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This workshop is to be conducted with Learning for Life finance committee members.  At will give an overview of the Learning for Life finance committee and ways to seek funding.

See the Learning for Life Guidebook (99-064) for more detailed information on the following:

· Types of proposal funding sources

· Items that should be included in a funding proposal for a Learning for Life program

· Proposal organization and the steps of proposal writing

· U.S. Department of Education funding programs and opportunities

· Sample of proposals for funding
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1. General Finance Options

 For Learning for Life (use handout #1)
Learning for Life programs have a cost including costs for items such as staffing, program opportunities, materials, recognition and training. 

Funding for Learning for Life programs needs to be planned and organized to be effective. Successful funding will enable the programs to reach new and inventive levels.  Services by staff can be greatly enhanced when an organized and well-executed plan for securing the needed dollars occurs.

Funding for Learning for Life groups

can be organized using five vehicles:
1. Proposal Funding: Grants from organizations, service clubs, businesses and foundations are presented for their review 

2. Fund Raising Events: Include a wide variety of activities that seek to raise money.  These activities include sporting events, awards banquets or meal events.

3. Campaign Funding: Direct solicitation to community prospects.

4. United Way: Use of special grants above and beyond the yearly allocation

5. Project Sales and in kind gifts: Specific donations of money or supplies to support approved, budgeted items for Learning for Life programs

2. Learning for Life Finance

 Committee Responsibilities (use handout #2)
Overall committee function: To help Learning for Life organize a yearly campaign effort to secure funds to underwrite the costs of the program(s).

Learning for Life Finance Committees need to be made aware of the concept of total funding.

Total Funding relates to the entire scope of money needed to operate a successful program. Fundamental (or minimal) costs include:

· Yearly national participation fees for youth and adults

· Annual national group certification fee 

· Learning for Life materials such as lesson plans and recognition items

Additional costs can include:

· Staff salaries and benefits

· Support staff salaries and benefits

· Office supplies: copies, mailings, office equipment (such as copiers, computers and telephones)

· Training materials 

· Use of facilities for extra program opportunities

· Staff related costs such as travel

The concept of total funding would take into consideration the fundamental and additional cost factors in the delivery of successful Learning for Life programming.  The goal is to have Learning for Life be self sufficient in funding.

The local Learning for Life Finance Committee would meet regularly to review the status of projects related to one or more of the finance options.  The staff advisor would offer assistance by keeping the committee focused on target for date- sensitive action items.  Also the staff advisor to the Learning for Life Finance Committee would be responsible for getting needed information about costs and other expense or income related items to the members as needed. 

Finance Committee Duties:

(Use handout #3)

· Review the approved options for financing of the Learning for Life program 

· Develop a strategy for funding that takes the concept of total funding into account

· Design a yearly calendar of events related to the strategy that would include the action items for each

· Implement the yearly campaign by:

· Recruiting the chairperson for each event from a list approved by the Learning for Life Executive

· Recruiting the committee members for each event from a list approved by the Learning for Life executive

· Organizing sufficient report meetings to monitor success

· Evaluating each event upon completion

· Coordinating a review of the funding progress at year’s end and develop strategy for upcoming year

· The committee reports to the Learning for Life Chairman

3. Specific Job Descriptions for

 Learning for Life Finance

 Committee
Learning for Life Finance 

Chairperson
Duties: 

1. Gives leadership to:




· The development of the strategy for funding Learning for Life using approved options that are available for use

· The Learning for Life funding activities by securing the chair for each event and monitoring the events progress of each event

· The Learning for Life committee by actively recruiting outstanding community members for the committee operations

· The Learning for Life committee meetings by serving as the chairperson 

2. Reports to the Learning for Life chairperson

3. Works with the staff advisor

Learning for Life Finance 

Committee Members:
Duties:

