ED 393 284
TITLE
INSTITUTION
SPONS AGENCY

PUB DATE
NOTE

PUB TYPE

EDRS PRICE
DESCRIPTORS

IDENTIFIERS

ABSTRACT

DOCUMENT RESUME

EC 304 735

Alliance 2000 Project. Grant Writers' Manual.

New Mexico Univ., Albuquerque,

Special Education Programs (ED/OSERS), Washington,
DC.

[92]

249p.; For the project trainers' resource manual, see
EC 304 736.

Guides — Non-Classroom Use (055)

MFO1/PC10 Pius Postage.

Budgeting; *Disabilities; Ethnic Groups; Federal Aid;
Grants; *Grantsmanship; Guidelines; Higher Education;
Minority Groups; *Program Proposals; *Proposal
Writing; Research and Development; *Research
Proposals

*Office of Special Education Programs

This manual is intended to help applicants write
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principal investigator team, budgeting, and identifying resources.
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impact of the proposal on critical present and projected need, the
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justification; and federal budget forms and instructions. The final
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This manual is the product of the combined efforts of
many outstanding professionals in our field. On behalf of
all of them, we hope it is helpful as you prepare a grant
proposal for the U.S. Department of Education's Office of
Special Education Rehabilitative Services' Division of

Personnel Preparation.

Isaura Barrera
Dolores Battle
Ginger Blalock
Helen Besent-~-Byrd
Cindy Cantou-Clarke
JiMei Chang

Phil Chinn

Jozi DelLeon

Jerry Dominguez
Jim Green

Chip Harris
Sandra Holley
Charles Kokaska
Paula Lucero
Charles Lyons
LaDelle Olion
James Patton
Pamela Segel
Deborah Smith ’
Judy Smith-Davis
Carlene VanEtten

Lest we not forget the primary purpose of our efforts:
To improve the quality of educational services available
to children and youth with disabilities and their

families.
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Part 1 Section A

A. PURPOSE OF MANURL

A critical shortage of personnel who can provide an
appropriate education to students with disabilities exists.
This shortage threatens the nation’s ability to meet the
intent of the Indi&iduals with Disabilities Education Act.
In addition, the demographics of America is changing,
particularly the demographics of the nation’s student
population. It is imperative that a more culturally and
linguistically diverse cadre of special educators and
related service personnel meet the needs of these children
and their families. It is the hope and aim of those who

are part of the Alliance 200C community.

The intent of this manual is to help you write a
successful grant application. A proposal which requests
funds to support an educational program designed to prepare
personnel to work with children and ycuth with disabilities
and their families. Specifically, this manual Should serve
as a resource as you prepare a proposal to be subnitted to
the United States Department of Education’s Office of
Special Education and Rehabilitative Services’ (OSERS)
Division of Personnel Preparation. This product of the

federally funded Alliance 2000 Project is a companion to a

grant writing workshop, additional technical assistance,
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and information services. Alliance 2000 Project clients

are institutions of higher education with at least 25% of
their enrollment being students from historically

underrepresented ethnic groups.

All of us who worked to prepare it wish you great

success!
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Part I Section B

B. GRANT PROCESS

1. Finding The Request for Proposals
The first crucial step is to be sure you understand
the scope of the task. The essential information comes

from careful review of the Request for Proposals (RFP).

You can obtain RFPs from several sources:

o Get on mailing lists of the agencies for which you
plan to propose projects.

0 Review your library’s copy of the Federal
Register.

o Request assistance from a Research Office or
Research Data Base unit on your campus which might
search for certain competitions for you.

o Look for notices on SpecialNet or other electronic
mail bulletin koards. Request the RFP over the
phone.

Proposal guidelines from the Office of Special
Education and Rehabilitative Services (OSERS) are printed
in two places. PFirst, you will find them in the Federal
Register, whenever the guidelines for the next round of
competitions are announced. Selected pages from a Federal
Register containing the guidelines (November 7, 1991) can

be found in 2ppendix I.B.l. Your institution’s research

office, grants and contracts office, government documents

10
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sections of the library, or your dean’s office may receive

the Federal Register on a regular basis.

The above guideline notice contains the required
facesheet, budget forms, disclosure and assurance forms
which must be signed by the appropriate institutiongl
personnel, and the directions for preparation of the
proposal. The guidelines specify how many copies must be
sent, provide the mailing address, and indicate the
acceptable procedures for transmittal of the completed
proposal. If you have not previously submitted proposals,
you will probably need to request that the documents
describing the various competitions be sent to you. These
documents may be obtained from:

U.S. Department of Education
Office of Special Education and Rehabilitative Services
Special Education Programs
Washington, D.C., 20202
2. Reading The RFP For Critical Information

The RFPs will usually have the relevant passages from

the Federal Register that will describe the aims desired by

the federal official, the general "spirit" behind the
appropriation, and the possible scope of the project to be
funded. For example, the Register may describe the problem
that led to the competition or the types of projects likely

to receive priority ratings. It will describe the types of

11
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Part I Section B
agencies or institutions most likely to receive awards,

depending on the type of competition.

More importantly, the Federal Register regulations will
outline in detail the expected compconents of your proposal.
The general requirements listed include each of the
components and the types of guestions to be answered in
each section, as well as the total points allotted to each.
The RFP will contain aqcopy of the evaluation forms to be
used by proposal readers, so that you know exactly how you

will be rated. If yca have a co-author or an outside

"reader™ and can spare even a day before printing and

mailing your proposal, ask for feedback to see if you have
addressed all components. Your department chair or a
practitioner in the field might provide valuable reactions.
You will find peer review well worth any extra time you
might need to make revisions. Be sure to tell your reader
exactly what type of feedback you want if you do not have

the time to make sweeping changes.

For instance, do you feel that the evaluation
component is the only section akout which you have
concerns? Do you need more help on the management

plan? Do you need assistance to support the

specific need for the proposal?
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You will develcp a much better proposal if you ask someone
to evaluate any parts of your it, even if the entire

proposal is not yet ready.

Steps of Review

1. Read the RFP carefully to determine which competition
most closeiy matches the priorities for your training
idea. Those priorities will be the guidelines which
you will follow for the development of your specific
proposal.

2. Note the due date for the specific competition which
you select. There is a clear and consistent rule of
thumb which may be applied to due dates.

The competition which you select will always have
the earliest dueldate, however the guidelines may
arrive near to the specified deadline.
Therefore, it is always necessary to begin the general
preparation process long before the due dates and
guidelines are in your possession.

3. Identify the exact guidelines and the number of points
assigned as values to the required components of the

. proposal differ by competition. Be certain that you
follow the guidelines for the specific competition you
have selected and carefully note the value assigned to

each section of the proposal.

13

|

A

I i

|

il i

- G O e O O uE A . s



Part I Section B
Determine the specific requirements required by the
awarding agency so that you do not have to scramble
for the information close to the deadline.
Read the RFP to determine the limit of pages for the
narrative section (coften 20 pages) and keep that
number in mind while writing.
Record exactly where to send the proposals, note the
deadline for receipt or postmark (this varies by
agency), and determine how many copies are required.
Make several copiles of the competition guidelines and
the budget forms. This reduces the panic which occurs

when either the guidelines or the budget forms and

other forms are temporarily misplaced. Keep a copy of

both the guidelines and the federal forms together in

a safe place.

Purpose Statement

Those who make it past this initial hurdle may still
find the total scope of what is required to be a challenge,
but the first steps in developing the proposal are usually
the most difficult. This manual is intended and designed
to help you through the entire process in a step by step

progression.
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The heart of the matter is the develcopment of thé

general idea or concept for the project. The most
important global guidelines for your idea are that: (a) a
documentable need exists, (b) you can gather enough support
for your idea to convince others you should get the award,
and (c) the scope of the project is possible to do (i.e.,
with grant support, you can garner enough other support to

make it happen).

The concept or general idea you have for the proposal
forms the basis for the purpcse statement.- There is no
single or best way to construct a purpose statement. This
clear concise purpocse statement is important because it
provides the basis for the entire proposal. The statement

frequently begins with a clearly identified need:

We need to train .

There is a need for more .

There is a shortage of .

Appendix I.B.2 includes purpose statements which have been
taken from successful applications. However, a clear
concise purpose statement sets the stage for development of

all the required components of the proposal.
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If there is an appropriate colleague who should bé
involved with your proposal, and you feel reasonably
certain that collaborating con this project would be
mutually beneficial, ask that person to join you in
developing the proposal. Collaboration can be of
assistance in terms of ideas, workload, professional or
political connections, and overall productivity. In fact,
your proposal will carry much greater weight if it includes
collaboration across disciplines, departments, schools, and

agencies.

It is advisable to have an initial brainstorming and

planning meeting (or split them into two) with as many
potential consumers and contributors as possible.
Contributors can help'write the proposal, or submit a
letter of support or intend to collaborate. Utilize the
existing relationships you have first, and then develop
relationships where new ones are needed. Your current
colleagues may be able to help you expand the circle of
involvement or impact. This way you can be sure your
project meets all parties’ needs and particularly the needs

of those who might benefit from this effort.

Remember: If you ask the questions, you have to be

prepared to do something with the answers.
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You may not be able to respond if the need does not meét
the scope of the present competition. However, all
requests that fall reasonably within the award’s intent

should be considered for inclusion in the proposal.

It is critical to stay within the spirit of the
competition. If your proposal’s purpose is removed from
the essence of the RFP’s priorities, then your chances of
getting funded are virtually nil, no matter how great your
completed proposal. At a different level, if your plan of
operation does not closely link with your purpose statement

and objectives, you are not likely to receive a positive

rating.

4. 8pecific Priorities Met
Be sure to highlight those aspects of your proposal
which meets competitive priorities described in the

announcenent.

"An application that meets one or more of these
competitive priorities is selected over applications
of comparable merit that do not meet these

priorities.”
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Part I Section B

This statement is significant. The more priorities which

can be appropriately and reasonable included as part of
your proposal, the better your chances for funding.
However, if you indicate that you plan to address specific
priorities, then your budget and plan of cperation should

clearly include and support the priorities identified.

5. General Overview of Proposal Development

When you have focused your concept and developed a
clear statement of where you are going (purpese), you are
ready to begin writing the proposal. The following is a
brief descr.ption of the five essential elements of a
proposal. Figure I.B.l1 presents a flowchart of these five
components. The figure provides a visual reference for
developing the total proposal. Please be assured that the
details for each component are discussed later in this

manual in Part III, Writing Components (a) - (e).
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Figure I.B.1
PROPOSAL COMPONENTS

CONCEPT OR IDER (PURPOSE)

(a) Impact and Nesd Btatensat {3¢ pts.)

significance of personnel needs

(1) E£vidence of shortages or

(11) Evidence of need to improve quality of
personnal

Impact of project on targeted need

() Projected graduates

(1) oOngoing prograns

(11i) New programs

(b) Capacity of Instutitioa (2% pts.)

Qualificatione of project diraector, key personnal
Time Commitments

Nondiscrininatory employment practices

Adequacy of resources, faciiities, supplies, equipment
Quality of practicum settings

Recruitment abilities

LEA interaction, early intervention agencies
Involvement with SEA, other IHE's,

other public/private agencles

* (o) Plam Of Operation (2% pts.)

& 2) Design and managewment

Relationship of objectives to purpose

Resources personnel allocation

Competency delineation and evaluation

& 7) Content and organization reflect current state

of the art

(4) Evaluation Plan (10 ptsz.)

{1) Appropriate to project

(2) Objectiva, quantifiable

(3) Evaluation data and student followup data
used to modify progras

(e) Budget & Cost-Effectiveness (10 pts.)

(1) Budget adequate to support project activities
(2) Custs reasonable in relation to objectives
{3) Plans for institutionalization

10
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Part I Section B
Specific Components
(2) Impact On Critical Present And Projected Need: (30

Points)

This section is where you provide the documentation
that convinces your readers that your purpose (the training
need you have identified) is worthy and appropriate. You
will need to be aware of the most up-to-date research and
provide local, state, regional, and national data to

support this section.

(b) Capacity Of The Institution (25 points)

In this sectiﬁn you must clearly describe specifically
how ycur institution can support what you indicated was
needed to be done in the impact statement. You must also
document with specificity how your institution can support
all aspects of what you outline in the Plan of Operation

section.

(c) Plan Of Operation (25 Points)

Here is where you describe the entire process for
reaching the stated purpose of the proposal. One of the
evaluative criteria included under this section is ¥ (3) How
well the objectives of the project relate to the purpose of
the program.” You should describe specific object;ves and

activities which ensure that the objectives will be met.

11
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(d) Evaluation Plan (10 Points)

The evaluation plan must allow you to determine if you
reached the project goals and the quality of attainment of
vour goals. The evaluation plan should also indicate how
evaluative information will be gathered and how it will be

used to modify program content or structure.

(e) Budget And Cost Effectiveness (10 Points)

This portion of the proposal is developed in
conjunction with the information presented on the budget
worksheets and the budget justification section. The panel
evaluatin§ your proposal will look carefully at project
objectives and activities and will consider how you have
allocated resources (both personnel and other resources
requested) to meet those objectives. It takes careful
planning in every compcnent of the proposal to ensure that
the end result is cost effective. Part IV, Budget

Development, contains specific directions for all aspects

of budget development.

6. A-Z of Proposal Preparation
A well developed proposal requires much planning and
gathering of a variety of information. A checklist to

guide in the proposal’s development is found in Part III,

Writing The Components.

12
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Part I Section B

Preparation for Writing

A. Data Gathering

There are a number of corellary activities that
accompany the writing. Time spent in obtaining
documentaticn ensures a quality proposal. The following
narrative provides a brief description of the variety of

data which is crucial to a successful application.

1. Institutional process approval and timelines.
Begin by identifying the institutional process for approval
of a proposal to be submitted to a federal agency. You
will also need to determine if the office(s) which will
provide approvals require a draft copy of the complete
proposal, or if an outline and an abstract, along with the

budget, is satisfactory.

2. Timelines. O©Once you have established the
appropriate offices from which to obtain the required
approvals and identified individuals within the offices,
you need to establish a timeline to meet the deadlines.

You will also need to establish timelines which ensure that
adequate time is provided for word processing and copying

of your completed proposal.
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B. Needs assessment

Your proposal will be much stronger if you include a
needs assessment or survey, which you use to accompany your
arguments for the need you propose to meet. Sample surveys
can be found in Part III, but consider such items as:

1. Assessment/Survey Developed

2. Assessment Mailed

3. Follow up to Mailing

4. Needs Survey Data Compiled for Use in Proposal

C. Input of groupé to be impacted by proposed
training

The input of various consumer or constituent groups is
very helpful in writing vour proposal. For example, a
meeting with key public school personnel who are working
daily with the target population for the proposal can be
helpful to identify training needs. Other community
agencies and organizations involved in serving the same
population may be awli<d to provide specific types of input
or information which will strengthen your proposal. Obtain
information and provide documentation which verifies that
no other Institutions of Higher Learning (IHE) in your
state (or in your geographic region) provides any training
in the area you propose. Provide a record of suggestions

and input made by the groups and identify the types and

14
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numbers of participants involved. Consider such jitems as:
Meeting Date Set

2. Meeting Held

3. Minutes of Input

4. Information Organized for Use in Proposal

e 2N B WmE NN N
|

D. Letters of support

Request letters of support from the individuals and

groups who participated in the meetings you convened to
obtain input, as well as from those individuals or groups
who participated in your needs assessment. You should
provide the individuals with an abstract of your project to

enable them to write a letter which specifically supports

what you propose to accomplish if you are funded. It is
also helpful if the individuals also note their
participation (or that of agency or organization) in the

planning sessions. Consider such items as:

1. contact individuals and agencies for support,
2. File in separate folder as returned, and

3. Make copies for appendix.

15
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E. Numerical suppoert data

Numbers are important. VYou will need to gather data
(local, state and national) to support your proposal. Such
data may be incidence or prevalence data which affirms the
numbers of students in the population which you plan to
serve. Or, it may be teacher vacancies, teacher attrition
data, or the number of teachers on waivers which supports
your contention for the need to increase the number of
professionals in a specific area. VYour State Education
Department, Health and Environment Department, local
college or university data bank, and a variety of other
state and community agencies and organizations are
potential sources of such support data. If such data are
not readily available, then the needs assessment or survey
noted earlier might be most helpful. Other information in
this manual provides sources which provide a variety of
information which is helpful in supporting national need in
a variety of areas. Consider such items as:

1. Local Data,

2. State Data, and

3. National Data.

le
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F. Literature review

You will need to provide a concise, but thorough,
review of literaturw pertinent to your proposal. This
information complements the numerical need data you present
and tells your reader you are knowledgeable about the area

in which you are proposing training.

G, Vitae development

Provide a one or two page vita for esch key member of
the project. 1If you are proposing the funding of a Project
Assistant, then you might want to include a vita of a
potential graduate student for this position, which shows
the quality of students available for such a position.
Tailor the short vitae to highiight the person’s
experiences, background, publications, special skills and
abilities which relate specifically to the proposed

training.

H. Agreement letters
You should include a written agreement signed by all
parties who are involved in a collaborative training

effort. The various parties to such agreements should also

provide support letters for your proposed project.
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I. Institutional capacity

You must provide information which supports the
capacity of your institution to meet the purpose and
objectives of your proposal. You need to provide a

description of the special features of your institution

which will provide specific support to your proposal. This

may include a description of your yeneral library, any
special libraries, computer labs or other technological
capabilities, audio-visual capabilities, practicum sites,
or any other special resources unique to your setting and

supportive of your proposal.

J. Budget development
The following are some specific items of information
which you must gather if you plan to request support:
1. Overall Budget Categories
2. Travel Policies & Regulations
3. In-state Travel
4. out of State Travel
5. Per diem
6. Lodging Regulations
7. Key personnel Salaries
8. Clerical Salaries
9. Graduate Assistant Regulations

10. Tuition (Credit hour costs)

18
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Part I Section B
11. Stipend Regulations
12. Fringe Benefit Rates

13. Special Project Needs.

K. Budget

The following are specific forms which will need

VUL L. S AT v 111

information and signatures. These are discussed in Parts

III, IV, and V of this manual:

1. Budget Detail
2. Budget Justification
3. Federal Budget Forms

Contributed Budget

5. Face Sheet

6. Assurances & Disclosure Forms.

Writing the Proposal

I

L Proposal Components ) =

Your writing efforts will be directed toward five

major categories. They are identified below and in Figure

|

I.B.1. Part III is devoted to these five components:
1. Impact Statement

2. Capacity =
3. Plan of Operation

4. Evaluation Plan

5. Budget & Cost Effectiveness.

| .
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M. Wordprocessing, editing, revisions |
Editing, rewriting, and wordprocessing will be ongoing
throughout the proposal writing stage. You will need to
identify individuals who will be responsible for the
various steps and be sure that resources are allocated to

ensure you will meet the proposal deadline.

Double-spaced documents are expected for easier
reading. In addition, larger typeface, boldface headings,
underlining of headings or key terms, and plenty of white
space provide a finished document which is easier to read.
Easier reading makes for greater comfort levels on the part
of reviewers and, thus should be an important consideration
in the preparation of the document. However, the space
limit sometimes makes it difficult to say everything in 20
double-spaced pages. Change the typeface to a smaller
print with more characters per line and place support data
in your appendices. Do your best to be as concise as
possible, so that you can stay within the prescribed limits
(if stated). Be sure to review the RFP for other
guidelines related to the physical presentation of the

proposal.

2 29
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N. Preparirg graphics |
Attractive graphics carry impact. Call upon your
college’s or division’s experts to assist you to develop
the graphics you need for charts, figures, tables, graphs,
or other visual messages. Become skilled yourself at
generating impressive graphic aids so that you can guickly

communicate the message you need to convey.

You can strengthen narrative and shorten it by
providing figures, charts, and tables which provide a
visual reference for your readers. There are many computer
software programs available which are designed to produce
excellent graphics (samples can be found in Part II of this
manual). It truly is to your advantage to take the time to
summarize information in chart form where appropriate. If
figures or tables do not work for the need or plan you are
conveying, you may have supporting paperwork {(reports,
numbers, instruments, meeting minutes) that shouid be

either:

1. excerpted within the narrative, or
2. referred to in the narrative and included in

appendix.
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0. Appendices
You should compile your appendices as you develop your
proposal. Appended material should clearly support
information in the narrative. Prepare a separate file
folder for each appendix and insert material you have taken
from other socurces or specific information you have

developed to support your proposal.

P. Order Headings
As you check your finished product for accuracy, be
sure the headings and subheadings fall into a consistent

hierarchy of order, as illustrated below.

IITI. MAJOR HEADING
(A) SJIDE HEADING
(1) Subheading

(i) Minor Subheading

Also, check to ensure that the headings and subheadings are

correct and complete for they become the table of contents.

I R}
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Q. Table of Contents

When you have almost completed your proposal, you
should develop your table of contents. Turn to the first
page (or monitor screen) of your proposal. On a blank
sheet of paper entitled "Table of Contents," write down in
order each of the headings, subheadings, and appendices
found throughout your proposal (see Appendix I.B.2). As
you write them, mirror the way they appear in the proposal.
For instance, if headings are capitalized and boldfaced,
leave them that way in your Table of Contents. Viewing the
listing in the table of contents can help you identiZy any
inappropriate headings or lack of parallel subheadings.
Under the heading of "Appendices," indent to list each
letter (e.g., "C") and then the title of each appendix
(e.g., "Vitae of Key Project Staff"). You should also
include separate listings of any tables, charts, or
figures. Finally, make sure that the numbers provided in
the Table of antents correspond to the page numbers in the

narrative.

R. Abstract
You must include a one page abstract of your proposal.
Include statements about the need for the project, the

objectives of your project, the proposed plan of operation,

and inform the reader of the project’s significance or
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intended outcomes. Examples of abstracts are included in

Appendix I.B.3.

