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Introduction

Central New Mexico Community College (CNM) can be proud of a long
history of granrfunded development at the college. Histalily, grant
funds have played a critical role in accomplishing the college mission:
To aeate educational opportunities asdmmunity partnerships
while pursuing a level of community college excellence that is worthy of local and national
recognition.These financial awards support a vast array of innovative projects that enhance the
coll egebs abil it yhangng laved)BudkdwnwgeCornrhuaity CNMsi on o f
encourages faculty, staff, and administrators to be aware of external funding opportunities
supporting projects, programs and activities that will deepen and enhance our institutional
mission. To support awareness and use of the grant development process from research to
finding funding sources, proposal writing to grant pesgmanagementhis Grant Procedures
Manualhas been compiled

In the past, grant development has been decentralized across the college. More recently, a
systematic approach centralizing the process within the Planning, Budgétsatutional

Department (PBIRRwas initided. With a more standardized process in place, CNM hopes to
strengthen the col |ladlpee®fextanalifuhdini gssidtthosesire cur e a
search of such funding to achieve financial benedit@fi departments at CNM, andé¢ohance
thestudent experience, especially in the areaseofuitment, retention and graduation. A goal of

this centralized process is to align grant development with overall strategic planning and assure
optimalimplementation and sustainability of grénhded intiatives throughout the college.

ThePBIR works in partnership witthé CNM Foundation to achieve external funding from
federal, state, corporate and private agencies, donors and foundati®82, The Foundaion
wasrecognized by the Internal Reverfservice as a 501 (€}), taxexempt organization. As
such, it is basically a separate entity within CNM, governed by its own Board of Directors
comprised of a wide range of distinguished community membbesCNM Foundation is the
fund-raising and advaxy group promoting CNM and its programs within the community.

CNMés Foundation was formed to secure private
exceptional center for pesecondary education. The Foundation is the preferred channel for

private and arporate gifts to the college,atue to its taxexempt status, such sponsors qualify

for the maximum tax deduction allodi@nder the law. Its purpose is to promote, encourage, and
support, financial and otherwise, all educational activities at CentralNNeiico Community

College The Foundation is committed to the generation and investment of resources for the

support of CNM, its programs and its students.

Continued generation of resources gives the college the support needed to meet it
mission of promting and providing higher education opportunities, skill developmer
and workforce training relevant to contemporary needs within our coriegyni
districts, and fndamesetal woiklbralgef theugapdcieedted byrad &
increasingly dwindlingax base, thus giving students, faculty and community memb:
additional support needed in critical times. The Foundation also serves as the fiscal agent
for funds raised.




CNM: Goals,Mission, Vision, Values,Purposesand Milestones

A.Goals CNM6s gr ant p | ssamed ahoptairpng sustanalde external
funding to support the college's strategic plan and tadvanceits five primary goals

1. ExpandCNMs caring approach to student
2. Create and enhance a systemic approach to partnerships and community building
3. Buil d on dddeed divensity | t i
4. Strengt hen CNM6s comprehensive id
5. 1lnnovate in order to sustiansn CNMOS s uU:¢

B. Mission: To create educational opportunities and community partnerships while
pursuing a level of community college excellence that is worthy of local and national
recognition.

C. Vision: Changing Lives, Building Community
D. Values Caring, Civility, Excellence, Hope, Integrity, Leadership

E. Purposes

e Support Students: Offer the best opportunities for occupational and workforce
training, certificates, associate degrees, liberal arts and transfer credit, skill
development and litdong learning.

e Respmd to Community: Promote and maintain program quality and relevant
curricula to support economic and social development.

e Value Faculty and Staff: Offer opportunities for growth, professional development
and recognition.

e Foster Collaboration: Communicate, @operate and collaborate within CNM and
among other educational institutions and the community.

e Deliver Exceptional Service:Ensure a welcoming, friendly and servimeented
environment.

e Facilitate Access:Pursue an accessible and affordable educatioallfetudents.
o Respect Diversity:Celebrate, promote and respect diversity.

¢ Enhance Physical and Technological ResourceBlan, improve and maintain
physical resources and technology

e Ensure Accountability: Focus on an ongoing system of evaluation, amglgsd
adjustment; maintain fiscal integrity and responsibility.




CNM Institutional Overview: Background, History, Programs,
Accomplishments, Quality

In its 43year history, Central New Mexico Community College (CNM) has transitioned from a
trade schoolo a community college and become the second largest educational
institution in New MexicoMore than 26,000 students currently attend classes at

¢ @ four campuses and a Workforce Training Center in the Albuquerque metropolitan
area. Established in 1965 as Adjuerque Technical Vocational Institute (TVI),
the college's mission was to provide adults with marketable skills and the related
education needed to succeed in an occupation. Job training and career success for
its students have beenpary in CNM's misgn since is opening. As that

mission continues todaZNM has become a major player in the econaiftjpe metropolitan

area A remarkable96 percent of CNM graduates find jobs initheajors, which local business

representatives hetp design.

In 1978,the College was accredited by the North Central Association of Colleges and Schools
and that accreditation continues today, though the Association is now known as The Higher
Learning Commission. A major expansion in mission came in 1986, when the Legiglatve

the College the authority to grant associate degrees, and the move to become a community
college was under way. The number of disciplines and course offerings has increased steadily
through the years and CNM now supplies more transfer studethis tiiversity of New

Mexico than any other school in the state.

On June 2, 2004;VI changed its name to Central New Mexico Community Coltedeetter
reflect its commitment iproviding exceknt educational opportunities fsiudents locally,
regionaly and nationally andlso to reflecits standing as a top regional community college.
Today CNM offers certificate and degree programsvier 100 areas in Applied
TechnologiesMathematics, Science & Engineerirgisiness & Information 'YAN 4
Technology; Commuication, Humanities & Social Sciences; Health, Wellness

& Public Safety;and theSchool of Adult and General Educati@purses are

taught in the classroom and via Distance Learning to allow students the mos

flexibility possible in their education. Theltege continues to seek opportunities to broaden its
reach through partnerships with industry leaders and other educational institutions, allowing
students and instructors access to the most current innovations in many disciplines. This forward
thinking has allowed CNM to adjust to community and regional workforce needs since its
inception and will continue to support its mission for years to come.

