PROPOSAL CHECKLIST 
MATHEMATICS AND SCIENCE PARTNERSHIP 
VIRGINIA DEPARTMENT OF EDUCATION

DO NOT SEND THIS CHECKLIST WITH YOUR PROPOSAL.  FOR APPLICANT’S USE ONLY.

Intent to Submit 
|_| Complete all fields of Intent to Submit Form
|_| Indicate preference for pre-proposal conference
|_| If attending in person, indicate # of attendees
|_| Submit by February 17, 2015

Proposal Preparation
     Proposal Introduction
        Cover Page – Page 1
        |_| Complete Proposal Cover Page
        |_| Obtain signature of authorized official

        Assurances – Page 2
        |_| Include Statement of Assurances as page 2 of proposal

        Abstract – Page 3
        |_| Include one page with single-spaced, Times New Roman, 12-point font 
        |_| Concisely describe project goals, targeted audience, implementation, evaluation, and   governance structure.
     
     Program Plan 
        |_|  Describe goals and objectives, PD model, timeline, assignment of responsibilities, alignment with SOLs, vertical articulation, and partner involvement
        |_|  Describe how project aligns with needs assessments of partnering schools   
        |_|  Include an exclusive or predominant focus on high-needs schools and will serve a substantial number of mathematics/science teachers in each school**BONUS**
        |_|  Describe how teachers will be recruited and how their participation is ensured
        |_|  Provide stipends to teachers from non-federal sources **BONUS**
        |_|  Develop a project with a three-year duration **BONUS**
      
        |_|  Describe an articulated project plan and timeline for 2 and 3 year programs
        |_|  Describe the professional development products to be delivered, timeline and method for statewide dissemination

     Research Base 
        |_|  Describe how project design incorporates and executes scientifically-based research and how that design will assist schools

     Needs Assessment
        |_|  Describe collection methodology and results.  Include narrative with comprehensive analysis of needs beyond state assessment scores and clearly connect it to the nature of the professional development project

     Evidence of Meaningful Partnerships
        Commitment        
        |_|  School divisions – Show evidence o f personnel, fiscal, material and/or time commitment 
        |_|  IHEs – Show evidence of personnel, fiscal, material and/or time commitment, in kind and/or actual
        
        Evidence of Capacity
        |_|  Provide evidence of IHE staff and institutional resources to implement proposed activities 
        |_|  Provide evidence of school and school division leadership to uphold commitments
        |_|  Include narrative of partner roles, duties and responsibilities as related to goals of the project

        Sustainability   
        |_|  Provide evidence of concrete commitments and ability to maintain activities beyond length of project **BONUS**

     Evaluation and Accountability Plan
        |_|  Must measure goals and objectives
        |_|  Must measure number of participating teachers by grade level, special education, ELL, and alternative education; and building-level instructional leaders
        |_|  Measures effect of professional development on student achievement, teacher content knowledge, and uses valid assessments
        |_|  Employs experimental or quasi-experimental design including random assignment and other comparison group measures **BONUS**
       
Budget and Budget Narrative
        |_|  Total does not exceed $2,500 per teacher per year (unless participants are enrolled in multiple courses) including all expenses (faculty release time, one-time only course development up to $1,000 per semester hour, evaluation contracts, $1,000 tuition reimbursement per 3 semester-hour course or participant stipend, travel within the state, indirect costs up to allowable rate, and up to $200 per teacher for materials)  
        |_|  Incorporates IHE coursework that bears multiple undergraduate or graduate semester-hour credits **BONUS**
        |_|  Does not include classroom sets of materials, duplication of participant tuition reimbursement and replacement time for faculty, travel outside the state of Virginia, or indirect costs over allowable rate
        |_|  Budget includes either participant tuition reimbursement or participant stipend from MSP funds, but not both.
        |_|  Describes the proposed expenditures for each of the one to three years including in-kind contributions

Appendices to Proposal (no page limit)
        |_|  Appendix A – Research Bibliography
        |_|  Appendix B – Needs Assessment Detail
        |_|  Appendix C – Partner Identification Forms with letter of support attached to each
        |_|  Appendix D – Budget (Excel or Word)
        |_|  Appendix E – Curriculum Vitae of principal participants (4 pages or less for each)

Other Reminders
       |_|  Limit proposal to 20 pages (excluding cover page, assurances, abstract, and Appendices A, B, C, D and E)
       |_|  Double-space narrative and use one-inch margins and 12-point Times New Roman font
       |_|  Check budget for accuracy and detail
[bookmark: _GoBack]       |_|  E-mail application in .pdf format by 4 p.m. on Monday, March 30, 2015
1

