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HOW TO USE THIS MANUAL

This manual is designed to orient the reader to the Propos'él
Development instructional package which is Module 3 of the Educational
Project Management Instructional System (EPMIS). ' '

The Introduction to EPMIS (page 3) briefly describes the growing
need for management techniques in American education, and introduces the
EPMIS program. Brief summaries of each of the EPMIS modules will be
found on page 3, followed by the goals of this particular module (page 4).

The sections and organization of the nine lessons which make up d
this module are described on page 5, followed by directions for using
the lessons on an individual and a group basis (page 6).

This is followed by a Glossary of important terms (pages 7-14)
and Bibliography (page 15), both of which you may find useful as yo
proceed through the lessons.

3
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INTRODUCTION TO EPMIS -

During the past ten years, the federal, state, and local govern-
ments have become increasingly active in funding projects and programs
designed by educators to provide a variety of improvements in public
education. Educators engaged in experimentation, curriculum revision,
and other projects now abound. ' -

Along with these public funds, however, his come public accounta-
bility, and the need for special emphasis on designing, administering,
and evaluating new programs. As the scope of funded projects increases,
as the amount of funds involved becomes greater, and as the project
efforts become more ambitious and complex, the need for a skilled
project manager becomes more apparent: :

The Educational Project Management Instructional System (or EPMIS)
is being developed by the Project Management Component of the Adminis-
tering for Change Program of Research for Better Schools, Inc. It is
intended to train public school personnel in the project management
skills vital to the success of these projects. |

The EPMIS package includes three instructional modules and some
supplementary materials.. Each module deals with a distinct aspect
of project management and includes' complete directions for use which
make the materials self-instructional. The lessons..are structured -
for use by both individuals and groups. Each lesson within a given

2 module contains introductory materials. to orient the reader, tests
‘ to help the learner measure his progress, specific instructio ob-
jectives, reading references, and other materials.

The paragraphs below describe the three modules of the EPMIS progr

1. Project Management Executive Orientation. , This module is
designed to introduce top-level administration to the concepts
of ''project,' "management," and ''project management."

Topics such as the advantages and limitations of project
management and the requirements and organization of a project
management system in a local school district are emphasized.

2. Project Management Basic Principles. This module is designed
for acting or potential project directors in a local school
district and covers the four major phases of project manage-
ment: project planning, preparation, operation, and temmination. -

3. Proposal Development. Thi~ module is designed to assist local
school district personnel in the management of project pro-
posals and covers the four major phases of proposal manage-
ment: proposal planning, preparation, operation and termination.

&




GOALS OF MODULE 3

able to:

vy

As a result of this 1nstructional package, the 1earner should be

1.

Plan a proposal development effort including:

a. Making a work breakdown structure of the tasks needed to
develop the proposal. X

b.. Devising a work flow for these tasks.
C. Estlmatlng time and develop a schedule for these tasks.

d. Estimating the resources needed to develop the proposal.

e. Deriving a budget of expenses for the proposal development.

f. Writing a plan for developing the proposal.

Prepare to conduct a proposal development effort including:

a. Obtaining proposal development persomnel.
b. Arranging for equipment and facilities.
c. -Setting up-an initial meeting and information system.

Operating the proposal development effort including;

a. Defining the proposed project's objectives.
b. Selecting the approach for achieving the objectives.

c. Producing management cost, and technical sections of the
proposal. :

d. Preparing the detailed proposal document.

e. Conducting activities necessary to the final editing and
submission of the proposal.

Terminating the proposal development effort including:

a. Submitting, amending, and negotiating the proposal.

b. Conducting activities associated with terminating the
proposal development effort.

. MERETI SRS
_..,\#'!ﬁ'
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LESSON SECTIONS AND ORGANIZATION
Thé Proposal Development instructional package includes a modul
- manual ‘and nine lesson booklets, one for each lessom. .

Each lesson has the same sections organized in the same order.
The figst section is the Introduction to Lesson which lists the page
nurbergé of the various lesson parts. An Overview of the lesson is
next; it describes the relationship of this lesson to the ones following
- and preceding. A Statement of Objectives give both general and specific
instructional objectives for the lesson. This is followed by the
Lesson Location Chart which shows the leamner the location of this lesson
within the sgguenge of the Proposal Development instructional package;
it is designed to supplement the Overview. '

The Pretest is next (pink color-coded), followed by a page which
gives the correct answers to the pretest plus suggested options for
you to follow depending on your performance on the test. The Lesson
Abstract and Content Outline provide condensed views of the lesson,
and are followed by the Lesson Text itself. ‘ '

The Exercises (green color-coded) follow to give you practice for
the skills and knowledge contained in the lesson. Upon completion of
the last exercise in the lesson, several options are suggested for you
to follow depending on your performance on the exercises. The
Post-test (also pink color-coded) allows you to check your performance,
and leads to several suggested options, such as moving to additional
examplcs for study,.reading reference materials, or reworking some
of the exercises. :
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Although this module is-designed to be self-instructional, so that
. an individual learner can work through the materials completely inde-
\ pendent of anyone else, the lessons adapt easily for group presentations.
Pt Here are some suggestions you might find helpful for group situations:

' - ‘ .

7 1. Equipment - The presentation might be aided by having on hand
! . a chalkboard and an overhead projector (complete

: with overlays and grease pencils). This might be
- . especially helpful in solving exercises as a group.

2, 'Group directions - The group leader should:

A. Provide each learner with a Module Manual, and the
~ nine lesson booklets. 4

R. Have each learner read and complete the Module
Manual and all lesson mateyials by himself.

text, exercises, and tgdts so as to exchange ideas

S C. Bring the learners togetffer for a discussion of the
and solutions.

o ‘-_i-:
)
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This glossary of terms-is designed to give you a reference to the
definitions of terms ‘used~in s module. In addition to the definitions
«  themselves,. two other aids have been agded to make the glossary more
- useful to you. ‘. P ¥

» »  First, at the end of the definition of many of the tems, you will
Qind a reference to thie, module and 1ésson where that tem is discussed
in more detail. A shorthand form of referring to th module and lesson
numbers has been,used for this purpose. : L -

-

. - wtll

e £ ' _

For ’examle,_ifbyoti‘ fouhd this reference at the end of the defi-
nition -of the term you were looking up -- (see 3/5-7) -- you would know
that a further discussion of the term would be found in Lessons 5
through 7 in Module 3.  ° : .

These end-of-definition references refer you only to Module 3
Proposal Development and Module 2 Project Management Basic Principles.

Second, a- quick index to the glossary has been provided for you
on the neéxt page.. This quick index lists all the terms defined in
the glossary. By .looking at this one page, you can See immediately
if the term you want is in the glossary. You don't have to leaf throug
all the pages of the glossary to find if the term is there. . :

The quieic “index to the glossary is on the next page. The glossary
itself begins on the page after the index. .

Dinections: Tunn to Lesson 1 which is titled Proposal Development
and 1ts Relationship to School District Planning and Profect
Management. ‘ .




== A Quick Index to the Glossary -

abstract -

administration

assurances, legal .
(see legal assurances) .

audit, educational program

(see educational program audit)

authority : )
budget ‘
calendar, task-event

(see task-event calendar)

- coritrolling

cost plan
critical path
decision-making

_ deviation

diagram, work flow

(see work flow diagram)
directing ‘
director, proposal

(see proposal director)
educational program audit
evaluation C
Gantt chart

(see task-event calendar)
goal
grantsmanship
history, project

(see project history)
internal review :
legal assurances

"ledad time

limits
line-item budget
(see budget)
management
management information system
management plan :
milestone
mission

negotiation

objective '

objective-referenced budget
(see budget) :

operations phase

organization chart

_organizing

path; critical
(see critical path)
PERT (see Program Evaluation
and Review Technique)
planning
planning phase
policy
preparation phase
problem
problem analysis
procedure
Program Evaluation and Review
Technique (PERT)
project -
project history
project management
proposal
proposal development
proposal director _
Request for Proposal (RFP)
resource allocation
review, internal
see internal review)
RFP (sce Request for Proposal)
scheduling
task .
task-event calendar
technical plan
termmination phase
work breakdown structure
work flow diagram
work package

[1
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© -« Glossary Terms'and Definitions --

. abstract, -- that section 6f the proposal document which provides a

) Brief condensation of the proposed project, emphasizing the major
objectives and procedures. (see 3/8)

, administration -- a process .ihvolving"the execution of management de-

—cisions within an orgahizational framework utilizing pre-established
rules for der:is,ign-maldng. 3

assurances, legal -- (See legal assurances)

audit, educational. progra:f'f -. (see educational program audit)
authority -+ the right to act, to make decisions, or to command others.

budget -- the expression in financial terms of a management plan for
a project. A’budget may be written as an objective-referenced
budget in.which a-§eparate cost can be derived for each project
objective; or it may be a line-item budget showing a cost for
each category of expenditure (e.g., personnel salaries, equipment, -
etc.) - (see 2/6 and 3/7)-

calendar; task-event -- (see task-event calendar)

controlling -- in project management, a three-step process involving
M1 ﬁ'entifying the problem, (2) solving the problem, and
\(3)- implementing the chosen solution to the problem. (see 2/9-11)

cost plan -- that portion of a proposal document which presents the
plan for expending project monies; equivalent to a budget.
(see 2/6 and 3/7) :

critical path -- the longest or most time consuming pathway within a
hetwork of various paths which connect the activities required
between the start and finish of a project. (see 2/4)

decision-making -- identifying or selecting a course of action from
among two or more possible alternative courses of action.

deviation -- a difference between a planned situation and an actual
situation; a project management problem.

~ diagram, work flow -- (see work flow diagram)

directing -- in management, the activity of motivating employees to
accomplish their tasks. (see 2/1)

I
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director, proposal -- (see proposal dii‘ector) |

- educational: program audit - a study conducted by a person not directly
R “involved with a project to verify the results and conclusions
: of the project's own evaluation of how well it accomplished (or

M is accomplishing its objectives. (see 3/6) - -

- -

evaluation -- an‘activity whose purpose is tq verify if the project
Tas achieved its intended process and product objectives.

Gantt chart -- (see task-event calendar)

goal -- a broadly stated end point t0-be'reached in the future. In
a project, a goal is the identified end product and is at the
top level of the work breakdown structure. (see\%/Z and 3/4)

grantsmanship -- in proposal development, informal knowiedge, skills,
techniques, and experience which may be brought to the proposal
development situation to help improve the quality of the final
proposal document. (see 3/7) : '

; history,\project :- (see project history)

internal review -- in proposal development, the review of the proposal
Jdocument in a near finished form for the purpose of obtaining
comments, suggestions, criticisms, and approval of persons
within the school district; conducted prior to a final revision
and submission to the funding agency. (see 3/8) '

legal assurances -- that section of a proposal document which presents

i assurances to the funding agency that the project will observe
laws and regulations related to racial discrimination, equal
employment opportunity, invasion of privacy, etc. It must be
signed by the proper school district officials and is often
simply a printed form. (see 3/8)

lead time -- the time between the order of a resource and its need or
use in the accomplishment of an activity. (see 2/4-5)

limits -- the allowable tolerance for acceptability of the standards
specified for time, cost, and performance at project control
points. Limits may be either positive or negative or both with
respect to the standard set.

line-item budget -- (see budget)

management -- the method of attaining organizational goals by (1) develop-
ing a plan, (2) arranging operations in conformity to the plan, and
(3) creating an environment which is favorable to the performance
of the people belonging to the organization. These three steps
are usually referred to as planning, organizing, and directing. It
~ is a process which involves a high degree of uncertainty and
" unprogrammed decision-making. :

ERIC . | 13




L MERRES

- -11-

mangg%nent lan -- that portion of d proposal document. which presents

e plan for managing the activities of the proposed project.

It usually includes a work breakdown structure, a work flow, -

time estimates and schedules, and resource estimates. (see 2/1-6 and 3/7)

milestone -- important .ents identified in the work flow of‘s.project
—such that if not completed on time the project goal will npt be
attained on schedule or possibly not achieved at all. (see 2/3)

mission -- a mission is composed of several tasks and is itself a sub-
goal. A mission is a focused activity, or package of work, using
a2 limited amount of project resources and staff at the middle
level in the hierarchial work breakdown structure. (see 2/2 and 3/4)

negotiation -- an activity conducted between persons submitting a pro-
posal and representatives of the funding agency in which differences
are resolved concerning the management, .cost, and technical plans
of a proposal. (see 3/9) -

objective -- statements which specify a desired outcome. The statement
can be one which includes a broad area of concern;or need or it
can specify an extremely narrow concern.

objective-referenced budget -- (see budget)

operations phase -- that phase in the management of a project during
which Eﬁe project is actually operated and monitored for problems
or deviations which are then analyzed and solved. In proposal
development, the operations phase is called the proposal operation
and is the period in which the proposal for a project is created.
(see 2/9-11 and 3/4-8) :

organization chart -- that portion of a management information system
= —which shows in graphic form the authority and responsibility of
the project staff and the reporting channels for the flow of in-
formation. (see 2/8 and 3/3) '

organizing -- that activity by which the manager established an inte-
grated system of authority and responsibility relationships in
which the members know what their tasks are and how they fit into
and responsibility to accomplish these tasks.

“path, critical -- (see critical path)

PERT -- (see Program Evaluation and Review Technique)

plannins -~ the management process of determining objectives, defining

and evaluating alternative courses of action, and selecting the

course which will most effectively and efficiently achieve the
established objectives. '
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policy -- a general statement or rule which guides or channels thinking

. in decision-making. It can be formally stated or a result or

practice over time.

preparation phase -- in project management, that phase of activities
Involving the acquisition of equipment, and facilities, the
establishment of an information system, and the organizing of per-
sonnel. In proposal development, it is that period when the pro-
posal director acquires needed equipment, facilities, and materials;
organizes the proposal developnent team and assigns task responsi-
bilities; and develops an ir formation system. (see 2/7-8 and 3/3).

roblem -~ a deviation from a plan or a discrepancy between what is
and what is desired.

problem analysis -- the process of identifying and defining a deviation
Trom plan and determining its specific cause. (see 2/10)

rocedure -- Guide to routine actions emphasizing a chronological se-
protedure , » - :
quence. Practices which are so recurrent and routine as to lend

themselves to formalized response.

'Program Evaluation and Review Technique (PERT) -- a.manaéement system
Tor planning and controlling many activities reldted to the
accomplishment of an objective in a once-through effort. (see 2/3-5)

roject -- an activity which possesses the following five characteristics:
1) finite in character with a single goal to be accomplished;
(2) complex in nature <involving a large nunber of tasks;
(3) unique in that it inwvolves a one-time-only effort; (4) uncertainty
about the path or series of activities leading to the goal;
(5) producing a definable end product within time, cost, and per-
formance specifications. (see 2/1 and 3/1)

project histofy -- a written account of the major events, problems,
solutions, actions, etc. of the project to be kept as a record
for reference and guide. (see 2/12 and 3/9) :

project management -- the activity of managing a project. The activities
are classified into four phases of project planning, project
preparation, project operacions, and project termination. (see 2/1
and 3/1)

proposal -- a document which can be submitted to a funding agency to
apply for support to operate an educational project. The document .-
describes the need for the project, its objectives, and a management,
cost, and technical plan for achieving the objectives.

1
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proposal development -- the activity ot managing the development of a
proposal. It is analogous to the management of a project. Pro- -
posal development activities are classified into four phase of
proposal planning, proposal preparation, proposal operations and
proposal termination. (see 3/1)

t

proposal director -- the persbn charged with the responsibility to
manage the development of a proposal document.

| Request for Proposal (RFP) -- a solicitation from a funding agency for
pxi:_oposal's gor an'(Eﬁ%:'ational project usually in a specified area
of. concern.

resource allocation -- translating an approved plan into a schedule by
assigning resources to accomplish the planned activities during
a specific calendar period. The process of applying resources
- toward the accomplishment of a plan, procedure, policy, tactic, or
. strategy. (see 2/5)

review, internal -- ( see internal review)

REP -- (see Request for Proposal)

-~

scheduling -- the translation of a plan into a time table showing the
specific calendar dates for the start and completion of work
and tasks to reach the project goal. ( see 2/5)

task -- the smallest unit of action in a work breakdown structure. It
is a single activity or an element of a.work package which
uses a single person of the staff and little resources.

task-event calendar -- a tool for planning work and relating aetivities
To time or schedule. In such a chart or calendar, the horizontal
axis represents time and the vertical axis lists tasks or activities
to be accomplished. (see 2/5)

technical phase -- that portion of a proposal document which identifies
the needs, proposed solution, procedures, rationale, and evaluation
of the proposed project. (see 3/6)

termination phase -- in project management, the final phase in which
the project is simply ended or integrated into the system as an
ongoing activity. In proposal development, the phase in which the
proposal development is ended by submission and negotiation of
the proposal and the release of personnel’ from their proposal develop-

ment duties. (see 2/12 and 3/9)

workx breakdown structure -- a hierarchical arrangement of the tasks
involved in achieving a given goal. (see 2/2 and 3/2)
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work flow diagram -- a diagram illustrating the tasks from the work
breakdown in the order and relationship in which they will be
accomplished to achieve a project's cbjectives. (see 2/3 and 3/2) |

-

work package -- a specific job to be accamplished which is usually within
e responsibility of one operating unit in an organization and
makes up one item on the work breakdown structure.

A
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' OVERVIEW

‘lopment process.

fa

".Overview and Objectives .

The purpose of thlS lesson is to 1ntroduce the concept of project
hanagement as applled‘to the development of prOJect ‘proposals and to describe .
the relatlonshlp between school district planning and the proposai development
process.

In subsequent lessons the management of a proposal development effort “is

~ examined in ‘detail as one progresses through the phases of the preposal deve-

\

OBJECTIVES
The student in completing this lesson should be able to define the concepf

of the proposal development p{oeess and_gescribe its relationship to school
district pianning and eroject management. The specific objectives of the
lesson arec as follo&s: _ |
1. The student should be able to define the concepts of school district
planning, proposal,;project, the project management process, project
implementafion, and ;he proposal development process. |

S ] . '
2. The student should be able to describe the relationship between pro-

posal development and school district planning.

3. The student should be able to describe the relationship between pro-

posal development and project management.
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/ N X . Prett'ast‘

[ Dinections: Please take Lime to answer caxefully the mltipte choice and
| true/false questions given below. For the muiltiple chodce questions you
‘ are to circle one conrect or best answer (A,B,C on D) and for the buwe
| and false you are to indicate, the comrect nesponse with the tetler T or F.

e

\

.1, What statements would most accurately describe a projécf:?

A. A project is a complex goal-oriented activity which has a finite
life span, a cost limit and uncertainty about the  accomplishment
of its goal. o :

B. A project is a plan to achieve a goal. : :

C. ‘A project is an activity scheduled to reach a goal at a specific
time. ‘

D. A project is an activity that does not have specified start and-

) , completion dates but does have a goal and a budget.

2. What phase of the project management process usually involves the
acquisition of work facilities? S

A. Planning
B. Preparation
C. Operation

I.. Termination

3. When is a priority list of needs usually generated in the school
district planning process? '

A. After funding sources have been identified.

B. Immediately prior to the identification of funding sources.

C. Usually after needs assessment dara have been collected relative
to school district goals.

D. School district planning is a continuous process and therefore a
list of priorities can be identified at any stage of the school

district planning process.




4. What phase of the proposal development process normally includes the actual
writing of the proposal? _ .

A. Planning

B. Preparation

C. Operation

D. Termination

5. In which phase of the project management process does budget preparation

occur?

A. Planning

B. Preparation .

C. . Operation . !

D. Termination

6. - In which phase of the project management process are‘pérsonnel organized to
achieve tasks? R

A. Planning
B. Preparation
C. Operation
D. Termination
7.  When is the search for funding agencies usually undertaken in the school
district planning process? - : L

A, Prior to the development of a list of school district priority needs.
B.. After program alternatives have been evaluated for cost-effectiveness.
C. After the list of school district priorities has been developed.

, -indécaze whethen the statements Listed below are.true or false by wruiting
. ' a T on F on the Line.

=
S

8. The management of a proposal development effort is similar to the
"management of any project.

9. , While the specific format of a propésal may vary among funding agencies,
most proposal documents include a Technical Plan, a Management Plan, and
a Cost Plan.

10. The decision of a school district to operate a project is one possible
output of school district planning.

ww the page and check your answers.




Directions Following Lesson Pretest ; T

i

r 2

Directions: The comnect answenrs to Lesson 1 Pretest are Listed dowm the
hight margin. Check your correct responses. - :

_ —
Mfitiple Choice

Jvi'/ceoti’.om: 14 you answered eight or fewer questions 1. (A) B C D
coectly, you have not acce demonstrated know- T -
|Ledge of proposat development and its retatéonship | 2, A (B)C D

to school planning and project management. You
should nead the Lesson abstract and content out€ine on | 3, A B (C) D
ages 7 and 8. Then begin the content presentation .

n page 9. : . .4, A B(@D

5. (A) B.C D
6. A (BYC D

Dinections: 14 you answered nine or more 'Quuuom

cornrectly, you have acceptably demonstrated: know- 7. A (B)C D
ﬂedge.hoﬂ pmm& dev;&opmmt and its nelationship -
.|to schoot ning and progfect management. You

shoutd nread the Lesson abstract and outline be- True/False
ginning on page 7. Then if you desire to skip 8. T

the content presentation, you may do 40 by pro-

ceeding dinectly to the practice exercide on 9. T

page 21. 1§ you desine to read the content

presentation, tuwwm Lo page 9. 10. T

&

Number Correct = _

Q
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PR

 ABSTRACT

Lesson Abstrict and Content Outline )
Proposal development is an activity undertaken by ‘a school district
when a decision is made to operate a project in order to fulfill a need
in the school program. The decision to operate a project is usually an
output of school district planning. The. development of a proposal is

usually begun when there appears to be a possibility of securing funds

‘for.the project: The development of a proposal is by its very nature a

project. Proposal development can be perceived as proceedm;z through the .
phises of the project management process. a

CONTENT OUTLINE

A. The proposal development process may be better understood with
reference to the following concepts:

1. school district planning,
2. proposal,
3. project,
4. project management process,
5. project implementation,
B. School district planning is a continuous process of determining

what needs to be accomplished in order to realize school district
- goals. The planning process involves several ongoing activities:

1. developing goals and objectives,

2. collecting data describing the achievement of these goals,
3. data analysis and identification of priority needs,

4. identifying alternatives,

5. cost-effectiveness analysis of those alternatives,

6. selection of alternatives,

7. identifying possible funding source3.7



C. A sal is a document presenting an initial plan for a project
designed to accomplish s 1.district _.als. The proposal includes
project plan, budget, documentation of need, and data supporting
the approach indicated by the project. .-

D. A groject is a complex, goal-oriented activity, having a finite
life span, a cost linit, and some uncertainty about the accomplish-
ment of its goals.

E. The project management process includes four periods termed the
planning, preparation, operations, and termination phases of a project

1. Planning includes goal-setting, specifying tasks, develging
@ WOT. ow, estimating time and cost, estimating and scheduling
resources, and budgeting.

2. Preparation involves obtainin and organizing personnel, .
equipment, materials, and facilities, and creating a project
information system. - :

3. Operations activities encompass problem identification, prob-
Tem solving, and solution implementation.

4. Termination may involve activities appropriate to halting a
project upon completion of goals, or integrating project
activities into ongoing institutional programs.

F, The proposal development process consists of the four phases of
the project management process planning, preparation, operations,
and termination) as applied to the creation of a praposal
document. : .

G. Project institutionalization refers to the transition or merging
of a project’s end-product into an on-going program. Such a
merger can involve further use of project management techniques

and should include the feedback of information into school district
planning activities.




Lesson Text

Introduction

The purpose of this lesson is to introduce the.proposal developneﬁt"
process and to place it in proper perspective within a local school district
setting. In order to fully understand this p&ocess, it is necessary to de-
fine the following concepts: |

| o school district planning

o proposal |

o project _ _ Jf

O project management process

o project implementation .

Each of these concepts-and the proposal development process is discussed in '

some detail in the sections that follow.

School District Plann1ggA

School district planning involves the development of goals and objectives,
the collection of data related to the achievement of these goals and objectives,
the analysis of the data, the identification of priority needs. or problems, the

search for feasible alternatives to satisfy these needs, the analysis of the

_cost-effectiveness of these alternatives, the selection of alternatives, and

the search for possible funding sources to help implement the chosen alternatives.
School district planning is a continuous process that is usually performed |

on the basis of an annual cycle, The planning process is depictéd in Figure

1.1 which has heen modified from a model being used to develop a Comprehensive

Planning Instructional System at Research for Better Schools, Inc.

29



Search for

|  Develop Goals Collei:t and Generate Priority
and Objectives e Current List of District Feasible. Alterna-
_ Status Data Néeds or Problems tives to Meet

District Needs

Analyze Cost/ _ Select Search for
Effectiveness of } Alternatives Possible Funding
Feasible Alter- . Sources

natives

'30 ' 31
Figure 1.1--Steps in the School District Planning Process
(Modified from Ccmprellensive Planning Instructional System,
Research for Better Schools, Inc.)
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Information is gathered annually, including indicators of pupil performance,

-pupil perceived needs and commmity perceived needs. The ana1y51s and

interpretation of this information may result m changes in school district

.goa}‘ s and curriculum objectives and/or the identification of needs that are

cuirently only being partially met. Next, a search is begun for alternatives
to impr'ove the situatjon relative to each identified need. In addition, ﬂxo )
cost-effeotiveness of each alternative is analyied. Finally, possible funding
sources to support those alternatives are sought. With this information at
hand, a decision is made to go ahead with certain alternatives. In some |
cases this decision may be to plan and operate a new trial program or project.

Plannlng, then, is a process which a551sts in the spec1f1catlon of what

needs to be accomplished to move toward the fulfillment of the stated goals

of the district. That is, school district piannlng is concerned.w1th the

determination of what is to be done in the district.

-

Proposal

One of the possible outputs of the school district planning process is the
decision to plan and operate a project. If information gathered during the
planning process indicates tﬁat'there is a possibility of obtaining funding
for a particular activity or project, it is usually necessary to develop a
proposal document. Even if_funding is not likely, it is still advisable to
develop a proposal, since it can serve as a plan for accomplishing the activity
or project regardiess of where or when the necessary resources are obtained.

A well written proposal document consists of a clearly stated proposed
project plan and budget, documentation of the need being addressed by the

project, and data supporting the approach indicated by the project.

32
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The docmentation de supportive data are, of course, based upon information

.gathered and analyzed in the school district plmmingprocess A well

written proposal document gmmicates clearly and precisely what a sbhool

district wants to accomplish. Thus, in addition to helping a school district.
obtain funding, a proposal document serves as an initial plan for accamplishing
a desired end or goal. This initial plan is usually modified to same extent
prior /to or during the operation_of the proposed project. | '
Although the Sormat of a proposal _do'cunem_:',oftm varies, there are usually
three main sections called the Technical Plan, the l«hhagemmt Plan and the ‘
Cost Plan (or budget). Details regarding these sectiors will be discussed in

b

the subsequent lessons of this module. -

'Project
A project is a complex, goal oriented activity having a finite 1ife span,

a cost limit and some uncertainty about the accomplishment of its goal. " Goal

oriented" means that the activity is aimed toward some identifiable end product
or capability. It is characteristic of project activity that this end product
or capability be defined or specified in sufficient detail (called "performance
specification'’) se that the outcomes.and a means for assessing the outcomes,are
readily apparent to the imlividua]S involved in the project and to individuals
monitoring, auditing , and evaluating the project.

Uncertainty is a main characteristic of projects because they are usually
a unique or once-through kind of effort, and often there is uncertainty abgut
when, how, and the extent to which the goal will be accamplished. The amount
of uncertainty varies from project to project depending upon factors such as

the imiqueness of the effort and the inherent complexity of the ovérall project

task. . | 33 h
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Although there is some uncertainty:with regard to how the proj'ec‘t will pro-
ceed, there is usually less.mcer'tainty regarding when it will begin and end.
.A.project has specified start and completion dates. Thus, it has a finite
life span and , coﬁsequently, can be’ thought of ’as a temporary effort.

Finally, the project goal is achieved within a specified cost limit.

' Project efforts involve the use of r.e'sources.such as time, people, facilities,
matenal\s, equipment and services. These resources are usually translated in-
to dollar amounts in a budget document:whlch specifies the pro;ect cost limit

X 4

that is not to be exceeded.

In summary, a project is a temporary effort with a goal to develop an .e.znd
product or capability within stated performance specifications, start and com-
pletion dateé, and a cost limit., There is usgally uncertainty about when, how,
and the extent to which the goal will be accomplished.

Q

The Project iManagement Process

The project management process consists of four periods, texmed the plan

ning, preparation, operations, and termination phases of a project. The project

planning phase includes setting goals for the project; specifying the work to
be done with a descriptive flow of the tasks; determining time schédule, cost

and manpower needs, and preparing a budget. The preparation phase involves

obtaining and organizing' personnel, equipment, materials, facilities and in-
formation so that the project can bé initiated and operated as planned. The

operations phase is concerned with the actual conduct or operation of the

project. Regardless of the best planning efforts, actual operations do not
always go as planned. The project director must have a system or procedure for
knowing the status of the project (at all timeé) so that problem arcas can be
identified and corrective actions taken. Problem identification, problen

Y A«



solving, and solution unplanentation are the prnnary magemem activities

of the operations phase of a ,project. Finally, the temi.nation phasg mcludes

those activities or efforts dealmg with the ending of the project. Such
activities mclude reportmg abont the project, transferring pers .mnal and |
equipment, and retaining mportant records and documents. This phase may | - .

focus upon stoppmg a project in progress,endmg a project when its goals
have been achieved, or integrating the project activities into an ongoing

institutional program upon completion of the p;&ject.

.Proposal Development Process

The activity of developmg a proposal docmnent meets the definition of a -
i)roject It is a complex activity and has a goal, fmlte 11fe span, cost S
limit, and some uncertainty about the accomplishment of its goal. Efforts |
to develop proposals, frequently involve sta_ff at various levels (admmstrators, .
supervisors, teachers, counselors , students, and sometimes eomiunity groups) |
from several school buildings and offices, each perfdrming a variety of pro-
posal development tasks. Such efforts.have as their goal the rdevelopment of
a proposal document (and ultimately the funding of the proposed project).

This development is accomplished within a finite period of time, often a few

months, and within the bounds set by a fixed amount of resources that have

been allocated by the school district or obtained from an external source

(e.g., by means of a planning grant). Since much of the work in develdping a

proposal often involves. the planning of a new trial program, there is usually

a considerable amount of uncertainty associated with the task. ?
The effort associated w1th the develepment of a proposal document will be | -

referred to as a proposai development project in this module. The, managenent

of a proposal development project is similar to the management of any project

and, consequently, follows the same four phases of the project management

35
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process--pro;ect plamung pmJect preparatlon, prOJect operatlon, and project

temination. To distinquish between proposal efforts and other project. efforts,

this instructional package ,will refer to the four phases as proposal planning,
proposal preparation, proposal operations, and proposal termination. Figures
1.2 and 1.3 may help to clarify the reletionship between project management
and proposal developnent as presented m this module. ‘ |

glannmg the overall proposal development effort involves such act1v1t1es
as establishing conmumcatmns with the funding agency, reviewing the R’equest
for Proposal and the outputs from the school district plannmg process, spec1-
fying the work or tasks to be done m order to create the proposal’ docunent,
and making time and resource estimates for the accomphs}nuent of tasks.

The preparatlon phase 1nvolves identifying individuals to work on the
proposal, obtaining release time for the proposal developnent team, acqulrmg
any necessary facilities and materials, and arranging for the initial meeting |
of the proposal development team. - ‘

The operatlons phase of the proposal development process is the phase
during which the actual proposal document is created. This phase involves
developing a detailed plan for the project being proposed conducting and
presenting a technical analysis that supports the approach Splleled by the
project plan, and documentlng the school district's need for the project and
its capability for 1mp1ement1ng 1t

The termination phase involves submitting, amending and negotiating the -
proposal'document; writing a brief history of the proposal development effort;
and releasing personnei from their responsibilities.

The development of a proposal is a project and, consequently, involves the

application cf the skills, techniques and procedures of the project management

process.