The SW Center for Microsystems Education (SCME) serves as a regional Advanced Technology
Education Center (AE). CNM and the SCME were praised by President George W. Bush in a
February 3, 2006 panel di scussion hiaaPlenhi ch SC
was asked to speak abd@NM and SCMEG6s effortan in addressin
Competitiveness Initiave by enhancing and promoting the U.S. as a leader in technological
innovation.One measure of the quality of an educational program, especially in applied

technologies fields, is the industrial demand for program graduates. Nearly all (100%) of the
graduates of our MEMSphotonics and electronics programs find jobs in their field and at pay

rates appropriate to their profession and educdatd@v07 the SCME was moved to UN#l better

accommodate students interested in the MEMS field to continue thuiaion.



CNM is New Mexico's largest and most comprehensive community college. As such, it has

earned a reputation for preparing people for rewarding careers within the community. Our

programs continue to grow and evolve to provide workforce and e@a®rical training for

New Mexicans and others throughout the region and nation. In addition, CNM provides

excellence in liberal arts education for individuals desiring to continue in higher education.

There's something for everyone at CNM's five locateress the Albuquerque metropolitan

area: Main Campus near downtown; Montoya Campus in the northeast heights; the South Valley
Campus; the Westside Campus; and@hi#M Workforce Training CenteC N MsdStrategic

Direction plan fttp://www.cnm.edu/depts/mco/PDFEs/_cnm_stratplan_brochuje.pdf

updated in January 2008 outlines CNMé6és vision
commi t ment to meet studentsd needs and help st

Occupational training courses include more than handskill-building (although there's plenty
of that). We also offer associate's degrees and certificates in:

e Applied Technologie§AT)
e Business & Information TechnolodBIT)
e Communication, Humanities & Social Scien¢€siSS)

e School of Adult and General Educati@®AGE)
http://www.cnm.edu/depts/ecal/index.php

o Health, Wellness & Public Safe(iAWPS)
http://www.cnm.edu/depts/hwps/aboutus.php

e Mathematics, Sciences & EngineeriMSE)

Finally, in responding taommunity and statewide nee@\M providesdualcreditand

articulated creditlasses fohigh schoolaged student<CNM also provideg\dult Basic
EducationincludingGED and ESL classdsr thosel6 years of age or olderho no longer

attend high schoand for adults of all age$he CNM Emeritus Academy servelsler adults

For nontraditionalstudents seeking to obtain college credits without physically traveling to the
college, CNM offers a variety afistance learningourses. For those seeking to update or learn
new skills to increase gotoyability and career potential, CNM providesreer enhancement
courses offeredtho u g h Wd&KibEces Training Center

GRANT PROCEDURES

Main Policy: All applications for external funding to thellege or the CNM Foundation
require review and approval by the President and the Executive Befaresubmission. Al
proposed projects or requests for funding, including initial letters of intecpsty, sub award
agreements or full proposateustbe approved on the established Grants ApprSignature
page provided inAppendix A). Instructions for completing th@rantsApproval Signature pag
are in this manual on pages-12



http://www.cnm.edu/campus/wtc/index.php
http://www.cnm.edu/depts/mco/PDFs/_cnm_stratplan_brochure.pdf
http://www.cnm.edu/depts/at/index.php
http://www.cnm.edu/depts/bit/index.php
http://www.cnm.edu/depts/chss/index.php
http://www.cnm.edu/depts/eca/index.php
http://www.cnm.edu/id09002b678008fe67
http://www.cnm.edu/depts/hwps/aboutus.php
http://www.cnm.edu/depts/mse/index.php
http://www.cnm.edu/depts/enrollment/highschoolaged/index.php
http://www.cnm.edu/depts/enrollment/highschoolaged/abe_admissions.php
http://www.cnm.edu/depts/enrollment/highschoolaged/abe_admissions.php
http://planet.tvi.edu/emeritus/
http://www.cnm.edu/depts/dl/index.php
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The grant proposal with an attached Grant Approval Signature pagéesugimitted to the

Executive Team by Monday afternodftethy Bercaws s o f f i c e ntofPlanniegafdr es i de
Budget, M 202 to be reviewed by thexecutiveTeamon Tuesday mornind.he deadline for

submission of the grant proposal must be carefully densdi since the Executive Team must

approve the proposal. Please keep this in mind when planning the timing of your grant proposal
submi ssi on and steadine foupnogosablgnissoo.ur c e 0

No member of the CNM community should use the nanteeoCollege or present themselves as
representing the College in securing financial ekimd support without prior discussion and
approval by the President and the Executive Team.

Purpose The mainpurpose of thissrant Procedures Manudk to assisfaculty,

administrators, staff and others involved in the graitirvgrprocess byroviding clear

guidelines so that the above approval procedure can be met. In addition, resources for grant
development, writing and submission, as well as a listing afifignsources are also provided. It

is hoped that you will find this manual helpfulparsuingsustainablexternal funding for your

ideas, programand initiatives. These processasl procedures are intended to enhance
communication, to increase collahtion, college accountability and proper donor stewardship,

and to assist those responsible for grant management and reporting. Overall, we hbjge that
manual will serve to increase the effectivene

For help with proposal prepation or procedures, please contact: Susan Meyerer;
smeyerer@cnm.ed505)224-4397 or Rachel McHughmchugh@cnm.edy505) 2244396.
Both located in the Planning, Budgetanstitutional Research Office,402.

