



Instructions for Submitting
 Proposals for 2010-2013 to CGTAT

Terminology

What was once called a “Dedicated Teacher Role” is now called simply an “Dual Credit Teacher” or a “SS Dual Credit Teacher” to distinguish the role from that of a college Dual Credit Professor. 

Proposals for 2010-2011 are referred to as “Applications” and must include budget amounts. Proposals for 2011-2012 and 2012-2013, that essentially repeat 2020-2011, are referred to as “Forecasts” and do not necessarily have to include budget amounts, just projected student numbers. If a proposal for 10-11 will change significantly for 11-12 or 11-13, it should be treated as a new proposal for those years.

Outline of Submission Procedure

· Be sure you’re familiar with the “Roles and Responsibilities of Project Leads and Partners” section of the document Orientation for Project Leads and Partners.

· Only one person, the person who is to assume the role of Project Lead (or his or her “hands-on” designate), will take responsibility for coordinating and gathering all the necessary information for a particular project proposal.

· Download the appropriate Form (Excel file) from the SCWI, RFPs/Proposals section of http://cgtat.org  For one Activity, use Form 3. For one Dual Credit Program, use Form 4.

· It is important to complete a separate Form (Excel file) for each Activity or Dual Credit Program; i.e., only one Program or Activity per file, and only one file per proposal.

· Note: Before you begin to enter data, save the Excel file under another filename. For example, if you’re in George Brown College and the project name is “Career Pathways in Early Childhood Education”, name the file GBC 10-11 Paths in ECE.xls If you are not in GBC, substitute your own org initials and project name.
· Once a proposal is complete, the Project Lead should send a copy to the CGTAT Rep (main go-to person) for their board or college. Leads themselves should NOT send proposals to either CGTAT or to SCWI directly

· Once the CGTAT Rep has gathered all the completed Applications and Forecasts for his or her organization, he or she should email them as a batch (preferably in a ZIP file) to Chris Coleman (coleman1347@rogers.com). Please do NOT send files to directly SCWI.

· As of the deadline (See Timeline below) Chris Coleman will email copies of all of the CGTAT individual proposals to SCWI. The deadline is firm! Changes/additions may NOT be made after a proposal is submitted to SCWI.

Tips
· If you encounter a cell that does not allow text-wrap, type as much as will display on one line, then press Alt+Enter to move down to another line. Keep in mind that only the text that is displayed in a cell will appear in a printout.

Timeline

The timeline is extremely tight. All deadlines are firm!

	Dates


	Time
	Deadline

	Friday, 
November 27, 2009
	1:00 p.m.
	All completed Excel Form files for proposing Activities and/or Dual Credit Programs are to be emailed to Chris Coleman (coleman1347@rogers.com)..

	Monday, November 30
	1:00 p.m.
	Chris Coleman will email both to SCWI and to all CGTAT Reps copies of all the individual proposals for the whole CGTAT Regional Planning Team.

	
	
	As soon as the CGTAT Reps receive the copies of the proposals, they will immediately forward them to their own College President or Director of Education for his or her signature. 
The signed Form 1 is approval for the SCWI project as a whole, not individual activities or dual credit programs.

	Friday, December 4
	10:00 a.m.
	Reps will FAX Form 1 only with their President/Director’s signature to Mary Vesia at 416-675-3412. Then send the original Form 1 to Mary by postal mail or courier. See details below.

	Monday, December 7
	1:00 p.m.
	Three hard copies of the CGTAT Regional Planning Team’s proposals (Applications and Forecasts), including all signatures, are due into SCWI. CGTAT will take care of printing and delivering the hard copies.

	
	
	“Co-Management Team will make best efforts to review proposals and communicate decisions to align with school board staffing cycles.” (RFP, p.14)


Procedure for Obtaining Signatures

1. At the same time as Chris Coleman emails to SCWI all the individual proposals for CGTAT, he will email copies of all the proposals to all the CGTAT Reps. (See Timeline above.)

2. The CGTAT Rep (or hands-on designate) must take responsibility for immediately submitting the proposal files to his or her College President or Board Director, either on paper and/or electronically, whichever the president’s or director’s office prefers. 

3. Print out just Form #1 and submit it to your President or Director for his or her signature. Form # 1 will be sent out, partially completed, along with the proposals

4. Two years ago, the Ministry stated verbally that, by signing the document, the President or Director is saying that he or she supports and endorses CGTAT’s overall proposal moving forward to SCWI on behalf of his or her college or board. The signature must represent more than just awareness. There must be commitment to the overall proposal.

5. It is advisable that the president or director be briefed, noting that this proposal builds on previous activity that he or she is undoubtedly aware. During this briefing, it would be helpful to know which Activities/Programs the college or board is specifically connected to.

6. When Form 1 has been obtained, please FAX a copy of the page with the signature (i.e. just one page) to Mary Vesia at 416-675-3412. 

7. Then send the original page with the signature to: Mary Vesia, Student Development & Articulation, Humber ITAL, 205 Humber College Blvd., Toronto, ON M9W 5L7
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