1. Attend the Learning for Life finance committee meetings

2. Support the Learning for Life finance events 

3. Actively assist in prospecting and recruiting prospects for each Learning for Life event as well as the overall Learning for Life finance committee

4. Help research potential funding sources for Learning for Life programs

Event Chairperson:

Duties:

1. Recruits a sufficient number of members for the working committee for the event

2. Organizes sufficient report meetings to monitor success of the event

3. Monitors the progress of the event 

4. Agrees to serve as the host at the event

5. Reviews the financial goals and targets for the event and agrees to achieve the objective

6. Secures the location for the event on an approved date and time

7. Promotes the event by use of mailings and phone calls to secure support

8. Evaluates the effectiveness of the event in a post-activity meeting with the key leadership

9. Reports to the Learning for Life finance chairperson

4.  Funding Options for 

Learning for Life
(Use handout #4)

Proposal funding:

Two types of 

proposal funding:

1. A request for funding: A formally organized, well-written document that asks a potential funding sources for financial support.

2. A contract for services: A formal proposal that presents a detailed accounting of program services that will be used and available to the organization investigating Learning for Life

Types of Proposal 

Funding Sources:
(Use handout #5)

1. Independent/Family Foundations are relatively small and usually have no staff or are staffed with family members. They limit their grants to specific areas of local interest.  The assets of these foundations are generally derived from the gift of an individual or family. Although the size of gifts that organizations receive from this source may be smaller, there are more family foundations than any other type. Thus, they are a good source of local support.  In many cases, no formal proposal is needed with a family foundation, but it is recommended that an outline of the Learning for Life program and services be included.   These foundations can also be strong prospects for major gifts.  

2.  Corporation or Company-Sponsored Foundations are the charitable giving arms of a business operation.  Such foundations derive their assets from a profit-making company.  Officers of the company, along with people not connected with the business, may serve on the board.  Grants are usually made to organizations in the communities in which the company carries on its business activity.  Often, a request for funds can be initiated through a branch, regional office, or business owned by the parent company and forwarded to the city where the corporation or company is located.  These foundations are excellent sources for funds for local programs, especially if the company has its headquarters, regional office or plant in the service area.

3.  Community Foundations are becoming increasingly popular and growing rapidly.  These foundations usually have a governing board that is broadly represented in the community it serves.  Grant programs are almost always directed toward the immediate locality or region.  The assets of these foundations are derived from many donors, and trustee banks often manage investments.  More and more companies and individuals are contributing to their own local community foundations and becoming more involved as the community foundations become their local "eyes and ears."  Community foundations offer local support based on individual donor designations, as well as the foundation's own areas of interest.

4.  General Purpose and National Foundations have broad purposes and priorities established by a board of trustees on a continuing basis in response to social change and need.  Some of the largest foundations--such as Ford, Rockefeller, and Kellogg--are included in this classification.  These foundations hold the majority of the total foundation assets. The largest foundations will normally support only large grant requests, or proposals from a national organization, rather than a local program. They may, however, support local programs if it happens to be headquartered in the same city, and the foundation has program interests that are compatible with local organization.

5. School Districts or individual schools
Local school districts or even individual schools can be potential funding sources for Learning for Life programs that will be used within their own educational organization. The school administration will pay for programs that it feels are an important part of the delivery system to students.  Looking at schools as funding sources requires Learning for Life to be a valuable asset to the classroom teacher or guidance department.  The program and resources Learning for Life can deliver must be unique in terms of:

· Quality of program delivered

· Quantity of program—enough to meet the needs addressed

· Cost-efficiency -to be with their budget guidelines

· Cost effectiveness- as compared to other similar programs

· Presenting added value that could include staff, materials, connecting activities to the community at large, outdoor program resources and others that only Learning for Life could deliver

When a school district or local school is paying for Learning for Life as a program, it is contracting for services.  If this is the case, Learning for Life should present a well-organized proposal that spells out the roles of all the participants in bringing Learning for Life to the school.  

