BROOKDALE COMMUNITY COLLEGE

PROCEDURES FOR THE DEVELOPMENT AND SUBMISSION OF PROPOSALS
_____________________________________________________________________
Realizing that the development of a proposal is a major task and that institutional commitment is essential for successful implementation, the following procedures have been developed to provide a clear, direct route for careful review and for obtaining the required authorization necessary for both the development and submission of proposals.  There will be no exceptions to the procedures as outlined.  These steps are still required even if the College is a partner or is involved in a consortium planning to develop and submit a proposal for funding.

Ideas for proposals must be described on the PROPOSAL DEVELOPMENT APPROVAL form, which must be filled out completely.  The current Brookdale Strategic Planning Matrix is attached to assist you.  It is the proposal developer’s responsibility to forward the form to the appropriate offices.  However, whenever possible the Vice President of Educational Services will convene a meeting with all the necessary signatories.  Once all the signatures have been obtained, the form should be sent to the Office of Grants and Institutional Development, Planning and Development Division.  At that time proposal development/writing should commence.

Proposals and the required copies must be forwarded to the Office of Grants and Institutional Development with the completed and signed PROPOSAL SUBMISSION APPROVAL form no later than five working days prior to the deadline.  At that time a synopsis of the proposal will be prepared, resolutions drafted, etc., for the Board of Trustees’ approval at their monthly meeting as well as for compliance with Federal Intergovernmental Review requirements.  Obtaining the President’s signature and delivery of the proposal is the responsibility of the Office of Grants and Institutional Development.  The President is the only one designated by the Board of Trustees to sign proposal submissions and contracts.

For further information, please call Extension 2224, Grants and Institutional Development Office.

Approved by the President on July 1, 1992.
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