3h
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Plamning

" Project
Preparation

PHASE 1

PHASE 1II

Proj ect
Operations

PHASE III

Q.

Project-
Termination

PHASE 1V

PROCESS -
"
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=
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| Operations - |
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Figure 1.2--The Relationshi of the Proposal Development Process and the
Project Management Process 58enera1 Relationship)
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ect Management --—
Phoses ard General Activities

Broposal Development --

Phases and Specific Activities

Lessons about specific activities

1.

II.

-----

Iv.

Planning the project . 1.
a. Specify project goal or end-product

b. Specify tasks to be accomplished

c. Put tasks in order and time schedule

d. Determine manpower, cost, and resource

.Y needs

e. Prepare a budget
f. Write a plan for thé project

Preparing to operate the project - 1I.
a. Obtain and organize pergonnel

b. Obtain equipment and facilities

c. Set up an information system

Operating the project I1I.
a. Monitor status of the project

b. Identifying and analyzing problems

¢c. Taking corrective actioris

N

Terminating the project Iv.
a. Reporting about the project results

b. Transferring records, personnel, and

equipment i
c. Ending the project or integrating it

into the on-going program

Figure

By
a,
b.

T G
d.

e.
£.

ng the proposal development
Define the proposal as an end-product
Specify tasks in producisdg proposal
Put tasks in order and time schedule
Specify persons, resources, and .cost
of propcsal development
Write budget for proposal development
Write plan for developing proposal

Preparing to develop the proposal

a,.
b,
Ce

Obtain proposal development personnel
Arrange for equipment and facilities
Set up initial mesting and information
systen '

Operating the proposal development

a,
b.
c.

d.

Define proposed project objectives
Select approach for achieving objectives
Produce management, cost, and technical
sections of proposal

Prapare the detailed proposal document

Terminating' the proposal development

[ Y3
b.

c.
d.

Submit, amend, and negotiate the proposal
Write a brief history of the proposal

‘ development effort

Release personnel
Sort and select records for retention

(3

35

. 2 Proposal Planmning

~

“

3 Proposal Preparation

-

4 Proposed Project Goal Dafinition

S Proposed Project Approach

6 Proposed Project Support Activities
7 Daveloping the Detailed Proposal

8 Preparing the Final Proposal Document

9 Proposal Termination

1.3 - The Relationship of the Proposal Development Process and the Project Management Process
(Specific Relationships)

&
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Proposed Project glwntauon _
. Once a pfoposal is submitted, sgm:wad andfunded theprojectthatwas

described in it can be started. This: pmgect represents the mle-entation
of the plan detailed in the proposal docunmt (with modifications) and serves
as one of the medns by which the desu‘ed end identified in the school district
planning process can be reached. ‘l‘he skills, techniques and procedures of

project mmgawnt ae utlh.zed in this effort.

when the project mds, as all proJects mst, a decision must be made
regarding whether the pro;ect mll be phased-out or institutionalized in the
form of an ongoing program. . The phasing out of a project refers to the
smooth termination of all project activities. With lgrge projects it can be
a somewhat complicated undertaking. The institutionalization or transition
of the results of a project into an ongoing school progranf can often represent
a rather complex project effopf, Bgain involving the apﬁli_cation of the pro-
ject management process. Regardless of how a project ends, information re-
garding its funding, operations, and termination should be fed back into the
school planning and needs assessment activities of the school district. This
permits school planning decisions to be based upon the most current information

regarding student performance and school program operations.

Summary

School district planning, proposal development and project management are
three interrelated processes which can be viewed as occuring in a periodic
cycle throughout the school year or annually. This is represented in Figure 1.3.

For simplicity, these processes are presented in consecutive order. However,

all three are often conducted simultaneously.

.],')



School District Generation of
Planning® ) Ideas for Projects

T&anéltion or
Termination of
* Funded Projects

ement of
Funded Projects

" Information for Planning S

# School District Planning is an ongoing cyclical process. Information regarding the
funding, operations and termination of projects is periodically fed into the process.

Figure 1.4--The School District Planning, Proposal Development and
Project Management Cycle

-
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Note in Figure 1.4 that one of the outputs of the school district
planning process are ideas for possible future projects.' For each of
these 1deas, a proposal development effort can be undertaken. This
proposal "development effort is a project itself. The termination of
proposal development results in the submission of a proposal document
which represents the plan for a proposed project. If the proposal is
approved, the proposed project is likely to be funded by a local, state,

r federal agency, foundations or other funding agencies;, and the .
project begins. 'I'us project eventually reaches an end which usually
results in the orderly phaseout of project operations or the transition
of the project into an ongoing part of the school program. Information
regardmg the funding, operation, and termination of the project should

be fed back into the school planning needs assessment act1vit1es.

EKC
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Bxercise A

Read and answer the questions béow When completed tunn the page.

1. Although school district planning is a continuous and complex process,
the basic steps of the planning process can be seen as proceeding in
a logical fashion. Eight basic steps of the planning process are pre-
N , sented below, out of s ce. cate the proper sequence by °
placing a 1 before the irst step, 2 before the second step, and so on.

The recognition of priority needs

The cost-effective analysis of all alternatives
The development of goals and objectives

The search for funding sources

The analysis of data

The search for feasible alternatives

The collection~of goal-related data

The selection of alternatives o
The four phases of the project management process can be applied to
proposal development. Listed below are a number of proposal develop- |
ment activities and the four phases of a project. Match the activi-
ties with the appropriate project phase by placing the number pre-
ceding the phase in which the activity occurs in the space beside the

N

activity. .
Activities ' Phases

Negotiate proposal

Develop detailed plan for project 1. Planning Phase

|

Acquire necessary resources ) '
a cessary our . Preparation or start-up

Plan for initial team meeting Phase
Conduct technical analysis

Determine cost and manpower needs for
proposal development 4. Termination or Transition
Phase

|

|

|

. Operational Control Phase

|

Submit proposal development plan

Establish commmications with
the funding agency

5
o




3. Most school districts are involved in a set of continous activities
- .which can be divided into school district planning, proposal de-
velopment, and project management. Presented below are various
activities associated with one or the other of these three tasks.
Identify to which process each activity belongs using the following
classification: : ‘

A. School district planning
B. Proposal development .
C. Project management . E »

Prepare responsibility guide

_____Write goals and objectives for a project
__:__Ilnplement the project
' Prepare the budget

- - ___ Search for funding sources

____ Develop the audit plan
_____Hire the project personnel
____Identify priority needs |
_____Supervise the preparatiod of the final report to the funding agency
Do cost-effectiveness analysis of alternatives

P

Develop goals and objectives for the district

————

Submit the proposal document

T

PN
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Exercise. A--Solution

. The conrect answens to the practice exercise are ngeu betow. TCheck your I
wornk and then tuwn the page. . ' ' ; | . ’
1. Although school district plarinixig is a continuous and complex process,

the basic steps of ‘the planning process can be seen as proceeding in -
a logical fashion. Eight basic steps of the planning process are
presented below, out of sequence. Indicate the proper sequence by
placing a 1 before the first step, 2 before the second step, and so on:

4 The recognition of priority needs ‘ .o .

6 The cost-effective analysis of all alternatives

1 The development of goals and objectives . Y

8 The search for funding sources |

3 The analysis of data o }

5 The search for feasible alternatives '

2 The collection of goal=related data

7 The selection of alternatives

2. The four phases of the project management process can be applied to
proposal development. Listed below are a number of proposal develop-
ment activities and the four phases of a project. Match the appro-
priate project phase with the activity by placing the number pre-
ceding the phase in which the activity occurs in the space beside the
activity. '
Activities Phases

4 Negotiate proposal ‘

3 Develop detailed plan . 1. Planning Phase

2 Acquire necessary resources 2. Preparation or start-up

2_Plan for initial team meeting Phase

__3 Conduct technical analysis 3. Operational Control Phase

1 Determine cost and manpower needs for - ) .

proposal development 4. Termination or Transitilon
. Phase
4 Submit proposal document
1 Establishing communications with

the funding agency
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3. Most school districts are involved in a set of continous activities
which ‘can be divided into school district planning, proposal de-
velopment, and project management. Presented below are various
activities associated with one or the other of these three tasks.
Identify to which process each activity belongs using the following
classification:

A. School district planning
. .B. Proposal development
C. Project management

__C_ Prepare responsibility guide
_B___Writé goalé and objectives for the project
__C_Implement the project
__B_Prepare the budget
A Seafch for funding sources

—

B Develop the audit plan

——————

¢ Hire the project personnel

A Identify priority needs

C Supervise the preparation of the final report to the funding agency

———

A Do cost-effectiveness analysis of alternatives

—————

A Develop goals and objectives

B Submit the proposal document

——————




Directions and Choices Following the Practice Exercises

" Based upon the self-evaluation of your perfoamance on zhe
exencises you have eithen . -

A. acceptably satisfied the objective of defining the concept

of the proposal development process and descrnibing ils
nelationship to schoot district planning and project manage-
ment, a: should now twwn 2o the post-iesi gound on page 26

Refenences for additional neading are Listed on page 16 o
the Module Manual. ; | - pag 6

not satisgied the obfective, and shoutd nead the section
in the Lesson Text that dealsy with the topic og the
Exercise Queston which you did not solve satisfactorily
“ and then hewonk that pontion of the Exercise.

Iy
~/




Past:Test .

Lineetions: thewemmmmmeuuythemmwuem |
gaue uestions given below. For the mul.pu‘ cho
are

dee questions you
one comrect or best answer (A,B,C or D) and for the true

and false you are 2o indicate the correct respomse with the Letter T or F. \

1.

In which phase of the project mnaganent p:dcess are persanmnel organized to’
achieve tasks? :

A. Plamning

B. Preparation
C. Operation

When is the search for funding agencies usually undertaken in the school

‘district planning process? -

A. Prior to the developmeni. of a list of schbol district priority needs.
B. After program alternatives have been evaluated for cost-effectivensss.
C. After the list of school district priorities has been developed.

What phase of the proposal development process normally includes the actual
writing of the proposal?

A. Planning

B. Preparation
C. Operation
D. Termination

When is a priority list of needs usually generated in the school district
planning process?

A, After funding sources have been identified.

B. Immediately prior to the identification of funding sources.

C. Usually after needs assessment datz have been collected relative
to school district goals.

D. School district planning is a continuous process and therefore a list
of priorities can be identified at any stage of the school district
planning process.
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5. What statements would most accurately describe a project?

A. A project is a complex goal-oriented activity which has a finite
life span, a cost limit and uncertainty about the accomplishment
of its goal. ' . ,

B. Aprojectisaplmtoadlieveaegoal. . ’ ,

C. A project is an activity scheduled to reach a goal at a specific

D. A project is an activity that does not have specified start and
completion dates but does have a goal and a(udget. " ,

6. In wh%ch phase of the project management process does budget preparation

A." Planning
B. Preparation
C. Operation .
D. Termination . _ 3 '
. /I
7. What phase of the project management process usually involves the
acquisition of work facilities? -

. Planning

Preparation

Operation ,

. Termination . i

DOw>

Indicate whethen the statements Listed below are true on false by writing a
T on F on the Line. ' .

8. The decision of a school district to operate a project is one possible
output of school district planning.

9, The managémént of a proposal development effort is similar to the
management of any project.

10. while the specific format of a proposal may vary among funding agencies,
most proposal documents include a Technical Plan, a Management Plan, -
and a Cost Plan. - :

Tuwn the page and check your answenrs

©
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. . Directions and Choices Following Lesson Post-Test

Directions: The correct answers to Lesson 1 Post-Test ane Listed down
the, night mangin. Check your comrect responses. . ~

—

Directions: 1§ you answered eight on fewenr
questions conrectly, you have not acceplably

" demonstrated knowledge ‘of proposal develop-

ment and its nelationship Lo schook plann€g =
and project management. You should sefect one
of the following courses of action.

1. Read the Lesson text beginning on
page 9. '

2. Rewonk the Lesson post-tess.

Dinections : 1§ you answered nine or more qued-|

tions conrectly, you have acceplably demonsira-
ted knowtedge of proposal development and Lts
nelationship to school planning and project
management. References for additional neading
ane Listed on page 16 of the Module Manual.

Termination Instructions

‘Multiple Choice

1. A (B) CD
2. A B C
3. A B (D
4, A B (C)D
5. (A) B C D
6. (A) B C D
7. A (B) C D
:Tnxe/False

g, T

9, . T

10, T

Number Correct =

This Lesson on Proposal Development and Iis Relationship to School
pistrnict Planning-.and Project Management <5 now completed.

Lesson 2 entitled "Proposal Planning" is the next Lesson in the sequence,
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Introduction to Lessaq :

This lesson contains the following items., Make sure that each item is
present before starting to ‘work through the lesson.

Page
Booklet containing the following items.
Introduction to 1€SSOM . « « & o« o o o o o o o 0 e s 2T e 0 e 1
Ovel"Vlew arld ObJeCtlveS. e 8 s e s e e e s s e e e, e . e P R T 3
pretest ......... e & o o e o o e . ¢ o . 4
Lesson abstract and content out11ne e e e e e e e e cee 7
T LeSSON TEXL. ¢ v 4 4 4 4 b e e e e e e e e e e e b e e e e e e 9

Practice eXerCisSe. . .« « v ¢« o« « oo o o 4 se e e e s e 8 e 21
Post-teSt. . « « « o« ¢ o S
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Overview and Objectives
'~ OVERVIEW _ |
In the preceding lesson the reader was oriented to proposal development

through the concept of the project management process and the definition of
certain key terms. ' \ '
_This lesson applies the planning phase of the‘ project management process
to proposal development. The text details e'ssentia} steps and concepts neces;
sary to produce a 5-10 page plan for the development of the proposal document.

In the next lesson the second phase of the project management process,

preparation, is applied to propésal develqpment. It describes activities to

be carried out in preparing for the actual production of the proposal document.

OBJECTIVES
The student, in completing this lesson, should be able to develop a
plan for a proposal development project. The specific obj ectives of the

lesson are as follows:

1. For a proposal development project the student shquld be able to

do the following:
a. create a work breakdown structure

b. create a work flow diagram

c. estimate task completion times and the time for completion
of the entire project

d. estimate and schedule resources

e. estimate costs and prepare a budget

2. The student should be able to state why it is important to

have proposal development plan formally approved.

b



Pretest

Directions: Please take time to answer carefully the multiple choice and
. /dalse questions given below. For the multiple choice questions you
are to circle one conrect on best. answer (A,B,C, on D), and for the true
‘ and false you are to indicate the coueotaupame«u',tﬁ etter T or F.

-

1. What is the chief product of the proposal definition:activity?

A. Detailed project schedule
"B. Work bre n structure
- C. .Project work flow

D. Evaluation plan

2. Who is probably the most significant person in determining the success
. or failure of a project? . _

Project Manager

Project Evaluator

. ".Project Finance Officer
Project Auditor

oow>

3. What general relationship exists between sc.heduiing and work flow?

Scheduling provides the constraints necessary for work flow development.
The development of a project work flow and schedule occur simultaneously.
Work flow provides the framework for scheduling. _ o _
SChidlfl‘lling is a more complex activity than the specification of project
work flow. .

PoE>

”

4. What part of the proposal.' planning phase is concerned with determining the
type and number of persomnel rejuired to complete the project effort?

Proposal definition
.Scheduling

Budget considerations
Resource estimation

sOE>

"
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Indicate whethen the statements Listed below are thue on false by writing a-
T on F on the Line. .

5. The costs of the proposal development effort should not be summarized in a
typical line item budget because the line item budget has an input
orientation. ) : ' -

6. 'An essential part of the Project Cost Plan is the identification of
resource 1_1eeds for the project.

v 7. Infomal-'conmmication ’«between the proposal director and the finding
agency should be kept to a minimum because the funding agency provides
all necessary guidelines in the Request for Proposal document.

<

8. A proposal director should be selected as soon as possible after the

decision has been made to develop a proposal.

9, After securing ap{n"oval for the proposal development plan, ‘the project
moves into the proposal preparation phase. '

10. Reéource estimation can be facilitated by using the lists of tasks in the
work breakdown structure for proposal development. '

{Turn the page and check your
lanswers .

<t
Z

©

ERIC
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Directions Following Lesson Pretest

.
rl

Dincotions: The comrect answens to Lesson 2 Pretest ane Listed doun the right
« |mangin. Check your correct resdpondes. |

.. Multiple Choice

Dinections: 1§ you answered u%ht on fewen quedtions 1. A (B8 CD
comnectly, you have not acceptably demons trated ' .
knowledge of proposal planning and should nead the 2, (A) B CD
Lesson abstract and content outline on pages 7
and 8. Then begin the content presentation by 3. A B (OD
|turning 2o the Lesson text on page 9. 3

: » 4, A. B C (D

True/False
. ) So F ‘

Dinections: 14 you answered néne or more questions
conrectly, you have acceptably demons trated know- 6. F
Ledge of proposal planning and should nead the
Lesson abstract and content outline on page 7. 7. F
Then, if you desire to skip the content phesenta-
tion, you may do s0 by proceeding directly 2o the -8, T
practice exencise on page 22, 1f you desire o
nead the content presentation, tunn to the Lesson 9, T
text on page 9. : )

0. T

Nﬁmber Oor'l_'ect-

ERIC

Full Tt Provided by ERIC.



_ Lesson Abs{:fact and Content Outline
ABSTRACT .
| Proposal planning is the first phase in the proposal development proces;_.

The proposal dir r is responsible for compléting the proposal planning
activities. ’l‘hese activities include davelopi.ng a work breakdown structure,
creating a work flow diagram, working task txge estimates and a schedule,
~ estimating and scheduling resources, and preparing a budget for the proposal
‘development effort. The end product of this phase is a5 to 19 page approved,
‘written plan for developing the proposal document. |
CONTENT QUTLINE |

A.. The proposal director is respons1b1e for creating a 5-10 page writt
plan for the development of the proposal document. The plan shoul

include:
1. A definition of the project,
Work breakdown structure,

Work flow with time estimates,

L= w ~No
- ° .

Estimate of resources needed for the proposal development
effort or project. :

4

B. A proposal director must be selected to manage the development of the
proposal document.

1. Studies have shown the director to be the most critical element
in the success of any project effort.

2. Ideally, the proposal director should be chosen to manage the
proposed project once it is funded due to his lmowledge of and
commitment to the project.

C. A prOposal “fmltmn is prepared containing information on vital
questions:

1. Project purpose,

2. (oals and objectives,




D, -

E.

H.

W

Limitation and constraints,

E-S

Size and complexity, .

‘5. Staff and resources.

important sources of such information include: fundlng agency per-
sonnel, the '"Request for a Proposal', unofficial .queries, local .

-school dlstrlct planning offices and files.

The work breakdown structure spec1f1es the major tasks necessary in
a particular proposal development effort. )

¥

A work flow diagram places the items in the work breakdown structure
in relation to each other.

1. Time estimates should be made for the completion of each task
listed. _ e

-

2, Calendar dates can now be applled

Resource estnnatlon specifies the types and amounts of resources
needed, including consultants, typists, consumable materials and
supplles. Classifying resources into categories (personnel,
equipment, materials, services, and travel), is helpful.

A budget determines the dollar amount necessary for the needed Te-
sources, summarized in a line item budget.

The proposal director should secure formal approval of the proposal
developnient plan before moving into the prqposallgyeparatlon phase.

61
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Lesson Text .
Introduction ' .

As discussed in the previous les$on, the proposal development'procesé

consists of four phases , called proposal blanning, proposal preparation,

proposal operations , and proppfgl_termination. This lesson is concerge@ with
the first of these phases--the proposal planning phase. |

Planning the development of a proposal involves such activities ask
specifying the tasks to be done, estimating the needed resources, determining
the schedule for completion of .the various tasks, and estimating the, dollar
costs involved in the effort.._ The output ;r end product of the proposal
planning phase is a brief wr;:;Ln plan of about 5-10 pages designed to guide
| the development of the proposal. It wﬁﬂl describe the tasks to be done énd\cr
specify the order in which they will be accomplished, the people who will per-

form them, and the resources that are needed.

" The Proposal Director

Once the decision has been made to develop a proposal document, sameone
musf be selested to manage the effort. The title of this person who is given
respon31b1l1ty for development of the proposal varies. Often he may carry
the title of Director (or Coordinator) of Projects, A5515tant Superintendent
for Instruction, Curriculum Supervisor, or Director (or Assistant Super1nten-
dent) for Federal (and/or Special) Projects. This person, designated as the
manager or director of the proposal development project, will be referred to

as the proposal director in this module.

62



the proposal development process.
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The selection of the proposal director.should be made at the time (or

soon after) the dec151un to develop a proposal is made. . It is’ the proposal

director who initiates the proposal development project by performj,ng “the

'pmposal development planning activities.. That is, planning for proposal

development is typically a one-mén‘process carried“out by the proposal C e

-
-

director. | . S o .
Care should be taken in the selection of the proposal director:?#

Studies b-ve indicated that probably the most -important factor in detemmining
the success or failure of a project is the performance of the project director.
Aiso, there are indications that the extent of the proposal development activ-
ity in a school district is dependent upon the aggreesiveness, or lack of it,
of one individual--the person given overall responsibility for the development
of proposals. Thus, the proposal director is the most critical element in

In addition to managing the proposal deVelopment project the proposal

Jdirector should ideally also manage the proposed yrolect after.lt is approved

and funded. A school district benefits con51derab1y by selecting the pro- -
posal director to minage the proposed project, since he will almost certainly
be highly comm‘tted to the project and be more familiar with it than anyone

else in the district.

Proposal Definition

In order to prepare a proposal definition, it is necessary to acquire
some general information about the nature of the propesed project, including

any procedural or budgetary limitations or constraints that may be placed

63
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upon the project. Dﬁta.hust be éﬁﬁhered to answer questidns such as: “What
is the proposed project going to do? -What school goals or ij ectives is it
aimed at? What general hmltatlons or constraints are to be iplaced upon the
project? How large and complex will the project be? Will it require a large
staff and many resources?"
Information must also be gathered regarding constraints on'the propoéal
development effort itself. Questions that nust be answered are: ''Who are
the likely funding .sources to which the proposal will be submitted? What
.guidelines or speC1f1cat10ns for the preparation, format and submission of the
proposal do these funding sources have” How much time is avallable for the
.deveIOpment of the proposal?” '
It is the responsibility of the prOposal director to 1dent1fy sources
of information regardlng constraints upon both the proposed pro;ect and the
proposal and to gather the needed information. T
Sources of information can be many and varied. The pr0posal director
may want to talk with people at the funding agency. 1f the proposal is doné
at the request of an outside agency, such as the U.S. Offlce of Educatlon,
the Request for a Proposal (RFP) may place 5peC1f1c requirements or guide-
~ lines upon the project and the proposal. Not all of these guidelines will
be expfessed formally. Same will have to be obtalned through informal, un-
official communication with the fimding agency. For -example, a limit will
be .expressed on the amount of roney a proposal may fequest. Small project
grants may often have ‘an outside 11m1tat10n of, say, $10,000. In other cases,
no funding limitation may be expressed and the proposal developer will- have
to use experience, judgement, and informal commmication to find out that he

can get funding o£.$20,000 for a given project, but not $30,000. .

54
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The local school system is an important source of information. If the
“school system has an office that deals specifically with the management of
projects, that office can pi'obably provide a wide range of information.
Even without sﬁch an office, chances are that the school system maintains
a file of prOp?sals that can be used for reference. Local school persomnel,
particularly those who will be involved in the work of the project, should
be contacted. Teachers in the area of concern addressed by the project can
- provide information yhich will help to specify the nature of the project.
Also, valuable information can often be obtained from the school district
planning office or the assistant superintendent of instruction. After you
have obtained the 1nformat10n necessary to answer such qpestlons as those
stated above, you are ready to def1ne the proposal to be developed

Proposal definition is a process of specifying the missions (major
task groupings) which will be undertaken to producé a proposal document, and
the tasks necessary to accomplish the missions. The end product of the defin-

ition phase is referred to as the work breakdown structure (WBS).

The proposal director should develop the work breakdown structure to
meet the unique conditions -of the particular proposal development effort
There arc, however, many missions, tasks, and subtasks that are common to
most proposal .levelopment projects. These missions and tasks are. presented
“in Figure 2.1 in the form of a sample work breakdown structure for proposal

development.

I{ you feel you need some review of how to do a work breakdown structure,
work flow and time estimation, resource estimation and budgeting, you ‘mignt
want tn refer to Lesson 2-6 on these topics contained in Module 2 of the
LPMIS series, Basic Principles and TCchnlaug?rof "roject Management.
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'Figure 2.1--Sample Work Breakdown Stnxémre for Propdsal Development

1.00 Develop Techni-
cal Plan

1.10

. I~ 1.y Project

Goal and
ves

Spec
Objus

1.2I Gather Information
Ap, .oach ' :

1.22 Analyze Information

1.23 Synthesize Infofmatioh

1.24 Select Best Appraach .

1.30

Plan Project 1.31 Develop Evaluation Plan

Support Activities

1.32 Initiate Audit Activities

re

1.33 Develop Dissemination Plan

1.34 Plan Commmity Involvement

2.00 Develop Manage-
ment Plan

2.10

v
v

Develop Project Work Breakdown Structure

2.20

Develop Detailed Work Flow

2.30

Develop Detailed Schedule

2.40

Specify Resources

3.00 Develop Cost
Plan

3.10

Estimate Cost

3.20

Prepare Budget Documents

4.00 Prepare Final
Document

4.10

Prepare Abstract

Prepare Assurance- Section

Prepare Target Popu'stion Section

4.40

Prepare Community/School/Personnel Descriptions

4.50

Edit and Format Document

4.60

Arrange Final Reviews, Clearancc and Approvals

5.00 Teminate Pro-
posal Develop-
ment

5.10

Submit Proposal Document

Negotiate Proposal and Contractual Arrangements

Write History and Store Records
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The missions of a typical proposal effort are the develbpment of the

Technical Plan, Management Plan, and Cost-Plan; preparation of the final

. Document; and the Termination of the proposal development effort.

The development of the Technical Plan is prlmarlly concerned with

specifying the proposed project goal and objectives; gatherlng,JAna1y21ng

,and synthesizing information in order to specify the 'best' approach for

achieving the project objectives; and planning such project support activi-
ties as evaluation, auditing, dissemiﬁation, and community involvement.

The development ot the Management Plan involves developing the work
breakdown structgre; detailed work flow, and time schedule, and specifying
resource needs for the proposed project. ; N

‘The development of_the Cost P}an involves estimating the dollar cost
of the needed project resources and summarizing the costs in both a typical

’ | N 3 R .«
line item budget and in terms of, the cost of each project mission or major

i
i

task.

Preparat1on of the Final Document involves writing a project abstract,
assurances scction, target populatlon section, and commumnity, school, and per-
sonnel descriptions. This phase also involves editing and formatting the final

document; and arranging for final reviews, clearances, approvals, and signatures.

The termination of the proposal development prdject involves submitting

“the, proposal document to funding agencies, ncgotiating the proposal and

contractual arrangfments, writing a bricf history of the proposal develop-
ment effort, and sforing important records. |
Specific kindé of propoéals may require the performmance of proposal
Jevelopment tasks or the creation of proposal sections other than those
described above. Two examples may help to show some of these variations.
v W

!
!
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For a proposal which seeks to develop a product such as an instructional
system, curriculum, or set of visual ai&s, the proposal director may have
to include in.his plan a means of writing proposal sections on topics
such as: | ;

1. Reasons for creating the product,
| 2. Adetailed description of the project,

e 3. The performénce criteria or standards which the product will have
to satisfy,

4. The target population for wh%ch.the product is intended,

5. What special equipment and production techniques might be used.

Stiil another proposal might seek to install an already developed cur-
riculun or other product into a school district. In this case, the proposal
director will need to consider including sections on:

1. A training program whereby teachers and administrators will be

trained to utilize the new curricu}um properly,

2. A delineation of strategies for installing the curriculum,

3. The target population for which the curriculum was designed, who

is included in it, and why it was chosen.

It is important to note that in the proposal plannipg phase, the pro-
posal director is not actually writing all ﬁhese sections of a proposal or
doing the tasks needed to complete the final proposai., He is deciding what
tasks need to be done to compiete the proposal, how and when these will be

done, who will perform them, and what resources will be needed.

Work Flew, Time Estimation and Scheduling

Having made a work breakdown structure showing all the items that need
b8
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to be accomplished, :he proposal director can then proceed’ to place them in’

relationship to each.other by creating a work flow diagram. The work flow

diagram will show which tasks or proposal sections use the results of pre-
vious ones and which tasks can be performed simultaneously . An example of
a possible work flow diagram resulting from the work'breakdown structure
shown in Figure 2.1 is presentgd in Figure 2.2, ‘

After making a work Flow diagram of the tasks to be accomplished in
developing the proposal, time estimates should be made for the completion
of each task. Individual task times are then summed along all possible paths
of the work flow diagram. The path:with the highesc total time is called the

critical path. The critical path time is the time for the completion of the

proposal develepment project; It is possible that this time may be longer
than the time remaining before the deadline date for submitting the proposal
document to the funding agency. If this happens, the work flow can often be
rearranged so that more tasks are done simultaneously, rather than one after
another, or more people may be assigned to particular tasks along the critical
path of the work flow in order to shorten their completion time. When the

work flow and time estimates are finalized, caleundar dates can be applied to

the start and finish of each proposal development task.

Resource Estimation

After the work breakdown structure, work flow, time estimates and
schedule for developing the proposal have been completed, the type and
amounts of resources needed must be specified. Questions such as those that
follow must be answered. Will consultants be needed? What expenses are
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Task Number

1.10
.21
1.22
1.23
1.24
1.3
1.32
1.33
1.34
2.10
2.20
2.30
2.40

The task or activity numbars correspond
The triangle repiesents
The dotted lina represents

o

TASK NUMBERS AND DESCRIPTIONS

»

Task Description

Specify project goal and objectives
Gather information

Analyze information

Synthesize information

Select best approach

Develop evaluation plan

Initiate audit activities

Develop dissemination plan

Plan community involvement
Develop work breakdown structure
Develop detailed work flow
Develop detailed schedule

Specify resources

Figure 2.2--Sample Work Flow Diggram

wlith the task numbaers in the work break down

s mitastone svent (i.e., the completion ot a major piece of work

Task Number

3.10
3.20
410
420
4.30
4.40

4.50
4.60

5.10
5.20

5.30

a dummy activity (i.e,, & constraint upon the cornpietion of an event)., 1t does

Estimate cost

Prepare budget documents

Prepare abstract

Prepare assurances sections

Prepare target population section

Prapare community/school/personnel
description

Edit & format proposal document

Arrange final reviews, clearances,
approvals and signatures

Submit proposal document

Negotiate proposal and contractual
arrangements

Write history and store records

structure appesring in Fligure 2.1,
or the achlevemant of a project objective).

not consume time OF resources.

for a Proposal Development Project

-~}

_LI-



-18-

associated with them? Will a typist have to be hired? What consumable
materials and supplies are needed? Resource estimation can be facilitated
by grouping resource items into categories of personnel, equipment, mater-
\ ials and supplies, services and travel.
The estimation of personnel resources may be the most complex decision;
Not only does the proposal director have to decide what kinds of personnel
will be needed for the proposal develoment but he also has to see if he
can make arrangements within his organization for work time. Otherwise, he
will have to hire new people. The length of time each person will be needed
and whether to hire full-time or part-time help must also be specified. |
Perhaps' the easiest way to organize the resource estimation task is
to use the list of tasks in the work breakdown structure for the proposal
development. You can go through the items onefby¥one and decide what re-
source categories of persomnel, equipment, materials, services, and travel
" will srove helpful in making sure that all the resources required for each
‘task have peen specified.

. It is also important to look at the work flow diagram and determine
4 - o
what equipment and materials might be shared by different tasks. uUnly then

can ane accurate estimate of the amount of resources needed for the overall
~

development preject be made. gy

Budget Considerations

Once the resources have been determined, the cost or dollar amount
associated with ‘each must be determined. Of course,, some resources may not

have a cost that is charged to the proposal development effort. Often school

ERIC 72
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personnel may participate in the proposal development effort as an activity
performed in addition to their regular job without receiving extra pay.
Determining the costs associated with different resource items may require

some checking w1th other organizations that have already developed similar

~ proposals or with the f1nance director or business manager of the school

district.