Grant Process Procedure Plan or How to Get Started

I. Come up with an Ideaor Build on One already in Place. GRR you see a grant

opportunity that you might be able to build a program arcwrse it & a springboardihe

plan must fit with CNMoesappBved lytyaimgDeanorDi r ect i on
Director. In addition, it is wise to advise your Vice President of your idea/plans in order to

provide information at the Executive team level.

[I. Devdop a Plan:

See AGrant Wr Apgpendix) fd kow to deelepra®dngiage concept paper

(basically containghie 4pieces listed on pagg.7ffthis s eems it oo Smplédyh | i ke
What 6s your styl e? Diagr anpproach? galkat thidugll?esbt®e Par a
your colleagues and administrators and tell them all about this amazing idea you have?


mailto:smeyerer@cnm.edu
mailto:rmchugh@cnm.edu

e Grant Development Plans- When planning a grant proposal, consider these four pieces

1.) An Overview of Your Idea/Plan/ProgramProject/Proposat What?
. Consider: What is your passion? Your interest? What unmet need do
you see in the community? At CNM? In the state? Nation? World?

2.) The Need: Identify the Stakeholders & Expressed NeediVhy?
. Why do this project?
- What is the need fat? Why your community or target group?
(Include research on community demographics & statistical evidence of need.)
-How do you know? Whatdés the resear

*SeeAppendixC for a resource list on gatheg data & statistical evidence.

3.)Why You i or Your Organization: Who?
What doyou (individually or in tandem with colleaguelsave to offer?
Brief history;Overview of organizationdepartment, agency, division
Work Accomplished, Mission, Goals, Rwse Board Members?
Partners? Collaborations?’n dustry? Community? LEAOGS?

4.) Resources deded How?

What resources will it tak&PreliminaryBudget?Sustainabilitydn-kind Support?
Matching Funds Needed? f(uMudcshdo enaese deerd)i.

Challenge Grant? Competitive Grant? Collaboration Gratdafe Grant?

[1l. Get Department Approval (Dean of
Division/Department):

e Now that you (or your team) have a plan, present it to the Dean of
your Division/ Department. In order go further in the grant writing
process at CNM, you must have administrative-outp ensure that
the project aligns with CNMG6és (an

plan. Administrative approval all starts with your Dean.

e As each Dean has an individuallsty the method of getting approval wilawy. For
example, Dean Burke often holds team meetings for all those interested in a particular
funding program (i.e. sustainable energy; garnering updated equipment, etc.). She also
hasme mber s of C Mmytéasn prgsera at her-daulty'staff meeting(s), so
they are aware of the CNM procedusesl opportunities to apply for external funding.

VP approval is also wise.

e Please have the Dean sign your-preposal plan (in whatever format you and hean
have chosen). For example, the-preposal plan can be a simple paragraph, or a
complete concept paper, or simply a statement that you have discussed the proposal idea
with the appropriate dean and approval is obtained to go forward wignahe
application/ writing process. This is to en
that later does not get through the approval process.



V. Match Your Idea to Funding Sources:

e Unless of course, you already have the source id @minwhich to base your proposal.

e List of potential funders are availabild.ook on the Grant Writing Overview page
(Appendix B and the Resources LigggpendixD) . Al so t here is a |is
Opportunitieso that i sstsb2d fundiggsouccespliybueed t ha't
mail me:smeyerer@cnm.edilican email you the list.

¢ CNM Foundation Officas an excellent source for funding opportunities and a listening
ear for your programs, plans andadeThe staff there can assist you in finding matching
resources for your proposals. The Foundasdocated in A130; 2244685; or emalil
Brenda MartinezT h e F o u n dnainisiratve Go®rdidatbr, at bmartin@cnm.edu.

e Be sure to check federal, statorporate and private foundation opportunities. For your
convenience, a resourcage has been addedAgspendix Di to help you locate sources.

¢ Or, if you want tocontact the Grants Department located in the Planning, Budget and
Institutional Researcffice (M-102)with your proposed idea/plan/projgmtogram, we
can help find funding sources that match. My contact information is: Susan Meyerer,
Phone: 224397; Email: smeyerer@cnm.ed®R a ¢ h e | Mc Huigfdrmatonis:ont act

224-4396;rmchugh@cnm.edu
.
A
)

V. Writing T he Proposal: QT
Funding sources issue Request for Proposals AN NP (RFP6s) with

directions on how they want the grant proposal o be written. These
directions musbe followed exactly. The following grant writing tips may help you in
developing a proposal:

A. Eligibility: Be sure your organization is eligible:

1. Consider partnering with organizations that mayllgglbéde (if yours is not): i.e.

fi L E Aabetocd Educational Agencies K-12 schools; ghool systems; d@&tner with

IHEG @nstitutes of Higher Educationj colleges, univeises, community collegek or

Partner with local departmentsp@munity service agenciesysiness/industretc.

Organize partar meetings w/clear agendas; take notes at the meeting(s) from which the
proposal can later be developed. The great thing about generating a proposal from these
meetings (although it seems time consuming) is that such information can be used as a
it damp f or | at e from@an imtil@epasal sthers can ke.generated


mailto:smeyerer@cnm.edu
mailto:smeyerer@cnm.edu
mailto:rmchugh@cnm.edu

2. Make sure the deadline is fidoable. o0 (Ti me

3. Research Foundatiomasd Gvernment opportunities (fedeiahd state) to determine
fit with your idea. Look fonumber of poposaldo be funded: if too few, loo&lsewhere.

4. Government proposals are often lengthier, but funding is usually larger. Foundation
proposals are generally easier to write, but often the grants are not as largéM Ah€EN
PBIR office oversees government grants, while the CNM Foundation is in charge of
foundaton relationships. The Grants Department in PBERusan Meyerer and Rachel
McHugh- work with both government and foundation grant proposals and processes.

