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I. Summary 

Write a short clear and concise summary of the research and goals of the project.   The thesis of the project should be clearly stated at the beginning of the paragraph.
This section should include information for those readers who will not read the entire document but who will need a summary of the proposal. Although this section appears first in the document, it is usually written last.

The summary should remain on a separate page and not exceed one page.
The summary should contain the following elements:

· Brief identification of the problem in the community and purpose of your project
· The anticipated end result of this proposal

· The type and amount of support requested

· The total anticipated budget

· Other information you deem pertinent
II. Introduction
Thesis Template

In the ____ (place), a problem exists with ____ (statement of the problem) and its effect on _____ (segment of the population).  Through the efforts of ____ (title of the project), this issue will be addressed by reviewing the background of ______ (the problem), examining how____________ (this problem) is presently being addressed, and suggesting what can be done to further eliminate___________ (the issue). 
Summary of the Problem 
Provide the readers who are not knowledgeable of the topic with sufficient background to understand the proposal.  The introduction needs to identify an issue in your community, define the obstacles that it presents, and explain the effect that it has on a specific population.

This section should address the following questions:

· What is the problem in the community and how long has the need existed?

· What are some statistics that would quantify this problem?

· What obstacles does this problem present in the community?

· What specific segment of the population does it impact?

· What effect does it have on the population?

· What is being done in this field of study?
· Are there misconceptions about the problem?  Why?

· Are there underlying issues that need to be addressed by a government organization?

· What common approaches are taken by local organizations or agencies to meet the needs of this population?

· What has been the most effective approach to serving the needs of the people affected?

· Why are the services ineffective to meet the need at this time? 
· How will your project assist these programs to reach the people who are in need?

· What is the best way or the preferred time of year to serve the people in need?

Conclusion Template 

In conclusion, the research suggests that the best way to address this problem would be to _____________________________________.  Therefore the goal of this project would be (to raise awareness of the need for) _______________ and ________________ (call to action).
III. Proposal for Action  
Goals
State the desired goals to address the needs/problems stated above. Also include key benefits of reaching the goals. (Specific, Measureable, Attainable, Realistic, Timely)
· Goal   MACROBUTTON  DoFieldClick "[ Refer to the problem in the community and set a goal that is measureable ]"  
Procedures/Scope of Work 
Be specific and describe how the project will be carried out.  Provide sufficient detail for potential project evaluation and possible recommendations for improvement.  Describe the call to action and list the required materials.
Provide detailed information about proposed procedures, if available, and the specifics of the project. Include information on activities such as the “who”, “what”, “where”, “when” and “how” of the project.
How are you going to raise awareness to this issue?

What resources do you need to meet these goals?

Is there a connection to the core values?

When are you completing the project?

Who will you be working with (target population)?  Is the school community involved?

Are you collecting something?

How are you going to get the word out?  Announcements/Newsletters/Flyers/SLCs

Where will the event take place?

Specify at least five things that need to be done to get started.

Provide a rough Timetable and Budget

IV. Timetable

Provide information on the expected timetable for the project. Break the project into phases, and provide a schedule for each phase.  Specifics will be detailed in 1st Trimester Junior Year.  (If needed, seek approval for RA event at least 4 months prior to event.) 
	
	PROJECT Timeline

	
	
	

	
	DATE
	MILESTONE

	Phase 1
	23-Jan
	Project Start

	(Awareness)
	24-Feb
	Milestone 1

	
	24-Feb
	Milestone 2

	
	1-Mar
	Milestone 3

	
	15-Mar
	Milestone 4

	Phase 2
	15-May
	Milestone 5

	(Collection)
	15-Jun
	Milestone 6

	
	30-Jun
	Milestone 7

	
	15-Jul
	Milestone 8

	Phase 3
	30-Jul
	Milestone 9

	(Community) 
	23-Oct
	Milestone 10

	
	31-Dec
	Project End

	
	
	


V. Budget – Resources Needed
State the proposed costs and budget of the project. Also include information on how you intend to manage the budget. (Provide specifics in 3rd Trimester and seek approval from Dean of Students)


	
	Description of Work
	Anticipated Costs

	Phase One
	
	

	Phase Two
	
	

	Phase Three
	
	

	
	Total
	$   0.00


VI. Key Personnel
List the key personnel who will be responsible for completion of the project, as well as other personnel involved in the project.  (Student name should appear in the top box.)
VII. Evaluation
Discuss how progress will be evaluated throughout and at the end of the project.  Because the goal is quantitative and measureable, the student should clearly state if the goal was achieved.
VIII. Endorsements
Provide the names and addresses of individuals and companies who support and endorse the project.
IX. Next Steps
Specify the actions required of the readers of this document.
· Next Step 1 – T hank you to those who have helped you
· Next Step 2 – Summary article for the school newsletter
· Next Step 3 – How do you plan to pass the project on to an underclassman?
X. Appendix
Provide supporting material for your proposal here.  You can use this section to include information about an organization that you will support or is supporting you.  An informational flyer about an event or activity can be included here.
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