When all costs have been determined, they should: be sunmarized in a
typical line item budget. It is also advantageous for th_e proposal director )
to develop'a "programﬁeor "objective''-referenced budget. Such a budget,
with cost data summariﬁkd by mission or major task, can be helpful in attempt-
ing to secure local funds for the proposal effort or in trying to control
costs during the operation ox the proposal development project. .

5
Approval of Proposal Plan

The development of a proposal document often involves the contribution
of the time and effort of many persons within the school district. Released
time may have to be obtained for some staff members. ‘' Persons such as con-
sultants and typists may have to be hired from outside the district. Since
the proposal development effort involves such time, money, and other resource
commitments, the proposal director should secure formal approval of the pro-
posal development plan from the superintendent or other appropriaie offices.
Once the plan is approved, the proposal development project moves into the

Proposal Preparation Phase.

Summary
At the finish of the planning phase of the proposal development process,

73
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the proposal directo? has Jritten a 5-10 page plan for developing the pro-
posal which includes‘the work breakdown structure, a work flow with time
estimates, and an estimate of the resources and money needed to prepare the |
proposal. If necessary, the plan can be submitted to appropriate offices
,\within the school system for approval. Once this plan is completed and

appfoved, the proposal director can proceed to the next phase, that of pre-

paring for proposal development.

%
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Exercise Setting

Dinections: On the §ollowing pages s the setting fon the exercises foxr
Lesson 2. It introduces a school system and sets up a situation where a
proposal will be developed. The exencises which foLlow ask you Lo per-

form various activities with nespect to planning the development 04 the

proposal.
Read the setting and then tuwn to Exercise A and begin to.work.

AN




General Setting for Exercise A '
The school district of Harrison, a chiefly mddle -class suburbg about

250,000 re51dents, bu11t a new middle school about three ‘years ago which. was
designed to incorporate a number of innovations. Sanders Middle School was
built on an open-space plan with few interior walls. It houses aboyt 400
students in the sixth, seventh and eighth grade_s. ‘The building is fully
carpeted and air-conditioned. Teachers are organized intq teaching teams
of four or five members each by general subject areas of math, science, social
studies , and English. Visiting teachers handle instruction in music, art,
and foreign language. |
The teams can instruct a large group of about 100 students at a time
while covering basic jnformation on a topic. The large group can be divided
into middle-sized groups of about 20-25 students each for further instruction.-
Sometimes students who have special d1ff1c_ult1es or who are working on indi- |
vidual projects can be placed.in even smaller groups of five to ten students,
so that they may receive more specialized, individualized help from the teacher.
In fact, the present trend of all teaching teams in the past three years has
been toward the more specialized individualized mode of instruction.
The math team has been especially interested in individualizing instruc-
tion in its subject area. Some of the reasons for this are:
1. Instruction in their area hag not been 1nd.1V1duallzed to the extent
that it has been by other teams. This 1§ partly because the math
team had little experience in such teaching and has tended to gravi-
tate toward more traditional large-group instruction.
2. There has also been a lack of.materials available for such instruction

in math; teachers have found it dlfflcult to use current texts in an
s 6.



- - individualized situation. _ '

3, Student attitude towafd math is genel';ally poor. A survey conducted
by the Evaluation and Research Office indioatéd that students were
not interested .in math and liked most other subjects better.

4. Students at the school were somewhat below average in math achievement
: as tested.by.the Iowa Test of Basic Skills. While the difference
s | was not large, the team:(and some pagents) felt the students should
be doing considerably better. N -
5. The team was also aware from daily observations that many students
had individual problems needing attentlon, but these students were
not being helped The wide variation in students needs might be
helped by individualized instruction.
6. Unlike the math team, otherrzéams at Sanders Middle Schdol provided
much in the way of individual study projects for the brlghter stu-
dents. For example, bright students ‘can do papers for Engllsh
Social Studies, or Science, but the activity of writing papers in
\ thf atea oflnthgmatics is fefy difficult. Many of the bright student
who tried to write mathematics papers became bored with the activity.

~ .

To solve this problem, the math team conferred with the school's prin-

cipal and the school system's math curriculum d1rector, and established a
study committee to find ways of implementing individualized instruction in
mathematics. The study committee conducted interviews with principals and
teachers in other districts who had individualized instruction programs in
mathematics to'gain an understanding of individualized instruction in math-
_cmatics and potential problem areas. The committee also examined the kinds

of materials available from publishers and other developers which could be

N Moy -
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used in the 1nd1v1dualizad instruction mode. .

After this uwestigatmn, the comittee recuunemdad inplunimtmg the

" Individually Prescribed Instruction (IPI) program in mthematics duveloped
by Research for. Better Schools, a regional educational laboratory located
in Philadelphia. The program 1nc1udes an extensive set of instructional ,
materials and teacher training manuals. It was the opinion of the commi ttee N
that the IPI program was the best in‘tividualized math program available for
their school. _ '

Imﬁlemanting IPIf;nvdlves purchasing maferials,.training teachers and
aides, hiring additional aides, and other activities which require the ex-

- penditure of funds. Fortunateiy, the schoolﬂboard iérusually'willing to make
available grants of up to $20,000 for pilot projects such as curriculum in-
novation, if it appears that the project will be of value to other schools
in the district as well. The mathematics curriculum director has expressed
a strong interest in expanding individualized math instruction to other
schools in the district and wishes to implement the IPI math program in
Sanders Middle School. In order to obtain moneY for fhe effort a proposal
must be developed for submission to, and approval by, the board.

To this end, the math curriculum\airector, along with the leader of
thelmath teaﬁ from Sanders Middle School, has contacted the Harrison School
District's Project Management Office (PMO). For the purposes of the exercises
in the remainder of this module, you are to assume that you are a professional

in this office and that the director of the PMO has assigned you the responsi-

_ bility of providing assistance to a proposal team headed by the math people.




Exercise A

Directions: For this exercide, you are 2o assume the nole of assistant to
the proposal development team as indicated in the exercise setting. The

team has aid in co
(WBS) dor
tasks .0 the WBS are as fo

Management Plan, C. Develop Cost Plan, 0.

uested your

nstucting the work breakdown structunre

¢ proposal development effort. Assume that the four Level 1-
Lows: A. Develop Technical Plan, B. Develop
Prepare Proposal Document and

Teaminate Effont. Listed below are a number of Level 11 items which you

are to include under the appropriate
fon the mosl appro
Level 11 task. When completed, twwn the page.

Level 1 2asks by pla
priate Level 1 task on the space provided

the Letter
eside the

Level I Tasks
Develop Technical Plan
Develop Management Plan
. Develop Cost Plan

5 0w >

Prebare Proposal Document and Terminate Effort

Level II Sub-Task

1. Develop Project Work Break- 9.
down Structure

2. Write Abstract and 10.
Assurances

3. Store Proposal Develop- 11.
ment Records :

4. Specify Project Goals 12,
and Objectives

5. Prepare Project 13.
Budget Document

6. Edit and Format 14,
Proposal Document

7. Select Project 15.
Approach

8. Develop Project Work Flow

Develop Project Evalua-
tion Plan '

Negotiate Proposal
Develop Project Commumity
Involvement Plan

Specify Project Resources
Begin Project Audit

Develop Project Schedule

Develop Project Dissem-
ination Plan
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Exercise A--Solution

Dinections: The answens to the practice exercise are given below. Check
your work and twwn the page when §inished.

M I
Level I Tasks
A. Develop Technical Plan N
B. Develop Management Plan
C. Develop Cnst Plan |
R D. Prepare Proposal Document and Term nave Effort

Level 1T Sub-Task

B8 1. Develop Project Work _A 9. Develop Project Evalua-
Breakdown Structure tion Plan
U 2. Write Abstract and D 10. Negotiate Proposal
Assurances -
V4
p 3. Store Propgse’ Develop- A 11. Develop Project Cammunity
ment Recorfs Involvement Plan
A 4. Specify Project Goais B 12. Specify Project Resources
and Objectives
___C 5. Prenare Project Budget | A 13. Begin Project Audit
Document '
D o. Edit and Fcrmat B 14. Develop Project Schedule

Proposal Document

A 7. Select Project Approach A 15. Develop Project Dissem-
ination Plan

8 8. Develop Prnject Work Flow
§

Q)
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Exercise B

A wonk fLow diagham which exhibits along a time Line the fasks Listed
in the wonk breahdown structuw:e has been developed. The crnitical path
time has been computed and it has been found thal the time to complete the
proposal -profect extends one week beyond the deadline for submitiing the
proposel. Do you thirk this i8 a problem which requines the atteation of
the proposal directon? 1§ =nu do not, space has'been provided below for
you to state your neuwsons. ' :

Reasans for not cons-id‘éring the week time delay a problem:

G - .
If you would consider the delay a problem, rank the suggested solutions
listed below in the order in which you would choose to implement them. For
purposes of choosing a solution, accept the premise that the time lag was
analyzed as being caused by unstructured ambiguous tasks. Space has been
_provided for additional solutions.

1. Wait until the next deadline to submit the proposal.

Assign more people to particular tasks in order to shorten
their completion time,

Delete some tasks which could possibly be completed after the
proposal is submitted.

Request an extension of the deadline date from the funding agency.

Rearrange th? work flow so that more tasks may be done
simul taneously.

Reexamine the nature of the ambiguous tasks to see if they could
be better defined and thus provide better time estimates.

Take no action; accept a risk that the project will end on time.

Arbitrarily cut one day from each task since time estimates are
probably inflated anyway.

Other:




-28-

Exercise B--Solution

Whether on not you would considen the one week time £ag a problem
needing the proposal directon's attention woubd depend on the total
amount of time allotted forn the proposal development preject. 1In a one-
month project, one week becomes cﬁxxxcal. 1§, howgever, the proposal
development effort has been allocated six months for completion, a
potential one week defay might work itself out by the deadline date
since some tasks might be §inished earlien than expeéted.

The onder in which you hanked the possible solutions depends upon
the cnitenion you employed to make your decisions. For example, 4if one
0f your crutenia was resource avallability, you could not assign more
people to each task (#2) 4if oﬁﬂy Limited penAonneﬂlane available, 1t
might be .impossible to wait until the next deadline date (#1) because
0f the consequences of delaying beginning the project. The fourth
suggestion, requesting an extension, might be a viable solution as Long
as the funding agency knows the proposal 4is on 4its way -and has agreed
to accept 4t Late.

No matter which decision you make, including taking no action (#7},
(44 (mperative to considen the consequences of your choice. Your
action may alleviate the problem or now, but damage the prospects of a
success ful proposal project because of the Long range consequences of

the decis<on.

4f
U




Lesson 2--Proposal Planning

Exercise C--Part 1

As directon of the proposal development effort, you must estimate
nesounces heeded to complete this effort. 1In the spaces below, List
| the broad nesource cateqonies which must be considered. Then tuan
Uz rege and check your answenr. '

Sssn.

~ (7]
. .

[ 2]
.




Exercise C--Part 1--Solution

_ As dinecton of the pnOpoAaZ develLopment effort, you musi

g eatimate nesournces needed to complete this effort. 1In the spaces
1 pwvided getow, List the broad resource categories which must be
4o consd{dered, . :

1. Pensonnel

2. Equipment and Facilities

3.  Maternials and Supplies

4. Senvices

5. Thavel
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Exercise C--Part 2

nesowrces needyd to complete the proposal development efgort.
Identify for categony one or more individual items or
clements needed’in order 2o accomplish the proposal project.
FatLi¥amp£e, " typewriter” might be Listed under Equipment and
| Facllities.,

Assume you hiwe béen given the assignment of estimating the

1. Personnel

II. Equipment and Facilities
111. Materials ana Supplies

V.  Services

V. Travel

L



Exercise C--Part 2--Solution

- emema—

There is no one comrect solution to this exercise. The resources
{isted would depend on each individual project. 1t is impontant,
rowever, to take into consideration all items needed fo accomplish
cach task. 1In doing 80, decide which of the personnel musi be hired
and which will be asked to participate in the effort under a neleased
time agreement on in addition to thein regular (ed. Equipment
needs shoutd be checked to see if sharning with another project is
pessible, Matenials and supplies might be provided by the school
dstnict. '

1. Personnel
Proposal directon
Subject area specaalist
Evatuation consultant
Technical wriiten

11. Equipmeut and Facilities
Typewnriten
Dictating machine
Caleulaton

I11. Materials and Supplies

Ogfice supplaas
Dragtaman's tools

V.  Services
Duplicating
Statisticak
Computen

N
-.SI")

V.  Travel
Trip §or proposal dixector Lo fuiting agency
Consuliant thavel o project S44e

gyt R EEERE T ‘ . - M




Ko

Directions and Choices Following the Practice Exercises

Based upon the self-evaluation of your performance on the _e.imcx’.&eb.

you have eithen:

A. acceptably satisfied the objective of creating a proposal devel-
opment plan , ana should turn to the post-test found on page 34

References for additional reading are Listed on page;lé o{ the
Module Manual. '

B. not satisfied the objective, and should read the Lesson Zext
text beginning on page 9 and Lhen rework any exercise you did
not s0lve satisfactonily. -

5¢
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Post-Test

Directions: Please take time to answer carefufly the mq%xxple choice and
twe/false questions given below, Fon the mubiiple choice questions you

e to ciacle one connect on best answer (A,B,C, on D), and for the twe '
and false you ane to indicate the cowrect response with the Letter T or F.

—ye

1. Who is probably the most significant person in determining the success or
failure of a project?

A. Project Manager

B. Project Evaluator

C. Project Finance Officer
D. Project Auditor

2. What general relationship exists between scheduling and work flow?

Scheduling provides the constraints necessary for work flow development.
The development of a project work flow and schedule occur simultaneously.
work flow provides the framework for scheduling.

Schiduling is a more complex activity than the specification of project
work flow.

Fow>

3. What part of the proposal planning phase is concerned with determining the
type and number of personnel required to complete the project effort?

A. Proposal definition
B, Scheduling

C. Budget considerations
D. Resource estimation

4. what is the chief product of the proposal definition activity?

Detailed project schedule
" Work breakdown structure
Project work flow )
Evaluation plan

o0 W
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Indicate whethen the statements Listed below are rue or false by writing a
T on F on the Line. :

5. Resource estimation can be facilitated by using’the lists of tasks in the
work breakdown structure for proposal déveélopment. N

6. Informal commmication Between the proposal director and the funding
agency should be kept to a minimm because the funding agency provides
- all necessary guidelines in the Request for Proposal document.

7. The costs of the proposal development effort should not bel summarized in a .
“typical line item budget because the line item budget has an input
" orientation.

8. After securing approval for the proposal development plan, the project
.47 moves into the proposal preparation phase.
9. An essential part of the Project Cost Plan is the identification of

., resource needs for the project.

10. A proposal director should be selected as soon as possible after the
decision has been made to develop a proposal.

Turn the page and check your
answens.




Directions and Choices Following Lesson Post-test

Dinections: The comect answens 1o Lesson 2 Post-test ane Listed down the

night mngin, Check your correct nesponses .

Multiple Choice

Dinections: 14 you answenred eight on fewer questions
cormrectly, you have not acceptably demonstrated know-
Ledge of the proposal planning and should seleet one
on more of the following cournses of action.

1. Réad the Lesson text beginning on page 9.

2. Re;}qonk the Lesson posi-test.

1. (A) B CD
2. A BO©D
3..A B C @D
& A ®CD

AN
‘True/False

Dinections: 14 you answered nine or more questions
conmrectly, you have acceptably demonstirated knowledge
04 proposal planning. References for additional
neading are Listed on page 16 of the Module Manual.

”~

Termination Instru,cfions

5. T

F
F
8. T
9. F
10. T

Number Correct=

This>Lesson on proposal planning 48 now comp[;e,ted.“ Lesson 3 entitled
"Propodal Preparation” is the next Lesson Ln the sequence,
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Introduction to Lesson

This lesson contains the following items. Make sure that each |
item is present before starting to work through the lesson.

. ' | | | _Page

Booklet containing the folxowing items

' Introduction to LESSOM. «ve heeuneneasasssenncassnssnsansns
Overview and ObJeCtives....qeeeeeeerareencroasercnncnacns
PreteStee.ceereaeessarsosessssssvsassacossnascaseccnnsonses
Lesson abstract and content outline,.....cecosecrecccecse:

Lesson text......;.....................................:..
Practice €XeTCiSe......coonnsasqvarennnesneeesanreereeees 1
Pos;?test......................;....3..............;....;. 2

N

—

MO ~2Wn

o)
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Overview and Objectives
OVERVIEW . :
The previous iesson dealt with the creation of albfief written plan
for the development of a proposal document. This activity was termed the
' proposal planning phaée, the first phase in a proposal development project.
This lesson deals with the second phase of a proposal &evelopment ,

project, proposél preparation. The four major areas of activity necessary

to prepare for the creation and writihg of the' proposal document are detailed.

The third phase of a proposal deveiopment.project, proposal operations,
will be detailed in the next five.lessoﬁs, presentiné management technidues
to faéilitatc the creation of the three major components of a proposal docu-
ment. Lesson four introduces these compbnents, and highlighfs the develop-
ment of proposed project goals and objectives.

OBRJECTIVES

After completing this lesson the student should be able to create a
preparation plan for a proposal development project. The specific objectives
of 'he lesson are as follows:

1. The student should be able to specify fhe personnel roles needed
on a proposal development team including the writing of role descriptions.

2. For a proposal development project, the student should be able to

do the following:

a. create an organizational chart and management responsibility
guide,

b. cutline the basic design of the project information system for
a proposal,

¢. specify the needed facil. ies, equipment, and materials.

_95
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L .g' mwmsmn:im ibility Guide
. . t Responsibility -
P . D. Inférmation System : ' .

___Specifies the experience and qualificat:lms needad by an indi\richal N
— staff member.

2. Identifies each staff member's relatmnship to each proposal
development task. S i

Lhy‘ specify both supervisory resﬁmsibility lnd infomatim flow.

4. Provides data to compare planned project status to actual.project
T status,

Anawv«. the tme/ﬁwae qu.eaaom below by pLaung a T on F on the Line before
each question.

P

rd

5. When arranging for the contracting and p t of outside consultants
~—the proposal director should coordinate these efforts with the school
dlstrict's business administrator. - -

) . 6. With a relatively small and simple proposal effort, a detailed pro- |
~ posal preparation plan is st111 necessary. ‘

L 7.__- Arranging for facilities, equipment and materials for the proposal
development effort should be cmpleted prior to the proposal
- operation phase.

97
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The. coviéet andiiens o Lesson 3 g
, "“Cheak Your comrect Aespons o

| night. Wax

Directions: 14 wou answered el quesdions} . -
| comectly; you have not accepinbl ed:

. knowtedge of: proposal preparation d xead - |
the Lesdon abstract and, content outline dnpo‘gu 7
and 8. Then begin the content presentation by .
twwining to the Ledson. text on page 9. . :

I yzu. dmw%e&ﬁou u?ﬁme g.;mz.tw, o :T : Fal‘ .

| you have ae ns edge of . |  True/False

T proposal pre; n and should read the Lesson : AR

abstract and content outline on page 7.,  Then if -5, T

you desine to skip the content predentation, you may | :

do 80 by proceeding directly to the practice . o 6. F
T
Iy

exenicise on page 17, 1§ you do desére Lo .
the content presentation, twin to the Lesson text 7..

on page 9.
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lesson Abstract and Content Outline
ABSTRACT
Proposal preparation is the second phase of the proposal development
process. As was the case in the planning phase, the Proposal Director is
basically responsible for performing the tasks involved in proposal pre-
paration. The four major proposal preparation tasks are: (1) the selec-

tion and acquisition of persomel for the proposal development team,

(2) the organization of the team and the assignment of responsibilities,

(3) the development of an information system and (4) the acquisition of

facilities, materials, and equipment nceded for the effort. The successful

completion of the preparation tasks will reduce the lilelihood of the
occurrence of many potential problems and increase the probability of
success for the entire proposal.development effort.

CONTENT OUTLINE

A. The proposal preparation phase, which follows proposal planning,
involves four major tasks carried out by the Proposal Director:

1. selecting and acquiring personnel;

2. organizing the proposal team and assigning task responsibilitiés;
3. developing an information system;

4. acquiring needed equipment, facilities, and materials.

B. A major task of the proposal director is selecting personnel for
the proposal development team. '

1. Role definitions are helpful. including duties and responsibilities,

desired training and experience, and date and extent of projected
work.

2. The director may have access to needed personnel from sources
such as: curriculun or subjectymatter specialists, central office
evaluation staff, and community members.

S
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. The proposal director also organizés the proposal team, and

3. Some personnel may be siphoned off from school district staff,
while special arrangements may be made for typists and
consultants.

[

specified individual authority and responsibilities.

1. A chart should be emplo&ed to clearly show organizational
relationships and information flow among team members, and
betwean the team and outside agencies.

2. A management responsibility chart should be used to depict
staf f responsibility.

A simple project information system should be instituted to easily
comunicate status reports among team members, including staff
meetings, individual conferences, and internal progress reports.

. The acquisition of facilities, equipment, and materials should

be accomplished according to needs detailed in the proposal plan.

Ly
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Lesson Text

Introduction

The previous lesson on the proposal planning phase had as its emphasis
the creation of an approved, written plan for developing a proposal document.
The second phase of the proposal development process, proposal preparation,
is concerned with those activities that musf be.performed before the actual
creation of the proposal document can begin. As with the proposal planning
phase, the activities of the proposal preparation phase are basically performed
by one individual--the Proposal Director.

The proposal preparation tasks which the proposal director must perform
" can be grouped into four broad areas: (a) selecting and acquiring the ser-
vices of personnel to serve on the proposal development team, (b) organizing
the team and assigning task responsibilities, (c) developing an information
system, and (d) acquiring whatever facilities, equipment and materials are
needed. These tasks are not necessarily performed in the sequence given.
Depending upon the individual situation, the proposal director may do them
in almost any order.

With a large, complex proposal development effort, the proposal director
should create a plan for conducting the proposal preparation tasks. In most
cases, however, the effort is small and simple enough that a detailed plan
may not be necessary. Regardless of size, a preparation plan can help to

minimize problems later on in the development of the proposal.



PrOposal Dévelqpment Team

A major, and perhaps the most time consumine proposal preparation task,
is the selection of the proposal development team and the acquisition of
their services. The proposal director must first detemmine the skills or
specialties‘heeded for the particular proposal development effort. He can
then write brief, but specific, job or role descriptions, including qualifi-
cations for each specialty. These role descriptions will facilitate the
selection of the proposal development team by permitting the proposal director
to match each putential team member with the needed specialties. A typical
role description would include information such as: dﬁties and responsibili-
ties, desired training and experience, amount of time required and when
needed. An example of a role description for a proposal team member is pre-
sented in Figure 3.1.

The proposal director must next determine where and how to obtain the
specified personnel. The following persons are typical of the type of per-
sonnel often chosen to serve on a proposal development team.

1. Curriculum or subject matter specialists

2. Central office evaluation stal¥

3. Director of finance or business manager

4. Subject matter or evaluation consultants

5. Community members

0. Typists and clerical assistants

Members for a proposal team may be recruited from within the local school

district, within the local area, or from outside the local area--as in the case

of consultants. School district staff members may be required to devote some

time in addition to their usual job tasks. IHJFUCh case, the proposal director wili

5
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Role Description
1. Project Title: Individuatized Reading Proposal _
2. Project Manager: John Smith
3. Role Title:  Plannen/White (Reading Specialilt)
4. Schedule and September 10, 1972 - November 30, 1972
Time Required:  Approximately 5 howws pen week _

5. Duties and Responsibilities

n)
-~J

b)
c)

Assist in the specification of the proposed project goal and objectives

Assist in the specification of the proposed. project approach

Wiite proposal sections on the project goal and objectives, the project
approach lincluding work breakdown structune and task description),

and the dissemination section |

Assist An the development of the Cost Plan

Assist in the development of the Management Plan

Review all secitions of the proposal

Assist in wiiting the proposal devefopment histony

0. Lxperience and Qualifications

a)
b)
c)

Graduate degree in neading Ansthuction
Several yeans teachdng experdence
Supervisony experdence 4n reading, Lncluding {mprovement 4in

»
Lswetion proghams

Figure 3.1--Example of a Role Description for a Proposal Team Member
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have to estimate carefully the amount or pércent of. their time that he will
be needihg. For some.school personnel sych as teachers, it may be necessary
to obtain released time from their classroom duties. Typing and clerical
assistance can usually be opgained from a project officer or central office
department. It 1is possible, however, that a typist may have to be hired for
a brief time. This might occur toward the end of the propdsal development
project when-many pages of the final copy require typiﬁg and the date for
submission of the document is rapidly approaching. In the. case of outside
consul tants, arrangements for their services, including contracts and payment,
will require the careful attention of the proposal director and the school

district Business Manager.

Organization and Responsibilities

Aiother important responsibility'of the proposal director is that of
organizing the proposal téam and assigning appropriate responsibilities to
cach member. In organizing the team, the proposal ,director should first
specify the organizational relationships within the team and between the team
and other personnel within the school system. Theée rélationships should be
depicted graphically by the use of an organizational chart. The organiza-
tional chart may be used to indicate both supervisory fesponsibilities and
the flow of information. An example of an organization chart for a proposal
development effort appears in Figure 3.2. |

After the organizational structurc has been specified, the authority and
responsibilities of the members should be determined. A management responsi-
bility chart can be quite helpful to the proposal director in summarizing

task authority and responsibility. The chart shows each staff person's

195



Assistant
Superintendant
for Instruction

Proposal Director
(Elementary
Curraiculum
Superivisor)
University District Commuﬁity District District
Reading Reading Action Research §& Business
Consultant Specialist Council Evaluation Manager
Director
4
Reading Reading Research Evaluator/
Teacher Teacher Associate Statistician
Typist/Clerk
Writer/Editor

Figupe 3.2--Ixample of a Proposal Development Project Organizational Chart

_g'[_
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relationship to each proposal task. An example of a management responsibility

~

chart is shown in Figure 3.3.*

Project Information System

An important concern of the prOpésal director is to develop an informa-
tion system that both facilitates the communications among members of the
proposal team (which may include staff members from several buildings), and
serves to report the actual progress of the effort in comparison with the
planned status at any given time. The information system designed for pro-
posal development usually does not need to be sophisticated. A simple,
flexible system that provides clear communication channels to all parties
concerned is usually all that is needed. Members orf the team need to be able
to communicate with. one another ecasily and to: know what should be happening
in the development effort as well as what is actually happening.

In order to facilitate communications, the proposal director may schedule
periodic staff meetings, arrange for individual conférences, and provide for
the distribution of frequent internal progress reports. In designing the
format for internal reports, it is important to co.nside.r the kind of data
that is needed to effectively monitor and control the proposal development
effort. This will give some idea of the type and frequency of reports that |

will be needed from the various members of the proposal team.

*If you feel you need some review of how to write job descriptions and
how to make a project organizational chart und management responsibility
guide, you might want to refer to the lessons on project preparation contained
in Module 2 of the EPMIS series, Basic Principles and Techniques of Project
Management .

Iny



| Task
Description

1.10.
Specity

Project
Goal and
Objectives

Gather .

.Igforma- G 0 S S Y
tion
1.21

Analyze .
Informa- G 0 S S ¥
tion | 77

Synthesize '
Informa- |- g 0 S S Y
tion

1.23

Select .
Best 1.24 G 0 Y

Approach | . o

Develop
Evaluation S
¢ Plan G 0

1.31

CODES

G-General Responsibility S-Specific ibili
. 111 S-Specific Responsibility
0-Operating Responsibility Y-To be Consulged )

o “igure 3 3--Partial Management Responsibility Guide for

LS 109

a Proposal Development Project
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Acquisition of Facilities, Equipment and Materials

Another important task that should te performed prior. to the actual
proposal development is the acquisition of whatever facilities, equipment
and matefials that may be needed by the proposal team to do their work. The needs |
of the proposal team for facilities, equipment, and materialz should have been
described in the proposal plan. Although this task is generally not too
time consuming, advance arrangements need to be made in order to avoid unnec-

essary delays once the team has been assembled.

Sumnary

The tasks of the proposal preparation phase are: (a) selecting and
acquiring the services of personnel to serve on the proposal development team,
(b) organizing the team and assigning task.responsibilities, (c) developing
an information system, and (d) acquiring whatever facilities, equipment and
naterials are needed. Once these tasks have been performed, the proposal

preparation phase 1s complete, and the effort moves into the next phase--the

proposal operations phase.
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1 abon 2his exmwc.. The solution for
“soniel ‘who would probably be. ne,eded

The Part B solution containg a usuug 0§

have considened in gour fob descAdr ,

with the suggested solution and "§idge: yous

citenia gwen. When 6Mhed twhu

PART A: Prdpbsa_l Development Team--Role Cate_goiiies :

. Proposal Director

Math Team Leader o - .
Math Team Members -
Consultant for Ind1v1dua11zed Instmcum ‘
Evaluation Spec1ahst

Budget Specialist

. Typist : | , :
L 'PART B: Role Description |

AN
L

Y

Does your job description: ~ . .

1. Identlfy the role?
Indicate the amount of tme the person will spend in the role?

2
3. Ind1cate the duties and responsibility of this role? .
4

Indlcate desirable experlences and qualifications for the Tole?

*
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Assistant Assistant Assistant Assistant
Superintendent Superintendent Superintendent Superintendent
For Research For Finance For Planning -

§ Evaluation

For Curriculum
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" Exercise B--Solution

On the next page 48 one Auggdt@.d_o@mi:a.tiond chart. : s
Yowr chint might be.sLightly different grom this one but it shoutd
contain essentially the same information. One Likely place your
chart might have differxed grom the suggested one 48 4in the

o4 the Consultant for Individuatized Instruction. .~

Fon the given solution, he is under the Assistant Supenintendent
fon Cumniculum, You might ave placed him under the proposal Di-
necton in some §ashion on th‘th aaaumpt:znd% he was z‘cﬂa
hired specifically o help the proposal development effont rather
than a consultant to the Assistant Supenintendent for Cuwrriculum.
While this is not wrong, it is Less Likely that he would be hired
specifically for this proposal deselopment effort than that he would
come {nom another area within the school system. - |

Check also td see to it that you have included dotted Lines fon

communications with non-project personnel. -




. Bxercise B--Solution

, Superintendent
. . = alpwe
Assistant Assistant . Assistant Assistant.
Superintendent Superintendent | | Superintendent Superintendent
For Research For Finance For Currictlum | | For -Planning
& Evaluation ' '
I~
Evaltixation Budget Oogsulctlant Fgg =
Specialist Specialist Individualiz Proposal
Instruction Director
AL_—‘\ T\‘-——-—-__.-.-——- ¢
e o o e e e e ———— — —— ——
Math Team
Typist Leader
Math Team
Members
15




I.e.*fsm 3--Proposal Preparation | | |

| ‘ : Exercise C A
e  As soon as the personnel are assembled’:_for the proposal develomt

.‘ effort and_ the organ;.zational structure is defemixied, authority and

| responsibility for each task should be assigned.. . One graphic method

_ ' for showing these assignments is the }hnagement Responsib:.lity Gxide.

o _ " In the partial form presented below, place an R in the ,box to show which _

‘team member or offu;e would have immediate responsibility for seeing
that the task 1s acccmpllshed‘ a C in the box of the person should be
consulted about the task or an N in the box if the person needs to be

_{ S ~ notified of the progress of completion of the task.

PARTTAL MANAGEMENT RESPONSIBILITY GUIDE

Personmnel | Project - | Superinten- Proposal Typist Evaluation | Math Team
rgfaxggemnt dent Director . Consultant | Leader
ce - . ' -

Task

4.10
Prepare
Abstract

* 4.20
Prepare
L Assurances,
Section

4.30 Prepare
Target
Population
Section

4,40 Prepare
Community/
School
Personnel

: 4.50 Edit
) / and Format ‘ . N
/ Document g '

4.60 Arrange '
Final Review
Clearances
Approvals

'CODES: R--immediate responsibility
C--should be consulted
N--needs to be notified

1lg




Exercise C- -So],ution

i

As sqon as “the persomel are assanbled for the proposal dwelog-

ment effort and the organizational stmcture is detegni.ned, mﬂlority
and respmsib:.l:.ty for each task should be ass:tgned Cne graphic method
& .1 for showing these assigments is the Management uespmibmty Guide.
In the parual form presented below, placf an R in the box to show

Wthh team membér or office would have mnediate mmibiligx for

seeing that the task is accomplzshed a C in the ‘box of the person

should be consulted about the task, or an N in'the box if the person

needs to be notified of the progress of completion of the task, -

PARTIAL MANAGEMENT RESPONSIBILITY GUIDE

.

