Conservation Education Program Grant Application
Revised November 25, 2015
Instructions for completing a REAP CEP Grant Application:
Read this entire document before starting your application; this document provides the structure for your grant proposal. Follow instructions carefully in each subheading, answering all questions.  Start your writing after each section’s entire set of instructions, and leave the instructions in your final application, unless otherwise noted. These questions form the basis for the grant reviewers’ evaluation of your proposal.  
When completed, send your application as one Word document or as one pdf to: Jerah Sheets at reapcep@dnr.iowa.gov. 
Form A—Cover Sheet

Conservation Education Program Grant Request

Grant Round – (Please check one):  May 15__

November 1__
Project title:
Project description (Limit: 50 words): 
Project start and end dates:

Grant project contact (name of person managing day to day activities of the project):

Telephone:  





Email address:

Organization’s name:

Street address or PO Box, City, State and Zip:

Financial contact:

Telephone:

Email address:

-----------------------------------------------------------------------------------------------------------------

________________________________________________
____________

Name of CEO/Fiscal Agent





Date

Form B – Budget Summary Form-- Do not include these instructions in your final application.
Instructions: Go to http://www.iowadnr.gov/Environment/REAP/REAPFundingatWork/ConservationEducation.aspx and click on Budget Summary Form under the heading “CEP Manual, Evaluation Assistance and Forms.” Fill it out using the instructions provided, and then insert it into this document after these instructions. Matching funds are not required, but the budget should include all costs.
 The procedures for inserting the Budget Summary Form into a Word document are:

1. Make sure this Word document is open on your computer.

2. Open the desktop.

3. Left click on the Budget Summary Form (or the title you gave the form).  

4. Drag it into the proposal directly below these instructions. 

5. Omit any unnecessary spaces or pages between the Budget Summary Form instructions and the Budget Summary (Form B), and between the Budget Summary and your Budget Explanation.

If you have questions, contact Jerah Sheets at 515-313-8909 or reapcep@dnr.iowa.gov.  To ensure you have plenty of time to troubleshoot, do not wait until the due date to test this.


Insert Form B—Budget Summary Form here

Budget Explanation—5 pts.
Instructions: In your budget explanation below, clearly explain all expenses, and be sure to request only eligible funds. (See  http://www.iowadnr.gov/Portals/idnr/uploads/REAP/files/cep_manual.pdf for a list of eligible and ineligible expenses.)
For salaries and fringe benefits (FB), please indicate the hours, rate and the staff person(s) and amount contributed from each source. “Travel” should be broken down into mileage, lodging and food.  Mileage can be no more than $.39 per mile for personal vehicles. “Supplies” should be as specific as possible and include such expenses as paper, computer software and teacher resources. “Other” should include expenses such as guest speaker fees, phone, tuition and contractual. For contractual, provide details of the scope of work of contract, expenses included in the contract and, if known, the name of the contractee(s). In all cases, indicate the amount contributed from each source.
Insert text here. Limit to no more than one page.
Narrative

The narrative of the proposal is expected to be no more than 9 pages, and must be 12 pt. or larger type. Be sure to answer the questions asked in each subheading. (The narrative does not include Forms A, B, C, the Budget Explanation or attachments.)
Summary—10 pts.
Instructions: In 350 words or fewer, identify: 1) your intended audience; 2) approximately how many will be served; 3) what you expect this audience to know or do at the conclusion of your project; 4) primary action step(s) you intend to follow that will accomplish this; 5) primary partnerships vital to the project, if applicable.
Insert text here.

Need—10 pts. 

Instructions: Identify the problem you are addressing.  What need(s) does this project seek to fill?  What observations, data, and/or expert testimony document this need(s)?  Will the project help to conserve and protect Iowa’s natural resources?  In what ways is this project important to environmental education in Iowa?
Insert text here.

Audience and Behavior/Knowledge Changes—20 pts. 

