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Preface

T
his is a training m

anual.
Its objective is to help you plan, organize

and w
rite a conceptually sound

proposal that w
ill increase your potential for being

funded. T
he m

anual has been w
ritten in

sequential order

to achieve this goal. T
he

specific focus is on P
art D

 (personnel preparation)
proposals to the F

ederal

G
overnm

ent by S
tate E

ducation A
gency grant

w
riters, but the process is seen to be

generic for alm
ost all

proposal w
riting.

H
ow

ever, there is nothing new
 or m

agical in
the contents of the m

anual or in the process
suggested. It is

m
eant only as a guide in providing a

consistent and logical form
at for com

m
unicating program

s,
activities

and budgets to proposal readers.

F
inally, the m

a.ival w
ill not do the job for you.

Y
ou m

ust bring to the planning and w
riting process your

ow
n personality, experience

and flexibility. If any section of the m
anual is not

applicable, delete or m
odify

the approach in any w
ay in order to adapt it

properly to your specific situation.

iii
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C
hapter I

G
etting R

eady to W
rite a P

art D
 P

roposal

Introduction

T
he task of grant w

riting m
ay be thought of as falling into tw

o
phases: first, the planning phase and second, the w

riting phase. If
you try to w

rite w
ithout planning, your proposal w

ill probably
lack the kind of thrust and continuity that readers look for.
A

ccording to a recent article by K
aren D

eW
itt in the P

otom
ac

section of the W
ashington P

ost,
"O

nce (a reader) has read through four or five proposals in a lot
of thirty, you know

 w
hat you're looking for. Y

ou take a look at
the introduction and the understanding section, scan w

ho the
firm

s are offering to do the job and fill in your rating card."
If this behavior typifies the approach of grant readers, it can be

translated as follow
s to the P

art D
 P

roposal: T
he readers w

ill look
closely at the program

 narrative w
hich tells w

hat needs exist in the
S

tate, how
 they w

ere derived and w
hat you propose to do about

them
. T

hey w
ill probably scan your activities but look m

ore
critically at how

 you plan to evaluate the effect of training.
F

inally, they w
ill see w

ho you have to do your training. D
on't

underestim
ate

the
im

portance of
consultants' and program

directors' biographical sketches, especially
if you have som

e
resources (people and organizations) that have dem

onstrated good
results. (B

rand nam
es sell better)

T
he instructions that you receive from

 the B
ureau of E

ducation
for the H

andicapped (B
E

H
) provide you w

ith directions on how
 to

w
rite the proposal but are of little help in how

 to plan for the final
w

riting.
It

is
like giving you the directions for preparing an

elaborate m
eal for a cast of thousands w

ithout giving you a basic
list of ingredients or a recipe for m

ixing them
 together. W

ithout
the planning phase, you are likely to end up w

ith pot -,luck rather
than a w

ell-balanced m
enu.

T
his m

anual outlines a planning process that w
ill provide you

w
ith the necessary ingredients to w

rite a w
ell-balanced proposal.

C
hapter I

is a step-by-step w
alk-through of the planning stages.

C
hapter n takes you through the w

riting phases and show
s you

w
here to get each of the necessary pieces from

 the planning
m

aterials.

W
here not to begin in conceptualizing

a training proposal

D
o not begin w

ith the activities of the program
 because this w

ill
lead to a disjointed proposal lacking thrust and flow

. O
ne of the

m
ost blatant problem

s w
ith S

tate grant proposals has been that
the program

s looked like a num
ber of m

ini-proposals w
ithout a

unifying concept.
F

ollow
ing is a conceptual m

odel for a N
eeds A

ssessm
ent. T

his is
one w

ay to select logically from
 all the articulated needs existing

in a S
tate.

1



F
orces

Issues

F
orces

Issues

H
ypothetical N

eed

D
ata

N
eed

M
ajor O

bjective

C
onceptual M

odel for a N
eeds A

ssessm
ent

H
ypothetical N

eed ---31.-D
ata

N
eed confirm

ed

N
eed disproved

T
erm

s

U
se P

art D
 funds to solve

S
olve another w

ay

N
ot an issue of concern

D
irectives, generally outside the system

, that determ
ine w

hat should be attended to in form
ulating an

overall plan for training: e.g. law
s, court cases, B

E
H

 priorities, etc.

P
riorities or concerns addressed by each of the forces; e.g. due process, severely handicapped, etc.

A
 tentative assum

ption, based on selected issues, that there exists w
ithin the S

tate a disparity betw
een

w
hat is and w

hat should be.

F
actual m

aterial used to confirm
 or disprove the hypothetical need.

A
 confirm

ed hypothetical need. D
oto has dem

onstrated that conditions do exist that need attention
and intervention.

T
his definition w

ill be found follow
ing the C

onceptual M
odel for P

rogram
 P

lanning (page 8).

S
teps to determ

ine forces and derive problem
 areas

T
he logical place to start is by determ

ining the forces and
directives w

hich w
ill lead to the identification of possible problem

areas. E
xam

ples of such forces are federal law
s, court action,

com
m

unity pressures, expressed needs from
 w

ithin the system
,

long-range S
tate educational objectives, etc. U

nless these forces are
identified and laid out for analysis, it is im

possible to form
ulate

possible
problem

 areas.
T

his step
is

the
beginning of the

docum
entation of priority needs.

2

B
egin

by
gathering

available
inform

ation
on the forces

im
pinging on the system

:

F
ederal law

s
B

E
H

 priorities
C

ourt actions
S

tate law
s

S
tate plan E

H
A

 P
art B

A
m

ended annual program
 plan

Local E
ducational A

gency needs (Local A
pplication E

ffective
10/1177

A
dvisory com

m
ittee input

00



D
evelop a m

atrix on w
hich the forces are identified along the top, and the issues are listed below

 each force (see sam
ple below

):

T
able of F

orces

F
ederal Law

s
93-380/94-142

9/1/78
F

ull service
ages 3-18

B
E

H
priorities

F
ull

S
ervice

C
ourt

A
ctions

P
enn. A

ssoc. for
R

etarded C
itizens vs.

C
om

m
onw

ealth
of P

enn.

S
tate Law

s

F
ull service

S
tate P

lan
.