¢

0. .. '

Personnel
iu
Task

Project

gggement

Superinten-
dent

Proposal
Director

Typist

Evaluation
Consultant

Math Team
Leader

Math ‘l'ea
Menbers

4,10
Prepare
Abstract

4.20
Prepare
Assurances
Section

4.30 Prepare
Target

Population
Section

4,40 Prepare
Commmity/
School

ﬁl’ersmnel

4.50 Edit
and Format
Document

4.60 Arrange
Final Review
Clearances

[Approvals

QODES:

R--immediate respmsibility'

C--should be consulted
N--nexds to be notified
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. Diréctions and Choices Following the Practice Exercises

e

‘Based upon the sel§-evatuation of your performance on the exm_u,- |

you have either: _

. A, acce.ptnbty sotisgied the objective cf creating a pupméon plan:
A " for a proposal development project, and should now tuin to the
S post-te:t found on page 25. ‘ ) T :

References 5oaadd.uaona£mdwg arne w-ted ou-;pagelé 0§ the Module Mauuu.

B. not satisfied the objective, and shoutd 2ead the section of Zhe.
Lesson text on the p{opoaal development team beginmning on page 10
and then rework any exercise you did not solve satisfactorily.

4




Post-Test

it

Directions: Read the directions and items doaeachpaatweﬁuuy ﬂwn
mpoudlu.themannudmwtzd |

(3

Fowr efements of the pa.apo.sa.t preparation phase m pmwted below.

‘Below these efements are Listed four awenmm Each statement. refers

to one of the prepanation phase elements. Match the statement with the
element Lo wh chdndwtu byplamngﬂtalwtuoﬂmumn«tinm

‘ Apa.ce next to the appropriate sitatement.

A. Organizational Chart

B. Role Description

C. Management Responsibility Guide
D. Information System

1

2

. ‘ ___May Specify both supervisory fésponsibility and information flow.
. Provides data to compare plarmwd project status to actual project
status, | |
3. specifies the experience and qual1f1cat1ms needed by an

individual staff member.

4. Identifies each staff member's relationship to each proposal
development task.

.

Answen the true/galse questions below by placing a T on F on the béne befdone
each question.

5. In designing internal reports for the pmposal development effort,
T the focus is upon the data needs of the proposal director and
teanm.

6. The basic responsibility for completing proposal preparation

T tasks is usually shared by the proposal director and the school
district's business admini.trator.

7. In arranging for teachers to work on the development of a
~ proposal, it may be necessary to formally obtain their release
from classroom duties.
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8.

9.

10.

v

With a relatively small and simple proposal effort a detailed pro-
posal preparation pian is still necessary. - o S

When arranging for the contracting and paymemt of outside consultants - = ¥
~—the proposal director should ccordinite these efforts with ‘the school -, ..&l

district's business admnistrator. . . I i
Arranging for fatilities, eqmpmant and matenals for the pmposal o
— development effort should be coupleted pnor to the pmposal operatlon e
phase. : . . ] . _ Tl

Tww the page dhd check yowx answers. |

12



“Directions and Choices Following Lesson Post-Test

Temmination Instructions

Directions: The-cormmeet answers to Lesson 3 Post-Test ane Listed down o
the night margin. Check your responses. TET - |
| . Lh;:chiqg_ |
Directions: 14 you answened eight ox Léss questions 1. A
cosreetly, you have not uccepiably demonstrated : -
knowtedge of proposal prepanation.and should select one 2. D
or mone of Lhe following courses of action: '
1. Read the Lesson text beginning on page 9. 5. B
2. Rework the Lesson post-test, ‘ \ 4. C
" . True/False
Dinections: 1 yod,: answered nine or mone qmuom . 5. T
conrectly, you have accepiably demonstrated knowledge 6. F
0f .propodal preparation. References for additional )
reading are Listed on page fé of the Module Manual. 7. T
8. F°
i 9. T
10. :I‘

Number Correct=__ -

This Lesson on proposal preparation is now completed.,

atrpmreeen

Proposal Project Goal Definition is the next Lesson in the sequence.

Lesson 4 ontitled
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,.. Introduction to Lesson

This lesson contains the following items. Make sure that cach item
is present before starting to work through the lesson.

Page

Booklet containing the following items.

Introduction to 1€SSON. . v + « v « & « o & o o s o o o o o 1
Overview and objectives . . . « . . « « ¢ . <o o0 00 e 3
pmtest [ 2 [ . L] . L] . L] - - . - . [ ] . [ 2 * [ ] L] * L) L] * g
lesson abstract and content outline . . . . . . . . 9
[esSSON teXt & v ¢ v 4 o o e 4 s e s e ele e e e e .
Practice EXErCiSE v v v o ¢ o o o o o o s o o o o o o o .17
POSt-teSt . . . - . . » - . - . 3 . Y . ¢ o 3 . . . 3 . . 22
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MODULE

Module
COMPLETE

LESSON 9 Improvement

12,
o) Proposal Form
| Termination




Overview and Objectives

- OVERVIEW.

The preceding lesson described four major task areas of concern in the
preparation phgse of a proposal development project. These areas were
selecting and acquiring personnel, organizing the proposal team, developing
an information system, and acquiring necessary facilities, equipment, and
materials.

This lesson introduces a series of lessons focused upon management and

control of activities in the operations phase of the proposal development:

project. These activities are concerned with the creation of the Techuical
Plan, Management Plan, and Cost Plan components of the proposal document. The
present lesson focuses on setting goals and objectives for the proposed
project, the first step in developing the Technical Plan.

The next lesson continues.the Technical Plan development through
discovery of possible alternative approaches to realizing the project's goals,
and the selection of a 'satisfactory' approach.

OBJECTIVES

The student in completing this lesson should be able to guide a
proposal development team in creating a goal definition for a proposal project.
The specific objectives of the lesson are as follows:

1. The student should be able to prepare an agenda for the initial
meeting of a proposal development team.

2. The student should be able to write project goal and obiectives

statements correctly.

12/



Pretest

ot

Directions: lee-take 2ime Lo answen carefully «the questions below
‘OM"»"Q the specific directions given. . .

The List on the right names three major sections of euu:z proposal.

The Lést on the Left is a series of topics, each of which would be Ancluded
in one land only one) of the majon sections Listed on the right. Mateh the
topics with their appropriate section by placing the letiers (A,B, or C) on
the Line befone each topie. ' ' '

1. sed solution for the A. Technical Plan
problem which the project | _
is addressing - B. Management Plan
2. Matrix budget " C. Cost Plan »
3. Personnel descriptions
4. Dissemination pi’an
5. Organizational plan e

In drawing up an agenda fon the initial meeting of the proposal development
team, you will want to consider certain topics for the meeting. Circle the
fetten by the one topic in the List below which is not a Likely candidate

fon the agenda of the first meeting.

6. A. The proposal development plan
B. The boundary of the project
" C. The goal and objectives of the project
D. The project work breakdown structure

E. The reasons for the proposal development

128
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Write the comect answers to the questlons below on the Lines provided.

7. The third phase of the pmposal development tgrocess emphasizes the
m for fe proposal director tu exercise the management. o o8
, on o .

8. Identify two sources of information and/or assistance which will
help the proposal director to write and refine the project goal
sta}:analts:

a.

. R
b. ' N

cincte the Letter of the choices below which is not ome of the three essentiat]
chanacteristics of a well-unitten objective.

o " ‘ 9. A. 'n;e Output
B. The evaluation method
C. The conditions of achieving the objective 9

D. The subject

Place a T (Thue) on F (False) on the Line before the quesiion below.

10.° Expressing each objective of a project as a measurable activity
makes it possible to determine project effectiveness ‘and to
schedule and monitor project activities.
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leszon 47-Propos'ed Project Goal ibfinitim .
Directions Following Lesson Pretest -

Directions: The comrect answers to Lesson 4 Pretest axe Luted dom Lise
| night margin. Check your comrect Aesponsesd. -

Directions 14 you answered eight or fewer quuaona. 1. A
o | cornectly, you have not y demonstrated knowst- |
g zdga of p:ijt goat dedinition and should read the | 2. C
3 TW drfcnn«tmtouubuonmr 7 and 5 B
. begin the content preSentation mming .
tothel.uaontzwtanpagv9 d ‘A

mw.ou. 14 you answened m’.ne on vestio 5. B
comeetly, you have acceptably Mz& hnowtedge .
agamajee.t goal deginition and Ahow&l read the Lesson | Multiple Choice
and content outline on page 7. Then Lf .
you desire fo skip the content entation, you may 6. AB C (D) B
do 40 by proceeding directly Lo practice exercise
on page 17. 1{ you do desire fo read the cantuyt " Completion
presentation, turn to the Lesson text on page 9, _
\ 7. ¢otrol,

: . — control, or
simlar words

8. (Possible correct answers include: (1) local
research studies and needs assessments, (2)
needs and goal statements of local, state, and
federal agencies, (3) reports and %mdelmes from
funding agencies, (4) the request for proposal,
(5) local demographic, economic, an . i
- social studies).

Miltiple Choice
3. A B) C D
True/False

10, T
Number Correct=
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Lesson 4--Proposed Project Goal Definition

/ Lesson Abstract and Content Qutline

ABSTRACT

This lesson begins the third phase of the proposal development process.
This phase emphasizes the management function of controlling or guiding the
the development process. Attention is given to deﬁelopment of the Technical
Plan and the supporting séctions of the Management Plan., and the Cost Plan.
Lesson 4 emphasizes the process of setting project goals or objectives, the
first step in developing the Techni;al Plan. | |

The project goal statement consists of an outline of the'goals and sub-
goals that the project will be designed to achieve. Project objectives should
specify (1) the output to be accomplished, (2) the éonditions under which
the desired output will be achieved, and (3) the personnel responsible for
achieving the objective. These objectives should be stated so that their
accomplishment can be measured. They can then be assessed to determine-
project effectiveness, to schedule and monitor project activities, and control.
project expenditures. :
CONTENT OUTLINE

A. The operations phase of the proposal development process focuses on

the management function of controlling the proposal development

effort in order to produce the three major components of a proposal
document : the Technical Plan, Management Plan, and Cost Plan.

1. The Technical Plan deals with the why and how of the proposal,
including identified needs and concerns, solutions and rationale,
procedures and evaluations.

2, The Management Plan represents the when, where and who of the
project, including work flow, schedules, resources, personnel
descriptions, ctc.

3. The Cost Plan translates the above data into dollar cost,
sumarized in a budget.

13




Planning for goal definition begins with a proposal development team
meeting, organized and chaired by the proposal director. The agenda
should include:

1.

reason for proposal development, as determined by the local needs
assessment, . '

project goals and objectives, based upon available research
studies, and the project goal description developed during the

planning phase,

boundary of the project, as determined by funds available, goals,
and available guidelines.

A project goal definition should be.written so as to describe in a
statement what the project should achieve.

1.

Objectives may be further specified in an outline, including sub-
points and measureable activities. ‘

Objectives should meet the criteria of (1) specifying output to

be accomplished; (2) jdentifying conditions of achievement;
(3) specifying those responsible for achieving the definec output.
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Lesson Text

Introduction

The previous lessons have been concerned with the planning and prepa-
ration phases of the proposal devélopment process and with their associated
management acsivities. With this lesson the discussion of the third phase
of the proposal development process, the operations phase, will begin.

The primary emphasis in the next fivp lessons will be upon managing the
development of the actual proposal document by the proposal development team.
Emphasis is given to the need for the proposal director to exercise the
management function of control. This function focuses upon the process of
determining the status of the proposal development effort from time to time
and taking those actions necessary to make sure that the team is moving along
poward the successful completion of the'proposal document. The management
actions associated with the developiment of the three general or major
components of a proposal document are discussed. For convenience, these
conponents have been called the Technical Plan, Management Plan, and Cost Plan.

The Technical Plan deals with the identified need or problem of concern
and presents the proposed solution and its supporting rationale. Sections on
procedures, evaluation, dissemination, target audience, and similar clements
are part of this component. Briefly, this component presents the why and
how of the.proposal.

The Management Plan presents work flow, schedules, personnel descriptions,
number and types of nceded resources, organizational charts, and similar

items which tell when, where, and who will help carry out the project when

it is funded.

The Cost Plan is basically a translation of the two previous plans into
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a common dcnominator of dollars. The cost of project resource needs are
estimated and suﬁmarized in what is commonly known as the budget. These
three components, when assembled, make up the basic elements of a proposal.
Different funding agencies often have various labels for the severél sections
or subsections of a proposal. Most of these sections, however, are encompassed
by the three components noted above. Since the sequence of development of N
the components (or sections) o. a proposal might vary from district to district, .
the sequence in which they are presented in this series of lessons is arbitrary.
This lesson focuses upon the development of the goal and objectives of
the proposed project. Lesson 5 presents the management activities associated
with the specification of the pro‘ect approach and its rationale. Lesson 6
reviews thc elements of an evaluation plan and a dissemination plan, and
discusses the relationship of auditing to the evaluation plan. Lesson.7 covers
the deyelopmcnt of Epe Managemént and Cost Plans for the proposal. Lesson 8
Outliég; the management actions necessary to the preparation and processing
of the {inal proposal document.
Let us now turn our attention to the development of the first element

of the Technical Plan--the development of the project goal and objectives.

lflanniugAfor Goal Definition

One of the first actions taken by the director of the proposal develop-
ment team is to call an initial team meeting. A few preparations are needed
beforehand. In addition to notifving the team about the place and time of the
mccting, it is necessary to provide cach team member (either before or at the

meeting) with the agenda or outline to be followed during the meeting. Some

~l:{4



of the items that should appear on this first agenda are: the goal and

objectives of the project, the boundary of the project, and the proposal

development plan. The proposal director should chair the meeting.

Reason for Proposal Development.--The discussion of the first item on the

agenda, the reason or rationale for the proposal development effort, points
to the local needs assessment already completed. An understanding of this
rationale will provide both a direction for the proposal development effort

and motivation for the team members.

% Goal and Objectives of Project.--The most important agenda item is the

discussion of the statement of the goal and objectives of the project. The
a

project goal should bg,based in part upon data concerning the needs of the
sschool district which has ;reviously been collected from sources such as local
research studies; needs and goal statements of local, state, and federal
agencies; and local demographic, economic, and social studies. The project
goal description that you developed during the proposal dévelopment planning
phasc will serve as a first draft. Additional sources that may be helpful

in refining the goal statement can be found by reviewing various reports or
guidelines obtained from the federal or state funding agencies and the proposal
request (RFP), if you have one. All this information will need to be analyzed

by you and thc other members of the team before a clear, precise project goal

can be stated.

Boundary of the Projcct.--The boundary of the project is very much tied in

™ with the objectives and goals of the project. For cxample, the proposal

Eﬂi&;‘ 1.?fj
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director may specify in his presentation that the project will be limited
to Harrington Elementary School, rather than including all the elementary ’
schools within the district. Further, the objectives may also indicate that
only the math teachers will participate. The améunt of money available
will have some impact on the boundary, of course, but a consideration the
proposal director may want to discuss with his team nembers is whether the
project should attack the problem in depth, or across a large area. If
"Guidelines" were received from the funding agency, they should be. check

to see if they outline any project boundary.

Proposal Development Plan.--A discussicn of the proposal development plan will

provide the team members with an idea of what activities must be done in a
given amount of time. It will include the preliminary work breakdown structure,
the workflow, time cstimates and schedule. Additionally, it will provide a
useful tool for discussing commmication.flow and reporting procedures within
the proposal development team. It is at this point that you can assign tasks
and specify completion dates to the various team members. You might also
suggest possible approaches for completing the different proposal development

tasks.

Developing the Project Goal Definition

The project goal definition consists of an overall project goal statement
and two or morc project "mission,' or major objectives statements. The major
objectives represent a further specification or refinement of the overall
goal statement.

" This project goal definition will be revised and specified in much greater

13y
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detail later in the proposal development effort, when the work breakdown
structure for the prqposed project is created., At the time of the initial
meeting of the proposal development team, only a goal staiement and a few
major objectives are needed to, give direction‘to the proposal development
effort.

The project goal statement should answer the question 'What is it that
the project should achieve?'' For example, the goal statement might read:
"To establish a diagnostic teaching model for individualized instruction in
Harrington Elementary School.' Once the goal statement is written, it is
necessary to further specify what activities or performances are necessary
to achieve the goal. This can be done by organizing the objectives in an

outline. fashion. For example:

A. To develop by August 15, 1974 a nroeram for a nre-service training
workshop on the utilization of the diagnostic teaching model for
individualized instruction. -

B. [fo install by September 20, 1974 a program of weeklv individual con-
ferences between diagnostic teaching specialists on the staff and

participating teachers.
Objectives A and B should be broken down further in order to provide meaningful
and measurabl: ac.ivities. _These activities can then he assessed to detenrine
project effectiveness, to schedule and monitor proiect activities, tn ceqire
cost estimates, and to control project expenditures. Some ohiectives mav

have to be specified in e¢reater detail than others.
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It may be helpful to illustrate the hirrarchical arrangement of the
goal statement and objectives in the manner shown in Figure 4.1.* This method
affords an overview of all project activities. Note that the start and

completion date should be included for each objective. s

Goal Statement

...diagnostic teaching model
{

| d 9/1 to 9/20%

...Weekly individual conferences

$/1 to 8/15%

(bjective A

SN W

... Teacher training workshop

xstart and completion dates

Figure 4.1

FTE RTorarclical arrangement ropresents the first two levels of the work
breakdown structure for the proposed project. The goal statement and ob-
jectives will be moditied and specified in greater detail later in the
proposal dJevelopment eftort, when the work breakdown structure is created.

. 1 3}’)



Regardless of the level of detail, each objective should meet or satisfy

the following criteria:

(1) Specify the output or what is to be accomplished. Such output might in-
clude a report, a decision, a model, etc.

(2) Specify the conditions of achievement, identifying the conditions under
which the desired output will be achieved. This might include schedules,
a budget or cost listing, types of personnel, and similar factors.

(3) Specify responsibility. The objective should specify those project per-
sonnel, agencies, or components which will be responsible for achieving
the defined output. '

let's check one of the statements of objectives in the previous example to
see if it meets the criteria.

"To install by September 20 a program of weekly individual conferences
between diagnostic teaching specialists on the staff and participating
teachers."

(1) The output: weekly individual conferences program..

(2) The conditions of achievement: 'by September 20'' and '"between diagnostic
teaching specialists on the staff and participating teachers."

(3) The responsibility: The subject is implied, as it often is. Here the
subject would be the project team. '

The above criteria are guidelines and should not be slavishly followed.
It is essential, however, that the proposal director present his team members
with a methodology to be used in the development of project goal and objective

statements.
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Conclusion

The operations phase of a proposal development project begins with the
initial meeting of the proposal development team. The proposal director must
organize the initial meeting which includes making arrangements for a time,
date, and place, and preparing an agenda. TopicCs to be covered at the meeting
include: the rationale or reason for the proposal development effort, the
specification of the goal and objectives of the pruposed project. a considera-
tion of the boundary of the proposed project, and the proposal development plan.
The proposal director should assign preliminary proposal—ﬁriting tasks to

the various team members before the mecting adjourns.
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. Bxercise A

[

Direntions: Thnee ohjectives sefected wom e initiak dnagt of the proposal. )
o inatall the 1PT Mathematics Program £ Sandens s Middee _‘_:.'seﬁ;" $mmwm ed. 2 L
below, AL of them are, Lo some degree or other, Lnadeqt L,
gauao Zhe '6bjp¢tivez!m several qualities which a well~w
- have. Study each objective carefully; then naie each one ab dindeted. . Whew . b
completed turn the page. , 6, o -- “onz_c&__ T R o |

ten obfectivi ‘ﬁo

~

3

Objective I-4 - e oA
TGLc[eueZBp by Apnil 15 an onientation program for 15 teachen aides in the methods
of :dze IPI_MM@& Progham, o o

(bjective II1-3 ‘ . .
_Talym_ﬁiéned teachens capable qﬁ teaching under the TPI Mathematics
Progham. The training eriterion 4y That such teachens will achieve a score of
20 on better on a test of the basdic principles and techniques of the program
and perform appropriately ii a simubated a_eaamoorﬁ.wtw‘g unden the judgement
04 a trained observer. ’ '

|

Objective 1II-7 '
oh insTuiction by the teachens trained in the IPI Math Prognam, the students
in the TP Math Program at Sandens MiddEe Schoof will display a better attitude

towands mathematics.

S Dinections: Place an X at the night for each quabity which the indicated
objective demonstrates. ‘

Objectives
I-4 ~11-3 III=7 7%, -~
1. The group or individual who will perform the desired T

behavior is specified, i.e., the subject.

2. There is a clear identification of the behavior
to be demonstrated or the product to be developed.

3. The conditions under which the performance is
expected to be measured are clearly stated.

4. The minimm level of acceptable performance is
specified.

5. .The means or instrument which will be used to
measure the level of performance is specified.

14y
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Exercise--Solution

Directions: The comnect answens to the practice exercése axe given below.-,

‘prognan and.perdorm appropniately in a simluated classroom setting under the

. o

-

Check your wonk and then tuwn the page. - -

Objective 1-4 ' : F O .
To-davokop by April 15 an onientation prognam fon 15 teacher aides &n them thads

of the 1P1 Mathematics Program.

Objectives II-3 - S e
Tﬁlmocmce Thained teachens capable gg teaching unden the IPI Mathematics
Progham. The training critenion 44 that such teachens will achieve a score
of 80 on better on a test of the basic principles and techniques of the = -

judgement of a train obsenven,

Objective III-7 | : S

KK%EEflﬁZZEEEZan by the teachens trained in the 1P1 Math Program, the students.:
in the IPT Math Prognam at Sanders Middee School witk display a. better attitude
towards mathematics. | B _ Y

S

Dinections: Place an X at the night fon each quality which the indicated
objective demonstrates.

g — Objectives -
- I-4 I1I-3 -III-7

1. The group or individual who will perform the desired ﬁ
behavior is specified, i.e., the subject. X X

2. There is a clear identification of the behavior ,
to be demonstrated or the product to be developed. : X X

3. The conditions under which the performance is
expected to be measured are clearly stated. X

4. The minimum level of acceptable pefformance is _
specified. ” X

5. The means or instrument which will be used to
measure the level of performance is specified. X

6. There is a specific time frame in which the goal will
be accomplished. X
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| l,qsson 4--Proposed Praject Goal DNefinition
: + . |xe¥cise B Coere T

The proposal dévelopnent team has been assembled and an initial’
.meeting of the team has been called. What :gmer;n' topics -are likgly

to be discussed at this first meeting? A preliminary draft of the
agenda is presented below. Your first task is to review the .1tems on .
the list, delete by marking a 1in¢ through those which would not be‘.
part of the agenda of the first meeting, Your next task is' to _n'_t_l;___nbg_g
the items in the order in which they should appear on the agenda. Then,
add any topics which you feel have been neglected. There is space pro- |
'vided for additional topics. |

[y

A. Arrange for clearances from the proper schqol' district officers.

—————

B. Specify goals and objectives of the project.

————

C. Delineate the boundary of the project.

D. Discuss proposal negotiation and which strategy to adopt.
E. Outline the proposal development plan.

. Introduce proposal team personnel.

. Identify possible; funding sources.

. Write commnity involvement plan.

. Review local needs assessment.

Other topics:




. ‘Exercise B--Solution
The choice of which items would be included on the agenda for the

initial meeting of the pmposal developmpnt team deperids on how the

Proposal Director perceives the purpose of the first meeting. - Those

topics likely to be mcluded in_ the first meeting end their sequence
on the agenda are presented below. Some additional topics are also listed. .

- {

[ ]

. Introduce proposal team persomnel.

. Outline the proposal development plan.

Review local needs assessment. . ' i

. Specify goals and objectives of the proposal project. ,ﬁg

th & W o

. Delineate the boundary of the project.

Some,additional topics:

1. ﬁiscuss needed facilities and equipment
2. Approve organizational chart. l

3. Develop management responsibility guide.
4. Review funds available.

5. Review Project Management Office guidelines for submitting proposals
through the school district.




, Directions and Choices Following the Practice Exercise

Bas ed upon the self-evaluation of your penformance on the exercise,

you have e,_wtw _

A.

1]

acceptably satisfied the objective of gm’.digq a phoposal team
in cheating a goal definition fon a proposed project, and
shoutd now turn to the post-fesd gound on’page 22 .

Refenences forn additional neading are Listed on page 16 of the
Modute Manual. :

1

not satisfied the objectéive, and should read the Lesson Lext
beginning on page 9 and then newonk Exercise A on page 17.

-

=
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Post-Test

-’

Directions: Please take fime fo answer carefully the questions belfow

following the specific directions given.

u

The £ist on the night names three majon sections of everd' proposal.

The £is% on the Left 48 a senies of topics, each of which would be i{ncluded
An oneland only one)] of the major sections Listed on the night. Match the
topics with thein appropriate section by placing the Lettern (A,B, or C) on
1he Line befone each topic. : o :

1.______0rgqrﬁzationa1 plan A. Technical Plan
2._____ Personnel descriptions - B. Management Plan
3. Matrix budget . C. - Cost Plan
4-_;___Dissemination plan | |

5. . Proposed solution for the

problem which the project
is addressing -

Place a T. (Thue) on F (False] on the Line begore the question below. .

0. Expressing each objective of a project as a measurable activity
makes it possible to determine project effectiveness and to
schedule and monitor project activities.



o umce the Letten oé the\cho&cu bedow uMc}t 48 1ot one
| u&eu&d dzmdmuca 05 a wo.&&-wm.ueu 9bec

Ve,

\

7.

A
B.
C.
D.

A
‘the nutput .

The evaluatum m};hod
The conditions of achlevmg ‘the objectlve

»>

The subject -.‘\"

In drnawing up an agenda 6on the Anitial mee;tmg 05 the proposal devuopment
will want 2o consider certain topics fo e the

the meeting.

fi%mtényg; the or2 topic in the List befow which 44 not a ukezy candédaze
fon the agenda of the finst meeting. - . o
8. A. The proposal development plan i '
3. The boundary of the proj ec£. )
c. The goal and objectives of the.project | | : - <
D. 'Ihe-proj ect work breakdown sfrhcture ,s
E. The reasons for the proposal development

»

ey
Ky

Wriite the correct answens to the quuuoni below on the Lines provided.

9.

10.

The third phase of the proposal development process emphasizes the v
need for the proposal director to exercise the management function

of

Identify two sources of information and/or assistance which will

~ help the proposal director to write and refine the project goal

statements:

a.

b.

wm The page and check your
pnswend .
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,Directions and Choices Following Lesson Post-Test

Dinections: The corneet answens to Lesson 4 Pobt-T est ane Listed down the
night marngin and below. Check your cornrect ILQApOMeé. .

-

—

Dinectiond: 1§ you answenr eight v-. [wen quedtions
cornectly, you have not acceptabiy demons thated
knowledge ¢4 project goal deginition and should
select one on more of the following courses of
action.

1. Read the Lesson text beginnivg on
page 9,

2. Rewonk the Lesson Posit-Test.
. \

v,
\'\,

Dinections: 1§ you answered nine or more quesdtions
correctly, you have acceplably demonsitrated knowledg
04 project goal deg4nifion. References for
additional reading are Lisied on page j4 of the
Module Manual.

A 94

L

¢

10. (;Spssible correct answers include: (1) local research

Matching
Y1, B
2. B
-3, C
4. A
5. A
True/False
6. T

Multiple Choice

7. A (B) ¢ D

8. A C( E
Completion

9. control,

operational control

or similar words

studies and needs assessments, (2) needs and goal statements of

local, state, and federal agencies, (3) reports and guidelines
trom funding agencies, (4) the request for proposal, (5) local

demographic, economic, and social studies).

Termmination Instructions

Number Correct=

Tqu tesson on p/wpoaed project goal definition 4s now compﬂe,ted

Lesson 5

entitled Proposed Project Approach 43 the next Lesson in the sequence
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Introduction to Lesson

This lesson contains the following-items. Make sure that each
item is present before starting to work through the lesson.

Booklet containing the following items Page
INtTOJUCLION 1O 1E€SSOM. . eeerersossossoaascasossssoscoarosnne 1
Overview and ObJECTIVES. .. ceuiererateeroomnortoentaonocens 3
PrELEST . - vt v e e eesesoossnnesasesasasosasasossssnasansscansans 4
Lesson abstract and content outline........ceeeeeeerrececcnne 7
LESSON TOXE e s covneueeerooassssnaossassasaseossossassosassucas 9
Practice EXOTCiSe.....ceneceocsseeerocsssesoceraanssssooancnns 13
POST TSt . o v e v eovaseesseasssasssassosasaasssascsstsassssonsoas 16

1 o~
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Overview and Objectives
OVERVIEW
The preceding lesson introduced a series of lessons dealing with the
operations phase of the proposal development process. Specifically, the
v lesson focused on project goal definition through the use of an initial
. : meeting of the proposal development tcam.

This lesson is the sccond dealing with the operztions phase, focusing

on management by the proposal director of the effort to discover alterna-
tive approaches to achieve the stated goals and objectives of the pro-
posed project. When matched with selection criteria, a "satisfactory"
approach may be chosen.

Project "support' activities, such as evaluation, auditing, sharing
information, and involving the commnity will be discussed in the next
Iesson.

ORJECTIVES

The student in completing this lesson should be able to guide the
proposal team in sclecting a satisfactory approach for a proposed project.

1. The student should be able to list the management tasks the pro-
posal director berforms in the opcrations phasc of a proposal development

project.

2. The student should be able to outline a procedure to be followed
by a proposal tcam in generating alternative approaches and selecting

a most satisfactory approach for a proposed project.




Pretest ' %)

Dinections: Please take -time to answer carefully the questions given below
following the specific directions gdiven.

.
P

Dinections: Cincle the Letten before the activity bebow which is not a Eikely

procedure on method of exploning alternative project approaches in proposal
development. | - .

. Setting up an experiment comparing two methods
Reading a journal article which deals with the problem

Looking at records from previous projects
. Interviewing a university professor

1.

gowe

|Place a T (True] on F (Fakse] on the Line before the statements betow.

2. The best way to explore alternative approaches is to divide the
work among team members. _

3. Once an approach has been chosen, information about other
alternative approaches should be destroyed.

Place the foffowing Aiepb-in exploning alternative approaches in the propenr
ondern of accomplishment by placing 1, 2, 3, efe. on the &ines below.

4, A. Analysis of information
B. Securing the information

@]

Synthesis of information
Selecting the best approach

=

ii. Defining content to be explored




md‘;& the Lettens of as many of the factors Listed' below as .mégh,t be
‘noluded in a neassessment 0f nesounces useful in achieving the proposed
jeet's objectives. : ) - : o :

Time available for various approaches

Capabilities of the staff

Availability of an auditor.

Financial help likely to be obtained oo
Support of professional groups

Physical facilities available

s,

'ﬂt‘ntﬂs')!:’>

on Questions 6-9 mark T (True) 4 the Zask Listed 48 one which might be
dentaken by the proposal director during the ongoing exploration of ak-
ennatives. Mank F (False) 4f it 48 noZ. N

b

-

6. Guide and motivate team members _

7. ‘Help obtain consultant help and arrange for their payment
8. Set up the audit plan _ .

9. ~ Monitor proposal development budget deviations

Pomplete the sentence befow on the Line provided.

10. Selecting an approach is essentially a matter of campaﬁng various
possible approaches against certain .

Tww the page and check your answers.

.




Directions Following Lesson Pictest ... .

