National Programs Fund

Outline of Requirements and Proposal
This is an outline of the proposal you need to submit in order to solicit from the National Programs Fund.  This is supplemental to the National Programs Fund (NPF) Packet and is not meant to be a stand alone document.  This is meant to serve as an outline that can be followed to prepare a proposal for the National Programs Fund. 

If you have any questions please contact Jarrell D. Johnson, National Programs Chair at nebprograms@nsbe.org or at 703-332-9538
OUTLINE

This outline provides the sections that you must include in the proposal – please refer to the National Programs Fund Packet for the official instructions on the information you must include in your proposal.

SECTION 1

PROGRAM PLANNING SHEET

Cover Sheet

· Chapter Name 

· Chapter Code

· Proposal Author (name and title)

· Daytime Phone

· Evening Phone

· Email

· Key Contact Person(s)

· Daytime Phone

· Evening Phone

· Email

· Official Name of Program

· Program Start Date

The author is required to report if and when this program may have been implemented in a previous fiscal year (the NSBE fiscal year is August 1 – July 31)

· Program Objectives and Goals

· Ultimate Objective

· Impact of Program

· How program directly impacts the National Directives, the National Long Range Plan (Key Business Areas) or the national objectives (see attached)

· Membership Sector Impacted

· NSBE Jr, Collegiate or AE Members or groups external to NBSE

· Program Budget

· Detailed line item budget

· Expenses

· Income (monetary – from all sources) 

· Specifics of each item

· Indicate how income from NSBE NPF will be distributed among the expenses on the budget

· List in-kind resources that will be used

· Actual program budget – for a program that has already occurred

· Expense receipts for a program that has already occurred

· PROGRAM PLANNING SHEET

· See form in NPF Packet

· PROGRAM EVALUATION FORM

· See form in NPF Packet

· For a program that has occurred this must be submitted with the proposal

· For a program that has not occurred this must be submitted with the followup grant IF the proposal is approved for a grant

· PROGRAM PARTICIPANT EVALUATION FORM

· See form in NPF Packet

· For a program that has occurred this must be submitted with the proposal

· For a program that has not occurred this must be submitted with the followup grant IF the proposal is approved for a grant

SECTION 2

· PROGRAM IMPLEMENTATION PROCESS

· Steps taken to prepare for program

· Program implementation plan (or agenda)

· Program participation explanation – What the participants actually do in the program

· Speakers, facilitators, volunteers and program staff (anticipated and confirmed)

· Program promotions strategy – how do you plan to market the program (i.e. get the word out)

· Program evaluation plan (how will you know if you were successful)

· Facilities/Equipment (why were they chosen)

· Constraints/Milestones

Constraints – impact the program’s success

Milestones – required for the program to be successful

May include but not limited to: time constraints, financial constraints, staffing constraints, resource constraints
SECTION 3

SCOPE OF PROGRAM

· How does program offer leadership development

· How many NSBE members (PCI, NSBE Jr., Alumni, Collegiate) have participated in the program in the past

· Have mentoring relationships been formed?  What is the nature of the mentoring relationships?

· What is the ratio of chapter members who participated in the program to the number of people in the chapter (chapter members who participate in program/total chapter membership)

· What other chapters (NSBE Jr., PCI, Alumni or collegiate) did you work with?

· How often do you do this program?

· How does the chapter know the program will meet the needs of the participants (e.g. was a needs assessment conducted) – give an example

· Do you partner with other organizations for this program?

INSTRUCTIONS SUMMARY

The proposal is to be submitted via NSBE On-Line (NOL) – do not email or mail your proposal unless you encounter problems on NOL – NO EXCEPTIONS.  
If you encounter difficulties, you may send your application to Jarrell D. Johnson, National Programs Chair (NEB) at nebprograms@nsbe.org and copy Valerie Thomas, National AE Programs Chair at programs@nsbe-ae.org.  You may also be asked for a screenshot of the difficulty encountered so that NSBE World Headquarters can determine the cause of the problem encountered in NOL.
Supplemental materials that CANNOT be submitted electronically (e.g. you have receipts and have no way to scan them) are to be sent so that they arrive within five business days of the proposal being submitted on NOL.

Supplemental materials that need to be mailed are to be sent to NSBE World Headquarters at the address:
National Society of Black Engineers

NPF Proposal Support Materials – [Insert Chapter Name]

Attn: Programs Dept

c/o National Programs Chair

205 Daingerfield Road
Alexandria, VA 22314

The turnaround time for a program that has occurred (and money has been spent) is six weeks to receive a reimbursement.
A program that has not yet occurred should treat the money to be received as a grant and are therefore required to follow whatever requirements are specified in the grant proposal. It is preferable to go the reimbursement route.  If you do not conduct the program as outlined in your proposal, please contact the National Programs Chair as soon as possible. You can submit only one proposal per program – so if you have five programs you may submit five proposals (one for each program).
