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Characteristics of an Informal Proposal 
 

 

 • No longer than ten pages 

 • This is a business proposal, not a research paper 

 • Proposal is developed to: 

   • grab your audiences attention 

   • persuade them to your position 

 • Give them all the basic facts 

   • what 

   • who 

   • when 

   • how much is it going to cost? 

   • evaluation of project 

 • Outline for your full project proposal or is your full proposal 

 

 

Using Informal Proposals for Writing  

Technology Plans and for Grant Writing 
 

  • Expand proposal sections beyond normal size especially 

    • action plans 

    • timelines 

    • resource planning (budget) 

  • Expand proposal to include new sections 

    • philosophies 

    • vision statements 

    • assumptions 

    • belief statements 

    • Plan Matrix 

  • Add Executive Summary (1 page) if plan is more than 20 pages 

  • Adapt plan to Grant Writing 

    • most grants have these proposal sections in them 

    • change terminology in proposal to match grant requirements 

    • always follow the grant’s format and requirements to the letter 

    • many grants want short and to the point proposals (5 pages 

     or less); follow their format and see if you can attach your  

     proposal to the application. 



Parts of a Proposal 
 

 • Title page 

 • Table of contents 

 • Mission statement - 1 page 

   • introduction of philosophy 

   • rationale of project 

   • if a school library, teaching characteristics, or techniques 

 • Aim, or Goal of project - one paragraph 

 • Objectives to reach Aim 

 • Action Plan for meeting goals 

    • include an evaluation section 

 • Timetable for completion of objectives and aim. 

 • Resource planning 

   • human resources involved 

     • include types of jobs for each category of people 

   • physical resources 

     • new equipment 

     • remodeling 

     • furniture 

     • software 

     • include costs for all areas 

   • financial resources 

     • who and where the money is coming from: 

     • federal government 

     • local budgets 

     • is it part of current budget 

       • capital outlay 

       • comes out of LMC budget 

       • do you need special funds 

     • grants or foundations 

 



Mission Statement 
 

Every organization has a reason or purpose for existing.  A mission statement is a written 

declaration of that purpose.  Organizations use mission statements to inform the public about 

who they are and what they stand for and for guidance when making organizational decisions.  

Most school districts have a mission statement and many districts have technology mission 

statements.  Please use your district’s mission statement for your proposal. 

 

If your school district doesn’t have a mission statement, then please feel free to copy either 

mission statement listed below.  Or you can write your own.  The vast majority of mission 

statements are one paragraph or a single sentence.  A mission statement is never longer than 

one page. 

 

 

 Example  1: 

 

Mission Statement 

 

 Introduction 

 

 The library media center is a service agency, which, under the leadership of the library 

media teacher, aids in implementing the curriculum of the school.  It is a work center for 

staff and students as individuals, in small groups, or in classes to learn, practice, and use 

lifelong information and technology skills. 

 

 Philosophy 

 

Freedom of access to information and skills in using information are basic to achieving 

competence as a responsible citizen in a democratic society.  The growth in information 

and technology has given a new urgency to the term “lifelong learner.”  The library 

media information skills program prepares the individual student to grow and adapt in a 

technological society.  Students today will take their places as adults in a world which is 

constantly changing.  The only way to guarantee them the ability to survive (and to 

thrive) is to help them become critical thinkers, proficient in finding and using 

information.  Students need to become familiar with a variety of information and 

technology systems.  And perhaps most important, students must realize that information, 

in whatever format, is our link with the best in all human achievement, culture and 

feelings. 

 

 Rationale 

 

Independent thought is critical to human growth  and development of children.  

Additionally, the use of library media information and technology skills gives students 

the ability to express independent thought and to effectively communicate these ideas in 

our democratic society.  The library media center is the central location in the school for 



storage of and access to a wide variety of information resources that students use in order 

to learn and apply these essential lifelong information and technology skills. 

 

 

  

Example  2: 

 

Mission Statement 

 

 

Totem Falls Elementary recognizes that technology provides significant tools for staff and 

students to solve problems more efficiently, effectively and creatively, develop thinking skills, 

organize and process information, communicate ideas, learn new information, reinforce prior 

learning, and apply technology to future life situations.  TFE recognizes and accepts the need 

to take an aggressive role in the purchase, implementation and evaluation of technology that 

supports and enhances the ability of all students TFE serves to achieve our identified district 

goals, objectives and learned outcomes. 

 

  

  Write your Mission Statement here: 

 



Aim and/or Goals 
 

 

The aim of a project is the over-all encompassing end result of the project.  Many projects have 

only one goal, so the aim of the project is may not be needed.  Many aims are a single 

sentence.  An aim is never longer than a paragraph. 

