
ities should serve as models to be adapted in all areas
of the State and must address one or more of the follow-
ing objectives.

SUUKLE: Keyguest for Program Improvement Proposals in Vocational Education:
Research, Exemplary and Innovative, Curriculum Development (Springtield, IL:
[TTinois State Board of Education; Adult, Vocational and Technical Education,

1982), pp. 14-16, 36-47.

&
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SPECTAL NOTE:

1. ldentify and develop alternative methods for delivery
of vocational education instruction.

2. ldentify and develop innovative modes of instruction
that are more time-, energy-, effort- and cost-effec-
tive for the learner. *

3. Explore new approaches to deliver vocational educa-
tion to special needs youth and adults.

4. ldentify and develop alternative styles and tech-
niques to credential vocational education learning
experiences.

5. Expand the use of non-school settings using business,

industry, and labor facilities for delivery of voca-
tional education learning.

6. Develop a process for providing short-term, custom-
jzed vocational training to enhance unique business,
industry and labor needs.

7. Develop exchange programs between and among edu-
cators, business, industry and labor in order to keep
both teaching skills and_course content current and
accurate.

8. Investigate and develop new methods to involve the
local community 1n providing learning sites, credit-
ing work experience, analyzing work force needs and
addressing future employment needs.

9, Develop and implement techniques for transferring
¢lassroom learning into business, industry and labor
facilities using the teacher as a facilitator of
learning.

10. Develop innovative ways for responding to the high
technology employment demands including, but not
limited to, the broad range of opportunity in the
microprocessor, laser, and video disc areas.

The goal of this Request for Proposal is to serve as the
impetus for development of techajques and procedures that
improve the relevance of vocational education Jearning
experiences. Proposers are encouraged to expand upon the
categories suggested in this RFP.  Proposals should
clearly delineate the applicability of the project from a
statewide perspective. The final report should project
any proposed advarcemenf. of the activity for an addi-
tional one or two year period.

™
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! Il Proposals must be prepared in accord with gh\e GUIDELINES
AND SPECIFICATIONS FOR PREPARING PROPOSALS (see pp. 88-98).

4

! RFP ASSURANCE: In the development of a proposal for this RFP, the appli-
: cant must: (1) address the common assurances required by
the {1linois State Board of Education for funding agree-
ments, found on page A6; and (2) demonstrate in the pro-
. posal conlents (pursuant to P.L. 94-482) a reasonable
probability that the. project will result in improved
teaching techniques/curriculum materfals- that will be
used in a substantfal number of classrooms or other
learning situations within five years after termination
! of the funding agreement. If the- applicant fails to

respond adequately to these RFP provisions the proposal
) will not be considered in the review and recommendation
’ process for funding.

DEL IVERABLES: Deliverables will include twenty {20) copies of a final
report and a like number of all products deveToped. A
copy of the final product{s) and report must be submitted
to the 11linois State Board of Education <for review and
approval prior to duplication.

! TIME FRAME: Prejects supported under this RFP will begin on or after
July 1, 1982 and end June 30, 1983.
Y
) ESTIMATE OF
FUNDING
AVAILABLE: A maximum of eight proposals will be supported via this

RFP category at a total ailocation of $100,000.

G SUBMIT PROPOSAL

W 70: I11inois State Board of Education .
Department of Adult, Vocational and Technical Education =

s Research and Development Section, E-426

' 100 North First Street -

! Springfield, Illinois 62777

! Telephone: 217/782-4620

Any questions pertaining to this RFP should be addressed
to James B. Haire at the above address and telepnhone
number.

e,

wi
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L}

GUIDELINES AND SPECIFICATIONS FOR PREPARING PROPOSALS

I11inois State Board of Education
Department of Adult, Vocaticnal and Technical Education
Research and Development Section

In submitting a proposal, applicants agree to the following stipulations:

1. The Illinois State Board of Education reserves the right to reject any
proposal received if it is determined that the proposal does not meet
the specifications of the Requests for Proposals (RFP) or if funds
should be limited for any reason.

2. The !1linois State Board of Education/Departm nt of Adult, Vocational
and Technical Education is the final approving authority for all reports
and products occurring as fintegral parts of any funding agreement
resulting from these RFPs.

3. All reports and product(s) resulting from these RFPs become the property
of the [1linois State Board of Education/Department of Adult, Vocational
and Technical Education. These materials will be reviewed by the
111inois State Board of Education/Department of Adult, Yocational and
Technical Education and at its discretion may be copyrighted in the name
of the [1linois State Board of Education.

4., Progress reports will be submitted periodically as determined at the
time of negotiation.

5. One copy of all submitted proposals will be retained in the files of the
11linois State Board of Education/Department of Adult, Vocational and
Technical Education. All other copies will be destroyed unless the
apphicant explicitly requests the return of the proposals and sends the
Research and Development Section a prepaid mailing envelope.

6. The proposal as well as all written and/or audio-visual materials pro-
duced shall be sex fair in word, image, and inference.

