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Chapter 1: Why a Project Proposal? 

Writ ing a good proposal is a very import ant  t ool for organizing t ime and resources t o 

complet e a proj ect  which ful ly real izes your obj ect ives.  Whet her t he proposal is done as a 

PQP for credit  separat e f rom t he one-unit  proj ect ,  or as t he f irst  f ract ion of  credit  t owards 

t he one-unit  requirement ,  a proj ect  proposal wil l  be invaluable in st ructuring your ideas 

about  carrying out  your research and writ ing your conclusions.  Some facult y use it  as an 

informal "Cont ract " t o est abl ish an agreement  about  t he cont ent  and l imit s of  t he f inal 

proj ect  report .  Also,  since t he proj ect  proposal is a widely used communicat ions t ool in t he 

professional world,  you wil l  have t he advant age of  learning what  goes int o a proposal as part  

of  your undergraduat e educat ion.  

At  WPI,  only t hose st udent s who present  budget s in conj unct ion wi t h a proj ect  proposal  wil l  

be considered for funding t oward IQP expenses.  St udent s should consult  wit h t heir advisors in 

f raming a proposal and a budget ,  and some modif icat ion of  t hese guidel ines may be needed 

t o accommodat e your subj ect .  But  since money for your proposed budget s wil l  be al locat ed 

compet it ively,  be sure t o cover t he basic point s out l ined here.  

Request s for funding t oward MQP expenses should be present ed t o t he individual 

depart ment s.  
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Chapter 2: Basic Sections of a Proposal 

In addit ion t o specifying t he needed al locat ion of  resources t o complet e t he proj ect ,  

proposals have t hree maj or sect ions:  

1.  Int roduct ion 

2.  Lit erat ure Review (or Background) 

3.  Procedure (or Met hodology) 

4.  Budget  

 

The "Int roduct ion" t el ls t he reader 1) what  your proj ect  is about ,  2) why t he proj ect  is wort h 

doing,  and 3) why your proj ect  is a good t opic for ful f i l l ing t he obj ect ives of  t he degree 

requirement  (See page 4 for more det ails).  The Int roduct ion must  also st at e clearly and 

complet ely t he specif ic obj ect ives of  your proj ect  -- in some det ail ,  what  you int end t o 

accomplish.  Though t he reader encount ers it  f irst ,  you probably should writ e t he 

"Int roduct ion" last  since you wil l  need t o have mast ered t he ot her part s of  t he proposal t o 

provide an ef fect ive "Int roduct ion. " The "Lit erat ure Review" t el ls your audience (your 

advisors,  of f -campus sponsors,  or sources of  funding) what  t he st at e if  t he art  in your t opic is 

(See page 5 for more det ails).  You probably should t ackle t he "Lit erat ure Review" f irst  since 

mast ering it  wil l  give you t he background you need t o writ e ot her sect ions.  The "Procedure" 

(also cal led Met hodology) lays out  t he met hod you have select ed t o conduct  your research 

(See page 5 for more det ails).  If  you wil l  be doing an IQP, t he "Procedure" should emphasize 

how t he part icular int eract ions bet ween science,  t echnology,  and society wil l  be analyzed.  If  

you wil l  be doing an MQP,  t he "Procedure" should emphasize how your research wil l  al low you 

t o complet e your proj ect  successful ly.  

A good Proj ect  proposal has an addit ional advant age;  wit h appropriat e revisions,  t he chapt ers 

in t he proposal can give you a st art  on similar sect ions for t he f inal report .  Good work on t he 

proposal has t wo advant ages:  planning for ef fect ive resource use when doing t he proj ect ,  and 

get t ing a j ump ahead on t he f inal report .  

We suggest  you writ e t he t hree sect ions of  t he proposal in t his logical sequence:  Lit erat ure 

Review,  Procedure,  Int roduct ion.  These guidel ines wil l  t hus fol low t hat  order.  Ot her mat erial  

which should go int o t he report ,  and wil l  be discussed in t he fol lowing pages,  are t he 

1.  Abst ract  

2.  Tit le Page 

3.  Table of  Cont ent s 
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4.  Foot not es 

5.  Bibl iography 

 

Introduction 

The procedure or t he met hodology is t he heart  of  t he proposal because it  must  t el l  t he reader 

how you propose t o carry out  your proj ect .  It  must  convince your advisor (or in indust ry your 

manager or pot ent ial  cl ient ) t hat  you clearly underst and your t ask,  have a logical t ime plan 

for solving your problems,  and have ident if ied al l  t he resources you need.  

