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Proposal Request Form

Office Contacts

Laurie McCormack, Vice President

Ext. 6210; laurie.mccormack@park.edu
Jennifer Ingraham, Director, Corporate and Foundation Relations

Ext. 6329; jennifer.ingraham@park.edu
Send completed form to: 

Barbara J. Kidd, Proposal Writer

Ext. 6259; bkidd@park.edu
Our office is located on the Parkville Campus in Mackay, Room 13. Our Campus Mail Box is #65.






Project Title:
     
Project Manager (PM)/Department:       


PM’s Office Phone#        
E-mail Address:       
Has the PM identified a specific funding source for this project?    Yes   FORMCHECKBOX 
     No   FORMCHECKBOX 

If Yes, Name of Prospective Funding Source(s):         
(Please attach a copy of the grant program guidelines.)

Proposal Due Date(s):        (mm/dd/yyyy)
Type of Funding Needed:   FORMCHECKBOX 
 One-time  
 Continuing over    years
 FORMCHECKBOX 
  Ongoing

Project Period:       (mm/dd/yyyy) -       (mm/dd/yyyy)

Total Project Cost:      

Total Private Funds Needed:
      
 
Cost-Share/Matching Funds Required:      
I understand that I am responsible for managing and administering this project if it is funded. This includes submitting information necessary for proposal development and proposal revisions, as well as any required progress, final, and budget management reports.  In addition, I will provide copies of all related correspondence and other pertinent documents to the Office of University Advancement in a timely fashion. 

________________________________________________


____________

Project Manager Signature





    

       Date
	The proposed project is within the total program and academic objectives of the department.
	
	________________________________  _______      

Department Chair or Department Head        Date

	The proposed project is within the total program, academic objectives, and priorities of the School or department and will provide benefits to Park University, its faculty, and/or students.  Adequate space is available or planned for the conduct of the project.  The professional time allocations described within are realistic and within University guidelines.  The School has the resources to sustain the project at the conclusion of the grant-funded period, if applicable.
	
	________________________________  _______

Dean or Area Vice President                       Date

	The proposed project is consistent with the overall objectives of 
the University and all institutional concerns are resolved. The 

proposed project is also within the scope of foundation and 

corporation funding priorities and has the potential to be funded.
	
	________________________________  _______

Provost, Academic Affairs                           Date
________________________________  _______
Director of Corporate & Foundation Relations   Date



	The proposed project is suitable for fundraising support and 

the commitment of University Advancement resources.
	
	________________________________  _______

Vice President, University Advancement    Date


Project  Abstract 
Please prepare a project abstract or concept paper (1 to 2 pages long) describing your proposed project. The questions provided below are representative of common corporate and foundation funding guidelines and will lead toward a successful narrative of your project. Please include in your abstract any additional information that is critical to the success of your project.
1. What is the purpose of the proposed project?  Define the problem, question, or issue that your project will address. Who will benefit from the project?
2. Describe the overall project goal(s) and identify specific, measurable objectives for the project.  Objectives should relate directly to the identified need(s) for the project. What are the anticipated outcomes of each objective?  

3. What are the major components of the project and how will you implement them?  Describe the general approach to be taken (e.g., experimental design, adaptation and implementation of best practices), describe the logistics of your plan or the specific methodologies and procedures to be implemented, and identify major project activities and milestones (e.g., provide a timeline).
4. How will the project be evaluated?  What methods will be used to determine whether the project has successfully achieved its objectives?  How will you document and analyze the impact of the project?  

Note: Should this project move forward and an appropriate funding source be identified, the following questions will need to be answered by the project manager to complete the grant application process. 
· What makes this project unique in its field? Why is this project an ideal match for the identified funder?
· How will you utilize grant funds, (including any cost-sharing or matching funds if required by the funding source) for maximum impact over time? What financial or other institutional resources, if any, will Park University need to commit in order to support the project both during and after the conclusion of the grant-funded period?
· How do you plan to sustain your project beyond the initial funding period? Do you have any 

       ideas for generating funds through your project that will help make it self sustaining?

	Sources of Project Income
	Year 1 Amount
	Year 2 Amount
	Year 3 Amount
	Total Project Income 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Project Expenses
	Year 1 Cost
	Year 2 Cost
	Year 3 Cost
	Total Cost

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Project Expenses
	
	
	
	

	Indirect Cost Items
	Year 1 Cost
	Year 2 Cost
	Year 3 Cost
	Total Cost

	
	
	
	
	

	Total Indirect Costs
	
	
	
	

	TOTAL FUNDS REQUESTED

(Total Direct Costs + Indirect Costs)
	
	
	
	

	Institutional Cost-Sharing or Matching Funds Requirement Identify amount of cost sharing/matching funds required (if applicable) and source.
	
	
	
	

	TOTAL PROJECT COST
	
	
	
	


Draft  Project  Budget
Proposal Request Form








Please include a draft project budget that clearly identifies the anticipated sources of income and major costs associated with your project needs. Provide as much detail as possible regarding anticipated expenses. 


Note: The blank sample below has been provided for your convenience, however, some funders have very specific budget guidelines. If you have already identified such a funder, please use their budget form. You may also use your own draft budget if it is more inclusive or tells a better story. 


Project expenses you may want to consider in your planning include: Personnel, student wages, travel, equipment and supplies (lab equipment, software programs, computers, books, office supplies, etc.), marketing, consultants, and the cost of in-kind services.


Sources of income to consider include program fees, grants from private foundations, corporate contributions, in-kind donations, institutional cost-sharing or matching funds, and government funding. 
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Advancement
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University 


Advancement





Faculty members and administrators are encouraged to assist Park University in seeking external funds for program development, instructional improvement, and scholarship. The Proposal Request Form is the first step in the process for seeking private funding and ensuring that all proposed projects have been reviewed and approved by the appropriate University administrators. An electronic copy of this form will be provided to you upon request.





The Office of University Advancement reviews all proposals to private external funding sources prior to submission and provides assistance with all aspects of the private grant seeking process on a first-come, first-served basis.  