7. Equal and fair consideration of all populations regardless.af-race, sex,
color, national origin, religion, age or handicap shall be given in the
selection of project personnel, advisory or steering committee members
and in other activities' operated as part of the project.

!

A1l proposals must be typewritten on one side of standard 8 1/2" x 11", un-
ruled, white paper. The proposal must be doubie-spaced, with the body of
the proposal (1.e., proposal sections 4-8) not to exceed forty (40) pages.
The proposal must provide reviewers with information required to conduct a
comprehensive evaluation of the proposed activity.

ten (10) copies of each proposal submitted in response to an RFP must be
forwardad to the address stated at the end of each RFP.
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A proposal shall include all of the foilowing sections and shall be
assembled and numbered in thé f0llowing sequence:

Funding Agreement Forms

Assurances

Proposal Abstract

Budget

Narrative Description of the Project
Qualifications for Project Staff
Deliverables

Facilities

Appendix

WO N U BN —

An explanation of each proposal section follows.

1. FUNDING AGREEMENT FOR ADULT, VOCATIONAL AND TECHNICAL EDUCATION . -

Funding Agreements in three of the ten proposal copies must bear
original signatures of the superintendent, president, or a responsible
agency official and the transmittal signature of the Regional Superin-
tendent, I1linois Community College Board representative or University
Occupational Education Coordinator. The RFP code of the RFP to which
the proposal responds MUST appear at the UPPER RIGHT of this form. (See
the appendix, pp. A3-<A4, for sample and blank forms.)

! 2. ASSURANCES

Assurance forms in three of the ten proposal copies must bear original
signatures of the superintendent, president, or a responsible agency
official, (See the appendix, p. A6, for a blank form which may be re-
t produced. ) .
' % The body of the proposal (proposal sections 4-8) must indicate efforts
planned for complying with the funding agreement assurances statements.

! 3. PROPOSAL ABSTRACT

’ A proposal abstract must accompany all proposals. This abstract should
provide a concise summary of the proposal, including all essential
information needed to understand the general dimensions of the project,
and must not exceed one page. (A sample, completed proposal abstract
form using the required format, as well as one blank copy of the
abstract are shown in the appendix, pp. A8-AS.)

4, BUDGET

A1l budgets must be itemized under five categories. Authorized cate-

. gories are: (I) Salaries; (II) Contractual Serviges; (III) Materials
and Supplies; (IV) Travel; and (V) Other Related Expenses. As a

minimum, every budget must utilize the following three columns: a

Budget Request from [1linois State Board of Education column; a Local

ontribution column; and a Total Budget column. Local Contribution

89

ERIC

Aruitoxt provided by Eic




o ,

includes all auditable project expenditures fncurred by an agency.
Non-auditable in-kind contributions such as salaries may be listed on a
separate sheet attached to the budget. Local Contributions are viewed
as significant but are not required, and where none are provided, a zero
(-0-) must be entered in the budget line. A1l budget amounts should be
rounded up to the nearest whole dollar. (See the appendix, p. All, for
a sample budget.)

i Explanations for each of thé five budget categories follow:

{ I. SALARIES -- Include projected expenditures for salaries (includ-
ifig anticipated annual increases) of personnel performing direct
project services. Indicate job title, percentage of time for the
project and fringe benefits such as health insurance and retirement
(social security, tgacher or university systems), worker's com-
pensation, etc., for each project staff member.

1. CONTRACTUAL SERVICES -- Include anticipated expenditures for ser=
vices rendered through contractual agreements with an individual or
agenuy. These are considered subcontracted services, which are

- * written under a separate agreement by the funded agency. The casts

) are reserved to offset expenses for providing services not usually

within the capabilities of the funded agency. Personnel records
are seldom maintained for the people performing contractual ser-
vices nor are such individuals eligible for personnel benefits
accruing to regular, full-time stafi members. They may be eligible
to receive consulting fees not to exceed $100/day plus travel,
) lodging and per diem at prevailing State 8oard of fducation rates.
The consultant fee is for specified services and should be regarded
as a maximum figure, rather than as a flat rate for consultant ser-
vices. Uonsultant travel, lodging and per diem must be shown here
and not under the Travel category. Items rented for use during the
term of a funding igreement are considered Lo be a contractual ser-

. vice. Shbtontractors should provide assurances to the funded

agency similar to those provided in the appendix, p. A6.

