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FOREWORD
This counseling and guidance prosm series is patterned
after the Performance-Based Teacher Education modules
designed and developed at the National Center for Research
in Vocational Education. under Federal Number NE-000-3-77
Because this model has been si iccesefully and enthusiastically
recieved nationally and internationally, this series of modules
follows the same basic format

This module mune of a series of competency-based guidance
program training packages focusing upon specific professional
and paraprofessional competencies of guidance personnel
The competencies upon which these modules are based were
identified and verified through a project study as being those
of critical importance for the planning. supporting. implement-
ing operating and evaluating of guidance programs These
modules are addressed to professional and paraprofessional
guidance program staff in a wide variety of aducabonal and
community settings and agencies

Each module provides learning experiences that integrate
theory and application. each culminates with competency
referenced evaluation suggestions The materials are designed
for use by individuals or groups of guidance personnel who
are involved in training Resource persons should be skilled in
the guidance program competency being developed and
should be thoroughly oriented to the concepts and procedures
used in the total training package

The design of the materials provides considerable flexibility
for planning and conducting competency-based preservice
and inservice programs to meet a wide variety of individual
needs and interests The materials are intended for use by
universities, state departments of education. postsecondary
institutions. intermediate educational service agencies. JTPA
agencies. employment security agencies, and other commu-
nity agencies that are responsible for the employment and
professional development of guidance personnel

The competency-based guidance program training packages
are products of a research effort by the National Center's
Career Development Program Area Many individuals. institu-
tions. and agencies participated with the National Center and
nave made contributions to the systematic development.
testing. and refinement of the materials

National consultants provided substantial writing and review
assistance in development of the initial module versions over
1300 guidance personnel used the materials in early stages of
their development and provided feedback to the National
Center for revision and refinement The materials have been
or are being used by 57 pilot community implementation sites
across the country

Special recognition for major roles in the direction develop-
, ment. coordination of development. testing. and revision of

these materials and the coordination of pilot implementation
sites is extended to the following project staff Harry N Drier
Consortium Director. Robert E Campbell. Linda Pfister.
Directors; Robert Bhaerman. Research Specialist Karen
Kimmel Boyle. Fred Williams. Program Associates. and Janie
B Connell, Graduate Research Associate

Appreciation also is extended to the subcontractors who
assisted the National Center in this effort Ors Brian Jones
and Linda Phillips-Jones of the American Institutes for
Research developed the competency base for the total pack-
age. managed project evaluation. and developed the modules
addressing special needs Gratitude is expressed to Or.
Norman Gysbers of the University of Missouri-Columbia for
his work on the module on individual career development
plans Both of these agencies provided coordination and
monitoring assistance for the pilot implementation sites
Appreciation is extended to the American Vocational Associ-
ation and the American Association for Counseling and
Development for their leadership in directing extremely impor-
tant subcontractors associated with the first phase of this
effort

The National Center is grateful to the U S Department of
Education. Office of Vocational and Adult Education (OVAE)
for sponsorship of three contracts related to this competency-
based guidance progiam training package In particular. we
appreciate the leadership and support offered project staff by
David H Pritchard who served as the project officer for the
contracts We feel the investment of the OVAE in this training
package is sound and will have lasting effects in the field of
guidance in the years to come.

Robert E Taylor
Executive Director

National Center for Research
in Vocational Education

THE NATIONAL CENTER

FOR RESEEfRiCollstIVOCATIOAL EDUCATION

1960 KENNY ROAral.UMBUS. OHIO 43210

he National Center for Research in Vocational Education's mitt
soon is to increase the ability of diverse agencies, institutions, and
organizations to solve educational problems relating to individual
career planning, preparation, and progression. The National Center
fulfills its mission by

Generating knowledge through research.
Developing educational programs and products
Evaluating individual program needs and outcomes.
Providing information for national planning and policy.
Installing educational programs and products.
Operating information systems and services
Conducting leadership development and training programs.

1110.1011.

BELLI-HOWELL
Publication Systems Division
Publication Products

Bell & Howell, Publication Products, is one of two operating units
that comprise Publication Systems Division. Based in Wooster,
Ohio, Publication Products specializes in the production and repro.
duction of newspapers, periodicals, indexes, career information
materials and other widely used information sources in microform,
hard copy and electronic media.
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ABOUT USING THE CBCG MODULES
CBCG Module Organization

The training modules cover the knowledge, skills, and
attitudes needed to plan, support, implement, operate, and
evaluate a comprehensive career guidance program. They

are designed to provide career guidance program im-
plementers with a systematic means to improve their
career guidance programs. They are competency-based
and contain specific information that is intended to assist
users to develop at least part of the critical competencies
necessary for overall program improvement.

These modules provide information and learning ac-
tivities that are useful for both school-based and
nonschool-based career guidance programs.

The modules are divided into five categories.
The GUIDANCE PROGRAM PLANNING category assists
guidance personnel in outlining in advance what is to be

done.
The SUPPORTING category assists personnel in know-
ing how to provide resources or means that make it possi-
ble for planned program activities to occur.
The IMPLEMENTING category suggests how to conduct,
accomplish, or carry out selected career guidance program
activities.
The OPERATING category provides information on how

to continue the program on a day-to-daybasis once it has

been initiated.
The EVALUATING category assists guidance personnel
in judging the quality and impact of the program and either
making appropriate modifications based on findings or
making decisions to terminate it.

Module Format

A standard format is used in all of the program's
competency-based modules. Each module contains (1) an

introduction, (2) a module focus, (3) a reading, (4) learn-
ing experiences, (5) evaluation techniques, and (6)
resources.

Introduction. The introduction gives you, the module
user, an overview of the purpose and content of the
module. It provides enough information for you to deter-

mine if the module addresses an area in which you
need more competence.
About This Module. This section presents the follow-

ing information:
Module Goal: A statement of what one can ac-
complish by completing the module.
Competencies: A. listing of the competency
statements that relate to the module's area of con-
cern. These statements represent the competencies
thought to be most critical in terms of difficulty for
inexperienced implementers, and they are not an
exhaustive list.

This section also serves as the table of contents for the

reading and learning experiences.
Reading. Each module contains a section in which
cognitive information on each one of the competencies
is presented.
1. Use it as a textbook by starting at the first page and

reading through until the end. You could then

4

complete the learning experiences that relate to
specific competencies. This approach is good if you
would like to give an overview of some competen-
cies and a more in-depth study of others.

2. Turn directly to the learning experiences(s) that
relate to the needed competency (competencies).
Within each learning experience a rea ling is listed.
This approach allows for a more experiential ap-
proach prior to the reading activity.

Learning Experiences. The learning experiences are
designed to help users in the achievement of specific
learning objectives. One learning experience exists for
each competency (or a cluster of likecompetencies), and
each learning experience is designed to eta nd on its own.

Each learning experience is preceded by an overview
sheet which describes what is to becovered in the learn-

ing experience.
Within the body of the learning experience, the following

components appear.
Individual Activity: This is an activity which a person
can complete without any outside assistance. All of the
information needed for its completion is contained in

the module.
Individual Feedback: After each individual activity
there is a feedback section. This is to provide users
with immediate feedback or evaluation regarding their
progress before continuing. The concept of feedback
is alto intended with the group activities, but it is built
right into the activity and does not appear as a separate

section.
Group Activity: This activity is designed to be
facilitated by a trainer, within a group training session.