B
 A

m
endm

ent

F
ull service

I
LE

A
 N

eeds
A

dvisory
C

om
m

ittee

P
olicy

statem
ent

11/29/75
C

hild find
17."<

'd

find
P

enn. A
ssoc. for

R
etarded C

itizens vs.
C

om
m

onw
ealth

of P
enn.

C
hild find

R
eflects con-

terns of other
agencies

(in effect)
C

onfidentiality
W

atson vs.
C

ostanzo
C

onfidentiality
N

eeds clari-
fication

P
olicy

statem
ent

10/1/77
S

everely
handicapped

S
everely

handicapped
M

ills vs. D
.C

.
B

oard of
E

ducation

P
ublic E

duca-
tion age 3-18

M
ost severely

handicapped
R

equests
training

E
xploring

inter-agency
plan

10/1/77
Individualized

E
ducation

program

A
ppropriate
education

M
aryland A

ssoc.
for R

etarded C
hildren

vs. S
tate of

M
aryland

Individualized
plan

R
equests

training

(in effect)
Least restrictive

Least
restrictive

M
ills vs. D

.C
.

B
oard of E

ducation
Least

restrictive
M

ore resource
teachers

P
olicy

statem
ent

(in effect)
D

ue process
D

ue process
M

arlega vs.
M

il w
au keeB

d. of
S

chool D
irectors

D
ue process

T
rain hearing

officers
P

olicy
statem

ent

3



D
eterm

ining Issues

F
rom

 the m
atrix it

is clear to see w
hich issues need to be

exam
ined as possible training areas. H

aving a m
atrix in front of

you also allow
s for long-term

 planning. S
ince P

art D
 applications

are conceptualized on a three-year cycle, the m
atrix should help

determ
ine priorities.

C
heckpoint

A
t this point, it w

ould be w
ell to check w

ith others to get
consensus on the issues w

hich have em
erged.

S
tate E

ducation A
gency staff

A
rea consultants

P
art B

 plan w
riters

Local E
ducation A

gency planners
U

niversity grant w
riters

F
orm

ulating hypothetical needs

F
rom

 each issue a num
ber of hypothetical needs can be

generated. F
or exam

ple:

Issue: S
everely handicapped

H
ypothetical need: T

here are not enough program
s to serve

all severely handicapped children in the S
tate.

C
ollecting data to test hypothetical need

G
ather together all the inform

ation resources you w
ill need to

prove or disprove the hypothetical need.

4

S
uggested R

esources

S
tatew

ide cooperative plan for personnel developm
ent

A
nalysis of personnel positions

P
art B

 projected activities docum
ent

P
art B

 com
pleted sum

m
ary sheets

R
esource A

llocation P
lan

A
gency S

um
m

ary
S

tateS
um

m
ary

C
ensus B

ureau statistics
S

tate population reports (forecasting)
Input from

 S
E

A
 program

 adm
inistrators and consultants

Input from
 LE

A
 directors

Input from
 other agencies and organizations

T
hese resources should prove useful as the developm

ent of this
docum

ent continues. If the inform
ation available does not provide

the w
riter w

ith the confidence necessary to accept or reject the
hypothetical need statem

ent, it m
ay be necessary to gather m

ore
data.

T
he follow

ing is a list of som
e m

ethodologies to gather data:

S
urveys

P
olls

D
elphi studies

P
ersonal contacts

C
ase studies

S
ite visits

P
rogram

 audits

N
ever underestim

ate the im
portance of supportive data as the

basis of a sound proposal



U
sing data to confirm

 a need

A
nalysis of the data w

ill either confirm
 the existence of a need

or show
 that the need does not exist

as
a problem

 area in your
state. T

he follow
ing exam

ple show
s

hakv supportive data can be
used to legitim

ate a need:

H
ypothetical need: T

here are not enough program
s to serve

all
severely handicapped children in the State.

D
ata: A

ccording to the. A
nnual S

pecial E
ducation S

tatistical
R

eport
for 1973-74, only

7.95%
of children in special education

w
ere served in program

s for the severely handicapped.

A
ccording to a 1975 release from

 the State association for
retarded citizens, about half of the m

entally retarded children
ranging in age from

 3 to 21 in the State are not receiving any type
of public school special education services.

O
nly tw

o teacher training program
s exist in the state to prepare

teachers for the severely and m
ulti-handicapped. T

he State has no
certification requirem

ents for such teachers.

N
eed confirm

ed:
M

ore program
s are needed in order to serve all

the severely handicapped children in the State.

D
ecide w

hich needs are to be m
et w

ith Part D
 funds

E
xam

ine the needs that have been confirm
ed and determ

ine the

relative im
portance of each. L

ist these in order of priority.
A

ssign a tentative dollar am
ount to each need. T

his figure m
ay

have to be adjusted later w
hen budgets for each activity are m

ore
carefully planned, but at this stage m

ake a rough estim
ate of how

m
uch the State w

ishes to allocate to each need for the com
ing

year.
W

hen a point is reached that represents w
hat you think is the

m
axim

um
 am

ount a State can reasonably expect to receive from
the proposal,

stop.
T

his decision can be based on previous funding
levels, valid program

 expectations, and inform
ation from

 your
project officer. T

he other needs on the
list

w
ill have to be

postponed or m
et in som

e other w
ay.

E
fforts to date

For each need that you have selected as a project to be
addressed w

ith P
art D

 funds, list in chronological order the efforts
and accom

plishm
ents to date.

it doesn't m
atter w

hat agency
supervised or funded the efforts, just list them

. O
nce you have

before you w
hat has already been done, you w

ill be better able to
decide w

hat you anticipate to accom
plish w

ith the new
 funds. if

program
s in the past have been under the auspices of other

agencies, you m
ay w

ish to check w
ith those in charge to find out

the strengths and w
eaknesses of their approach. W

hen you w
rite

the proposal, you w
ill be

using this inform
ation in the general

.Introduction, N
eed for A

ssistance section and A
pproach sections.5



A
 M

ajor O
bjective

T
erm

s:

M
ajor O

bjective

i
.

g O
bjective

A
ctivity

i
E

xpected O
utcom

e

C
ode:

C
onceptual M

odel for P
rogram

 P
lanning

A
.1 T

raining O
bjective

A
.2 T

raining O
bjective

A
.1.1.1 E

xpected O
utcom

e
A

.1.1 A
ctivity

A
.1.1.2 E

xpected O
utcom

e
A

.1.2 A
ctivity

A
. 1.2.1 E

xpected O
utcom

e

B
road goals or efforts directed tow

ard reducing the disparity betw
een conditions that exist w

ithin the
S

tate and w
hat "should be".