Lo I11. MATERTALS AND SUPQLIES -- Include anticipated expenditures for
o those maberials ang supplies required to conduct the project. Only
SN expenses \p exce of the regular agency operational costs and
- necessary t uct the project should be shown. Costs must be
itemized. (Unless otherwise approved by the 111linois State :Board
of Education, non-consumable materials sugh resource materials,
reference books or reports remain the proper(y of, and must be
delivered to, the [1linois State Board of Education at the end of
the project's funding., Consumable materials are expendable items,
which, through use, are consumed, worn out, or which deteriorate or
. lose their identity through fi?p$cation or incorporation into a

different or more complex unit_ o substance.)
Exampies of materials and supplies which are not allowable include:

(1) Alterations to or renovations of buildings
(2) Construction of buildings or purchase of land or buildings
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(3) Purchase of standard office furniture, desk sets, etc.
(4) Entertainment

j (5) Dues to organizations, federations, or societies

5 i (6) Contingency on “"petty cash" fuads

Iv¥. TRAVEL -- Include anticipated project staff travel. Consultant
travel.ii??q and per diem shall be shown under the Contractual

Services caj€gory and not here. Travel shall be computed according
to pr? iting State Board of Education rates and include travel,
. per diem, lodging, and estimated other expenses (e.g., tolls and
- parkil@). The rates under the travel regulations are:
o (1) Mileage reimbursement is 19 cents per mile traveled;
{2) per diem allowance is 316.00 per day if the day exceeds 18
hours or-when a night's lodging is required.

For travel of less than 18 hours during the same calendar day
or when a night's lodging is not required, the maximum amounts
per meal which can be allowed to an individual traveling on
the basis of living expenses incurred are as follows:

o e Breakfast -- $3.50
Lunch - =0-
Dinner -- $9.00

{3) Lodging, excluding tips and room service, is reimbursable if
not jn excess of the following rates:

Accommodatda within the State of I[1linois, outside of a
metrop’thg}‘t areg...$27.00 per day plus tax; accommodations
within$the” State 11™Nnois, within a metropolitan area (the

Metropolitan aread are ‘the counties: Cook, Will, DuPage,
. % - Kane, McHenry, ang Lake) $3%:00 per day plus tax; or accom-
. ~q modations necessitaged by Qut-of-State Travel...$55.00 per day
plus tax. '

]
» No out-of-state travel is authorized unless approved by the
Assistant Superintendent of the Oepartment of Adult, Voca-
' tional and Technical Education. If out-of-state travel 15 a
required project activity, detailed budget notes for each trip
must be developed to include: (1) name(s) of travelers, (2)
type of activity planned, (3) date of activity, (4) estimated
expense of trip, (lodging, meals, travel, registration fees,
etc.) and (5) justification for participation in the
activity. If this information is not available at the time of .
! _project negotiation, it must be submitted and approved before
) a trip is taken. SUCH OUT-OF-STATE TRAVEL SHALL BE NEGOTTATED
. : AND APPROVED ONLY IF IT HAS DIRECT RELATIONSHIP OR BENEFIT TO

fﬂ THE CONDUCT OF A PROJECT.
. & V. OTHER RELATED EXPENSES -- This category provides for anticipated
P expenditures which cannot be itemized elsewhere in the proposed

budget. Items in this category should be justified in terms of the
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project. Indirect costs for universities, community colieges, and
private firms are restricted to 8% of the total direct costs.
Elementary and secondary schools are limfted to their restricted
indirect cost rate as established annually by the Illinois State
Board of Education. Local educational agégcies which do not comply
with all the requirements of the I1linois State Board of Education
accounting system are not eligible to claim indirect costs against
the funding agreement. '

NARRATIVE DESCRIPTION OF THE PROJECT

This section should be written in narrative form and include the follow-
ing seven sub-sections: 5.1 Introduction, 5.2 Objectives, 5.3 Proce-
dures, 5.4 Evaluation, 5.5 Dissemination Planning Qutline, 5.6 State-
ment(s) of Impact, and 5.7 Time/Sequence Chart. An explanation of each
area follows:

5.1 INTRODUCTION

Present a rationale for the proposed project including:

0 A brief summary of the project goal(s) and how achievement of
the goal(s) will benefit vocational education in [1inois as
well as beyond the state {this summary provides the basis for
developing the statement(s) of impact, subsection 5.6);

Example Goal and Benefit:
The project is to develop entrepreneurship curriculun mate-

rials to be uded for training entrepreneurs to assist them 1n
establishing their own business.

0 The general design of the project explaining how its objec-
tives and procedures are the most efficient and effective
approach to meet the project's goai{s).

o]
5.2 OBJECTIVES

List the objectives of the project. (The objectives are the basis
for the development of impact indicator statements which show‘gro-
gress made toward achieving intended impact -- see Evaluation of
Progress in subsection 5.4.) Each objective must (1) be related to
the goa! identified in the introduction (subsection 5.1), (2) be
stated in assessable terms, and (3) contain the following elements:

) \{ge target population(s);
0  The precise outcome(s) expected;

0 The condition{s)--time and place--under which the outcome(s)
are to be attained.

- = .
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5.3

5.4

Example Objective:
Identify by October 31, the skills needed by entrepreneurs to

establish their own business.

PROCEDURES

Indicate the procedures‘to be used in accomplishing each objective,
listing the procedures in chronological order. Each procedure
listed must include:

) A cross-reference to the specific objective(s) it is designed
to help accomplish; .