5. Discussion of local 

funding sources

Come to this brainstorming session with lists of potential sources of funding.  A history of giving to Learning for Life and other local youth serving agencies would be helpful.  Also, be aware of what funding sources the local council is reviewing to avoid conflicts.

Lead a discussion and brainstorming session on all the local/regional/national level sources of funding that the committee has knowledge of.  Sources need to be listed according to the five groups listed in section 1.  Follow the basic rule of brainstorming, accept all ideas without qualification.  

Review the list

After initial listing completed, begin to rank the funding sources.  Depending upon the sources and knowledge of committee members, source evaluation can be done immediately after or may require that the sources be divided out to the committee members for research assignments.  Use the following criteria to evaluate funding sources:

· Knowledge of the source: Are committee members familiar with the organization? 

· Knowledge of the directors and especially the decision-makers on funding requests: Do committee members know the people involved?

· Annual giving in the local area: What is the history of the funding source in the community that Learning for Life serves? 

· Does the source fund programs similar to Learning for Life?  

· Do the goals of the organization meet the objectives of Learning for Life?

· How much will this organization award? Is there a limit to the amount of dollars they will approve?

· Does this source fund only start up programs or make one-time awards or do they consider renewals and on-going program support?

· How does the funding source accept funding proposals?  What is the method of review?

· What is the timeline?  Does the timeline fit with the Learning for Life cycle or meet this committee’s needs?

Once the above criteria are reviewed, the committee can rank the funding sources in order of committee preference.  By ranking the sources, the committee is attempting to focus its energy on the funding source with the greatest potential.   Greatest potential sources are the ones the committee feels its has best personal knowledge and influence with.

6. Writing the proposal

After the best potential funding sources are identified, it is time to write a funding proposal. In most situations, the Learning for Life executive will organize and write the actual proposal.  But a committee orientation to a funding proposal may be appropriate. The committee may be helpful in structuring the information, especially in composing the cover letter.  

There are some general concepts to consider before writing the proposal.

1. Define and be clear on the problem you are addressing; can it be written in a short introduction?

2. Construct the solution to that problem and describe the methods

3. Does your problem and solution match with the funding source’s mission?

4. Target your proposal to specific populations within the community by geography, gender, age or other group 

5. How have the needs of the community been assessed, and has the problem you are focusing on been identified as important to the community?

6. How will the writing program be monitored and evaluated?

7. Can your outcomes be measured with statistics in a given period of time?

8. When will be program begin and end?

9. What are qualifications of the staff?

Some Basic principles

 to keep in mind.

(Use handout #6)
1. The proposal must be neat, clean and easy to read

Make sure there are no typographical errors in the final copy.  Send one original with the requested number of copies.  Break up the copy by using headings.  Keep the sentences short and concise; there is no need to use flowery language.  

There is no need for expensive covers or packaging.  Do not use unusual formats or fonts; the focus should be on the content not the form.

2. Write in plain English

Be clear.  Have other people read the proposal, particularly someone who is not familiar with Learning for Life.  If that person can understand your proposal, so should the funding source.

3. Make it brief

Keep to the guidelines set forth by the funding source.  If there are no guidelines, use good judgement to tell the Learning for Life story without giving too much detail or using potentially confusing program specific language.

4. Be positive

Keep the story about Learning for Life, the community and the organizations involved in proper light.  Do not call attention to failures of Learning for Life or other organizations.  Some of the community problems are negative, but do not look to place blame in your proposal; present solutions.

5. Avoid unsupported assumptions

Do not overuse charts, tables, and pictures that try to make Learning for Life the great problem-solver to all.  State how we can support community organizations, and address the specific areas in the proposal.  On the other hand do not assume that everyone knows about the Learning for Life program.  Present relevant details that focus on the areas in the proposal.