Post-Proposal Writing Tasks

8. Geatting University Approvals

Most colleges and universities have developed
standardized "proposal routing sheets." These often
require you to detail your proposed budget again, list
faculty who will work on the project if it is funded, show
all university contributions, and obtain sign offs from
various administrators (chairperson, dean, provost). These
signatures indicate approval of the proposal, including the
budget, to the person who has the authority to sign the

federal forms.

T. Institutional sign-off

qu it is time to get signatures on the face page and
all other assurance and disclosure forms included with the
grant application package. Often it is helpful to the
official who needs to sign these forms to tag the pages
where signatures are required. This should avoid missing a
place for a necessary signature. Remember, these pages

with original signatures MUST be sent with your proposal.
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Part I Section B
U. “opying proposal |
You will need to make the correct number of copies as
stipulated in the RFP as well as copies for your

institution, your files, and yourself.

V. Verifications

This is the time to be compulsive. Check your copies
to be sure everything is included (budget forms and all
front sheets, table of contents, abstract, all components
of the proposal, appendices, etc.). It is a documentable
fact that copy machines frequently digest selected pages
or, sometimes, even complete sections. This is more likely
to happen when the proposal is copied in sections.
REMEMBER, THE ORIGINAL SIGNATURE MUST BE IN THE PACKAGE YOU

SEND TO WASHINGTON, D.C.

W. Mailing

Your copies may be sent in a well secured large
envelope or in a box secured with strapping tape. Provide
a label with the correct address (which is provided in the
back of the RFP) and be sure that the label is adequately
secured. Remember, this is the time to be compulsive.
Wait! Do you have the correct number of copies included?
SEND YOUR PACKAGE BY CERTIFIED MAIL AND REQUEST A RETURN

RECEIPT.

25 3:1
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X. Record Keeping -
Place the return receipt in a file with copy of your
proposal. Place the communication which affirms receipt of

your document by OSERS in the same file.

¥. Thank you
It is likely many people helped you meet the deadline.
This is the time to show your appreciation for their extra

efforts.

2. Waiting

Now you wait for months to find out the fate of your
application. If you were successful, you will receive a
phone call which tells you that the Department of Education
would like to make a phone appointment to negotiate your
award. If not, you will be notified by mail and should
write back requesting the reviewers’ comments for your

proposal.
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The Federal Register

(Insert Federal Register Here)
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ABSTRACT

The special education doctoral leadership progran

E described in this proposal responds to two dimensions of the
need for minecrity special educators: (1) a quantitive
dimension that addresses the severe shortages of minority

i! jsaderz and researchers in the gpecial education tield,
especially at the IHE level; and (2) a qualitative dimension ’
that focuses on the concomitant ljack of culturally diverse
jeadership and research paradigms that vould mzke IHE programs

i both more "user-friendly" and capable of producing graduates
competent in gulti-cultural leadership and research.

The proposed program would, thus, incorporate some unique
factors into the existing special education doctoral training
progran at the University of New Mexico. The monies requested
are for the development and implementation of these factors:
(1) a training component that seeks to recognize and develop
culturally diverse leadership and research factors such as the
holistic, wheel-~based teaching/learning mechodelogies common to
pany American Indian Populations (Locust, 1988); (2) a
compenent that addresses self-enpowernment vis-a-vis the
aftereffects of minority 1ife experiences; (3; active research
involvenent with nationally recognized mentors and minority-
focused research sites; and (4) peer mentoring modeled after
aspects of traditional Hispanic and American indian cultures.
No monies are sought for support of existing training
components; these components (e.9., existing courses and
training experiences) would, however, form a vital part of the
proposed program in order to enable students to receive
terminal degrees competitive with those of non-minority

~ students.

—~~
A}

& It is expected that the proposed program would impact
W = significantly in several ways, both locally and nationally:

(1} it would add 10-17 graduates to the currently limited
pool of minority jeaders and researchers in special
education;

(2) it would impact on an estimated non-minority
graduates for the university &s well, through the
integration of courses and structured interactions
between these students and progran students;

(3) results of student's research, both during their
training and aftervards, would add to the limited
pool of data on culturally/1linguistically sensitive
curriculum and materials; and

(4) it would produce data on effective, culturally

' diverse leadership and research paradigms at the IHE
level.

' BEST COPY AVAILABLE
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ABSTRACT

The primary purpose of this project is to develop trained bilingual/bicultural
l teachers or trained monolingual/meaocultural teachers, 0 work with young culturally and
linguistically different exceptional (CLDE) children and young timited english proficient
(LEP) children. Five project objectives have been identified to carry out the project
E puzpose:

3. To identify, screen, and accept a migimum of 10 snd & maximum of 25 trainces per
year for entrance into the training program for teachers of young (3-8 years)
culturally and linguistically differeat sxceptional (CLDE) children and limited
English proficient (LEP) handicapped children. ‘Both bilingual/bicultural and
monolingual/monocultural trainces will be selected.

2. “To recruit and fund § full-time and 7 part-time trainces, including both
bilingual/bicultural and monolingual/monocuitural individuals who will return to the
rural areas of the state to work with young CLDE/LEP children and to recruit, train,
and fund city and area residents in an effort to mect both rural and urban personnel
needs,

3. To develop and implement 28 interdisciplinary training sequence which will: (1)
provide trainees with the knowledge, skilis, and competencies identificd as
sppropriate to teachers of young CLDE childres 2nd LEP exceptionai children in rural
and urban New Mexico, 83 well 8s tespond to national norms and standards and state
certification requirements; (2) provide appropriate, varied, and continuous
practicum experiences that allow for meeting individual needs; (3) meet the needs of
trainces with various backgrounds and skill levels.

4. To refine existing competencies which delineate the muiticultural knowledge and
skills specific to personnel preparing for careers with young CLDE/LEP children, to
integrate competencies into the overall gurriculum, and to field test developed
competencies.

serve as samples which can be checked out by teachers, which will assist teachers in
meeting the needs of young CLDE children and LEP exceptional children who may
present unusual needs in terms of their bilingual/bicultural background, and
accompanying physical, medical, or chronic health probiems.

“The Project Activities/Timeline Chart identifies major project activities and clearly
assigns task and evaluation responsibility to individual project staf f members. A
comprehensive evaiuation plan (narrative) and specific evaluation questions (Appendix V)

have been developed to ensure appropriate project evaluation.

z i 5. To develop training packages to be utilized in coursework in core classes, or to

40
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5. Identifying Resources
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Budget, Disclosures,
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Minutes of Input
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for Use in Proposal
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Make Copies for Appendix

(E)
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DATA GATHERING PERSON
COMPLETE STEP RESPONSIBLE COMMENTS

6. Lodging Regulations

7. Key Personnel Salaries

8. Clerical Salaries

9. Graduate Assistant
Regulations

10. Tuition
(credit hour costs)

11. Stipend Regulations

12. Fringe Benefit Rates

13. Special Project Needs

(K) BUDGET

1. Budget Detail

2. Budget Justification

3. Federal Budget Forms

4. contributed Budget

5. Facesheet

6. Assurances & Disclosure
Forms
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COMPLETE

(L) PROPOSAL WRITING

PERSON
RESPONSIBLE

COMMENTS

1. Components of Proposal

Impact Statement

Capacity

iii.

Plan of Operation

iv.

Evaluation Plan

Budget and Cost
Effectiveness

Word Processing, Editing

and Revisions

Preparing Graphics

Appendices

Table of Contents

Abstract
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1. Institutional Signoffs

Duplication of Proposal
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Record Keeping

Thank Yous
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Section A

Building a Support System

A, Institutional

Institutional process approval and timelines. Begin

by identifying the process for institutional approval of a

proposal to be submitted to a federal agency. VYou will
also need to determine if the office(s) which will provide
approvals will require a draft copy of the complete
proposal, or if an outline and an abstract, along with the

budget, will be satisfactory.

Letters of support. Request letters of support from
the individuals who participated and groups which were
represented in the meetings you convened to obtain input,
as well as from those individuals or groups who
participated in your needs assessment. You should provide
these individuals with an abstract of your project, so they
are able to write letters which specifically support what
you propose to accomplish. It is also helpful if the
individuals also note their participation (or that of their
agency or organization) in your planning sessions or in

your needs assessment.




Part II Section A

B. LEA/SEA

Input of groups to be impacted by proposed training.

The input of various consumer or constituent groups will be
helpful in writing your proposal. For example, a meeting
with key public school pefsonnel who are working daily with
the target population can provide you with reslated data on
the needs of children. Other community agencies and
organizations involved in serving the same pogulation may
be asked to provide specific tyves of input or information
which will strengthen your proposal. Obtain information
and provide documentation which verifies that no other
Institution of Higher Education (IHE) in your state (or in
your geographic region) provides any training in the area
you propose. Keep a record of the suggestions and input
you received. Be sure to identify the groups, the types,
and the numbers of participants, s¢ this information may be

incorporated into your proposal.

Numerical support data. Numbers are important. You

will need to gather data (local, state, and national) to
support your proposal. Such data may be incidence or
prevalence data which affirms the numbers of students in
the population which you plan to serve. Or, it may be
teacher vacancies, teacher attrition data, or the number of

teachers on waivers which support your contention for the

34




Part II Section A

need to increase the number of professionals in a specific
area. Your State Education Department, your Health and
Environment Department, your local college or university’s
data bank, and a variety of other state and community
agencies and organizations are potential sources of such
support data. If such data are not readily available, then
the needs assessment or survey noted earlier will be most
valuable. Other information in this document and available
from the Alliance Clearinghouse provides some national
sources of information which might be helpful in supporting

national need in a variety of areas.

Cooperation with the State Education Agency, Other

THEs, and Other Public and Private Agencies. Some of this

information may have been provided under the Plan of
Operation or Adequacy of Resources. Regardless, it is
important to add information here that documents your
agency’s and your individual collaborations with pertinent
groups such as:

State Department of Education;

State-~designated lead agency under Part H of IDEA if

appropriate;

Other institutions of higher education (IHEs) such as

community colleges and universities; and,

Other public or private agencies linked to your

targeted need.

35
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Part II Section 2

In particular, how have you worked jointly with them in the
past, or how are you working together now, to identify
personnel, training, and other needs in your region? Be
sure to include parent groups and consumer organizations as
appropriate. List the exact role of you or your agency
when cooperating with any of the other entities. How often
do you work together and what form do those efforts take?
How will grant support lead to greater collaboration? How
will these collaborative efforts contribute to the
long-term impact of your project after external funding is

gone?

.
I :
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Part II Section A

3. Building a Generic Data Bank

A. Literature Review

Literature review. You will need to provide a
cﬁncise, but thorough, review of literature pertinent to
your proposal. This information complements the numerical
need data you present and tells your reader you are
knowledgeable about the area in which you are proposing

training.

I

Lt
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Part II Section a

B. Need

(a) IMPACT ON CRITICAL PRESENT AND PROJECTED NEED {30

points)

(1) Significance of the Personnel Needs

You have two suggested types of evidence to delineate
in this section. If your aim is to increase numbers of
trained personnel, then you need evidence of critical
shortages. If your purpose is to improve the competencies
of existing personnel, then you need evidence to show such

competencies are lacking.

(i) Evidence of critical shortages of personnel

A crucial component of your proposal must address the
needs that exist in your gservice area. This is necessary
in order to convince the readers of your proposal that your
institution, region, or state should receive the award.
Many writers have found it useful to divide this section

into national and local (including state) needs so that

data from both levels can demonstrate the need for the

project.
General needs. At the national level, your "General

Needs" section will draw upon findings that relate closely

to the area in which you are planning, such as training for

38

il




Part II Section A

ancillary staff or family interventions. You should draw
from a variety of resources to get thorough descriptions of

general need for your proposed efforts.

Experienced grant writers often draw upon recently

developed materials for a ready source of data.

Convincing data can be found at four possible sources:

1. The Alliance 2000 Project East and West Offices

have staff who are working on developing general

needs statements in major areas of concern.

Existing government, organizations, and agencies
data bases, such as the Department of Education’s
Annual Report to Congress which contains a wealth
of information about students, their characteris-
tics, reasons for leaving school, and projected
needs in the future.

The ERIC Clearinghouse and the National Information
Clearinghouse for Handicapped Youth (NICHY) possess
valuable data.

The curren; literature that is closely related to
your topic can be located by students and graduate
assistants and will provide a solid foundation for

your proposal.




The following

Part II Section A

are examples of the kinds of data that

are most critical and appropriate.

1. Numbers of
targeted.
Numbers of
Numbers of
categories
needs.
Numbers of
"match" to

Numbers of

vacancies in the profession you have

noncertified personnel on waivers.
students or adults in the target

so you can project present and future

teachers serving those groups and their
their constituents.

paraprofessionals or vacancies.

Breakdown of students/adults by demographic

categories

or special

(ethnicity, gender, age, severity level,

needs).

Projected needs in the future.

Outcomes data from follow-up studies.

Any other specific traits or needs pertinent to

your proposal.

Priorities in

relevant organizations (such as the

Council for Exeptional Children, National Association for

Bilingual Education, American Speech and Hearing

Association, parent organizations) or agencies (such as the

State Department of Education, Human Services, the

Commission on Higher Education) that relate to your

project’s purpose.

}
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Part II Section A

NOTE: A directory of relevant agencies and

organizatons at the national level is soon available

from the Alliance 2000 Project staff.

L hm i i

Specific needs. There are many sources of data
typically at the state level. They would be: :
1. State Department of Education Evaluation Unit (or
its equivalent);

2. Developmental Disabilities Bureau or Planning

1

Council;
3. State Association for Retarded

Citizens/Developmental Disabilities;

Disabilities;

5. Other representative agencies (e.g., Department of
Labor, Department of Health and Environment,
Division of Vocational Rehabilitation);

6. Organizations such as the Council for Exceptional
Children, National Association for Yound Children,
or council for Learning Disapilities; and

7. State committee for Comprehensive System of

Personnel Development (CS5PD).

E 4. Governor’s Committee on Concerns of People with
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At the local level, school districts’ data management
units may be helpful. Check with parent organizations
and community agencies related to your project as

well.

A common, but important source, of specific needs data
is a statewide, or local, needs assessment. A needs
assessment or survey does not need to be highly
sophisticated, complicated, or lengthy. It should,
however, provide information to directly support your case
for a critical present or projected need. Such a survey
provides one of the best means by which to ensure

comprehensive and representative input.

In addition, conducting a regional or statewide survey

carries a great deal of weight with readers.

42 6;2
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Mailing the surveys with stamped, pre-addressed return
envelopes, and then following up with postcards as
reminders, or phoning nonrespondents has proven
successful in some instances. One parent organization
serving rural citizens obtained best results by
mailing the form with a note first and then calling a
week later (where possible) to actually collect the
data over the phone. One district decided they would
do best by dividing up the forms among a team and
making office, school, or home visits to personally

gather the information.

(ii) Evidence showing significant need for
improvement in quality of personnel
If improving competencies of personnel is your aim,
you will need to compare the actual skills held by
personnel in the targeted specialty or geographic area to
the desired or needed skills. This comparison may be
accomplished in a number of ways. Review section (i) above

to get ideas about how to document both the general need

(the national picture) as well as the gpecific need at your

local or state level. Many of the agencies and
organizations listed previously may have information about

the lack of competencies among existing personnel.
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A survey would provide the most quantitative suppbrt
for the need to improve skills of personnel. A sample
Competency Survey is presented in Figure III.a.l. Three
responses are presented for the specific types of skills of
the target group. Three response colunmns parallel the
list. The first column (A) is to rate current skill levels
(as with a Likert 0-4 scale), and the second (B) is to fate
desired skill levels. Subtract (B) from (A). The final
column (C) is to document the discrepancy, if any, for each
skill. Distribute the survey to numerous members of the
pertinent groups affected by the lack of competencies such

as consumers, parents, staff, and administrators.
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Figure IIXI.a.i.

A

|

l

X

|

SAMPFLE COMPETENCY SURVEY SEGMENT

Please rate yourself (or your employees) on each
competency listed below, as follows:

Column A is for current skill level
Column B is for ideal skill level
Column C is for discrepancy between the two

Each rating scale ranges from 0 (skill is totally
absent) to 4 (outstanding level of accomplishment).

CIRCLE THE LEVEL THAT BEST REPRESENTS YOUR (OR YOUR
EMPLOYEES’) LEVEL OF SKILL IN COLUMN A, THEN CIRCLE
THE LEVEL THAT YOU (OR THEY) SHOULD HAVE IN COLUMN B.

Category & Specific Column A Column B Column C
Competencies Current Ideal (+-~)

l

!

3. BEHAVIOR MANAGEMENT

3a. Primarily uses positive

behavior management

techniques with all

students. 0123 4 012 3 4 -2
3b. Applies variety of

management strategies

depending on individual

students’ situations. 01234 012 3 4 -3

|

W

[
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Part II Section A

(2) Impact of Project on Targeted Need

(i) Projected number of graduates
One of the ways to demonstrate the possible impact of
the project on the targeted need is by projecting the
number of graduates of your program who will have the
necessary competencies and certification to affect the
need. Based on your budgeted tuition and other- support,

answer the following questions:

How many persons can you recruit?

Are there enough unemployed or underemployed
individuals in your service area who might be
seriously interested in being trained in this
field?

What about parents or educational assistants as a
recruitment source? 1Is there a ready pool of
potential recruits who might want to pursue your
“training program?

Did you make important contacts during your needs
assessment of who can help with the recruitment

process?
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Your projected number of graduates should be as high
as you believe is achievable given present resources
and those requested, so that you can show serious

potential impact on the targeted need. Be sure that

the number is reasonable and possible to accomplish.

(1ii) For ongoing programs, numbers of previous
graduates
If you have already been doing training in the

targeted area, do the number of previous graduates show a

trend that supports your projected numbers? Where and in

what kind of positions are the graduates currently employed

and how are they contributing to the targeted need?

(iii) For new programs, program features’ tie to
needs

Your evidence of potential impact should be delineated
by the specific features of your proposed project if you
are developing a totally new training program. Translating
this into action means you will need to describe how
closely project activities will affect the lives of the
target population. How closely will project activities
have an affect on the needs identified by your state’s CSPD
priorities, or any other pertinent organization’s
priorities? How are students with disabilities going to be

affected?
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It is appropriate to state what y. .elieve will
happen regarding the importance of the project and the
benefits it will generate, but you should tie your
statement to realities. Go back through your needs
assessment findings, if applicable, and explain how the
components of your project will influence those identified
needs. Be specific. For example, is it possible to tie
local or state administrators into providing either
informal feedback or formal evaluation of your project?
That might be one way to show the relationship of your

project to employers’ priorities and students’ needs.

Your next task is to outline your plan to help your
p. "gram graduates locate jobs in the targeted specialty or
geographic area. Links to your Career Placement Office
should be stated here, perhaps accompanied by a letter of
support or a description of services which you can include

in an appendix of your application.

This is a good place to refer to your letters of

support if they mention the project’s possible impact,

employment opportunities, or other relevant items.

. y
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A final way to document potential impact is to ouﬁline
the ways yocur project will insure that participants will
indeed gain the competencies needed to impact the targeted
need. Briefly summarize your monitoring and evaluation
strategies and other means by which your project will
graduate well-trained individuals. Much of this can be
accomplished by referring to support material which you
place in the application’s appendices, such as competency

matrices, measurement procedures, and evaluation tools.
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Part II Section A

Budget

Budget development. There are some pieces of

information which should be gathered before you begin

writing, or you will find yourself scrambling for

information at the last minute. Though the Budget

Development Document treats this information in depth, the

following are some specific items of information which you

must gather if you plan to request support:

1.

Travel policies and guidelines (in-state and out
of state),

Mileage rate,

Per diem,

Lodging policies,

Key personnel salaries (contract salary and number
of days),

Clerical salaries,

Other staff and graduate assistants,

Tuition and stipends,

Fringe benefits,

Special needs of project (e.g., studio time,

editing).
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D. Capacity

Institutional capacity. You must provide information
which supports the capacity of your institution to meet the
purpose and objectives of your proposal. You need to
provide a description of the special features of your
institution which will provide specific support to your
proposal. This may include a description of your general
library, any special libraries, computer labs or other
technological capabilities, audio-visual capabilities,
practicum sites, or any other special resources, unique to

your setting and supportive of your proposal.
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E. Vitae

Vitae development. Provide a one or two page vitae

i

for all key project personnel. If you are proposing the
funding of a Project Assistant, then you might want to
include a vita of a potential graduate student for this
position, which shows the quality of students available for

such a position. Tailor the short vitae to highlight the

K

experiences, background, publications, and other special
skills and abilities which relate specifically to the

proposed training.

|
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Part II Section B

1. Brainstorming

It is advisable to have an initial brainstorming and
planning meeting (or split them into two) with as many
potential consumers and contributors as possible (whether
they help write the proposal or simply submit a letter of
support or intent to collaborate). Tap into the existing
relationships you have first, and then develop
relationships where new ones are needed. Your current
colleagues may be able to help you expand the circle of
involvement or impact. This way you can be sure your
project meets all parties’ needs as much as possible,
particularly the needs of those who might directly and
indirectly benefit from this effort. Remember: if you ask
the questions, you have to be prepared to do something with
the answers. You may not be able to respond if the need is
not in line with the scope of the present competition.
However, all requests that fall reasonably within the
award’s intent should be considered for inclusion in the

proposal.
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2. Identifying Principal Investigator/Team

If there is an appropriate colleague who should be
involved with your proposal, and you feel reasonably
certain that collaborating on this project would be
mutually beneficial, ask that person to join you in
developing the proposal. You will be far better off in
terms of ideas, workload, professional or political
connections, and overall productivity. 1In fact, your
proposal will carry much greater weight if it is
collaborative across disciplines, departments, schools, and

agencies, than if it reflects narrow parameters.