The group activity is formatted along the lines of a
facilitator's outline. The outline details suggested ac-
tivities and information for you to use. A blend of
presentation and "hands-on" participant activities such

as games and role playing is included. A Notes column
appears on each page of the facilitator's outline. This
space is provided so trainers can add their own com-
ments and suggestions to the cues that are provided.

Following the outline is a list of materials that will be
needed by workshop facilitator. This section can serve
as a duplication master for mimeographed handouts
or transparencies you may want to prepare.

Evaluation Techniques. This section of each module con-
tains information and instruments that can be used to
measure what workshop participants need prior to train-
ing and what they have accomplished as a result of train-
ing. Included in this section are a Pre- and Post-Participant
Assessment Questionnaire and a Trainer's Assessment
Questionnaire. The latter contains a set of performance
indicators which are designed to determine the degree of
success the participants had With the activity.

References. All major sources that were used to develop
the module are listed in this section. Also, major materials
resources that relate to the competencies presented in the

module are described and characterized.



Career guidance is a rapidly changing field requir-
ing you to be constantly on the lookout for sup-
porting the best possible services for your clients.
If you are fortunate, you have the available
resources to fully support all the necessary career
guidance services. However, most of us are not so
fortunate and must seek funding support for spe-
cial projects or services which enable us to add
that margin of excellence to our programs.

The successful pursuit of external funding is fast
becoming the mark of an effective program man-
ager. Identifying potential sources for grant or
contract funds and developing a winning pro-
posal to acquire needed funds is a skill you must
have if you expect to maximize your impact on
clients. How many different sources of potential
funding can you identify? How many different
sources of support do you have in your program?
Have you had success in developing winning
grant applications?

The purpose of this module is to provide you with
the skills to become a successful proposal writer.
The skills are surprisingly simple to learn and
generalizable to many different career guidance
settings. By starting small and building gradually,
you can easily increase external private sectors a:
local, state, and national levels. You can begin to
open this vast potential for funding support by
completing the reading and learning experiences
detailed in this module.

Proposal development skills are important for
career guidance personnel to have because they
can provide--

the potential for program expansion and
excellence;

5

INTRODUCTION

a program with multiple sources of support,
thus lessening the impact of the loss of any
one source of support;

an avenue for the professional development
of staff through conferences, publications,
and professional associations; and

increased career mobility for the career guid-
ance professional.

There are a number of steps in the proposal
development process (writing the grant applica-
tion does not occur until late in the game). The
basic steps are as follows:

1. Reading the legislation or foundation docu-
ment that is the ultimate source of funding
support.

2. Studying the associated rules and regula-
tions that specify eligible applicants and
allowable activities.

3. Obtaining program information packages
from the public or private funding source.

4. Contacting the people In charge of funding
programs to "try out" your ideas for support.

5. Developing a proposal outline or prospec-
tus for the funding agency to examine.

6. Writing a full proposal if the preceding steps
indicate a good chance of success.

7. Following up on unsuccessful proposals or
implementation of projects.



Maintaining Sources of Support

The number and variety of external sources of
potential support are astounding. More than 60
federal agencies annually make grants in excess
of $75 billion. There are more than 26,000 private
foundations providing grant support that also
amounts to billions of dollars annually. Certainly

READING

there is no difficulty in identifying potential
sources!
However, it is clear that you must bring structure
to this vastness or your research for support will
be random at best. Sample 1 is a matrix that may
be helpful for recording these support sources.

Sample 1

7
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In order to focus on the sources of support that
would most likely be appropriate for you and your
organization, keep these points in mind.

1. The amount of funds available from public
governmental sources is much more than
that from the private sr'ctor (foundations.
industry).

2. Public agencies or institutions generally are
more successful in acquiring funding for
public sources, and private agencies or
institutions are more successful with private
sources.

3. There are generally more funds available
from national and state sources than from
local sources.

4. Local sources tend to focus on localized
needs and problems. State and national
sources may require your efforts to be less
specific or more in line with their goals.

By using the matrix approach to potential funding
sources you can examine your own situation and
.decide which "cells" are most appropriate to your
purposes. For instance, a local YMCA interested
in the career development of junior high students
would probably begin by focusing at the local
level and seek private support. This initial deci-
sion gives direction to the "Y" staff as to where to
begin in its personal contacts and phone calls.

Most agencies or institutions will place them-
selves in different cells of the search matrix at
different times depending upon the type of guid-
ance activity they have in mind and their success
or failure with given funding sources in the past.
Therefore the file of support sources will be
varied as to source and level.

How do you determine which documents you
need and which people or agencies you should
contact? Try the following techniques:

1. In reading your professional journals or
newsletters, look for--

a. legislative notes on new or existing legis-
lation that has provisions affecting your
sector,

b. articles on interesting projects that have
already been supported by public or pri-
vate funds, and

c. bibliographic entries that cite sponsored
projects in career guidance.

2. Contact your colleagues to seek their advice
on funding sources. You may find occa-
sional resistance here, because some peo-
ple may regard their sources as proprietary.

3. Read your local newspaper with an eye for
local, regional, or national efforts for which
monies have been made available.

The above three activities are always being con-
ducted by the successful proposal writer--you
must always be "tuned in" and "keep your ear to
the ground." The game of external funding is run
on a fast track.

As potential sources of funds are located, you
should then--

1. write your public representative to get a
copy of the federal or state law;

2. write for a copy of the foundation reports;

3. contact the foundation or public agency to
obtain specific rules, regulations, and appli-
cation materials if appropriate; and

4. contact program people to try out your
ideas for sponsored projects.

Contacting people is an effort that never stops in
the building of your file. It is an ongoing activity
vital to your success in acquiring grants and con-
tracts for your career guidance programs.

Resource documents are widely used by many
groups and agencies and should be considered.
Sample 2 displays some of these documents.

8 10
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Developing a Rationale

The preparation of a problem statement is the
first major activity in defining a career guidance
program need. It is quite often the most difficult
yet some would say the most important activity in
the proposal development process. Developing a
concise problem statement gives direction to the
proposed effort and communicates clearly to
prospective funding agencies.

A problem situation is based on one or more of
the following facfg)rs:

1. A perplexing state

2. An undesirable consequence

3. A conflict which renders the selection from
a set of alternative courses of action
debatable

The solution or proposal for change suggests
actions that--

1. clarify the perplexing state.

2. alleviate the undesirable consequence, or

3. resolve the conflict and help delineate the
most appropriate course of action.

A problem statement, referred to by some as the
statement of need, is designed to explain what
needs to be done and why (Axelrod 1978). Essen-
tially you are identifying a gap between "what is"
and "what ought to be," and will be proposing a
method for the closing of this gap.

As you develop your problem statement, which
may become part of a full proposal at a later date,
you must present a convincing case for support.
Try the hints below.

1. Be specific in the definition of the problem.
You cannot cure the ills of the world with a

11

few thousand dollars ;n 1 year. Limit the
problem by focusing on--

a. a specific client group,

5. a particular career guidance problem,
and

c. association with a given agency (school,
hospital, industry) which can serve the
target group.