S
ubordinate objectives or goals for each M

ajor O
bjective, w

ith the focus on personnel training.

T
raining activities designed to m

eet the T
raining O

bjective, e.g. sum
m

er training institutes, special
study institutes.

N
um

ber of individuals trained and com
petencies to be acquired.

C
apitol Letter

0
U

se to identify M
ajor O

bjectives

F
irst digit after

the capital letter
A

O
U

se to identify the T
raining O

bjective.

S
econd digit

A
.1.0

U
se to identify each activity.

T
hird digit

A
.1.10

U
se to identify each expected outcom

e.

T
his is one coding system

 you m
ay w

ish to adopt to help you keep track of your program
. T

he code
m

ay be used in specifying budget
item

s or evaluation strategies. It is a planning tool and only a suggestion. It is no required in the w
riting of the proposal.

6



C
ode A

C
ode

A
.1

M
ajor O

bjective

T
raining

O
bjective

T
rain

paraprofessionals
in child find
techniques

C
ode

A
.1.1

A
.2

E
M

R
 teachers

adapt approach to
serve severely

im
paired

(see page 8)

A
.2.1

P
rogram

 S
um

m
ary T

able

A
ctivity

C
ode

E
xpected

O
utcom

e
C

ost

S
pecial T

raininv lr.stitutes
A

.1.1.1
100 trained parapro-

$ 7,500 F
ederal

(5 one -w
et': courses)

fesS
ionals

$
0 non-F

ederal

A
.1.1.2

.
A

ble to locate agencies
A

.1.1.3
P

ossess interview

skills

S
um

m
er T

raining Institutes
A

.2.1.1
150 teachers trained

$15,000 F
ederal

(T
hree to include field

A
.2.1.2

K
now

 developm
ental

$15,000 non-

experience at S
tate T

raining
skill sequence

F
ederal

S
chool)

A
.2.1.3

A
dapt activities

(see page 8)
A

.2.1.4
Individualize lesson
(see page 12)

F
or each M

ajor O
bjective you m

ay w
ish to organize a

P
rogram

 S
um

m
ary T

able using a code and a brief narrative. B
y including a cost

colum
n you can begin breaking dow

n the
funds you are requesting in your proposal. T

he E
xpected O

utcom
e colum

n
helps you pay

attention continually to w
hat you are

hoping to achieve through this training.
(M

ore details on item
s in this table are given in

the follow
ing sections.)

7



S
tate the m

ajor objective for each need

T
his should be a statem

ent of w
hat the S

E
A

 hopes to
accom

plish in term
s of reducing the disparity betw

een existing
conditions and w

hat should be. T
he follow

ing objective w
as

derived from
 the confirm

ed need:

M
ajor O

bjective
A

B
y S

eptem
ber 1, 1978, a free appropriate education w

ill be
available

for all
hand iczpped children w

ithin the S
tate

betw
een the ages of 3 and 18. F

irst priority to children
presently unserved. S

econd priority to children w
ithin each

disability w
ith the m

ost severe handicaps w
ho are receiving

an inadequate education.

S
tate the training objectives for each m

ajor objective

T
raining O

bjectives for P
art D

 m
oney only deal w

ith personnel
developm

ent, both preservice and inservice. W
ith the passage of

P
.L.94-142,

F
ederal

m
oney

is
designated

for
personnel

developm
ent through P

art B
 allocations at both the S

tate and local
levels. It m

ay be that S
tates w

ill w
ish to use their P

art D
 m

oney
for developing projects that can be replicated throughout the S

tate
or for program

s that have som
e inter-agency thrust.

T
raining O

bjective

A
.1P

araprofessionals w
ill be trained in child find techniques,

including m
ethods of inter-agency search and interview

 skills.
A

.2E
M

R
 teachers w

ill be trained to adapt their approach to the
m

ore severely im
paired child.

8

A
.3T

eachers w
ill receive individualized training to help them

plan m
ore effectively for their m

ost severely handicapped
children.

S
tate the activities for each training objective

T
he activity refers to how

 you plan to do the training, e.g.
special study institutes, special training institutes, etc.

T
raining A

ctivities

A
.1.1
A

 series of one-w
eek intensive courses w

ill be scheduled in
five locations throughout the state to train high school
graduates in child-find skills. (S

pecial T
raining Institute)

A
.2.1
T

hree sum
m

er training institutes
w

ill be held
in three

locations across the S
tate, to include a field experience at the

S
tate T

raining S
chool.

A
.3.1
A

 m
ultidisciplinary team

 of consultants w
ill w

ork by m
ail

and telephone w
ith all S

pecial E
ducation teachers in the

S
tate, review

ing the children w
ho are in their classes and

providing individualized
assistance for the m

ost severely
handicapped w

ithin each program
.

C
onstruct a T

raining A
ctivity S

um
m

ary S
heet

O
n these sheets you w

ill sum
m

arize m
ost of the inform

ation
you w

ill later be using in the A
pproach section of the P

rogram
N

arrative.



T
raining A

ctivity
C

ode

C
ategories

T
raining A

ctivity S
um

m
ary S

heet

D
escription

C
ost

D
ates

P
ersonnel

C
onsultants

C
ontractual

P
articipants

C
ontents

M
aterials

F
acilities
and

Location

A
dvisory team

Include an agenda of w
hen activities w

ill take place.

T
he num

ber, nam
es, types, etc., of staff (not including consultants) that

w
ill be needed. Include vitas of key staff.

T
he num

ber, nam
es, types, etc., of outside consultants that w

ill be
needed. Include vitas of key consultants.

O
rganizations, cooperating institutions, delegate agencies

N
um

ber, type and professional level (S
ee S

upplem
entary

Q
uestionnaire, and O

E
 F

orm
 9037)

D
escription of w

h
w

ill be presented either in outline form
or narrative.

A
ids and m

edia needs

W
here the training w

ill take place, including practicum
 facilities.