Components of a Proposal:

(Use handout #7)

1. Cover Letter: (one page)

The cover letter is the first item the prospective funding source will see.  It should be addressed to organization, as with any letter, and specifically to the proper administrator.  Use his or her name.  Do not open the letter with “Dear Friend,’ Do not “drop names” in the cover letter.

Briefly describe the project, why the proposal and your project will help the community, and why it is important to do it at this time.  Include the dates of the project, its potential and the total amount of money requested.  A high-level volunteer should sign the letter.  If an executive board officer is someone known to the funding source board or administrator, use their name; if not use the Learning for Life vice president or council Scout Executive.

2.  Executive Summary: (one page)
This is a statement of the problem and Learning for Life ’s solution.  Review your Learning for Life program qualifications for funding and its credibility as an organization.  Reinforce the connection between the interests of your program and those of the source.  Tell them about Learning for Life without going into detail about structure and hierarchy.  Be brief and specific and avoid jargon, cliches and flowery adjectives.

Some sources are interested in those serving on the executive board, so if appropriate include a listing of members.

3. Statement of Need: (two pages)

State why this project is needed to address the problem.  The statement of the problem or needs is the most critical part of your plan. It represents the reason behind the proposal and must serve to convince the funding source that your project is important.  It should also state how Learning for Life could handle the problem better than anyone else.

The need assessment section of your proposal should contain these basic requirements:

(
It should be clearly related to the purposes and goals of the Learning for Life and its program.  Include information from the appropriate sections of the strategic plan.

(
It should be supported by evidence from authoritative sources.

(
It should be of reasonable dimensions; that is, it should address a concern that Learning for Life can realistically do something about in the time period stated in the proposal.

(
It should state needs of clients to be served, not the needs of Learning for Life.


4. Project Description: (three pages)



How will this project be implemented?

The objectives should reveal what Learning for Life plans to accomplish through the solution of the problem or needs. List specific objectives without being overly ambitious.

Please note that objectives are outcomes of activities, not to be confused with the activities themselves. The difference between methods and objectives is the difference between means and ends.

The methods or procedures tell how Learning for Life plans to accomplish its goals. Point out the methods that will be used to accomplish the needs, along with why and how the Learning for Life can produce the results anticipated.  A timetable could be included to indicate when Learning for Life intends to accomplish the project objectives.

Just as the objectives flow naturally from the project statement, so should methods flow from the objectives.  The basic requirements from the methods section are clarity and justification. The methods should be understandable and accompanied by an explanation of the rationale underlying your choice of them

The evaluation portion of your proposal should have two components: the outcome evaluation and the process evaluation.

The outcome evaluation measures the results of your program--the extent to which the program has achieved its stated objectives and the extent to which the accomplishment of objectives can be attributed to the program.  Remember that evaluations must have the ability to be measured.  They need some mathematical component as a basis for comparing and completion.  Another part of evaluations is the time frame involved.  When will the evaluation be taken?

The process evaluation examines the conduct of the program --whether the program has been conducted in a manner consistent with the plan.

Funding sources are becoming more critical of proposals that fail to include an evaluation process and a practical method of disseminating the results.

5. Budget:  (one page)

The budget that you present with your proposal is an estimate of the costs. It should include details on the expenditures, with complete explanatory notes.  A funding source will provide you with a degree of latitude in actually spending your money, as long as you do not exceed the total amount of the proposal. Never feel that the proposal money must be spent exactly as you budgeted it. You will have certain degrees of freedom in spending proposal moneys, and the funding source may authorize requests for additional changes.

As with everything in your proposal, the budget figures presented must be specific.  Salaries and the amount of time staff members will devote to the project should be listed, and all anticipated expenses should be documented and described.

It may be best to design your budget form in three categories: personnel costs, non-personnel costs and indirect costs. Indirect costs are those expenses incurred in sharing the costs with other facets of our program, for example: heat, lights, taxes, and telephone.