 

Most projects have more than one goal.  When writing goals for a project focus primarily on 

student goals (no one cares whether the technology makes your job easier).  Administrators and 

grant reviewers want goals that match the mission statement of that organization.  For 

administrators, they’re looking for student oriented projects.  For grant administrators, they are 

looking for projects matching the criteria listed in their grant guidelines.  Like aims, goals are 

written as end results. 

 

 Example  1: 

 

Aim 

 

 

Valley View Middle School recognizes that technology provides significant tools for 

staff and students to solve problems more efficiently, effectively and creatively, develop 

thinking skills, organize and process information, communicate ideas, learn new 

information, reinforce prior learning, and apply technology to future life situations.  

Valley View Middle School’s Library Media Center recognizes and accepts the need to 

take an aggressive role in the purchase, implementation and evaluation of technology that 

supports and enhances the ability of all its students to achieve our identified district goals, 

objectives and learned outcomes. 

 

 

 Example  2: 

 

 

Goals:  
 

1. To develop a systems design process where the educational decisions made at Totem Fall 

Elementary (TFE) are jointly made by staff, parents and community leaders. 

 

 

 Write your Aim or Goals here: 

 



Objectives 
 

 

Objectives are the parts of the project that can be evaluated.  Most objectives can be measured 

in some way, so you can determine whether you have met your goals.  Make sure your 

objectives match the goal you are trying to reach.  When writing your proposal state your goals 

and then organize your objectives under the goal they are trying to achieve (see sample 

proposal at the end of this handout). 

 

 Example  1: 

 

4) Staff members will develop technology research lessons, participate in world-

wide/national online education projects and build their own classroom web pages. 

 

5) Integrate staff electronic research lessons, online projects and classroom web pages to 

the district and state’s Essential Learning Skills. 

 

6) Students will work cooperatively with staff to develop and maintain the school’s web page. 

 

 

 Example  2: 

 

 

Objectives 

 

 

1. Students will use technology for writing, publishing and creating multi-media 

presentations. 

 

 

 Write your objectives here: 

 



Action Plan 
 

The action plan is a written 3-5 page narrative of your project.  Most action plans follow the 

timeline.  In fact you may wish to write your timeline first and then go back and write your 

action plan.  Because the narrative is 3-5 pages long it’s closer to writing an outline in sentence 

and paragraph form.  However, if your administrator has any questions about your proposal 

you must be ready to explain your proposal in detail.  Sometimes at the end of each section I 

will include the cost of that section and the date it should be completed. 

 

 

 Example  1: 

 

 

 Phase  1 - Installation 

 

The LMC needs to add computers and upgrade its existing computers in order to provide 

all students with regular integrated access to electronic information and technology 

resources.  The LMC isn’t large enough to house a full set of computers for every student 

in a class that uses the center for research reports.  However, there is enough space to 

build sixteen workstations where students may work in pairs groups for learning and 

using information and technology skills. 

 

September through December 1998 will be used to acquire and install the furniture, 

electrical wiring, computers and software for the project.  The center already has 

furniture for four networked workstations.  The LMC will need to add furniture for 12 

more stations; four near the magazine section and eight in Conference Room A.  

Conference Room A will be re-designed for use as a mini-computer lab.  The LMC has 

only one electrical circuit for all the computers it currently owns.  In order to expand 

computer usage in the center the school will need to install two new electrical circuits to 

safely handle the increased electrical load. 

 

 

 Example  2: 

 

 

Phase  1 
 

 Computers 

 

  There is no classroom space in which to build a computer lab.  All classrooms are 

in use and are expected to be in use for the next three years.  Therefore, TFE is focusing 

on setting up computers in every classroom.  TFE will purchase a computer for every 

classroom and for every teacher that is placed on portable carts.  This provides each 

classroom with at least one computer and, with the computers on portable carts, the 

ability to group computers in the school wings for large group instruction.  In addition, 

since every teacher has a computer they can plan instructional technology lessons, 



manage classroom operations and practice technology skills taught in staff development 

workshops.  Lastly, teachers can take these computers home for planning school activities 

and professional development.  Cost - $45,000.  Completion Date: June 1995. 

 

 Network/Internet 

 

  Research the various options of building a school-wide network.  Study the 

different proposals for the most cost efficient and effective way for the design of this 

building.  Get estimates on building the local area network (LAN).  A LAN will allow the 

school to integrate information and resources; allow resources to be shared; provide the 

first step in gaining access to the internet, and; in setting up a two-way communication 

system with parents and the local community.  No cost.  Completion Date: June 1995. 