If  your proposal is for an IQP, you must  t ake special care t o explain HOW you plan t o relat e 

some aspect  of  science or t echnology t o societ y.  Not e t hat  "t echnology" need not  be def ined 

narrowly here:  "t echnology" can mean t he t echniques used t o manage or evaluat e any 

resource ef f icient ly,  not  j ust  "nut s and bolt s" hardware.  But  you must  explain clearly how 

your procedure insures t hat  t he WPI IQP degree requirement  wil l  be sat isf ied by complet ing a 

proj ect  which def ines,  invest igat es,  and report s on a t opic relat ing science or t echnology t o a 

social  need or issue.  In short ,  why is your t opic an IQP? 

Some of  t he ot her quest ions t he reader wil l  expect  you t o answer in t his sect ion are:  

1.  What  are t he t asks and sub-t asks ident if ied t o achieve your obj ect ives? 

2.  What  mat erials wil l  you need t o carry out  your proj ect :  equipment ? comput er support ? 

t yping? graphics? ot hers? 

3.  What  dat a are needed for t he proj ect  and how wil l  t hey be col lect ed? If  t he proj ect  

requires a survey or int erviews,  t he design of  t his inst rument  (especial ly t he select ion of  

part icipant s) must  be explained and j ust if ied.  

4.  What  met hod or process wil l  be used t o analyze t his dat a and where else (if  anywhere) 

has t his met hod or process been used? 

5.  What  t ime f rame do you t hink you wil l  need t o accomplish ident if ied t asks or subt asks? 

Should schedules be present ed in st andard forms l ike PERT or Task Chart s? (see Figures 1 

and 2. ) 

6.  If  you are working on a t eam,  which t eammat es wil l  accomplish which sect ions? 

7.  What  cost s do you ant icipat e t he proj ect  wil l  incur -- in ot her words,  your budget ? 

(A Budget  Summary Request  Form must  be submit t ed t o t he Int erdiscipl inary St udies 

Division Of f ice as shown in Appendix 1 for IQP Proposals.  A Budget  summary for an MQP 

Proposal should be submit t ed t o t he individual depart ment . ) 
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Literature Review (or Background) 

To show your advisor t hat  you know what  your t alking about  concerning your proj ect ,  you 

need t o demonst rat e t hat  you know t he background and cont ext  of  your t opic.  Good quest ions 

t o answer in t his sect ion are:  

1.  What  kinds of  research have been done before (including previous IQPs and MQPs which 

can be accessed t hrough t he reference desk at  t he l ibrary)? 

2.  What  relevant  kinds of  st udies or t echniques need t o be mast ered t o do your proj ect ? 

3.  Where is t he st at e of  t he art  t oday? 

4.  How have ot hers gone about  t rying t o solve problems you want  t o t ackle,  and in what  

ways wil l  your approach build on and vary f rom previous work? 

Think of  t he background sect ion as t he place where you ident ify and discuss t he most  

import ant  books,  art icles,  or any ot her kind of  source mat erials for your proj ect .  If  you 

want ed t o bring anot her st udent  up t o dat e on what  you're doing,  what  would be t he most  

import ant  t hing t o read? A wel l  writ t en review wil l  provide a sense of  crit ical issues and 

debat es which form t he background for your own original work.  

Everyt hing in your l i t erat ure review sect ion should be ment ioned in 

your bibl iography,  BUT not  everyt hing in t he bibl iography is import ant  enough t o be 

ment ioned in t he l i t erat ure review (See page 9 for more det ails).  In ot her words,  t his sect ion 

is a comment  on t he most  valuable mat erial  you have ident if ied which you wil l  need t o 

assimilat e t o do your proj ect .  The l it erat ure review t hus provides a guide t o al l  mat erial  you 

l ist  separat ely as foot not es or bibl iography.  

 

Procedure 

The procedure or t he met hodology is t he heart  of  t he proposal because it  must  t el l  t he reader 

how you propose t o carry out  your proj ect .  It  must  convince your advisor (or in indust ry your 

manager or pot ent ial  cl ient ) t hat  you clearly underst and your t ask,  have a logical t ime plan 

for solving your problems,  and have ident if ied al l  t he resources you need.  