Future funding at the end of the proposal period is of interest to a funding source.  Many funding sources want to know how Learning for Life will continue a program when a proposal has come to an end.  A plan should be presented that assures a funding source that Learning for Life will be able to maintain the program or project after the proposal expires. A plan to generate funds through the program itself is excellent. The best plan does not require outside proposal support. Please note: Future funding is not relevant for one-time only proposal applications, such as equipment, vehicles, etc.  

6. Organization Information: (one page)
Provide background on the local Learning for Life program.  Include:

· History

· Structure: You could include a copy of a strategic plan and the names of members of the executive board.

7. Conclusion: (two paragraphs)



Summary of the project’s main points

8. Support Material

This could be the appendix to your proposal. Remember to use only those items that in support of the proposal, which may include a listing of Learning for Life volunteers, location and contacts for other local Learning for Life programs, any relevant charts or graphs.  Endorsement letters or copies of Learning for Life publications could also be place here.

Proposal Checklist
The appendix includes a Proposal Worksheet that will guide through the process of writing a proposal.  Also use the checklists in the appendix for proposals, service contracts and if appropriate, staffing and budget.  As you prepare your foundation request, the checklists will help keep you focused on what each section should include.  A checklist will help the proposal writer highlight necessary proposal components that should be considered when writing a full-length proposal.

 7. Fund Raising Events

Types of events that the Learning for Life finance committee could be organized include:

· Sporting tournaments: golf and tennis are the most popular.

· Meal events: Participants purchase a ticket to a dinner or breakfast event.  The price of the ticket could include a donation to the Learning for Life program.  Or at the event a solicitation for donations could be made.

· Honoree dinner: Learning for Life recognizes an outstanding person in the community and sells tickets/tables to the event.  Costs for the event could be underwritten by sponsors in addition to the ticket price

· Receptions: hosted on a more intimate basis, receptions include a solicitation to those invited.  It must be hosted by the right person at the right location to be effective in raising money.

All these events must be organized only after approval from the local council executive the appropriate executive board member.

8. Project Sales and 

Learning for Life
Project sales means seeking financial support for specific items in a budget.  In Learning for Life, project sales could focus on specific programs at specific locations, such an underwriting the costs for a senior high school program at the local school.  Service clubs would be an excellent source in the previously mentioned case.

In kind services is also a vehicle that could be used.  The services must be budgeted and approved as a need for Learning for Life.  For instance, funding sources could provide for the copying or program supplies for Learning for Life that otherwise would be an expense incurred by the local Learning for Life office.  

In either project sales or in kind services, the item Learning for Life is requesting support for must be approved and specific.  Items that are not part of the Learning for Life budget, should not be considered for funding.  

The Learning for Life finance committee could review a listing of projects and in kind services needed to support the program.  This review could attempt to match the needs with potential sources.  The committee would then decide the best procedures to follow to make the request to the potential source.

9. Direct Community 

Solicitation Events

For some Learning for Life offices, the best method of raising dollars is a direct solicitation of prospects.  If the Learning for Life finance committee uses this type of fund raising, some items to considered:

· How will the prospects be selected and reviewed?

· What will the solicitation method be?

· What is the timeline for the solicitation?

· How will the solicitations be made? 

· What are the expected levels of solicitation?

· What is the goal for this type of fund raising?

· Can prospective donors make a pledge and be billed? 

10. United Way Relationships

In many communities, the United Way is a source for funding through special grants or the annual allocation process.  If a special grant is available in the local Untied Way and it is approved for organizing a proposal for Learning for Life funding, here are some items to consider:

· When is the proposal due?

· How long is the appropriation for?

· Can this special source be renewed?

· Are there restrictions on how the money can be used?