51 f CNM6és Grants Department i s ab/'e to be
development and/or collaborative meetings to plan the proposal

from the beginning, they are better able to help with proposal "”frrr,,? 0

preparation and/or writing. )iz N /\

B.Fol |l ow t he Gu-iRegudsionPeoposd) B® e léter:

1. Watch font size, margins, ga limit, word count, spacing, edit.

2. If space is an issue, use Garamond.font

3. Reviseeditrevise:Readabilty is key as grant reviewers receive thousands of
proposals and ease of regglimakes them more likely to look closely at yours. Use
bolded headinggo distinguish proposal parts.

4. Less ismore, double space if possible. (Unless guidelines sagamsingle space as
single spacing allows yaine spacéo provide more informatn.)

5. Avoid jargon that only you or your colleagues would be able to read as you never
know who will be reviewing your proposal. Simple is better. Avoid acronyms with which
others may not be familiar. You can use acronyms as space savers aftentiguvidhat

the letters stand for. (eg. Tax Help New Mexico (THNM)

6. Read & reread to make sure you have all components. Documented

Need/ Probl em Statememdase Evipgplreomgreamd/ pilra&rs;e a(
Information;Key Personnel; Bibl 0 g r a p h Required ¥Xgpendices, etc.).

7. Have others read the proposal to help clarify.

8. Call program officer with questiorisbut be sure the ansvgeto your questions are not

in the Request folProposal guidelines read carefully.

9.Matchyar r equest t ol useuheidlanguagé whem apmicablet i e s
However, make sure you |l et them know HOW y
priorities. (i.e. Students will achiewtandards-based math objectiveg f under s 6
language) through usy the researchased Chicago math system and applying these

principles to building a greenhouse.)

10. Write theabstract/executive summary lafta k e car e wi t h it . 't m:



C. Make the Deadline: \l /

1.Checkto Seeifbposh must be APOS *l byo or

AReceived byo or sent atBEIl €ctro ally byo

Grants.gov (federal grant proposals) and Fastlane (NSF grant proposals) systems are

tricky. Make sure you allow adequate time to enter proposal.

2. Arrange Components in Properder. Send accurate number of copféseck number

of pages of copies.

3. Consider Hand Delivery or Fed ERemember registered mail requires a signature &

if no one is there, they will not deliver.

4. Check to make sure Prombsvas eliveredi onTime & in Proper @der.

5. ThankYoudés are al ways appreciated.

6.Persi stence Pays: May augdestidngAccording toithe we r s 6
National Institute of Health (NIH) which allows requestors to submit 3 timég:131% of first
proposals are funded; 36% of second submissions are funded; 58% get funded on the third try!

D. Budget Preparation: Includes line itemsandbudget justification/narrative .

1. SometimedBudget Preparation igtimidating. Not to worryHelp is available.

2. In the PBIR officeyou can contact Susan MeyeogrRachel McHugh.

3. Or if help is needed in, for example, determining faculty salaries or compmngatitime,

Juliare Ziter in Human Resources, Kimberly Rocheford, Business Officgracts/Grants

managerorJan Powe|ll P Bl RO s b maybasethefigunea yoy rseed,

4 . Usually funders wil/l ask for a fiBudget Jus
or added to the Line Item Budget. In this case, you must jusiifiy gxpenses. Patime

employee benefits are figured at 25% at CNM;-fimle (2,080 hours/year) at 30%.

5. CNMés federally negotiatedisuohchs NSEwit cost r

allow one to use the full amount; others willclearlysea fino i ndirect costs a
costs limited to 8% of budget total direct costs. Indirect @stisicluded in the total amount
all owed by the funder. Indirect costs are als

Indirect costs manot be figured on scholarships or equipment over $5,000.
Example of éBudget Justification for Personnel sts

.$30, 000 Two instructorsdéd salaries for 2

$30,000 for the twasemester program.

$5,000 One Helass note taker to maximize student success (at $2,500/semester; $5,000
for the 2 semester program) will be employed.

$8,750  The instructors and note taker positions are salaried positions through CNM. Fringe
benefis for CNM paritime salaries are figured at 25% ($35,000 x .25 = $8,750).

$7,000 Two tutors to assist students outside of class with their studies (at $1,750 x 2 or
$3,500/semester; $7,000 for the taemester program). Contract empt@nt.

TOTAL : $50,750for Program Personnel Costs

1C



VI. Approval and Submission of the Proposal:
Ok, the proposal i's written, f

A.CNMb6s Approval Process:

twhatd per f e

Executive Team Approval:Before any grant proposalsrche submitted, they must be |
approved by the Executive Team. This team meets on Tuesday mornings and the ag&
is set on Monday afternoon. Thus, all propssalst be submittedo Kat hy Ble & a w
office (M-202) by the Monday prior to the submission deaglliWwhen the Executive }
Team approves the proposal (on Tuesda
(usually to Susan Meyerer Rachel McHuglor available personnel).

e Approval Signature Process (SeeAppendix A for the form.)
Prior to going ¢ the Executive Teanthe proposal must go through the Application
Signature Approval Process. The form develomedHis purpose is iAppendix Aand is
fairly simple to completeHer e s what vyoudl | need to kn

|. Proposal Information: The Project Direct@r 6 or Pr i nci pal |l nves
Name, Department, Phone, Email &&ature are required. Usually, the person in charge
of proposal development is the Project Director, but not always. Project information
includes the Project Title arRfoposal Due Date. Grant Proplasdormation: Check
public grantfitis federalorst at e f u n d e dforprivaierfdundationeorgr ant 0
corporate agencies; fARenewal o if the grant

Il. Budget Information:

TheFunding Agencytf which the

approximate amount requested is * required Additionally, dates of the

beginning of the project and end of &~ the project must be indicated.