Include m
aps of areas to be served and locations of training

program
s.

N
am

es and addresses and position of advisory team
M

ust include parents, practicing teachers, etc.

S
alaries

F
ringe benefits

E
m

ployee travel

F
ees

T
ravel

C
om

m
unication

C
ontractual

S
tipends

in
D

ependency
1.1

allow
ance

T
rainee T

ravel

E
quipm

ent
S

upplies
P

rinting

C
onstruction

R
ental of space

O
ther

9



F
ill out an individual B

udget S
heet for each M

ajor O
bjective

T
he costs have already beers broken out for each training activity on the T

raining A
ctivity S

um
m

ary S
heet. T

he Individual B
udget S

heets
are parallel form

s of the B
udget Inform

ation sheet, H
E

W
608T

. C
onsult the H

E
W

 instructions, P
art Ill S

ection B
, B

udget C
ategories, if you

have any questions.

T
he follow

ing form
ulas m

ay be helpful in analyzing som
e of the budget item

s.

A
.

P
ersonnel

P
roject staff, nam

e or title
T

im
e x unit salary ÷

travel =
cost

D
.

E
quipm

ent
Item

N
um

ber x U
nit cost

=
cost

F
.

C
ontractual

A
gency or organization

(T
im

e)
F

ee +
travel =

 cost

H
O

ther
H

1. S
tipends/dependency allow

ance
T

im
e x N

um
ber of x average

w
eeks

trainees stipend/allow
ance =

 cost

H
.

O
ther

H
2. T

rainee travel
N

um
ber of x

average round =
 cost

trainees
trip fare

H
.

O
ther

5,6. C
onsultant

(T
im

e)
F

ee +
travel =

 cost

H
.

O
ther

H
10.P

upi1 transportation
N

um
ber of pupils x average cost =

 cost

I.
T

otal direct charges
S

um
 A

H

10



C
ode: A

B
E

H
 P

riority C
ategory:

Individual B
udget S

heet

M
ajor O

bjective:

G
R

A
N

T
 P

R
O

G
R

A
M

, F
U

N
C

T
IO

N
 O

R
 A

C
T

IV
IT

Y

O
bject C

lass C
ategories

code
A

.1.1
code
A

.2.1

code
A

.3.1
code

T
otal

A
.

P
ersonnel

B
.

F
ringe B

enefits

C
.

E
m

ployee T
ravel

D
.

E
quipm

ent

E
.

S
upplies

F
.

C
ontractual

G
.

C
onstruction

H
.

O
ther

I.

(1)
S

tipends
(2)

T
rainee T

ravel
(3)

R
ental of E

quipm
ent

(4)
R

equired F
ees

(5)
C

onsultant F
ees

.

(6)
C

onsultant T
ravel

(7) C
om

m
unication C

osts
(8)

R
ental of S

pace

(9)
P

rinting
(10) O

ther
T

otal D
irect C

harges
-

J.
Indirect C

harges'

K
.

T
otals

11



Im
plem

entation E
valuation

P
rocess E

valuation

C
ontent E

valuation

O
utcom

e E
valuation

C
onceptual M

odel for E
valuation

P
rocess.

Im
plem

eritation

E
valuation

O
utcom

e

C
ontent

T
his has to do w

ith how
 w

ell you planned and im
plem

ented the training. T
he type of m

ethodology
m

ost appropriate to this evaluation w
ould include the actual records of budgets, tim

e lines and
checklists.

T
his has to do w

ith w
hat w

ent on during the activity. It deals w
ith form

at, staffing, m
aterials and

facilities. T
he m

ethodology for evaluation includes rating scales and opinion questionnaires.

T
his is concerned w

ith the substantive content of the training. It questions the com
ponents of the

training program
 and evaluates the know

ledge of the trainer. E
valuation is subjective, requiting

questionnaires or opinion surveys.

T
his answ

ers the question, "D
id you help solve the problem

 w
ith the training?" D

id you train enough
individuals? D

id you generate the products you w
anted to produce? D

id the trainees acquire the
ne-essary com

petencies? T
he evaluation m

ethodology is tighter here: use counts, exam
inations,

observation, pre- and post-test, longitudinal evaluation over several m
onths or years, tape or video

feedback, m
easure of changes in child's perform

ance, etc.

Im
plem

entation, process and content evaluation all provide
feedback to the m

anagem
ent system

 enabling you to im
prove your

future decisions. T
he outcom

e- evaluation also has m
anagem

ent
im

plications but the m
ain effect is on the trainees and children.

T
he outcom

e evaluation dovetails w
ith the E

xpected O
utcom

e for
each activity and w

ill be dealt w
ith first.

O
utcom

e E
valuation

H
ere are som

e sam
ple questions you should address in this

evaluation:

D
id you train the num

ber of individuals you planned to train?

D
id the participants get prepared for the roles you hoped the

training w
ould prepare them

 for?

D
id participants reach the level of com

petency w
ithin the

specified tim
e?

D
id the activity alleviate the problem

?

S
tate the E

xpected O
utcom

e for each A
ctivity and specify

the m
ethod to be used to determ

ine results.

E
xpected O

utcom
e

A
.1.1.1
O

ne hundred paraprofessionals w
ill receive

find techniques (count)

A
.1.1.2
T

hey w
ill know

 how
 to locate possible

children m
ay be served (com

petency exam
).

training in child

agencies w
here



A
.1.1.3
T

hey w
ill be able to interview

 parents and
professionals from

other agencies about the educational program
for children

not attending public school (evaluation
of tape-recorded

interview
s).

E
xpected O

utcom
e A

.2.1
A

.2.1.1
.

O
ne hundred and fifty teachers w

ill be trained
(count)

A
.2.1.2
T

eachers w
ill understand the developm

ental sequence
of a

variety of skills (inform
ation exam

)
A

.2.1.3
T

eachers w
ill be able to adapt an activity to a

low
er

developm
ental skill level (com

petency exam
)

A
.2.1.4
T

eachers w
ill be able to construct an appropriate

lesson for a

child at the S
tate T

raining C
enter

(peer observation and
child's perform

ance)

I

E
xpected O

utcom
e A

.3.1
C

onstruct a sim
ilar series

D
id the-training alleviate the problem

?