· Is there an evaluation process associated with the grant?
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Proposal Worksheet

Proposal to :___________________________________________

1. Select a Learning for Life program by circling one of the following:

· Elementary

· 7th and 8th grade

· Senior high school

· Special needs

· Exploring

2. Identify  the need (circle one or write your own):  some possibilities are
· serving school to careers 

· serving urban youth—identify special problem

· serving suburban youth-identify special problem

· serving rural youth-identify special problem

· character development

· serving mentally challenged youth

· other:

________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Write two objectives for the project description: guidelines to consider:

· What is the objective?

· How will it be measured?

· When will it be measured?

· Who will conduct the measurement?

· Where will measurement begin and end?

·  must be measurable

· what methods or procedures will you use to reach the objective

· how will your objectives be evaluated—

· what are the outcomes

· what is the process used

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Write the cover letter: use the samples and correct or create a new cover letter for your proposal:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. Build a Budget: list the expense items; add what is needed

	Expenses
	
	
	
	

	Staff Program Support
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Materials
	
	
	
	

	   Curriculum
	
	
	
	

	   Charts
	
	
	
	

	                 Stickers
	
	
	
	

	   Printing
	
	
	
	

	   Recognition
	
	
	
	

	   
	
	
	
	

	Teacher training
	
	
	
	

	 Material
	
	
	
	

	Costs
	
	
	
	

	   
	
	
	
	

	Fees
	
	
	
	

	   Participants
	
	
	
	

	  Adults
	
	
	
	

	   Renewal fees
	
	
	
	

	
	
	
	
	

	Support Services
	
	
	
	

	Office    Supplies
	
	
	
	

	Materials
	
	
	
	

	Other
	
	
	
	

	Grand Total
	
	
	
	


6.  Outline the organizational information: Select the four most important facts that you would include in the proposal about the Learning for Life operation:


1.__________________________________________________________________________________________________________________________________________________________________________________________________________________


2.__________________________________________________________________________________________________________________________________________________________________________________________________________________


3.__________________________________________________________________________________________________________________________________________________________________________________________________________________


4.__________________________________________________________________________________________________________________________________________________________________________________________________________________

7. Write the conclusion: summarize the project’s main points in a well-written paragraph:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8.  Other: what else would your group include (written or resource items) in this proposal:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Proposal Checklist

Cover letter:
( )
Is correctly addressed, to the proper person

( )
States what you propose to do

( )
States why your project is important

( )
Contains the dates of the project

( )
Highlights potential accomplishments

( )
Specifies the total support requested

( )
Signed by the proper person

Summary:

( )
Appears at the beginning of the proposal

( )
Identifies the council as the grant applicant

( )
Includes at least one sentence on credibility

( )
Includes at least one sentence on the problem/needs

( )
Includes at least one sentence on objectives

( )
Includes at least one sentence on methods

( )
Includes total cost, funds already obtained, and amount requested from foundation

( )
Is brief, clear and interesting

Introduction:

( )
Clearly establishes who is applying for funds

( )
Describes the council's purpose and goals

( )
Describes the council's programs and activities

( )
Provides evidence of the council's accomplishments

( )
Offers statistics in support of accomplishments

( )
Offers endorsements in support of accomplishments

( )
Supports qualifications in area of activity in which funds are sought

( )
Leads logically to the problem statement

( )
Is as brief as possible

( )
Is interesting

( )
Is free of Learning for Life jargon

Statement of problem or needs:

( )
Relates to the goals of the council

( )
Project is of reasonable dimensions--not trying to solve too much

( )
Is supported by statistical evidence

( )
Is supported by statements of authority

( )
Is developed with input from others

( )
Makes no unsupported assumptions

( )
Is free of Learning for Life jargon

( )
Is interesting and brief

( )
Makes a compelling case for support

The program objectives:

( )
Has at least one objective for each listed problem/need

( )
Objectives are outcomes, not methods

( )
Objectives are measurable

( )
Describes the population that will benefit

( )
States the time by which objectives will be accomplished

Methods/Procedures:

( )
Flows naturally from problems to objectives

( )
Clearly describes program activities

( )
States reasons for the selection of activities

( )
Describes sequence of activities

( )
Describes staffing of the program

( )
Describes clients and their selection

Evaluation:
( )
Presents a plan for evaluating accomplishment of objectives

( )
Has a plan to evaluate and change methods during grant period

( )
Tells who will do evaluation and how they were chosen

( )
Clearly states criteria of success

( )
Describes how data will be gathered

( )
Describes any evaluation reports to be produced

Budget:
( )
Tells the same story as the rest of the proposal

( )
Is detailed

( )
Contains no unexplained amounts

( )
Includes all items asked for by the foundation

( )
Separately details all non-personnel costs

( )
Indicates indirect costs, if used

Future funding:

( )
Presents a specific plan for future funds, if program is to continue

( )
Has minimal dependence on future grant support

Support material:
( )
Is what was asked for

( )
Is in proper order

( )
Is supportive of the proposal
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Proposals for Services Checklist

1. Cover Letter

· Provides basic introduction of Learning for Life

· Provides dates of project

· Comes with signature of high level community leader who is a volunteer

2. Executive Summary

· Statement of issues Learning for Life will address with the program

3. Statement of Need

· Is a statement of the problem or needs that will be addressed

·  Needs of the client being served not Learning for Life 

· Purpose and goals of the Learning for Life and its program

4. Project Description

· Provides details on how the project will be implemented

· Methods and procedures

· Results Learning for Life anticipates

· Evaluation process—outcomes to use a measurement of success of program

5. Budget

· Estimated costs

· Detailed or summary in nature-dependent upon the request of funding source

· Three general categories:

1. Personnel costs—staffing

2. Non personnel costs

3. Indirect costs

6. Organizational Information

· Background on Learning for Life and local operations

· Strategic plan

· May include listing of board members

7. Conclusion

· Summary of the main points

8. Support material

· Appendix 

· Charts/graphs

· Endorsement letters

· Learning for Life publications 
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Service Contract Checklist
1. Service contract as an agreement

· All partners involved are clearly stated 

· Schools/school districts 

· Learning for Life office

· Others involved

· Dates of the contract

· Amount of money

· Locations involved-where program will operate

2. Terms and conditions within a service contract

· Staffing:

· Number of staff expected to operate the program

· Days or hours staff is expected on site to provide services

· What specific services will be provided

· Duties and qualifications of the staff are spelled out 

· Could utilize a job description for Learning for Life Executive or local employees

3. Resources:

· What resources will each partner provide 

· Learning for Life literature-types and amount

· Clearly stated that Learning for Life materials are copyrighted and cannot be used without permission 

· Activities: number and dates expected

· Off site programs and fees—when and where

· Transportation for off site activities

· Training: frequency and hours offered

· Copying of Learning for Life activities 

· Mailing

· telephone

4. Evaluation/Renewal process

· What outcomes are anticipated by all parties

· When will the outcomes be measured 

· When will evaluation session be scheduled

· Schedule of interim reports and evaluations

· Procedures for renewal of programs

5. Student/Adult participation

· Agreement on number, grades, classroom  or schools that will use the program 

· Organization will provide the roster of students involved in program or for school based programs a letter on organization letterhead stating number of students involved

· Adults will be listed on roster or memorandum of understanding

· Annual completion of memorandum of understanding

6. Statement of termination of contract

· How and when parties may terminate the contract

7. Insurance issues:

· Learning for Life liability and if applicable the accident insurance

8. Compliance with federal, state and local guidelines 

· Compliance with Learning for Life guidelines 

9. Compensation

· Clearly stated the total amount due for services

· What documentation is necessary for compensation

· Are services and fees related to number of students, classrooms, grades of schools involved?

· Dates when service begins and ends

· Payment schedule and method of payment

· Are payments tied to an approved budget?

· Method of fiscal accounting to meet audit guidelines of all parties

· Is funding dependent upon a third party source?

· Who will administer funding and seek renewal?