0 A description of the procedure;
0 when the procedure will be mplemented and completed;
) which staff member(s) will be responsible for the procedure;

0 What equipment, materials or facilities are necessary to con-
duct the specific procedure; *

) The target population{s) to be served by the procedure.
Example Procedure:
Through an extensive review of literature, a working list df skills

needed by entrepreneurs in establishing their own business will be
compiled by project staff prior to August 31. (Objective 1)

EVALUATION

Specify the techniques of evaluation to be used in the project.
The purpose of the evaluation is to provide continuous feedback on
the acceptability of the procedures? on the achievement of the
objectives, and on the achievement of the proposed goal(s). Each
technique listed must include:

) Cross-referencaé;}/LQ\the specific procedure(s) and/oc objec-

tive(s) it is gned to evaluate;
0 When the tecbniqbe\yill be conducted;
N

0 The criteria or standards used to assess the accomplishment of
the evaluated Procedure{s) and/or objective{s).

Example Evaluation Technique:

Using an instrument developed by the project staff, ten small busi-
ness owners in three varying sized communities in I111inois will be
Tnterviewed during September and October to validate the identified
entrepreneurial skilis. {Objective 1) N
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Two types of evaluation-$hall E%}described:

(o]

Evaluation of progress through periodic, planned assessment to

determine if specific procedures result in progress towards
achieving specific objectives and, thereby, the project
goal{s) and intended impact. If certain procedures do not
facilitate progress, changes in the program design should be
made;

Evaluation of achievement of objectives to determine to what
degree the project objectives have been met.

5.5 DISSEMINATION PLARNING OUTLINE ‘

5.5.1

Dissemination activities assist the target audience to:

0 Become aware af project outcomes {general . nforma-
tion, products, practices, 1deas, and/or concepts);

0 Ynderstand such outcomes and how they could be used;
o Dec ide whether or not to use ‘an outcome; and
0 Implement and continue to use a project outcome.

The planning, conducting, and following up of dissemi-

- nation activities is individual to the type of project
outcome disseminated, the target audience (persons to be
affected by the dissemination activity), the persons to
be involved in the dissemination activity itself, and the
availability of resources to conduct the activity includ-
ing time, money, and persons.

Dissemination activities are not limited to the final
phase of a funded project nor limited to the djssemi-
nation of an end product. Rather, dissemination activ-
ities w111 occur throughout all phases of a funded effort
and will include dissemination of such outcomes as con-
cepts, draft reports, supplementary materials, materials
for field-testing, resource guides, and bibliographies.
A1l dissemination activities combine to meet the dissemi-
nation goal of the project and, in turn, contribute to
impact and its assessment.

A Dissemination Planning Outline is required for all pro-
posals, using the format in subsect1on 5.5.2. The Dis-
semination Planning Outline shduld reflect the planning,
conducting, and following up of dissemination activities
throughout the current funded period.

() j
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5.5.2

Dissemination Planning Outline

1. Dissemination God1(s) for the Funding Period Ending
June 30, 1983

A.
8.

List the outcomes to be disseminated;
Identify the target audience(s) for dissemi-
nation efforts; and ’

A
Determime the extent of dissemination (aware-
ness? understanding? decision? implementation?;
see Section 5.5.1 above).

I1. Particular Dissemination Activities

A.

8.

List individua)l dissemination activities iden-
tifying for each:

1. the outcome to be disseminated;
2. the audience that will be affected; and

3. the extent to which the activity will
assist the audience {awareness? under-
standing? decision? implementation?; see
Section 5.5.1 above).

Indicate who will be responsible for conducting
each activity and if possible where each will
be conducted.

111. Followup Activities

A.

List followup efforts that will be conducted to
collect information related to:

1. the effectiveness of the particular dis-
semination activity; .

2. the identification of additional assis-
tance needs; and

3. the intended yse.
Indicate followup activities to be conducted
three to six months following dissemination

efforts to determine the extent to which the
outcome is used.
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STATEMENT OF IMPACT

The statement of impact is a narrative description of the out-
came(s) of the project goal(s) (see subsection 5.1). The impact
statement reflects the intended consequences of the project goal(s)
upon termination of funding. - :

In discussing the intended consequences of the project goal(s) the
following elements must be included:

0 The target population(s) expected to be affected;

) The precise nature of intended consequence(s) (e.g., change in
specific skills, knowledge, attitudes, interests, values,
perceptions).

Example Impact Statement:

Students of teachers using the entrepreneurship education cur-
riculum materials will develop entrepreneurial skalls and be able

to apply these skills in their jobs and everyday Tife.

TIME/SEQUENCE CHART * .

' p
Organize into a ¢hart, the procedures, evaluation techniques, and
dissemination activities discussed in the preceding narrative
description of the project. This chart should be viewed as a pro-
ject management plan that will assist contract administrato as

well as project staff in theé monitoring of the project Any

graphic format may be used in de;:goping the chart as lop§ as it

accounts for the following requirements:

0 construct the time frame of the chart from the month the pro-
ject will start through the final month in which the present
fiscal year's activities will be conducted; -

0 show the procedures, evaluation techniques, and dissemination
activities in the chronological order in which they occur;

o show each procedure, evaluation technique, and dissemination
activities under each month in which it will occur;

(See the appendix, pp. A13-A16, for egamples of several types of
chart formats.)

