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Proposal	  planning	  and	  wri.ng	  

1)  Establish	  a	  network	  of	  contacts	  and	  sources	  of	  informa.on	  to	  learn	  in	  
advance	  of	  opportuni.es	  –	  do	  as	  much	  preparatory	  work	  as	  you	  can	  

2)  Read	  the	  RFP	  at	  least	  2-‐3X	  
—  Iden.fy	  and	  collect	  external	  references	  and	  assemble	  all	  related	  informa.on	  into	  

descrip.ve	  folders	  (electronic	  and/or	  hard	  copy)	  
—  Iden.fy	  help	  that	  will	  be	  needed	  to	  respond	  to	  the	  RFP	  

3)  Complete	  a	  requirements	  matrix	  (compliance	  matrix)	  (Sec.ons	  C,	  L,	  &M)	  
—  Iden.fy	  conflicts,	  issues	  and	  ques.ons	  –	  ask	  ques.ons	  if	  allowed	  and	  within	  stated	  

.me	  frame	  
—  Develop	  calendar	  with	  cri.cal	  milestones	  –	  include	  enough	  .me	  for	  final	  approvals	  

and	  submission	  through	  your	  organiza.on	  (e.g.	  for	  approvals,	  submission	  conduit)	  
4)  Create	  a	  logic	  model	  (see	  Kellogg	  Founda.on)	  

–  Use	  the	  logic	  model	  to	  develop	  your	  assessment	  and	  evalua.on	  plan	  
–  Conduct	  reviews,	  Pink	  Team,	  Red	  Team,	  Gold	  Team,	  Green	  Team	  

5)  Develop	  effec.ve	  wri.ng	  habits	  (7+)	  and	  always	  ask	  for	  help	  (e.g.	  English	  
or	  Technical	  Wri.ng	  majors)	  
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Requirements	  Matrix	  (or	  Compliance	  Matrix)	  

Requirement 
(from RFP) Comments Proposal Reference (page #, 

Section, or Attachment #) 

is	  required,	  should,	  must,	  it	  is	  
expected,	  it	  is	  important,	  	  
shall,	  may	  not	  

How	  requirement	  was	  responded	  
to	  in	  project	  descrip.on	  or	  
elsewhere,	  what	  else	  needs	  to	  be	  
done,	  etc.	  

Where	  the	  requirement	  is	  specified	  

“In	  all	  instances,	  specifica7on	  of	  
performance	  milestones	  and	  a	  
7metable	  for	  achieving	  such	  
milestones	  is	  a	  requirement	  for	  
EPSCoR	  support.”	  
 

Created	  Ganc	  chart	  and	  included	  
discussion	  of	  major	  milestones	  

Pages	  14-‐15	  in	  proposal	  plus	  Milestones	  
in	  Appendix	  B	  (evalua.on	  and	  
assessment)	  

	  
Also	  include	  Review	  Criteria	  
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q  Helps to organize your response, keeps you from missing important requirements 
q  Grant applications are different from traditional government RFIs, RFQs and RFPs,* but all require the same attention to detail  

A Grant is a funding mechanism for a particular scientific inquiry that you generate. You come up with the idea, they decide if 
it's a good idea, and they provide funding for you to do it. Grant announcements often take the form of a Program 
Announcement (PA) or Request for Application (RFA). These initials refer to the document that describes the government's 
area of interest, with general guidelines for conducting the research 
 

A Request for Information (RFI) is used when you think you know what you want but need more information from the 
vendors. It will typically be followed by an RFQ or RFP. 
 

A Request for Quote (RFQ) is commonly used when you know what you want but need information on how vendors would 
meet your requirements and/or how much it will cost.    
 

A Request for Proposal (RFP) is used when you know you have a problem but don’t know how you want to solve it. This is 
the most formal of the “Request for” processes and has strict procurement rules for content, timeline and vendor responses. 
The appendices in the Guide to Successful Software Acquisition <link> provide templates for this approach. 