(1) Qualifications and Accomplishments of the Project

Director and Other Key Personnel

This section should address the formal training of key
personnel. The documentation should include related
publications and professional contributions that are
pertinent to the project. It works best to have a
paragraph for each key person, starting with the Project
Director (PD). Start each paragraph with the person’s name
and what their role will be (e.g., "Dr. Adam will serve as

the Materials Specialist for the proposed project"). The

remainder of the items for each person might include:
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1. Amount of time projected for project activities,
both grant-supported and contributed by your
institution.

2. College degrees, or specific emphases or
coursework related to the target need.

3. Professional development experiences, such as
workshops, focused conferences, certification
training related to proposed training.

4. Work or volunteer experiences that resulted in
particular expertise of importance to the project.

5. Research studies, case studies, or other inquiry
endeavors related to the project.

6. Reference to selected works by the person that are
related to the project.

7. Participation in key task forces, advisory boards,
or other efforts that are major contributions to
the profession or area.

8. Personnel’s experience in training the targeted

group or specialty.

Finally, you should describe each person’s task and
responsibilities in the project. Thus, the relationship
between the person’s expertise and assigned duties will be

Clear.
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If some of your project personnel are not yet
identified, such as project assistants or research
coordinators, you can describe the pool from whom these
staff will be drawn. List the minimum qualifications they
will need and their responsibilities. You may want to
refer to several vitae in an appendix (such as doctoral or
master’s degree students or community professionals) who
represent willing or possible recruits for your staff

positions.

(2) Time Commitment of Each Person
How much time will each key person give to the
project? A personnel loading chart is often the best way

to visually depict each individual’s commitment because it

(Remerber some of this time can be a college or university
contribution.) Be accurate in your FTE (full-time

equivalents) allotments.

Be sure to plan adequate time commitment on the part
of all Key personnel, especially the Project Director.

A frequent criticism by readers is that the Director

is inadequately committed to the project.

56

allows readers to understand the overall workload quickly. Il




Part II Section B

Clerical/Secretary

Describe the clerical duties which this person will
perform. Include such things as correspondence, management
of project records, management of student records, typing,
and filing. The duties should be consistent with the FTE
you have requested in the budget detail and consistent with

the work scope of the project.

Other Staff

Staff positions should include the staff members’
names and degrees. Briefly mention unique skills which the
staff member will contribute to the project. These skills
should relate directly to the goals, objectives, and work
scope of the project. Describe specifically the duties of
the staff person. For example, "Dr. John Buck has 1l years
experience testing and designing programs for students with
severe or profound disabilities. He will be responsible
for teaching courses in assessment of students with
multiple disabilities. 1In addition, Dr. Buck will consult

with the project staff on designing programs for students

with severe or profound disabilities." Again, specify the

amount of time each staff member will commit and when the
work will be done (summer, fall, spring). A sample
personnel loading chart (and directions for its

construction) can be found in Part III, Section B, p.4.
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(3) Nondiscriminatory Employment Practices

Your proposal must reflect how you, as a part of your
institution’s nondiscriminatory employment practices, will
ensure that project personnel are hired without regard to
ethnicity/race, national origin, gender, age, or

disability.

I ‘
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3. Graphics

Preparing graphics. Attractive graphics carry impact
as well. Call upon your college’s or division’s experts in
assisting you to develop the graphics you need for charts,
figures, tables, graphs, or other visual messages. Better
yet, become skilled yourself at generating impressive

graphic aids so that you can quickly communicate the

message you need to convey. However, do not decide to

develop this skill while you are attempting to develop your

proposal!

You can strengthen narrative and shorten narrative by
providing figures, charts, and tables which provide a
visual reference for your readers. The appendix at the end
of this section contains examples of such graphics. There
are many software programs available which are capable of
allowing you to produce excellent graphics. It truly is to
your advantage to take the timg to summarize information in
chart form where appropriate. If figures or tables do not
work for the need or plan you are conveying, you may have
supporting paperwork (reports, numbers, instruments,
meeting minutes) that should be either:

-- excerpted within the narrative, or

-- referred to in the narrative and included in

appendix.
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Once the objectives are clearly stated, the next étep
is a description of the process by which the requested
financial support (personnel, materials, and other
resources) will be distributed to meet the various
objectives. This can be done efficiently by developing a
chart which delineates the project objectives and notes
timelines, activities, and how you will allocate resources

(please see Appendix II.B.1l for samples).

Such a visual is useful for at least four reasons.
First, it is very helpful in guiding overall proposal
development, including the budget allocations process.
During the initial development stage the chart serves as a
management tool for identifying the financial resources
required to support the specified project objectives and

activities,

Second, when the proposal is submitted, this chart
provides support for how you chose to distribute the
requested funds. It should be referenced throughout your
narrative, as appropriate. The budget figures, the budget
justification narrative, and the Project
Objectives\Timelines\Activities\Resource Allocations Chart

should all be in agreement.
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Third, such a chart also serves as a highly effective
visual reference for supporting project narrative in the
Plan of Operation Section. The project narrative for this
section can be more concise, because so much specificity
can be ﬁrovided in this one chart. In fact, this one chart
may be referred to as supporting information in several

sections of the proposal.

Finally, the inclusion of such a chart makes it much
easier to write a strong evaluation section, because the
tasks to be evaluated and the allocation of resources are
clearly identified. It is difficult to develop a good
evaluation component if it is impossible to determine what

should be evaluated.

—
A
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4. Specific Budgeting

A. Budget Detail

When you have gathered. the information essential to
developing your budget and have decided how to allocate the
total dollars you plan to request, you are ready to begin
the development of your budget detail. The BUDGET
DEVELOPMENT DOCUMENT (Part IV) contains a worksheet that
might assist you in developing your budget. When you
respond to an RFP, the average range of awards for specific
competitions are provided. Most proposal writers use these
estimated figures to guide the overall budget development.
Figure II.b.1 contains an example of a Budget Detail as it

would be prepared to accompany a proposal.

Some proposal writers include no specific section for
this heading or these two subheadings; they tend to believe
that the budget detail and budge* justification sections
address this topic adequately. However, it is quite easy
to include this heading, as well as the subheadings, and
provide the reader with a summary paragraph which points
out that the budget detail and budget justification clearly
support the overall project goal and the specific

objectives of the project. Refer the readers once mora to

the c¢hart which includes all information on objectives,

W
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activities, timelines, and resource allocations. You might
provide a summary statement of how much of the budget
provides support to students (if you have requested a great
deal of support in this area), or a statement which
highlights some other feature of your proposal. If your
institution or another agency has made noteworthy in-kind
contributions, this would be an appropriate place to

highlight such contributions,

The proposal must include long-range plans which
indicate how the proposed program will function when
federal funds are no longer provided. This ensures that
programs initiated with outside support will continue
beyond the final funding date of a specific award.
Provision of such a plan should not be overlooked in the

development of the total proposal.

If your institution has a history of beginning
programs wjth federal dollars and then continuing such
programs after termination of federal funds, such
documentation is helpful when you are requesting support

for a new program.
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A fourth procedure is to outline a specific plan which
will be implemented when the programs begins. Such a plan
would include specific information that would indicate how
local education agencies, other colleges and universities
in the area or region, and the State Education Agency or
other agencies or organizations will be working together to
ensure continuance of the program when federal dollars are
no longer available. Such a plan could be strengthened if
the proposal contains support letters or letters of
agreements from individuals who represent a variety of

agencies and organizations.
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I Part II Section B
l BUDGET DETAIL
FIGURE II.B.1l
I ITEM CATEGORY
COSTS TOTALS
PERSONNEL SATARIES & BENEFITS
I Project Director
.20 FTE X $54,000 $10,800
I 10 Summer Research Days X
$54,000/195 DAYS $ 2,769
Project Assistant
I $8,000 $ 8,000
Secretary
! .50 x $17,500 $ 8,750
Part time instruction
l 3 courses x $2,250 $ 6,750
TOTAL SALARIES $37,069
l *Fringe Benefits @22% of Salaries $ 8,155
Workmens Compensation
i Insurance
Fica
Retirement
Other Benefits
TOTAL FRINGE BENEFITS $ 8,155
TOTAL SALPRIES & BENEFITS $45,224

IRAVEL

1 trip to CEC in Washington, DC

for Project Director
Airplane Fare - Round Trip $880
Per Diem 4 days x $50 per day $200
Lodging 3 days x $120 per day $360
Ground travel and transfers $ 50

* Negotiated univesity rate for both faculty and staff.

63

l TOTAL TRAVEL $ 1,490
a




SUPPLIES

Office supplies
$40 per month x 12 months

Instructional Supplies
$60 per month x 12 months

Instructor Supplies
$50 per month x 12 months

video tape
20 cassettes x $4.20

TOTAL SUPPLIES

CONTRACTUAL

Consultants
$250 per day x 3 days
Per Diem 4 days x $30 per day
Lodging 3 days X $100 per day
Airplane Fare
$650 per round trip

TOTAL CONTRACTUAL

OTHER

Telephone
Long Distance Charges
$25 per month x 12 months
Phone line costs $20 per month

Student Stipends
10 students x $200 per month
X 12 months

Student Tuition
Academic Year
10 students x 12 hours
2 semesters x $85 per hour

Summer School Tuj "ion

10 students x 6 hours x $85
par hour

66
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$ 480
8 720
$ 600
8§ 84
$ 750
$ 120
$ 300
8 650
$ 300
$24,000
$20,400
$ 5,100

$1,884

$1,820
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Project Assistant
Academic year
12 hours x 2 semesters x $85
per hour

Project Assistant
_Summer school
6 hours x $85 per hour

Copying
$45 per month x 12 months

Film Rental
1 day x $70/day
1 day x $130

Recruitment
Flyers & Borchure
Newspaper ads
Campus paper - 2 ads X $40 each
Local Daily 2 ads x $55

TOTAL OTHER
TOTAL DIRECT COSTS

INDIRECT COSTS
Total direct Costs x 8%

TOTAL CHARGES

Part II Section B

$53,680

$104,098

$8,328

$112,426
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5. Identifying Resources

(4) Adequacy of Resources, Facilities, Supplies, and
Equipment

This section requires specific facts about the
physical support that your agency, and any participating
agencies, plan to commit to the project. Describe the
types of facilities (eg., offices, classrooms, computer
labs) and equipment (eg., microcomputers, file cabinets,
audiovisual) that will be provided and where they are
located. Outline which project staff will use which
equipment and facilities. It is important to specifically
define how these facilities and eguipment will support

project objectives and activities.

3 description of the rescurce materials to which
project staff will have access should be included. Are
there print, software, or audiovisual collections available
and where are they? 1Include a description of available
telecommunications '‘such as electronic mail systems for
information gathering and dissemination and distance

education support.
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All pertinent library collections should be described.
Be sure to include the expertise and data found in other
departments at your campus or at other locations, such as
the regular education, bilingual education, counseling,
family studies, and educational adainistration units. For
example, these units may be a crucial source of these types
of information and materials: needs data, video and print
training materials, computerized data bases, and other such

support materials.
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FIGURE 6a
4 SUSPENDED OVER PAST THWO YEARS
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£ of Graduates by Year

1978
1979

3985 - 2
1986 - 6

1981
1982
1983
1984 6
0

1988 =~ 7
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2
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7
3
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Total 8

Ethnicity and Gender
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tlgure 1
Project Activities/Timeling
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(a)

(b)

(c)

(d)

IIXI

WRITING THE PROPOSAL

Conmponents

Impact on Critical Present & Projected Need (30)
Appendix

I7I.A.1 Sample Needs Agsessments/Surveys
Capacity of Institution (25)

Plan of Operation (25)

Appendix

III.C.1 Sample Plan of Operation
Evaluation Plan (10)

Appendix

III.D.1 sSample Evaluation Questons

Budget & Cost Effectiveness (10)



Cemponent (a)

IMPACT ON CRITICAL PRESENT

AND PROJECTED NEED

(30 points)

(1) Significance of the Personnel Needs
(1) Evidence of critical shortages of personnel
(ii) Evidence showing significant need for
improvement in quality of personnel
(2) Impact of Project on Targeted Need
(1) Projected number of graduates
(ii) For ongoing programs, numbers of previous
graduates
(iii) For new programs, program features’ tie to

needs
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Part III Secticn A

(a) IMPACT ON CRITICAL PRESENT AND PROJECTED NEED (30

points’

(1) Significance of the Personnel Needs

You have two suggested typsas of evide:i.e to delineate
in this section. If your aim is to increase numbers of
trained personnel, then you need evidence of critical
éhortages. If your purpose is to improve the competencies
of existing personnel, then you need evidence to show such

competencies are lacking.

(i) Evidence of critical shortages of personnel
A crucial component of your proposal must address thc

needs that exist in your service area. This is necessary

in order to convince the readers of your proposal that your
institution, region, or state should receive the award.
Many writers have found it useful to divide this section
into national and local (including state) needs so that
déta from both levels can demonstrate the need for the
project.

General needs. At the national level, your "General

Needs" section will draw upon findings that relate closely
to the area in which you are élanning, such as training for
ancillary staff or family interventions. You should draw

from a variety of resources to get thorough descriptions of

general need for your proposed efforts.,
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Part III Section A

Experienced grant writers often draw upon recertly

developed materials for a ready source of data.

Convincing data can be found in four possible sources.

1. The Alliance 2000 Project East and West Offices
Staff, who are working on developing general needs
statements in major areas of concern.
Existing data bases in government, organizations,
and agencies, such as the Department of Education’s
Annual Report to Congress which contains a wealth
of information about students, their characteris-
tics; reasons for leaving school, and projected

needs in the future.

Valuable data are available through the ERIC
Clearinghouse and the National Information
Clearinghouse for Handicapped Youth (NICHY).

Current literature closely related to your topic

which can be located by students and graduate

assistants.

X
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Part III Section A
The following are the kinds of data that are most
critical and appropriate.
1. Numbers of vacancies in the profession you have
targeted.

Numbers of noncertified personnel on waivers.

Numbers of students or advlts in the target

categories so you can project present and future
needs.

Numbers of teachers serving those groups and their
"match" to their constituents.

Numbers of paraprofessionals or vacancies.
Breakdown of students/adults by demographic
categories, (ethnicity, gender, age, severity
level, or special needs).

Projected needs in the future.

Outcomes data from follow-up studies.

Any other specific traits or needs pertinent to
your proposal.

Priorities in relevant organizations (such as the
Council for Exeptional Children, National Association for
Bilingual Education, or parent organizations) or agencies
(such as the State Department of Education, Human Services,
or the Commission on Higher Education) that relate to your

project’s purpose.
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NOTE: A list of relevant agencies and organizatibns

at the national level is available from the Alliance

2000 Project staff.

Specific needs. There are several sources of data at
the state level. They would be:

1. State Department of Education Evaluation Unit (or
its eguivalent).
Developmental Disabilities Bureau or Planning
Council.
State Association for Retarded
Citizens/Developmental Disabilities.
Governor’s Committee on Concerns of People with
Disabilities.
Other representative agencies, e.g., Department of
Labor, Department of Health and Environment,
Division of Vocational Rehabilitation.
Organizations such as the Council for Exceptional
Children, National Association for Young Children,
or Council for Learning Disabilities.
State committee for comprehensive system of

Personnel Development (CSPD).
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At the local level, school districts’ data management
units may be helpful. Check with parent organizations
and community agencies related to your project as

well.

A common, but important source, of specific needs data
is a statewide, or local, needs assessment. A needs
assessment or survey does not need to be highly
sophisticated, complicated, or lengthy. It should,
however, provide informaticn to directly support yocur case
for a critical present or projected need. Such a survey
provides one of the best means by which to ensure

comprehensive and representative input.

In addition, conducting a regional or statewide survey

carries a great deal of weight with readers.

Examples of needs assessment instruments are included in

Appendix III.A.1

(
‘N N

* tPAruiText Provided by ERIC
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Part III Section A

Mailing the surveys with stamped, pre-addressed return
envelopes, and then following up with postcards as
reminders, or phoning nonrespondents has proven
successful in some instances. One parent organization
serving rural citizens obtained best results by
mailing the form with a note first and then calling a
week later (where possible) to actually cecllect the
data over the phone. One district decided they would
do best by dividing up the forms among a team and
making office, schocl, or home visits to personally

gather the information.

(ii) Evidence showing significant need for
improvement in gquality of personnel
If improving competencies of personnel is your ain,
you will need to compare the actual skills held by
personnel in the targeted specialty or geographic area to

the desired or needed skills. This comparison may ba

accomplished in a number of ways. Review section (i) above

to get ideas about how to document both the general need

(the national picture) as well as the gpecific need at your
local or state level. Many of the agencies and
organizations listed previously may have information about

the lack of competencies among existing personnel.
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Part III Section A

A survey would provide the most quantitative support

for the need to improve skills of personnel. A sample

Competency Survey is presented in Figure III.a.l. Three
responses are preserted for the specific types of skills of
the target group. Three response colunns parallel the
list. The first column (A) is to rate current skill levels
(as with a Likert 0-4 scale), and the second (B) is to rate
desired skill levels. Subtract (B) from (&). The final
column (C) is to document the discrepancy, if any, for each
skill. Distribute the survey to numerocus members of the
pertinent groups affected by the lack of competencies such

as consumers, parents, staff, and administrators.
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Figure III.a.l.

SAMPLE COMPETENCY SURVEY SEGMENT

Please rate yourself (or your employees) on each
competency listed below, as follows:

column A is for current skill level
Column B is for ideal skill level
Column C is for discrepancy between the two

Each rating scale ranges from 0 (skill is totally
absent) to 4 (outstanding level of accomplishment).

CIRCLE THE LEVEL THAT BEST REPRESENTS YOUR (OR YOUR
EMPLOYEES’) LEVEL OF SKILL IN COLUMN A, THEN CIRCLE
THE LEVEL THAT YOU (OR THEY) SHOULD HAVE IN COLUMN B.

Category & Specific Column A Ceclumn B Column C
Competencies Current Ideal (+-)

3. BEHAVIOR MANAGEMENT
3a. Primarily uses positive

behavior management

techniques with all

students. 012 3 4 012 3 4 -2
3b. Applies variety of

management strategies

depending or individual

students’ situations. 01234 012 3 4 -3
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Part IYI Section A

(2) Impact of Project on Targeted Need

(i) Projected number of graduates
One of the ways to demonstrate the possible impact of
the project on the targeted need is by projecting the
number of graduates of your program who will have the
necessary competencies and certification to affect the
need. Based on your budgeted tuition and other support,

answer the following questions.

How many persons can you recruit?

Are there enough unemployed or underemployed
individuals in your service area who might be
seriously interested in being trained in this

field?

What about parents or educational assistants as a

recruitment source? Is there a ready pool of
potential recruits who might want to pursue your
training program?

Did you make important contacts during your needs
assessment who can help with the recruitment

process?
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Your projected number of graduates should be as high

as you believe is achievable given presént resources
and those requested, so that you can show serious
potential impact on the targeted need. Be sure that

the number is reasonable and possible to accomplish.

(ii) For ongoing programs, numbers of previous
graduates
If you have already been doing training in the
targeted area, do the number of previous graduates show a
trend that supports your projected numbers? Where and in
what kind of positions are the graduates currently employed

and how are they contributing to the targeted need?

:“w‘ .

(iii) For new programs, program features’ tie to
needs

Your evidence of potential impact should be delineated
by the specific features of your proposed project if you
are developing a totally new training program. Translating
this into action means you will need to describe how
closely project activities will affect the lives of the
target population. How closely will project activities

have an affect on the needs identified by your state’s CSPD

l |
i [
l z '

priorities, or any other pertinent organization’s

priorities? How are students with disabilities going to be

affected?
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Part IXI Section A

It is appropriate to state what you believe will .
happen regarding the importance of the project and the
benefits it will generate, but you should tie your
statement to realities. Go back through your needs
assessment findings, if applicable, and explain how the
components of your project will influence those identified
needs. Be specific. For example, is it possible to tie
local or state administrators into providing either
informal feedback or formal evaluation of your project?.
That might be one way to show the relationship of your

project to employers’ priorities and students’ needs.

Your next task is to outline your plan to help your
program graduates locate jobs in the targeted specialty or
geographic area. Links to your Career Placement Office
should be stated here, perhaps accompanied by a letter of

support or a description of services which you can include

in an appendix.

This is a good place to refer to your letters of

support if they mention the.project’s possible impact,

employment opportunities, or other relevant items.
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A final way to document potential impact is to outline
the ways your project will insure that participants will
indeed gain the competencies needed to impact the targeted
need. Briefly summarize your monitoring and evaluation
strategies and other means by which your project will
graduate well-trained individuals. Much of this can be
accomplished by referring to support material which you
place in the appendices, such as competency matrices,

measurement procedures, and evaluation tools.
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Appendix III.A.1

Sample Needs Assessments/Surveys




“PHONE

R AGENCY
IUMTER OF PARAPROFESSICHALS D007
LEGEND
!.ease rate the competencies according to how you see its {mportance for a
araprofessional who works with handicapped individuals.

o 1 2 3 4 5
Not Slightly Somewhat Definitaly Extremely
Rpp! fcable Important " Important Impoertant Important Important

" Topfe: Basic Spectal fducarion Principles sng m:«m;: .