If AMatching Funds o0 a rthes musele indicateddMat c hi ng
fu

proposal is being submitted) and

Fundso means that CNM must match the nds
Some grants allow Alndirect Costso that pa
CNMés federally negotiated rate for indire
government grant,awally an RFP will limit the indireatost raté such as allowing a

15% indirect cost rate, which means you c&e tB5% of your funding request apdt it

on the Aindirect costo | ine. Il nstitutions
some ofthe ®rvices they provide, such as space, utilities, parking, administration, etc.

Many funding agencieswilesy A No I ndirect Costso all owed.
If allowed indirect costs must be included in the total budget figures (i.e. if the funder

will only allow requests of up to $250,000and does allow indirect costghese are
included in the $250,000). It is not wise

On the signature approval page indirect costs must be indicated. The Presidential
signaturgactual y t he Pr e sarecegumetiftthe rate is balow thé 32.9%
federally negotiated leveThiscan be obtained during the Executive Team meeting.

11



1l . Approval Signatures:

« Prior to Exec. Team:
CNM Foundation Grant Signatures: These are onlyeeded if this is a Foundation grant (not
for state or federal government grants). If the Foundation must approvigraeiges needed
are Robin Brulén the Foundation Officand Robert Goy in the Business OffitfeRobin is rot
available, Lisa McCullde may have authority to sign.
Planning Budget and Institutional ResearchPBIR) Signatures: The signature needed for
Grantsis Susan Meyereor Rachel McHughThe PBIR Budget signature needed is Jan Powell.
The PBIR office is located in M 102.

The Dean or Director of your Department must sigrprior to proposal going to Exec Team.

. At Exec. Team:
The Vice-President for Planning andBudget Signatureis: Kathy Bercaw. Kathwill sign
when the proposal is brought to her off{d&1 202)before Executivd eam meetingr at the
Exec Team meetingso this one can wait until then.
Executive Signatures: TheVice President (the appropriate VP will sign at the Execuitaem
meeting); andhe President (Kathie Winogréadshe, too signs at the Executive Teaneeting)

« After Exec. Team (if approved):

Business Office SignaturesContracts ad Grants Kimberly Rochefordwill review the budget
for accuracy and will give the proposal to Martin Serna, CNM Comptroller to sign.
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S SUBIRSSION

B. Submissionof the Proposal

Executive Team approved,;

Hooray! The proposal is finished;
NOW WHAT?

all Signatures obtainéd

Proposal requirementsr submissiormust be followed. Some proposals will require multiple

copies, some require letters of suppottiers require appropriate appendices (list of board
members, financi al audi t i n.fTleesersreodld be gathered®¥sd s o f

the proposal is being developed. Many of these mects (i.e. drudree workplace)we have
on file at tre PBIR office, so you might want to check.

When all the material is put together, submission requirements vary
. Mailling:Wat ch the deagdgloishnenardees biytdo s

fireceived by...
The PBIR office will mail proposals foroy if they are redeed on time.
(Even we canodét beat a deadline that o6

received in Albugquergue and timesisort, we can hand deliver.

e Electronic Submission:Some foundations require electronic submission of
proposals by a certain terand deadline. In this case, proposals can be attac
and emailed to the appropriate address. R

e Grants.Gov and FastlanePLEASE NOTE: The federal government has gone to an all
electronic system called grants.gov. The National Science Foundation (NSiBh\ar
this is called Fastlane. In this system, documents can be uploaded and all sent at once via
the system. There are certain AAORO6sO (Aut
are the only ones that can access this system or submit propasaiéM, the two
AOROGs for grants.gov are 8spassiMelyer-eo wod
linedo ona proposal. If use of this system is required, it is quite complex & takes some
time to enter the documents. Plus, the governmarttigenient alout missed
deadlinesé or ti mes.

In faa, if you miss the deadline by twoinutes, the government will not accept the
proposal. Susan Meyerer in the PBIR office can help you with using this system, but she
needs a reasonable amount of time to do it.dt3e helpful to give her informatiaor
work with herprior to submission as these government forms can be filled out or an on
going basis. Our most recent NSF proposal was submitted via Fastlane. The proposal
developer worked with Susan to enter the imfation and check it for accuracy. They
also worked in partnership to prepare the proposal.

C.We | | & Yoartproposaliistin,ontimee and it 6s ti me formewsel ebr a

If funders indicate that they will acknowledge your submission (usbglhn email stating
itds been received), make sure you receive

appropriate individualsincluding the PojectDirector(s) and the PBIR office.
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D. Thank Yo u:6 s

First of all, thankyOU for submitting a grant praysal.
Weknow it is not easyi but tF
incredible! And so good for students and the community.

Secondy, be sure to thank ¢hfunder (if you get the

awardanccven 1 f you dondét you cart
for theopportunityto submit)f unl ess 1 td6s a go
grant than this is not necessary. Also, if your proposal

does not get funded (the first timanot to worryi you

can resubmit!), you can ask the funderspecially the
federal governmerit for feedback on what changes you
couldmake. Federal government grants have panels of
readers, who make decisions based on a rubric. You can get copies of their comments and
scores.

VIIl. Managing the Grant:

Soéwhat do you know? Your harld
grant!! YIPPEE! Orwat éi s it A Oh Againmmtto n o
worry i Remember, this is @oodthing and going to make so much
di fference i n st ubgiegofiols dommunities. s

Deepb eat héand a few points

A. Most grantors require periodic reports:

The reports usually consist bbtha financial anda narrativeaccounting
Somefundersrequire qarterly reports, or ser@annual;some only once a year and/or
a final report athe end of the project.
Many grantors have specific repogguirements

e Know what these are and coll ect your nde
trying to r ememb e Alsopknowyhatybu have lestedirybud t i me
proposal as measurable goals, outcomes, and/or objeictivegress toward
achieving these goals will be included in your report.

e Knowi ng what your pr opos alnalsestgeeparting , obj e
process much easier and even enjoyablgpasan see the progress you make
also allows you to make adjustments foogressiot made on your expected

out comes. How can you Areviseodo your plan
goals?

e |t 6s redeaclbrechalnd t he grant. What wor ks? Wh

change what i s n 6dforwmaa wikhiour grogiam/plam and achievé o g

the results/outcomes we expected?
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Grant Reporting Systen The CNM Foundation and the PBIR office haves /|

worked out a grant reporting system that works well to ensure the reports th

sentoutarerecordedandreceid by our HAgrantorso
how it works:

1.) If you send the information or initial report to Susan Meyereraheyerer@cnm.edor
Rachel McHugh (rmchugh@cnm.edu) (electronically is fine)cavelook it over and
prepare it in final format forri as well as prepare a cover letter to go with your report.
Now if a report is due by January™2we need to take into consideration mailing time,
etc. So if you could send the information at leaseaknn advance of when it is due (2
weeks is betted ), it would be appreciated.