10. Approval process

· Who must approve the contract

· Signatures necessary and correct titles 
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Budget Items Recommendations

1. Types of budgets

· Line by line summary

· Detail summary

2. Costs/Expense items

1. Participation Fees

· Administrative costs

2. Program Support Material

· Learning for Life literature and training support materials

· Added value items that Learning for Life could bring:

· Use of outdoor facilities

· Planning and facilitating career fairs, work site learning activities and Explorer events

3. Staff Program support

· Learning for Life Executive or local employee time and costs

4. Support Services

· Office supplies

· Materials

· Administration

· Travel expenses

· Mailings

5. In service training

· School based training on teachers’ time may need to be compensated

· Training costs for materials

· Other training opportunities for leaders and staff

6.  Grand Total
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Staffing Recommendations

1. Recommended staffing in local council for Learning for Life :

· Learning for Life or  District Executive supported by local council employees and volunteers

· Number of Learning for Life Executives in ratio to Learning for Life programs is dependent upon the staff support required to effective operate quality, renewing programs

2. Duties of Learning for Life Executive or District Executive:

· Relationships 

· With school administrations to facilitate:

1. The Needs Assessment

2. The Career Interest Survey

3. Annual Memorandum of Understanding

4. Accreditation Award

5. Evaluation process

6. Renewal of programs and funding

· With Exploring participating organizations to nurture:

1. Memorandum of understanding

2. Exploring Excellence Award

3. Renewal of programs and funding

· With Local Community to promote:

1. Positive public relations

2. Awareness of 

· Exploring with businesses and organizations

· Learning for Life school based programs with schools and other potential organizations

3. Use of Learning for Life as a school to careers program

· Development of funding source(s)

1. Identification of funding sources

2. Cultivation of funding sources

3. Writing of proposals

4. Organization of fund raising events

· Manpower

1. Volunteer recruitment and training

2. Organization of Learning for Life Committee to insure:

· Training opportunities are scheduled

· Service visits

· Program options are developed

3. Duties of Local Council Employee:

· Provide services as outlined in contract with participating organization (examples might be ):

· Scheduling of speakers to Junior High/Middle school and Senior High School program

· Development of career fairs

· Use of community role models and mentors 

· Work site based learning opportunities

· Service visits to Learning for Life groups and posts

· Coordination of program opportunities

· Teacher training/Explorer training
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FINANCE COMMITT WORKSHOP HANDOUTS

Handout #1

[image: image8.png]



General Finance Options

For Learning for Life

· Proposal Funding

· Fund Raising Events

· Campaign Funding

· United Way

· Project Sales and In Kind Gifts
Handout #2
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Total Funding Concept

· Cost of the program:

· Yearly participation fees for youth and adult

· Annual group certification fee

· Materials

· Additional Costs:

· Support and special programs
Handout #3
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Finance Committee General Duties

· Review the approved options for financing

· Design a yearly finance calendar of events

· Implement a yearly campaign:

· Recruit event chairs

· Organize report meetings

· Evaluate events

· Coordinate review of funding progress

Handout #4
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Funding Options

Two Types of proposal funding:

1. A request for funding

2.  A contract for services

Handout # 5
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Types of Proposal Funding Sources

1. Independent/family foundations

2. Corporation or company sponsored foundations

3. Community foundations

4. General purpose and national foundations

5. School districts or individual schools

Handout # 6
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Writing the Proposal: Basic Principles

1.  Make the proposal neat, clean and easy to read

2. write in plain English

3. Make it brief

4. Be positive

5. Avoid unsupported assumptions
Handout # 7
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Components of a Proposal

1.  Cover Letter (one page)

2. Executive Summary (one page)

3. Statement of Need (two pages)

4. Project Description (three pages)

· The objectives

· The method

· The evaluation

5. Budget (one page)

6. Organization information (one page)

7. Conclusion (two paragraphs)

8. Support material
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