Why plan using a logic model ? 

•  If you don’t know where you’re going, how 
are you gonna’ know when you get there? 

      – Yogi Berra 
 
•  “the logic model and its processes facilitate thinking, 

planning, and communications about program objectives 
and actual accomplishments” 

•  “Good evaluation reflects clear thinking and responsible 
program management.” 

- from the W.K. Kellogg Foundation Logic Model Development Guide, 1998 
-  Updated January 2004 

 

http://www.wkkf.org/resource-directory/resource/2006/02/wk-kellogg-foundation-logic-model-development-guide  
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The basic logic model 

- from the W.K. Kellogg Foundation Logic Model Development Guide, 2004 
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What                      Why 

1. Resources include the 
human, financial, 
organizational, and 
community resources a  
program has available to 
direct toward doing the 
work. Sometimes this 
component is referred to 
as Inputs. 

2. Program Activities are 
what the program does 
with the resources. 
Activities are the 
processes, tools, events, 
technology, and actions that 
are an intentional part of the 
program implementation. 
These interventions are used 
to bring about the intended 
program  changes or results. 

3. Outputs are the 
direct products of 
program activities 
and may include 
types, levels and 
targets of services to 
be delivered by the 
program. 

4. Outcomes are the specific 
changes in program 
participants’ behavior, 
knowledge, skills, 
status and level of functioning. 
Short-term outcomes should be 
attainable within 1 to 3 years, while 
longer-term outcomes should be 
achievable within a 4 to 6 year 
timeframe. 
The logical progression from short-
term to long-term outcomes should 
be reflected in impact occurring 
within about 7 to 10 years. 

5. Impact is the 
fundamental intended or 
unintended change 
occurring in organizations, 
communities or systems as a 
result of program activities 
within 7 to 10 years. In the 
current model of WKKF 
grant-making and evaluation, 
impact often occurs after the 
conclusion 
of project funding. 



- from the W.K. Kellogg Foundation Logic Model Development Guide, 2004 
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How to read a logic model… 



Outcomes and impacts should be 
SMART: 

•  Specific 
•  Measurable 
•  Action-oriented 
•  Realistic 
•  Timed 
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An example … 

- from the W.K. Kellogg Foundation Logic Model Development Guide, 2004 
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How logic models position you for 
success … 

- from the W.K. Kellogg Foundation Logic Model Development Guide, 2004 
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Engagement in determining questions/
approaches 
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Logic	  Model—Problem:	  Documen.ng	  &	  Understanding	  Changing	  
Water	  Quality	  in	  NM	  Streams/Rivers	  Affected	  by	  Snowmelt	  Runoff	  

RESOURCES ACTIVITIES OUTPUTS SHORT- AND 
LONG-TERM 
OUTCOMES 

IMPACT 

In order to 
accomplish our set 
of activities we will 
need the following: 

In order to address 
our problem or 
asset we will 
accomplish the 
following activities: 

We expect that 
once accomplished 
these activities will 
produce the 
following evidence 
or  service delivery: 

We expect that if 
accomplished these 
activities will lead 
to the following 
changes in 1-3 and 
then 4-6 years: 

We expect that if 
accomplished these 
activities will lead 
to the following 
changes in 7-10 
years: 

•  Funding for in situ 
water quality sensing 
system ($__,000) 
•  Support for 
graduate and/or 
undergraduate 
student(s) to install 
and monitor systems, 
and to integrate and 
synthesize results 
•  Established 
“Climate Change” 
web site for 
dissemination of 
results 

•  Specify system 
requirements  
•  Purchase sensor 
system 
•  Install, test and 
calibrate sensors 
•  Develop and 
implement 
maintenance and 
operations plan 
•  Develop database 
schema and QA/QC 
plan and make data 
available via web 
 