2. Document the problcm with factual infor-
mation if it is available. Cite similar efforts
for related client groups in your area or
across the country. Snow you are in touch
with the "t, to of the art" with regard to
career guidance services to the group in
question. It can be very embarrassing to
discover that an identical effort has been
supported in a neighboring town and you
did not even know about itl

3. If there are other individuals or agencies
that share your view of the problem and your
proposed solution, seek letters of support
from them. Consider using them as a formal
or informal advisory group to help in the
development of your proposal--and if funded,
to provide direction and advice to the proj-
ect. Funding agencies like to see collabora-
tive planning--it shows you are working
together and not duplicating services or
wasting resources.

4. If you have had previous experience serving
the group in question or using a given
approach for a different group, highlight
this capability. It demonstrates you have a
successful track record and should encour-
age the funding source to "go with a winner."

5. Speak to the generalixability of your pro-
posed effort. Will your efforts, if successful,

13



have implications for similar clients in other
settings. If the solution of your problem has
transfer potential to other people in other
places, this makes your project of interest to
state and national agencies.

The problem statement should flow aturally into
s our statement of goals and objectives for your
project.

Speak to the benefits of your actions in terms of--

individual growth in learning or attitude
development,

efficient and effective program operations,
and

societal and community benefits

Selecting Funding Sources

Using the resources that you developed under
Competency 1, you can now identify a number of
potential funding resources. The narrowing of
this list to a manageable few that are good pros-
pects is the next step.

One approach is to ask yourself a series of ques-
tions about the project you have in mind. In this
way you can rule out certain sources and high-
light other positive prospects. Sample. 3 lists
some of these questions.

Sample 3

12
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Once a limited number of potential sources for
funding have been identified, you should begin to
make personal contacts with each agency. This
personal contact cannot be overemphasized.
Funding agencies are operated by concerned
professionals who are serious about achieving
maximum results with their limited resources.
They want to have confidence in those projects
they support and the individuals who operate
them.

During the personal contact you can request
more specific infcrmation about the application

process and request the contact person to give
you feedback on your ideas for a project. Most
program people are very willing to do this and can
provide you with helpful hints as to what "they
would really like to see" in a proposal.

After these contacts are made, you should have a
good idea of where your best chances are--and
you have not even written a proposal yet!

Good proposal writers do not develop a full pro-
posal until they are quite confident of its chances
for funding.

Writing a Proposal Outline

Quite often you will be developing a proposal
outline at the same time you are making the per-
sonal contacts to identify likely funding sources.
A clear and concise outline of what you have in
mind provides a good agenda for your discus-
sions with potential funding sources and also
helps you identify areas where changes need to
be made.

It is important to involve others in the develop-
ment of your summary outline because they can
assist with good ideas and creative ways to
implement a project. Also, it is good politics to
keep everyone informed at each stage because

13

you will eventually need their support and assis-
tance to successfully implement your project.

There are a number of approaches you can take
in developing a summary outline for a proposal.

One approach is to use the "Innovations Evalua-
tion Guide" (Hull 1974) developed by the National
Center for Research in Vocational Education.
This pamphlet poses a number of questions con-
cerning your ideas and the answers will assist you
in translating these ideas to concrete program
components. Sample 4 is taken from the "Innova-
tions Evaluation Guide."

15



Sample 4

Summary Outline

Benefits

Ind Ividvel Pupil OrM0111

Asti 0100114

What effect Will the innovation have on the rate of student learning?

IM(01,10:-Leersinit

. HowdoeliiteinitOValtiirih.finikOt the number and type of learning experiences and/or skills
to

1 Melia
,

What 0,0 on, can,* attribUtod to the innovation (Li., community, students,
teachers. Are there Silty experiences that assist the students In the
develop their lielfweeheePte end their abilities to relate to other individuals?

Program Oporallefts

walosinoy

What information Ii Miaitiliblithlit will allow a Oost-bencflt analysts of the innovation? How
does this analysis compare to the present stet s or other alternatives?

ffeetiveriess

What evidince indittatet the Innovation :can 4411'44 the required objectives to our
satisfaction?

Society and the loonemy

Entry and Alvaneement In an Dissipation

What effect does the Innovation have on Increasing the opportunities to acquire job entry
skills? Does the Innovation include activities that will contribute to promotionand satis-
faction on the job?

EconOntie and Sosial tfAolenoles

What effect will the innovation have on productivity and costs to society In relation to such
items as wages, occupational mobility, and school dropout rate?

14
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Social Values

What attempts will be made to create an awareness of society in the stsid#0
teaching of concepts concerning institutions, laws, cultures, and so

Community levelveMent

What benefits will accrue to the school and community Mier
What effect will the innovation have on such items at 100hOokanct00
the public image of the school?

Credibility

Validity

What evidence indicates that the innovation can achieve ite,

NellabiNty

Where has the innovation been tested previously? How similes'
situation?

Assurance Contract

Warranty

To what extent does the developer or promoter warrant the
Who is responsible for ensuring the services of the innOveticl

What types of consultation and services are provided by the s
the product?

Costs

Funding

Costs %,

What is the cost per unit over time? Will the innovation invo

Sources of Dollars

How can the innovation be funded? Must the cost be bptfl
available wholly or in part from state, federal, or public lours*.
are the possibilities of reallocating present budget items to Is

15
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Ava Nobility of 0094 rl

What promisees or ptocedurml must be followed to acquire the necessary' funding? Is the
Wog 04040001 IOW In a 0011ition to. Upend Its Own money and be reimbursed later,
Or ttiii#1. fro, *Wren evailabie plot to expenditures?

100

or*
IP, taiatilioIlOmi

Monatlich time must be devoted to planning by.
during each week?

OflerallOn Time

What amount Of time is required by the innovation in daily pMpistien,, classroom activi-
NW, meetings, and so forth?

gyaNail Comiderallons

*leer, coordinator, or administrator

What charaoteristics of the innovation dictate that it be installed at a particular time during
the calendar or academic year?

Installation Considerations

Aeeeplenee

What barriers can be anticipated from the community, school personnel, or students
concerning the installation of the innovation?

16
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ry for successful operation of the innovation? Do
of the Community?

$1. e

Icipment of Certain role attitudes, skills, and
Petionner? Is the present staff capable of

lopMent necessary for the success of

If not, what physical facilities are necessary to house the

for Installing the innovation?

item of equipment or their components necessary for the operation
and SUC041111 Of th innovation?

SOftWilte.

What Supplies are necessary for the operation of the innovation?

/1.

tequire :Clos *. proximity to ongoing programs or
.141 separate.location desirable?

ed *Nos for the innovation (i.e., donation, pur-
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Budget Requirements

Personnel costs of administrative program and clerical staff and consultants

Oscines costs of building space. equipment, supplies.

Operating expenses of travel. communications, overhead.

Say plo 5 presents another approach to developing a proposal outline.

Proposer's Name:

Address:

Sample 5

Proposal Outline

Title of Proposal:

1. Describe your propoeisd project.

2. List the project goals or objectives.

3. Discuss your plan of *MON

4. Give the implications of

5. If research is proposed, ISA A

6. Conduct a literature Search lilt nOt
oftl.,

,7. Has this project been discussed, with iStillff Ohmic
funding groups? If answer is yes. list eons*.

8. Has any prior work been done in this area bf.theirilteinfge106,
so. please explain. (Attach vitae if available.)

9. Determine the proposed time frame for the project/ include Piro
dates.

19

21



fg;,.ly

f, t.7-,,,,s 1; '' ,'1 - - ,.,,..,

1:1........