2.) Susaror Rachelwill finalize the report and write a cover lettesending it on to PBIR
and/or the Foundation offices for approval.

3.) Approval is noted and the report ismad on CNM or Foundation letterhead with
appropriate signature@-or example, foFoundation reports, Robin Brulé must 9ign

4.) The reporwill bemailedout from this office (PBIR) andie will send you copies for
your files, as well as keep copies for diles and send the Foundation copies.

B. For Ease in Grant Reporting: Remember what you said you would do in the proposal:

¢ What does your evaluation plan look like? What effects did you say you would measure?
Outcomes, Results, Objectives, etbe$e are what funders will expect you to report on.

e You can turn finegatived outcomes into posi
and how you adjusted the program to meet your objectives. (e.g. If no one signed up for
the program, report on nggvocedures you have initiated to recruit students.)

o Be specific: Us®uantitativee nf or mat i on: numbers, dat a, (i
Spring of 2007, 9 new learning communities were initiated bringing the numbers from 4
up to 13 learning communitigsr e sent ly of fered at CNM. 0) ,

e UseQualitativeinformation: How do students/the community/ your target population feel

about the program/project? This information can be gathered from surveys, interviews,
letters of appreciatim narrative stories, anecdotal evidence, observation, field notes, etc.
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B. Spend the Money:

Now | can hear many gfou sayn g , AThat 6s the easy part! o

The point is if you dondét wuse the funds, fund
donrbt need any more!). That i s whiyinthettidesframee c e s s a
you said the project would take place (rather than ask for extensions). You also ny S
spend funding as presented i n gaonotr psal 0s
spend the funds in the way the budget was projected on the grant, you have the mﬂ -
of contacting the funding agency with this information and asking to adjust the
spending of the funds accordingly.

Please note: Robin Brund The Foundation gfgrefer to handle these situatioft$ budget
change)with thefoundationswith which The CNM Foundation has a relationship. They wj
gladly work with you to adjust the plan and then they will take the lead in contacting t

agencylf you have questias regarding grant reporting, contact Susan Meyar&achel
McHugh Shewill be glad to help.
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APPENDICES




CNM>

Central New Mexico

Contract or Grant Application Approval e bl

I. Proposal Information

Primary Investigator Project Information

Name: Project Title:

Ext e-mail: Proposal Due Date:

Secondary:

Division/School

As Primary Investigatdor the proposed grant, | certify that the attached Funder Type .

proposal is complete and accurate. ____Public Grant__ Private Grant ___Rerwal Grant

Funding Agency:

II. Budget Information

Funding Matching Funds or Cost Sharing

Funding Agency: Amount: Cost Account Number:
Amount Requested: Control Agent Signature:

Anticipated Start Date: Dean/Director Signature:

Indirect Cost

Indirect Cost Rate: %

No indirect costs: Presidentialnitials Date
Indirect costs is < 32.9% of MTDC Base

CNM Foundation Grant Signatures
The CNM Foundation agrees to 1) involve a CNM authorized representative in negotiations with the funding agency whee tieveck@ndbr budget
is modified and 2) reimburse CNM for all project costs as specified in the proposal budget.

Executive Director/Developmé Office¢ Robin Brulé Date

Budget / Development Office Robert Goy Date

Approval Signatures

CNM agrees to perform the work as outlined in the proposal. Padpusdifications must be mutualggreed upon by CNM and the funding agency.
The Executive Teakhas reviewed this proposal and approves of its contents as submitted.

PBIR M-102 Grans Officeg Susan Meyerer or Rachel McHugh Date Budget Office; Jan Powell Date
Vice President for Bhning and Budget Kathy Bercaw Date

Dean/Directorg Date

Vice Presidnt - Date

President - Kathie Winograd Date

Business Office : Martin Serna Date




In determining grant opportunities to pursue, the Exect@am will consider, bt is not limited in consideration of, the followimtformation.

Central New Mexico Community College Executive Decision Sheet

Funding Agency: Public & Private

Proposal Summary:

In what way does the proposal support the CNM Mission, Vision and Strategic Plan?
Helps fulfill College and divisional mission and plans.

® Marginally matches College and divisional mission and plans.

@ Does not align with the Qlege and divisional mission and plans.

Which Key Performance Indicatorswould the project impact?