Competencies

~Knowledge of terwirology sssociated
with special educetion § descrips
tions ef various hsndicapping
conditions

~Ability to define and apply prine
ciples of confidentiality, legal
responsidility, and accountabiltiy

~Knowledoe of appropriste approsches
for intervening with effects of
ditadling conditions

~Xnowledge of current legislation
regarding services to iadividuals
with Special meeos

~Enowledge of community resources
providing services to people with
special meeds

~Ability to foster Yiason Batween
agency and home and betmeen agency
and cosmnity

~Ab{1(ty te tdentify and access
professional organizations, as
well a3 cormunity resources of
value (o program and students

~Ability te develop spectific avenues

for parents tc become involved in
planning for their children

» BEST V.
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Topies
Ceapatencias

«0enonstrate rappost with getudents
in all sottings

=tgintaing positive expoctations
of studenta‘achievaments

afttends to studants'® concarng
ovalues the lsarning process

oDimonstrates understanding of
students’ fremes of relerences

=Establishes mutuality and
gapport with studenta

=Links instructional procsss to
atudert concerns

~gtructuresd processes 20 facilitate
studenta’' sctive lsazning

=Adapts tc situstisnal demsndag
—Respondy to monverbal cues

=Ability t0 asscms interpasonal
and socisliizatlion necde of atudents
and plan accordingly

~abillty to teach problem-sclving
skiils sppropriste to students’
leval of functioning

«Adiiicy %¢ recognize {ntersctions of
own feslings and styles wizh student
eplsodes of Lrancropriste behevior

aues for 3evere BDehsvior Disorders
Compatencies

«-Abilizy to distinguish betwesn
sctin' out behaviors ond
actua savere bhehsvior disordersg

«~Abili v 20 assist in developing
behsv oral aanagement plinsg
which sre maximally appropriate
for each atudant

«Ability to impleaent ané evaiuste
interventions in collaborstion
with co-workers and families

-Ability to implement intervention
techniques targeted for carryover
into siudants' other enviconments
(it applicable) through closaly
coordinated effores with othar
service providers and/or psarants

=Ability to describe and utilize
appropraiate restraint and seclneion.
techniques whon necessary

~Kknovledge ol the behavicrs snd
patterns typically exhibited by
each category of individuals with
severe behevior problame: those
labelled as autistic, the laarning
dissbled vith severe behavior
problems, emotionally disturbed,
mentally 113, acting out

-

Technigquas for Soctal and Crotionsl Develooment of Zxceptiondl Students

Total MHean
K b ¢

4 5 Db 4T

4

Th 450

T 438
% 4l

73 4.9
2 433

3 4.08.

3.89
73 436

B 4.2

73 3.90 .

73 3.89

T3 409

N
3. 4610

73

74

L

Total Me&ns
b4




Basic tiethods

and Materials

~bility te describe role node ) ing
and 1ka place within the behavier
of o syacich sducation pecatwolesstional

“Asszsonent of individus) grovelhs fg
terns of individusl
a¢hieyenent,

AB1LSty to write bohsvieral abjectiven
ol assiee ia settiay oals

<~Abllity to fermelly zecsure student
aspabilitien sad progrocs

Topic: Parsorofestsioasl Rolae and Interactions

Sompetencies

~Abllity to recognize end desl wich
one‘s cwn faelings regqarding
hMrdicappad individusls

=Abilicy to elfectively carey out
" dnstructions from field site
supsrviasor

=Participation as o teen wemdar in
planning of classroon ectivitien

~Oexcnstrate avizeress of parent~
teacher relationships and the

responsibilities and problems
which aco involved

=Retovgaition of the valuea of cone-
otructive cciticiam or suggestions
fcom supezvisor(s) ard abiliey to
taapond spproprintely

=Fflaczive communication in oral and
written fora with ptalf, students,
4nd others ia course of work

=-Denonetrate undeoratanding of the

relels), responsibiliciae, and
1isitations of & special oducation
pacaprofessional

*
~hssmption of responsidiiicies In
field eatting os needed or iadiceted

=Aility ta incorporate cuitursl &
linguistie diversity 4n sctivities

~ldeatilication of pelee and fenctiona
[ 14 lacerdisciplisary team

=ABIlity te rocwgning and allainate sex,
class. vace, ar disadliity etersotyping
4o activities ond progran

=Assumption of rele as responsible,
participsting eweber of sacrvice
delivery tocm

«Ahility o support adjustment end
functioning of faailies of handi~
sarped parsone

11

1
Total Hei-n

N

72

/

3.57
3,16

2,99




I
:

Topie: Major Characteristics and Educationsi Meeds of Caceptional Populations
Competencies - ;

© *Trotal: Mean
~Adility ta fasure physical and )

N
perseml safety and well-belng of 3 & 35 72 4.67
eoch student

“Ab11ity to provide sefe, beslch
uvem{nau for students y S 72 LS50

~Knowledoe of facters interfaciag

073
with aoraal development relsted n 3
to 61320 g ecnditions

~Ability to fdentify and descrive T 2.92
4!l major Mndicapping condttions

24
“AbiYity €9 8ssist cllents im physical 72 4
care tasks ag aeeded

=Ab114ty to plan an appropriate 3.64
éatly schedule of sctivities for

an {ndividual or saall group of

students

Topie: Posictve Behavior Msnygorent Pringiples snd Practices
Competoncies

=Rnowledoe of basic principles of
betavior Ideping and clessroca
Ssnigement

-Ability 2o react with {lexibtltey,
crastivity, and sensftivity o
chonging situations axd needs

«Appropriste utilization of dehavior
asnagemnt techaiques in the
classroom a7 1nstitutton

“Auflity to hely arrange environment
to facilitate learning and/or
Sevelopment

~Ability t0 manage students'
b navier effectively

~Abi ity t6 Nold sivdents dccomtadle to
their Best lesrning interests

«AbiTity to wso role-acdeling
apprarplately

411ty te determing which
behaviars are appropriste to sodel.

- - - -
. b . w
o, R Y RN




Topics Therspeutis Yechnigues for Saverely/Profoundly gnd Multiply Handicipped Students

Compatancies Total Mean

<knoulodge cf mpormal grovth and s
developaent, .processas in ssnsory, vi 3.69
2hyslen1/notev. asit-help, 9

ntellectual, medical, and social
areas

=Ahility 0 critically observe amd
intecpret behaviors and axpressions 72 3,67
of severaly/profoundly f{avolved ¢
studante 1n an accurate manner

=idility o translete absezvational

dats into slgnificent inlormation 12 344
for inclusion ia planning of cach

student’s gonls, cbjectivas, and

activitias

=Abiiity to sssist facerdiaciplinary
tean in planning, isplemanting,
ard evaluating spacific intervantion
strategies promoting caximus gzowth
by eoch student

-Abilit{ to coomunicate effectivsly

in oral and written form with
9taff, other loecal protassionals,
studanis, end their families

=Knowledga of the correct positioning,
handiing, and therapesutic feeding
tachniques requized by each ustudent
for optisal develcpment

=AbLiity to communicnte in Spanish,
ool merni=. . Native Aserican language(s), Sign = - -
©TtSeTe s =" LlLanguage, snd/or aymdol, pictuce, °°
or printed gyitem displayed on
communication boards .
- .
Topics jnnie Kethods and Myterials for Assesamant, Planning, and Intervention

Competencies

~Demonstrate gwarenese of general
training prosedures sssociated with 0 1 2 3 4 5
acsdenic, se¢llf-help, motor, and .

.social skills

=Abllity to soniter {ndividual
instructionsel programs

-Ability te collect obsecrvationsl
data and provide {eedback reqarding
atudenta® behavior .

~Ability to conduct small group
ectivity or individual .ctlvit{
from field site supscviscc's plans

*Knowledge of material, equipment,

sctivity, ond arwvironmental aodifi- 3,9
cations indicated by various handi- ¢
capping conditions

~Ability to develop and carcy out
lesssn plans 1n 2 wide range of
curriculum areas : T2 3074

~Ability te develop and voe appropriate
leconing asteriale ' 72 3.MN

«Creation of spnropriote Jearning
anvicensents for iadividusl stuwdenta 0 1 2 3 4 5 72 3.83

oty 120.
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Other competencfes you believe are relevant:

What ways can your agency or organization provide support to help f{mprove
the state of the art for paraprofesgional workers and their effforts?

26 Establish s career ladder that would reward paraprofessfonals for
upgrading their skills

28 Improve status based on a combination of educatien and experience

_14  pay tuition costs
_55  provide {n-service education
| _21 a) At UM
52 _b) On site at the agency
83  provide release time for {n-service training

13  pay for books

C————

14 pay transprrtation costs to UNM

37  gncourage and support monthly or qdarter1y meetings of paraprofessionals
to promote communication, {dentification of needs, and establishment of
& support group

35 paythorize and provide quality supervision of {nternships

'*.i*i**i..#t**iﬁﬁﬁiitﬁﬁiit**t***i*tﬁ***

43 Please check 1f you would like to receive copies of other states' and
agencies' career ladders for paraprofessionals.

21 Please check if you would like the paraprofessional training program
staff to meet with you to describe the program, advise regarding the
development of a career ladder, or 2id in the establishment of para-
professional support groups.

43 Pplease check {f you would 1ike the results of surveys compieted by aides
regarding expressed needs for trafning, role clarification, and rein-
forcement systems.

Thanks again,

Ginger Blalock
Susan Holburn




PARAPROFESSIONAL LEARNING NEEDS SURVEY _
The purpose of this survey is to help your employing agency and th
UNMY Paraprofessional iraining Statewide Network decide how best to
meat your inservice training needs. We want to knovw first about
£he most important content for training. We also need to know
about the bast times for training. These are anonymous surveys
that will be nzed te plan workshops for you during the 1989-90
school year. Thank you for -your time.

Do you feel 2 need for additiona) training in order to do your
Job effectively? Yes No

If.."yes,“ what areas of training do you need of want? Please
rate them from }) (most important) to 3, (least important).

a. Communication with clients or students
‘b. Compunication with professionals
c. Working with families of the disabled
da. Working with families of different cultures/languages
®. ¥nowledge of various handicapping conditions
#. Enowledge of special education philescphy and policies
g. Use of different assessment methods
h. TUse of different teaching or intexrvention methods
4. TUse of a range of teaching materials
4. Use of audio-visual equipment.
k. Positive behavicr management principles
3. Management of a learning environment
m. ¥nowiedge of appropriate roles and responsibilities of
tsachers and assistants
n. School/agency organization T
o. DPublic Law 94-142 and Section 504 of 1973 Voc. Rehab. Act.
- po  Problem-solving techniques and activities .
q. First aid and CFR training
. Xnowledge of normal child development
8. K.nowledic of normal adolescent and adult development
t. Iagal rights of disablad clients or students - :
u. legal xrights of paraprofessionals sexrving the disabled
v. Task analysis procedures :
V. gkills in writing behavioral/learning cbjectives
%. Skills in planning activities and programs
y. Knowledge of social/emotional development
2. Techniques for working with severe behavior disorders

a2. Techniques for working with severe physical and multiple
handic

$
bb. sign oﬁother language(s) Which?
cc. Community based instruction

dad. Work-study or job coaching instruction
ee, Other

b
2.
Y
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Would you be willing to have an {nstructor observa and
evaluate you on the job as part of s supervised internship?

Yes

Please rakte the three (3) best ways by which you learn in

classes (i=zmost effective): .
*  piscussion small group actlivities ,

Filns and videotapes . Projecte oxr papers

Role-playing Readings
Lecture Combinations of___ & ___

simnulation activities Other

. what training format for a course of courses would bast £it
your schedule and other iife demands? (Check all that apply)

. R -
Y . _ .
. | .
1 I
. PR Y KR ——

- & Late afternéon
b. Evening

C. Morning
4. i1 session (3 hours) per week for 1§ weeks

e. 2 sessions (1 1/2 hours each) per week for 16 wveeks
> 8 3 gessions (1 hour each) per veek for 16 weeks
g ¢ saturdays (8 hours each) for 6 weeks

h. 12 saturdays (4 hours each) for 12 weeks

i, . Daytime during summers only

.4.. oOther: - .

a. Weekend workshop (12-16 hours)

b. 2-4 Saturdays (6-8 hours each)

C. 1 night (3-4 hours) per week for «-6 weeks

d. 1 day (3-4 hours) per week for 4-6 weeks

e. fotyer \

T e ""‘:' . * . -8 °.'. . ‘. .« *e o o- - . ‘.
. please rate from ] to 3 (1=most important) the importance of
the following incentives for you to pursue additicnal

training:
a. Tuition reimbursement ___ 2. Release time for
.b. .Reimbursement -foxr books - classes - .

C. Transportation provided ___ g. Career ladder with

d. Mileage reimbursement levels based on

e. Onesite courses combined
: education and

experience
1. Should your district or RCC hold a session for teachers on
working with paraprofessionals? __Yes No

2. Should this be done jointly with the assistants? Yes

~OMMENTS 2

PLEASE RETURN THIS SURVEY TO: BES
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The University of New Moo

Dopariment of Spevial Eduvation UNIVERSITY OF NEW MEXICO

s e, Nag WA DEPARTMENT OF SPECIAL EDUCATION

4508 273018 NEEDS SURVEY FOR TRANSITION SPECIALIST DEGREE PROGRAM

. Do you sec 2 need for this training? x Yes No
Yes, under certain condition (explain):

If ®yes®, what topics/skill aress would need to be included?
2. How many persons in your LEA or commupity sgency would likely participate? &:

What roles do they cursently fili? E

. Are thers people in your community who would be Jikely candidates to participate?
& No Yes
If *yes®, how many? What roles do they fill now?

4. What other kinds of support, in sddition 10 financial (through tuition and small
stipends), would participants from your area need?

s, Would your agency be willing to collaborate to support such training?
Yes No

! .
E Vas, vades ceriain conditions {explali):

What form(s) of support would your sgency provide? &&04,

6. What kinds of jobs would project graduates do in your district
or agency?

{ LEASE COMPLETE SECTION BELOW & RETURN BY FEB. 18 TO:
Ginger Blalock, Dept. of Special Education,
University of New Mexico, Albuquerque, NM 87131 1-277-5119

DISTRICT OR AGENCY: . y
N = . e
l Phone:

Contact Person:__ ) :
Address: EQ); - - 1 7 . City/Zip: | | .. - -
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Services to Students with Severa/Profound Handicaps

Y

A, OBJECTIVES OR DUTCOES 5. CHILD FIND

1. Is your Child Fied activities {14 you pudlicize

your ectivities theoogh
Weus releases la & local paper
Local radio public service anacuncesents

o Letters te all citlzens n your €istrict
$chool sews latters

1. Do you have specific outcoses or goals witten
§or the vorious exceptionstities, including students
with savere/prefound Mandicaps?

s —

h et

1§ Yes, would it be possible for a8 te wite you te ?

sbtaic a copy? Yes ____ W

Gthar
Gould yea share yeur inforsstion 1§ roquested?
: Yes . B ...

Hos 914 you éeteraine these goalis?

Biven that the SOE estsdlishes procedures for

16 w0, ¢o you feel thig would serve any purpose in
establishing goals for these students?
Yos ¥o ot Certain

2. ¥y school district éoes ___._ does act
follou-up special education students who exit public schools.

3. By scheol district ____ Coes _____ dous sot hive
the rasources to followup special education students
who exit the public schools.

Child Find, what activities do yod endertake to

facilitate the locating of children fros hirth?

.. Screening Clinics at jocal Beclth Fairs

.. Special evants with posters on preventicn

... Coordinatioa with focal agencies and
Pediatricions

Do you feel these activities are useful ia
jocating the sajority of children froa birth?

Bo you presently sale referrals of children found
under school age, or those of school age et
sttending schools, to other agencies?

Yos ____. Mo .

. Boes your school Mive 3 specific referral systes
b students froa school to cossunity or to other sgencies?

Yes

N Po you saintain & record of the childrea?

Yes ..
Following are fastruseats for screening and assessoest Ko .
of 3 and & years olds. Please indicate which you are hat is the current nusber of children wnder 5?
currently using. ¥hat is the current susber of school a2, but
not ia school, )

Is a specific individusl assigned to conduct Cnild
Eind activities?

Yes _____ I yes, who?

Battelle Developaentsl leventory (Screening Test) Xo

Beaver Bevelopeental Screeniag Test {b0sT)
Pevelopaental Activities Screening Taventory (BaSI) 2. #re you still actively conducting €ailé Find

Expressive One-word Pictwe Yocabulary Test (EWMVD) activitios? Yes ___. Mo ___,
Flubarty Preschool Speech asé Language Screening

Riller Assessoent for Proschoclers 1f yes, how are you presently screening these
Bther 7 children? (tho sees thes? Mhat s the general

procefure}?

1 { ] )
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Joint Senate Memorial 3 regquest

~resently provided to students with

s information on services
severa/profound handicaps

i those services which districts feel are critical. - Your
« ponse to the following question will be useful in funding

considerations.

1. Please indicate in column A which of the following
garvices are presently provided by your school district

to severe/profoundly handicapped

students, @ither by your

own employees or through contracted sarvices.

Réagted Physical Education
Coungeling Services

Bedice} Services

tursing Services

Bzcupational Therapy Services
Physical Therapy Services
Psycliatrl:l?mholoqim Services
Socisl Secvices

Speech and Language Services
Yocational Tralaing Services
Dther

L =

T

Regardless of

support to such a program.

handicaps.
_Loluea &

Personne]

B, please indicatea in rank order (1=Most important)
$ive services you feel would pr

the gservices you presently have, in celumn

the

ovide tha most critical

Below is a list of personnel frequently invelved {n
programs of service to students with severe/profound

_ Eoluend  Colum € Colun )

full Sice
t

Nyrse

Biagnostician

Teacher

Paraprofessicasl

Occupaticnal Therapist

Physical Therapist

AMapted Mhysical Educatica

Social Gorier

Counseler

Vocatisasl Evaluation/Specialist

Paychologist

Psychlatrist

Physiciam

Other

Ia colvsa A, please fndicate shich personnel are
eaployed o contracted by your district to serve
studests sith Severe/Profousd handicays.

Is colusn B, please indicate the FIE for each person,
presently esployed or contracted by your district.
In colusn B, please indicate if availadle daily,

] tiaes weelly, etc.

BEST COPY AVAILABLE

Eg RN SR
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Vithout reqard for yowr gresent staffisg FIE, ia
celuan € please indicate what you feel would be
the gipioue FIE for qach type of person for the
susber of students in the Severe/Profound
catogory served by your district.
Without veqard for yoor preseat staffing FIE, in
coluan € please indicate what you feel would be
the jfeal FTE for each type of person for the
susher of studeats in the Severe/Profound
cateqory served by your district.

{over)




\'?QhTH AND MEDICAL ISSUES

Fuilowing arc several medical /health related services which
may be used in evaluation and placement of students with
severe and profound handicaps, as defined by either
definition attached to this survey.

Pl ease respond to sach question by placing an "X* in the
appropriate boxX e

T

Specialist

Moderste
Moderate

Madiologist
Peatist/Peridontist
Newralogist
~yrge
Athalsclogist
opedist
pediatrician
Puychiatrist/ _ “

Fsychologist ‘u

Please note the frequency with which each specialist
ig utilized as a part of evaluation for placement for
students with severe and profound handicapped.

Please note the ievel of difficulty in obtaining these
services.

Ploase indicate the relative value of each
professional in your evaluation and placement of
atudents with severe/profound handicaps of preschool
age (3-5).

Please indicate the relativa value of each
profcssional in your evaluation and placement of
students with severe/profound handicaps ages (6-21).