.,,
'7,11 ''?',,i:Ph:4,1 '
'1 l'''''t Iv- ' s ' it. ',. ' ,,

'
f, ' .,, t., , , 't., ";,. :,:,,,;':),ZS,!- i

:.., 4!
.,,p)4, .,:. ,+;,:c45,1', ,.,
.Nr#S' ..,
'''`i$:;i .

Alt-A.'

Drafting a Budget

The preparation of a realistic budget that relates
directly to a proposed project is a critical activity.
You must be sure to identify all the direct and
indirect costs that would be required to complete
your proposed project.

If and when you prepare a full proposal, the fund-
ing source will require a detailed budget. The

Pr rtened

Enter hors agligasSolialerii Ar stefeesieftel, and Medea, oasts. Professionals are
usually figured on a Wiry balls, with clerical staff figured on an hourly basis.

budget categories may change a bit from agency
to agency, but all require essentially the same
information. In planning your budget you may
wish to be generous in your estimates. Generally,
specific budget line items are negotiated before a
final funding agreement is reached.

Sample 6 outlines major budget categories.

Sample 6

OS
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Competency II

Drafting a Full Proposal

Produti.a fliat draft of sloh asotiOn of the proposal
that COnlififOnt W.Ith,:ths Ouldailnas of the funding
**utak 'submit:the draft to quailfloid rsviawers, and
make necessary revisions.

Finally! You are now at the point of writing a full
proposal for funding a career guidance program
effort, With all the preliminary work accomplished
(potential sources, most likely source, problem
definition, proposal summary, and tentative bud-
get), the writing of a proposal is merely putting

"flesh on the skeleton" that you have already
constructed.

Axelrod (1978) has an excellent synopsis of the
major components to be found in a complete proj-
ect proposal. Sample 7 presents her approach in
its entirety.
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in statement of problOin

IV. Provram objective's ,

V. Plan of action

VI. Staff

VII. Facilities

VIII. Evaluation

IX. Budget

The format of the proposal is dependent upoh the specific criteria ilieuedi
and existing guidelines should be followed closely. In the absenCeOte
one shown above may serve as a Useful guide.

Li
Information to be provided by each major Component is ONO

Title page. The reviewers' first. impressions about-the
proposal title. In order to make their initial reaCtloh
brief, yet descriptive. Other information ,that medal° 1110,
(1) the name and address of the applicant, (2) the egfontivieiehtei,
submitted, (3) the 'inclusive dates of the proOosed Wort* th*
requested, and (5) the signatures of persOnnel who are author t
documents.

t"411.4.,

Proposal abstract. A proposal abstract is a brief summary of the ststp.lefltOf
objectives, strategies, and expected outcomes of the proposed plan i Oft0i5d,beyt
as concisely and accurately as possible, in most cases, the prOp011ei 00$010t 0041*
exceed 260 words. Proposal abstracts or summaries are frequetirjeinpUt into
information system databases. The descriptions provided by.Info dielintinshoh
agencies are likely to be more accurate if a largo amount of editing IS henNOulred.



Statement of problem. This section of the proposal is designed to explain what needs to be
done and Inv. The problem, statement deilmits the specific problem area and offers a
promising solution. It is of utmost imPortance that the description of the need is closely
related 0 ill.00.1000010 and Vok1401,401 41110011)00 to :liter sections of the proposal
defhtientrfn040#00111140$00.fiSAVO104:10010-0.010.61160 :Of pfesentilig a need that is.

ifvt ,objeOthies ited theOleit.10writing
4A1441;4i US* vino

01100bierit area.

4446.Agmarlovi opsk-44,
_we**

4,,,,ta."' N/94. t

of the
purpose of the
Um. Tho siliti,bli$11101
important g

0
uns

is difficult to
almost impossible to

This section of the prostO0afterbeatineAticritai ,

agencies--beCause of the driMiirtit for acoOUniability. It additl0 to MO: bbjObliVeS
serve In evaluation, they provide the framework tor the seieCtiOn oftIpproprkite strategies,
personnel, and .resources. VieltIonttlin program objectives *Ill sPetlifif the'cfeeife0.0tlt,
come, a particular time !rani*, end a Mini lnum levet of acceptability. The auttieSSfill
grantsperson will follow these criteria to help ensure that the proposed Objectives are:
reasonable.

Plan of action. One way to IntrOducii this section, which spells out how the Identified
objectives will be met, is to describe the overall approach for the project. This overview is
used to present the project design in general terms.

At this point, it is Important to keep in mind that the various proposal components are
interrelated. The problem statement provided the answer to the "why"; program objec-
tives, the "what"; and the plan of action must next answer the "how."
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In other words, this section should be devoted to a description of the location and the
nature of facilities that will be used specifically for the proposed project. If facilities are to
be leased, it is important to explain the terms of the lease and to justify the request for
leased facilities.

Within this section, the applicant should also describe the major equipment that is needed.
An outline of what the agency already has and what it is requesting to purchase should be
described.

Evaluation. The evaluation design for the proposed project should serve to provide useful
information to the project manager and the appropriate funding agency--both will be
responsible for making decisions about the project. In addition, the evaluation should be
designed to determine whether the program accomplished Its purpose.

The starting point of a good evaluation design is the program objectives. There are several
items that should be described in relation to each program objective or, where the same
means of evaluation are used, for a group of related objectives.

These items include (1) the evaluation information that is needed, (2) the purposethat the
information is intended to serve, (3) the source of information, (4) the means for obtaining
the needed information, and (5) the means of analyzing and reporting the information.
Other important elements to include in the evaluation plan are the identification of
responsibility for the evaluation, how often or when the evaluations will be made, and what
will be done with the evaluation results.

If the evaluation is to be conducted by someone external to the program staff, it is essential
that early collaboration between program staff and evaluators is documented.

The evaluation section of a proposal is frequently the one that reflects the least thought
and planning. Statements such as "an appropriate evaluation design will be planned by
experienced evaluators" art. antithetical to a winning proposal.

Budget. The preparation of a budget to accompany the detail( d project plan may be
viewed best as the translation of other sections of the proposal into the common denomi-
nator of dollars. The budget should be based upon the stated program objectives and the
plan of work.

Most funding agencies require a detailed program budget for the first full-year of funding.
If the proposed project is to be of longer duration, estimates by budget categories for the
succeeding years are generally adequate.

In planning all budget estimates, the experienced grantsperson keeps in mind that all
proposed budgets may have to be cut regardless of program merit. Although not an
openly recognized practice, budgets are frequently constructed on higher estimates of
cost than may actually be anticipated.

The funding agency may have specific forms for submitting budget requests. Most often,
the categories include the following:

Personnel
Employee Benefits
Travel
Supplies

27
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Equipment
Communication
Services
Indirect Costs
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Learning Experience 1
Maintaining Sources of Support

OVERVIEW



. Prior to starting this activity, read Competency 1 on page 7. In this activity you will ask yourself a series
of questions regarding the who, what, when, where, and why of your activities and those of your
organization. The purpose of this "self-check" is to define your place in the world of career guidance in
terms of your base of operations, the clients you serve, and the services you do or could provide.