A
£

‘ v{/tec,tiom:' The correct answens to Lésson 5 Pretest ane Listed down the

right marg
and -5 must be as shown to be counted comrect:

in. Check your conrect hesponses, ALL parts of questions 4

v

vifae,c,t«éona'(: 1§ you answered eight or 5éwm questions

aﬁm%y, yozt;h Iw.w‘;c not accepiably demomma,t:gh '
e of the selection of a project appro

and should read the Lesson abstract and content out-

Line on pages 7 and 8. Then begin the conteni

presentation by tuning to the Lesson text on

page. . 9.

you answenred nine on more quediions

Dinections: 1§ )
have accepiably demonstrated knowledge

o ectly, you
gﬁ the selection of a project approach and should read
e Lesson abstract and content outline on page 7,
Then, 4if you desire to skip the content presentation, -
you may do s0 by proceeding directly tv the practice

exencise on page 13, 1§ you do desdire to read
the content presentation, turn to page 9.

157

3 -

Multiple Choice
i.(A) B C D~
True/False
2. 'F
3. F
Orderi
4. A3
,BE
c4

DS

E1
Multiple Choice
5. (A)(B)CE(F)

True/False
6. T
7. T
8. F

9, T

Complet:i.on\

10. criteria

Number Correct=
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)
Lesson Abstract and Conéént Outline
ABSTRACT | ’
\

After settiﬁ% goals for the project, consideration must be given to
what approach will \be taken to achieve those goals. Various alternatives
can be explored by looking at educational literature and the experience of
other projects, plus consulting experts. It is the proposal’ director's
task to manage and supervise the activities involved in the search for alter-
natives as well as assisting in the search. Once a number of alternatives
have been identified for consideration, a choice must be made for the project -
by devising a list of sclection criteria and comparingreach altérnative to
the criteria. The alternative which best satisfies the selection criteria

is the one to bhe empléycd as. an approach to achieving the goals of the pro-

posed project.

CONTENT OUTLINE

A. As the operation phase of proposal development continues, possible

approached and strategics to achieve the desired goals and objectives are
considered, and a choice of a satisfactory approach s made. This activity is
critical to the creation of the Technical Plan Component of the proposal
document.

B. The proposal director organizes a search for data to discover all
possible alternatives, using sources such as: professional books and maga-
zines; existing projects in local schools and districts; and knowledgeable

individuals, including tcachers, administrators, and consultunts.

1. The proposal director oversees the search, sccuring, analyzing, and
synthesizing of information.

2. The information area desired should be carefully specified.

ERIC 15y




(. Throughout the operations phase, the proposal director must:
1. guide and motivate team members,
7. facilitate access to resource people amd vital documents,
3. chair periodic staff meetings,
4. arrange for payment of consultants,
5. obtain release time for staff members,
6. monitor deviations from the proposal development plan,
7. help solve problems discovered through this monitoring.
D. Selecting the best approach is accomplished through comparing alter-
native approaches against a list of selection criteria.
|. The demands of a particular approach must be matched against
school district Tresources (time, space, money), capabilities
of staff, and obtainable extra funds.
_The '"best" or most satisfactory approach best satisfies the

celection criteria while capitalizing on available resources,
and minimizing limitations.

rJ




Lesson Text

Introduction

By now, the boundary of the project and its goal and objectives have
been specified. At this point the proposal team is ready to consider the

possible approaches, or strategies, they might take-to achieve the objectives.

The approach finaily chosen will answer the question: " What steps are needed
to accomplish the objectives?' It is the same question asked when planning

a vacation trip to Podunk or when planning a way of asking the boss for a
raise. For example, you can rcach Podunk by car, train, bus, or plane. Which
approach is best? You can use either a direct or indirect approach with the
hoss when appealing for a raise. Which approach is best?

The approach chosen represents the procedures of the proposed project}
and is usually specified in detail in the procedures section of a typical pro-
posil document. It corresponds with the task and sub-task levels in the pro-
posed project's work breakdown strﬁcturc. The goal and major objectives

(missions) alrcady specified correspond with the goal and mission levels in

the work breakdown structurc.

Gathering Information

The director ol the proposal development team will have to make cer-
tain that all possible alternative approaches for achieving the project
goal are explored, so that the [final choice can be the best possible, The
sources consulted for this type of exploration arc (1) the "literature,"
i.c., professional books, magazines, journals, ctc., (2) existing projects
within your own or other schools or school districts, (3) knowledgeable
individuals, i.c., experienced teachers/administrators, intermediate unit

or state department personnel, university consultants, ctce.

L&



-10-

, Knowing the resources that can be consulted, the choice is now one of
attacking all three sources at once by dividing up the work among the tcam
members or of attacking'eacﬁ source one at a time. Whichever approach
is chosen, the proposal director will have to overseec the necessary steps of
securing the information, analyzing and synthesizing it, and finally sclect-
ing the most satisfactory approach. The word ''satisfactory"’ 1s used here to
convey the idea that no idecal approach will probably be found.

It is inportant to carefully define the content area to be explored.
There is often too much information available to explore, considering the limited
amount of proposal staff available. For example, it would be unwise to simply

speci fy the area of "reading” for exploration. ls it critical reading or

recreational reading?  For 3rd graders, teen-agers or adults? 1o be done

individually or in eroups?

The Proposal Dircctor's Role

Once the various tasks involved in this exploration arc in progress, the
proposal director will need to involve bimself in various management activi-
tics. Some of these are:

o quide and motivate team members in the perfomunce of thedr tas..
via individu. or group conferences

o help arrange and/or coordinate school district visitations, mtervicws
with knowledgeable individuals both within and outside of the =chool
Jistrict, and provide accessibility to documents for inclusion i the
[iterature review

o chair periodic staff meetings

a arrange for the payvment of consultants

0 ohtain released time for some stalf members

o monitor schedule, budget, and performance deviations from the pro
posal development plan

~lf?[
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£, o help solve problems discovered while monitoring the development of
the proposal by

helping on task

rc-assigning task|respon osilities

assigning additional p. sonnel to the task
obtaining consulfant help

contacting the”funding agency for clarification.

.

o LN Tn

.

Most of the above management uctivities carried out by the proposal director
are performed throughout the operational .ontrol phase; therefore, they will

not be repeated in subscquent lessons covering this phase.*

Sclecting the Best Approach

When all, or nearly all, possible approaches uscful in achieving the
project objectives have been uncovergd, it will be necessary to judge each
alternative against the existing resources of the school district, the
capabilities of its staff to implement the proposed approach, and the
additional resources to be obtained through the funding of the proposed
project.  Resources include such things as time, space, and money.
ALl of these resources may impose serious constraints, or limits, on the
proposed project., .Stnf( capabilitices are 4 most important resource to assess.
You will want to analyze what useful experiences or qualifications each
proposed project member has and, theretore, what Leoan Timitations exist
for the proiect. This xind of assessnent process will help detemine which

ot the possible approaches is the best one for your schoot district.

*oAMany of these activitios are typical of mmuagenment activities conducted
in the operations phise of any project.  Tor further infomation, see
Lessons 90 10, ana T ol EPMIS Module 2 Project Management Basic Principles.




As the existing resources are analyzed and capabilities and limitations
appear, criteria for the selectign of & project approach begin to be gen-
erated. When the list of selection criteria is complete, each alternative
generated 1s compared with the criteria. The "best". approach will, of
course, be the one which best satisfies the criteria, while also cépi-
tilizing on the district's rescurces and minimizing its limitations.

\t this point you may believe that the information nut.fogether
by the proposal dcvelopment team about alternative approaches is now re-
duced to the category of "uscless." However, this information can and
often does appear as supportive material in an appendix to the Technical
Plan section of the final proposal document. So, file such intormation for
tuture usc.

DUImIA LY.
The proposal development team should generate a number of alternative

appivaches hy cexploring three sources: (1) the literature, (2) existing pro-
jects within schools or school districts, and (3) knowledgeable individuals.
The criteria generated for selection of one of those alternative approaches
is lurgely dependent on the capabilitics and limitations of existing school
district resources and the proposed Project resources such as personnel,
apice, time, and money. There is no possible way of knowing whether the
hest choive of project approach was, or indeed, can be made.  Caretul
consideration is in order, for though scveral af the alternatives may work,

many other alternat ves may not.

Fang
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Lesson 5--Froposed Project Approach
Exercise A
N

Dinections: Read and answer the questions below. When completed tunn the
page. ' L

This exercise asks you to choose certain points which might be valuable in
writing th: rationale for a project to install the IPI Mathematics Program
‘in Sanders Middle School. . '

Given below are a number of points ‘proposed by your staff which they think

might be used as a part of the rationale to justify the approach chosen -

(i.e., the IPI Math Program). To complete this exercise, you are to indicate
next to.each point whether or not it should be included as being relevant .

to the rationale section. Use the following key:
1=Definitely should be included in the rationale

2=Possibly should be included in the rationale
3=pefinitely should not be included in the rationale

The' points brought up by the project staff are as follows:
1. The superintendent of schools has had training in math education. .

2. Similar projects in other cities which have used IPI math
can provide an experience factor.

3. There is present in the school system a teacher with training in
IPI Math in another system.

4. Large scale computer facilities are available in the school system
for instructional and accounting purposes

5. The president of the Parent-Teacher Association in the school dis-
trict favors the IPI approach.

6. University consultants have given favorable opinions of the IPI
Math Program.

7. Research studies on the program have indicaced favorable results.

8. The physical layout of the school makes it easier to use the team
teaching approach characteristic of the IPI Math program.
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Exercise A--Solution

Dinections: The correct answers 1o the practice exercise are given below.
Check yowr work and then Turn the page. ’ ' .

This exercise asks you to choose certain points which might be valuable
in writing the rationale for a project to install the IPI Mathematics
Program in Sanders Middle School. z

Given below are a number of points proposed by your staff which they think
might be used as a part of the rationale to justify the approach' chosen
(i.e., the IPI Math Program). To complete tgus exercise, you are to in-
dicate next to each point whether or ot it should be included as being

-

relevant to the rationale section. Use the following Key:

1=Definitely should be ‘included in the ratiocnale
2=Possibly should be included in the rationale
3=Definitely should not be included in the rationale

_The points brought up by the project staff are as follows:
3 1. The superintendent of schools has had training in math education.

p—————

1 2. Similar projects in other cities which have used IPI Math can provide
an experience factor. . )

5 3. There is present in the school .system a teacher with training in
1PI Math in another system.

3 4. lLarge scale computer facilitieé are available in the school system
for instructional and accounting purposes.

2 5. The president of the Parent-Teacher Association in the school district
favors the IPI approach. .

1 6. University consultante have given favorable opinions of the IPI Math
Progran.

1 7. Research studies on the program have indicated favorable results.

2 8. The physical layout of the school makes it easier to use the team
teaching approach characteristic of the IPI Math Program.

1ss



Directions and Choices Following the Practice Exercise L
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Based upon the s6Lf-evatuation of yowr performance on the exercise,
you have either: | . '
A. acceptably satisfied the obfective of guiding a proposal Leam “
in the selection of a propused project approach, and should -now
tuwn to the post-test found on: page 16. :

Refenences fon additional neading ate Listed on page 16 of the Module Manuaf. '

' B. not satisfied the‘ob’j’ec,téve, and should nead the section of the
Posson text on selecting the best approach begirning on page 11 .
and then rework Exencise A on page 13.

»
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Post-Test

Directions: Please take time to answer carefully the questions given below
following the specifdic directions given. - .

Cincle the Letterns of as many of the factonrs w.te.d below as might be
included in a neassessment of resounces useful in achieving the proposed
project's objectives.

1. A. Time available for various approaches
B. Capabilities of the staff
C. Availability of an auditor
D.. Financial help likely to be obtained
E. Support of professional groups
F. Physical facilities available

Dinections: .Circle the Letter before the activity below which 4s not a Likely
procedure on method of exploning alternative project approaches in proposal
development. '

2. Setting up an experiment comparing two methods
Reading a journal article which deals with the problem
Looking at records from previous projects

Interviewing a university professor

oW

Comglete the sentence below on the Line provdided.

3. Selecting an approach is essentially a matter of compafing various
possible approaches against certain




olace a T (Tuie) on F (Fatse] on the Line before the statements befow.

4. .,  The best wa‘y to explore alternative approaches is to divide
‘ the work among team members.
5. . Once an approach has been ¢hosen, information about other

alternative approaches should be destroyed.

Forn Questions 6-9 mank T (True) if the task Listed is one which might be
undertaken by the proposal director duning the ongoing expforation of al-
tornatives. Mark F (False) 4if 4t 48 -noi. :

6 Set up the audit plan

7. Monitor proposal development budget deviations
8. _ Help obtain consultant help and arrange for their payment
9. Guide and motivate team members

Place the following Ateps in exploring alternative approaches in Zhe proper
o..den of accompfishment by placing 1, 2, 3, efe., on the Lines below.

Analysis of information

Securing‘ the information

A

B

C. Synthesis of information

D. Selecting the best approach.
E

Defining content to be explored

Tutn the page and check your answers .
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Directions and Choices Following Lesson Post-Test

!

Dinections: The cornect answens to Lesson 5 Post-Test are Listed down the |
night mangin. Check yowr comect responses. ALE pandd of Questions 2 and 10

must be a8 shown to be counted conrect.

B}

Multiple Choice

»

Dinections: 1§ you answenred eight on fLess questions 4
connectly, you have not acceptably demonstrated knowledg
0f profect approach selection and should select one or

mone of the following courses of action.
1. Read the fLesson text beginning on page 9. .,

2. Rewonk the Lesson post-test.

Dinections: 1§ you answered nine t more questions

cornectly, you have accepitably demonstrated kaowledge
04 project approach selection. References for additiona
neading ane Listed on page 16 of the Module Manual.

1. (A) B CT
2. A B CDF

Completion

3. criteria
True/False

F

w o N9 N N

F
T
F
T
T

Ordering

0 c.O o
Ll IR S S

Number Correct=

Termination lnstructions

This Lesson on proposed project approach <5 now completed.

Lesson & entitled

Proposed Projfect Support Activities (s the next Lesson 4in the sequence
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Introduction to Lesson

This lesson contains the following items. Make sure

is present before starting to work through the lesson.

Booklet containing the following items :

Introduction to lesson . . . . « . . .
Overview and objectives., . . ..
Pretest. . . . « « « v ¢ v v ¢ v o
Lesson abstract and content outline.
LLesson text. . v v v v v v v v e e e
Practice exercise. « v v v v o o .o o«
Post-test. © v v v v v v v e e e e e
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Overview and Objectives
. CVERVIEW
Discovering altérnative methods for realizing project goals and object-
ives, then choosing a satisfactory approach was the topic of the last lesson.
This lesson is concerned with detailing other activities of the proposed
project which will support the activities of the selected apprvach to achieving

the project goal. The activities or elements (evaluution, educational program

audit, dissemination, and community involvement), are part of the Technical

Plan component of the proposal document.

The next lesson is concerned with the development of the Management and
Cost Plan components of the proposal document.

OBJECTIVES

The student, in completing this lesson, should be able to describe the
basic elements of the evaluation, dissemination and cammunity involvement,
and program audit plans for a proposed project. The specific objectives of
the lesson are as follows:

1. The student should be able to describe the {eature. to be included
in the development of the evaluation plan for inclusion in the proposal
doc-umcnt .

2. The student should be able to describe the features to be included
in the development of the dissemination plan for inclusion in the proposal
document,

3. 'The student should be able to describe various means for involving
the community and/or non-public schools in proposal development and proposed
rroject activities.

L7
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4. The student should be able to define the program audit concept and
describe procedures involved in initiating a program audit for the proposed

project.
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Pretest

/"’

Directions: ~ Please take timg to answen carefufly the questions given befow
§"2ouing the specific directions given. _ '

Completre the sentances below on the Line provided.

1. . 7The basic function of an evaluation plan is to

2. The basic function of a program audit is to

f

Answer T (True)on F(False) to each question.belfow.

3. One way to help demonstrate that the project has the ability to conduct
an evaluation is to name the persons vesponsible for it and describe

their skills in the proposal.

4. An initial step in a program audit is a pre-audit Critique.
5. A program awlitor should be specially trained and certified as such.
6. A dissemination plan usually specifies the awliences that will receive

“Tinformation, but does not normally include a listing of the specific
means of distributjon to be used.

7.. A disseminationr plan is esseatially the same as a management inform-
ation system in that it is an aid to | “¢ject decision-naking.



Cincle the Lettens before as many items as apply forn the questions below.

8. What elements might be included in an evaluation plan?

A. A decision responsibility guide

B. ° A listing of the tests to be used ’

C. Procedures for reporting data in a final report

D, Data analysis techmiques

E. A listing of the dates and locations of test administrations
F. A financial audit plan

G. A definition of the performance areas .

9. A dissemination plan might help to distribute information to what persons .

or groups?

A. Teachers in local schools not directly involved in the project
operations _

B. Local:community groups

C. The personnel working for the project

D. The project director

E. A professional person in another state doing research in the project's

problem field
10. What groups might be included as targets of a commmity involvement plan?

Non-public schools personnel
University consultants

Parents

The teechers' union

A local community action agency
The school board

Moo ® >

Tunn the page and checr
Youwn answers .




Directions Following Lesson Pretest

v,.;.""""lr

rght marg-in. Check your conrect responses.

Directions: i'he' cortect answerns to Lesson 6 pretest are Listed down the

NOTE: On questions 8-10, you must answer each item correctly. That

is. uow may noit have checked any chodice which should not have been checked.
oh have omitted marking a choice which should have been marked. 1 must be
completely -eornect for the question to be counted as comreet. }

Dinections: 1§ you answered eight on fewer quesiions
conrectly, you have not acceptably demonsirated
knowledge ofiprofect suppornt activities and should
read the Lesson abstnact and content outfive on pages
§ and 9. Then begin the content presentation by
. tunning to the Lesson Text on page 10.

Dinections: 1§ you answer nine o more quedtions
cornectly, you have acceptably demonstrated Lnow-
Ledge of project support activities and shouid read
the Lesson abstract and content outline on page 8,
Then, 4if you desine to skip the content presenta-
ton, you may do 40 by proceeding directly Zo the
practice exchedse on page 16, 1§ you do desine to
- nead the content presentation, Zfwwn to page 10.

Completion

1. detail the pro- _
cedures to be employcd
in assessing whether

the project has achieved
its goal and objectives.

2. verify or attest
the results of the
evaluation conducted
during, or at the end
of, the project.

True/False
3. T
4. T

~

5.
6. F
7. F
Matching

8. A ?B) ¢y (0 (E)
F (G)

9. (A} (B) CD ()
10. (A) B (C) D (E) F

Number Correct=

onda
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Lesson Abstract and Content Outline
ABSTRACT

In addition to organizing the sections of a proposal that were coveredl
previously, the proposal directer must consider other sections of the pro-
posal such as (1) the evaluation desipn, (2) the dissemination plan, (3) the
audit plan, and (4) a comunity involvement plan. The evaluation design
shows how the project plans to'asscss the achievement of its objectives. It
should include a definition of the performance arcas, a means of collecting,
analyzing, and reporting data, the instrumentation involved, and the names
of the persons responsible for carrying it out. The proposal director may
also have to arrange for an audit of the project to verify and attest the
results of the evaluation.

The proposal's dissemination plan is designed to distribute information
on the project to interested audiences. Such a plan should include the goals
and activities of the dissemination, the audiences involved, the information
to be disscminated, and the media to be used, along with the names of the
persons responsible for carrying it out. The community iHVUIVemeﬁt sectiun
describes the proposed mechanisms tor involving comiunity groups {such as
purénts, local organizations, and non-public schools) in the activities of
the project.

CONTENT OUTLINE

A. The technical plan of the proposal document includes provisions for
"project support' activities: evaluation, information Jissemination,
involvement of comnunity and non-public schools, and (frequent vy
program audit.

/

B. sSchoel district specialists or outside consultants myy be hired te
evaluate the project's achievement of goal uand ohjeftives,
desipgn a prosram including: a definition of performance areas,

lov’_/
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descriptions of instruments to collect data; collection, analysis,
axlxd reporting procedures; persons rosponsible for the evaluation
plan. . | _

1. The definition of performance areas includes both process and’
product. : .

2. The instrumentation, whether simple (written report) or sophis-
1i:icated (standardized test), should include a rationale for
ts use. R _

3. The data collection, analysis, and reporting procsdures sections
should describe procedures and responsibilities in detail.

An audit (a study to verify the results of the evaluation) may be
required. :

1.  The proposal director is responsible for arranging the pre-awlit

critique, or preliminary review of the evaluation plan.

- 2. Audit personnel must be put under contract, and awdit program

outlines secured from them.

A i)lan for disseminating information about the project should include:

audiences sought, media to be used, information to be released, and
task acsignments. , -

Commnity involvement is highly desirable, and detailed plans should
be made.~”" :

1. Invite active commumity members to proposal development t>am
meetings.

2. Solicit advice and aid from cormumity organizations.

N

Include evidence of comm.nity involvement in the proposal
document ., ’

4. Plans should be made for continued community involvement during
project implenentation, '

&Y
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L S : Lesson Text

Introduction

The pre:vious lesson dealt with the management activities associated
with a major elelr\éht or section of the Technical Plan--that concerning the
goal, objectives, and approach or procedure. ‘There are severai additional
sections usually iﬁcludéd in the Technical Plan. These are an evaluation
plan, a dissemination plan, and a cammmity and non-public school involve-
ment activities plan. Arrangements for auditing .the evaluatidn and.mahagement
plan will have tc be made if the guidelines reguire that it be done. Eval-
uation, auditing, dissemination, and commumnity and ﬁonjpublic school involve-
ment activities are integral parts of most project efforts, and consume

project resources such as time and manpower. These activities (sometimes

referred to as project support activities) should be carefully planned along

with the other project tasks.

Evaluation Flan

The evaluation section provides a plan for assessing whether the project
has achieved its goal and objectives. Since evaluation can require special
skills, the proposal dirvector and proposasl development team may want to solicit
assistance from the local schooi system's research and evaluation specialists
or from outside consultants. These specialists will be able to devise an
evaluation plaa for the proposed project or assist the proposal team in deing
s0. This lessc:a concentrates primarily on the featurses to be included in the

*
development oi the evaluation plan .for inciusion i1i the propnsal document.

—sarer

* .
The Administering for Change Program of Research for Better Schools,
Inc., is currently developing a Schoel Evaluation Kit which provides guidance
. to school administrators in the planning and develcoment of suitable strategies
©  for the evaluation of curricular prograns.

18
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Most evaluation plans or designs have the following basic feat\n'és:
.0 a definition of the perfbrmance areas and/or a statement of object-
-ives and goals. . _ .

o a description of the mstruments used in connection.with each
. objective. '

0 aadespription of data collection, analysis, and reporting procedures |

0 a list of those persons responsible for the evaluation plan.

The,definition.of the ggxﬁg;mgggg_é;ggg ihcludes both the process, and
product or goals of the project, wﬁether these be student instructional ob-
jectives, attitudes, criteria for a product, or other goéls. It is required
that processes or activities occurring during the course o6f the project also
be assessed,

'_I‘hé instrumentatisn or measurement technique used for each objective

: can be very simple or quite sophisticated. Among the instruments specified

- might be a standardized test, an observer's checklist, a locally-made question-

naire, or simply a written report from the project worker. A description of
each existing or proposed instrument used, however, should be included in the
proposal. There should also be justification as to why these particular
instruments were chosen. |

The data collection section should include such details as how, whefi,

by whom, and from whom the data will be collected. The analysis section will

include those statistical procedures to be employed for making interpretations

of the data. The reporting procedures will describe how the data is to be

reported to the project staff, other persons in the school system, and the

comnunity , and the means for storing it for future usc.

In order to demonstratg the project's ability to conduct an evaluation,

j T ley.
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it is often necessary to name the person(s) responsible for the evaiu-
. ation plan and: to specify their experience and skills. It is up to the
“propOSal director to see that the necessary information has been collected
from any evaluation specialist who assists in fhis effort. :

The proposal director also must be sure that the written evaluatioﬁ
plan is clear and concise. Finally,.the evaluation plan .should be checked
against the requirements for evaluation, if any, put forth by the funding

or approving agency.

The Educational Program Audit

In additioﬁ to developing an evaluation plaﬁ or design for the pro-
-posed project, the school .district, state or federal.agency to which 'the
proposal is to be subm{tted may either request or require that the pro-
ject be subjected td aﬁ "9ducational audit". The educational audit con-
cept is relatively new to the field of education. This type of audit
should not be confused with the normal {iscal or financial audit.

3

Basically, it is concerned with verifying or attesting the results of the

evaluation conducted during and at the end of the project. General
procedures for the conduct of an audit. includiné exanples of audit
contracts and plans, are contained in the references listed in the
Module Manual. Consult your proposal guidelines to determine if there

are any educaticaal audit requirements.

oY
"
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'Ifhé Dissemination Plan

A dissemination plan for diffusing information about acti;rities and
results.should be included in the proposal. This plan is designed to
regulate the distribution of information to intefested community groups
and individuals. | B

The project dissemination plan should include the following features:

o Dissemination activities are des1gnated for each stage of the
project.

o Audiences are identified.

o Information to be released is specified.

o Media used for dissemination are named.

o Person(s) responsible for dissemination are named.

| If the funding agency has provided guidelines for the dlssemmatmn plan,

these should be carefully followed. In add1t1on it is mportant to
show that a wide distribution of 1nformat10n to 1nterested conmumty
groups and individuals has been prov1ded for, as well as to show that
the school system's capabilities for dissemination through the use of
its regular publications, the district media-communications Specil)amiist,

regular public meetings, and other established means will be utilized.

Community Involvement

It is often advantageous to have members of the commmity become '
involved in both the proposal development project and the proposed pro-
ject. It should be noted that community involvement is a high priority
item with many funding agencies. Even if an outside agency is not in-

volved in funding the proposal, it might bhe ;yosgi.table to involve the
+)



P TR

ki

!

“commmity in pioposal developnént in order to obtain their commitment

to the proposed project. In many circumstances the propdsed project
will benefit from the inputs of the commmity.

Mechanisms for involving the commmity in proposal development ‘might

“include inviting active commmnity members to a meeting with the proposal

" development team, writing letters soliciting help and advice from various

community organizations, presenting a plan to an esteemed member .of the
school commmity and asking for his or her comment, and soliciting written
er;dorsement.' It is usually advisable, however, to work through \
recognized cormmﬁity o-rganiz'ations.. Selected items indicative of
community involvement in proposal development, such as letters, dates

of meetings, tapes of meetings, written records of meetings, and endorse-
ments might be included in the proposal document.

Community involvement in the prol;osed project, once it is implemented,
usually occurs in the form of advisory groups or individuals. It is
possible, however, that the community may be involved more directly in
some project activities. Such involvement should be carefully planned
and detailed in the proposed project plans. It may also be advantageous:
to highlight thi_,s--p.l_a_:_med- involvement in the community involvement sec-
tion of the proposal document.

Input from non-public schools should not be forgotten. They have an
investment in the commmity and may be able to provide some significant
contributions in ideas and personnecl, or in actual physical space in which

to carry out some proposed project activities.
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‘The actions taken to involve the 'connrumitsr will not only help make
the schools responsive to the needs of the _éonmmity ,h_ but will gain
conmtment from parents, increase the visibility of school efforts, and R
involve' ﬁarents in their children's education, as well as gain input | -
" and resources for future ipnovatidns. | | '
A word of caution is needed here. ' The proposal director should o
become familiar with laws regulating the involvement of non-public_schools |
" in his state. He should also realize that such i_nvolvgment ema)" meet |
_-Qith active disapproval from various sections of the cormunlty

Summary

‘The technical sections of the proposal document discussed in this
lesson were the evaluation plan, the educational audit, the dissemination plan,
and the Sommmity involvement section. Each of these activities are |
integral parts of any project effort and consume resources such as time
and manpc;wer. Therefore, t.:hey require careful consideration .and plannin’g'.,.

When all of the sections discussed in this and the two previous lessons

are prepared, the Technical Plan will be neariy complete.
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Exercise A

Dinections: For this exercise, you will be presented the. absiracts
(4.e., condensed versions) of paragraphs from a proposal which {8 bel
wiitten ﬁo install gPI M?th in the iandvus Middee Schozﬁé : 8%

graph are a number of criternia fon you Lo wse 4n judging the uac.
mat paragraph. You are also 1o suggesi some othen m;)alg in wlu.de{q w:.z
panaghaph might be weak. When §inished with all sections, twwn the page
fon the solution. ‘ -

At

s

1. Evaluation Plan Paragraph
. j
The paragraph below deals with the evaluation of one objective. It has
been condensed, somewhat, from the original project proposal. Below
the paragragh are a number of qualities which a good evaluation plan
should exhibit. Place an "X by each quality which is not displayed -
by the paragraph. : v T | y

Objective C-3 states ''Aide training--Teacher aides will be given
training as to the usage of the IPI materials and their duties as aides.
Teacher aides will display an appropriate knowledge of the materials,
their duties, and other relevant items. This will be evaluated by the
administration of a locally-made test constructed by the project staff
towards the end of the training period for the aides, approximately on
April 15. The tests will be administered by the assistant project
director. Scores on the test will show at least an 80 per cent compet-
ence level forieach aide to be considered passing. Aides not passing
will receive further training and retesting.'

a. A pre¢ise definition of the performance to be measured.

b. A spec¢ification of the target group to be evaluated.

c. The general, techniques to be used in evaluation are specified.

d. Any'sﬂécial conditions for the evaluation are noted.

a. The iﬁstruments to be used are specified.

f. The dates the instruments will be available are given.
g. The pérson(s) who will collect the data for evaluation are named.
h

. The date for the collection of data is given.

185y



i. The data analysis techniques are described.

. A11 audiences who are to receive the reports of the data

j. The method of reporting the data is deécﬁbed'
k
are named.
<&

iot bolow ot Zeant w0 other ways in which the evaluation paau gwe.n
§or the above obje,c/twe 48 dedictent.

C.
d.
e.
{ §9
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2. Dissemination Paragraph

Below is a condensed version of the dissemination plan of a proposal.
Indicate, as in previous sections, those qualities which are missing
from the plan. -\
Dissemination Plan. ''Dissemination for this project will be coordinated
with the school system's public information officer. Dissemination will

be directed primarily at the local community, especially the parents of

the children involved and neighborhood groups, and at other interested pro-
fessionals in the teaching field. Information to be disseminated will

be confined primarily to the test performance of the students involved

in the program and results of the IPI program. The project director will
primarily be responsible for the dissemination plan.'

a. Dates for the dissemination plan are specified.

b. Costs of the dissemination plan are specified.

-

c. ‘The goals of the dissemination are specified.

d. Audiences for the dissemination are named.

The person responsible for the dissemination is named.

Provisions for feedback from the dissemination are made.

e

¢t

_____g. A1l the media to be used are named.

_____h. The strategies to be used in the dissemination are described.
i

Provisions are made for disseminating information throughout
the life of the project.

Indicate below at Least one othen serious cnlticlsm which you could make
0§ this dissemination plan.

l \‘.; J /
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3. Community Involvement Paragraph

Read the condensed version of the commur.ity involvement section from an
IPI Math proposal below. Mark the qualities which the community involve-
ment plan lacks.

Community Involvement Plan. '‘There are two basic goals for the commmity
involvement plan: first, to involve parents, particularly as teacher
aides for the IPI Math program itself (although not exclusively by this
method) ; and second, to involve non-public school students in the area

of the public schools served by the IPI program. Parents will have
advisory capacity through the teacher aides and various reports will ask
for their feedback. Parents will also have extensive opportunity for
conferences with teachers in order to gain their involvement, Partici-
pation will be made available to non-public school students, who will

be bussed to the nearest public school to take advantage of such instruc- .-~

tion."

a. The extent of involvement of community groups is made clear.

b. The groups to be involved are named.

¢. The goals of the commnity involvement are spelled cut.

d. The mechanism for involving parents is described.

e. The mechanism for involving non-public schools is clear.

t. It is clear that funds will not be used for worship purposes
unconnected with the text.

g. Activities will take place ci public property whenever possible.

h. It is clear what person will coordinate action with the commun-
ity groups.

What other crditicism might you make of the community Lnvolvement plan?
(Name. at feast one sernious deficiency.)