Students success Accessibility to students

& Faculty & staff success » Effectiveresource management & future preguhress
Effective support of faculty & staff Effective preparation of students for life & the workplace
Meeting existing & emerging community needs Impact significance:

What is the community and/or internal need indicated in the CNM Strategic Plan?
The project reets one othe five primary goals for CNM:
Expand CNMé6s caring approach to student success
Create and enhance a systemic approach to partnership and community building

Project Partners: Grant wants/requires partnerships
®Buildon CN M6 sfacetad Hiversity
®Strengthen CNMés comprehensive identity
Il nnovate in order to sustain CNMds success for future

& Builds on a Departm#al objectivewith a clear community need.
® Meets a direct objective for a specific program and aligns with Departmental goals.
& Addresses a need, but is not within express Departmental objectives.
What is the intended future, or longterm consideation, for this project ?
® Intend to continue through new funders.
Other consideration made for future sustainability of project: UNM will take the lead in sustaining the project.
@ Term project not intended for future funding and no intention titini®nalize.
Does theProject fit current expertise or a priority for innovative professional development,of CNM staff and faculty?
Strong experience in this area.
® Average experience in this area.
® Area forprofessional development newinnovationfor CNM.
Who are the proposed Project faculty andstaff?
Current staff, witmo new hires.
@ Current staff, witthew hiresor current poal
® Unidentified new hires.
How likely is funding through this proposal? High - Open Agreemeidi Medium- Competitiveéd Low - Highly Competitive
What will be the likely project impact on CNM facilities, ITS and other resources?

Facilities:
®ITS @ Other
Anticipated Indirect Costs (F & A) rate: DC: Amount: $
() Matching Funds Amoung Source: ® Anticipated® Required
Sub-Award Amount$ Source; ® Anticipated
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Appendix B: Grant Writing Overview /%ﬂ\
Prepared by Susan MeyerdDdrtiz; (505) 2244397smeyerer@cnm.edu \9( \
-\
I. Needs Assessmend Identify Stakeholders & Expressed Needs ,@

Il. The One-Page Concept Paped A Brief Description of Your Project/ldea/Goal Includes:
1. An Oveview of Your Idea/Plan/Proposal : What?
2. The Need: Why? What is the need for this project? Include research on community
demographics & statistical evidence of need. Why now?
3. Why youd or your organization: Who? What do you have to offe&ief history, overview,
board members, work accomplished, mission, goals, puRaoseersCollaborations?
4. Resources neededHow? What resources will it take? Preliminary Budget? Sustaihabmnid??

II. Match your Idea to Funding Sources List of Potential Funders
1. Federal: http://www.grants.go Click Applicant
2. State www.newmexico.go\Bearch: state grant opportunities
New Mexico Public Education Departméiip://www.ped.state.nmusscr ol |  down pe
(Request for Proposals) on the bottom of home page;
e New Mexico Higher Education Departméitip://www.hed.state.nm.us

e Google Search: New Mexico State Departments: Dept. of Health, Tourism, Labor, etc.
3. Foundations: http://www.foundationcenter.org
Council of Michigan Foundatiohgtp//www.cmif.org
Ot her states: Do a search for Council of
Or Google: New Mexico Foundations or grantmakers in New Mexico
4. Grants for Educators: www.philagdfund.org/focusonfunding.html
www.Teachersnetwork.org/grants/index.Hirhool Grantsvyww.k12grants.org/grant_opps.htm
5. Search by kewords using Google; Altavista, etc.
(eg. Grants focommunity collegek- 12 education; literacy, technology; service learning, rural sttjools,
6. Corporate/Business Grantsd Look for Corporations, Businesses within your area:
Intel, Hevlett Packardiarget, Sandia National Labs, Steelcase, Dollar GEoshndla, AT & T, etc.
7. E-mail me: smeyerer@cnm.eduwill send you a compiled CNM list of grant opportunities.

IV. Writing the Proposal
1. Eligibility : Be sure your organization is eligibleConsider partnering with organizations that may be
eligible (ifyoursisnad)i . e. 0L E A8 sional AderwiedXK 112 sEhbalsgoodl systemdistricts;
Partner with IHES @nstitutes of HigherEducationolleges, univeties, community collegesr Partner with
localcommunity service agenmegd. departmentstic. Organize partner meetings w/clear agendas; notes.
-Research Foundations to determi ne @vemmenth L ool
-Make sure the deadline is o0doabl e.

22Fol l ow t he GuRedquestforriPeosal) tB thelléitenVatch font size, margins, page limit,
word count, spacing, edit. Space saver: GaramondRforiseeditrevise: Less more, double space if
possible. Read & reread to make sure you have all components.(eg. Documented Need/Problem Stater
Evidence bdasedésprmrnoghams/ pl an; Organizational
-Call program officer with questonVrite abstract/executive summary last.

3. Make the DeadlineeCheck to see if proposal must be 0]
oelectronically bydé the due date. Arrange comp
number ofpages of copies; Consider hand delivery or Fed Ex; Remember registered mail requires a signa
if no one is there, they will not deliver. Check to make sure proposal was deliviéneel & in proper order.

Thank youds. Per sistiamwer p@aycsommarnyt ;s ks d
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Appendix C: Resources for Gathering Data
Using ResearchBased and Statistical Data tdevelopa Grant Proposal
Many funders these days are interested in grant proposals prepared with statistical evidence of thinaeed for
proposed plan; statistical, reseatidsed evidence that the proposed project/program works; and an evaluatior
plan that includes both qualitative and quantitative (statistical evidence) data.

For an @erview of the projegtconcept paper or initialgn, you maynot need statistical evidence (unless you
already have it). However, for the final proposal, funders are now asking that tHeaseeldevidence ihade
researckbased statisticssuch as research on community demographics, statisticdgrce of need and
evidence ofreseardna s ed ef fecti veness. o)Iln plain te¢

Some sources for finding such data are listed below:

*Dataon CNMis available fronthePlanning, Budget and Institutional Research (PBIR) office. If you
know what éta you will need and make a list, you camail it to smeyerer@cnm.edand she will send
it to the appropriate researcher. OR you can requesttadatagh the PBIR website link at
http://planet.cnm.edu/ipr/data_request form.htm
PBIl RO6s r eibkneada redsenabde time period to gather the data.
*Or to find your own data you can use PBIR
http://www.cnm.edu/depts/pbir/index.php
Click on Al nst http:/wiw.om.adu/deREpbigiestres/h o :
Several Options will come up. A good source: Comprehensive Resource Manual:
http://www.cnm.edu/depts/pbir/instres/compresoumanual.php

*Sources for Community demographics inclubd#p://www.census.ggv al s o dilQmutas 6 t Re
and Chance for Success Indicator (NM places last in 50 state overview):
http://www.edweek.org/ew/toc/2007/01/04/index.html

*Data on schools is included on the State DepartroeBEtiucation websites. You can also use
practitioner research (what have yioar other educators in the fieldbserved, studied, evaluajed
focal groups; case studies; examples; quotes; news stories; reporgy;s. Other school data sources
are Schob District and County websites.