1. Public or private?

2. Urban or rural?

3. Type of institution?

4. Clients served?

5. Age level?

6. Sex?

7. Handicapped?

8. Disadvantaged?

9. Type of services provided?

10. Professional groups to which you belong?

11. Journals you receive?

With the above questions answered, review sample 2 on page 9 to determine the documents that would
be most useful for you to have in your resource file. Make a list of these documents.

Also, identify four colleagues in your field whom you can contact to discuss grant-related activities.

30 32



Compare the list of resource materials that you selected for your resource file with those of other
individuals. Try to identify a person who is from a like or similar environment to see if you agree on the
best resources available.

Note: The following outline is to be used by the workshop facilitator.

Facilitator's Outline Notes

A. Starting Point

1. Indicate that the participants will be
working in small groups to use re-
source materials in locating poten-
tial sources of support for grant
proposals.

2. Review with the participants the mate-
rials or resource documents avail-
able to them in their search. Make
reference to sample 2 on page 9.

Catalog of Federal Domestic
Assistance
Federal Register
Copies of selected legislation
Copies of selected journals
The Foundation Directory
Career Education: A Handbook
of Funding Resources
Catalog of Local Foundations
Annual Register of Government
Support
Other special documents that may
relate to the particular workshop
audience

31

Sample copies of some of these documents are
found in Modules CG B-1, Influence Legisla-
tion and CG B -5, Use and Comply with Admin-
istrative Mechanisms.
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Facilitator's Outline Notes

B. Small-Group Work

1. Have participants work in small
groups to identify probable sources
for support for one of the following
problems.

Problem 1

You are with an adult basic edu-
cation program in an urban area.
Funds are provided for the basic
skills, but support for career test-
ing and guidance is minimal. Most
of your clients are nonminority,
middle aged, and balanced be-
tween males and females. Some
are economically disadvantaged.
Your base of operation is a local
vocational school. Hunt for poten-
tial sources of funds.

Problem 2

You are in a rural area of an agri-
cultural state where the small
farms being bought out by large
corporations. The youth of this
area have had little variety in career
exposure but their work habits
and attitudes are good. Search for
support for a career exploration
program for these young men and
women.

2. Reconvene groups and ask them to
discuss their responses.

3. Point out that many potential sources
of funds can be easil, identified. The
next step of personal contact will
reduce the list substantially. One
should never "shotgun" a proposal
to all potential sources.

If possible have two different groups working
with each problem to see what similar/different
sources are identified.

32
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Learning Experience 2
Developing a Rationale

OVERVIEW
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uktiMO0 problem your clients face and list the

Review the reading for Competency 2 on page 11. As mentioned, your ability .to sense a perplexing
state, conflict, or discrepancy between "what is" and "what ought to be" is a critical step in developing a
request for external funding. However, many people can sense a problem, but are unable to articulate
the state of affairs beyond a fuzzy notion that "something is wrong and something ought to be done
about it." Define the need and identify a noble goal to right the need and you have the key ingredients
for a successful proposal.

Think of the client group you serve and the biggest problem they face that could be alleviated through
career guidance? Complete the following worksheet.

1. State the client group.

Worksheet

Problem Statement

1
2. State a problem they face

3. If this client group were to overcome this problem, how would you know it? What would be
happening?

4. What's happening to the client group now?

5. What facts and figures can you get to document the problem?

6. Who else in your community or profession can attest to the problem?

7. Have you or others had success with this client group in the past?

34 36



Now develop a clear and concise (no more than 100 words) statement of the problem. What goal would
you set for the resolution of this problem?

35
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Does your problem statement specifically identify the target population to be served?

Is the problem statement clear, concise, and understandable? Have someone read it and try to explain
what they think you mean. Is the feedback what you expected?

Have you used data and "authorities" in the field to help provide evidence for the problem?

If the goal is achieved, will the problem be solved?

Note: The following outline is to be used by the workshop facilitator.

Facilitator's Outline Notes

A. Starting Activity

1 Divide the group into 2 groups of up
to 10 participants each.

2. Indicate they are both going to work
on the same situation for the pur-
pose of developing a problem and
goal statement.

3. Indicate that the final activity will be
presentation by one member of the

group. The purpose of the presenta-
tion is to present the most forceful
and convincing statement of the
problem. The facilitator will declare
a "winner" with reasons for his or
her judgment.

B Small-Group Work

1 Have each group complete the hand-
out. Problem Situation on page 37.

2 Reconvene groups and ask each
one to present its problem state-
ment and goal.
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Handout
Group Number

Problem Situation

Students in the high school are dropping out.of school before graduation. Their rate of unemployment
is high and their job mobility is also high.

You are to operationalize this problem situation with real or plausible facts and figures. Also, develop a
goal to solve the problem. Review the reading for Competency 2 on page 11.

Problem Statement:

Goal:
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Learning Experience 3
Funding Sources

41

OVERVIEW



As you have probably discovered, it is easy to locate a number of funding sources that seem, at first
glance. to be likely prospects for your career guidance proposal. In fact, your chances of success will
depend largely on your ability to narrow this list to a few that closely match your proposed project.

The narrowing process is really a refinement of the approach for identifying potential sources of
funding covered under Competency 1. Review the readings for Competency 1 on page 7 and Compe-
tency 3 on page 12.

Given that you have an idea for a particular grant application for your career guidance program efforts,
use the resources in your library to select two public and two private sources for funding that seem to
show good promise. Give reasons for their selection.

Remember to use specific descriptions about your project to help narrow the list.

40
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Have you selected two public and two private agencies?

Did you consider the following factors?

Type of institution with which you are associated
Geographic location
Client group by age, sex, handicap, and so forth
Particular service to be provided

Did you use any other unique characteristics of your potential project to help narrow the choice? If so,
what was this factor?

Sy

NW, 0111M111.1111111111

Note: The following outline is to be used by the workshop facilitator.

Facilitator's Outline Notes

A. Setting the Stage

1. Indicate that personal contact with a
potential funding source is critical
for two reasons.

You can determine if your grant
idea meets their criteria for
support.
You have an opportunity to build
rapport based upon your capa-
bility to perform career guidance
work.

41



Facilitator's Outline Notes

2. Divide the participants into groups
of 3 to role-play a first contact with a
funding agency. There are 3 roles to
be played.

The agency professional
The person seeking information
about the appropriateness of the
grant idea
An observer to provide feedback
to 1 and 2 when the contact dis-
cussion is complete

B. Role Playing

1. Ask each member of the group to
take 10 minutes to outline an idea for
a grant application. Include the
following:

Problem
Objectives
Methods
Budget

2. Cycling the roles, have each person
"contact" the potential funding
agency to inquire concerning the
appropriateness of the grant idea.
The conversation should be carried
by the person interested in the grant.
That person is trying to create a
good image and find out all the pos-
sible information regarding the
agency, its priorities, and feedback
on the grant idea. Allow about 5
minutes for each contact discussion.

3. Have the observer provide feedback
to the person seeking the grant infor-
mation on the effectiveness of the
interrogation.

C. Group Feedback

1. Reconvene the group and make
a list of the major categories of
topics/issues that are raised in the
initial agency contact. Ask if partici-
pants can add to the list.

2. Ask if the participants are now more
confident in contacting a potential
funding source in terms of what they
are expected to say and the kind of
information they are seeking.