Jf)[
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Exercise A--Solution
AN

\
Direction. : The conrect answens Lo the practice exercdise are giueﬁ below.
Check youwr work and then turn the page.

1. Evaluation Plan Paragraph

The paragraph below deals with the evaluation of one objective. It has
been condensed, somewhat, from the original project proposal. Below
the paragraph are a number of qualities which a good evaluation plan
should exhibit. Place an "X by each quality which is not displayed
by the paragraph.

Objective C-3 states "Aide training--Teacher aides will be given
training as to the usage of the IPI materials and their duties as aides.

Teacher aides will display an appropriate knowledge of the materials,
their duties, and other relevant items.' This will be evaluated by the
administration of a locally-made test constructed by the project staff
towards the end of the training period for the aides, approximately on
April 15. The tests will be administered by the assistant project
director. Scores on the test will show at least an 80 per cent compet-
ence level for each aide to be considered passing. Aides not passing
will receive further training and retesting."

X a. A precise definition of the performance to be measured.

b. A specification of the target group to be evaluated.

¢. ‘The general techniques to be used in evaluation are specified.

X J. Any special conditions for the evaluation are noted.

e. The instruments to be used are specified.

X {. The dates the instruments will be available are given.

g. The person(s) who will colleci the Jdata for evaluation are named.

h. The date for the collection of data is given,

X 1. 'The data analysis techniques are described.
__X_j. "The method of reporting the data is described.

X k. All audiences who are to receive the reports of the data are
named.

ERIC S R
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List below at Least two other wayA‘én which the evaluatio plan
given gon the above objective {8 deficient.

a,

No definition of the construction'procedures for the test.

No indication of the cost of the evaluation plan for this
objective.

No baseline data for the aides' performance is given.
The instrument apparently will not be pilot-tested.

No date for reporting evaluation results.

10']
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2. Dissemination Paragraph .

Below is a condensed version of the dissemination plan of a proposal. G
Indicate, as in previous sections, those qualities which are missing
from the plan. '

Dissemination Plan. 'Dissemination for this project will be conrdinated

wl e school system's public information officer. Dissemination will

be directed primarily at the local community, especially the parents of

the children involved and neighborhood groups, and &t other interested pro-.
fessionals in the teaching field. Information to be disseminated will

be confined primarily to the test performance of the students involved

in the program and results of the IPI program. The project director will
primarily be responsible for the dissemination plan."

X a. Dates for the dissemination plan are specifird.

X b. Costs of the dissemination plan are specified.

X ¢. The goals of the dissemination are specifiﬁg.

d. Audiences for the dissemination are named.

e. The person responsible for the evaluation is named.

X {. Provisions for feedback from the dissemination are made.
X g. All the media to be used are named.
X h. The strategies to be used in the dissemination are described.

i. Provisions are made for disseminating information throughout
the life of the project.

19
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Indicate below at Least one othen serdious calticism which you could make
04 this dissemination plan.

a. Not all potential audiences have been identified.

b. The information to be disseminated seems to be excessively limited.
c. No evaluation of the dissemination is stated or implied.
d. Target audiences, while named, are not described in any detail.

e. The dissemination plan does not seem to have any goal of gaining
acceptance, changing opinion, or eliciting reactions.

3. Community Involvement Paragraph

Read the condensed version of the community involvement section from an
IPI Math proposal below. Mark the qualities which the commmnity involve-
ment plan lacks.

Cormunity Involvément Plan.. '"There are two basic goals for the commumity
involvement plan: first, to involve parents, particularly as teacher

* ' aides for the IPI"Math program itself (although not exclusively by this
K method) ; second, to involve non-public school students in the area of

the public schools served by the IPI program. Parents will have advisory
capacity through the teacher aides and various reports will ask for

their feedback. Parents will also have extensive opportunity for confer-
ences with teachers in order to gain their involvement. Participation
will be made available to non-public school students, who will be bussed
to the nearest pubiic school to take advantage of such instruction.”

a. The extent of involvement of community groups is made clear.

b. The groups to be involved are named.

¢. The goals of the commnity involvement are spelled out.

d. The mechanism for involving parents is described.

¢. ‘tThe mechanism fovr involving non-public schools is clear.

X «. It is clear that f{unds will not be used for worship purposes
unconnected with the text.

p. Activities will take place on public property whenever possible.

X h. It is clear what person will coordinate action with the commun-

ity.
Lq,
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What othern crnditicism might you make of the community involvement plan?
(Name at Least one senious defdiciency.)

a. More involvement of parents could be obtained through an advisory
council; ''through the aides" is a little inefficient.

b. Only the parents and non-public schools are mentioned, but there
may be other community groups.

c. There is no way of evaluatir.,g the commmnity involvement mentioned
or implied.

d. No definite statement is made about exactly how the non-public
school students will participate.

e. Is such bussing of non-public school students legal and if so,
under what regulations?

L
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Directions and Choices Following the Practice Exercise

Based upon the self-evaluation of your performance on the exercise,
you have eithen: :

A. accepilably satisgied the objoctive of describing the basic.ele-~
ments of project suppont activity plans and should now ftwwn to
the post-test found on page 126.

References fon additional reading are Listed on page 16 of the Module Manual

B. not satisfied the objective, and should nread the Lesson 1ext
beginning on page .10 and then rework Exencise A on page 16,




S . Post-Test

©y

Dirnections: Please inke time to answer caaeﬁuzly the quebtxona given below
60££OWLHQ the specifdic directions given.

.
L]

Complete the sentences bebow on the Line provided.

1.

2.

- The basic function of an evaluation plan is to

.J/:

The basic function of a program audit is. to

LAnAwe)L T (True) on F (Fakse) fo each question befow.

]

3‘

A dissemination plan is essentially the same as a management inform-
ation system in that it is an aid to project decision-making.

One way to help demonstrate that the project has the ability to conduct
an evaluation is to name the persons responsible for it and describe

their skills in the proposal.

A dissemination plan usually specifies the audiences that will receive
information, but does not nomrmally include a listing of the specific
means of distribution to be used.

An ﬁnitial step in a program audit is a pre-audit critique.

A program auditor should be specially trained and certified as such.
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Circle the Lettens before as many: items as apply.forn the question below.

8. What groups might be included as targets of a community involvement plan?

A" Non-public schools personnel .
B. Udversity consultants ' . - N
/C. . Parents _ﬂyg :
/D,  The teachers' union
E A local commumnity action agency
F The school board ”
&Q
9. A dissemination plan mlght help to distribute 1nformat10n to what persons '
or groups?

A.  Teachers in local schools not directly invclved in the project
operations -

Local community groups

The persomnel working for the p103ect

The project director

A professional person in another state .doing research in the project's
problem field.

Mmoo

10.  What elements might be included in an evaluation plan?

A. A decision responsibility guide

B. A listing of the tests to be used

C.  Procedures for reporting data in a final report

D.  Data analysis techniques

E. A listing of the dates and locations of test administrations
F. A financial audit plan

G. A definition of the performance areas

Tunn the page and check
YOUR answens .

Lay
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Directions and Choices Following Lesson Post-Test

<

Directions: The conrect andwerns to Lesson 6 post-test are Listed down the !

night mergin. Check youn conrect hesposnses. -

NOTE:  On-questions §-10, you must answer each item conrectly, that is,
you may not have cnecned'any choice which should not have-been checked,

0% have omitted marking a choice which should have been manked. 1t must be
completely comrect fon the quesiion to be counted as correct.

Directions: 1§ you answered eight on fewer quesitions
correctly, you have nut acceptably demonstrated
knowledge of profect support activities and shoukd
sefect one on more of the foflowing courses of
action.

I. Read the iaébon text beginning on
page 10..

2. Rewonrk the Lesson post-test.

Campletion

Directions: 14 you answered nine or mohe questions
conrectly, yow iave acceptably demonstrated knowledge
0f project suppont activities. References fon
additional neading are Listed on page 16 of the
Module Manual,

Termination Instructions

This Lesson on projfect Sunport activities {4 now
completed. Lesson 7 entitled, "Developing the

Jetailed Proposal" is the nex* Lesson in tie sequence.,

vy

- I. verify or attest

the results of the
evaluation conducted
during, or at the end

- of, the project.

2. deta‘' the pro-
cedures to be employed
in assessing whether
the project has
achieved its goal and

objectives.
True/False
3. F

4. T

5. F

6. T

7. T
Matching

8. (A) B () D (E)F
9. (A) (B) CD (k)

10. A (B) () () (1B)

F (G)

Number Correct=

———
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Introduction to Lesson

This lesson contains the followii._, items.

Make sure that each item

is present before starting to work through the lesson. .

Booklet containing the following items

Introduction to lesson . . . . « « « « o«
Overview and objectives . . . . . . . . .
Pretest . . . ¢« ¢ ¢ ¢ ¢ ¢ v ¢ ¢« o s o
Lesson abstract and content outline . .

Lesson text . ¢« ¢« v ¢ ¢ ¢ 4 e 0 e 4 e
“Practice Exercises . . ¢« v ¢ ¢« ¢ o o o
POSt'teSt ¢ o . e o . . ¢ o o o . . . .
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Overview and Ubjectives

OVERVIEW

The previous lesson was concerned with the proposed project support
activities associated with evaluation, program audit, dissemination, and
commmity involvement which mu.t be detailed in the Technical Plan component
of the proposal document.

This lesson is concerned with the development of the other two components
of the proposal document--the Management and Cost Plans. Two other topics
of concern when developing the detailed proposal, grantsmanship and brodmre
writing are also discussed.

The next lesson is concerned with preparing the final proposal document
including sections such as: proposal abstract, legal assurances, target
population description, special equipment justification, and commmity,
school, and staff descriptions.

OBJECTIVES

The student in completing this lesson should be able to describe in
detail the steps involved in the development of the detailed proposal,
including Management and Cost Plans. The specific objectives of the Lesson
are as follows:

1. The student should be able to describe in detail the steps involved
in the development of the Management Plan component of a proposal document.

2. The student should be able to describe in detail the steps involved

in the development of the Cost Plan component of a proposal document.




3. The student should be able to describe various legitimate grantsman-
ship activities and brochure writing skills that are helpful in creating a

quality proposal document.




Pretest

Dinections: Please take time to answer canefully the *ub/suor_w given below
following the specific dinections given.

cincle the fLetter of the best answen for ecach of the following questions.

o

what name is applied to that section of the proposal detailing the work
breakdown structure, time estimates, tentative schedule, and statement
of personnel services, facilities, equipment, travel itinerary, and
materials to be secured?

A. Management Plan
B. Technical Plan
C. Cost Plan

D. BEvaluation Plan

Special Knowledges, skills, and techniques brought to the proposal develop-
ment situation in order to help ensure funding for a project are often

referred to as:

A. Negotiating skills
B, Contract negotiation
C. Grantsmanship

D. Sponsorship

what are the activities associated with the final production of the pro-
posal document including decisions concerning cover pages, binding, and
art work often called?

Brochure writing skills
Contract negotiation
Proposal management
Sponsorship

Jel ks
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Listed below, to be used as responses for questions 4 Lo 7, are four Iypes
of costs associated with the Cost Plan or Budgel of a proposal. Choose the
nesponse. which best suits the definitions presented.

Indirect costs or overhead

Dire<t costs
Unallowable costs
Total costs

Com>

Costs of project support not easily determined by direct measurment,
such as heat, light, electricity and custodial services ‘

Costs such as coffee breaks and honoraria
Costs associated with overéll functioning of the project, including
Direct and Indirect Costs '

Costs charged to the project for items such as salaries and wages,
travel, equipment and supplies

For questions § to 9 4indicate T (True) 4f you agree with the statement and
F (False) 4§ you do not. :

The Management Plan shows how much money it will cost to perform
each major task of the project.

The Management Plan will answer questions such as, "In what
order will the proposed project tasks be performed? When will the

-tasks be performed?"

Conrectly complete the sentence befow on the Line provided.

10.

Costs for items such as personnel salaries, travel expenses, and equip-
ment and facilities are exhibited in the proposal by the

ITunn the page and check your answens.

NUD



Directions Following Lesson Pretest

Dinections: The correct answers to Lesson 7 pretest are Listed dovm

the night mangin. Check your correct hresponsed.

Dinections: 1§ you andwered edight orn fewer qde&tiona

cornectly, you have not accepiably demonstrated
knowfedge of developing the detaifed proposal and
should nead the Lesson abstract and content outline
on pages 8 and 9. Then begin the content presen-
tation by turning to the Lesson text on page 10.

Multiple Choice

1. @A)
2. A

4. A

B
B
3. (A) B
B
5. A B

Dinections: 1§ you answered nine or more questions
conrnectly, you have acceptably demonsirated knowl-
edge of developing the detailed proposal and should
nead the fLesson abstract and content outline on page
§. Then 4§ you desine to skip the content pre-
sentation you may do 0 by proceeding directly Zo
the practice exercise on page 18. 14 you do

desirne to nead the content presentation, turn Lo

page 10.

6. A B
7. A (B)

True/False

8. F
9. T

[ I .
“~“di)

Completion

10. Budget
Plan

Nunber Correct=

C D
(G D
C D
C n
() D
c @l
C D
or Cost



Lesson Abstract and Content Outline

ABSTRACT
This lesson identifies and elaborates upon several of the tasks in-
volvéd in developing the detailed proposal. Inciuded in these task$ are
the nature and purpose of the Management and Cost Plans and the activities
associated with the development of each plan. Also discussed are those
special knowledge, skills, or technicues (gained from experience with
- previous attempts to attain funding) which are b{pught to the prdposal
development effort to help ensure acceptance of the proposal. The two
activities in this area are referred to as Grantsmanship and Broehure
Writing.
CONTENT OUTLINE

A. In order to develop the Management and Cost Plans, the proposal

team must generate the following information for each task or
work package.

o work breakdown structure

o work flow

o time estimates

0 resource needs and schedule

o budget

B. Once the work breakdown structure, work flow, time estimates and
proposal schedule have been prepared, they can be consolidated
into one section, labeled the Management Plan, or they may appear
in different sections of the proposal.

C. The information gained from the proposal team regarding costs of
personnel, materials and equipment, facilities and travel is
aggregated into a total cost estimate, budget or Cost Plan for
the proposal project.

<l]



G.

The budget may appear in a line item or objectives-component
format.

1. In the line item format, resources and associated costs are
classified by stated categor1es representing different resource

types.

2. In the objectives-component format, costs are aggregated for
. the accomplishment of each major project objective.

The Management and Cost Plans should be explicit ‘enough so that
it is possible for the proposal reader to know exactly how the
project team proposes to accomplish their objectives, under what
schedule, with what resources, and how much it will cost to do
so.

Some of the many legitimate ''grantsmanship' techniques that should
be brought to bear upon the flnal integration.of the proposal are
as follows:

o writing should be clear, logical, and easy to follow, avoiding
jargon

o local resources available for utilization in the project should
be elaborated

o evidence of commnity resources and support of power groups
should be highlighted

o proposal should be addressed in terms of the Request for Proposal,
priorities of the funding agency, or other appropriate guidelines

o empirical studies supporting claims of problem existence and
adequacy of proposal solution should be cited

o previous related pilot studies hampered by inadequate funds
should be mentioned,

Many brochure writing skills such as format of cover pages,
types of bindings, and graphics can result in a more clear &nd
attractive proposal.



Lesson Text

Introduction

The three ﬁrior lessons have discussed the management activities
associated with the development of the Technical Plan of the overall pro-
posal document. At thq corresponding point in the development of the
proposal some sections may only be sketched out in basic form and lack detail,’
while in other sections detail may have been developed. Some sections will “
reflect only a narrative presentation of the problem and its solution, with
no supporting information relative to the schedule to be followed and the
types of resources needed. There are still several tasks that must be
accomplished in order'to have a complete proposal document,

The two primary tasks yet to be completed are the development of a
Management Plan and a Cost Plan. In developing these sections of the pro-
posal, it should be kept in mind that the total proposal will eventually
serve as the basic reference document for the operation of the proposed
project once it is funded. Although the various elements of the Management
Plan may be treated in separate sections of the proposal, combined together

they should exhibit the integration of project schedules, costs, and perfor-

mance specifications (goals and objectives).

Management Activities

The development of both the Management and the Cost Plans can be
facilitated by calling together the proposal development team and outlining
the basic purpnses of each plan, what it is and why it is needed. For each
major component of the proposal, such as approach or procedure, evaluation

plan, or dissemination plan, the proposal development team should supply

ERIC : 213
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the following items:

»>

o a work breakdown structure detailing the major and minor work
necessary to accomplish each objective

o a work flow showing in detail the order of task accomplishment
and milestones showing completion of significant proportioms of
the effort

o time estimates for each individual task, as well as overall com-
ponent time and total project time

o a tentative detailed schedule, along with a statement of the person-
nel, facilities, equipment, travel and materials that must be
secured to meet the proposed schedule

o a budget set up in matrix form and listing major objectives or
work tasks on one axis and traditional budget categories on the
other - .

Fach person or group of persons from the proposal development team
should prepare such information and submit it to the proposal director for
integration into the proposal document. All of the items secured from the
team members, with the exception of the budget figures, can be consolidated
into the section which presents the Management Plan.

The amount of detail to be exhibited relative to the work breakdown
structure, detailed work flow, time estimates and schedule, can not be stated
exactly. Too much detail can overwhei: the person who reads the proposal, |
while too little leaves the reader without much information about exactly
what will be done and when. It is often wise to check with the proposal
guidelines to see what is requested or suggested. The proposal development

team, with help from the proposal director, might want to set up their own

criteria for Jetailed development of these items.

Management Plan

Once the work breakdown structure, work flow, time estimates and proposed

231‘;




“ schedule have been prepéred, they can be consolidated into one section,
labeled the Management Plan (or Section). The combining of such items into
a single section is sometimes required in proposal development situations.
On the other hand, 'these items might appear in different sections of the
proposal. For example, the detailed work breakdown structure and ‘work flow
“for the approach to be used might appear in the section of the detailed
Technical Plan where proposed objectives and procedurésiare described. The

¢ project schedule might appear as a separate section itself.

Regardless of how the information is finally assembled ,it is

important to recognize that the several tasks associated with the development .
of the Technical Plan and the Management Plan, plus the preparation of~tb§
Cost Plan as it is outlined below, will form the complete or total project
proposal. The management plan should be explicit enough so that is is
possible for the proposal reader to know exactly how the project team pro-
pas,:s to accomplist their objectives, under what schedule, with what resources,

and how much 1t will cost to do so.

Cost Plan

| The information gained from the proposal development team regarding costs
of personhel, materials and equipment, facilities, and travel\wii}mhéve td be
aggregdted into a total cost estimate, or budget, for the project. Local and/
o1 agency guidelines should be checked to determine if the budget is to be
prepared in a traéifional line item format or if it is to appear in an objec-
tives-component format. In the former case, the various needed resources

are classified by stated categories, with supporting detail for each item, as

requested by the funding agency. In the case of the objectives-component

Q15
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(sometimes called program) budget, costs are aggregated for the accomplish-
ment of each major project objective or work task. These costs can be summa-
rized at any levél of the work breakdown structure. Companents of the pro-
posal, such as the evaluation plen, the dissemination plan, project admlnis-
tration, and other sections are, thus, costed out ana presented as items in
the budget. Within each item, costs for personnel, travel, services, and
so forth are determmined for the achievement of that particular objective or
activity of the proposed project. | |
Expenditures for personnel, equipment, facilities and seryices obtained
especially for the project are generally referred to as direct costs. Support

costs of the larger organization housing the project such as space, electri-

City  or heat in the building, are generally referred to as indirect costs,

There are other costs, however, that often are not allowed in a proposed
project'budgct. Examples are costs associated with entertainment coffee
breaks, modification of space, and honoraria.

The development of a Cost Plan using the traditional components budget
métrix is given in Figure 7.1. The items on the horizontal (the row headings)
are drawn from the work breakdown structure, while the items on the vertical
(the colum headings) are general categories from traditional budget formats.
Organizing the preparation of the budget in this manner allows the proposal
Jdevelopment director to have in one place the information needed regarding
the costs associated with each objective, as well as with the traditignal
budget categories.

The illustration shows that it is estimated to cost $15,500 dollars to
accomplish Objective A.1 of the project. The total personnel costs of the

project are obtained by adding across all objectives. In this case the



Figure 7.1--I1lustration of Budget Matrix

Major Goal

/RS lével Subobjective A Subobjective B
Category ' | Objective A.1 Ohjective A.2 Ohjective B.1 Objective B,2 Admin. |Total
1. Personnel | 5,000 10,000 3,000 4,000 12,000 |34,000
2. DBenefits 00
3. Total Personnel | 5,500
4, Makorials and
Supplies _ 1,000 |
5. Scrvices 2,000 =
"{ *6. Travel 1,000 )
9, [Lquipnent 500
IO TOTAL 15,500

11. Overhead or
indirect cost 10% 1,550

TOTALS 17,050

Notes: 1. Each category would have more detail to shew justification

2. Overhead (or indirect costs) are costs not derQtLy charced to project such as heat, light, and electricity.
The amounts allowable are usually specified in Quldclxnes or by local business offlceq

3. Costs not a%qoc1atod with any particular obiective, but which cover all objectives, such as
project munager's time, can be collected in the WBS "under a general category labeled as Administration,

Q]
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director's salary is shown as an administrative cost in the work breakdown

structure. The overhead, or indirect cost, rate for the local school district

involved in our example is 10 percent. Each district or funding agency Qﬁuld
have its own figure. The proposal director should obtain the appropriate
figure from the school district financé officer or business manager and

use it in the budget calculations.

It is important to check. the cost figures with local officials such as
business officers or managers. The purpose of this action ié to make sure
that personnel benefits are correct, salary increases are included if the
project runs over into another fiscal year, service costs are appropriate,
space or rental charges are approved, and so forth. This can be done
on a rather informal basis by setting up an appointment with the appropriate
person or by using the assembled budget as an agenda item for a team meeting

with the business officer.

Grantsmanship and Brochure Writing

(nce the three major components (Technical, Management, and Cost Plans)
have been assembled, there are still some developmental tasks which have to
be accomplished, though they are not quite of the sare character as many of
the previous tasks. To a great degree they depend upon the proposal develop-
ment director's experience with the total process of propos.l writing and
submission. They do not often show up on the work plan nor are they included
in ithe developmental schedule. They consist of knowledge, skills, or tech-
niques which may be brought to the proposal dévelqpment situation by persons
on the team or may exist elsewhere within the local school district. In

cither case, this knowledge has to be brought to bear upon the final inte-

21y
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gration of the proposal and have to be cansidered before the final writing
and editing takes place. These knowledges, skills or techniques . e often

referred to as grantsmanship and brochure writing.

Some of the grantsmanship activities have already been introduced in
previous lessons, such as the involvement of various cammmity members. It
is app?opriate to outline some legitimate techniques to insure proposal
funding or approval. Examples of some of these techniques or principles
are‘listed below:

o The proposal should show a clear logic that can be easily followed
by persons not fully informed about the substance of the proposal

o The writing should be clear, concise, and avoid jargon

o The degree of local resources available for utilization in the
project should be elaborated ‘

o lvidence of commmity resources and the support of power groups
involved in making the project plan should be highlighted

o ‘The project strategy should be clear from the plan

0 1heAplan should be addressed to the terms of the Request for
a Proposal (RFP), the priorities of the funding agency, or
other appropriate guidelines

o bmpirical data should be used to support claims of the existence
of a problem and the solution devised for it

o Previous rclated pilot activities which have been hampered
by lack of funds should be discussed in the proposal document

0 A sensitivity should be developed for the amount of moncy
which i particular funding agency would be willing to spend
on a specific project and the Cost Plan should be structured
accordingly
Brochure-writing skills are involved in activities assoclated with the
final production of the proposal document and include decisions concerning
the format of cover pages, types of bindings, quality of art work or other
devices which are used to make the proposal attractive. Some funding

4))‘
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agencies require simple and inexpensive approaches, and it is wise to

check before spending too much time and effort on an elaborate design.

Summary
A detailed proposal document consists of a Technical Plan, Management

Plan and Cost Plan. The information contained in the Management and Cost

Plans provides answers to these questions: In what order will the proposed

project tasks be performed? When will the tasks be performed? What resources

will be required? How much money will it cost to perform each major task of

the project and to complete the entire project effort? The Technical,
Management and Cost Plan sections of the proposal should be so interrelat-
ed that it is possible for a proposal reader to know exactly what objectives
are to be achieved, by what means, under what schedule, with what resources,
and how much it will cost to do so.

Before the proposal development effort is complete, certain knowledges,
skills, and techniques often referred to as grantsmanship and brochure
writing should be brought to bear upon the final integration of the propo-
sal document. There are many positive aspects to utilizing these skills,

and they can result in a proposal document of high quality.

(")r)
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Exercise A

Directions: Assume fon this exercise that you are a proposal director who
i attempting to complete the budget for a proposal. You have identified

a number of costs which you want to include in the budget but have not as

yet classifded them into various categoried.

Listed befow are the 20 dosts which you have identified. On the next page
is a Line item budget into which you must place these 20 costs.

Study the List befow carefully. Then turn to the incomplete budget gorm
on the next page and place each cost into one of the categornies shown.
Notice that Aome of the costs have already bLeen entered 80 as 1o give
you a Atart. :

When you have completed this portion of the exercise, turn to page 20 and
check your answens.

™

ITEM COST
1. Office Supplies.....oevveneeceeiiees eeeeaneanee 3 200
2. Statistical ServiCeS......ceieeeeverencesnncans 200
3. Electric Lypewriter.....ccceeeeveenacosensecanns 352
4. Project Director ($13,000 base salary at 75% time) 9,750
5. Project Evaluator ($10,000 base salary, 3 months
(ST R R 11110 I R R R R R 2,625
6. Textbooks and Training Materials................ 400
7. “Training Director ($11,000 base salary, 6 months
FULT BiME) e ettt iteeeeroneeroncssasssossons 5,500
8. Renefits, 10% of salaries (excluding Consultants) 3,885
9. Project Team Senior Assistant ($8,000 base salary
FUTL LIME) o v eeeieer et nenesanonsasnanoens 8,000
10.  Consultant ($100/day, five full days)........... 500
11. COmMPULETr COSES .. .iivvrrnonneroncnocnnoaenenneens 200
12. Project Secretary ($6,000 basc salary, full time) 6,000
13, Duplicating......cceieiennionnnioereenaaneenes 100
14. Indirect Costs (10% of Total Direct)............ 4,482
15. Project Team Junior Assistant ($7,000 base salary,
FULL tIME) .t ev e ieenneronsnennsnatosarsonnnss 7,000
16. Trip to RBS, Philadelphia, for Training Director 80
17. Tota. Persomnel......oeeeeeeenenencncaeasesocnns 43,260
18. Total Direct. v et iieeseineerssosnssnecsssnes 44,812
19.  Per Jdiem, 1 day €$20/day.......coveiiiiiiinnn 20
20. 81047\ A I R 49,294

&
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Exercise A

DinéciionA: This is the budget fonm which you arc to complete as part of

Exencise A.
Put one of the bquet Atems from the previous page on each of the Lines
provided.,
Line Item Format Budget
Items Cost Line item #
I. Personnel
A, Project divector (#4). ... ereeennnenns 9,750 1
B, Secretary (#12)....ccveiiiiiviriennnenenns 6,000 2 .,
Co e e e 3
D. e, 4
E. e e 5
F.o e e 6
G. N P 7
Sub-total for persomnel coStS.......ce... 8
IT. Benefits (#8).uiiveiiiiierieiinnninnonnnnnns 3,885 9
ITI. Total personnel (#17)....vverrinnnnnecnnenns 43,260 10
IV, Materials and supplies
A. Office supplies (1) .eueiinenneenenennns 200 11
5 12
Sub-total for materials and supplies..... 13
V. Services
A. Statistical services (#2)....viiicinennnn 200 14
B e e 15
C. 16
Sub-total for services...........veiuunn. 17
VI. Travel
Ao Trip to RBS (F10) ce e vniniiiiinnnnonnnnnns 80 18
B, e e e 19
Sub-total for travel......ooviveiiennnnn. 20
VII.  Equipnent - Electric typewriter (#3). ........ 21
VIIT. Total Direct Costs (#18).u.viierivnnennennnns 44,812 22 <
IX. Indirect Costs (Fl4) .. viiiiiinnnnnennenns 4,482 23
Xo  Total costs (F20) i innnnniniennnneeennnnans 49,294 24
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Exercise A - Solution

Dirnections:
given helow.

Check your answers §arm the previous page with the solution
When you have completed checking your solution, go to the
next page for the directions to Exercise B.

II.
ITT.
Iv,

VIi.

VIIL.
VIII.

IX.

Items
Personnel
A. Project direc tor € 1) eeereenes
B, Secretary(#1Z)...cvviviecionceennnecenons
C. Training Dinector (#7)...ccviiveieaain.
D. Project Team Senion Assdistant (#9)......
E. Project Team Junion Assistant (#15).....
F. Profect Evaluatorn (#5)............. R
G. Consultant (#10)......... Ceeciese seaenn
Sub-total for personnel costs...........
Benefits (#8).eivi i iieneenneerreennones Ceeeen
Total Personnel (F17) it iiiiiaenenrnenennns
Materials and Supplies
A. Office Supplies (F1)...cvvveiinneennnnns
B.  Textbooks, etc. (#6) ... viiiiieiiienvnn.
Sub-totsl for materials and supplies....
Services
A. Statistical services (#2)...eovvivinren.
B, Duplication (#13). . i eiiianiens
C. Computer Costs (#11)..vuiiiiienennnn
Sub-total for Services......eeevevernens
Travel
A, 2
B, Pt dd@Meee oo anienoneaaaanenns
Sub-total for travel...................
Equipment - Electric typewriter (#3).........
Total Direct Costs (#18) .. iiiiiriniennnns
Indirect Costs (H14) ...t ieieiiennennnnns
TOTAL Costs (#20) v evvevnerenernn. >

Line Item Format Budget

'&.Z”j .......

$

Cost Line item #
9,750 1
6,000 2
5,500 3
8,000 4
7,000 5
2,625 6
500 7
39,375 8
3,885 9
43,260 10
200 11
400 12
600 13
200 14
100 15
200 16
500 17
80 18
20 19
700 20
352 21
44,812 22
4,482 23
49,294 24
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Exercise B

Dinections: As proposal directon, you Look at the -Line-item budget just pre-
sented on the previous page and decide that you would Like Zo break down Lhe
costs for the various items by assigning costs to the four tasks which your
profect will involve.

On the §oflowing page is a fonm for making such an objectives-component
foumat budget. VYou ane to i in all bLank spaces with a cost figure.
Some of the spaces have been completed to give you a start.

The items Listed below have costs which are to be assigned to a specific ob-
jective. Asasdign these costs only to the obfective indicated.

ALL othen individual {tem costs are to be pro-rated among the foun tasks
except fon Benefits which {8 calculated as 10% of Personnel codis and the
Sub-fot and totals Lines which are found by adding the appropriate num-
bers in the columns.

Study the £ist befow and then proceed to complete the blank spaces in the
gorm provided on the next page. Refer to page 20 for costs of items nodt

Listed below.
Remember that the totals must equal those given. Be swre o check your
Items assigned to one task Cost Task
I. Personnel :
C. Training director....c.cevveeeenincennnns $ 5,500 B.1
F. Project Evaluator.....vovevenneonsonones 2,625 B.2
G. Consultant..e.veeevererennenenaneannsss . 500 A.l
V. Services
C. CompUter COStS.vserranererreonoansenonss 200 P.2
VI. Travel
A. Travel to RBS..... ..ot tevans 80 B.1
B, Per diem.. . veiine it innneronennns 20 B.1

235




Work Breakdown
Structure

Project Goal

. Mission A Mission B
. Total -
Items Task A.l Task A.2 Task B.1 Task B.2
I. Personnel _
A. Project Director 2,437 2,438 2,437 2,438 9,750
B. - Secretary 1,500 1,500 1,500 1,500 6,000
C., Training Director 5,500
D. Project Team Senior Assistant 8,000
E. Project Team Junior Assistant 7,000
F. Project Evaluator 2,625
G. Consultant 500
Personnel sub-total 35,375
11. Benefits (excludiing consultant) 3,885
111, Total personnel costs 43,260
IV. Materials § Supplies
A. Office supplies 50 50 50 50 200
B. Textbooks ' ’ 400
Materials and supplies sub-total 600
V. Services
A. Statistical services 50 50 50 50 200
B. Duplication ' 100
C. Computer 200
Services sub-total 500
VI. Travel
A Trip toRBS T, T 80 e 80
B. Per diem 20
Tra 21 sub-total 100
VII. Equipment - Electric typewriter 88 88 88 88 352
VIII. Total Direct Costs 9,268 8,769 14,918 11,857 44,812
1X. Indirect costs (10% of Direct Costs)
X. Total 49,254

d 9sSTI0IaXg
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Exercise B--Solution

Dirnections: On the next page is a suggested solution to this ex-
encise. There will probably be some minor differences between «t
and the solution you derived due to rounding errorns, minon addition
evwns, and 80 on, However, they should be reasonably close. A

- diffenence in any of the figures at the bottom of the columns of
over ten doflarns ($10) probably means you should recheck your §i-
gures. Pay special attention to whether you assigned cositd associ-
ated with a specigic objective to that objective.