A
.1B

y S
eptem

ber 1, 1978 the Local
E

ducation A
gencies and

Interm
ediate U

nits w
ill have a record of every child

betw
een

the ages of 3 and 18 residing w
ithin their

jurisdiction. (count
of nam

es, addresses, agency serving)

A
.2C

hildren w
ho have been

identified through child find
techniques w

ho w
ere previously not

in a public school
program

w
ill

be placed w
ith a teacher

experienced in
adapting their program

 to the
needs of the child (count

children placed, develop individualized
education program

)

A
.3Individualized learning program

s w
ill be

developed for each

special education student w
ithin each program

.
(P

lans w
ill be

analyzed by consultants)

Im
plem

entation E
valuation

H
ere are som

e sam
ple questions

involving
im

plem
entation and

the follow
-through on them

.

W
as the planning useful? D

id you carry out
w

hat you planned
to do?

W
ere the parents, teachers, etc. on the grant advisory panel w

ell
chosen? W

ill you try to replace som
e of them

 next
year?

D
id you set up realistic tim

e lines? W
ere

schedules follow
ed?

S
hould scheduling be adjusted in the future?

D
id you budget for all necessary item

s? D
id you stay

w
ithin

your budget? D
id you have to rearrange

line item
s because of

unforeseen expenses?

D
id you keep your accounts straight? A

re your
bills paid?

P
rocess E

valuation

S
am

ple questions and im
plications for change:

W
as the activity appropriate for the nature

of the training?
(activity refers to type of program

, e.g. special training
institute,

etc.)

W
as there enough (too m

uch) tim
e

allow
ed to cover the

m
aterial?

D
id the trainers com

m
unicate? D

id they
have the kind of skills

necessary to develop
com

petencies in the trainees?

W
ere agencies, consultants, etc. cooperative?

U
seful? W

ould you

use them
 again?

W
ere m

aterials useful? C
ould they be im

proved?

W
ere the

facilities
appropriate? W

ould you hold training
sessions here again?
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C
ontent E

valuation

S
am

ple questions:

D
id the content deal w

ith the need? D
id trainees see the

application?

W
as the subject adequately covered? A

re there com
ponents that

need to be m
odified, added, taken aw

ay, before replication?

D
id trainers know

 their subject? W
ould you use them

 again?

W
hat new

 training needs developed as a result of past training?

A
re

these
training

areas
that

w
ill

need
follow

-up
for

reinforcem
ent?

D
irect adm

inistration of the P
art D

 project

S
om

ew
here in your proposal you m

ust think of your ow
n unit

and provide funds for its continuance. S
om

e S
tates deal w

ith this
item

 by treating it as they do any other m
ajor objective.

W
rite the M

ajor O
bjectives for the A

dm
inistrative U

nit

C
ode N

*
P

lan, im
plem

ent, conduct, and evaluate short term
 institutes

and
other

training
program

s
w

hich
w

ill
assist

in
the

developm
ent of com

petencies of personnel involved
in

the
education of the handicapped.

E
ncourage experim

entation w
ith new

 m
odels of personnel and

training

A
ssist

colleges
and

universities
in

the developm
ent and

im
provem

ent of personnel developm
ent program

s as they relite
to the education of the handicapped.

S
ubordinate O

bjectives m
ay include the follow

ing:
C

ode
N

.1P
rovide

leadership
in

preservice
and

inservice
special,

"'C
ode N

' has no special significance. It represents w
hatever letter you have

readied in your plan.

14

education
for

professional
personnel w

ho w
ork

w
ith

handicapped children.

N
.2P

lan and im
plem

ent the delivery of com
prehensive education

to trainees
in LE

A
's through coordination am

ong S
E

A
consultants and cooperation w

ith other educational agencies.

N
.3A

ssist
the S

E
A

 division
on

program
developm

ent
in

conducting on-site visits.

List the activities (Y
ou could use a P

rogram
 S

um
m

ary T
able

and an A
ctivities S

um
m

ary S
heet to organize your efforts).

S
elect the activities you plan to carry out

to m
eet the S

ubordinate O
bjectives

C
ode N

.1.1
C

ollect and analyze data for needs assessm
ent to determ

ine
m

anpow
er needs in special education.

N
.1.2
A

ssist the D
ivision of T

eacher E
ducation in the review

 of
special

education
training

proposals from
 colleges and

universities.

S
tate the expected outcom

es for each A
ctivity and specify

the m
ethod used to evaluate the results.

C
ode N

.1.1.1
B

y June
1, 197, the adm

inistrative unit
w

ill have an
accurate count of all handicapped children being served in
the state by handicapping condition and by service being
rendered. (count)

N
.1.1.2
B

y June 1, 197, W
e w

ill know
 the certification status of all

teachers of special education em
ployed in the S

tate. (count).

U
sing these exam

ples you can develop your ow
n A

dm
inistrative

U
nit's job scope and m

ake sure you request sufficient funds to
carry out the im

portant task of personnel developm
ent.

G
V



C
hapter 11

W
riting the P

roposal

O
E

 F
orm

 9037, E
ducation for

the H
andicapped, Instructions

for A
pplication for F

ederal A
ssistance

is divided into five parts.

P
art I

tells you how
 to fill out the A

pplication
for F

ederal
A

ssistance form
. T

his part is self-explanatory.
P

art II tells how
 to fill out the P

roject
A

pproval Inform
ation

form
, also self explanatory.

P
art III explains B

udget Inform
ation w

hich
this handbook w

ill
help you deal w

ith.
P

art IV
 describes w

hat m
ust be included

in the P
rogram

N
arrative. T

his is the section that w
ill

be dealt w
ith in greatest

detail for there are no sim
ple form

s to
fill out here. T

his is w
here

you prove that you know
w

hat you're doing.
P

art V
 lists

the A
ssurances that m

ust be m
ade

such as
P

rotection of H
um

an S
ubjects, guarantee

of C
ivil R

ights, etc. T
his

section needs no additional explanation.

F
ill out P

arts I, II and V
.

P
art III - B

udget Inform
ation

Included in your packet of
Instructions from

 H
E

W
 is a B

udget

Inform
ation form

 H
E

W
608T

.
T

his form
 should be used to

sum
m

arize the total budget you are
requesting. In the planning

phase you have filled out
Individual B

udget S
heets for each

of

your training
projects. (see page 11). T

hese sheets w
ere

laid out in

parallel form
 to the required

B
udget Inform

ation form
.