6. QUALIFICATIONS OF PROJECT STAFF, CONSULTANTS, AND/OR SUBCONTRACTORS

Staff members of the project should be listed as follows:

(o]

Project Director




Lt 4
! ‘ . a) The name, title and a brief statement containing the Project
' ' - Director's experience and qualifications which are germane to
! . the proposed project;
b) The project activities in which the Project Director will be
' - involved. .

: 0 Full-Time and Part-Fime Professional Staff Members

a) Give name, title and a brief statement for each staff member
' containing the staff member's experience and qualifications
which are germane to the proposed project;

b) The project ac}:ivities in which each staff member will be
involved.

! 0 Consultants (Same as for Full-time/Part-time Professional Staff
1 Members above)

0 Subcontractors
. ,

The funded agency may entér into agreements for part of the ser-

vices to be provided under the project by other appropriate per-
! sons, public or private agencies or institutions.” Such agreement
, shall describe the services of the subcontractoy and shall contain
provisions assuring that the funded agency will retain supervision
and administrative control over the services. Subcontractors
should provide to the funded agency assurances similar to those
provided in the appendix, p. A6. . Services of the subcontract or
agreement shall be specified in the project proposal.

If subcontractors are to be used, indicate their qualifications and

‘ specific duties and responsibilities for the project. _

A1) subcontracts must be approved by the Illinois State Boakd of
' Education/Department of Adult, Yocational and Technical Education.

- If a specific person has not been selected for a pos-ition, the job-
' SKiTls a person must have in order to gualify for the position MUST be
specified, ' The I1linois State Board of Education insures equal employ-
ment/educational opportunities/affirmative action regardless of race,
sex, color, national origin, religion, age or handicap. .

! 7. FACILITIES

| Indicate any special facilities and other resources available to your

agency which will aid in the conduct of this activity. iWhen the ~*
cooperation of other companies, organizations, "schools or agencies is
essential to the conduct of the project, ind¥cate the extent 3nd the
nature of possible cooperative arrangements.

v
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9.

DELIVERABLES i -

] Progress Reports
Periodic progress reports are to be filed as negotiated.

0 Final Reports
A final report is required for all prpjects. The number of copies
is,specified in each RFP or will be nefotiated.

0 Final Products
The required number of copies of a final product is specified in
RFPs or will be negotiated, This decision will be based upon the
proposal's Dissemination Planning Outline as well as federal and
state requirements.

APPENDIX

Appendices, include materials which support the proposal.

: 12
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‘, , OTHER REEATED INFORMATION . .
v

Proposal Review Process

Each proposal recejved will be evaluated by a team of reviewers. All pro- .
posals addressed to a particular RFP will be reviewed and-ranked by the same
team of reviewers, which will be balanced so -that the majority of the team
members are from outside the I1linois-State Board of Edw€ation While those
chosen from within the I1linois State Board of Education are not from the
Research and Development Section, Reviewers will be selected based on
demonstrated expertise in the field and interest in program improvement )
efforts. ’

A Proposal Evaluation Guide is used by the reviewers. Comments of the pro-

posal evaluation will be shared upon request; however, the identity of the

reviewers is confidential. (See this module, pp. 58-60, for the contents

of the Proposal Evaluation Guide.) /

analyzes the reviews and make recommendations foy negotiation and approval
of proposals. Proposers should be prepared to mfet in Springfield to nego-
tiate the selected proposal into a funding agreement.

Upon completion of the reviews, the Research a:} Development Section staff

Termination and Appeal Processes K_

In compliance with federal requirements, the I1linois State Board of Educa- /t
tion and the funded agency will follow the termination and appeal qrocessés

as stated in the Federal Register, April 3, 1980, Sections 100b.780- 00b.783.
t
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Identify the Eaidelines for planning, writing, and submitting
a project proposal contained in the "Request for Proposal,"
pp. 85-99, using the following "RFP Analysis Worksheet" to
structure your responses. In the spaces provided, supply the
section and page numbers of the RFP that address the questions
and briefly summarize the funding agency's requirements.

Activity '

RFP ANALYSIS WORKSHEET

X .
--sponsor's need, requested solutions, expected outcomes

A. THE PROBLE

Section(s):
Page(§):
Summary :

1

B. THE UBJECTIVES--products, outputs, specifications ,

Section(s):
Page(s):
Summary :

> B

ERIC . Ig »
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Ce PRUCtUURts-:implicit or explicit a"pproaches' and plans of action .