Please respond by circiing the

SURVEY IN RESPONSE TO SENATE JOINT MEMORIAL 3
gservices to students with Severae/Profound Handicaps

instruments are useds O=0ften, S=Seldom, N=Never
1 i CORINICATION
08k Bayley Sceles of fafaat Beveivpaeat 889 orkin-Lulatts Oral Bechaniss Exae
g S Cattel) lafant &als of Intelligence 681 Preschool Language Assasseent |
G5 8 Miskey-tebrasta Test of Lasraing Aptitude G20 Preschos) Ranguage Scale = R
0 S M Kiufsas (Reatsl Processing Subtests) S K Sequnced laventory of Cossunicaticn Bevelcpaent
0S8 Leiter laternational Perdurasnce $cala S Test for huditory Coaprehonsion of Languige
0§ N MeCarthy Scales (NSCAI 6838 Other
25K Stanforé-Binet (4th Editioni
@S M Stanjord-Binet (Perking Adaptation)
05 N Wachsler Iatelligence Scale
gS® OQther -
SOLIAL /ADAPTIVE/OEVELOPENTAL WEASURE MR
0% % AAND Adastiva Bedavicr $chool (School Editioa R} G SR Peakody Bevelopaerial Kotor Scale
GS % Adaptive Behavior aventory for Children S K Southern Califr ale Moter Acceracy Test
SN Balthazar Scales of Maptive Dehavior(l & 11} 8 SN Southera California Sensory Irteqration Test
B S K Burk’s Behavior Rating Scale (Preschonl) 0SH Other '
€SN Caine-Levine Social Cospetency Scale ]
08 N California Preschosl Social Cospetency Scale SELF-HELP ASSESSHENT
0S¥ Callier-fzuss Scale
DS N Donver Bevelopsental Screening Test 0S N AND Adaptive Behavior Scale (School Edition R)
68 W Developsental Profile 1 (1988 Revision) @ SN Jattelle Developsental Inventory
D § X Fairviee Self-Help Stale 0§ % Cilifornia Praschool Coapetency Scale
2SN Perforeaxce Profile (YEIR or THR) 0S K Bevelopsental Profile 11. (Alpera-Boll)
0 SN Scales of Independent Behavior 05N Scales of Independent Behavior
9§ N Moodeock Johnsca Psycho-Educational Battery IV 0§ N Vineland Maptive Behavior Scale {Revised)
@S K Vineland Adaptive Behavior Scale (Revised) -0 SH Other
asn  Other
TIONAL /INDEPERDENT LIV BROCEDURES:
8 S 1 Prevocationsl hssessnent and Curriculua Guide Who/how decides i further assessaent is required?
(i thaoy) .
2SN Tove Leiswe Activities Survey
0 SN Vocations] Inforeational and Evaluation Work Who/how are decisions made about sedical/health related
Sanpl es(VIEWS) assessaents? . t =i
85 TONER (Testing Orientation aad Work Evaluation :
0S K MEST (Vide Range Eaployeent Saaple Test) .
0 SN Caselot Bedavioral Checklist Who/how sre dacisions sade about further in-house
0 SN [Minnescta Developsental Prograsaing Systes asaesseents?
0 SN MeCarroa-Dial Mork Evaluation Sasple
asn SAlL
0SSN VALPAR Nos would you rate your evaluation procedures?
0SSN Other _ Excellmt  ____ _Mequate ___Needs Isprovesent

frequency with which assessment

128
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Component (b)

Capacity of Institution

(25 peints)

(1) Qualifications and Accomplishments of the
Project Director and Other Key Personnel

(2) Time Commitment of Each Person

(3) Nondiscriminatory Employment Practices

(4) Adequacy of Resources, Facilities, Supplies,
and Egquipment

(5) Quality of Practicum Training Settings

(6) Capacity to Recruit Well-Qualified
Applicants

(7) Experience and Capacity of Applicant to
Assist Schools and Agencies in Training

(8) Cooperation with the State Education Agency,
Other IHEs, and Other Public and Private