W
alking through the instructions

for P
art III, first there is

S
ection A

-B
udget S

um
m

ary. T
his section m

ay
or m

ay not be
reflected in the individual training activity

budget sheets. If you

are using non-F
ederal m

oney
in som

e of the individual projects, it
should be noted on the individual budget

sheets and sum
m

arized

in colum
n f.

P
art D

 T
raining grants are for H

andicapped
T

eacher E
ducation

(line 1 a), F
ederal catalogue num

ber 13.451.
P

art D
 grants have a

three-year cycle. O
ne-third of the S

tates w
rite new

applications
each year. O

nly S
tates w

riting
continuation proposals need be

concerned w
ith colum

ns c and d,
E

stim
ated U

nobligated F
unds,

and those S
tates need only fill in

these colum
ns if they haven't

spent their allocation. C
olum

n e
is the total am

ount of F
ederal

funds being requested for all the program
s

described in your
proposal. C

olum
n f is the total am

ount
of non-F

ederal funds you
plan to spend on these projects. T

he am
ount

of non-F
ederal funds

the S
tate invests in its training efforts is one w

ay
of reflecting the

degree of com
m

itm
ent that the S

tate
has to the projects. C

olum
n

g is the sum
 of colum

ns e
and f.

S
ection B

 - B
udget C

ategories

T
he inform

ation provided in the instructions
is sufficient for

filling out this form
. U

se the Individual
B

udget S
heets to calculate

the totals. Y
ou w

ill only be using colum
n

1 and colum
n 5 for P

art

D
 proposals.

S
ection C

- S
ource of non-F

ederal R
esources

N
ot applicable for P

art D
 proposals.
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S
ection D

 - F
orecasted C

ash N
eeds

T
his m

ay be calculated from
 the T

raining A
ctivity S

um
m

ary
S

heets in the planning section that show
 w

hen activities are to
take place.

(see page 9).
U

nless there is a concentration of
expenses during one or m

ore quarters, it is com
m

on practice to
divide the total am

ount into four fairly even paym
ents and enter

those am
ounts for each quarter.

S
ection E

 - B
udget E

stim
ates of F

ederal F
unds N

eeded
for B

alance of the P
roject

A
lthough

P
art D

 grants are
conceptualized as three-year

projects, experienced w
riters have found little difference betw

een
w

riting continuation grants and new
 grant applications. E

xcept for
projects that require continuation for m

ore than the current year,
w

riters m
ay choose not to fill out S

ection E
.

S
ection F

- O
ther B

udget Inform
ation

U
nless your application is extrem

ely singular, you w
ill w

ant to
refer the reader to the Individual B

udget S
heets w

hich should
probably be located w

ith the description of each project in the
body of the proposal.

Line 21 - D
irect C

harges

In the planning section, a guide has been laid out for calculating
the required direct charges including personnel salaries (6a), travel
(6c), equipm

ent (6d), contractual (6f), other 6h) (see page 11). If
there is an unusually high expenditure in one of these categories,
you should use this space to focus on the expenditure using
additional sheets w

here necessary.

Line 22 - Indirect C
harges

A
ll S

E
A

's have a negotiated indirect cost percentage w
hich B

E
N

has accepted. (N
ote: A

ll university, association and LE
A

 proposals
are held to a fixed 8%

 indirect cost rate.)
T

he instructions require you to enter the type of indirect rate
that w

ill be in effect during the funding period. T
here are four

types of rates: provisional, predeterm
ined, final, fixed.

Y
ou are also required to enter the estim

ated am
ount of the base

to w
hich the rate is applied.
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P
art IV

 - P
rogram

 N
arrative

Inform
ation

in
the narrative should be selected w

ith the
purpose of helping the reader better understand the unique
qualities of your S

tate and the reasons for choosing the priorities
set forth in your application. T

he follow
ing outline is intended to

be helpful in w
riting the narrative.

T
here should be an introductory portion to the narrative

leading up to the description of specific problem
s that you are

proposing to address, and explaining objectives and need.

Introduction:

D
em

ographics:
D

escribe S
tate by population density, e.g. urban, suburban,

rural.
D

escribe unique characteristics of population, e.g. cultural,
racial, language.
Identify geographical barriers, e.g. m

ountains, deserts, etc.

H
istorical perspective:
D

escribe unique forces that have shaped the S
tate's special

education services, e.g. litigation, S
tate law

s, funding patterns
(U

se T
able of F

orces, page 3).
D

iscuss
influence

of
pressure

groups,
e.g.

parent
organizations, teacher unions, etc.
G

ive brief overview
 of special education services presently

available in the S
tate.

P
rogress to D

ate: R
eview

 the accom
plishm

ents m
ade in areas

that support the program
s you are proposing in this application

regardless of how
 they w

ere funded or w
hat agency w

as
responsible for them

. (S
ee page 5 of the planning section).

List M
ajor O

bjectives: T
his w

ill serve to orient the reader to the
body of the proposal. F

rom
 here on you w

ill probably w
ish to

deal
w

ith each problem
 area and

its
training com

ponents
individually. D

on't forget to include the direct adm
inistration of

the S
tate P

lan as one m
ajor objective. (S

ee page 14).
(O

n
pages

17-18,
the right-hand colum

n gives source of
inform

ation for data requested in left-hand colum
n.)

C
1

C
.V



1. O
bjectives and N

eed for
this A

ssistance:

F
or each m

ajor objective describe
the problem

T
his is your hypothetical need statem

ent
(see page 4).

D
em

onstrate your need for assistance

F
or each confirm

 ed need, state
the m

ajor objective and the
training objectives.

S
upporting docum

entation or other testim
onies from

 concerned
interests other than the applicant m

ay
be used.

D
ata based

017
planning studies should be

included or
footnoted.
P

resent available data, or estim
ates,

for need in term
s of num

ber
of personnel by position type

(e.g. teachers, teacher aides) by
type of handicap to be served.

U
se the data you have selected to

confirm
 the need (page 4).

A
lso cite efforts to date to support

the need (page 5).

T
his is found on your P

rogram
S

um
m

ary tables (see page 7).

