Proposal Process Overview and Requirements

COP 4910 – Frontiers in Information Technology

Spring Semester 2004

All projects in this class must begin with a proposal (written & presented) by each student group or team.  The primary objectives of the proposal process are to:

1. select a topic for investigation during the semester,

2. provide a clear statement of the problem being solved,

3. set boundaries for the project,

4. describe a plan for conducting research and prototype development, and

5. prepare a roadmap for documenting project results and findings.

The written proposal should accomplish each of these objectives in a document of 13 to 15 pages in length.  The format of the written proposal is described below and will serve as the basis for the project team’s final report.  Students will also prepare and deliver an in-class presentation summarizing their project proposal. The following deliverables from the proposal process should be turned in for grading in a single 9x12 envelope by the deadline shown on the course website.

· Three (3) copies of the written proposal in MS Word, stapled in top left hand corner and

· One (1) stapled copy of the MS PowerPoint proposal presentation (three slides per page).

At the end of the proposal process, student teams will meet with the instructor for feedback and comments. 

Written Proposal Format and Content (10% of final grade):

The following style conventions should be used when preparing your project proposal:

· Use Times New Roman Font, size 12

· Page, Section, Subsection, etc. headings should be BOLD face

· Each Section to begin on new page

· Subsections continue on same page separated by new lines

· New paragraphs should begin with a standard .5” indentation

· No new lines between paragraphs

· Line spacing should be 1.5 to 2

· Body of document should be full justified

· Use standard 1” top and right side margins. 

· Left side margin can go up to 1.25” to allow for binding

· Bottom margin should be .5” with page numbers centered at bottom

The written proposal should contain the following sections and information:


1.
Cover Page



a.
Project Title



b.
Authors



c.
Class



d.
Date


2.
Executive Summary (1 page)



A brief summary that capture the more salient aspects of the proposed project


3.
List of Acronyms (may be blank for proposal)


4.
Table of Contents

5.
List of Figures (may be blank for proposal)

6.
Introduction

This section should include a clear statement of the problem and the motivation behind the work.


7.
Body of Report (sections and subsections)

This section contains the bulk of your proposal.  The exact structure of this section will vary based on the type of project and subject you choose.  However, the proposal should address the following:

· Background – Give a brief description of the current technology and business environment which will be changed by your project.

· Proposed Work – State areas to be researched, compared and contrasted.  Outline the proposed work (method of approach).  Provide a list and examples  of the types of references to be used.  If building a prototype, state the scope of the prototype.

· Tasks Assignments and Schedule – Breakdown of the task assignments by group members. Give a schedule of the work to be done.



For organization purposes, please use the following numbering system:



1.
Section




1.1
Sub Section





1.1.1
Sub-Sub Section





1.1.2
Sub-Sub Section




1.2
Next Sub Section


8.
Concluding Remarks


9.
References (those used to prepare proposal only)

Within the Introduction and Body, be sure to address both the business components (e.g.,  loss of revenue, market share, poor customer service, inefficient business operations) and technology components (e.g., lack of automation, need for integration, high level architecture, hardware and/or software) affected or related to your project.

Proposal Presentation (10% of final grade):

A schedule showing presentation dates for each group’s proposal will be posted on the course website.  Attendance on these days is mandatory for all students.  

On the day of your proposal please be sure to bring two (2) printed and stapled copies of your presentation (three slides per page) to class.  You will be given 10 minutes to present your proposal followed by 5 minutes for questions from the class. 

If you are working in a group you can designate a member of the group to do the presentation or all of the members of the group can contribute. All member of the group are required to respond to questions. 

The following is a suggested outline for your presentation:

1.
Title Page (1 slide) 


a.
Topic: Specific and General Area 


b.
Team members 

2.
Concise Problem Statement (1-2 slides) 


If possible outline business and technology components of problems 

3.
Personal Interest and Motivation (1-2 slides) 


a.
Present your personal interest and motivation for choosing your project 


b.
State what you intend to accomplish from this project 

4.
Subject Background (1-2 slides) 

A brief recap of the subject background. Were your subject area falls in the general landscape. 

5.
Detail of Proposed Work and Method of Approach (2-3 slides) 


a.
State areas to be researched, compared and contrasted 


b.
Given an outline of the detail proposed work (method of approach) 


c.
If building a prototype, state the scope and functionality of the prototype. 

6.
Tasks Assignment and Schedule (1-2 slides) 


a.
If in a group, give a breakdown of the task assignment 


b.
Give a schedule of the work to be done 

7.
Conclusing Remarks (1 slide) 


a.
What work has already been started


b.
Thoughts on what you expect to learn
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