Agencies

w
~~~~~



Part III Section B

(b) CAP.!ITY OF THE INSTITUTION (25 points)

This section requires the author to prove that the
agency or institution is capable of carrying out the
project in its entirety. Documentation of who is involved,
what they will do, resources, training sites, and
collaborative efforts in place and those planned must be

included.

(1) Qualifications and Accomplishments of the Project

Director and Other Key Personnel

This section should address the formal training of key
personnel. The documentation should include related
publications and professional contributions that are
pertinent to the project. It works best to have a
paragraph for each Key person, stai..ng -ith the Project
Director (PD). Start each paragraph with the person‘s name
and what their role will be (e.g., "Dr. Adam will serve as
the Materials Specialist for the proposed project"). The

remainder of the items for each person might include:

Amount of time projected for project activities,
both grant-supported and contributed by your

institution.




Part III Section B

College degrees, or specific emphases or
coursework related to'the target need.
Professional development experiences, such as
workshops, focused conferences, certification
training related to proposed training.

Work or volunteer experiences that resulted in
particular expertise of importance to the project.
Research studies, case studies, or other inquiry
endeavors related to the project.

Reference to selected works by the person that are
related po the project.

Participation in key task forces, advisory boards,
or other efforts that are major contributions to
the profession or area.

Personnel’s experience in training the targeted

group or specialty.

Finally, you should describe each person’s task and

- responsibilities in the project. Thus, the relationship

between the person’s expertise and assigned duties will be

clear.

86
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Part III Section B

If some of your project personnel are not yet
identified, such as project assistants or research
coordinators, you can describe the pool from whom these
staff will be drawn. List the minimum gqualifications they
will need and their responsibilities. You may want to
refer to several vitae in an appendix (such as doctoral or
masters students or community professionals) who represent

willing or posdible recruits for your staff positions.

(2) Time Commitment of Fach Person

How much time will each key personlgive to the

project? A personnel loading chart is often the best way
to visually depict each individual’s commitment because it
allows readers to understand the overall workload quickly.

Be accurate in your FTE (full-time equivalents) allotments.

Be sure to plan adequate time commitment on the part
of all key persaqnnel, especially the Project Director.
A frequent criticism by readers is that the Director

is inadequately committed to the project.




Part IIXI Section B

Develop your chart in columns, labeled “Project Staff
Role" and "Percent (or Amount) of Time on Project®. In the
first column, list the role and the person’s name. In the
last column, place a percentage of total work time or the
amount in hours per week. You may want to add a middle
column that lists major responsibilities. An example of a

personnel loading chart is provided in Table III.B.1l .

TABLE III.B.1

REVISED PERSONNEL LOADING CHART

IN-KIND SUMMER
PROJECT POSTITION FTE DAYS

Project Director . .10 6

Project Assistant . 30
Part-Time Instructor i5

(unknown; several

possible condidates)

Clerical Assistant .50 .50

Training Consultants 1.50 X 48 days 72 days

A general guideline is that you are better off with

charts, figures, and tables instead of lengthy

narrative because such visual representations tend
to be more quickly understood. And readers are always

rushed!




Part III Section B

(3) Nondiscriminatory Employment Practices

Ybur proposal must reflect how you, as a part of your

institution’s nondiscriminatory employment practices, will
ensure that project personnel are hired without regard to
ethnicity/race, national origin, gender, age, or
disability. Delineate your agency’s statement of policy in
this regard and describe how this policy is disseminated to
the general public and potential employees. In other
words, is your institution’s policy stated on all publicly
distributed materials and advertisements or limited to

certain publications?

In addition, even though you will describe recruitment
practices for participants in the Plan of Operation, it is
important to address your recruitment efforts with all

potential staff pools in this section.

Recruiting from groups who resemble the targeted
participants is best in most cases; for example, how
closely should your staff match your project
participants in terms of culture, language, or other

important attributes?




Part III Section B

Who are the groups you will contact and how?

The more traditionally underrepresented groups you

can contact, the better your proposal will be viewed.

What will be your screening, interviewing, and hiring
guidelines? List every possible means by which to insure
that your employment of project personnel will not
discriminate against any group or individual. It will be
important to document how your employment practices comply

with the Americans with Disabilities Act.

(4) Adequacy of Resources, Facilities, Suppiies, and
Equipment
This section requires specific facts about the

physical support that your university, and any

i

participating agencies, plan to commit to the project.
Describe the types of facilities (e.g., offices,
classrooms, computer labs) and equipment (e.g.,
microcomputers, file cabinets, audiovisual) that will be
provided and where they are located. Outline which project
staff will use which equipment and facilities. It is

important to specifically define how these facilities and

equipment will support project objectives and activities.

i
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Part III Section B

A description of the resource materials to which '
project staff will have access should be included. Are
there print, software, or audiovisual collections available
and where are they? Include a description of available
telecommunications such as electronic mail systems for
information gathering and dissemination and distance

education support.

All pertinent library collections should be described.
Be sure to include the expertise and data found in other
departménts at your campus or at other locations, such as
the regular education, bilingual education, counseling,
family studies, and educational administration units. For
example, these units may be a crucial source of these types
of information and materials: neéds data, video and print
training materials, computerized data bases, and other such

support materials.

Are there special units on your campus that will
provide specific support to the project, such as extension
credit arrangements, public announcements, reference
searches, laydut, and printing? What about the Law Clinic
if your university has a law school, or the Family

Practices Clinic if you have a medical school?

%1 136
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Look beyond your own institution, particularly if

your project will collaborate with other agencies.

Are there facilities, equipment, supplies, materials, and
people resources who will support the project? Who are
they and where are they located? How will they be used?

Include any task forces, advisory committees, and

professional organizations which will be involved even

indirectly and describe how they will support project

dissemination, recruiting of personnel and participants,

and actual training efforts.

(5) Quality of Practicum Training Settings

This section requires evidence that your pool of
practicum sites:

1. are readily accessible;

2. use up-to-date services and exemplary teaching
practices;
provide adequate supervision to trainees;
offer opportunities for trainees to teach; and
foster interaction between students with

disabilities and their nondisabled peers.

Lot
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Part III Section

See what can be identified by your original planning
committee, or ask colleagues about sources if you do

not have a readily available group of practicum

settings. You, or a éollaborator, may need to spend

some time securing potential sites, because this

proposal component is a very important one.

One format that has worked well for developing
information for this section is to describe each practicum
site, one by one, addressing each of the features listed
above. Highlight the name and address of the practicum
site that you plan to use, perhaps including the phone
number and the current contact person. Then address each
of the features by describing the population served, the
types of programs and services, level of integration, and
the degree to which the collaborators will train your
students. Focus on the special strengths offered by the

sites so that you can justify their selection.

(6) Capacity to Recruit Well-Qualified Applicants

If you have already described your recruitment

practices in the Plan of Operation, you can simply refer

the reader to that section.




L

Part III Section B

However, it never hurts to provide additional concise
statements about the connections you, your department,
or your college have that will aid the recruitment

effort.

Who are the groups or individuals you will recruit and how
will you do it? What leads you to believe that your
institution or program will attract well-qualified

applicants?

(7) Experience and Capacity of Applicant to Assist Schools

and Agencies in Training

This section asks you to describe your ongoing
relationships in working with area schools and/or agencies
in/training efforts with their personnel. What qualifies
you to help them? For instance, have you participated in
any professional development activities or studies to
prepare you better to work with their personnel? In
particular, how have you collaborated before in endeavors
related to personnel preparation such as needs assessments,
task forces to prioritize needs, creating conferences or
workshops? List specific titles or individuals with whom
you share working relationships and describé what you will
do together to support project objectives and future

related efforts. Refer to the letters of support from
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Part III Section B

those school, community agency, or other IHE contacts. as
further evidence of your ongoing interactions with those

units.

Cooperation with the State Education Agency, Other
IHEs, and Other Public and Private Agencies
It is important to add information here that documents

your agency’s and your individual collaborations with the

following groups below:
1. State Department of Education.
2. State-designated lead agency under Part H of IDEA
if appropriate.
other institutions of higher education (IHEs) such
as community colleges and universities.
other public or private agencies linked to your

targeted need.

In particular, how have you worked Jjointly in the
past, or how are you-now working together, to identify
personnel needs, training needs, and other needs in your
region? Be sure to include parent groups (e.g., Learning
Disabilities Association, Association for Retarded
Citizens) and consumer organizations (eg., People First,

learning disability adult groups) as appropriate. List

exactly the role that you or your agency fills when

l
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Part ITI Section B

cooperating with any of the other entities. How often do
you work together and what form do those efforts take? How
will grant support lead to greater collaboration? How will
these collaborative efforts contribute to the long-term

impact of your project after external funding is gone?

I
i
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Component (c¢)

Plan of Operation

(25 points)

High Quality in the Design of the Project

The Extenc to Which the Plan of Management Ensures
Effective, Proper, and Efficient Administration of
the Project

How Well the Objectives of the Project Relate to
the Purpose of the Program

The Way the Applicant Plans to Use its Resources
and Personnel to Achieve Each Objective

The Extent to Which the Application Includes a
Delineation of Competencies That Program Graduates
will Acquire and How the Competencies Will be
Evaluated

The Extent to Which Substantive Content and
Organization of the Program:

(i) Are appropriate for the students’ attainment
of professional knowledge and competencies
deemed necessary for the provision of gquality
educational and early intervention services
for infants, toddlers, children, and youth
with disabilities, and

Demonstrate an awareness of methods,
procedures, techniques, technology, and
instructional media or materials that are
relevant to the preparation of personnel who
serve infants, toddlers, children, and youth
with disabilities, and;

The Extent to Which Program Philosophy,
Objectives, and Activities Implement Current
Research and Demonstration Results in Meeting the
Educational or Early Intervention Needs of
Infants, Toddlers, Children, and Youth With
Disatilities
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Part IITI Section C

(c) PLAN OF OPERATION (25 points)

This section of the proposal requires that you provide
a plan which clearly indicates how you will:
1. Meet the critical-shortages of personnel or
improve the quality of personnel as you have
identified them in section (a) Impact on critical

present and projected needs.

2. Use the personnel, agencies and organizations, and
other resources required to address the need which
you outlined in section (b) Capacity of the

institution.

When reviewing this section of the proposal, the

reviewers will be looking for:

| PR ,
L. . B A . v Yool e N I .
I foor e e R Y D T A . - . -Ye. o e et
M
i

(1) High Quality in the Design of the Project

(2) The Extent to Which the Plan of Management Ensures
Effective, Proper, and Efficient Administration of

the Project

The following discussions of items (3) through (7) offer

the documentation for the panel members who review your

%143




Part IXII Section C

proposal. They will make a judgment about the qualitylof
the overall design and the quality of your administrative

plan. An abbreviated sample of a Plan of Operation section

is found in Appendix III.C.1.

3. How Well the Objectives of the Project Relate to
the Purpose of the Program
Project objectives should be clearly derived from the
critical present or projected need statement or where you
identified an overall purpose statement. This tells your
reader in a simple statement about what you plan to do to
meet the need. It is possible that you may have one

objective or several objectives.

Number each one of your objectives. This assists your
readers and makes it easier for you to refer to the

objectives in other areas of the proposal.

The complete set of objectives should be an outline of how
the overall project purpose will be achieved. Samples of

Purpose Statements follow.




Part III Section C

PURPOSE STATEMENTS

The primary purpose of this project is to: (1) develop
and implement an interdisciplinary training program fer
individuals who wish to prepare themselves to work with
preschool handicapped children (ages 3 to 5); (2)
develop a training sequence sensitive to the needs of
preschool children with handicaps, who may have
language, cultural religious, and social values which
differ markedly from professionals or paraprofessionals;
and (3) increase the number of teachers who are trained
to serve preschool handicapped children, in both rural
and urban settings. These funds are sought under Part
D., Sec. 631, which allosw applicants to seek funds to
assist in training personnel for careers in special
education including special education teaching.

The primary purpose of this project is to develop and
implement an undergraduate training sequence which will:

a. present integrated coursework and fieldwork
experiences that will prepare teachers for entry
into special education classrooms.

be sensitive to the special needs of handicapped
children and youth in New Mexico, who may also
represent an ethnic minority, and come from a home
where the language is not that of the dominant
culture

add 25-35 qualified special education teachers per
year to the workforce.

increase the number of qualified applicants
specifically interested in teaching special -
education in rural New Mexico.




Part III Section C

PURPOSE STATEMENTS (cont.)

The purpose of the project is to develop a graduate
level teacher training program for persons interested
in teacing:

a. Children and youth who are severely mentally
retarded and mentally ill (by psychiatric
definition).

Children and youth who are severely mentally
retarded and who exhibit excessive or aggressive
behaviors, but have no psychiatric diagnosis.

Five objectives have been identified in order to carry
out the sated purpose. They are stated here in brief
form:

1. To implement initial public information activities.

2. To recruit, fund, and develop programs for 4 full-
time and 5 part-time trainees during the academic
year, and for 9 trainees per year for the summer
institute.

To develop an appropriate training seguence.

To develop a specialized summer institute to
support the basic course offerings.

To develop and integrate competency statemenis
into courses and fieldwork, and field test
competencies.

The primary purpose of this project is to develop
trained bilingual/bicultural teachers or trained
monolingual/monocultural teachers, to work with young
culturally and linguistically different exceptional
(CLDE) children and young Limited English Proficient
(LEP) children. Specific program objectives are stated
in the Plan of Operation section.

Throughout this proposal, CLDE and LEP will be used to
refer to children who come from homes in which a
language other than English is spoken and whose cultural
experience is different than the mainstream. These
children may speak English or may have limited English
proficiency.
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Part III Section C

(4) The Way the Applicant Plans to Use its Resources
and Personnel to Achieve Each Objective
The next step is a description of the process by which
the reg z2sted financial support (personnel, materials, and
other resources) will be distributed to meet the various
objectives. This can be done efficiently by developing a
chart which delineates the project objectives and notes

timelines, activities, and how you will allocate resources.

Such a visual is useful for at least four reasons.
First, it is helpful in guiding overall proposal develop-
ment, including the budget allocations process. The chart
serves as a management tool for identifying the financial
resources required to support the specified project

objectives and activities.

Second, this chart provides support for how you chose
to distribute the requested funds. It should be referenced
throughout your narrative, as appropriate. The budget
figures, the budget justification narrative, and the
Project Objectives\Timelines\Activities\Resource
Allocations Chart should all be in agreement. (Some

samples are found in Appendix II.B.1.)




Part III Section C

Third, a chart also serves as a highly effective

visual reference for supporting project narrative in the
Plan of Operation Section. The project narrative for this
section can be more concise, because so much specificity
can be provided in this one chart. In fact, this one chart
may be referred to as supporting information in several

sections of the proposal.

Finally, the chart’s inclusion makes it easier to
write a strong evaluation section, because the tasks to be
evaluated and the allocation of resources are clearly
identified. It is difficult to develop a adequate
evaluation component if it is impossible to determine what
should be evaluated. Table III.C.1 includes an example of

a highly developed chart.
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Project Activities/Timeline/Resource Allecations

ACHIVILIER
§ro OEVELOP ANO INPLENENT APPLICATION PROCEOURES.

1.1 bavalop full descriptions of new progred.

1.2 tntegrote descriptions inte the sxiating {itereture
an the Mh,O. progrem, In brechure forsat.

1.3 Submit draft brochura o feculty for spproval.

1.4 prepare firsl brochure & dietribute te faculty, U
collope officess, TR speciol aducetion IKE prograna
ond all UM apeciol education doctorst alumnt,

2.0 RECRUIT APPLICANTS AND GELECT STUDENTS,

2.1 Disscainate sateriole describing pragres,
2.2 solleit opplicetions,
2.3 isplesant airority recrultaent preceduredt
2.3.9 Contact minerity feculty In othar In€s for
noalpations, & UM Office of ninority Affetrs.
2.3.2 Send Litereture 23 eoch noninee,
2.3.3 followup phone call te sech noninee.
2.3.4 selicit spolicetions.
2.3.5 Asatan Listson foculty to halp uith opplicetion.
2.4 teplement dlesbled persons recrul tmant procedures:
2.4.1 Contact faculty 1A uther 10ES for nominations,
2.4.2 Send litereture to osch qulified spplicente.
2.4.3 follow-up phora cell te sach nominee.
2.4.4 solicit sppticetions.
2.4.5 notify Olesbled Students office of etudent’s
neads & eseign Lisleon pefson from thelr office.
2.9 Implement recruitmnt of oll other underrepresented
prowpst
2.5.1 Contect foculty In other IneS for nominations.
2.5.2 Send \{teraturs te eoch qualified spplicants.
2.5.3 follow-p . phone coll te mach nemines.

2.5.4 solielt spplicotions,
2.9.% Asaipn Liaisen foculty te help with spplicetion,
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The Extent to Which the Application Includes a
Delineation of Competencies That Program
Graduates Will Acquire and How the Competencies
wWill be Evaluated.

This portion of the application requires that the

applicant describe:

Competencies which may already exist and how these
competencies will be used or adapted for proposed

training, and

Procedures by which competency acquisition will be

evaluated.

Competency identification. This section should focus

on a brief review of competencies which have been
identified to support the specific training program to be
developed. For example, if you are writing a proposal to
train teachers of young culturally and linguistically
diverse children with special needs, you would want to
reference competency statements developed specifically for
that population of learners. Many divisions of the Council
for Exceptional Children (CEC) have developed competency
statements which define the expectations for teachers of
students with specific exceptionalities. You should be
aware of competency statements which may be available for

your target group.
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Procedures for evaluation of competency acguisition.

The information provided here must specify exactly how you
will assess competency acquisition. Following is a
paragraph taken from a successful application which

provides an example of such a description.

Each of the competencies will be addressed at least
twice in the t;aining sequence. Trainees may
demonstrate mastery of competencies during coursework
and during field experience work. Evaluation and
measurement of the competencies is provided through
performance activities. During the field work
(practicum or student teaching), the students will be
expected to demonstrate the application of concepts,
skills, and techniques that were presented through
university classes or independent study. Part of the
evaluation will include trainee self-evaluation in the
practicum settings. 1Individual trainees’ attainment of
competencies will be assessed by an end of semester
review process. Each trainee and advisor will review

and complete a document designed to assess competency

mastery

Table III.C.2 includes samples of competency statements in

a matrix format.
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Table IIX.C.2

Competency Mastery *

NAME DATE
BLACK RED BLUE GREEN
GEEEBALLBEQELQQQE NOT PRESENT ACOUISITION MASTERY
GK b §
GK 2
_GK 3
: GK 4
- GK 5
E GK 6
GK 7
GK ({8}
GK {9)
GK (10}
(? CURRICULUH

d.

- c2 a.
b.

d.
e.
f.
g.
h.
i.

* used in conjunction with the competency matrix

c1 a. ,
B g
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(6) The Extent to Which Substantive Content and

Organization of the Program:

(1) Are appropriate for the students’ attainment
of professional knowledge and competencies
deemed necessary for the provision of quality
educational and early intervention services
for ‘'infants, toddlers, children, and youth

with disabilities, and;

Demonstrate an awareness of methods,
procedures, techniques, technology, and
instructional media or materials that are
relevant to the preparation of personnel who:
serve infants, toddlers, children, and youth

with disabilities, and;

(7) The Extent to Which Program Philosophy,
Objectives, and Activities Implement Current
Research and Demonstration Results in Meeting the
Educational or Early Intervention Needs 'of
Infants, Toddlers, Children, and Youth with

Disabilities.
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Items 6 and 7 contain a number of non-specific words

and phrases, which provide few specific guidelines for the
proposal writer. The following is a discussion of these
broad terms, with helpful guidelines in developing this

section.

In order to assess the “substantive content and
organization" of your proposal, the readers will be
examining this section for information which ensures that
you are aware of the "state of the art" in the particular
area of focus chosen for the proposal. For example, does
the total course sequence, individual course outlines,
texts, and readings (information to be included in
appendices) that you propose reflect well-known writers and
researchers of the target area? Are the methods,
techniques, and precedures which you propose to incorporate
consistent with best practices or research of the area?
Have you incorporated up-to-date technology and media as

part of your proposed program?

The guidelines are very specific in indicating that
evaluation of the proposal will also focus on the "extent
to which program philosophy, objectives, and activities
implement current research and demonstration results.”

Here again, it is apparent that proposals will be evaluated
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by looking for "best practices" or '"state-of-the art"

information.

Therefore, it is apparent that proposal writers must
integrate such information in the Plan of Operation
section.

Provide an introductory statement to the entire
section which briefly reviews the purpose or
purposes stated earlier. This reminds your reader
of the earlier statement and assists in bringing

your purpose and objectives statements together.

In order to provide the large amount of
information requested in this section of the
proposal, the activities and management plan and

the allocation of resources and personnel must be

carefully noted for each objective. One way this

can be done is by stating each objective then

having two sub-headings, Activities and Management

Plan and Allocation of Resources and Personnel,

under each objective.

Example III.C.l1l includes a sample of a narrative section
using this approach, accompanied by Figure III.C.1 with the

corresponding page from the chart.
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EXAMPLE III.C.1

PLAN OFP OPERATION

In order to carry out the stated purpose of this project,

five specific objectives have been identified:

To identify, screen, and accept 2 minimunm of 10 and a
maxizmum of 25 trainees per year for entrance into the
training program for teachers of young (3-8 years)

culturally and linguistically different exceptional

(CLDE) children and limited English proficient (LEP)
handicapped children. Both bilingual/bicultural and

monolingual/monocultural trainees will be selected.

To recruit and fund 5 full-time and 7 part-time
trainees, including both bilingual/bicultural and
monolingual/monocultural individuals who will return
to the rural areas of the state to work with young
CLDE/LEP children and to recruit, train, ‘and fund city

and area residents in an effort to meet both rural and

urban personnel needs.

To develop and implement an interdisciplinary training
sequence which will: (1) provide trainees with the

knowledge, skills, and competencies identified as

appropriate to teachers of young CLDE children and LEP

117
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5.

exceptional children in rural and urban -, as

well as respond to naticnal norms and standards and -’
state certification requirements; (2) provide
appropriate, varied, and continuous practicum
experiences that allow for meeting individual needs;
(3) meet the needs of trainees with various

backgrounds and skill levels.

To refine existing competencies which delineate the
multicultural knowledge and skills specific to
personnel preparing for careers with young CLDE/LEP
children, to integrate competencies into the overall

curriculum, and to field test developed competencies.

To develop training packages to be utilized in
coursework in core classes, Or to serve as samples
which can be checked out by teachers, which will
assist teachers in meeting the needs of young CLDE
children and LEP exceptional children who may present
unusual needs in terms of their bilingual/bicultural
background, and accompanying physical, medical, or

chronic health problems.

18
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objective One: To identify. screen and accept a minipum of

and axjmu es pe ea or e a
e tra o e u
cultura nd stica ere exce
children (CLD imited ish Proficient

children. Both bilinqual and bicultural and

onoli al/mo ultu S

ctivitjes and Manageme a
1. evelopnment ecrujitment materials a

procedures. The following recruitment devices will be
developed immediately: Posters, brochures, news releases,
and training progran application. Posters will be
inexpensive quick print items, printed on heavy paper
stock, which may be distributed at several places on campus
and sent to each elementary school and Head Start Center in
the city and surrounding areas and to each Develcpmental
Disability program in the city and throughout the state.
These will be used until comprehensive brochures can be
developed and made available for mailing. This second item

will be a combined brochure/mailer, containing detailed

progiam and stipend information. It should be ready for

pailing no later than mid-July. Both the campus newspaper
and the local papers have been successful recruiting

devices for other special programs. News releases will be




part IIXI Section C

sent through the ____ public Information Office to regional
newspapers as well. Parent and professional groups have
infrequent newsletters, which may also include information
about the program. The __ newsletter reaches each teacher
in the district and is an excellent information sourced4 for
all programs in our department. Several trainees for the
bilingual special education program have been brought into
the departrment through the ___ Newsletter. Alsc to be
prepared is the application to the specific training
program, vhich will meet departmental guidelines; as well

as project evaluation requirements. Figure 1, the Project

Activities/ Timeline Chart provides detailed support

information for all objectives, and js found at the end of

the Plan of operation Section.

2. 1Identification and Contact of potential Trainees

for Academic Year Program. This activity will be occurring

concurrently with the first activity. Students who are
potential applicants for this program will have already
completed a basic teacher certification program because of
certification requirements. Bilingual/bicultural
trainees will be recruited from the bilingual education
training program primarily and will probably have bilingual

education certification. First, all graduating seniors

will be contacted, especially those with an early childhood
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or bilingual education minor. The two jndividuals
directing the Bilingual/ESL Education Training Progranm will
also assist in the jdentification of recruits. A second
source of trainees are students in the undergraduate
program in the Special Education Department. These
students will be contacted during their senior year as
well. A third source of trainees is the many returning,
non—traditional students ocn the ___ campus. In 1984, the
average age of a ___ student was 27.4 years. These
students have decided to either continue former studies, or

begin college for the first time.

Students who respond to recruitment efforts must
complete the admissions packet. This packet includes an
application to the Graduate School, the Special Education
Department, and the training program for teachers of young
CLDE/LEP students, as well as an application for stipends.
students meeting established department deadlines will then

be considered for admission to the programn.

ocation o esources d Personnel. As indicated

by the Project Activities/Timeline Chart, the Project

Co-Directors (PCD’s) have complet'e responsibility for all
activities under Objective One. A portion of the 24 summer

research days requested in the budget for the PCD’s will be

w—
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spent completing these {nitial activities. specific

requests appear in the budget to support all recruitment

materials and activities including communication and

cbpyingi A request for office supplies will assist in

supporting the development of all recruitment materials,

application forms, and initial project correspondence. The

pudget also requests the support of a secretary at .33 FTE

to assist in all clerical aspects of the project. Please

refer to Figure 1 for detailed information on activities,

timelines, personnel responsibilities, and projected

completion dates.
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Figure III.C.1
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Plan of Operation
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PLAN OF OPERATION

In order to carry out the stated purpose of this project, five specific objectives have been
identified:

1. To identily, screen, and accept a minimum of 10 and a maximum of 25 trainees
per year for entrance into the training program for teachers of young (3-8 years)
culturally and linguistically different exceptional (CLDE) children snd limited
English proficient (LEP) handicapped children. Both bilingual/bicultural and
monolingual/monocultural trainces will be selected.

To recruit and fund 5 full-time and 7 part-time trainees, including both
bilingual/bicultural and monolingual/monocultural individuals who will return to
the rural arcas of the state to work with young CLDE/LEP children and to recruit,
train, and fund city and area residents in an effort to meet both rural and urban

personnel needs.

:

To develop 7.nd implement an interdisciplinary training sequence which will: (1)
provide trainees with the knowledge, skills, and competencies identificd as
appropriate to teachers of young CLDE children and LEP exceptional children in
rural and urban , as well as respond to national norms and
standards and state certification requirements; (2) provide appropriate, varied, and
continuous practicum experiences that allow for meeting individual needs; (3) meet
the needs of trainces with various backgrounds and skill levels.

To refine existing competencies which delineate the multicultural knowledge and
skills specific to personnel preparing for careers with young CLDE/LEP children,

to integrate competencies into the overall curriculum, and to ficld test developed
competencies.

-~

To develop training packages to be utilized in coursework in core classes, or to
serve as samples which can be checked out by teachers, which will assist teachers
in meeting the needs of young CLDE children and LEP exceptional children who
may present unusual needs in terme of their bilingual/bicultural background, and
accompanying physical, medical, v Nronic health problems.

Obicstiv One: To identifv. s { 3 inimuim of 10 I . :
i \ en i ini rogr;

1. . The following
recruitment devices will be developed immediately: Posters, brochures, news releases, and
training program application. Posters will be inexpensive quick print items, printed on
heavy paper stock, which may be distributed at several places on campus and sent to cach