When you have completed evaluating your solutions, twwmn to Ex-
ercuse C. .

€y .y oy
e ,)\_S




Work Breakdown Pr°{9¢‘ Goal
Structure Coos . .
Mission A '///- Mission B Total -
Items Task A.1 Task A.2 Task B.1 Task B.2
I. Personnel
A. Project Director _ 2,437 2,438 2,437 2,438 9,750
B. Secretary \ 1,500 1,500 1,500 1,500 6,000
C. Training Director =~ -~} ====- - 5,500 | ~e--- 5,500
D. Project Team Senior Assistant 2,000 2,000 2,000 2,000 8,000
E. Project Team Junior Assistant 1,750 1,750 1,750 1,750 7,000
F. Project Evaluater | me=s- o mmesmo 0 moeeT 2,625 2,625
G. Consultant - 8500 o mee== | mmee= ] wmee- 500
Personnel sub-total 8,187 7,688 13,187 10,313 39,375
II. Benefits (excluding consultant) 768 768 1,31 1,031 3,885
IIT. Total personnel costs 8,955 8,456 14,505 11,344 43,260
IV. Materials §& Supplies
A. Office supplies 50 50 50 50 200
B. Textbooks 100 100 100 100 400
Materials and supplies sub-total 150 150 150 150 609
V. Services
A. Statistical services 50 50 50 50 200
B. Duplication 25 25 25 25 100
C. Computer @ mm=e= o p mEmme L TTEIE 200 200
Services sub-total 75 75 75 275 S00
V1. Travel '
A. Triptem®s | ====" - 80 | - =me- 80
B. Per diem ] =e=== 0 mmes 20 | m---- 20
Travel sub-total | =e=m=p 0 memec 100} eem-- 100
VII. Equipment - Electric typewriter 38 88 88 88 352
VIII. Total Direct Costs 9,208 5,769 14,918 11,857 44,812
IX. Indirect costs (10% of Direct Costs) 927 877 1,492 1,186 4,482
X. Total 10,195 9,646 16,410 13,043 49,294

UOTINTOS-- § 9STDIAXT]
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Exercise C

Directions: As proposal directon you review the funding agency's guidelines
and discover that they will not ghant funds for such a project in excesd of
$35,000. This means that you will have to find some method of getting your
budget within the $35,000 cost Limit.

Below £ist youn suggestions for reducing the budget to the Limit given.
Thete 48 no one cornrect procedure for accomplishing this task and no
nestrictions on how you ane to modify the budgets except the Logic of the

situation. Sevenal suggestions for reducing the costs for the proposed
profect are provided on the next page.

List your Aﬁuuom below and then tuwm Lo the next page {o compare your
solutions with the ones suggesited.




-26-

Exercise C--Solution

Dinections: Listed below are some suggested ways of neducing the budget.
ALL on some combintation of these might be employed to obiain the desdred
amount ($35,000). VYou might also have devised ways to cut costs which have
not been Listed. 1In any case, the impact oﬁ each neduction should be care-
fully condidered. Tunn the page when f§indished . :

I.

IT.

IIT.

IV.

The most obvious way of producing all or a substantial part of the required
budget cut is to eliminate one or more of the tasks. This is one of the
advantages of an objectives-component budget. This kind of budget lets

. you see what each task or work package costs. Thus you can drop the least

important of the tasks and proceed to work with the budgets of the remain-
ing ones. :

Personnel

A. Project Director's time contribution could be cut to 1/2 or 1/4 time
assuming he would be performing the management function of directing
the project effort along with his other duties.

B. Training Director's time could be cut to three months fulltime.
This would mean an overall reduction in the time allocated for
training.

C. One Team Assistant position could be cut and the other's time
commi tment reduced.

Il. The Project Evaluator's position could be eliminated. His dutles would
then be incorporated into the responsibilities of one of the other
positions or some contributions could be secured from evaluators hired
by the school system.

Materials & Supplies

A.  Office supplies for the project might be provided by the schools in-
volved out of their general supply fund. The cost would then be ab-
sorbed into the project indirect cost figure.

B.  Textbooks and Training Materials might be supplied by RBS in exchange
for a report evaluating their effectiveness. A separate contract
would have to be negotiated for this purposec.

The Training Director could ask his question of RBS via telephonc instead
of a trip.

The typewriter could be provided by the school.

20
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Exercise D

\

An impontant component of the proposal document {s the Management
Plan. Listed below are several sections and/on topics which might be
included in this component. Marnk those items which are most Likely
to be included in a Management Plan with an "M", those «Tems which
would be optional to include with an "0", and those items unfikely
to be included in the Management PLan with a "U".

A, Work breakdown structure
_____B. Project organizational chart
C. Responsibility guide
Budget
Work flow diagram
F. Proposed schedule
G. Needs assessment
H. Project personnel descriptions or vitas
I. Audit plan
J. School district organizational chart
K. Facilities descriptions (e.g., Library)

[.. Internal reporting procedurc

‘-)t
4"7?,\
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Exercise D--Solution

An {mpontant componemt of the proposal document {s the Managmnenx
Plan. Listed below are severat sections and/on Lopics which might
be included in this component. Mark those items which are most i.dze,ﬂy
to be included in a Management PlLan with an "M", those Litems wnich
would be optional to include with an "0", and those items unfikely

to be 4n in the Management Plan with a "U",

_M_A. Work breakdown s‘tructure,

_M B. Project organizational chart

_ 0 C. Responsibility guide

__ U D. Budget

__M_E. Work flow diagram

__M_F. Proposed schedule

__ U G. Needs assessment

__M_H. Project personnel descriptions or vitas

_U T. Audit plan

0 J. School district organizational chart

__ 0 K. Facilities descriptions (e.g., Library)
0 L. Internal reporting procedure

|
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Exercise E

In your capacity os Proposal Director, you have received the
following memo from the Superintendent of Schools. 04 the activities
suggested, some are performed in the normal course of developing the
proposal, some should be abandoned, and some are what way be termed
Grantsmanship activities. Circle those which you think §all into the
categony of Grantsmanship.

TO: Proposal Project Director.
FROM: Superintendent of Schools
SUBJECT: Development of the Proposal

The following list of proposal development activities were
suggested during our conversation last Friday.

1. Arrange to have the final proposal document bound with an
attractive cover. :

2. Call the program director in Washington to discuss specific
- procedures as outlined in the agency guidelines.

3. Once contact is made with the agency's Washington office,
call the program director once a week to inform him of your
progress.

4. Play golf with the program director wher he visits the site
of the proposed project.

5. Include detailed empirical data regarding the problem defini-
tion in an Appendix.

6. Include letters of support for the project with the proposal
docurent.

Be sure to use jargon familiar to the funding agency, especi-
ally that contained in the Request for Proposal (RFP).

~

[ shall look forward to periodic reports on the progress of the
proposai development effort.




Exercise E--Solution

Suggested activities one, two, four, and seven may be tenmed
manship activitics. Numbers five and six would occur in the
amal course of developing the proposal. Suggestion 3 should be
(scanded as an wuise practice unless the funding agency specifically
equedts such an arrangement.

ERIC

Full Tt Provided by ERIC.
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Directions and Choices Following the Practice Exercises

Based upon the self-evaluation of your performance on the exexcises,
you have eithen:

A, acceptably satisfied the objective of describing <in detail the
steps involved in creating the Managemeni and Cosi Plans of a
proposal document, and should now turn 2o the posi-test found

on page 32, _
References for additional neading are Listed on page 16 of the Modufe Manuat.

B. not satisfied the objective, and should read the section of £esson Zext
on the Cost Plan beginning on page 12 and then rework any exercises
you did not solve satisfactorily. . ,

A—
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Post-Test

Directions: -Please take time to answer carefully the questions given b
folloming the specific directions given. -

-

Listed below, to be used as responses fon quedtions § to 4, are four types
.04 costs associated with the Cost Plan or %uagex of a proposal. Chovse the
nesponse which best suits the definitions presented.

A. Indirect costs or overhead \
B. Direct costs

C Unallowable costs

D. Total costs

1. Costs charged to the project for items such as salaries and wages,
travel, equipment and supplies :

2.. Costs associated with overall functioning of the project, including
Direct and Indirect Costs

3. Costs of project support not easily determined by direct measurment,
such as heat,light, electricity and custodial services

4. Costs such as entertéinment, coffee breaks, construction of build-
ings and honoraria

Cincle the Letter of the best answen for each of the following quesitions.

5. What name is applied to that section of the proposal detailing the work
breakdown structure, time estimates, tentative schedule, and statement
of personnel services, facilities, equipment, travel itinerary, and
materials ‘to be secured?

Management Plan
Technical Plan
Cost Plan
Evaluation Plan

Sowp
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6. What are the activities associated with the final production of the pro-
posal document including decisions ccncerning cover pages, binding,and
art work often called? '

A. Brochure writing skills
B. Contract negotiation

C. Proposal management

D.  Sponsorship

7. Special knowledges, skills, and techniques brought to the proposal develop-
ment situation in order to help ensure funding for a project are often
referred to as:’

N A. Negotiating skills

N B. Contract negotiation
C. Grantsmanship
D. Sponsorship

For questions 8 to 9 inaicate T (True) if you agree with the statement and
F (False) 4§ you do nof. . .

8. The Management Plan shows how much money it will cost to perform
each major task of the project.

9. The Management Plan will answer questions such as, 'In what
order will the proposed project tasks be performed? When will the
tasks be performed?"

Conrectly complete the sentence befow on the Line provided.,

10. Costs for items such as personnel salaries, travel expenses, and equip-
ment and facilities are exhibited in the proposal by the

Tuwn the page and check your answerd.’

- ]
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Directions and Choices Following Lesson Post-Test

Dinedtions: The comrect answers to Lesson 7 post-test are Listed doun the

right margin, Check your correct responded. :

Directions: 1§ you answered eight on fewer questions
conrectly, you have not acceptably demonstrated know-
Ledge of developing the detailed proposal, and should
seleot oneon more of the §ollowing courses of action.

1. Read the Lesson text beginning on page 10,

2. Rework the Lesson posit-test.

-

Dirnections: T4 you answered nine or more quedtions

comnectly , you have acceptably demonstrated knowledge
of developing the detailed proposal. References for
additional neading are Listed on page 16. of the Module

| Manual.,

10.

Multiple Choice

1. A B8 C .D

2. A BC (D

3.0 B C
4. A B (C)
5. (A) B C
6. (A) B C
7. A B (C)

True/False

8. F’
9. T

Completion

Plan

Number Correct=

Termination Instructions

D

D
D
D
D

Budget or Cost

This Lesson on developing the detailed mopow,é £4 now comoleted.
Lesson 8 entitled "Preparing the Final Proposal Document”" 48 the next

Lesson 4in the sequence,
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Introductioﬁ to Lesson.

This lesson contains the following items. Make sure that each item
is present before starting to work through the lesson.
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Overview and Objectives

OVERVIEW '

The previous lessons have been concemned with the development of the Manage-
ment Plan, Cost Plan; and Technical Plan components of the proposal document.

This lesson presents the various management activities necessary for
organizing and preparing the final proposal document. Several additional
sectians for inclusion in the ancument are discussed, and procedures for
organizing, editing and a final review are discussed. The completion of these

activities represents the ending of the operations phase of .he proposal

development.

The next lesson is concerned with terminating the proposal development
effort or project. Topics of discussion incluﬂe proposal document submission,
proposal negotiation and contractual arrangements, and closing-out proposal
development. |
OBJECTIVES

The student in completing this lesson should be able to describe the
activities involved in preparing and incorporating components such as the pro-
posal abstract, legal assurances, target population description, special equip-
ment justification, and community, school, and staff descriptions into the final
proposal document. The specific objectives of the lesson are as follows:

1. The student should be able to describe the role of the proposal director

in managing the preparation of the f{inal proposal document.

2. ‘The student should be¢ able to describe the activities involved in

preparing components such as the proposal abstract, legal assurances,
target population description, special equipment justification, and

community, school, and staff descriptions.

N



Pretest

following the specific dinections given.

o

lvinectiona: Please take time to answei carefully the questions given below

{ Cincle the Letten of the best answer for each of the following questions:

1. Who has the responsibility of assuring that the timc schedule is kept
_ so as to avoid having the proposal project personnel work overtime
at the last minute?

A. Superintendent

B. Proposal Director
C.  Secretary

D. Project Staff

[§ Y]
.

To what basic grovp do the goal and objectives of the proposal project
refer?

A. . Board of Education

R, Commmity, School and Staff
C.  Superintendent of Schools
D.  Target Student Population

Fon statements 3 through & wiite T {True) {§ you aghee with the Atatement,
and F (False) 4§ you do not. :

-

3. Certain unusual or special items of equipment which have been listed
T in the Budget or Cost Plan should be described separately (in a
separate section) in detail. This discussion should include infor-
mation about special features of performance, and repair and service
needs.

4. _ Staff qualifications and school and community descriptions are elements
“of the proposal document which the funding agency considers important
in assessing the capabilities and qualifications of both the school and
the community to handle the project.

D 4.
24




5. ___The major components of the final proposal document vary widely
from agency to agency.

6. __ A poorly typed and duplicated proposal can often negate all of the
efforts of the proposal development team.

7. ___Internal review and the acquisition of formal approvals should be
carried out after the final proposal document is approved.
8. An important facet of Grantsmanship is learning about both implicit

~and explicit criteria which will be used by the funding agency in
evaluating the proposed project.

For items 9 and 10 complete the following statements.

“";77

9. The section of the final document which includes statements about
racial or sexual discriminaiion, equal employment opportunity, and
protection of human subjects is termed

10. A brief description (one or two paragraphs) of the proposed project,
emphasizing the major objectives and procedures making up the
project is called the

Twwn the page and chech
Yowt answers




Directions Following Lesson Pretest

Directions: The comrect answerns to Lesson 8 pretesi arne Listed down the
night mangin. Check your cornrect nesponses.

Dinections: 1§ you answered elght on fewer quesiions - Multiple ‘hoice
correctly, you have not acceptably demonstrated knowf-
' edge of prepaning the g§inal proposal document and snoubd | ‘1. B
nead the fesson abstract and content outfine on pages
7 and 8. Then begin the content presentation by : 2. D
turning to the Lesson text on page 9.

True/False
3. T
Dinections: 1§ ‘ou answered nine or more quedtions
conrectly, you h 2 acceptably demonstrated knowfedge 4. T
of preparing the §inal proposal document and should
nead the Lesson abstract and content outline on page 5. F
7. Then 4if you desine to skip the content presen-
tation, you may do s0 by proceeding directly o the 6. T -
practice exencise on page 18, 14 you do desire %o
nead the content presentation, twwn to page 9, 7. F
8. T ,
2
Completion

9. Legal Assurances

10.‘ Abstract

Number Correct=
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Lesson Abstract and Content Outline

R

ABSTRACT
This lesson discusses the activity of managing the preparation of the final
proposal document. Included are discussions of the proposal abstract and legal
assurances, target population, special equipment justification, and conmmity,
school, and staff descriptions. ‘The role of a proposal directer in this
activity is also specified. Considerations which may arise during the com-
pletion of this task concem the special fonms requiring signatures, and the
final typing, editing, and intemal review processes. These are all management
areas with which the proposal director must be concerned.
CONTENT OUTLINE
A. Preparing the final proposal document involves incorporation
previously detailed components (the Technical, Management, and
Cost Plans, and other sections required by the funding agency)
into a final proposal document, allowing adequate time for revision,
editing, and proofing. Typical sections required are proposal
abstract; legal assurances; target population description; special
equipment justification; and commmnity, school, and staff descriptions.

B. The proposél director's management tasks may be simplified by
observing several precautions. .

1. Follow work schedules closely o avoid a rush to meet the sub-
mission deadline. :

2. Involve the proposal team in "mopping up" activities.
(. The proposal director must prepare, or supervise the preparation
of several additional proposal components.
1. A proposal abstract provides a brief description of the proposed
project.
; ‘ .
Yy



2. A legal assurances section must be compiled, presenting assurances
(signed by proper school district officials) related to racial
or sexual discrimination, equal employment opportunity, invasion
of privacy, etc.

3. Another section should detail the target population, relating the
goals and objectives of the proposed project to the needs of the
target population.

4. A special equipment justification section provides detailed infor-
mation on certain special items of equipment, including perfor-
mance, features, repair and service requirements, etc.

5. Community, School and Staff Descriptions provide vital details
about facilities and stalT qualifications.

Asseﬁbling the final document ofteil requires already existing components
to be rewritten according to specified funding agency formats. Some

funding agency formats dictate a particular sequence to the proposal

components, or specify signatures of proper officials in designated
places.

Final typing and editing must be fully provided, so that the proposal
team's efforts show to full advantage.

An internal review is suggested, in which "working' copies of the
proposal document are circulated to key school district personnel,
with time available for final revision,

i !
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Lesson Text

Introduction

At this stage of the proposal development project the proposal develcp-
ment team, under the direction of the proposal director, should have prepared
preliminary detailed drafts of the several sections of the Technical plan, plus
the Management Plan, and the Cost Plan (or Budget). These components now
have to be incorpofated into the final document, along with the several
supporting sections that might be required by the various funding agengies.
This lesson presents the various activities which have to be managed in order -
to hring'the proposal document into its final form.

<

The Proposal Director's Role

The managémcnt tasks at this time can be complicated by any one of
several possible situations. One might be that the deadline date for sub-
mission is close at hand. If the schedule is allowed to slip too much, this
often means that a flurry of activity might take place, with personnel working
late hours or overtime in order to have the total final document ready before
the deadline. This illustrates the importance of planning a schedule in the
proposal development Planning Phase and adhering to it in the Operations Phase.
A seccond possibility is that the team may now feel that their primary effort
is done and lcave the "mopping up' of the final sectionﬁ-to you. Using the
task force to review and edit typed sections of the proposal, and encouraging
their participation in intemal review and approval sossions, will_hclp to
climinate this possibility. Another possible situation may arise from the
desire of a team member to "polish' his section of the proposal until 1t meets

D e
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his personal and professional standards. The proposal dircctor will have to
work with such persons so as to achieve their satisfaction, while insuring
that the total effort is not delafcd because of the de1a§ in producing a part
of it.

If not previously developed or written, there are scveral sections of
the proposal still to be prepared.‘The task of the proposal director is to
prepare them, to have members of the proposal development team prepare them,
or to have appropriate offices in the school district prepare them under the

guidance of the proposal director.

Proposal Abstract

One of the tasks to be performed is that of preparing an abstract of the
proposal. The basic function of the abstract is to brovide a brief description
of the proposed project, emphasizing the major objectives and procedures. In
some cases this abstract may have to ge prepared on a single page and in a
specified format. At most, an abstract should not be more than two pages in
length. A properly prepared abstract will give the reader of the proposal a
quick summary of what the proposed project is all about. The same abstract
might also serve as a description of the project once it is funded, and as
such can be used by the ERIC (liducational Resources Information Center) informa-
tion storage system, which serves to inform a large educational audience of
what the project is all about. The abstract typically follows the title page
and/or signaturc page of the proposal document, and preceeds the technical

and other plan: previously developed.

LI Q-
I
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‘Legal Assurances

nc of the more recent developments in the proposal process is the pre-

paration of what is called a legal assurances section. Most federally

funded projects, and many state funded projects, require such sections, covering
items like the following:

0 racial or sexual discrimination

0 equal employment opportunity

o invasion of privacy

o minimum wage rates

o pro.ection of human subjects in research

o accountability for federal funds

o conformity with local wage, travel, and consultant policies.
Such assurances may have to be written, but most probably they exist as funding
agency supplied preprinted forms or statements (sometimes called 'beiler plate')
with several appropriate blanks to be filled in or completed for each proposal.
Signatures then have to be obtained from persons authorized to sign for the
district. In some cases persons such as the school board president may have .
to sign, in which casc he or she would have to be contacted. The placement of
the assurances section varies in the final document. Sometimes it is an early
section in the body of the proposal document, and sometimes it is in an appendixf
It is also possible that such assurances might not be asked for as part of the

request for a pruposal, but would be included in the final contract once the

project is approved.

Target Population

Another section which you will have to have prepared is one providing
a description of the target population. It is possible that a draft of this
section may have been developed as part of the Technical Plan. If so, it can

be put into firal form at this time. If not, this section should be prepared now.

St
2
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The goals -and objectives of the proposed project are addressed to the needs
of a target popuiation. The description of the target population is.derived
from the peéds assessment -information which caused the project to be planned
initially. The target population sample, if one is to be used, should be

described in as specific terms as possiblé. In most'qases the proposal will

deal with -all of the students of the target population, but there are situations

when resource and time constraints vesult in a harrowing of the project down
to a sample of the total student population. If so, this fact should be
clearly stated in this section, and the criteria by which the sample was
selected should be justified by reference to standard statistical procedure

‘or to specific standard reference literature.

Special Equipment Justification

In the development of thc cost plan certain unusual or special items of
cquipment may be listed which require detailed justification. Such justifi-
cation may be explained in a separate section of the proposal document. The
features and performance of the equipment must be carefully specified, including
repair and service roﬁuirements. The commercial availability of such materials
must be determined. Information with regard to prices, cost of possible
service contracts, and rental costs, needs to be secured. A final decision then
has to be made as to which brand or type vo purchase. This decision must also
be justified and documented. Frequently the funding agency will require proof

of competitive bidding.

;T
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' " Commmitv, Schoul and Staff Descriptions

Another ta§k to be compléted is that of writing that section of the

‘proposal which provides suppdrtive and descriptive information and data about
key project personnel, school, and.community. Each major professional person
may have to supply a brief personal biography vutlining his educational and
professional qualifications for the position he is to hold un the proposed
project. This information is important, since project approval often depends
upon a judgement of the degree to which the project core staff is capable of
carrying out the project. Descriptions of the school and commmnity are equally
important in many instances, since the facilities available in both places may
be a key to project success. Library facilities, overall staff qualifications,
and geographical location for consultant availability may become important
considerations in project approval. These descriptions should be carefully
prepared, in order to accurately present the qualifications and capabilities
of both the school and community to handle the project. If such supnorting
evidence is lacking in any way, common practice is to utilize the services

of consultants with unquestioned reputations in the appropriate areas.

Assembling the Final Document ‘

AL about this time in proposal development, the proposal director 15
ready to have all of the plans and supporting sections pulled together into
a final proposal document. Fven though all the sections may have been prepared,
certain data in them may have to be rewritten to conform to specified funding
agency formats. Usually fhere are specified formats for the cover or front
pages which show items such as title, submitting agency, and project director,

and which have places for authorized signatures. In some cases u budget

Q ‘)
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summary page may be required in addition to the more detailed cost plan
inciuded in the body of the proposal document.

The proposal director should check on the format required by,  or most
acceptable to, the funding age.. . The funding agency may request that the
various parts of the proposal oe assembled into a particular sequence.‘ The
major components of a proposal, however, tend not to differ greatly from '
agency to agency. The proposal director may want to distribute to the pro-
posal development team a liSt or format outline like the one below,'and to

describe or discuss the nature of each component.

1. Title and signature page
2. Abstract
3. ‘fechnical Plan
a. Needs assessment
b. Goals and objectives
¢. Procedures or strategy
Jd. Rationale
¢. Lbvaluation plan
£. Audit plan
g, Disseminatlion plan
h. Community involvemeﬁt plan
4. Management Plan
a. Project organization chart
b. Schedules
¢. Project personnel descriptions and

d. School and comunity descriptions (including facilities andl
services)
)~

. s

5. Cost Plan or Budgets <~y
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Regardless of spccffic format requirements or type of proposal being de-
veloped, these are the basic components recognized to exist in some form

or another in nearly every proposal. These components and their functions
should be familiar enough to the proposal director and the develonment team so
that they can be automatically incorporated in the final wfiting of the

proposal.

Final Typing and Editing

From a management viewpoint you are now ready to begin one of the most
overlooked, and often time-consuming tasks that can take place in the
proposal development process. That task is the editing of the several sec-
tions, having them typed in final copy, proofing the copy for errors,
omissions and missing.data, and making arrangements to have the document
duplicated in the required number of copies, including file copies and a
supply for later use by project personnel. The final appearance of the pro-
posal Jdocument reflects back upon the proposal development team and their

Cefforts. Regardless of how well conceived and organized, a poorly typed
and duplicated proposal can often negate all of those cfforts. It might be
wise to consider the utilization of an editorial specialist to review the
several sections as they are prepared for final typing. Lnough extra copies
should be kept to satisfy later requests from other schools for samples of

success ful proposals,

ne step that might be undertaken prior to the duplication of the

final cepy is to have an internal review of the proposal by key persons in

ERIC 3y
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the local school district. This could be done by circulating 'working copies'
with a deadline date for submission of possible final changes. Another pro-
cedure iS\to have a joint meeting of the proposal development team and )
selected key personnel. A briefing session could be arranged in which the
proposal would be presented. Internal reviews must take place early enough

so that there will still be time to make necessary revisions, obtain re-
quired formal approvals, duplicate all final copies, and place the copies

ih the mail or delivery service for submission to the funding agency.

While the proposal director or the proposal development team are not
likely to appear before the review panel and the funding agency, it is.
generally helpful in the total development précess to know how this external
review process takes place in the funding agency. This information can be
obtained by talking with agency personncl or persons who have served on
review panels. It is especially useful to know the criteria against which
the proposal will be evaluated, as well as the process involved. Some ,
agencies provide this information on reguest.

With the internal review of the proposal, the cfforts of the proposal
development team are nearing an end.  The next lesson will discuss the actions
associated with proposal dociment submission, proposal negotiation and

contractual arvangements, and closing out the proposal development effort.

Swmiary
This lesson focused upon the management activities associated with the
orpanization, assembly, ana writing of the final propusal document plus the
processes of proposal veview at the local and funding agency levels. The
written scctions of the proposal document discussed were the abstract, assu-

{
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rances and clearances, target population description, special equipment
justification, personnel resumes, and school and cdmmmity descriptions.
O_rganizing and preparing the final proposal document uswilly involves the
three steps of designating information to be used in writing the final
document ; selecting the proposal format to organize the information; and

writing, editing, reviewing and duplicating the final document.

‘) : .
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Lesson 8--Preparing the Final Proposal Document

~ Exercise A

ineetions: The following sections contain exampfes of sefected excerpts
from actual proposals. These excerpts are -grom the following sections:

Abs thact
Legal Assurances
Target Population
Equipment Justigication , -
Comnunity, Schook, and Staff Descriptions
. —
Vourn task 44 to match each excerpt with the particular proposak section
Ao which it betongs and to Rabel it accordingly in the space provided.
(When completed, twwm ta the Last page and check your woik.

) -

Oy S o PN
e o o & »

1

1. "XYZ County Adult Basic Bducation Division, in cooperation with City
Public Schools, wishes to propose a project as part of the City Model
Cities Program to be directed to the hard-to-reach, functionally
illiterate adults who are Model City residents and who are unable to
enter the Adult Basic Education Program for various reasons.

'"Model Cities has included in its planning process a recommendation to
fund 25% of this program due to the.fact that it will service the Model
City residents who are not at the present time receiving similar services.
The local school district, through an existing Model Cities Commur.ity
School Program, is concerned about the hard-to-reach Indian population

in the City area who do not enter the Adult Education Program because

of cultural restrictions--but who would participate if the educat'Qgg}
program were brought to this small community on a one-to-one basis. .
Therefore, there is reason to expect full cooperation in this proposal.i

"Tt is believed that a program of this type will motivate individuals to-
ward an interest in adult education. Besides a high percentage of Indians,
there are many people in the city who are transients and need encouragement
to attend Adult Basic Education Programs. Utilizing the para-professional,
and materials selected to meet the needs of the individual participant,

the target population will be encouraged to avail itself of the educa-
tional resources of the commnity.

'"The tunds provided through this imaginative effort for recruiting the
hard-to-reach, functionally illiterate adult would be used for develop-
ing a relationship betweern the special services of the Basic Adult
Education Program and the para-professional who will be the primary
motivavor in the homes. Tie staff will include a coordinator and teach-
ers who will develop the progran.

Q EN /
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"The para-professional staff will receive extensive training to inform
them of the health services available in the Model Cities area, day care
facilities and other supportive services that will insure self-improve-
ment to Model City residents.

"Through research consultants, it will be possible to set up a compara-
tive study between those people who are attending Adult Basic Education
Classes and those who are receiving individualized instruction through

this program, '

"With the development of this individualized instructional program for
the hard-to-reach, functionally illiterate adult, -it will be demonstrated
that an adult basic educational program can be effective."

This is an example of

"Major new materials consisting of outdoor guides, conversation guides,
and curricula that have already been developed in environmentsl educa-
tion will be obtained. Material will also be rented to be previewed
by the teachers in the in-service course."

This is an example oi

"Ihe control of funds provided under this Title, and title to property
derived therefrom, shall be in a public agency for the uses and purposes
provided in this Title, and a public agency will administer such
property and funds and apply them only to the purposes for which they
are granted."”

This is an example of

"The program includes all schools, K-12, both public and private, within
the City School District boundaries."

This is an eXample of

A. Area--City, 77.6 square miles; County, 414 square miles; Metropolitan
2,154 square miles.

B. Population--(1970 census) City, 452,524; County, 924,018;
Metropolitan area, 1,384,851,

(. Population Rank-- (1970 census) in lnited Srates: City, 29;
Metropolitan area, 21.

). Population Trend-- (comparison of 1970 census with 1960 census)
City, -50,026; County, +59,897; Metropolitan, +116,37Z.

This is an example of
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VI.

Vil

VIIL.

[X.

"I'he Title III activities

_20_

conducted under this project during the regular

school year, in conjunction with regular school activities, will be
carried out in accordance with the applicable current court order or
desegregation plan filed with the Office of Education (including modifi-
cations filed on Form HEW441B), and all other Title III activities will
be carried out on a non-discriminatory basis in accordance with the
Regulation of the Department (45 CFR 80.3)." .

”

This is an example of .

"'he City Public Schools District comprises a total area of approximately
ninety square miles. It includes all of the City Amberley Village,

(heviot, Golf Manor, parts

of Silverton, Fairfax, Springfield, Anderson,

Colwbia, belhi, and Green Townships. The estimated population in 1965
was 550,000. The City Public Schools is recognized as one of the.better

large city school systems

in the country. The 1969 pupil enrollment was

approximately 85,000. There are eight senior high schools, seventeen
junior high schools, and seventy-five elementary schools, and plans have
been made for the construction of four more elementary and two junior

high schools."

This is an example of .

%

"[First priority will be given to programs and services for the '‘educa-

tionally non-involved resi

dent" (INR), meaning persons who have not

heen educationally or vocationally involved since leaving school. Within

this population we expect

to find the following groups:

4. Residents with tnglish language problems, e.g., aliens and newcomers
from Samoa, Philippines, and other non-Inglish speaking countries.

b. Unemployed residents.

¢. Residents with limited education.

d. Residents seceking new

interests, but apprehensive of existing programs,

e.g., retired residents, school dropoutfs, and persons seeking be ter
i

jobs.

c. Homebound adults, e.g.