P
art of your data collection included

input from
 other agencies

and organizations. C
opies of

letters m
ay be included w

ith
the

application (see page 4).

S
ee P

art B
 S

um
m

ary sheets:
R

esource A
llocation P

lan; A
gency

S
um

m
ary; and S

tate S
um

m
ary.

In P
art

11 of the H
E

W
 Instructions

w
hich deals w

ith the

supplem
entary

questionnaire,
Item

2
requires

this
sam

e

inform
ation. T

able 2 on the
S

upplem
entary Q

uestionnaire should

sum
m

arize the
.:em

ber of personnel to be
trained w

ith the
proposed projects. T

he S
tate A

nalysis
of P

ersonnel P
ositions and

the S
tatew

ide C
ooperative P

lan for P
ersonnel D

evelopm
ent should

be used for docum
entation (see page

4).

2. R
esults or B

enefits
E

xpected

F
or each training activity,

give anticipated outcom
es

and

benefits.

3.

a. F
or each M

ajor
O

bjective, outline a plan of action
pertaining

to the scope and
detail of how

 the proposed
w

ork w
ill be

accom
plished.

C
ite factors w

hich m
ight

accelerate or decelerate the
w

ork and

your reason for taking
this approach as opposed to

others.

(C
ontinued on page 18)

O
n the P

rogram
 S

um
m

ary T
able

(page 7), there is an expected
outcom

e listed for each training
activity. U

se these outcom
es to

construct your statem
ent for

this section. If you can project
long-range benefits or if you can

dem
onstrate how

 your training
efforts w

ill benefit children, it w
ill

add to the strength of your
proposal (also see page 12).

A
pproach

F
rom

 the P
rogram

 S
um

m
ary T

able
(page 7), T

raining O
bjectives

and A
ctivities can be outlined

for each M
ajor O

bjective.

U
se the section on E

fforts to
D

ate (page
5)

to justify the
approach you selected. In this case

approach is defined as form
at

e.g. institute, special study institute, etc.
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D
escribe the substantive content of each training activity and

S
ee pages 9, 12, 13

the com
petencies that m

ust be acquired.

Include roles or positions for w
hich trainees are prepared and the

S
ee pages 8, 12, 13

tasks associated w
ith such roles.

D
escribe the organization of the training program

, the program
S

ee page 9
staffing and the practicum

 facilities including their use by
trainees, accessibility to trainees and their staffing.

b. F
or each activity, provide quantitive quarterly proj4'ctions of

the accom
plishm

ents to be achieved.

P
roject the num

ber of individuals to be trained by type of
handicapping condition using the supplem

entary questionnaire.

c. Identify the kinds of data to be collected and m
aintained,

and discuss the criteria to be used to evaluate the results and
successes of each activity.

F
or all activities,

explain the
m

ethodology that w
ill be used for evaluation.

P
rovide evidence that the positions for w

hich individuals are
P

age 13
receiving training w

ill address riceds as explained in 1 and 2
above.

S
how

 that parents, practicing teachers, etc. are involved in
P

ages 9, 13
program

 planning, im
plem

entation and evaluation.

d. List organizations, cooperators, consultants or other
P

age 9
individuals w

ho w
ill w

ork on the project along w
ith a than

description of the nature of their effort or contribution.4. G
eographic location

G
ive a precise location of the project or area to be served by the

P
age 9

proposed training activities. M
aps or other geographic aids m

ay
be attached.

P
ages 9, 13

P
age 9, S

upplem
entary questionnaire

P
ages 12-14

5.
If applicable, provide the follow

ing inform
ation:

a. V
itas of key personnel

b. S
ignificant changes in project objectives, location, approach

or tim
e delays, explain and justify.

c. F
or supplem

ental assistance, explain and justify.
d. M

ake sure form
s H

E
W

441 and H
E

W
S

96 are on fife.
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C
hapter III

O
ther things you

should know
 w

hen
w

riting proposals

S
o you've w

ritten your P
art D

G
rant A

pplications and sent it to the
B

ureau of E
ducation for the H

andicapped
(B

E
N

)

W
hat happens w

hen your grant
proposal gets to W

ashington?

A
LE

R
T

: F
unds under T

itle V
I-D

 w
ill only be

aw
arded for personnel preparation program

s
in one or m

ore of the published priorities

(S
ee F

ederal R
egister)

IF
 IT

'S
 A

 C
O

N
T

IN
U

A
T

IO
N

 P
R

O
P

O
S

A
L...

T
here w

ill be in-house review
 by the P

roject
O

fficer and w
hen

necessary by other appropriate
staff m

em
bers.

If there are any m
ajor changes, how

ever, an
external reader

(non-governm
ent review

er) w
ill also be called on to

review
 the

proposal. T
here is no panel review

 process
involved here.

N
otification is hopefully sent w

ithin five
m

onths of receipt of
proposal.

IF
 IT

'S
 A

 N
E

W
 P

R
O

P
O

S
A

L...

E
ach new

 proposal is just that
N

E
W

. R
ecom

m
endations for

approval or disapproval of the proposal
w

ill be based on w
hat is

set forth in the application.
In -house R

eview
 w

ill be m
ade first by:

* the P
roject O

fficer
* the P

rogram
 A

rea S
pecialist

E
xternal

R
eview

w
ill

be
done

by an
external

reader

(non-governm
ent, review

er) w
ho is assigned by

the P
roject O

fficer,

T
hen the proposal enters:

T
he P

anel P
rocess

(this is usually one to three m
onths after

receipt of proposal)
P

anel m
em

bership usually consists of six
m

em
bers w

ho are
selected

by
P

roject
O

fficers
from

a
list

of review
ers

recom
m

ended by state agencies, universities, etc.
P

anelists are

chosen
to

represent
university

settings,
state

and
local

educational agencies and related groups. T
hey

should be
know

ledgeable about adm
inistration or about som

e
specific

program
 area w

ith w
hicri the proposal deals.
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T
he usual panel m

ight include:

=
 experienced proposal readers

=
 2 new

 panel m
em

bers w
ith som

e experience reading
proposals

=
 2 persons w

ho are new
 to the B

ureau review
 process

R
eview

 procedure: P
anels m

eet for four days and review
 about 50

proposals. A
ll college, university, S

E
A

, LE
A

 and non-profit
agency or institution proposals from

 a single state w
ill be

review
ed by the sam

e panel.

