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WHAT	  SHOULD	  BE	  INCLUDED	  IN	  A	  CONCEPT	  PAPER	  OR	  LETTER	  OF	  INQUIRY?	  

A	  Concept	  Document	  or	  Letter	  of	  Inquiry	  is	  a	  timesaver	  for	  anyone	  who	  might	  be	  an	  ally	  for	  your	  project	  and	  for	  the	  
proposal	  writer,	  as	  it	  allows	  the	  reviewer	  to	  assess	  quickly	  what	  the	  project	  entails,	  what	  resources	  might	  be	  needed	  or	  
helpful,	  who	  might	  be	  collaborators	  and	  if	  submitted	  for	  a	  more	  formal	  review,	  whether	  or	  not	  there	  is	  a	  good	  match	  
between	  the	  
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3.	  Project	  Activity	  (this	  will	  be	  the	  bulk	  of	  your	  letter)	  

§ This	  section	  answers	  the	  "what"	  and	  "how"	  of	  the	  project.	  	  
§ Give	  a	  general	  overview	  of	  the	  activities	  involved.	  Give	  more	  detailed	  information	  to	  the	  degree	  that	  space	  

allows.	  	  
§ Highlight	  why	  your	  approach	  is	  novel	  and	  deserving	  of	  the	  special	  attention.	  
§ Indicate	  if	  there	  will	  be	  collaboration	  with	  other	  organizations	  and	  what	  their	  roles	  will	  be.	  Be	  specific	  about	  who	  

does	  what.	  	  
	  

4.	  Outcomes	  (1-‐2	  paragraphs;	  you	  can	  put	  this	  before	  or	  after	  the	  discussion	  of	  activities)	  

§ State	  what	  will	  be	  the	  specific	  outcomes	  achieved.	  	  
§ Indicate	  how	  evaluation	  is	  part	  of	  the	  project	  –	  how	  will	  you	  know	  you’ve	  achieved	  these	  outcomes?	  	  
§ Have	  you	  considered	  both	  formative	  and	  summative	  assessments?	  

	  

5.	  Credentials	  (1-‐2	  paragraphs)	  

§ Demonstrate	  why	  your	  team,	  or	  you	  are	  best	  equipped	  to	  carry	  out	  this	  activity.	  	  
§ Put	  any	  historic	  background	  about	  the	  institution	  and	  your	  own	  professional	  preparation	  for	  this	  project	  here.	  	  

	  