Instructions:  Identify your intended audience.  How is your project related to statewide conservation and/or education plans?  If you are working with K-12 students, how is the proposed project aligned with the Iowa Core?  (For more information, go to http://

HYPERLINK "http://www.educateiowa.gov" \t "_blank"www.educateiowa.gov.)
What do you expect the intended audience to know or do at the conclusion of your project?  Explain intended behavior/knowledge changes and why they are achievable.
What will you do (such as number of workshops you will conduct or materials you will create) and how many you will reach? Explain your rationale for the numbers used (such as what data and/or experience did you draw on to determine number of people you plan to reach). Also explain why these are realistic and cost-effective for the proposed project.
Insert text here.

Evaluation—10 pts.
Instructions: Explain how you will show if the desired behavior/knowledge changes occurred, and how the results will be useful to the applicant and/or to the project.  Identify evaluation tool(s) you plan to use, such as but not limited to surveys, focus groups, pre- and post-tests and/or retrospective pre-/post- questionnaires.  Also include at least one specific question or observation you will be including in your evaluation. Applicants are encouraged to include a copy of their entire evaluation, or draft evaluation, as an attachment to this proposal. 
If you are requesting funding for a project of yours that received past CEP support, explain how your evaluation of that project demonstrates the need for continuation. Also, explain any changes you will make in conducting or evaluating the project this time. If the environmental education community has conducted a similar type of project, explain what you have learned that may be applied to your project.
Insert text here.

Timeline—5 pts.  
Instructions: List in the grid below the MAJOR action steps (tasks/activities). If awarded a grant, this timeline will be used to determine if the project is progressing as expected. Most projects take at least 18 months to complete, because of the requirement for evaluation of behavior/knowledge changes. Be sure to allow sufficient time to complete ALL tasks/activities proposed.
	Action Step Summary 
(Add gridlines if needed.)
	Beginning Date
	Ending Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Action Steps, including Transferability, Sustainability, and 
Staff/Partner Responsibilities/Qualifications—30 pts.
Instructions: List your action steps again in this section, and explain in more detail what activities will be taken to ensure each of these tasks is achieved. Be sure to allow sufficient time for completion of ALL tasks. In addition, list the staff/partners who are responsible to complete each action step listed above. Identify the training or experience that qualifies them for this project. If you intend to hire new staff, indicate required qualifications of the staff person. Letters from partners, including contractual partners, stating their commitment of cash and/or resources, must be included in Attachment A.
Among your action steps, be sure to answer the following: What types of marketing will you use to recruit or engage your intended audience? Explain what past experience suggests these marketing tools will help you reach your intended attendance goals. 
What types of communication will you use to inform the public of CEP funding support?  How will you and your partners transfer good ideas and/or lessons learned from your project to other environmental education professionals? How will this project be sustained after grant funds are depleted?
Insert text here.

Past/Current REAP CEP Grants (see Innovation and Format, below, for point value) 
Instructions: If you have previously received any REAP CEP grants, list each grant awarded in the past 5 years, as well as the project’s status.  If a project has not yet been completed, explain why.
Insert text here.

Innovation and Format—10 pts.
Do not complete this section. Reviewers will award points if grantees incorporate creative ideas and strategies, and if the project shows promise in attracting new audiences to environmental education. Reviewers will also award points if the application is clear and easy to read, if all requested information is included, if the application format is followed, and if the proposal narrative is no more than 9 pages in length.  (The narrative does not include Forms A, B, C, the Budget Explanation or attachments.)

Form C—Minority Impact Statement
Pursuant to 2008 Iowa Acts, HF 2393, Iowa Code Section 8.11, all grant applications submitted to the State of Iowa which are due beginning January 1, 2009 shall include a Minority Impact Statement. This is the state’s mechanism to require grant applicants to consider the potential impact of the grant project’s proposed programs or policies on minority groups.  

Please choose the statement(s) that pertains to this grant application.  Complete all the information requested for the chosen statement(s).  

___  The proposed grant project programs or policies could have a disproportionate or unique positive impact on minority persons.  

Describe the positive impact expected from this project:
Indicate which group is impacted: 

___ Women

___ Persons with a Disability 
___ Blacks

___ Latinos

___ Asians

___ Pacific Islanders

___ American Indians

___ Alaskan Native Americans

___ Other

___  The proposed grant project programs or policies could have a disproportionate or unique negative impact on minority persons.  