clementary school and Head Start Center in the city and surrounding arcas and to cach
Developmental Disability program in the city and throughout the state. These will be
used until comprehensive brochures can be developed and made available for mailing.
This second item will be a combined brochure/mailer, containing detailed program and

-—




stipend information. It should be ready for mailing no later than mid-July. Both the
campus newspaper and the local papers have been successful recruiting devices for other
special programs. News releases will be sent through the Public Information Office
to regional newspapers as well. Parent and professional groups have infrequent
newsletters, which may also include information about the program. The newsletter
reaches cach teacher in the district and is an excellent information sourced for all
programs in our department, Several trainees for the bilingual special education program
have been brought into the department through the Newsletter. Also to be prepared
is the application to the specific training program which will meet departmental
guidelines, as well as project evalustion requirements. Figure 1, the Project Activities/
Timeline Chart provides detailed support information for all objectives, and is found at
the end of the Plan of Operation Section.,

2. I1dentification and Contact of Potentia i i
This activity will be occurring concurrently with the first activity. Students who are
_potential applicants for this program will have already completed a basic teacher
certification program because of certification requirements.
Bilingual/bicultural traineces will De recruited from the bilingual education training
program primarily and will probably have bilingual education certification. First, all
graduating seniors will be contacted, especially those with an early childhood or bilingual
education minor. The two individuals directing the Bilingual/ESL Education Training
Program will also assist in the identification of recruits. A second source of trainees are
studente in the undergraduate program in the Special Education Department. These
students will be contacted during their senior year as well. A third source of trainees is
the many returning, pon-traditional students on the campus. In 1984, the average
ageof a student was 27.4 years. These students have decided to either continue
former studics, or begin cellege for the first time.

Students who respond to recruitment efforts must complete the admissions packet.
This packet includes an application to the Graduaie School, the Special Education
Department, and the training program for teachers of young CLDE/LEP students, as well
as an application for stipends. Students meeting established department deadlines will
then be considered for admission to the program.

Allocation of Resources and Personnel. As indicated by the Project
Activities/Timeline Chart, the Project Co-Directors {PCD's) have complete responsibility
for all activities under Objective One. A portion of the 24 summer research days
requested in the budget for the PCD’s will be spent completing these initial sctivities.
Specilic requests appear in the budget to support all recruitment materials and activities
including communication and copying. A request for office supplics will assist in
supporting the development of all recruitment materials, application forms, 2nd initial
project correspondence. The budget also requests the support of a secretary 8t .33 FTE to
assist in all clerical aspects of the project. Please refzr to Figure 1 for detailed
information on activities, timelines, personnel responsibilities, and projected completion
dates.

This objective focuses on yecruitment of four groups of individuals: (1)
bilingual/bicultural applicants; (2) monolingual/monocultural applicants interested in

BEST COPY AVAILABLE 179




Part III Section D

Component (d)

Evaluation Plan

(10 po{nts)

The Secretary reviews each application to determine

the quality of the evaluation plan for the project,

including the extent to which the applicant’s methods of

evaluation:

Are appropriate for the project;

To the extent possible, are objective and produce

data that are quantifiable, including, but not

the number of trainees graduated and

limited to,

hired; and

Provide evidence that evaluation data and student

follow-up data are systematically coll:cted and

used to modify and improve the program.




Part III Section

(d; EVALUATION PLAN (10 points)

The proposal must include an evaluation plan which
clearly addresses the overall purpose and the specific
objectives. As a general rule, both formative evaluation
and summative evaluation measures should be included.
Formative evaluation procedures will provide informatinn
about the quality of the ongoing program. This information
will provide feedback to project staff who may make changes

as required. The summative evaluation measures assess

program qualities in a more global way and provide

information as to the effectiveness of the program in
meeting its overall purpose. This latter type of
evaluation should collect on-going data all along but is
typically summarized at the end of a period, such as
annually or at the grants termination. (Some sample

evaluation questions are found in Appendix III.D.1.)

Following are some guidelines which will assist in

developing your evaluation section.

1. Identify the major components of your project
which will need evaluation. This can be done by
looking at your objectives and identifying
sub-parts. The following are examples of ltems

which might be part of an evaluation systaem.
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Coursework in the core of the program.
Coursework in summer institute or weekend short
courses.
Tracking procedures in job placement.
o Recruitment procedures or trainee selection.
o Funding of targeted groups.
Take each heading which is appropriate for your
proposal and identify the major evaluation concern
for that specific heading. For example, your
emphasis on the major area of recruitment
procedures or trainee selection might read like

the following:

Evaluation Concern. All agencies, LEA’s and
organizations which would be instrumental in
informing appropriate applicants, musf be notified
of the project; appropriate procedures must be
outlined to produce adequate numbers of qualified
applicants for screening and acceptance in the the

project

[ . 3
. . . - . . .. ER

From the above statement it is possible to identify

measurement strategies and evaluation questions.
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Table III.D.1

Measurement Strategies: To answer the evaluation
concerns in the recruitment component, a number of
measurement strategies will be employed.

1. Data collection regarding program announcements,
telephone contacts, announcements at conferences,
and in graduate classes

Accounting the number of applications received,
number of applicants accepted, and number of
applicants on waiting list.

Demographic information including number of
students enrolled, number of new students, types
of present position employment, numbers from urban
and rural areas, and numbers of underrepresented
groups.

Application reviews or interviews to determine how
they were informed of the program, number of
courses to be enrolled in each semester,
occupational goals, and anticipated completion
date of training.

Specific evaluation questions can be developed for

each component identified based on the identified
measurement strategies. The entire set of evaluation
questions can be included in the appendices of your
proposal or, if fairly concise, they can constitute the
final section of your.narrative. Table III.D.1l. contains
sample questions which reflect the evaluation concerns and

the measurement strategies outlined.
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This type of information should be provided for each
major component of the project to be evaluated. The
example of the evaluation questions also provides other
important questions for your proposal readers.

1. What is the instrument or data source from which

you will draw your information?

2. Who are the personnel respcnsible for gathering the

data?

3. At what point will the data be gathered?

This appended information provides a great deal of data for
your proposal and indicates that you have carefully planned

this aspect of your evaluation.

If you are using specific instruments to assess any
aspect of your program or to assess trainees, that
instrument should be referenced and provided as part of
your supporting information in an appendix. If it is a
well Kknown instrument and it is bulky or expensive, then

reference the instrument or provide a few sample pages.

Your evaiuation plan should reflect how data gathered
will be used to modify and improve your program. This may
be done by establishing decision dates, when selected

evaluation data will be analyzec, reviewed, and considered

128
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in making program adjustments. If you have an advisory
committee and project staff can assist in this process.
You may also wish to consider using target trainees in this

process.



Appendix III.D.1

sample Evaluation Questions




1. RECRUITMENT PROCEDURES/TRAINEE SELECTION

EVALUATION QUESTIONS

1. How many recruitment activities
took place?

2. Where/how did students hear sbout
program?

4. What are traince reasons for
enrolling?

5. How many students applied to the
program?

(- What is the Ethnicity and
Bilingual/Bicultural background of

applicants?

7. Row many students were accepted to
the program?

g. VWhat is the bilingual/monolingual
ratio of students sccepted?

l 3. How many inquiries were received?
9. How many students refused

l acceptance?

310. Why did students refuse
seceplance?

11. ‘What type of previous preparation
do studenis have?

i 12. ' How many members of
under-represented groups

a aeceptcd/enzoli'cd‘l’
! §3. Was there an adequate balance of
. urban/rural applicants?

Evaluation Questions

INSTRUMENT/
DATA SOURCE

Project Records
Program Application/
Screeaing Packet

Log

Application/Scrccning
Packet

Applicnion/Scrccning
Packet

Applicﬂtion/‘.‘?«creening
Packet
Application/Screening

Packet

Class List

Pefusal List

Phone Conversation
Applicxticn/Screcning

Demographic Data
Application/Screening
Packet Clags List

Apnlication/Screening
Packet

*PROJECT DATA
PERSONNEL COLLECTION
RESPONSIBLE  POINTS
PO/CY Each Semester
PD/CV Each Semester
PD/CYV Each Semester
PD/CY Each Semester
PD/L Each Semester
PD/CY Each Semestes
PD/CY Each Semester
PD/CY Each Semester
PD/CY Each Scmester
PD/CY Each Scmester
PD/CY Each Semesier
PD/CV Each Semester
PD/CY Each Semester

¥
B ‘ . *Though PDS (Projct Co-Directors) appears in someé columns, the overall reaponsibility

¢ evaluation has been assigaed 19

HAME.
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Component (e)

Budget and Cost Effectiveness

RN NI | Ko b 4

(10 points) _ .

(1) The Budget for This Project is Adequate to Support
the Project Activities

(2) Costs are Reasonable in Relation to the Objectives i
of the Project &

(3) The Applicant Presents Appropriate Plans f r the
Institutionalization of Federally Supported

Activities Into Basic Program Operation

N
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(e) BUDGET AND COST EFFECTIVENESS (10 points) . -

(1) The Budget for This Project is Adequate to Support I

the Project Activities

(2) Costs are Reasonable in Relation to the Objectives

of the Project

Some proj »+-+ writers include no specific section for
this heading o1 . .@se two subheadi.gs. They tend to
believe that the budget detail and budget justification
sections address this topic adequately. However, it is
easy to include this heading, as well as the subheadings,
and provide the reader with a summary paragraph which -
points out that the budget detail and budget justification
clearly support the overall project goal and the specific
objectives of the project. Refer the readers once more to
the chart which includes all information on objectives,
activities, timelines, and resource allocations. You might
provide a summary statement of how much of the budget
provides support to students (if you have requested a great
deal of support in this area), or a statement which
highlights another feature of your proposal. This would be
an appropriate place to highlight the in-kind contributions

of your institution or another agency.

131
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Reviewers of your proposal are instructed to consider
two specific aspects of the proposed budget. First,
have you requested adequate funds to support your
project? And, second, are costs reasonable for the
benefits which are expected as a result of the
funding.

(3) The Applicant Presents Appropriate Plans for the
Institutionalization of Federally Supported
Activities into Basic Program Operation

The proposal must include long-range plans which

indicate how the proposed program will function when
federal funds are no longer provided. This ensures that
programs initiated with outside support will continue
beyond the final funding date of a specific award.
Provision of such a plan should not be overlooked in the

development of the total proposal.

The following are several ways such assurance might be

provided.

1. It may be documented that the faculty projectad as

course instructors for the proposed training
sequence are already on board and that only minimal
support is requested, while they are being released
by the college or university to develop this new

training program. Most of the requested assistance

"
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Part III Section E
might go to funding students, purchase of
instructional materials to up-date basic materials
available, and part-time instructors who might
provide highly specific information not usually

possessed by a single faculty member.

It is possible to indicate that existing courses
taught by other faculty will be altered or adapted
over the span of the project to meet the needs of
the proposed training program, thereby serving
existing programs as well as the newly proposed
program. It may be possible to show how courses
existing in other departments provide some support
for your proposed program. Therefore, it is not
necessary for the proposal to support all
instruction required for the proposed program, at

the present or in the future.

Your institution may have a history of beginning
programs with federal dollars and then continuing
such programs after termination of federal funds.
A documentation of this procedure would be helpful

when you are requesting support for a new program.
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You may outline a specific plan which will be .

implemented when the programs begins. The plan

would include specific information that would
indicate how local education agencies, other
colleges and universities in the area or region,
and the State Education Agency or other agencies or
organizations will be working together to ensure
continuance of the program when federal dollars are
no longer available. The plan could be
strengthened if the proposal contains support
letters or letters of agreements from individuals
who represent a variety of agencies and

organizations.

Part IV of this manual, Budget Development, provides
further process, details forms, and format. Please refer

to that part when developing the Component Budget and Cost

Effectiveness section of your proposal.

il
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BUDGET DEVELOPMENT

Preliminary Information
Appendix

IV.A.1 Data Collection Form

Budget Detail

Budget Justification

Centributed Budget

Appendix

IV.D.1 Possible Items for Contributed Budget and

Justification

E. Federal Budget Forms

Appendix

IV.E.1 Budget Information - Non Construction Programs
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IV. BUDGET DEVELOPMENT

Some grant writers begin with a budget outline and £ill
in the details as the written narrative develops. Others
develop a budget which is fairly complete and the narrative
is written to support the budget. This is a matter of
personal preference and successful propcsals may result
from either approach. The important factor to remember is
that the budget must clearly support the objectives and
activities which are presented in the narrative. A data
collection form to assist in gathering information to

develop a budget is included in Appendix IV.A.1l.
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2. PRELIMINARY INFORMATIOCN

Before constructing a budget it is necessary to collect
information about costs within your own institution.

Specific numbers can be assigned only after the work scope

is determined. The budget should reflect the obkjectives

and tasks specified in the scope of work.

1. PERSONNEL (Salaries)

Step 1. Determine which faculty and staff will be
required to complete the tasks.

Step 2. Determine the amount of time Full Time
Equivalent (FTE) each person will commit to
the project (e.g., 20% = .20 FTE).

Step 3. Collect contract salaries for each faculty
and staff member committed to the project.

Step 4. Determine the number of days required on each
faculty and staff member’s contract.

2. FRINGE BENEFITS

Step 1. Determine if your college or university has a
negotiated fringe rate with the Office of
Management (or perhaps, a vice president or
the President provides this information). If
so, note the fringe rate.

If a negotiated fringe benefit rate does not
exist, collect information on the rates of
all fringe benefit categories. Typically

- these would include the following and perhaps
some others as well.
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Workman’s Compensation Insurance

FICA

Retirement

Health Insurance

Life Insurance

Other fringe benefits such as family
tuition

Waivers or discounts for university
events

Determine if the fringe rates vary for
different types of employees. Sometimes
clerical staff have a different fringe rate
than do faculty.

Determine the official reimbursement policies
for your institution for the following:

Mileage Reimbursement Rate

Per Diem Rates

Lodging Rate.

Policies on taxies, parking at
airports, ground travel, and
transfer costs

You must comply with the travel policies and
reimbursement rates of your college or
university.

If you are planning to include a trip to a
local, state, regional or national conference
as part of your work scope, the following
information is required:

Name of Conference

Location of Conference (City) for the
year you plan to attend

Dates you will be attending (Allow for
travel time)

Estimated Airline Fare or other
transportation costs

Estimated dground travel costs (cost of
travel between the airport and the
conference site)

The approximate cost of registration
for the conference.

PRSI
_«,. .
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Careful itemization of conference expenses
will improve your chances orf having this
budget item approved.
If local travel to supervise students is part
of the work scope, estimate the number of

miles to the field sites and the number of
trips which will ke made to each site.

4. EQUIPMENT
Normally, equipment is not an allowable expense in

training grants. If you are considering requesting

equipment as part of your proposal, it is best to discuss

this item with the contact person at OSERS. If you do

request equipment you should determine the best available

cost, and justify it well.

5. SUPPLIES

In general, this budget line should include primarily
consumable items and instructional materials. It can
include office supplies, instructional supplies, instructor
resources, etc. It is usually necessary to estimate an
average monthly cost if you cannot be sure of the amount of
material needed. As a general rule, this item shoculd not
exceed $1,500 to $2,000. If there are specific supplies
which will be needed, itemize and list the cost of each

item.
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If you are requesting office supplies, $40 to $70 per
month - ally covers the costs for these items.
Instructional supplies and resources also regquire about $40

to $70 per month depending on the scope of work and your

present resources.

6., CONTRACTUAL

This item concerns cost involving subcontracts of some
type. Often, consultants should be included here. (Check
with your university officials to see if they would prefer

having the consultants’ line ivem in the Contractual or

other category.)

Step 1. Determine policies for employing consultants
at your college or university.

Step 2. Contact the individuals you want to use as
consultants and obtain their permission to
function as a consultant if you are funded.

Step 3. Obtain the fees of people you identify.

Step 4. Determine the cost of travel, lodging, and
per diem for the conswvltants.

Step 5. Determine how many days you will use each
consultant.

Step 6. Specify the purpose for each consultant and
state how the consultant will be used.
Define the role and work scope.

140
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Part IV Section A
7. OTHER
This sectior: includes all items which do not appear in
other budget lines. This includes copying, film rentals,
tuition waivers, stipends, recruitment costs, zommunication

costs (postage, telephone, fax, shipping, etc.).

7a. STIPENDS

Step 1. Determine the policies and standards for
awarding stipends and fellowships at your
college or university.

Step 2. Determine the standard amounts for stipends
and fellowships at your college or
university.

Step 3. Determine whether stipends will be awarded
for academic school year only or academic
school year and summer session.

Step 4. Determine how many stipends will be awarded.

7b. Tuition Wajivers

Step 1. Determine the tuition costs (per hour) for
in-state and out of state students.

Step 2. Determine college policies on awarding
tuition waivers.

Step 3. Determine whether tuition waivers will be
offered for both academic year and for
summer sessions.

Step 4. Determine how many hours of tuition waivers
will be granted for each student.
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7c. Othar Student Support

Textbooks and Supplies. Costs of textbooks for

students may be requested in the proposal. If provision of
textbooks fits in the objectives and work scope of the
proposal, the cost should be carefully specified. Some
projects have allowed a flat amount to cover the cost of
texts and supplies. You might want to have an upper limit,
such as $75 or $100 per semester. Carefully explain what
types of items may be purchased under the text and supply
allowance. It is alsoc possible to purchase texts and then
check them out to students. This type of loan system is
costly in the initial project stages, but it saves money in

the second and third years of the project.

Step 1. Determine which texts are used for each
course in the course sequence.

Step 2. Determine in what order the students will be
taking the courses.

Step 3. Determine the costs of each book and the
number of books needed ecach semester.

Step 4. Compute the cost of the books needed each
semester.

Student Travel. 1In some cases it is desirable to
provide travel costs to student for a variety of
activities. If it is necessary to travel long distances
from the campus to practicum and student teaching sites,
reimbursement for mileage may be necessary in order to have

an appropriate site. These can be included in the budget.

! '
RTY e
SN -
i L.

o

|

! |
I :
'




Part IV Section A

Travel for field trips and local, state, or national

conferences may be appropriate if it is necessary tc

fulfill the objectives of the proposal. These costs can be
included if adequately justified. It is important te

carefully itemize such requests.

7d4. Other Types of Costs

Copving Costs. Most projects have duplication

costs. Support may be requested.

Step 1. Estimate the number of copies needed each
month.

Step 2. Determine the per sheet cost charged by
facilities in your college or university.

Rental and purchase of films, video tapes, audio
tapes, and training packages are allowed. In order to have
these items approved it is important to show how the items
will contribute to the workscope and to meeting the
objectives of the proposal. Reviewers are more inclined to
recommend approval of these items when the name of the item
(films, tapes, etc.) is specified and the cost and vendor

provided.

Determine the name, cost and source of
films, video tapes, and training packages
you need to complete the work scope and meet
the objectives of the project.
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7e. Recruitment

In most cases some amount of recruitment is necessary
to ensure that your target population is informed about the
opportunity to apply to your program. Several avenues are
available for recruitment including distribution of flyers
to places where prospective students may be located such as
public schools if you are targeting teachers for

retraining, student living quarters if targeting

undergraduates, bulletin boards, student newspapers, campus

radio stations, student organizations, advocacy
organizations, employment offices, unemployment offices,
local newspapers, and the public relaticns office in your
college or university. It is important to identify
approaches which will ensure that all underrepresented
populations are made aware of the project and funding
opportunities. Many reviewers look very closely at your
recruitment plan. Costs of recruitment can be included in

the budget if a plan for recruitment is presented.

Determine what methods and avenues you wish
to use to disseminate information about the
program and funding opportunities.

Determine names and phone numbers of contact
people whom you will use for dissemination of
recruitment information, along with names and
addresses of appropriate agencies and
organizations.
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Determine the costs of newspaper ads. public
service ads on radio and TV, cost of
designine and producing flyers, brochures,
Posters and cost of mailing flyers, etc.
Thare may be other costs, depending on the cbjectives
and work scope of the nroject. Some people are now using
electronic mail to maintain contact with students in the
prerram. thers require students to be videotaped as a way
of documen’:ir.g their progress. Some projects havz used
still phot giLiphs to document prcject activities. The

costs in this c:tegory depend con the objectives, the

wor“scope anc the ac*ivities associated with them.

Ze
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Appendix IV.A.1

Sample Budget Data Collection Form




Appendix IV.1.
Budoet Data Collection Form

¢

Personnel (Faculty)

Name of person

Contract Salary

Number of days in Contract

Estimated salary increase for next
fiscal year

FTE (in Percent of time) committed
to proposal

Name of person

Contract Salary

Number of days in Contract

Estimated salary increase for
next fiscal year

FTE (in Percent of time) committed
to proposal

Name of person

Contract Salary

Number of days in Contract

Estimated salary increase for
next fiscal year

FTE (in Percent of time) ccmmitted
to proposal

Fringe Benefits

Negotiated Average Rate of College or
University

If there is no negotiated average rate collect
fringe line items for your college or
university

Workmens Compensation (% of salary)

Health Insurance (% of salary)

Life Insurance (% of salary)

FICA (% of salary)

Retirement (% of salary)

Other Benefits (% of salary)




Travel

- i
\ :
i

L i

Allowable mileage rate

Allowable Per Dien

Allowable Lodging

Allowable other travel charges

supplies

Itenm/Category
Estimated monthly charges

Item/Category
Estimated monthly charges

Item/Category
Estimated monthly charges

i

g

Item/Category
Estimated menthly charges

Iten
Number and unit cost

Contractual

1

Name of Consultant

Purpose of Consultant

Cost of consultant (By Day)

Number of days consultant to be used
Per Diem for consultant

Lodging for consultant

Air Fare for Consultant

Other

Estimated monthly Communication costs
Telephone
Postage
Shipping

Copy and reproduction costs
Monthly charges

i

ey
i N




Other (Cont.)

Stipends
Number of students to
receive stipends

Amount of monthly stipend for
each student

Book and supply stipend for
each student

Tuition Waivers
Number of students to receive
tuition walvers

Number of hours of tuition waiver
each student will receive

Number of semesters each student
will receive tuition waiver

Recruitment

Flyers or Brochure
Cost of Design
Per unit cost of printing
Mumber of units to be printed

Newspaper ads
Newspaper Name
Cost per ad
Number of times ad to run

Newspaper Name
Cost per ad
Numker of times ad to run

Other types of costs
Item
Unit Cost
Number of units

Iten
Unit Cost
Number of units
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Part IV Section B

B. BUDGET DETAIL

You are ready to begin the development of your budget
detail once you have gathered the information and have
decided how to allocate the total dollars you plan to
requ.st. The RFP contains the average range of awards for
specific competitions. Most proposal writers use these
estimated figures to guide the overall budget development.
Figure IV.B.1l contains an example of a Budget Detail és it

would be prepared to accompany a proposal.

Develop your budget detail by following the order
presented on the Federal Budget Information form, Section
B, Budget Categories. You begin the budget detail by
presenting your requests for personnel (6a) and fringe
benefits (6b). Please note that two columns are provided.
There is one column for each item expenditure and a column
for the total expenditure in each "Object Class Category."
As can be seen in Figure IV.B.1l, separate entries are made

for travel, supplies, contractual and other.

The last page of the Budget Detail (Figure IV.B.1)
shows how the category totals are added together to
determine the Total Direct Costs. There is one more

calculation to make when you have determined the Total
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Direct Costs. To determine the Indirect Cost Total, you

must multiply by 8% (the established rate by the U.S.

Department of Education). This Indirect Cost amount is

added to your Total Direct Cost

. This total is reflected

under the heading of Total Charges in Figure IV.B.1l.

FIGURE 1IV.B.1

BUDGET DETAIL

PERSONNEI, SALARIES_& BENEFITS

Project Director
.20 FTE X $54,000
10 Summer Research Days X
$54,000/195 DAYS

Project Assistant
$8, 000

Secretary
.50 x $17,500

Part time instruction
3 courses x $2,250

TOTAL SALARIES

*Fringe Benefits €22% of Salari
Workmens Compensation
Insurance
FICA
Retirement
Other Benefits

TOTAL FRINGE BENEFITS

TOTAL SALARIES & BENEFITS

* Negotiated university rate for both

147

es

204

ITEM CATEGORY
COSTS TOTALS

$10,800

$ 2,769

$ 8,000

$ 8,750

$ 6,750
$37,069

$ 8,155

$ 8,155
$45,224

faculty and staff.
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TRAVEL

1 trip to CEC in Washington, DC
for Project Director
Airplane Fare - Round T'rip
Per Diem 4 days x $50 per day
Lodginc 3 days x $120 per day
Ground travel and transfers

TOTAL TRAVEL
SUPPLIES

Office supplies
$40 per month x 12 months

Instructional Supplies
$60 per month x 12 months

Instructor Supplies
$50 per month x 12 months

Video tape
20 cassettes x $4.20

TOTAL SUPPLIES
CONTRACTUAL

Consultants
$250 per day x 3 days
Per Diem 4 days x $30 per day
Lodging 3 days x $100 per day
Airplane Fare
$650 per round trip

TOTAL CONTRACTUAL
OTHER

Telephone
Long Distance Charges
$25 per month x 12 months
Phone line costs $20 per month

Student Stipends
10 students x $200 per month
¥ 12 months

Part IV Section B

$24,000
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Student Tuition
Academic Year
10 students X 12 hours
2 semesters xX $85 per hour $20,400

ii

il

Summer School Tuition

10 students x 6 hours x $85

per hour $ 5,100
Project Assistant

Academic year

12 hours x 2 semesters x $85

per hour $ 2,040

Preoject Assistant
Summeyr school
6 hours x $85 per hour

Copying
$45 per month x 12 months

Film Rental
1 day x $70/day
1 day x $130

Recruitment
Flyers & Brochure
Newspaper ads
Campus paper - 2 ads x $40 each
Local Daily 2 ads x $55

L

TOTAL OTHER $53,680
TOTAL DIRECT COSTS $104,098

INDIRECT COSTS
Total direct Costs x 8% 88,328

o

TOTAL CHARGES $112,426

i
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C. BUDGET JUSTIFICATION

When you have completed your Budget Detail, you must
then write a narrative (justification) to support the

requests you have made.

The budget justification is extremely important in the
proposal development process. The quality of the
justification often determines the amount of money that is
awarded and whether certain line items are funded. Part of
the secret is to be very detailed and specific when writing
the justification. All budget items should be tied to
project activities, goals, objectives, and scope of work

outlined.

1. PERSONNEL

Project Director

Several factors are important here. First, include
the director’s name and degree, as in, Dr. Jane Doe, Ph.D.
Second, make reference to the skills of the director even
though you have already discussed the quality of the key
personnel. Third, specify the exact duties of the
director, such as: "She will be responsible for the overall
administration of the project, including budget management,

supervision of staff, and evaluation. In addition, she
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Part IV Section C
will teach and assist in the supervision of practicum
students." 1In this description, it is clear that most of

the work will be completed by the Proiect Director.

If summer days or extra days during the school year
are requested, it is important to specify why these duys
are neaded and what tasks will be addressed during the

extra days. When requesting extra compensation for the.

regular contract period of the director, specify what

duties or what part of the work scope requires the director

to work outside of the normal contract period.

The time commitment should be stated again as FTE and
also the number of days represented by that Full Time
Equivent (FTE). Review panels like to know that the staff
will be available for enough time to ensure that the

project will be successful.

Caution: Make sure that the justification is written
in such a manner that the duties of other staff members are
also clearly defined. Most of the time the director should
have supervisory duties, report writing, student
advisement, and overall management duties. The director
may also teach, supervise student teaching or perform other

gimilar duties.




Part IV Section C
Clerical/Secretary
Describe the clerical duties which this person will
perform. Include such things as correspondence, management
of project records, management of student records, typing,
and filing. The duties should be consistent with the FTE
you have requested in the budget detail and consistent with

" the work scope of the project.

Other Staff

Staff positions should include the staff members’
names and degrees. Briefly mention unigue skills which the
staff member will contribute to the project. These skills
should relate directly to the goals, objectives, and work
scope of the project. Describe specifically the duties of
the staff person. For example, "Dr. John Buck has 11 years
experience testing and designing programs for students with
severe or profound handicaps. He will be responsible for
teaching courses in assessment of students with multiple

handicaps. In addition, Dr. Buck will consult with the

prdject staff on designing programs for students with

severe or profound handicaps."

Again, specify the amount of time each statf member
will commit and when the work will be done (summer, fall,

spring).




Part IV Section C

2. FRINGE BENEFIT

The Fringe Benefit line refers to the costs the
institution must pay for the employee such as the
university’s cost for FICA, Retirement, and Insurance.
Fringe Benefits are handled differently, depending on the
agreement your institution has with the Grants and
Contracts Services and Office of Management and Budget.
Some universities have a negotiated average fringe benefits
rate that is charged against all salaries. If your
institution has such an agreement you may merely state that
"The University has a negotiated average fringe benefits
rate of 25% of salaries." If you do not nave a negotiated
agreement, then each fringe benefit category should be