 

 

 Write an outline of your Action Plan here: 

 



Evaluation Section of Action Plan 
 

 

Probably the most important section of the Action Plan is the evaluation.  I usually place the 

evaluation section at the end of the action plan.  This allows the reader to easily locate this 

section and understand how you are going to measure the success of the project.  Many times a 

poor evaluation section means you won’t get the money you need for your project.  So take 

you time when developing this section.  Lastly, by placing the evaluation as a separate section 

rather than integrated within the action plan this allows you to easily transfer this section into 

any grant requiring an evaluation page. 

 

The evaluation section is tied to your objectives.  Make sure you have an evaluation tool for 

each of your objectives.  Many evaluation tools are simple.  Such as, all students are using the 

computer to write paper, etc.  This becomes a simple observation evaluation showing student 

work in electronic form or by computer printout.  Other evaluations may include tying the 

project to the rise in WASL scores or staff developed evaluation tools.  Evaluation tools don’t 

have to be fancy, they need to be effective in determining the outcome of your project. 

 

 

 Example  1: 

 

 

The more formal evaluations will be split into two categories: staff and students. 

 

Staff: 

 

• All staff will complete e-mail and Internet training by January 1999. 

• All staff will be using e-mail and the Internet as part of their job by June 1999. 

• 80% of the US WEST/NEA grant mentors will have a research project accepted by 

 the Learning Space staff and posted online for all teachers in the state by June 1999. 

• 100% of the Learning Space Mentors will have a research project posted on the  

 Learning Space website by December 1999. 

• 50% of the Learning Space mentors will have participated in an online project by 

 June 1999. 

• 100% of the Learning Space mentors will have participated in an online projects by 

 December 1999. 

• 50% of the Learning Space mentors will have developed their own online project 

 and have them posted on the Learning Space website by December 1999. 

• 70% of the Learning Space mentors will have developed their classroom web pages 

 by June 1999. 

• 100% of the Learning Space mentors will have their classroom web pages online 

 by December 1999. 

• Staff will align their research and Internet lessons with the Essential Learning 

 Skills by December 1999. 

• The rest of the staff will match the Learning Space mentors’ goals by June 2000. 

 



 

 Example  2: 

 

 

Totem Falls Elementary School plans to serve as an exemplar to other schools/districts 

through the following activities: 

 

 • as a model for other schools in our district who are going through a strategic 

planning process this year.  The principal will work with other district principals 

in implementing successful shared decision-making teams within the district.  

TFE staff and community members will facilitate their successes and strategies to 

their respective groups at other schools. 

 

 • to write articles about the project that may be published in professional journals. 

 

 • develop case studies to serve as learning tools for people in the local school 

system, as well as people working on systemic change in other systems 

(schools/districts). 

 

 • provide seminars on systemic restructuring at national conferences, such as for the 

restructuring group at the AECT National Convention or AERA Conference. 

 

 • provide seminars at Washington State Education Conferences (e.g., WA School 

Board Association, Principal's, WA Library Media Association, etc.) describing 

the process, pit-falls and successes in using this model. 

 

 • engage in ongoing school site-based action-research projects that monitor learning 

goals and overall system effectiveness. 

 

 • encourage site-visits by other Washington schools to see this model in action and 

to talk with the various groups on how this model can work for them. 

 

 • give seminars to business groups on how they can actively become stakeholders 

in their own local communities. 

 

 

 Write your evaluation section here: 

 



Timeline 
 

It’s important that timelines are in a GUI format.  This allows the reader to quickly scan your 

project’s timeline and determine whether you have a realistic timeline.  Timelines can be either 

in a Gantt or PERT format.  Most people use a Gantt format.  If possible, make a color chart.  

For some reason it impresses people.  Keep you timelines to one page if possible. 

 

See the next two pages for examples of timelines using a Gantt Chart. 

 

 

 Write your timeline here: 

 

 



Project Budget 
 

Human Resources 
 

 

The project budget includes three sections: human resources, physical resources and financial 

sources.  The project budget should be kept to one page.   

 

Human resources are those people who are running and evaluating the project.  If you annotate 

the responsibilities and skills of each person this demonstrates the expertise your staff has for 

successfully completing the project.  Also, include salary, even it is part of the staff’s regular 

pay.  If the staff spends 15% of their time on the project this represents a significant amount of 

money devoted to the project. 

 

 

 Example  1: 

 

 

Project Budget 

 

 

 School Donations 
 

 Human Resources 
 

Library Media Specialist - project director, salary 0.00 
information & technology skills teacher, US WEST/ 

NEA Learning Space Mentor, staff development 

teacher, tech. team member, LMC web page designer 

and LMC administrator. 
 