S
tate O

verview
: In review

ing proposals for a state, the panel w
ill

receive the external review
 evaluation, but w

ill not have the
P

roject O
fficer's assessm

ent.

T
he P

anel:
R

eview
s all single proposals from

 the state,
2. A

nalyzes the im
pact of the proposal on the total state

program
in

term
s of state needs in relation to B

E
H

priorities,
3. M

akes recom
m

endations by priority category for the state
on a S

tate A
nalysis S

um
m

ary.

P
roposals then goback w

ith the panel's recom
m

endations to

T
he P

roject O
fficer w

ho

A
nalyzes the B

udget R
equest,

D
eterm

ines how
 realistic and feasible the budget is in relation

to the purpose and goals of the project and to total resources
available and the panel's intent for support,
M

akes a funding allocation recom
m

endation for the state, for
each program

 category w
ithin the individual proposal, and

for the individual proposal itself.

R
ecom

m
endation then m

oves to the

B
ranch C

hief, D
ivision of P

ersonnel P
reparation w

ho

A
nalyzes recom

m
endations of panels and P

roject O
fficers

w
ithin the B

ranch in term
s of past funding level, present

recom
m

ended funding
level,

and am
ount requested by

project.
If the B

ranch C
hief does not agree w

ith the P
roject O

fficer's

20

recom
m

endation, the protect and accom
panying support data

from
 both the B

ranch C
hief and the P

roject O
fficer go to the

D
ivision D

irector for resolution.

R
ecom

m
endation then m

oves to the

D
ivision D

irector, P
ersonnel P

reparation, w
ho

review
s the projects from

 each of the three B
ranches in term

s of
total expenditures in each of the priority areas, for each individual
state and the country as a w

hole.
T

hese recom
m

endations then m
ove to the

P
olicy A

dvisory G
roup (P

A
G

),
.

w
hich consists of D

ivision D
irectors, B

ranch C
hiefs, A

ssociate
D

eputy
C

om
m

issioner,
and

is
chaired

by
the

D
eputy

C
om

m
issioner of B

E
H

. T
he D

ivision D
irector and appropriate

B
ranch C

hief present project allocations and projects to the P
A

G
,

w
hich

review
s

and
recom

m
ends

them
to

the
D

eputy
C

om
m

issioner.

T
he D

eputy C
om

m
issioner takes the P

A
G

 recom
m

endations
under advisem

ent and m
ay ask for further inform

ation supporting
the recom

m
endations. A

t this tim
e, the D

ivision D
irector, B

ranch
C

hief, and P
roject O

fficer prepare additional detailed m
aterial

w
hich

is
subm

itted to the D
eputy C

om
m

issioner. A
pproval,

disapproval
or

further
m

eetings
occur

pertaining
to

the
applications

in
question. T

he D
eputy C

om
m

issioner approves
applications for com

m
itm

ent of funds.

A
 tentative N

egotiation Letter is then sent (approxim
ately six

m
onths after receipt of application) by the P

roject O
fficer to the

project
director

or
authorized

official,
indicating

tentative
approval of the project and requesting revisions in program

 and/or
oudget based on the results of the review

 process. A
 deadline date

is
given

to the applicant
for subm

ission of the m
odified

inform
ation.

A
fter receipt of the reply, the negotiated proposal is then

processed in the G
rant and P

rocurem
ent M

anagem
ent D

ivision.
T

he official notification of approval to the applicant is in the form
of the N

otification of G
rant A

w
ard, w

hich is sent by the B
ranch

C
hief of the G

rant and P
rocurem

ent M
anagem

ent D
ivision before

the last day of the fiscal year.



H
elpful H

ints

1. Include vitae of all personnel toile em
ployed in the delivery

of training activities. T
raining and

experience of personnel utilized
should be appropriate to training

activity.

2. Include letters of support
from

 LE
A

s, college, universities,
other state agencies,

interest groups,
etc.,

in your project
subm

ission. T
hese statem

ents should
substantiate the need for the

activity.

3. D
aily agendas of proposed

training program
s are helpful.

W
hat w

ill you be doing on a daily basis?

4. K
eep ,B

E
H

 project officer
inform

ed about your project
proposal. T

he project officer's support of your proposal prior to
subm

ission is an intangible plus.

5. S
olicit' letters of support

from
 advisory groups, parents,

parent group representatives
and other im

portant persons
w

ho

should be involved in planning.

6. R
ound off figures in

budget.

T
im

etables M
andated by P

.L 94-142

In effect now

S
tate P

lans m
ust establish goal of full service.

T
here is established a detailed

tim
etable.

A
ll children needing S

pecial
E

ducation are identified, located

and evaluated.
A

m
ended S

tate P
lan available to

public 30 days prior to
subm

ission to C
om

m
issioner.

G
rants available for rem

oval of architectural barriers.
D

ue process
Least restrictive environm

ent
N

on-discrim
inatory testing.

N
ovem

ber 28, 1976
S

tates m
ust provide certification of the actual num

ber
of

handicapped children
receiving S

pecial E
ducation and related

services.

O
ctober 1, 1977
A

uthorization =
 5%

 of the national average per
pupil expenditure

50%
 of allocation to S

E
A

,
50%

 to LE
A

s
P

riorities:
1) H

andicapped children not receiving an education;
2) H

andicapped children,
w

ithin each disability, w
ith m

ost
severe handicaps,

receiving inadequate education.

LE
A

 w
ill m

aintain records of
individualized education program

for each handicapped child.

S
eptem

ber 1, 1978
F

ree appropriate public education
for all handicapped aged

3-18.

O
ctober 1, 1978
A

uthorization =
 10%

 of the national average per
pupil expenditure

25%
 allocation to S

E
A

, 75%
 to LE

A

O
ctober 1, 1979
A

uthorization =
 20%

 of the national average per
pupil expenditure

S
eptem

ber '1,-1980
F

ree appropriate public education
for all handicapped aged

3-21.

O
ctober 1, 1980
A

uthorization =
 30%

 of the
national average per pupil expenditure

O
ctober 1, 1981
A

uthorization =
40%

 of the national average per pupil expenditure21