Encourage participants to review the reading
for Competency 3 on page 12.

Tell the person playing the agency role that the
"narrowing" process has occurred and this
agency is a likely funding source for the grant
in question.
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Learning Experience 4
Writing a Proposal Outline

OVERVIEW



As you approach potential funding agencies, it is important that you have given some time and thought
to defining the major parameters of your proposed project. In this way you can be more specific in the
questions you ask a prospective funding source and your contact can then recommend more specific
modifications.

Review the reading for Competency 4 on page 13 and develop a summary outline for a proposed project
you have in mind. Select one of the suggested outlines for completing this activity.
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1. is your target group well defined?

2. Are the two or three key objectives obvious and well spelled out?

3. Does the approach you propose make sense?

4. Can you relate to other projects or individuals who have conducted similar activity?

5. How many staff members will the project require?

6. How much will it cost?

Note: The following outline is to be used by the workshop facilitator.

Facilitator's Outline Notes

A. Purpose

1. Explain that it is important for pro-
posal developers to be able to gen-
erate alternative ways of defining
problems, identifying benefits, and
establishing different approaches.
The purpose of this exercise is to
demonstrate how many different
items a group can generate. It can
also demonstrate, very vividly, a good
reason to pull together a planning
group as one develops a proposal.

2. Have participants review the read-
ing for Competency 4 on page 13.



Facilitator's Outline Notes

B. Group Activity

1. Give the group the following
situation:

"A career guidance counseling staff
wants to develop a strong vocational
assessment and career exploration
program for prisoners in a correc-
tional facility."

2. Elicit ideas in the following areas
using the brainstorm technique:

a. Problem definitiondifferent
ways to document/illustrate the
problem.

b. Benefits--ways in which indi-
viduals, institutions, and society
benefit from a successful career
guidance effort for these clients.

c. Approaches--different ways of
operating such a project to ob-
tain the benefits.

3. Discuss and summarize the results
of the brainstorming session.

1

Write the ideas on large sheets of paper.

Hang the completed pages around the room as
the group generates its ideas.
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Learning Experience 5
Drafting a Budget

OVERVIEW
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Review the reading for competency 5 on page 20 that indicates the process for developing a preliminary
budget for projects.

Now read the sample proposal for a career guidance project on page 49 or another proposal available to
you. After you have studied the proposal carefully, develop a budget that you feel would be adequate to
accomplish the project as proposed. Do not look at the budget on the last page of the proposal when
reading the sample proposal. Be sure to cross-check your work against each of the line items discussed
in the reading
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PROPOSAL FOR DEVELOPING
A CAREER RESOURCE CENTER

I. Title Page

Title: Development of a Career Resource Center

Funding Source: Career Development Unit
Vocational Education and Career Development Services
Michigan State Department of Education
Box 928
Lansing, Michigan 48904
(517) 373.3370

initiator Mr. Francis Bebow, Principal
Slate Run High School
271 Stone Drive
Slate Run, Michigan

Project Director: Ms. A. J. Weber, Counselor
Slate Run High School
271 Stone Drive
Slate Run, Michigan

Funding Period October 1September 30

Total Funds Requested: $5,000.00

Date Submitted: May 15

From Axelrod Valiia Drier Harry Kimmel. Karen. Sechler Judith Career Resource Centers Columbus. OH. The National
Center for Research in Vocational Education. 1977
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II. Proposal Abstract

This project is designed to plan and begin operation of a career resource center. This center

will serve as a primary career guidance service and information center for students, parents, teachers,

and community members as the Slate Run School District attempts to meet its expressed needs.

As a result of the career resource center, the 2,100 students at Slate Run, their teachers,

parents, and others will be able to obtain much more useful information and professional assistance.

This center is viewed as a service arm of the Guidance Department, and it will also be helpful to the

district's career education efforts as well as to all curriculum departments.

Ill. Introduction

A. Background and Organization

The Slate Run Public School District has long been recognized by educators in the state as an

innovator and leader in the area of career guidance. It has demonstrated many techniques that have

been adopted by numerous other medium-sized schools in this state.

One major finding of the district's career guidance needs assessment was a marked interest and

demand for increased services and materials by parents, community members, and teachers.

To this date Slate Run High School has been operating a very, traditional library service with

most of the volume in the senior high school building. Our six elementary and two junior high

schools have not had the services they have needed and expect to need in the future.

It is our plan that through the use of a career resource center we can amass our limited re-

sources to meet the increased career resource and service needs expressed by our 2,100 students

and 72 faculty members. It should also be pointed out that our city's business leaders, city council,

and the Slate Run School Board have fully endorsed our proposed plans.

B. Statement of the Problem

The career resource center has proven to be an effective means of impacting on the career

development needs of individuals in Michigan. At Slate Run High School the career development

focus is on increased self-understanding, exploration experiences, decision-making skills, and career

planning and preparation.

The career resource center is a viable method of providing increased information and services

to students and community members to promote their development in positive directions.

Although the career resource center has gained acceptance here in Slate Run, a need remains

for a plan and the resources to systematically and logically implement and evaluate a career resource

center. This need is based upon a recent career development needs assessment study. Sixty-seven

percent of the students in grades nine through twelve indicated that they need increased career

information. Seventy-two percent of the parents indicated that they need school assistance in work-

ing with their children to aid them in their career planning and decision making. Seventy-eight percent
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of the teachers indicated a need for materials and inservice related to career development. A locally
developed career resource center designed to assist these persons will fulfill these needs. The
career resource center would provide basic information and services to our school district that
would enhance our existing career education and guidance programs. In addition, it would provide
opportunities for community members to become involved in the career development of youth and
adults.

C. Program Objectives (For the Center)

1. To acquaint students with general and specific career information.

2. To develop student profiles with regard to interest, values, aptitudes, etc.

3. To acquaint students with available educational information including college, university,
technical college, and vocational institutions and programs.

4. To assist students in their decision-making process by providing the needed information,
experiences, and guidance assistance.

5. To aid parents in their efforts to help their children plan, experience, and make career
decisions.

6. To assist the teachers in the area of infusing their curriculum with guidance information and
techniques.

7. To assist employers in placing students in work experience and work study programs and
parttime and full-time employment.

IV. Plan of Action

The following plan of action projects how it is intended to organize and begin operation
of the career resource center during the school year. A time line and operational objectives
are presented below.

1.

2.

3.

4.

5.

6.

7.

8.

9.

Career Resource Center Time Chart
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Operational Objectives

1. Hire and assign staff and volunteer help.

2. Prepare room and locate district materials and equipment.

3. Purchase needed materials and equipment.

4. Develop all operational procedures for center.

5. Promote the availability of the center.

8. Conduct inservice training on center use.

7. Operate the center.

8. Evaluate the center.

9. Develop second-year proposal.

(In a completed proposal each objective should be fully developed with descriptive

narrative.)

V. Staff

The career resource center will be managed by one half-time counselor on a prearranged

schedule. This ore half-time counselor position will be accomplished by rotating our district's three

counselors into the center on a 10:00 a.m. to 2:00 p.m. basis. One half-time paraprofessional

will be made available to cover the period when the counseling staff is not in the center. Addi-

tionally, the district will provide a full-time typist. The center will also attempt to have an

appropriate number of students and community volunteers in the center at no charge to the State

Department of Education.

