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PREPARING THE PROPOSAL

WRITING THE PROPOSAL

1.  How long should the proposal be?

     Most proposals are about 5-7 pages. 

2.  What is looked for in the proposal?

      To qualify, the proposal must offer an innovative learning method that is designed to improve learning and increase retention in a current credit course at LCCC.  (Grants are not given to fund an experimental course or to develop a new course.)  A clear assessment methodology is key.  A detailed budget and a specified schedule of meetings and procedures show that the project has been well thought out.   While it is expected that the project will adhere as close as possible to the proposed schedule, it is also understood that changes may occur during the project.  Your final report can explain those revisions. In short, the screening committee will be evaluating the project’s value, merit, coherence, and judicious allocation of funds. 
3.  What about Intellectual Property Rights and copyrighted materials?
     Check the P & P, Policy II-515 for intellectual property rights granted you and the
     College.   Also, see the P & P, Policy II-515 for compliance to copyright rules.  
TEAM MEMBERS
1.  How do I choose and describe the team?

      Teams can be as small as 3 members or as large as 12.  As a learning community, members should be from different disciplines and divisions.  They can be a mixture of faculty, staff, administrators, and students, full- and part-time.  You must include someone from outside your area.  The person may have expertise in a certain area, like assessment, or the person may offer another perspective in the planning process.

      Be sure to explain the expectations, responsibilities and products of each team
      member to substantiate each budget request.

2.  How do I calculate each team member’s payment?

      Contact Elisabeth Garcia in the Center for Teaching Excellence Office (LRC) Ext. 7595 to obtain the worksheets to calculate individual payments based on position, rank, overload or release time.  Depending on roles, responsibilities, and time commitments, each team member may be paid differently.  Generally, faculty team members ask for between .5 and 1-3 ILUs.  Calculate that 1 ILU equates to 32 clock hours.  The ILUs can be paid as overload or release time.  For counselors and librarians, calculate 8 hours for each day.  Administrators and Coordinators are not paid as team members.  Staff can only get extra payments if they are working on the project after hours; if they are doing the project as part of normal workload, they may not be paid.  Every team member must keep a personal log of hours expended.  
3.  Can someone outside LCCC be paid for their expertise?

     College employees are preferred; however, on those rare occasions, a one-time limited 
     service contract can be awarded.  Give a brief description of the person’s expertise,  

     role, and time of service.
BUDGET REQUESTS
1.  How do I approximate the cost of materials?

The request will not fly if you just put down $300.  You must have an approximation of books, materials, and photocopying costs.  Specific titles and purposes are even better.
2.  Is there a cap on the final budget request?
      Typically, past projects have asked for about $5,000; however, a few multi-disciplinary projects have been around $10,000.  Because the committee tries to award as many strong projects as it can, it may ask project directors to consider cutting some parts or monies of the project/budget.  At that time, you can decide which areas you can cut or choose to withdraw your proposal.
3.  What is considered an inappropriate request?

The project should not be a place to buy equipment, like computers, although sometimes related software or specific requests are granted.  Ask the Innovative Learning Projects Coordinator for feedback in this matter. Refreshments will not be paid for, nor will travel costs or conferences.
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PHASE II

THE SCREENING PROCESS

1.  Who reads the proposal and how is it judged?

The Innovative Learning Proposal Committee, comprised of 10 faculty from different divisions, reads the proposals according to the criteria on the evaluation sheet (see attached or at CTE website).  It is their responsibility to look for value, merit, coherence, and judicious allocation of funds. 

2.  Will I have a chance to talk to the committee?

      Yes, the Committee Chair will contact you and provide you with questions from the Committee before scheduling a 20-30 minute interview. 

3.  How long will the process take?

      Generally, it takes about one month after submission to finalize awards.

      You will be notified by phone by the Coordinator of Innovative Learning Projects, and later sent a letter with the final dollar amount awarded.

 DURING THE PROJECT

1.  What if I have questions during the project?
      Any questions about methodology or organization or assessment can be referred to 

      the Innovative Learning Project Coordinator.  If you have questions about ordering

      materials or making payments to team members, contact Elisabeth in the CTE.

2.  How will I access funding?

     After July 1, you will be given an account number from Elisabeth in CTE, to use for purchasing materials for you.  You will need to sign off on service agreements and orders for books, etc. You may make photocopies in your Division, but put the new project account number on the request. Elisabeth can also make copies for you, but allow her a few days.

3.  How will I know how much money I have left?

      Keep a log of your expenditures (you can check with Elisabeth).  You cannot overspend.  Check well before May to see what monies you have left to spend.  All contracts and orders should be made before June 1 to allow time for processing.  You may order relevant books for your discipline or the CTE library if you have any money left.  Whatever is not spent will be put in the general fund.

4.  How can I acknowledge the team members?
     Besides a personal letter from you, you may obtain a CTE Certificate of Participation 

     from Elisabeth, but give a few weeks notice.
PREPARING THE FINAL REPORT
1.  What goes in my final report?  
The purpose of the final report is to quantify and qualify results, analyze methodology, and give recommendations if others would like to replicate your project.  Reports will be public documents available for viewing in the CTE office.  Forms are available on the 

Intranet under CTE, and the sections to include are:
      Title of Project/ Term/ Year

      Final Project Team (with titles and Divisions)

      Project Purpose

      Total number of students, faculty, staff involved

      Schedule of meetings, student sessions, events
      Assessment Methods, Tools

      Results

      Recommendations for future projects

      Final budget

2.   How long should the report be?

      Usually, final reports are about five pages.  Sometimes, reports include individual results 

      from members in different disciplines.  Do not send a three-ring binder or a CD with 

      all the details.  We appreciate the effort, but we have no space to store them.  Instead, 

      keep them for your own records in case a future director would like to consult with you.