•  # locations 
instrumented 
•  # megabytes 
available and online 
•  # theses based on 
data 
•  # publications 
based on data 
•  # presentations at 
National meetings 

•  Increased use of 
water quality portion 
of web site 
•  Increase in number 
of streams 
instrumented with 
water quality sensor 
systems 
•  Increase in 
externally funded 
research projects 
focused on water 
quality questions 
 

•  Incorporation of 
water quality info into 
State water 
monitoring and 
mgmnt plans 
•  Incorporation of 
water quality info into 
education exhibits 
and State curricula 
and teacher training 
•  State-sustained 
water quality 
monitoring program 
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Logic	  Model—Problem:	  Crea.ng	  a	  Ci.zenry	  that	  is	  Informed	  about	  Climate	  Change	  
and	  its	  Impact	  on	  New	  Mexico’s	  Natural	  Resources	  (#1—upda.ng	  the	  NMNH&S	  
Climate	  exhibit)	  

RESOURCES ACTIVITIES OUTPUTS SHORT- AND 
LONG-TERM 
OUTCOMES 

IMPACT 

In order to 
accomplish our set of 
activities we will need 
the following: 

In order to address 
our problem or asset 
we will accomplish 
the following 
activities: 

We expect that once 
accomplished these 
activities will produce 
the following 
evidence or  service 
delivery: 

We expect that if 
accomplished these 
activities will lead to 
the following 
changes in 1-3 and 
then 4-6 years: 

We expect that if 
accomplished these 
activities will lead to 
the following 
changes in 7-10 
years: 

•  Funding ($ --,000) for 
Sphere of Science 
(SoS) infrastructure 
•  Support for 1 
workshop that involves 
climatologists in 
developing exhibit 
content 

•  Specify system 
requirements 
• Purchase SoS 
•  Install and customize 
# SoS  content 
modules 
•  Develop # new SoS 
content modules 
focused on NM climate 
change 
 

•  # user visits to SoS 
•  # new content 
modules 

•  Increased visitation to 
climate change exhibit 
•  Independent NSF 
(e.g., 1 or more ISE 
grants) and other 
funding for creation of 
new content modules 
and, possibly, the 
addition of one or more 
small SoS systems that 
can travel around State 
to other museums 
 

•  Increased recognition 
of importance of 
climate change and its 
impacts in NM 
•  Increased use of SoS 
in informal science 
education throughout 
State 
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Assessment and Evaluation 

- from the W.K. Kellogg Foundation Logic Model Development Guide, 2004 
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Examples and Use of Evaluation 
Indicators 

- from the W.K. Kellogg Foundation Logic Model Development Guide, 2004 
 

14	  Post	  Doc	  Leadership	  Program	  2015	  



CI Example – Data 



Visualization 
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Assessment and Evaluation 



Project Schedules (e.g., Gantt charts) 
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“Traffic Light” Analysis 
Strategic Plan Assessment 



1.  Set	  aside	  .me	  for	  thinking,	  outlining,	  and	  wri.ng	  during	  
most	  produc.ve	  .me	  of	  day	  (e.g.,	  1	  hour	  every	  day)	  

2.  Make	  extensive	  use	  of	  outlines	  (from	  high	  to	  low	  level)	  
3.  Set	  manageable	  goals	  and	  sub-‐goals	  (e.g.,	  1	  paragraph	  or	  

1	  page)	  and	  review	  daily	  
4.  Use	  google	  docs	  for	  collabora.ve	  wri.ng	  (back	  up)*	  
5.  Version	  documents	  with	  numbers/dates	  
6.  Do	  boilerplate	  work	  during	  non-‐produc.ve	  hours	  
7.  Let	  others	  read,	  review	  and	  edit	  early	  on	  and	  frequently	  
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7	  effec.ve	  wri.ng	  habits: 

https://www.google.com/intl/en/docs/about/ 

*Share Point is another service that can provide more secure information sharing 
http://office.microsoft.com/en-001/sharepoint/ 