Vi. Facilities

The career resource center will be developed through the conversion of a 20' x 23' classroom

which is located adjacent to the school library. The room will be fully painted, and appropriate

electrical wiring will be installed.

VII. Evaluation

With the assistance of a paid outside consultant, three types of evaluation data will be

collected: (1) impact data that relates to established goals, (2) student, teacher, and parent

opinions, and (3) data related to center operation and management. A final evaluation report

will provide recommendations for program improvements.
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VIII. Budget

State Requested In-Kind
Funds Contributions

A. Staff

1, salaries (trained paraprofessional at half time) $2,000.00

2. clerical assistance (1 full-time) $ 6,000.00

3. counselor (half-time) $ 7,000.00

4. evaluation consultant $ 200.00

B. Equipment

1. chairs $ 200.00

2. MO IS reader $ 160.00

3. book shelving $ 230.00

4. DuKane cassette AVmatic (sound) filmstrip
projector $ 281.00

5. tables (3 @ $75.00) $ 225.00

6. equipment (general) $ 1,400.00

7. furniture (tables/chairs) $ 2,300.00

8. reading carrels (2) $ 332.00

9. material racks and bulletin boards $ 220.00

C. Communication

1. telephones ($10.00 per month) $ 120.00

2. postage (surveys, etc.)

D. Duplication

E. General Supplies

F. Materials (films, tapes, booklets, posters, etc.)

G. Evaluation materials

1. selfdIrected search

2. work values inventory

3. Strong /Campbell interest inventory

$ 65.00

$ 60.00

$ 100.00

$ 700.00

$ 120.00
$ 36.00

$ 71.00

$ 300.00

$ 4,500.00
(existing inventory)

Funds Requested $5,000.00 $5,000.00 $21,620.00

53 55



(*ropers your budget againsithe actual budget developed for
given proposal.

Take the budget that you developed for the sample project and compare it to the actual project budget.

Make the comparison with these factors in mind.

1. How close were you on the totals?

2. Within each line item, did you agree on the types of things to be budgeted?

3. Within 3ach line item, did you agree with the amounts to be spent for each of the activities?

4. List your major disagreements in terms of types and costs for given activities.

oposal and its budget to ascertain or question each

Note: The 'allowing outline is to be used by the workshop facilitator.

Facilitator's Outline Notes

A. Activity

1. Break the large group into smaller
groups of 3 to 5 people each. Give
each person a cop of the sample
proposal and its budget.

2. Give each person about 15 to 20
minutes to look through the pro-
posal/budget and make notes.

3. Have each ainall group now work
together and develop a "composite
position" on their review of the
budget.

You will need a sample proposal and budget.
By having alternative budget pages, you can
introduce "fat" vs. "lean" budgets depending
upon the group.

Also, if you have a final budget that was actu-
ally negotiated, this would be good informa-
tion for the group to see.
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Facilitator's Outline Notes

B. Feedback

1. Have each group report its analysis
of the budget.

2. Evoke discussion to highlight areas
of similarity and difference. Also,
were there any areas that all groups
overlooked?

3. Pass out an actual budget that was
funded so the), can see the final
result. Would they have been as
stingy/generous in making the fund-
ing award.



NOTES
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Learning Experience 6
Drafting a Full Proposal
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OVERVIEW



proPosal for a project you have in mind,"

The development of a final proposal for funding is often a long process. It must be preceded by good
detective work and the development of a summary outline, including an estimated budget.

Take an idea that you have for a career guidance project and develop a first draft of a complete
proposal. Refer closely to the reading for Competency 6 on page 22 to be sure that you have developed
narrative for all the major areas of the proposal and that you have covered the required content under
each area.
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INDIVIDUAL
FEEDBACK

Have Colleagues critique Your draft pr
Improvements.

4-6

Make two or three copies of your draft proposal and circulate it to colleagues or other professionals
outside your organization. Tell them you plan to propose this project and are interested in frank
feedback on the idea and your specific approach to the project.

Be prepared to swallow your "pride of authorship" and be open to suggestions.

GROUP
ACTIVITY

Review i draft oUlactireae
itoiproviimardik: ,".

,.

Note: The following outline is to be used by the workshop facilitator.

Facilitator's Outline Notes

A. Introduction

1. Indicate that by reviewing the first
draft of a proposal, the group can
see the roughness of a first attempt
and can suggest substantial
improvements.

2. Break the large group into smaller
groups of 3 to 5 people each.

3. Have each group complete the Indi-
vidual Activity or provide them with
draft proposals.

B. Activity

1. Have groups exchange draft
proposals.

2. Have each small group work together
to suggest change and improvement
in each section of the draft. Have
them organize their notes section by
section.
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Facilitator's Outline Notes

C. Feedback

1. Have each group report the
improvements they would make in
each section of each proposal.

2. Record these changes on a wall
chart.

3. Pose the question and discuss the
resulting "fundability" of the pro-
posals if the suggested modifica-
tions were made.
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EVALUATION

PARTICIPANT SELF-ASSESSMENT QUESTIONNAIRE

1 Name (Optional)

2 Position Title 4 Module Number

Agency Setting (Circle the appropriate number)

6 Elementary School 10 JTPA 14 Youth Services. 18. Municipal Office.
7 Secondary School 11 Veterans 15 Business/Industry 19. Service Organization.
8 Postsecondary School 12 Church Management 20. State Government.
9 College'University 13. Corrections 16. Business/Industry Labor. 21. Other.

17 Parent Group.

PREWORKSHOP NEED FOR TRAIN- POSTWORKSHOP MASTERY OF
ING Degree of Need (circle one for TOPICS Degree of Mastery (circle

Workshop Topics each workshop topic). one for each workshop topic).

4.*

/ col S. es 46:

el4
h ,t

1 .1
1. Knowing which resource documents

you need to identify potential funding
sources.

2. Identifying public and private sources of
support for grants.

3. Developing problem statements or need
statements for proposals.

4. Defining strategies for documenting a
problem or need.

5. Narrowing potential funding sources to
a few good prospects.

6. Discussing proposal ideas with pros-
pective funding agencies.

7. Developing a summary outline for a
career guidance proposal:

8. Identifying key benefits, and alternative
approaches for given projects.

9. Drafting a proposal budget.

10. Critiquing and improving a sample pro-
posal budget.

11 Completing a rough draft of a proposal.

12. Reviewing a draft proposal and suggest-
ing ways to strengthen it.

0 1

0 1

0 1

0 1

0 1

0 1

0 1

0 1

0 1

0 1

0 1

0 1
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2 3 4 0 1 2 3 4

2 3 4 0 1 2 3 4

2 3 4 0 1 2 3 4.

2 3 4 0 1 2 3 4

2 3 4 0 1 2 3 4

2 3 4 0 1 2 3 4

2 3 4 0 1 2 3 4

2 3 4 0 1 2 3 4

2 3 4 0 1 2 3 4

2 3 4 0 1 2 3 4

2 3 4 0 1 2 3 4

2 3 4 0 1 2 3 4



. o
O 4 b, ,* b bN .w. Nir *

Os if e f 7- 4) 4 a- e e I *0 4 yolk'
ve A* . 4 re° 0 0*

Overall Assessment on Topic of Write
Proposals 0 1 2 3 4 0 1 2 3 4

Comments:
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Trainer's Assessment Questionnaire

Trainer: ___________ Date. Module Number:

Title of Module:

Training Time to Complete Workshop: hrs. min.