: Section(s): | : K f/i

Page(s): /

Summary :
=

* f N

D. OUTCOMES--expected measures of success ¢ |

Section(s): ‘ ‘
Page(s):
Summary :

4
A}

E. TIME PERfUU--]ength of project, renewability

/

Section(s): N
Page(s):

4
Summary : . ,<i:::;;
, .

~

]
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|
|
} ‘ F. HUMAN RESOUURCES--expertise, external participants, role of sponsor

Segtion(s):

Page(s): ' o . .
Summary : - Ce . ' //A
’ ' N \
.
.‘e:\ "“
G. FISCAL RESOURCES--dollar restrictions or parameters . .
Section(s): ' o7 - |
Page(s): ,
Summary : ) . :
C' : . “ 4 . ' ’P(J
v ) o
. LR
/
H. AGENCY LAPALITY/CREUIBILITY--past accomp11shments, cost- shar1ng, fac1l1—
ties, in-kind contr1but1on
’ Section(s):
Page(s): X ’
Summary : ’ ’ /-
/> A
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1. SUPPORT&NG D()CUMENTATI()N--r'esumés_, letters, other appendages .

Section(s): e

Page(s): t‘\;\‘\.'

% Summary:

B FUNDING SUURCE REVIEW CRITERIA--explicit, mmplicit

Section(s):
Page(s):
\ Summary :

”~

’

K. PRUPUSAL PREPARATIUN AND SUBMISSIUN--formats, submission dates and
addresses 5
Section{s):
pPage(s):
Summary: . -

s
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Compare your completed analysis of the "Request for Proposal”
with—the "Model RFP Analysis" given below. Your responses need
not exactly duplicate the model responses; however, you should
have covs{ed the same major points. :

MODEL RFP ANALYSIS

\\\\\5;\419{ PRUBLEM--sponsor's need, requested solutions, expected outcomes

Section(s): Rationale for Activity

Page(s): 85

Summary : The nation has moved from an agricultural age, through a
manufacturing or industrial age, to a high technology age.
In addition, whereas 3 percent of our youth graduated from
high school in 1900, 50 percent did so in 1950, and 75 per-
cent did so in 1980. Vocational education needs to provide
training to our nation's youths and adults to cope with the
information explosion. Cooperation between vocational edu-
cation and business-industry-labor is essential to meeting
this need.

/
- . B. THE OBJECTIVES--products, outputs, specifications
Section{s): Suggestions and Minimum Requirements for Accompanying This
’ Activity; Deliverables :
Page(s): 85, 86; 87 )

Summary : Ten objectives, relating to techniques for delivering high
technology vocational education programming and involving
business-industry-labor, are Tisted.

e

Deliverables .will include 20 copies of a final report and of
all products developed.

C. PRUCEDURES--implicit or explicit approaches and plans of action

Section(s): Suggestions and Minimum Requirements for Accomplishing This

Activity
Page{s): 85, 86
Summary: Eight activities {separate proposals) will be funded to

stimulate the identification and development of innovative
delivery systems for vocational education. These activities
may address issues such as the information explosion, new and
emerging occupations, and‘joint education-community efforts.

. r Q
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Activities should serve as models within the state. The ten
objectives further define the procedures and approaches to be
used.

)
OUTCOMES--expected measfres of success

Section(s): RFP Assurance
Page(s): 87 ‘

Summary : "A reasonable probability that the project will result in
mmproved teaching techniygues/curriculum materials that will
be used in a substantial number of classrooms or other learn-
1ng situations within five years after termination of the
funding agreement.,”

TIME PERIUD--length of project, renewability,

Section(s): Time Frame; Special Note
Page( ) ‘ 87; 86
Summary: Projects will begin on July 1, 1982 and end June 30, 1983.

The final report should project any proposed advancement of
the activity for an additional one- or two-year period.
HUMAN RESUURCES--expertise, external participants, role of sponsor

Section(s}: Qualifications of Progect Staff, Consultants, and/or Subcon-

tractors
Page(s): 96, 97
Summary: +-..This section describes (1) which staff members should be

designated and how they should be listed, {2) how consultants
should be“listed, (3) the terms under which subcontractors
may be used and the terms of such agreements, and (4) what to
include if a specific person has not as yet been selected for
a position,

The role of the sponsor is not clearly specified.

]

FISCAL RESOURCES--dollar restrictions or parameters

’4""".
section(s): Estimate of Funding Available
Page(s): 87
Summary: A maximum of eight proposals will be supported via this RFP

category at a total allocation of $100,000.

‘
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‘ H. AGENCY CAPACITY/CREDIBILITY--past accomplishments, cost-sharing, facili-
ties, in-kind contribution

section(s): WQualifications of Project Staff, Consultants, and/or Subcon-
tractors; Facilities

Page(s): 96, 97, 98

--g
Summary: These sections of the proposal are to include capacity
statements in relation to staff experience and qualifica-
tions, and facilities and resources available, specifically
in terms of the project activity needs.

There doesn't appear to be any cost-sharing or in-kind con-
tribution, per se; however, there is a stipulation that the
institution continue the effort on its own past the one year
of outside funding (see Parts D and E).

I. SUPPURTING DOCUMENTATION--resumes, letters, other appendages

Section(s): Assurances

Page(s): 89

Summary: Assurance forms, provided in an appendix, must be completed
and signed by designated authorities.

‘ No direct request for resumes is made, but it would be -
natural to use resumes to describe the qualifications of
project staff, consultants, and others.

