Proposal Outline

I.
Executive Summary - 1 Page (Umbrella statement of your case and summary of entire proposal. The content of this will be used for letters of inquiry) Note: Write this section last.
· Problem

· Solution

· Funding Requirements

· Organization and its Expertise

II.
Need – 2 Pages

Statement of Need - Why this project is necessary –Include statistics and 
examples

· Use the data that best supports the case you are building.  Reference the sources and studies from which you have assembled this information.  Use footnotes if necessary.

· Give the reader hope.

· Decide:

· Is the project a model?

· Should you say the problem you are solving is acute?

· Should you portray the overall project as better or different than others.

· Don’t make claims about the project that are larger than the project actually is.

III.
Project Description – 3 Pages (Nuts and bolts of how the project will be 
completed)
A. Goal Statement and Project Outcomes - What do you want to accomplish?

· This section should include your goal statement and related outcomes that are concise and measurable.

· The goal is the large statement about your work.  For instance, “Our after school program will help children read better.”

· The outcomes are the key accomplishments that the project seeks to achieve.  They can and should be listed as bulleted items.  The outcomes should be listed in bullet form following the goals statement.
B. Timeline - How will you accomplish your objectives?

· This information can be presented in a timeline format.  You can create a list of the project activities and show over what timeframe (month and year) the work will be completed.
· Ideally, you should get all of this information onto one page.
· See next page for sample project timeline.
How will you accomplish your objectives? (Sample from a project developed by Dr. Kurt Schlichting and funded by FIPSE in 2002.

Note:  Remove Dr. Schlichting’s information and add your own.  Be sure to adjust the dates to relate to your project.
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C. Responsible Staff - Who will carry out the project?

· This section should address who will be involved in distinctive paragraphs referencing appropriate groups including—board members, top leadership (executive director), paid staff, collaborations, and consultants.  Information in this section should give the specifics related to qualifications of each of the people/groups involved with the implementation of the project. 
D. Assessment - How do you know how you are doing?

· This is the assessment portion of your proposal.
· For each of the outcomes listed in section A there should be a clear plan for how results will be measured.
· Be sure to indicate what tools you will use to gather and compile this data and who will be responsible for this work
E. Sustainability – How will this project be sustained after the funding is complete?

· How will the project be funded in the future?  If funding is not necessary be sure to make this point.
· What other resources are being explored as prospects for funding? Who are they? What is the status of the requests?  This can be as simple as a chart that highlights all of the different targeted prospects at a given time and the proposals or solicitations in progress.
· What level of support have you secured from the institution? What level of support can you continue to expect from the institution?
· What grants have been received? How much are they supporting and for what duration?
· Reference key staff/board responsibility to support this on-going process?
· Sometimes a grant seeds the development of infrastructure at the institution that sustains itself once the grant period is complete.  If this is the case, it should be explained.
IV.
Budget – 1 Page

· This section is generally a short narrative that references a complete budget in an Excel format.  Information about the budget should include the total project amount, the request for funding, and the support be provided by other sources.  Other sources include the University’s contribution as well as funding secured from other foundations, corporations, or government sources.

· Personnel (salary/benefits)

· Non-personnel (supplies, materials, etc.)

· Technology

· Travel

V.
Organizational Information – 1 Page Note:  Noel will insert this section.
· Date of founding and mission.

· Organization’s structure, programs, and special expertise.

· Information about staff and board.

· Audience served by the organization and specific project for which funding is sought.

VI.
Conclusion – 2 Paragraphs

I. Final appeal.

· Problem/solution – 1st paragraph

· Urgency/emotion appeal – 2nd paragraph
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