Participant Characteristics

Number in Group _Number of Males Number of Females

Distribution by Position

Elementary School Youth Services

Secondary School Business/Industry Management

Postsecondary School Business/Industry Labor

College/University Parent Group

JTPA Municipal Office

Veterans Service Organization

Church State Government

Corrections Other

PART I

WORKSHOP CHARACTERISTICSInstructions: Please provideany comments on the methods and
materials used, both those contained in the module and others that are not listed. Also provide any
comments concerning your overall reaction to the materials, learners' participation or any other
positive or negative factors that could have affected the achievement of the module's purpose.

1. Methods: (Compare to those suggested in Facilitator's Outline)

2. Materials: (Compare to those suggested in Facilitator's Outline)

3. Reaction: (Participant reaction to content and activities)
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PART II

WORKSHOP IMPACTInstructions: Use Performance Indicators to judge degree of mastery. (Com-
plete responses for all activities. Those that you did not teach would receive 0.)

Group's Degree of Mastery

Not Little Some Good Outstanding
Taught (25% or less) (28%40%) (51%45%) (over 75%)

Note: Circle the number that best reflects your opinion of group mastery.

Learning Experience 1
Group 0 1 2 3 4
Individual 0 1 2 3 4

Learning Experience 2
Group 0 1 2 3 4
Irdividual 0 1 2 3 4

Learning Experience 3
Group 0 1 2 3 4
Individual 0 1 2 3 4

Learning Experience 4
Group 0 1 2 3 4
Individual 0 1 2 3 4

Learning Experience 5
Group 0 1 2 3 4
Individual 0 1 2 3 4

Learning Experience 6
Group 0 1 2 3 4
Individual 0 1 2 3 4

Code:

Little: With no concern for time or circumstances within training setting if it appears that less than 25% of the learners
achieved what was intended to be achieved

Some: With no concern for time or circumstances within the training setting if it appears that less than close to half of
the learners achieved the learning experience.

Good: With no concern for time or circumstances within the training setting if it appears that 50%45% have achieved
as expected

Outstanding: If more than 75% of learners mastered the content as expected.



PART III

SUMMARY DATA SHEET Instructions: In order to gain an overall idea as to mastery impact
achieved across the Learning Experiences taught, complete the following tabulation. Transfer the
number for the degree of mastery on each Learning Experience (i.e., group and individual) from the
Workshop Impact form to the columns below. Add the subtotals to obtain your total module score.

GROUP
Learning Experience
1 = score (1-4)
2 = score (1-4)
3 = score (1-4)

4 = score (1-4)
5 score (1-4)
6 score (1-4)

Total
(add up)

INDIVIDUAL
Learning Experience
1 = score (1-4)

2 = score (1-4)

3 = score (1-4)

4 = score (1-4)

5 = score (1-4)

6 = score (1-4)

Total
(add up)

Total of the GROUP learning experience scores and INDIVIDUAL learning experience scores =
Actual Total Score Compared to Maximum Total'

'Maximum total is the number of learning experiences taught times four (4).
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Performance Indicators

As you conduct the workshop component of th;s training module, the facilitator's outline will suggest
individual or group activities that require written or oral responses. The following list of performance
indicators will assist you in assessing the quality of the participants' work:

Module Title: Write Proposals

Module Number: CG B-2

Group Learning Activity Performance Indicators to Be Used for Learner Assessment

Group Activity Number 1:

Work with resource materials to
identify potential sources of
support.

1. Has the group identified at least four (4) potential sources of
funding?

2. Did the group narrow the potential to one or two and could
they justify the reduction? Use criteria such as--

type of agency,
geographic area served, and
population to be served

Group Activity Number 2:

Document and substantiate a
problem statement.

1. Did the group identify the following points?
Workable program development team
The client group
Specify the problem they face
Document the problems using data, experience or author-
ity figures
Justify the need to address the problem

Group Activity Number 3:

Role play an initial contract with a 1.
potential funding source or
foundation.

Group should be able to list questions to asie in this initial
contract, such as--

eligibility,
level of funding,
are certain activities not permitted.
what must be done,
chances for funding,
deadlines, and
proposal guidelines

2. Ask them to rate their confluence in contracting an agency.
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Group Learning Activity Performance Indicators to Be Used for Learner Assessment

Group Activity Number 4

Brainstorm items which might be 1.

highlighted in a summary outline
in the areas of problem definition,
budget, and approach.

Look for ideas such as the following in each area.

A. Problem Definition
client group
specific problem
document the problem
other similar effects

B. Likely Budgets
individual
institution
society

C. Approach
justify certain activities because of past services to
self or others
justify because of cost
jt'stify because of time

Group Activity Number 5:

Review a proposal and its budget 1

to ascertain and/or question each
expenditure

Budget review should include--
figures calculated and added correctly;
each budget category specified (personnel, fringe bene-
fits, travel, supplies, equipment, contractual, other, indi-
rect costs, total costs);
budget expenditures related to project activities: and
questions related to project objectives and activities.

Group Activity Number 6:

Review a draft of a career guid- 1.
ance proposal and suggest
improvements

General ideas on proposal improvement.
Correction of spelling and grammar
Ediini,1 'or good reading and logic
Be sure that facts and figures are correct
Need is documented
Objectives flow from need
Approach is Irqiral and feasible
Budget is related to project activities
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ADDITIONAL RESOURCES

Career Education A Handbook of Funding Re-
sources by Charles W. Ryan. Houghton Mifflin
Co , Boston. Massachusetts, 1973. 65 pp.

Addressed primarily to K-12 educators, this hand-
book gives a profile of career education and its
infusion at the elementary and high school levels.
It describes and suggests local, state, federal, and
foundation funding sources. It outlines techniques
for proposal preparation and provides the follow-
ing appendices: Career Education Terminology:
State Research Personnel: Developing the Re-
search Proposal: nevelopino the Abstract: Activi-
ties Sequence for Education Project: Proposal
Rating Criteria: Guide !n Federal Resources for
Career Education: Foundation Grants to Educa-
tion. Sample of a Funded Research Proposal: and
the 1972 Education Amendments.

How to Write St ccessful Foundation Presenta-
tions by Joseph Derrner. 1972. Public Services
Materials Center, 104 East 40th Street, New York,
New York 10016. $6 95

This hook provides step-by-step instructions in
writing foundation presentations and examples
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of grant-winning proposals. Subjects include
writing appointment letters and preparing pre-
sentations 'or general operating funds, special
projects. and capital funds.

Sources of Information on Proposal Writing and
Possible Funding.1975. U.S. Department of Labor,
Employment Standards Administration, Women's
Bureau, Washington, D.C. 20210.

Although published in January, 1975, this 14-
page booklet lists valuable resources and mate-
rials which should be helpful to persons seeking
funds for projects. The sources of information are
divided into three major categories. (1) bibliog-
raphy on proposal writing and obtaining grants:
(2) private foundation grants and references: and
(3) federal grants and sources of information. List-
ings are annotated and include prices. Most can
be found in public or university libraries. The
booklet also includes a listing of foundation cen-
ter libraries. The booklet also includes a listing of
foundation center libraries (regional collections
are listed by state).
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