J. FUNDING SbURCE REVIEW CRITERIA--explicit, implicit ‘

Section(s): Proposal Evaluation Guide . %

\~’ Page(s): 58-60
) Summary: Criteria are provided for evaluating the proposal relative

to its objectives, procedures, evaluation, dissemination
planning outline, statement of impact, time/sequence graphic
presentation, qualifications, budget, equity, and synthesis.

107
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K. PRUPOSAL PREPARATIUN AND SUBMISSIUN--formats, submission dates and '
addresses

Proposal To

/

Page(s): 88-98; 87

Summary : Eleven pages are devoted to how the proposal should be
physically prepared, how many copies must be prepared, what
sections should be included, and what each section must
contain,

2
No ‘submission date is provided.

A call to the person named on p. 87 would need to be made
to secure that information.

? /

Section(s): Guidelines and Specifications for Preparing Proposals; Submit

tevel of Performance: Your completed written anafysis should have cited the
same sections and pages and covered the same major points as the "Model RFP,
Analysis." If you missed some points or have questions about any additional
points you made, review the "Request for Proposal,” pp. 85-99, or check with
your resource person if necessary.
\ | @

L4

’

%

You may wish to obtain an RFP offered by your own state educa-
yb;y tion agency--such as one related to VEA program improvement and
ai

+

. Opnon
. Actwnt

support, consumer and homemaking, and programs for the disad-
vantaged. You could analyze this RFP using a copy of the "RFP
Analysis Worksheet," pp. 101-104.
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Learning Experience V

FINAL EXPERIENCE -

ST RS ; g [

R A - N - - . - -
B [ e s e oA o g et e ki e o i o e ey

v

Nh1}e work1ng in an actual admin1strat1ve s1tuat1on, deve]opl
applicatlons and proposa]s for funding vocat10na1 educa- -
t1 On. ¢

Terminal
Objective

> completlng program app11cat10ns for federal and state
y vocat1ona1 -education funding - .- u;‘g

s ;; .~piannzng for the development of proaect proposa]s

s e developing proaect proposals that. integrate the need,
of youn'1nst1tutian, the. obgect1ves of the—proposed

fol?ow up of proposals

- M NOTE' .As you complete each of the abuve actlvftles, dbch :
e ment your activities (in wr1t1ng, on,tape, thrOUQh a Iog)
T fbr assessment-purposes. ‘ 4 Ts Tl

W e T - - Y /,-

——— e [ S U P B ey - = e - - e ey s = e ]
- e s P . T . = e T TR ~ o T LT, TR T W .-_M..‘ PRy

*If &ou are not curreﬁtly working in an actual administrative situation, this
learning experience may be deferred, with the approval of your resource per-
son, until you have access to an actual administrative situation.

{
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Arrange® to have your.resource person review any products

(e.g., completed program applications and project proposals,

proposal planning instruments, proposal writing guides) pro-}-

duced under your leadership. If possible, arrange to have

4 your resource person observe at least one instance in which
you are working with staff to plan and develop applications
and proposals. )

- +

[
Feedback Your total competency will be assessed by your resource per-

son, using the "Administrator Performance Assessment Forgi,"

pp. 111-113. , / A

A
Based upon the criteria specified in this assessment instru-
ment, your resource person will determine whether you are A

' competent in developing applications and proposals for funds
ing vocational. education. . ' '

~e 4
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Name -

. " Date

ADMINISTRATOR PERFORMANCE ASSESSMENT FORM &
. / e .
Develop Applications and Proposals ’ ¢
for Funding Vocational Education e - -
/ /

/

Directions: Indicate the level of the administrator's accomplishment by plac-
ing an. X 1n the appropriate box under the LEVEL OF PEFURMANCE heading. - If,
because of special circumstances, a performance component was not applicable,
or impossible to execute, place an X in the N/A box.

LEVEL OF PERFORMANCE

o
M\a ‘.‘\o“e ' ¢ c,<>°6 el-"\

In completing program applications for federal
and state vocational educat1on funding, the

‘ administrators .

1. identified and obtained the correct applica-

1A 1T £ e [:] D

2. completed all forms correctly, according to

direCtionS.esesesesesesennsensnenneensnennnenes [ [ [J [

3. made copies of all forms for the institution's

filesieciiiniiiiiininnieees [ O O

4, submitted all forms to the proper p]ace within -

the necessary time limits...\i......o.oveveee. [ O O O

In planning proposal wr1t1ng act1v1t1es, the
administrator:

5. developed a feasible rationale for the program )
; expansion/development project.................. | [J.[J [

* 6.- identified funding sources that nfight support ‘ .
the proposed project effort...eeeeeeeneeneenees [ [J [0 [

7. obtained proper authorization'fo pursue funding (] (] (J (O




LEVEL OF PERFORMANCE
%
| . . ;
) 8. analyzed the RFP tor proposal criteria and « .
guide]ines.l..l..l.llll0‘0'000l..l.l.ll..lll.lll D D D D fa
9, - assigned appropriate staff to the proposal’ ;,‘uﬁ;*
deve]opmentcl.l.l.l....l'..ll....l...ICICCIOQIC D D D D .‘"
10. provided staff with adequate direction and / ‘ ‘ ,
Support.:y}....00.000/000000.00.'0.00000"000ll.. D D D D D(D i

In overseeing the writing of the proposal to fund
given projects, the adminigfrator and/or the : ] _
proposal writing team undér his/her direction: ) - .

