Minnesota State University Moorhead

Guidelines for preparing work plan initiative proposals
I.
Guidelines for Proposals

Proposals must be summarized and word-processed on the “Work Plan Initiative Proposal Executive Project Summary” form.  The executive project summary must not exceed one page and must adhere to the Project Outline below.  
When possible, divisions should handle proposal requests for less than $10,000 through internal budget reallocation (base-funding) or through carryforward (one-time funding) rather than submitting the request to the University Planning & Budget Committee (UPBC) for consideration.
Any one division cannot submit proposal requests to UPBC for consideration whose combined total exceeds the established budget target for the fiscal year.
Proposal requests submitted to UPBC for consideration must be prioritized.
II. 
Criteria for Evaluation

Work plan initiative proposals will be evaluated primarily upon their merit as related to the divisional Master Work Plan and the MSU Moorhead and Minnesota State Colleges and Universities’ strategic plans, as well as, the university’s campus-wide strategic plans in technology, facilities, and racial and ethnic diversity.

III.
Project Outline
A.  Executive Project Summary (not to exceed 1 page)

- summarize the main points from Items 1, 2, 3, 4, and 5 of the Project Description.

- summarize the main points from Research and References.


- summarize the main points from Items 1, 2, and 3 of the Budget and Justification.

B.  Project Description

- this section includes a detailed description of the project and addresses the items below in the following order:
1. Purpose.  The project’s purpose or operation within a program or campus facility.

2. Goals.  How does this project meet one or more of the University’s annual work plan goals and why it’s specific goals will be beneficial.

3. Time line.  The time line for project completion.
4. Impact.  The immediate and long-term impact of the successful project.  Specify anticipated outcomes. 

5.  Assessment.  Method of assessment that will be used to verify or measure the anticipated outcomes.

C.  Research and References

- work plan initiative proposals may be strengthened by the presentation of evidence that adequate research has been conducted to support the implementation and successful completion of the project.
D.  Budget and Justification

1.
Prepare an itemized budget detailing the amount requested and any matching amounts in the following categories.  Provide justification.

a.  
Equipment


b.  
Supplies


c.  
Printing, copying, postage


d. 
Personnel reassigned time, consultant fees, honoraria, and fringe benefits


e. 
Clerical assistance


f.  
Student help (University minimum wage rate applies)


g.  
Travel (standard University reimbursement rates apply)


h.  
Food and refreshments


i.  
Remodeling and networking (cost estimates must be provided from the Physical Plant Director and/or Information Technology Director)

j.  
Other

2.
Indicate the total amount of the funding requested with subtotal amounts for institutional support requested and matching amounts.

3.
Estimate the amount of ongoing expenditures and indicate source of funding. Provide documentation of matching arrangement.
E.  Appendix

- appendix items, which should be supplemental in nature, may be submitted along with the proposal.  For example, an appendix on the success of previous grants would be appropriate.
