Concept Paper – Template and instructions

The purpose of the Concept Paper is to present a proposal to perform a project and request funds under a Grant Program. 
The originator of the Concept Paper Template is responsible for ensuring that the request is allowable under the current active grant requirements and aligns with the strategic goals of the National Capital Region.

To determine allowability, originators should consult the approved equipment list at www.rkb.mipt.org and the current year grant terms and conditions at http://www.ojp.usdoj.gov/odp/library/bulletins.htm.

To determine alignment with the NCR Strategic Plan, originators should consult the current plan from the State Administrative Agency (SAA) or contact their Council of Governments Emergency Services Function (ESF) committee representative.  The NCR Strategic Plan will soon be available at the COG web site [www.mwcog.org/].
Instructions for completing the form:

Date:


Today’s date

Originator:

The Contact Name, Title, and Organization for the individual completing the documentation

Contact Information:
The office address, phone number, and email address for the Contact Name

Project Title:

The working title of the project - as defined by the Originator.  All projects must align with the NCR  strategic goals.  Indicate which NCR strategic goal(s) this project addresses.  
Estimated Grant Amount:
The amount of projected funding necessary to implement the project

Estimated Timeline:
The anticipated start and end dates for completing the work needed to implement the project.  This includes all project activities (e.g., professional services activities, communication plans, dependencies with other projects or funding sources, as well as procurement steps).  If relevant, specify whether the required level of effort is continuous or cyclical.
Dependencies and Cost Factors:
Identify resource constraints or external funding, for example, that may impact the project scope, schedule, or budget.  Identify factors influencing the overall cost of the initiative (e.g. size of population, technology investment).
Problem Statement/Project Description: 
Include a brief, quantifiable description of the problem this project will solve.  Include as many specifics regarding current situation limitations, compliance needs, and expected outcomes as possible.

Performance Measures:

Identify quantitative and qualitative measures of inputs, outputs, and outcomes to assess progress against an initiative/project.  If it is available, originators may elect to attach a one page Project Scope and Charter document to the Concept Paper template.

Preliminary Project Plan:
Include a brief outline the tasks, resources, deliverables, and due dates for the project.  If it is available, originators may elect to attach a Microsoft Project Schedule to the Concept Paper template.

Note:

The Concept Paper should be a brief 2 – 3 page outline of the proposal.  The individual fields will allow for text word wrap and some expansion.
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