/ \Q(\ X .
R

oog
0O

oo

OO0
oo

0oodo
0o

11, wrote a clear and concise proposal rationale...
12. wrote a detailed and logical procedure section.

13. wrote an evaluation plan consistent with
) funding source Critenidesecessvescveceseccannes

14. wrote a management plan that’intggrated the
inst]‘vtution.s resources.....ll.0000.000'0'0".0

’

15. presented the details of a budget.......cceeeus

. assembled the proposal package accurately and
Cmp]ete]yoclcc0ICCQICCCCCQCI00..'00"00.00.'IC

OO0 OO0 O OO0

17. wrote well, using clear, simple language.......

e In submitting the proposal, the administrator:

2 :

s « . \'\ . i
R 18. evaluated the final product to ensure that 1t: ‘ :
;ﬁ a., contained all necessary components as

OJ

designated by funding SOUrCE.sesescccocccns

b, included a reasonable and rea]fstiqyscope

OF WOPK+snvoonsonossassasassenssnsanesssese L] [J [:j O

c, presented a reasonable and realistic time

T10E.vrneesernnnecnerersnenennnnennenenee (1 (170 O EFE
o ; » :




/
o LEVEL OF PERFORMANCE ",

\, | o«
- ‘ NN e"‘& o ¢ +°°\

d. included a workable, accurately calculated

DUdgel.eeeesoeosssesnsososvecessssccnsssass [:I [:I [:I [:l

>

! e; provided adequate evidence to support the
institution's need and qua11f1cat1ons for
the funds......00000'000\00..00000000000l..

000
000
000

000

f. WaS We"]"} wr‘itten...0000000000000000000000lo

19, secured review of and final approval for the
proppsa] 000l.l....0...000000000000.00'0.00000

20. nad the package delivered to the right person
at the r‘ight‘timeOQOOOOOOQl.O00'000"0.00000000

O O g

21, followed up appropriately upon receipt of _
feedback, depending on whether the proposal i

was accepted, rejected, or required additional ) ~ g
negotia’tion.'......Q....7....'..Q..QQ.Q..Q..Q.. D D D D .:-’,%‘;}:‘

-

Level of Performance: All items must receive N/A, GUOD, or EXCELLENT
responses. If any item receives a NONE, POOR, or FAIR response, the’ adminis- .
trator and resource person should meet to determine what additional activities
the administrator needs to complete in order to reach competency in the weak
areg(s).

/
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~ @Additional Recommended References

Clayton, Kermeta. "Obtaining Grants from Foundations and
Corporations.” Journal of Home Economics. 74 (Spring
1982). 30-32

Cook, Desmond L. Program Evaluation and Review Tech-
’ mique Applications in Education. Lanham, MD: Univer-
sity Press of America,’1 9'//8.

Gustafson, Richard A Proposal Wniting: Obtaining New
Funding, for Career Guidance Programs. Columbus,
OH- TheWationatl Center for Research in Vocational '
Education, The Ohio State University, 1979.

Horgen, Gregory C. Playing the Funding Game Edited by ,
Sharon Terry Sacramento, CA. Human Services De-
velopment Center, 1981+,

Sladek, Fred E , and Stein, E¢ffene L. Grant Budgeting and
Finance. Getting the Most Out of Your Grant Dollar
New York, NY. Pienum Publishing Corporation, 1981.

Weiler, Patricia. Teacher Centers: Putting the Pieces To- ‘
gether for Success — A Guidebook for Teachers-Part
Five "Packaging the Proposal " Washington, DC. AFT
Teacher Center,Resource Exchange, 1978.

The following documents, althoﬁgh out of print, may be avail-
able in a local community or educational library. ~

Ammon-Wexler, Jill, and Carmel, Catherine. How to Create /
i @ Winning Proposal. Santa Cruz, CA: Mercury Com-
. / munications Corporation, 1978.

Green, Gary. A Proposal Writing Primer. Topeka, KS: Kansas
Staté Department of Education, 1978.

Krathwohl, Dawid. Ho:m to Prepare a Research Proposal.
Second Edition. Syracuse, NY: Syracuse University,
1976. )

Mathews, Walter M.; Campbell, Patricia B.; Hunter, Lisa; and
Rabinson, Margaret Developing Successful Proposals
ir Women's Edycal/onal Equity. Volume 1I: The Swipe )
File; and Volume Ii: The Supplement. San Francisco,
CA Far West Laboratory for Educational Research
and Development, 1979.

N Morrow, John C. A Basic Guide to ﬁroposa/ Development.
v Third Edition. Silver Spring, MD: Business Publishers,
1977
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