Describe the negative impact expected from this project:
Present the rationale for the existence of the proposed program or policy:
Provide evidence of consultation of representatives of the minority groups impacted:  

Indicate which group is impacted: 

___ Women

___ Persons with a Disability 

___ Blacks

___ Latinos

___ Asians

___ Pacific Islanders

___ American Indians

___ Alaskan Native Americans

___ Other

___  The proposed grant project programs or policies are not expected to have a disproportionate or unique impact on minority persons.  

Present the rationale for determining no impact:
I hereby certify that the information on this form is complete and accurate, to the best of my knowledge:

Name:
_______________________________
Title: _______________________________
Definitions:“Minority Persons”, as defined in Iowa Code Section 8.11, mean individuals who are women, persons with a disability, Blacks, Latinos, Asians or Pacific Islanders, American Indians, and Alaskan Native Americans. “Disability,” as defined in Iowa Code Section 15.102, subsection 5, paragraph “b,” subparagraph (1): b.As used in this subsection:  (1)"Disability" means, with respect to an individual, a physical or mental impairment that substantially limits one or more of the major life activities of the individual, a record of physical or mental impairment that substantially limits one or more of the major life activities of the individual, or being regarded as an individual with a physical or mental impairment that substantially limits one or more of the major life activities of the individual.  "Disability" does not include any of the following:(a)Homosexuality or bisexuality. (b)Transvestism, transsexualism, pedophilia, exhibitionism, voyeurism, gender identity disorders not resulting from physical impairments or other sexual behavior disorders. (c)Compulsive gambling, kleptomania, or pyromania. (d)Psychoactive substance abuse disorders resulting from current illegal use of drugs.
“State Agency”, as defined in Iowa Code Section 8.11, means a department, board, bureau, commission, or other agency or authority of the State of Iowa.

Attachment A—Partner Commitment Letters 
Instructions: Insert letters from partners indicating firm, specific commitments to participation. Letters should describe the levels of commitment, such as staff time devoted to active participation on project committees, direct financial commitments and/or commitments to attend workshops. E-mail letters of commitment will be accepted, with or without signatures, but be sure to include who wrote the letter, and the date it was written. 
Insert Partner Commitment Letters here
Attachment B—Evaluation Form
Instructions: If you have a draft of your evaluation, insert it here. 

Application and Submittal Instructions --Do not include these instructions in your final application.
Submit your application as one pdf or one Word document to Jerah Sheets at reapcep@dnr.iowa.gov. In the Subject line of the email, put the applicant’s name and grant title; i.e., Iowa State University—Mapping Environmental Issues.
You will receive a response indicating that your email was received. It is the applicants’ responsibility to ensure that the proposal arrives electronically before the deadline and in the correct format.
Proposals will be accepted if submitted electronically by no later than 5 pm Iowa time on May 15 and November 1, unless those days fall on a weekend or a day when state offices are closed. In that event, they are due by 5 pm Iowa time on the next business day.
Grant Reviewers’ Evaluation Scorecard* (for grant reviewers’ use only)
	Available pts
	Awarded pts
	

	5
	
	Budget, Budget Explanation

	10
	
	Summary

	10
	
	Need

	20
	
	Audience and Behavior/Knowledge Changes

	10
	
	Evaluation

	5
	
	Timeline

	30
	
	Action Steps—including Transferability, Sustainability, 
and Staff/Partner Responsibilities/Qualifications

	10
	
	Innovation and Format

	100
	
	TOTAL


*Grant applicants are highly encouraged to attend the Review of Proposals meeting held approximately three weeks after application due dates to answer any questions the CEP Board may have. Applicants will not be allowed to make presentations, but grantees' availability to answer questions from the Board may be critical to grant success. There will be an opportunity to attend via teleconference, and that opportunity will be outlined in an email to applicants no later than one day before the Review of Proposals meeting. 

If you have questions, contact the REAP CEP Coordinator, Jerah Sheets, at reapcep@dnr.iowa.gov or 515-313-8909.