listed individually with separate percentages and amounts
assigned. You must then multiply the fringe benefit rate
for each item times the salary for each individual. This
process complicates your job, but is required for the

budget process.

3. TRAVEL

Review panels examine travel requests carefully.
Travel can take several different forms, such as travel to
supervise students, travel expenses for students to go to
training sites, travel for students to attend specified
meetings or take specific field trips, and travel to local,

state, regional and national conferences.
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Part IV Section C
Travel to supervise students
Reasonable mileage costs to supervise student teachers
or practicum students, gain favorable reception. You
should, if possible, specify the anticipated locations
which should have been described in the narrative section
of the proposal, the distance to each site, and the number

of times you anticipate visiting each site.

Student travel to training sites

Reimbursement for student travel can sometimes be
justified, when a project goal is to assist students from
econcomically disadvantaged areas to obtain a teaching
credential. This should be justified on the grounds of the
cest of traveling to training or practicum sites. The
costs should be specified according to the type of
transportation used. The project might reimburse for

public transportation fares or pay mileage costs for cars.

Travel for specified meetings and field trips

It may be necessary for students to visit certain
field sites as part of the training objectives listed in
the narrative. For example, you might want to have all of
the project staff to visit a modei site which features

programs for children who are tc be impacted by your

training proposal. If the facility is 150 miles away,




Part IV Section C
costs for use of the college bus may be built into the
budget in order t¢ transport all students. A seminar
scheduled by another university might be appropriate for
your students and reimbursement for mileage might be the
only way your students can afford to attend. Support for
these items can be requested as part of the proposal.
Ccareful justification is required and the relationship to

the workscope and objectives must be clearly evident.

Travel to local, state, regional, and national

conferences.

Travel for conferences is often viewed with concern by
many review panels. First, you should specify exactly
which conference you plan to attend. Second, be sure to
list the location and the dates. Third, provide a reason
for attending such as to present a paper describing the
project or to recruit students. The latter reason should

also be part of your recruitment plan in the narrative.

Travel for students to conferences is a legitimate

request if the goals of the travel are consistent with the

goals and objectives of the project. You will'improve the

probability of receiving approval for this request if you

tie travel to project objectives and goals.




Part IV Section C
4. EéUIPMENT
Normally, training grants do not allow for the
purchase of equipment. You should consult OSERS staff
before including a request in your proposal if you have

need for fquipment in order to meet the goals and

objectives of the proposal.

S. SUPPL;ES

Supplies are considered to be items which are
consumable or have a very short life span. Supplies
include such items as paper, pencils, transparencies, video
tapes, etc. It may be difficult to arrive at an exact list
and cost for each item. Some reasonable estimate is stilil

necessary, and some rationale is important for the review

panel.

Some proposal writers have found it useful to break
down supplies into several categories, plus noting any
specific items which can be identified. The categories
might include Office Supplies, Student Supplies,

Instructional Supplies, and Instructor Resources.

Office supplies

Office supplies include those items necessary for the
normal office activities required to conduct the project.
An example of justification for this

215
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Part IV Section C
item might be, "Funds for office supplies necessary for the
operation of this project are requested. oOffice supplies
include such items as letterhead, envelopes, typewriter
paper, pencils, typewriter ribbons, word processing
supplies such as printer ribbons, laser cartridges, and
file folders. Past experience suggests that costs average

about $30 per month for a project of this size.®

Instructional supplies

Instructional supplies include those items needed to
carry out the instructional objectives of the project.
Some items for this category might include transparencies,
chalk, slide trays (if slides are being developed or
already exist), wvideo tapes, flip charts or camera film to
photograph some type of instructional material. The
justification might be: "Funds are requested for
instructional supplies for instructional activities of the
project. These supplies include such items as overhead
transparencies, slide trays and or visual training
materials to be developed as part of Objective 3, and flip

charts to be used for class presentations.™
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Part IV Section C

Instructor resources

Instructor resources refer to those items needed by
the instructor to develop and present quality instruction.
This might include reference materialsuch as books,
reprints, monographs, unpublished monographs, instructional
material used in schocl classrooms but needed for
illustration in the college classroom, and graphics used
for illustration. You should only regquest material that is
not normally available in the university library. It is
helpful to specify the material to be obtained. For
example, "Funds are requested for resource material for
instructor use in the planning and implementation cf
courses associated with Objective 4. These materials will
include such things as the Physician Desk Reference,
Dorlands Medical Dictionary, DSM~III-R, The Vineland
Adaptive Behavior Scales, etc. A detailed list of materials

to be considered can be found in Appendix _."

6. CONTRACTUAL

The contractual line allows the inclusion of
subcontracts with a public school district, consultants, or
other third party organizations or agencies which will
receive funds from this project. This might include
agreements with a s.-hool district to supervise student

teachers, a consultant to conduct the project evaluation,
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Part IV Section C

or a transportation company to provide buses for field

trips.

The following is an example of justification for
consultant expenses. "YEducational Evaluation Services, a
for-profit corporation, has agreed to conduct the
evaluation of this project for the sum of $1,500. They
will review all project records, interview randomly
selected students (minimum of 4 per year), review project
progress 2 times per vear and complete written reports two
times per year with an assessment of progress toward
precject goals and make recommendations for future
activities. This budget item contributes to meeting

Objective 5, Project Evaluation.”

Here is an example of justification for supervision of
student teachers. "The Sunflower Kansas School District
has agreed to release two teachers for a total of 8 half
days per teacher per semester to supervisé 2 student
teachers each per semester in exchange for reimbursement of
$800 to cover the cost of hiring substitute teachers. This
budget item will address the need for field based

supervision as specified in Objective 4."
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Part IV Section C
All costs should be carefully specified and tied to
project objectives and activities identified to meet those

objectives.

7. CONSTRUCTION

Construction costs are not normally an allowable

expense on training grants awarded by the Department of

Education.

OTHER
. The Other category includes all costs not included in
the above categories. This includes student costs, such as
tuition, stipends, books and supplies, communication costs,
non-consumable items such as film purchase and rental, and
development of training materials. Do not include a line
called miscellaneous. A miscellaneous line will not

usually be approved.

Communication costs

Communication costs include long distance phone

charges, postage, shipping, fax costs, and E-mail. The

following is an example of the necessary estimate of
monthly average costs. "Funds are requested for normal
communication costs. This includes such items as postage

(for distribution of recruitment materials and




Part IV Section C
communication with students), long distance phone charges
(for contacting prospective students, contact with
practicum sites), E-mail (for contact with students as
indicated in Objective 3), Fax ccsts (for contact with

school districts), etc."

Student costs

Student costs depend on what parts of student expenses
you decide to support. Some projects may cover only the
cost of tuition, while others will address tuition, provide
monthly stipends, and provide funds for books and surpiles.
Your decision will depend on the amount of money allowed by
the RFP and by the other project support you rrguest.
Readers always respond poéitively to a budget which
provides a strong student support component. Though there
is no magic formula, you should consider allocating a
minimum of 20% of your total budget request for student
support. If you are able to develop a training program and
provide a total of 30% to 40% of your total request for
student support, this increases the likelihood of a
positive response from the readers, all other factors being
equal. More of the budget can be allocated to students if
the university covers most of the other costs such as
salaries and supplies. The following are examples of
specific justifications for tuition waivers, student

stipends, and book and supplies.
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Part IV Section C

Tuition waivers |

"Funds are requested for student support for tuition
waivers for the regular academic school year and for the
summer session. During the academic school year waivers
are requested for full tuition for 5 students at $1,440 per
semester for 2 semesters each. Tuition waivers are
requested for 10 part-~time students. Each part time
student will be awarded waivers for a maximum of 6 hours
per semester at $120 per hour. For the summer session,
tuition waivers are requested for 20 students for 6 hours

each at $120 per hour."

Student stipends

“Funds are requested to provide stipends of $300 per
month for 12 months to 5 full time students. Stipends of
$400 each for 5 rural students are requested for the summer
session. These funds are required since rural stu_zats
must maintain two households during the summer session,
while they travel £o the campus for classes. This stipend
will partially offset the extra expenses incurred by these
students. Objective 6 addresses the need for training for

teachers in rural areas."
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Part IV Section C

Books and supplies |

"The focus of this project is to bring underemployed
or underrepresented individuals into the educational
system. Specifically targeted for recruitment are
educational assistants. The cost of books and supplies
often exceeds the financial resources of these students.
Therefore, funds are requested for the purchase of books
and supplies to be used by students in the project. Books
will be purchased by the project and locaned to students
receiving tuition waivers. University data estimates that
the cost of books and supplies averages about $45 per
course. Each student will be loaned a book for the
duration of the semester and must return it to the project

for use by another student during the next year."

Copying

Funds for copying are ofter - 1 .1em at many
universities. Funds for some copying costs can be
requested.. Copying might be requested for making handouts,
copying tests, copying student papers, and copying project
documents. Normally, $40-$50 per month will cover copying
expenses. At 5 cents per copy, this budget will allow for

the reproduction of 1000 pages per month.
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Part IV Section D

D. CONTRIBUTED BUDGET

You should include information that reflects your
institutional commitment and effort. This is in addition
to the Budget Detail, which specifies what you are
requesting from federal support. Include information about
an agency, organization, or public school which will also
support your effort. A truly collaborative project will

involve contributions of resources from several sources.

One way to provide such information is through the use
of a contributed budget, which specifies the specific
contributions to the project. The following pages provide
an example of the type of items which might be included as
part of a Contributed Budget. 1In addition, an example of

the Justification of in-kind support is included.
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M

NEW MEXICC TRANSITION SPECIALIST TRAINING PROJECT

CONTRIBUTRD BUDGET, DETAIL
YEAR 2 = 1992-1593

Additiconal personnel support from the vniversity
of New Mexico Departament of Special Bducation,
and College ef pducation

Fringe Benefits

additional equipment, supplies, and other

TOTAL U.M.K. CONTRIBUTED BUDGET

.05 FTE of the three persons from SDE 1listed .
pelow, for planning, monitoring, and problem-
solving at the state level and with districts

Mileage and per dlem for State Departzent of
Education (including DVR) %o participate in
planning peetings and some training sessions;

'3 people (Pat putnar in Vocational gducation,

carocle Brito Pducation, and Glen
panian in Vvocational Rehabilitation) x 5 trips

@ 400 average miles X $.25/mile; 5 days per
diem € $50

Fringe Benefits on personnel cests

communication, duplication, and clerical costs

70TAL S8DE CONTRIBUTED BUDGET

X BO

Involvement of local counselors in communities’
planning and transition training sessions;
training by Charles Lehman in delivery of
appropriate occupational information

Fringe Benefits on Personnel costs

vse of extensive 1ibrary and dissenmination of
¥MSOICC materials on jabor market trends and
enployability of groups in various sites

TOTAL D.O.L. COKTRIBUTED BUDGET

$ 9,250
¢ 2,035
€ 9,720

$231,003

BEST COPY AVAILABLE




Costs for substitutes for planning neatings ;ngl
3 fu

technical assistance and training visits;:
and 3 half days @ §35/day substitute rats

Mileage and per dienm for district participants
to participate in sumzer institutes snd initial -
pianning peetings; 2 trips x 50 people & 500 '
average xiles @ $.25/mile; S5 days per disn each

pacilitlies, audiovigsuel equipment, and office
eguipnent to be provided for training sessions

use of audioconveners at outreach gites
{currently approximately 18 conveners sxist in
LBAs and RCCs; 15 conveners € $1,200 ezch)

T0TAL CONTRIBUTED BUDGET
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STATE DEPARTKENT OF EDUCATION CONTRIBUTION

PERSONMNEL *

Three Project coordinatore/Assistant pirectors will
contribute theil time as part of their respactive joba.
carole Brito, Transition Coordinato special Education
Unit, and Patrick Putnaa, Handicapped Project Manager within
che Yocational gducation Uanit, will be critical participants
with the pianningy, development, 1nplesentation, and evaluation
of all technical asgistance and training activitiss. Glan
pamian, Transition coordinator for DVR, will a1so be inte
involved. They will help with all decision-saxing and will
provide gecments of the training where spproprists and feasible.
In addition, their collabovation will necessarily involve
clerical support from both of their units. 4,500

FRINGE BENEEITS - 22% of Tota} Personnel 990
TRAVEL

The coordinators/Directoxr will necessarily travel xo
aistricts vhere initial proces” planning, technical

assistance, oF training will be osecurring. As a result,
their respective units will be incurring travel axpenses.

OTHER

s.D.E. involvement through the three coordinators
will wean that the agency incurs expenses beyond oxrdinary
charges. A minimum amount of contributed telephone,
postage, duplication, and SpecialNet charges is listed.

N.¥. DEPARTHENT OF LABOR CONTRIBUTION

areas of involvement by Depaitment of Lalkor
activities. First,

Project Staff, by
demonstrat te sesz2ions, in
delivery of critical occupational information. Second,
jocal DOL counselors vwill be involved as coaxunity-level
planning in the transition process occurs.

zx;ngz_nzﬁﬂzxmg_- 188 x Total Personnel
The N.M. SOICC develops and distributes a wealth of
gnformation about labor market trends and employment

statistics and literature that will lend great strength to
the transition personnel preparation. :
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1,0CAL RDUCATION AGENCIES & REGIOKAL CENTER COOPERATIVES

PERSONNEL

LEAs and RC rovide substitute teachers
gor some of the time their personnel spend in training. In
addition, meetings for needs assessments, dscision-making,
making arrangements for training, and carrying out training
assignments will be necessary. A aininua level of 3 full
and 3 half days §s claimed, at the gabstitute rate of $35.

TRAVEL

LEAs and RCCs will be asked to support the training that
must take place at the UNM campus by providing rileage and
per dien expenses. spread &Cross 12 gites, and noting that
many sites vill represent RCC clusters of several districts,
thia means that each district will spend &n average of less
+han $1,500 on travel expenses.

FACILITIES AND EQUIPMENT

Local districts or regional cooperatives will be
providing the zmeeting rooms an ovisual (and sonetimes
eoffice) equipment needed to conduct the training at each
of the cluster gites. In addition, districts and RCCs
will be asked to provide support for distance sducation
+hrough use of existing, ©or purchase of nev, conveners for
andioconferencing.

.l
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Part IV Section E

E. FEDERAL BUDGET FORMS

The information presented on your Budget Detail must
be transferred to the federal "Budget Information
Non-Constr-iction Programs" forms (SF424A). These two
sheets must be completed and placed at the front of your
proposal, immediately following your cover page (Facesheet

-SF424) .

The two pages in Appendix IV.E.l1 are accompanied by
two pages of instructicns. The amounts for inclusion on
these two pages are der.ved from the figures on your Budget

Detail.



Appendix IV.E.1

YBudget Information Non-Construction Programs® Forms (SF424A)

Cre
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INSTRUCTIONS FOR THE SF 424

This is a standard form used by applicanis as a required facesheet for preapplications and applicaticns submitted
for Federsiassistance. It will be used by Federsi agencies to obtain applicant certification that States which have
established a review and comment procedure in response to Executive Order 12372 &nd have selected the program
to be included in their process, have been given an opportunity to review the zpplicant’s submission.

Item: Entrv ftem- Entrv:
1. Seif-explanatory. 12. List only the largest political entities affected
2. Date spplicstion submitted to Federal agency or {e.g., State, counties, cities).
State if applicable) & applicant's ¢ontrol number
(if applicable). 13. Seli-explsnsatory.
3. State useonly (if applicable). 14. List the applicant’s Congressional District and

4. If this application is to continue or revise an &ny District(s} affected by the program or project

existing awand, enter present Federsl identifier

number. if for a new project, leave blank. 15. Amount requested or (o L contributed during

the first funding/budget period by each

5. Legal name of applicant, name of primary contritator. Value of in-kind contributions
organieational unit which will undertake the should be included on appeepriaie lines as
assistance activity, complete address of the applicable. If the sction wiil cewalt.in a doilar
applicant, and name and telephone number of the change to sn existing award, indieate pniy the
person 1o contact on matters related to this amount of the change. For decreases, enclose the
spplication. amounts in parentheses. If both besic and

6. Enter Employer Identification Number (EIN) as sapplemental amounts sre inciuded, show

breakdown on an atiached sheet. For multiple
program furding, use totals and show breakdown
7. Enter the eppropriate letter in the space using saree categories as item 15,

provided.

azsigned by the Internal Revenue Service.

16. Applicants should contact the State Single Point

8. Check appropriate box and enter appropriate of Contact (SPOC) for Federal Executive Order

letter(s) in the space(s) provided. 12372 0 determine whether the application is
— "New” mexns a vew assistance award. subject to the State intergovernmental review
—"Continuation” means an extension for an process.
additional funding/budget period for a project
with a projected completion date. 17. This question applies to the applicant orgasi-
—"Revision" means any change in the Federal zation, not the person who signs as the
Government'a financial obligation or suthorized representetiva. Categories of debrt
contingent liability from &n existing include delinquent audit disailowances, loans
obligation, and taxes.
S f:::: r::i::z;l:if;n&y; ?pr:l;l::ic:na.munce ® 18. To be sig.'ned by the authorized repreu_smative ?f
- the applicant. A copy of the governing body’s
10. Use the Caulog of Federal Domestic Assistance -authorization for you to sign this lpplic‘(ion s
number and title of the program under which official representative must be on file in the
assistance is requestad. applicant’s offics. (Certain Federal sgencies tay
11. Enter a brief descriptive title of the project. if require that this suthorization be submitted s
more than one program is involved, you should part of the application.)

append wa wxplanation on 8 XRparate zheet i
appropriats {(e.g., coasiructiea of caal property
projects), attach & map showing project location.
For preapplications, use a separate. sheet to
provide a summary description of this project.
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Federal Register / Vol. 56, No. 216 / Thursday. November 7. 1991 / Notices

INSTRUCTIONS FOR THE SF-424A

General Instructions

This form is designed so that application can be made
for funds from one or more grant programs. In pre:
paring the budget, adkers to any existing Federal
grantor agency guidelines which prescribe bow and
whether budgeted amounts should bs saparately
shown for different functions or activities within the
program. For.some programs, grsator agencies may
require budgets to be separataly ashown by function or
activity. For other programs, grantor agencies masy
require a breakdown by function or activity. Sections
AB.C, and D should include budget sstimates for the
whole project except when epplying for assistance
which requires Federal authorization in annual or
other funding period increments. In the latter case,
Sections A,B, C, and D should provide the budget for
the first budget period (usually & year) and Section E
should presént the need for Federal assistance in the
subsequent budget pericds. All applications should
contain a breskdown by the object class categories
shown in Lines a-k of Section B.

Sectior A. Budget Sum

Lines 14, Columns (a) and (b)

For spplications pertaining to s single Federal grant
program (Federal Domestic Assistance Catalog
number) and a0t requiring & functional or activity
breakdown, enter on Line 1 under Column (a) the
catalog program titie and the catslog number in
Column (b).

For spplications pertaining to & single program
requiring budget amounts by multiple functions or
activities, enter the name of eech activity or function
on ¢ach line in Column (a), and enter the catalog ourm-
ber in Column (b). For spplications pertaining to mul-
tiple programs whers none of the programs require a
breakdown by function or activity, enter the catalog
program title on each line in Columa (a) and the
respective catalog number on each lina in Column (b).

For applications pertaining to multiple programs
where one or more programs require 8 breakdown by
function or sctivity, prepare s separate sheet for sach
program requiring the breakdown.  Additional sheets
should be used whan one form does not provide
sdequate space for all breakdown of date required
However, when more than one sheet is used, the first
page should provide the summary totals by programs

Lines 1-4, Columns (¢) through (g.)

For new applications, leave Columns (¢) and (d) blank

For each line entry in Columns (a) and (b), enter in
Columns (e), (D), and (g) the appropriate amounts of
funds needed to support the project for the first
funding period (usuaily a year).

Lines 1-4, Columaa (¢) through (g.) ( continued)

For sontinuing grans program applications, submit
thesa forma before the end of ssch funding period as
required by the granicr agency. Enter in Columns (c)
end (d) the estimated amounts of funds which will
remain unobligated at the end ¢f the grant funding
period oaly if the Federal granior agensy instructions
provide for this. Otherwize, leave these columns
blank. Exter in columnse (¢} and () the amounts of
funds neaded for the upcoming peried. The amount(s)
in Column {g) should be the sum of amounts in
Coluzang (e) snd (f).

For susplemesial grosis snd changes to existing
grants, do not uss Columns () and {d). Enter in
Coluran (ej the amount of the increase or decresse of
Federsl funds and enter in Column (f) the amount of
the increase or decreane of pon-Federal funds. In
Column (g) enter the new tctal budgeted amount
(Federal and non-Federal) which includes the tetal
previous authorized budgeted amounts plus or minus,
as appropriste, the amounts shewn in Columnas (e} and
(). The amountis) in Columsn (g) should not equal the
sum of aziounts in Columna (e} and ().

Line 8 ~ Show the totals fur all columnyg uged.

Section B Budget Catzgories

In the column headings (1} through {4), enter the titles
of the same programs, funciiony, and sstivities shown
on Lines 1-4, Column (&}, Sectisn A. ¥When additional
sheets are prepersd for Section A, provide similar
column headings on each sheet. For each program,
function or activity, fill in the totai requirements for
funds (both Federsl and non-Federal) by object class
catagories.

Lizes 8a-1 — Show ths totals of Lizes 6a to 6h in each
colums:,

Line 6 - Show the smount ¢f indireet cost.

Line 8k - Enter the total of amnounts on Lines 6i and
6j. For all spplications for new grants and
continuation grants the total zmount in column (5},
Line 6k, should be the same 23 the istal amount shown
in Seetion A, Column (g}, Line 5. For supplemental
grants and changes to grants, the totsl amouns of the
increase or decreass \s shown in Calamns (1)-(4), Line
6k shouid be the same a3 the sum of the amounts in
Section A, Columns (¢) knd {f) o Lins .
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PArulText Provided by ERIC R

OKR Appecsal No. 2348 8044

BUDGET INFORMATION — Non-Construction Programs

SECTION A - BU T UMMARY

Catalog of Feders!
Demaostic Assltance
Bumber

(v}

Estmstod Usebligated funds

New ot Rovised udpet

foderal
)

Ron-Sederdi
{d)

Mon-Federsd
(U]

$

$

SECTION B - BUDGITCATIGORIES

GAANT

2)

FUNCTION OR ACTIVITY

(3

$

$

Other

Total Disect Charges (sum of ba - 6h)

indicect Charges

TOTALS (sum ol biand §;)

$

$

$

Authorized for Local Reproducton

L

Standad Farm 424A

(4-38)

Proscibnd by OMR Cacides A 102

237

s3aB0N / 1661 'L 18QuaAoN, "Aepsinyl / 912 "ON '9S I°A / 328139y [esepad




i SECTION C - NON-FEDERAL REC DUACES
s} Oeond {B] Appticam _fc) pratg {d) Cthec Bourcey | {a) TOTALS
[ $ s 4 $
= ..
"n
]
", E—
E
y 12. TOTALS (wm of lines § and 1) ' s s $ -
] SECTION D - FORECASTED CASH NEEDS °§_
13. Feseral Tolad bco V06 Yaur 191 Quartar iod Qupcter 3rd Ouenter 418 Ouaner i
$ $ 1 $ §
~ 14, Nentedarsl g"
_ 15. TOTAL {sum of knes 13 and 14) | ) s $ | g
0
SECTION € - BUDGET ESTIMATES OF FEDERAL FUNDS NEEDED FOR BALANCE OF THE PROJECT >
o
P TUTUSE FUNOENG PERCDS (¥ earsd
. 0) Grent (b} Piem (<) Second _{d] Third fe) Fourth ’:3
— 18. $ 1 $ $ g.
o
- <
- . 17, rd
- 2
- <
- 18. g
? ? S 19 ]
LY ) N
0. TOTALS (sum ofines 16-19) $ 1 ) "!:
SECTION F - OTHER BUDGET INFORMATION ~
{Atrach additional Shaets il Necessary) 2
a1, Disect Cvasges: 12. indisect Chatpes: %
- o
13. Remarhy mBS
SF 424A (448) Pege 2
Proscited by OMB Cecuter A-102 A
- Authorized for Local Reproduction
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Part V Section 2

V. ORDER OF PROPCSAL

The application packet specifies the order of

presentation of forms. The following is the order derived

from direct statements, implied information provided, and

general practice.

Face Sheet {(SF424)

The facesheet is placed as the first item of your
proposal

Abstract

Include a one-page double-spaced abstract
immediately following the Federal Assistance
Facesheet.

Budget Detail

The Budget Detail information is the "detailed
breakdown of costs for each line item," as found
under Part II of the Budget Information
directions.

Budget Justification

The explanation of your Budget Detail should
follow next.

Contributed Budget and Contributed Budget
Justification

Your institutional commitment and that of other
organizations or agencies can follow in a
contributed budget.




Part V Section A

Assurances and Disclosures

The remaining forms should be included in the
order contained in your application packet. At
the top of the first of these forms is a
statement which indicates that "certain of these
assurances may hot be applicable to your project
or program. If you have questions, please
contact the awarding agency." If your
institutional representative is not familiar with
these forms, then someone must be responsible for
obtaining information which will ensure
appropriate completion.

Table of Contents

The next information should be the Table of

Contents which directs the reader through the

remainder of the proposal. In fact, most Table

of Contents also include references to the front

matter, as seen in the example in Appendix G.
After all the front matter is assembled as listed

above, your narrative and appendices follow.
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Part V Section A

A. FACE SHEET

The federal ferm that comprises the facesheet for your
proposal is, in many ways, the most important page in the
entire document. Your first step is to carefully read the
instructions that accompany the facesheet. The facesheet
is discussed in sections below with more in-depth
explanations. A completed sample facesheet is shown in

Figure V.A.1

Section 1

Items 1-6 are primarily identifying information for
your unit. Item 1 asks about the type of submission. You
would typically check "Non-Construction'" under
"Application" on the left. Item 2 is the date you submit
your application which typically is the due date for the
postmark. Item 3 asks for the date received by the state.

Enter this date if you have shared your proposal with your

State Department of Education for review and feedback.
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Part V Section A

Leave Item 4 blank.

In the upper right corner, the Applicant Identifier
would be the number your own institution has assigned your
proposal (if any). You would leave the other two numbers
blank, unless your State Department has assigned your

proposal a number.

Under Item 5, type in your institution’s name for
"Legal Name." To the right, "Organizational Unit" asks for
your department, college, or ot..er division name.

"address" requires your mailing address, including your

county.

Item 6 requires your institution’s employer

identification number. Each box should have a digit in it.

Section 2

Items 7-14 ask about the scope of the proposed
project. In the box for Item 7, you are most likely to
type in an "I" (State Institution of Higher Learning) or a
"J" (Private University). 1Item 8 asks for a check for Type
of Application; you will either be submitting a "New" or

\

"Continuation" proposal.
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Item 9 requests the name of the federal agen.y to
which you are submitting, such as the U.S. Department of
Education. Your RFP will have the agency’s name clearly

identified.

Item 10 asks for, or lists for you, the specific
g competition number under which the awards are available.
—- In addition, type in the title of the competition (e.g.,

"Careers in Special Education Personnel Preparation").

i

You can ke creative with Item 11 because this is the
title of your project. Your hard work and planning has led
to development of an innovative, impressive proposal, and
you want your project to be distinctive. Therefore, its
name should be distinctive as well. Many people find that

a name that spells a catchy acronym works well for them.

Item 12 asks for the geographic scope of the project’s
impact. If there are numerous communities involved, you
may simply want to state "twenty counties" or "twelve

communities in northeastern part of state".
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Part V Section A
Item 13 requests start and ending dates for your
entire project’s duration. In number 14, state the
Congressional districts of (a) your institution, and (b)
your project. As in number 12, you may need to be general

in part (b).

Section 3

The remainder of the items on the facesheet give the
total funding picture and the connection, if any, to the
state. Item 15 asks for all scurces of funding to support
your proposed project. Part "(a) Federal" should be the
total dollar figure you are requesting from the agency.

Part (b) is the total contributed amount from your own

institution. Part (c) is the total contributed amount from

the state (e.g., the State Department of Education, the

State Department of Labor, the State Department of Health).
Part "(d) Local" asks for the total contributed amount from
local agencies, such as school districts, special education

cooperatives, or other entities. Part "(e) Other" is for

the amounts contributed by other organiéations, and Part

(f) asks you to project income to be taken in by the
project (not usually applicable). Part (g) allows Yyou to

project the total support the project will receive.
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Item 16 concerns the application’s status regarding
State Department review of your proposal prior to
submission, under State Executive Order 12372. This order
does not apply to Personnel Preparation competitions but
does apply to some other types of competitions. Read your
RFP to determine whether your particular award category is

affected by this order.

Item 17 shoulid be "no", but you may want to check with

your comptroller’s office to make sure.

Item 18 requires the signature, typed name, title, and
phone number of the person in your institution authorized
to sign off on grant proposals. Identify that person well
in advance and alert him or her that your proposal is

coming, especially if you are approaching the deadline.

NOTE: Many proposal writers find that the best mode
of operation is to complete the budget section,
abstract, facesheet and assurances at least a week in
advance of the deadline so that those pieces can go
through the institutional mill and get back to you
with signatures in time. This allows you a week to
finish all the details or. your narrative and

appendices.
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B. ASSURANCES

The government is obliged to obtain various assurances
from each institution which applies for funding. One
assurance for non-construction programs states that your
agency will comply with all related Federal statutes, such

as Civil Rights statutes, Drug and Alcohol Abuse Acts, fair

labor standards, and other laws. The same person who signs

your cover sheet must sign this multi-item assurance.

A second assurance guarantees several things: federal
funds will not pay for lobbying, the key project personnel
are not debarred or suspended, and the institution provides
a drug-free workplace. This form, also, must be signed by

the designated person described above.

Other assurances may be included as well. If spaces
for signatures are identified, make sure that the
appropriate signature is obtained and the assurance makes
its way into your proposal. Typically these assurances are
found at the end of your budget section or immediately

after the federal budget forms.