*The National Staff Development Council (NSD@tp://www.nsdc.orgpr ovi des report
Based St af f wilensde.dorgicpnmeetiptojects/resultsbased.¢f$SDC also has granjs.

*Also check out these websiteswvw.ed.gov/ncli(No Child Left Behind);
www.excelgov.og/evidencgEvidenceBased Policy);
www.nifl.gov (National Institute for Literacy also has Grant Opportunities)
www.nifl.gov/partnershipforreadin@lhisist he fhHelvasedhacesi te of t

*http://www.aera.net/grantsprograrAmerican Educational Research Association (AERA) provides list o
grant opportunities in research on education, as welliahguliit findings. Great source for what works
in education as well as how socioeconomic climates affect learners.

*http://nces.ed.govNational Center for Education Statistics (NCES): Collects, analyzes & makes
avalable data related to education in the U.S. and other nations.

*Google Searches | f you have a subject, i .e. fALearning (
recent publications on the effectiveness will come up. Additionally, if you séawhh at Wor ks . . 0
works iné |iteracy | earning, community coll eges
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Appendix D: Grant Writing, Development and Funding SourcesResource List

www.grants.gov Feder al grant opportunities. Cd
departments. Or c¢click on 0Site Mapo6 and
for DUNS number & to be daily informed of grant opportunitiesmiaile

www.whitehouse.gov/government/fb€enter for FaitiBased and Community Initiatives.
Site is sekéxplanatory and really has wonderful information.

www.foundéoncenter.orgy Li st of foundations. Al so can view 9
donated. Can use without being a Omember. é Type
Can become a member for between $1$8%.95/month.

www.guidestar.org Li ke Foundation Center, Can view 9900s
www.calvin.ediClickonAZ | ndex under 0 ®emarodGhr@ nheadi nCd.i c&l iomk
righthand col umn. Under OFinding funding Sourcesod c

OFunding Sources. 6 | -fthiswit hringgyduitocak alpbabeticalAidt gidhedsofesourcesa |
by first letterjust click on any letter to see list. Also lists sources by Subject: Arts & Humanities, Sciences; Soc
Sciences; Research/Sabbaticals. This site also contains good information on grant writing.

www.michigan.gov/md®rings up Michigan Department of Education. On-hightn d si de cl i ck
bring up list of grants. Click on anyone to revi
Programsowkeodt asl oOt heas Feder al -h&d ®lumnyvlfaybuelick®on a n t
oDepart ment s/ Adandwlunengtdp); it will bting @ othee departments in MI gov. *****Note: |
tried this with the state of Ohio & got referredtov.ohio.gov-t hen | f ol |l owed t heir
found the Dept . wwviodeBhdus it has alidkgo grarsh Isuppose youan try this with any
stae. (Yep looks like it. | tried it wittwww.newmexico.gov& got referred to an alphabetical list.) You will just
have to negotiate the site for the st atategrantn whi c
opportunitiesd in the sear d¢uhitehox & came up with

www.nationalservice.g@orporation for National and Community Se&iemvides a free, downloadable 20
page r éationaliSenace: A ResourceforFBiths ed and Community Groups;
Senior Corps, AmeriCorps, and Learn & Serve America (Beariiag Projects).

www.schoolgrants.orGreat informatiomcludes an Index to Grant Opportunities; an Index to view Sample
Proposals, Grant Writing Tips and Links to Resources. Excellent¥@rdeKool grant opportunities.

www.grantproposal.comesthetics & Techuaalities for Grantwriters including writing inquiry letters, full proposal,
research, advice from funders and tips on getting started. Great samples included.

http://www.centerfornonpofitexcellence.org/funders.hit@enter for NorProfit Excellence; List of funding
sources, deadlines, and web®f funding sources. Includes furieesas of focus. Continually updated.

http://www.eduprcom/grants.htmPublic Information Resources, Inc (PIRI) website. List of funding programs,
including NSF, Education, Literacy, Charter Schools, School Reform. Great site for information on education.

http://www.o0s.dhhs.gov/grants/index.shtnd.S. Grant Information pagerery comprehensive. Provides
information on sources of government & business grants.

http://www.ed.govfund/grant/about/knowabtgrants/index.htmU.S. Department of Education grant
development page. Includes sources & a manual on how to write grant proposals. (entitled: What should | kr
about ED grants?) This sit e ainst noaAricnhgi vaeed EIdnof o roma
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Appendix D: Resource List (Continued)

http://www.aera.net/grantsprogranimerican Educational Research Association (AERA) provides grants fi
research on eduaati (funded by NSF and the National Center for Education Statistics. This is also a great siti
finding researchas ked evi dence on what works (or doesndt
affect learners.

http://www.tulsacc.edu/page.asp?durki=193##sa Community College grant development page. Includes a list «
funding sources (many in Oklahoma) as well as information on proposal development & writing.

http://nmag.org/grantseek.php New Mexi co Association of Grant mak
lists sources & resources from across the nation. Includes sites to view sample grant proposals. Excellent.

http://www.technologygrantnews.com/grantlexby-type/highereducatiorgrants.html College and university
advancement grants index. This site also has a grants imdexhfanity initiatives; €2 education, and others.
The site to click on 0gr an thigp:/www.ttehnobmgydrantaewsicondgnanto s
moneyindextype.hinl. Although to subscribe, you need to pay money; these sites also list sources without pay
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