Technology Coordinator - staff development salary 0.00 
coordinator, lead of the building Tech. Team, 

school web page advisor and teacher, and district  

tech. representative. 

 

Computer Teacher - teaches students MS Office salary 0.00 
and keyboarding, tech. team member and a building 

tech. advisor to staff. 
 

Principal - summation evaluator and project advisor. salary 0.00 

 

Staff - inservice and Learning Space project. donated time 0.00 

 

 



 Example  2: 

 

 

Resources 
 

 

 Type    WA 2000 Funds Local Funds 

 

Human Resources: 

 

 Principal - trained in shared decision making 

  & restructuring processes 0.00 dist salary 

 Librarian - trained in technology & in 

   restructuring processes 0.00 dist salary 

 Restructuring Facilitator  5,000.00 0.00 

 School Staff - most trained in shared decision 

       making techniques, open to 

       restructuring processes 0.00 dist salary 

 Parents and Community Leaders 0.00 volunteers 

 Technology Training Consultants 500.00 0.00 

 

 

 Write your Financial Resources: 

 



Physical Resources 
 

 

Physical resources are those capital outlays needed to complete the project.  Include 

equipment, software, other materials and training in this section. 

 

 Example  1: 

 

 

Budget Plan 

 

 

Entry   TFE District Other 

 

Phase  1 
 

 Computers 

  23 Mac LC 580's + carts+printers $34,200.00 0.00 10,800.00 

 

 Network/Internet 

  Research and Development 0.00 0.00 0.00 

 

 Multimedia/Interactive Media 

  Research and Development 0.00 0.00 $2,000.00 

 

 Software 

  Keyboarding $600.00 0.00 0.00 

  Word Processing 0.00 0.00 $1,300.00 

  Math/other $1,100.00 0.00 0.00 

 

 Technology Curriculum 

  Information Skills Curriculum 0.00 0.00 0.00 

  K-6 Technology Curriculum 0.00 0.00 0.00 

 

 Staff Development 

  0.5 FTE Technology Coordinator $25,000.00 0.00 0.00 

  0.2 FTE of Librarian's time $10,000.00 0.00 0.00 

  0.1 FTE of Ed. Assistant's time $2,500.00 0.00 0.00 

  Professional Development 0.00 0.00 $7,500.00 

 

 Total for Phase  1 $73,400.00 0.00 $21,600.00 
 

 



 Example  2: 

 

 

Physical Resources: 

 

 Shared Decision Making Training 2,500.00 2,000.00 

 Release Time for School Planning Team 2,000.00 0.00 

 Release Time for Technology Team 3,000.00 0.00 

 School Planning Team Site Visits 2,000.00 1,000.00 

 Substitutes for Technology Team for Site Visits 2,020.00 1,000.00 

 School Planning Team Conferences 4,000.00 1,500.00 

 Technology Conferences  4,000.00 1,500.00 

 Supplies/Publishing   500.00 0.00 

 Network Technology   0.00 5,000.00 

 Computer Software    0.00

 3,500.00 

 Computer Technology for the Classroom 0.00 18,000.00 

 

 

 Write your Physical Resources here: 

 



Financial Resources 
 

 

Depending on the number of financial resources you are devoting to the project you can 

include these resources as columns to right of human and physical resources (see example #1).  

Or you can list the financial resources as separate groups under its own heading (see example 

#2).  The financial resources demonstrate a financial commitment by the school, district and 

other resources to the project.  Also, grants and foundations do not want to be the only source 

of money for a project.  They want to see a financial commitment from you. 

 

 

 Example  1: 

 

 

Entry            TFE  District Other 

 

Grand Total for Technology Plan $219,060.00 $171,650.00 $200,960.00 

 

Money raised or spent from private funding sources to date  $109,600.00 

 

Money to be raised through private funding sources  $91,360.00 

 

 

 Example  2: 

 

 

 

 Type    WA 2000 Funds Local Funds 

 

 

Funding: 

 

 District Strategic Planning Funds 0.00 7,000.00 

 School Budget    0.00 5,000.00 

 Private Donation    0.00 2,500.00 

 PTO 1993-94 Fund Raiser 0.00 6,800.00 

 State Technology Funds  0.00 10,000.00 

 Library Budget    0.00 1,200.00 

 Book Fair     0.00 1,000.00 

 Washington State 2000  25,520.00 0.00 

 

Total     25,520.00 33,500.00 

 

 

 Write your financial resources here:  (Don’t be worried about exact costs today, please 

use estimates at this time.) 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

An example of a complete rough draft proposal is listed on the following 

pages 