This is an example of

"he staf{ of the Voluntee

/

, mothers with young children.

r Instruction Pacs Project will have offices in

the Division of Program Research and Design which is located at the
Bducation Center, 230 East Ninth Strect. This is the central administra-

tion offices for the City

Public Schools. Desks, files, storage cabinets

and work tables, movablc partitions for the offices, telephones, camerds,
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cassette and tape recorders, carrousel projectors and media preparation
equipment will be purchased. The facilities already available at the
audio-visual center of the City Public Schools will be utilized. Most
of the activities will occur in the schools and no money will be expended
in these situations as it relates to their activities.'

This is an example of

(-
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Exercise A--Solution

7

rections: The conrect answens to the exercise are given below. Check
owr work and then tww the page.

I. Abstract (1)

II. Bquipment Justification (4)
"III. Legal Assurances (2)

IV. Target Population (3)

V. Commmity Description (5)

VI. legal Assurances (2)
VII. School Description (5)
VIII. Target Population (3)

IX. Equipment Justification (4)
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Exercise B

Complete the Exencise acconding to the instwetions given.

Part 1:

It is usually a good practice to ask selected members of the local
school district to review the proposal document before it is sent to
the funding agency. This is called the Internal Review Process. The
review comittee should be composed of persons who have not been part
of the proposal development effort. In the spaces provided below,
list three groups of persons within the District from which you might
select your review panel.

1.

2.

3.

Part 2:

Once the review committee is selected, a memo should be written
to accompany the proposal suggesting the kinds of things the panel
might criticize. What aspects of the proposal document would you
want the cormittee to check? In the spaces provided below, outline
the memo you would send along with the proposal. The outline might
be in the form of questions you would want the panel to answer.

1.

2.

Do
as b ,)'

>
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Ikxercise B--Solution - '
3

Part 1:

1t is usually a good practice to ask selected members of the local
school district to review the proposal document before it is sent to
the funding agency. This is called the Internal Review Process. The
review conmittee should be composed of persons who have not been part
of the proposal development effort. In the spaces provided below,
list three groups of persons witnin the District from which you might
select your review panel.

1. Parents

2. School board membenrs

——

3. Technical or Evaluation Expents (who have not seen the phroposal)

Part 2:

Once the review committee is selected, a memo should be written
to accompany the proposal suggesting the kinds of things the panel
might criticize. What aspects of the proposal document would you
want the committce to check? In the spaces provided below, outline
the memo you would send along with the proposal. The outline might
be in the form of questions you would want the panel to answer.

1. Is the document compfete? Does it contain afld the proper materdiaks?

2. Ane the subsections {nteqrated in a Logical mannen?

3. Ane techndeal terms expladined by footnotes?

-
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Exercise B
Presgnted below is oﬁe possible sequence of the.components of a
.proposal document. Would yéu agree that this is the nommal format?
If you have suggestions regarding changes that might be made in the
arrangement of the major components or subsections of the proposal,
a worksheet has been provided on the next page for you to list your .
recommendations. Space has also been provided to list resources you
might consult in order to determine the proper sequence of the sections.
POSSIBLE SEQUENCE
I. Cost Plan or Budget

I11. Management Plan

A. Project organizational chart
B. Needs assessment
(. Rationale
Y D. Schedules
l:

. School and community descriptions (i.e., facilities and services)
[I1. Technical Plan

A. Abstract

B. Goals and objectives

. LBvaluation plan

D. Project personnel descriptions
I, Audit plan

F. Dissemination plan

G. Community involvement plan

IV. Title and Signature Page

V.  Procedures or Strategy

)
“o (l‘ j‘
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Exercise B--Worksheet
List below the changes you might make in the possible sequence of

- proposal document components presented on the previous page. Your work

should be in outlin¢ form.

What resources might you consult in order to determine the proper order

of the proposal document components?
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Exercise B--Solution
The arrangement of the sections of the proposal document which is
presented in this lesson and exercise is only one of many possibilities.
Agency guidelines will usually include directions regarding the sequence
of parts preferred by the agency and what information they should con-
tain. The format and content of the proposal should follow these guidelines.
The changes you suggesfed should show a logical order of the divisions

of the proposal and should take into consideration the-total document,

Most importantly, however, all the information that the funding agency will

need must be included in the proposal.
SUGGESTED SEQUENCE

I. Title and Signature Page

II. Abstract

III. Technical Plan

Needs assessment

(nals and objectives
Procedures or strategy
Rationale

Evaluation plan

Audit plan

Dissemination plan
Community involvement plan

ammoOQwre

—t
o)

IV. Management Plan

A. Project organizational chart

B. Schedules

C. Project personnel description

D. School and community descriptions (i.e., facilities and services)
V. Cost Plan or Budget
Resources to consult about proper order of proposal document components.

Agency Guidelines

1
2. Agency Program Director
3. School District Project Management Office

<y
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Directions and Choices Following the Practice Exercises,

Based upon the selbf-evaluation of your performance on the exercises,
you have eithen: ~

A. acceptably satisfied the abjective of describing the preparation

of the {inal proposal document, and should now twwn to the post-
test found on page 29. .

Regerences for additional ncading ane Listed on page 16 of the Module Manual.

B. not satisfied the obfective and should read the Lesson text
beginning on page 9 and then rework the Exercises.




Post-Test

Dinections: Please take time to answer carefully the que$xxonb given below
foLlowing the specific directions given. A

Fon statements 1 thrcugh 6 wiite T (True) 4§ you aghee with the statement,
and F (Fafse) 4if you o not. »

1. __ Certain unusual or special items of equipment which have been listed
in the Budget or Cost Plan should be described separately (in a
separate section) in detail. This discussion should include infor-
matégn about special features of performance, and repair and service
needs.

2. ___The major components of the final proposal document vary widely
from agency to agency. .

3. __ Staff qualifications and school and community descriptions are elements
of the proposal document which the funding agency considers important
in assessing the capabilities and qualifications of both the school and
the community to hardle the project.

4. __ Internal review and the acquisition of formal approvals should be
carried out after the final proposal document is approved.

5. L__A poorly typed and duplicated proposal can often negate all of the

—efforts of the proposal develcpment team. N
6. An important facet of Grantsmanship is learning ab -:t both implicit

—and explicit ~riteria which will be used by the funding agency in
evaluating the proposed project. ’

LT
Ay, & -
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Fon items 7 and 8 complete the following alatements.

7.

A brief description (one or two paragraphs) of the proposed project,
emphasizing the major objectives and procedures. making up the
project is called the . :

The section of the final document which includes statements about
racial or sexual discrimination, equal employment opportunity, and
protection of human subjects is termed

w—

Cincle the Letter of th%'beét answer for each of the following quedtions:

g.

10.

To what basic group do the goal and objectives of the proposal project
refer?

A. Board of Education

B. Commmity, School and Staff
C. Superintendent of Schools
D. Target Student Population

Who has the responsibility of assuring that the time schedule is kept
so as to avoid having the proposal project personnel work overtime
at the last minute? .

A. Superintendent

B. Proposal Director
C. Secretary

D. Project Staff

Tunﬁrthe page and check
your answens
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Directions and Choices Following Lesson Post-Test

Dinections: The conrect answerns to Lesson 8 post-test are Liszted down
the night mangin. Check your correct hesponses. :
Dinections: 1§ you answered eight ch fewern questions True/False
conrectly, you have not accepiably demonstrated
knowledge 0f preparing the final proposak docunent 1. T
and should select one or more of the goflowing
cournded of action. 2. F
1. Read the Lesson text beginning on page 9. 3. T
2.  Rewonhk the Lesson posi-test. 4, F
5. T
Dinections: 1§ you answered nine on more questiond 6. T
connectly, you have acceptably demonsirated knowledge )
of prepaning the ginal proposal document. References . ti
for additional neading are Listed on page. 16 of the EQEQ}EfLQE
Module Manuak. ' 7.  Abstract
8. Legal Assurances

Multiple Choice

9. A B ¢ (D

10. A (8 ¢ D
Number Correct=

Termination Instructions

This tesson on pieparing the final proposal document <48 now completed.
Losson 9 entitled "Proposal Termination" As the next Lesson in the sejuence.
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Int tion to Lesson -

This lesson contains the following items. Make sure that each

item is present before starting to work through the lesson.

Booklet containing the following items

Introduction to 1eSSON...cceeeeceecccccccnccosccasascncons
Overview and objectives.......cvceeierenecnnenneccancnccss
PretesSt. .t iieeirnieccecesascssssosonsscosassssssncnnssns
Lesson Abstract and Content QUtlInE....cccceveeereenscnces
12SSON tEXt.ueetieeraseesscasvssssosssosssanssnsssssassosss
Practice EXerCiSC...ceeeeceesecessoscsnnsascsassonssonsoss
POSt-BCeSt .. eeerueereeecsosucocsosesssssnsosssssrcrasesssssses
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Overview : fecti
OVERVIEW crview and Objectives

The previous lesson was concerned with the various management activities
involved in preparing the final proposal document, the last major task of

the operations phase of the proposal development process.

- This lesson, the last in the module, is concerned with the management

activities of the temmination phase of the proposal development process.

These activities center around the submission of the proposal document to
the funding agency, subsequent proposal negotiation, and the’ closing-out
of the proposal development project.

OBJECTIVES -

The student in completing this lesson should be able to describe in
detail the activities involved in the termination of a proposal development
effort. The specific objectives of the lesson are as follows:

1. The student should be able to describe in detail the activities
involved in submitting a prgposal document go a funding agéncy.

2. The student should be able to dcscrfﬁc in detail the activities
involved in proposal negotiation.,

3. The student should be able to describe in detail the activities

involved in the closing-out of a proposal development projiect.

f.) AY
A “J 't/'



Pretest

Directions: Please take time to answer caredully the questions given below,
goLlowing the specific dirnections given.

For questions 1 to 4, indicate T (True) i you aghee with the statement
F (Fakse) if you do not.

1. & One last step to be managed before the proposal document is sent to
~ the fundlng agency is securing signatures from the authorized .
officials in the school district.

2. A proposal director should send the original signed proposal copy by
registered mail with a return receipt requested.

3. Acknowledgement by the funding agency of the receipt of the proposal
— document is not made until after the review process has been
completed. ¥

4. As a result of the review process, a proposal document is sometimes

~ modified to incorporate suggestions for modlflcatlon and then resub-
mitted to the funding agency.

Complete the doﬁiouung'étatement.

5. A meeting between representatives of the school district and the funding
agency to make whatever modifications may be necessary to the proposal
project document is called the session.

P
v

s

Cincle the Cetten of the best answer for each of the foflowing quediions.

6. The school district must be sure not to spend or commit money prior to
what point in time in the proposal development effort?

Submission of the project final report.
Mailing the proposal to the funding source.
The effective date of the project.

The negotiation session.

CcCOm>
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7. Management activities such as submitting the proposal document and ne-
gotiating with the funding agency belcng to which phase of the proposal
development effort? '

A. Planning

B. Termination
C. Preparation
D. Operations

Using the List of three activities below involved in the texmination phase
of the proposal devefopment effort, match each with the statement which -
best describes it.

Writing the project history and final report.
Retaining important records and documents.
Releasing personnel of project responsibilities.

Includes retaining a copy of the RFP (request for proposal), proposal
submission guidelines, and proposed project organization chart.

lso ‘.w ow>

Includes ensuring that the proposal project team members have com-
pleted their termination tasks.

10. Includes a description of the tasks that were performed while de-
veloping the proposal. :

Turn the page and check your answers

-
o
l.!’\

o




Directions Following Lesson Pretest

Directions: The nonrect answers to Lesson 9 pretest are Listed down the
night mangin. Check your comrect responsés.

Dinections: 1§ you answered eight on fewer questions True/False
correctly, you have not acceptably demonstrated knowl- 1T
edge of proposal tenmination and should read the Lesson ‘

| abstract and content outline on pages 7 and 8§, 2. T
Then begin the content preséntation by turning to ithe :
Lesson text on page 9. 3 F

4. T

Directions: 1§ you answenred nine or more questions Completio
correctly, you have acceptably demonstrated knowt- omp_etion
edge 0§ proposal tenménation and should read the Lesson|. 5 otiati
azamac,t anddcon,ten,t ouffénehon pages 7 and §, 2. negotiating -
Then 4§ you desine to skip the content presentation, . .
you mag go 50 by pnoceed,éﬁg directly topthe practice Multiple Chp1ce
exencise on page 15, - 1§ you do desine Lo read the 6. A - ~
content presentation, tunn o page '9, : ) B ©

7. A @B C
" Matching
8. A (B C
9. A B (0

10. (A) B C

Number Correct=

£
A
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Lesson Abstract and Content Outline

ABSTRACT |
This lesson deals with f.he fourth and final phase of the proposal
b :I development effort--proposal termination. ﬁe various activities which
» have to be r;\anaged during this phase mclude submitting the proposal
- document, negotiating with the sponsoring agency, seeing that the proposal
development project history and final report are written, ensuring that

important records and documents are retained, and. releasing the personnel

K4

from their proposai development responéibiiities.
. 3
CONTENT OUTLINE
A. The proposal termination phase of the proposal development process
includes activities such as submitting the proposal document,
negotiating with the funding agency, and closing out the proposal
development effort. ' _

B. After school officials have reviewed a "working copy" .ol'f the proposal
and final changes made, formal approval and signatures from school
officials and the project management office are secured.

-

1. The time-consuming process of obtaining form£1 approval
and signatures should be carefully planned, and incorp-
orated into the propesal development project schedule.

2. Copies might also be sent to the state department of
education, or prospective consultants.

3. The proposal may be rejected, categorized as acceptable
subject to certain modifications, or accepted but not funded.

C. . If the proposal is accepted, a negotiating session including the
proposal director and the school district's fiscal officer is
scheduled, to modify the technical, management, or cost plans as
necessary.

1. The "objective"-referenced budget is useful here, siowing
clearly the effect of proposed budget cuts upon project
tasks and objectives.

e
Nl
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2. The end product of proposal negotiation should be a
~ mutually satisfactory grant or contractual arrangement
between the schocl distr},qt and the funding agency.

D. Closing-out the proposal develo;meﬂi effort involves writing a
* project history and final report, retaining important records
and documents, and releasing personnel of proposal development
responsibilities.

1. The project history will detail the tasks performed in
developing the proposal, emphasizing aspects of the
project unique to the proposal development process.

2. Important items which should be carefully retained
include: a copy of the Request For Proposal, commumni -
cations with the funding agency, records of expendi-
tures, and proposal development documents.

3. Release of personmel from proposal development respon-
517 1lities should only occur after team members have
‘conpleted their termination tasks.




Lesson Text

Introduction

Previous lessons in this module have been concerned with three sequential
phases of the proposal development process --proposal planning, preparation,
and operations. This lesson is concerned with the fourth and final phase,
proposal term1nat1on. | |

The various activities that have to be managed in_ order to bring the pro-
posal documeut into its final form were discussed in Lesson 8. This- 1esson
is concerned w1th submitting the proposal document, negotiating with the

funding agency, and closing-out, or ending, the proposal development ‘effort.

Proposal Document Submission

Before a proposal is submitted to a fund ing agency,'it should be reviewed
by the appropriate school officials and receive their formal approval. The
nature of the internal review brocess was discussed in the previous lesson.
After that process has been completed and any suggested changes incorporated
into the final propoéal document, it is usually necessary to secure formal
approvals from the project management office and school officials such as
the assistant superintendent for instruction, the superintendent and the
school board. School board approval may require an appearance before that
body. Even if a personal presentation is not required, it may still be
necessary to have the proposal approval listed as an item on the board's
agenda.

Copies of the proposal document are usually sﬁbmitted to the funding
agency, even when the source of funding is the school board itself. Funding

agencies often request twenty or more copies, of which one or more have

29¢



the original signature of the appropriate school official(sj (often the
superintendent).

The process of obtaining approval for the proposal Jocument and the sighaturés
of the appropriate sch061 officials can be quite time-consuming. Thus, |
the proposal director should carefully plan and monitor this process to eusure
that the approvals and signatures are obtained well in advance of the dead-
line date for submitting the proposal. He should check to see if the deadline
date is the calendar date by which the proposal is tb be post marked or if
it is the date of receipt by tﬁe funding agency.: The original signed copy
should then be sent by registered mail with a return receipt.requested.
The remaining proposal copies can be sent by less expensive means. An ac-
knowledgement of the receipt of the proposal can be expected within a few .
days to cne week. Most funding agencies will return a formal letter ac-
knowledging the receipt of the proposal, stating the processing number assigned
to it, and indicating to whom one should write or phone in the event any
question arises regarding the review and disposition of the proposal. This
letter may not arrive until a few weeks after the proposal is submitted.

In addition to the funding agency, it may be necessary to send copies
to other agencies external tc the local school district. For exampie, if the
proposal is submittea to the federal government for funding, it may also bhe
necessary to send an additional copy to the state department of education.
It may also be advisable to send copies to prospective consultants. The
review process varies with different funding agercies. Some use their
own staff members to review all proposals submitted to them, sane hire con-
sultants or form a review panel, and others employ a combination of these
approaches. When the review process has been completed, the . Tool district will
receive official notification of the rejection or acceptance of the proposal.

ey .,
35;
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Rejection may not be outright. For example, the proposal may be
categorized as being acceptable subject to certain modifications, and a
request that it be resubmitted may be, made. “~ ﬁ .

Full acﬁeptauce may not be outright either. The proposal may be Qccepted
but not funded until more monies become available to the agency. This may

possibly involve waiting until the start of a new fiscal year. If the pro-

posal is accepted for funding on the plamned project start date, the funding

may be conditional upon certain modifications being made in the proposed
project activities and/or budget. Such modifications are discussed in the

section which follows.

Proposal Negotiation

Following notification that a proposal has been accepted for funding,
a negotiation session between representatives of the local school district
and the funding agency is scheduled, either in person or by means of a con-
ference call. It is usually beneficial for the school district to have the
probosal dirvector and the district's fiscal officer present at such negotia-
tion sessions regardless of how they are handled. |

The purpose of the negotiation session is to make whatever modifications
may be necessary to the proposed project's technical, management, and cost plaas.
Usuaily the concern is to clear up issues and problems in the proposal so
that the district can more .successfully complete the proposed project, Both
program (project activities) and budget items may be modified before the
final approval and funding of the proposed project.

The "program', or 'objective'-referenced budget for the proposed project
discussed in lesson 7 can be most helpful during this negotiation process.

The funding agency may want to reduce the amount allocated to a particular

P88
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‘budget category in the line item budget. By referring to the objective-
referenced budget, the effect of this reduction can be interpréted more
readily in térms of its effect upon project tasks that will have to be de-
leted or revised. In turn, the effects upon various project tasks can be
interpreted in terms of reduced or modified project objectives. This kind‘
of information can place the local .school district in a more powerful bargaining’
posit;on when negotiating with the funding agehcy. It also can prevent the °
district and funding agency from unknowingly compromising the cducational

enefits of a project through somewhat arbitrary budget and/or program modi -
ications. |
The final output of proposal negotiation should be a mutu#lly satis- .
factory grant or contractual arrangemeﬁt between the school district and
the funling. agency. This arrangement is then formalized in some type qf
grant award or contract document.. The school district, of course, must be
sure nct to spend money (make binding commitments ﬂﬁ% the performance of
work 6r the purchase of materials, supplies, and equipment) prior to the

effective date specified in the grant award or contract document.

Closing-Out Proposal Development

The closing-out of the broposal development effort involves typical
project termination activities, such as writing a project history and final
report, retaining important records and documents, and releasing personnel
of project responsibilities. Although the nroposal director is primarily
responsible for performing these tasks, it is quite probable that he wijl
want help from members of the proposal development team. These tasks arc

discussed below.

ERIC <859
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] Writing theé Proposal Development Project History and Final Report:-The pro-

ject History provides a documente&, written record of the histbry of the pro:
posal development effort. Properly prepared, it éan be quite helpful to
school district personnel charged in the future with developing proposals.
The project history* should certainly include. a description of the tasks
that were performed in developing the proposal. Particular aspects of the
project that are unique to the pfoposql development procéss should be em-
phasized. For example, comunica ions and relationships with the funding
agency, released time for the proposal development team, and arrangements for
the involvement of parents and other community members in the development of
the pioposal should be.of interest’ to future propqsal directors. “
A project final report for the proposal development effort may or may

"fnot be required. If the préposal develobmcnt project was funded by an ex-

ternal agency under a planning grant, ¢ project final ;;port will most likely

be required. 1f, however, the local school voard '"nicked-up' any costs |

assogiated with the deve10pmeﬁt of the proposal document, a final report mhy

or may not be required by the bsard. The final. report for a proposal develop-

ment project should follow the same format as the final report for any project¥*

. )
Retaining Important Records and Documents.--Whethet or not the proposal effort
was funded by an external source, certain records and documents should be re-
tained. Some impoftant items would be a copy of the Request for Proposal (RFD).

any comunications with the funding agency, proposal guidelines obtainced from

*

A detailed discussion of how to write a project history appears in Llesson 12
of Module 2, Basic Principles and lechniques of Project Management, of the
Educational Project Management Instructional System(EPMIS) .

* % . . . . . . .
A detailed discussion of how to write a project final report appears in lLesson

12 of Module 2, Basic Principles and Techniques of Project Management, of the
Q Educational Project Management Instructtonal System (EPMIS).

29n
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the funding agency,.records of any expenditures, and proposal development
documents such as the work breakdown structure, work flow diagram, organi-
zational chatp, and management responsibility guide. These regords and document-
should bé'storéd for easy access once the proposed project is approved and

funded or when someone needs advice or help in a similar préﬁosal.develop—

ment cffort.

Release of Personnel from Proposal Develobment lespensibilities.--One of the
tasks of the proposal director is to release the proposal team members from
their proposal development responsibilities. In some cases this may involve
releasing persqnnel from employment or transferring. them to other positions
within the school district. In most cases team members will have been per-
forming their proposal development tasks, in addition to.their usual dutics
as regular employces of the school district. The important point for the
proposal director to remember is that he should be sure phat the team mem-
bers have completed their termination tasks before he formally releases

them from their responsibilities. Otherwise, he may find himself left with

all of the "clean-up' activities.

sumnary

The fourth and final phase of the proposal development process is the
termination phase. The primary activities of the phase are obtaining the sig-
naturcs of appropriate school offictals on ther oviginal proposal document,
sending the original and the required mmber of copies of the proposal to the
fun¥ing agency, negotiating the proposal with the funding agency, and typical
project termination activities such as writing a project history and final re-

, port, retaining important records and documents, and releasing personnel of

Q their propesal development responsibilities.

<9y L
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Exercise A

Dirnections: VYou, as proposal directorn, have nrecedved notification from the

‘fundding agency to anrange for a confenence call next Thursday at 4PM. Duwring

that time the aschool distrnict witl be invelved in negotiating the project
contract on grant with the sponson. ' "

The purpose of this exercise 48 to give you experience in making decisions
about what nesources you will need to have on hand fen the negotiation sessdion.
You need to think in terms o4 who shoufd be present, what neference or Supporting
mat%acﬁu you need Lo have on hand and what 3trategy you and your representatives
will adopt. _ ) :

In the following sections, check those key personnel you would ask to be
present, the docrvents you would want to have available, and the strategy you
might elect. When completed turn the £ast page. '

1. Personnel to be involved in conference call. .

__A President of the PTA

__B Subject area Specialist (mathematicsj
__C. Proposal Project Director. |

D Proposed Project Manager

. Busineés Manager, or School Board Treasurer
School Syst_em Attorney

‘Public Relations Director

. Assistant Principal of Sanders Middle School
Coorciinator of Federal Programs

Assistant Superintendent for Curriculum

. Superintendent of Schools

Other

292
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III.
A.
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Documents to be available for reference.

Copy of the Request for Proposal (RFP).
Schedule of school system salaries and wages.
Progress report on the proposal development effort.

" Agency guidelines.

Proposal document.
Other | B .

Other ! 4 ' ‘ .
Other .

Negotiation strategy to be adopted.

No concessions to be made to the funding agency.

Concessions to be made on overall budget but not on schedule éllot_ted
for the project. _ :

Equipment may be leased instead of bought.

Concessions to be made ‘o equipment to be purchased but not on
personnel.

Other
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Exercise A--Solution

Dircerions: You, as -proposal director, have necedived notification grom the
funding agency fo arrange for a conjenence call next Thursday at 4PM, Duadng
that time the school distuict.will be involved Ln negotiating the project
cantract on ghant with the sponson. :

The purposce of this, exercise 43 to géve you expetience £u raking decisions
abeut what resowrces vou Wil need to have on hand for the negotiation scssion.
You need to think 4n teums of who shoutd be prescnt, what reference or Supporting
materials you need 2o have on hand and what strategy you and ‘Jour re- ‘
presental ives will adopt. o

It the following sections, cheek those key personned gou would ask to be presend,
the documents you would want to have available, and the strategy you might elect,
When completed twrn the Last page. |

I. Perscnnel to be invelved in cenference cell.

A. President of the FTA

B. Subject area $pccialist (nathematics)

C. Proposal Project Director

_X D Proposed Project Manager

X E. Business Manager, or School Board Trcasurer
F. School System Attorney

G. Public Relations Dircctor

1. Assistant Principal of Sanders Middle School
I. Coordinator of Federal Progiams

J. Assi:tant Superintendent” for Curriculum

h. Supcrintendent ‘of Schools

L. Other




=

-18-

II.. Documents to be available for reference. &

X A. Copy of the Request for Proposal (RFP).
B. Schedule of school system salaries and wages.
C. Progress report on the proposal'development effort.
D. Agency guidelines.
E. Probosal document.
F. Other
G
H

. Other
. Other

ARRSENE

- III. Negotiation Strategy to be adopted.
; There is no one correct answer to this questicn. It is
a decision made by the proposal director and the representatives of
the school system in preparation for the conference call. A list of

those items on which you would and would not. compromisc should be agreed

upon ahead of time.

e
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- Exercise B

e 4 L
v

Directions: ASs Project Dinector, you have neceived a memc §rom the Pro-
gram Management 0ffice {PMO) requesting information regarding the dis- -
position of personnel, equipment, and materials .involved in the proposal
development effort. Provide-telow {8 a £ist of suggested items which
might be included in a response to the PMO. Check only those items which
you would xepont o the PMO or wiich would be supventive of the
efficient minagement of the Terminalion PRade of the proposal project.

1. Dispoéition of equipment used during the prdposal developnm;t effort. |

2. Retention of duplicate copies of receipts for payment to the con- -
" sultant. , ' E -

3. Copy of RFP on file.

4. Release of proposal team members from their prbpos;ai development
responsibilities. . ‘

5. Retention of proposal guidelines obtained from the ﬁmding agency.
6. Retention of draft copies cf the proposal. '

7. Progress on development bf project history.

8. Memcrandum axmounciﬁg initial meeting of propos‘é..l development team.
9. Transfer of personnel to other positions .i<hin thg school district.

10. Copy of the bill for the conference call for the negotiating session
with the funding agency. ' _ v
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Exercise B--Solution

a-v

Dinections: The connect answens to Exercise B are gLuen beﬂow.
Check your work and then tunn the page.

Dicposition of equipment used during the prdppsal development effort.

N X
Retention of duplicate copies of receipts for payment to the consultant.
Copy of RFP on file. -

Release of proposal team members from their proposal development
responsibilities.

Retention of proposal guidelines obtained from the funding agency.
Rutention of draft copies of the proposal.

Progress on development of project history.

Memorandum announcing initial meeting of proposal developmeﬁt team.
Transfer of personnel to other positioﬁs within the school district.

Copy of the bill for the conference call for the negotiating session with
the funding agency.
4 /
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Exercise C

There are many activities associated with the submission of the
proposal document o the funding agency which “eed Lo be carefully
monitoned by the proposak directon. Presented below are several
possible activities which might occur dwiing this period. Ef&iminate
those which do not deal immediatety with the proposdal submission
process by drawing a Line through them.

1. Conduct the internal review process.

2. Obtain formal approvals from the proper project management
office and school officials.

3. Have the specified number of copies of the proposal duplicated.

4. Send the original, signed copy of the proposal separately to- the
funding agency by registered mail.

5. Pfepare history of the proposal development effort.
6. Send copies of the proposal to prospective consultants.

7.  Check deadline to see if it is the date by which the proposa’
' must be postmarked or the date by which it must arrive at the
funding agency. \ :

‘8. Make sure that ali final documents are complete including the
necessary Appendices (no blank pages inserted by mistake during
the duplication process). _ :

9. Arrange for pick up or delivery of the proposal package to mail
or express office.

10. Send copy of final proposal document to the Superintendent's
office for reference use.
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Exercise C--Solution

Activities 1, 5, and 6 should have been crossed out. The ginst
activity would have taken place well before the actual proposal
submission process began. Reconds will have been kept durning the
counse of the proposal project so that a history of the effort may
be wiitten [Item #5), but the actual preparation will not begin
until after the proposal s submitted. .

ALthough it is very impontant to send a copy of the proposal docu-
ment to prospective consultants (Item #6] in plenty. of time so0 that
they may neview it before starting to work, this activity 48 not
considened pant of the actual process of submitiing the proposal to
the {unding agency.
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Directions and Choices Following the Practice Exercises

Based upon the self-evaluation of your performance on the exer-
cises, yon have edithen:

A. acceptably satisfied the objective of deseribing in
detail the activities involved «n proposal termina-
tion and should now turn to the post-test gound on

page ‘' 24,

References for clditional neading are Listed on page 16 of the Module
Manual.

B. not satisgdied the objective, and should read the Lesson
text beginning on page 9 and then rework any exercises
you did not solve satisfantonily.
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Post-Test

Directions: Please take time to answer carefully the questions géven below,
following the specific directions given. "

) /

Cincle the Letter of the best answer fon each of the following questions. J .

1. Management activities such as submitting the proposal document and ne-
. gotiating with the funding agency belong to which phase of the proposal
development effort?

A. Plamning

B. Termination
C. Preparation
D. Operations

2. The school district must be sure not to spend or commit money prior to
what point in time in the proposal development effort?

Submission of the project final report.
Mailing the proposal to the funding source.
The effective date of the project.

The negotiation session.

cOx >

Fon questions 2 to 6, indicate T (True) 4§ you aghee with the statement
and F (Fakse) 4§ you do not.

3. Acknowledgement by the funding agency of the receipt of the proposal
document is not made until after the review process has been
completed.

4, As a result of the review process, a proposal document is sometimes

modified to incorporate suggestions for modification and then resub-
mitted to the funding agency.

5. A proposal dircctor should send the original signed proposal copy by
registered mail with a return receipt requested.

6. One 1a3t step to be managed before the proposal document is sent to

the funding agency is securing signatures from the authorized
officials in the school district.

‘?(11
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Complete the following statement.

7. A meeting between representatives of the school district and the funding
agency to make whatever modifications may be necessary to the proposal
project document is called the . session.

lUsing the List of thiee activities betow involved in the tenmination phase
of the proposal development effort, match each with the statemeni which
best describes it. . : :

. Writing the project history and final report.
Retaining important records and documents.
. Releasing personnel of project responsibilities.

Includes retaining a copy of the RFP (request for proposal), proposal
submission guidelines, and proposed project organization chart.

Includes ensuring that the proposal project team members have cam-
pleted their termination tasks.

10. Includes a description of the tasks that were peiformed wnile de-
veloping the proposal. :

Turn the page and check your answers
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Directions and Choices Following Lesson Post-Test

Dinections: The comrect answens to Lesson 9 posi-test are £isted doum
the right margin. Check your correct hresponses.

1
Dinections: 1§ you answered eight or Less questions Multiple Choice
comnectly, you have not acc Ly demonstrated knowl-
edge of proposal termination and should select one ox 1. A @8) C
mone of the foLlowing courses of action. . :
_ : ” 2. A B (C)
1. Read the Lesson text beginning on page 9, .
. True/False
2. Rewonk the fLesson post-test.
L 3. F
Dinecticns: 1§ you answered nine or more questions 4. T
correctly, you have acceptably demonsitrated knowledge
04 the proposal tenminalion process. Regerences 5. T
fon additional reading are Listed on page 16 of the 6.
Module Manual. _ : - T
’ Completion

7. negotiating
Matching

8. A (B) C
0. A B @
10. (A) B C

Number Correct=

Termination Instructions

The Lesson on proposal tenmination 48 now completed.
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