
[INSTRUCTIONS:  This Template may be used by your organization to prepare a Proposal for a Conditional Grant.  You are not required to use this Template and may use your own Proposal format or, if space permits, provide the required information in Section “E” of the Application for Conditional Grant Funding (Application).  This Template is provided only as a courtesy and you may modify it as required to better suit your project.  

Please ensure that an appropriate level of detail is provided in order for the reader to get a clear understanding of your organization and the project you wish to have funded.  See also Section “E” of the Application for additional information regarding Proposal requirements.

Note – If submitting a Proposal, whether you utilize this Template or your own format, the Proposal must be attached to the completed and signed Application that was provided to you as part of this package.

Please delete this and all other instructions fields (highlighted in yellow) when no longer needed, prior to submitting to Alberta Education and Childcare].
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[bookmark: _Toc213234723]
Executive Summary
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 and purpose of your organization
The purpose and anticipated end result of the Project
Overview of intended approach and methodology
The total anticipated budget
Anticipated deliverables
Other information you deem pertinent
[bookmark: _Toc213234724]Organization Profile and Qualifications
Introduce your organization here. 
It is best to begin by explaining how and why your organization was founded. It is also a good idea to provide a mission statement so that your readers know who you are and what you do. 
This section can include information such as the purpose of your organization, a description of its activities, a description of its target population, and evidence to show that it is a healthy organization, qualified to perform the activities described in this proposal.
[bookmark: _Toc4214695][bookmark: _Toc213234725]Activities /Scope of Project
Provide detailed information about proposed Project, and the scope of activities under this.  Include as much information as possible in order for the reader to gain a clear understanding of your Project.  Include milestones. 
[bookmark: _Toc4214696][bookmark: _Toc213234726]Timetable
Provide detailed information on the expected timetable for the Project. Break the Project into phases (if applicable), and provide a schedule for each phase.

	
	Description of Work
	Start and End Dates

	Phase One
	
	

	Phase Two
	
	

	Phase Three
	
	



[bookmark: _Toc213234727][bookmark: _Toc4214697]Total Funding Requested
State the total funds being requested from Alberta Education and Childcare.  Indicate what percentage of your total Budget for the Project would be covered by the requested funds (e.g.; 50%, 100%, etc.)
[bookmark: _Toc213234728]Budget Breakdown
State the costs and budget breakdown for the Project. Clearly indicate administrative overhead and other costs related to running the Project.  Tie wherever possible the allocation of funds to specific activities/milestones. 

	
	Description of Work
	Anticipated Costs

	Phase One
	
	

	Phase Two
	
	

	Phase Three
	
	

	
	Total
	$   0.00


[bookmark: _Toc4214698][bookmark: _Toc213234729]Key Personnel
List the key personnel, partners, or participants who will be responsible for the Project and the proposed activities, as well as any other organizations that may be involved in the Project.
[bookmark: _Toc213234625][bookmark: _Toc213234730][bookmark: _Toc213234626][bookmark: _Toc213234731][bookmark: _Toc213234627][bookmark: _Toc213234732][bookmark: _Toc4214699][bookmark: _Toc213234733]Evaluation
Discuss how progress will be evaluated throughout and at the end of the Project. What are the indicators for success?
[bookmark: _Toc213234734]Reporting
Describe how you plan to provide the project workplan and timeline, midpoint progress report, and draft and final report and best practices document(s)  to Alberta Education and Childcare during the duration of the project.
[bookmark: _Toc213234735]References
Provide the names and contact information of individuals and organizations who support and endorse the Project.
[bookmark: _Toc213234736]Work Samples
Provide references and work samples for your proposal here.
[bookmark: _Toc4214701][bookmark: _Toc213234737]Next Steps
Specify the actions required of the readers of this document.
Next Step 1
Next Step 2
Next Step 3
[bookmark: _Toc213234738]Signatures
Provide partner signatures or signed letters of support here.
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