If  your proposal is for an IQP, you must  t ake special care t o explain HOW you plan t o relat e 

some aspect  of  science or t echnology t o societ y.  Not e t hat  "t echnology" need not  be def ined 

narrowly here:  "t echnology" can mean t he t echniques used t o manage or evaluat e any 

resource ef f icient ly,  not  j ust  "nut s and bolt s" hardware.  But  you must  explain clearly how 

your procedure insures t hat  t he WPI IQP degree requirement  wil l  be sat isf ied by complet ing a 

proj ect  which def ines,  invest igat es,  and report s on a t opic relat ing science or t echnology t o a 

social  need or issue.  In short ,  why is your t opic an IQP? 
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Some of  t he ot her quest ions t he reader wil l  expect  you t o answer in t his sect ion are:  

1.  What  are t he t asks and sub-t asks ident if ied t o achieve your obj ect ives? 

2.  What  mat erials wil l  you need t o carry out  your proj ect :  equipment ? comput er support ? 

t yping? graphics? ot hers? 

3.  What  dat a are needed for t he proj ect  and how wil l  t hey be col lect ed? If  t he proj ect  

requires a survey or int erviews,  t he design of  t his inst rument  (especial ly t he select ion of  

part icipant s) must  be explained and j ust if ied.  

4.  What  met hod or process wil l  be used t o analyze t his dat a and where else (if  anywhere) 

has t his met hod or process been used? 

5.  What  t ime f rame do you t hink you wil l  need t o accomplish ident if ied t asks or subt asks? 

Should schedules be present ed in st andard forms l ike PERT or Task Chart s? (see Figures 1 

and 2. ) 

6.  If  you are working on a t eam,  which t eammat es wil l  accomplish which sect ions? 

7.  What  cost s do you ant icipat e t he proj ect  wil l  incur -- in ot her words,  your budget ? 

(A Budget  Summary Request  Form must  be submit t ed t o t he Int erdiscipl inary St udies 

Division Of f ice as shown in Appendix 1 for IQP Proposals.  A Budget  summary for an MQP 

Proposal should be submit t ed t o t he individual depart ment . ) 

 

Appendix 1 (Budget) 

The Budget  Summary Request  form on t he last  page should be copied and used t o submit  a 

budget  request .  Please not e t he fol lowing:  

Under it em 6,  on a separat e sheet  break down your cost s careful ly by it emizing al l  

ant icipat ed expenses.  Informat ion suppl ied on act ual cost s (such as copies of  l ist  prices,  

est imat es,  and t he l ike) is crucial  in det ermining accuracy of  ant icipat ed expenses.  The more 

informat ion you can supply on such expenses as t ravel,  labor,  suppl ies and mat erial ,  and so 

on,  t he bet t er your proposed budget  wil l  be.  

Travel expenses wil l  be paid per t erm using t he st andard WPI t ravel expense form,  signed by 

you and your advisor (who t hus val idat es t he accuracy of  your t ravel cost s. ) 

Current  WPI pol icy st at es t hat  st udent s are expect ed t o cont ribut e $50 per person per 1/ 3 

unit  of  IQP work t oward any out  of  pocket  expenses encount ered.  This means t hat  each 

st udent  is expect ed t o pay $150.00 t owards t he complet ion of  t he IQP before asking for 

reimbursement  of  any kind.  If  you have a proj ect  t eam of  4 st udent s,  t hen t he t ot al  

cont ribut ion before being reimbursed is $600.  If  you ant icipat e t hat  your expenses wil l  exceed 

t his expect at ion,  t hen you must  submit  a budget  for your proj ect .  Your proj ect  advisor must  
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approve t his budget  prior t o submission of  any expenses t o t he IGSD.  (Commut ing cost s are 

not  reimbursable. ) 

Al l  t elephone cal ls should be placed t hrough t he Proj ect s Phone in t he Proj ect  Cent er,  Cost s 

for cal ls t o dest inat ions wit hin t he cont inent al U.S.  t hus should not  appear on your budget ,  

since t he support  is already available aut omat ical ly.  If  you ant icipat e t he need t o make 

int ernat ional cal ls,  please document  t his request  very careful ly.  

You are responsible for al l  cost s normally associat ed wit h producing t he f inal report  which 

goes on f i le at  t he l ibrary,  as wel l  as for any copies you make for yourself .  Do not  apply for 

reimbursement  of  st andard t yping,  laser print ing,  or xeroxing cost s of  your report .  Ot hers who 

want  copies should pay for t heir copies.  

Request s for support  ALWAYS look bet t er if  you indicat e t hat  you have invest igat ed al l  

possible avenues,  and have ident if ied funding sources (of f -campus agencies,  research grant s) 

in addit ion t o what  you are asking f rom t he IGSD Of f ice or your depart ment .  

Under It em 10,  brief ly describe your obj ect ives and procedures (t o enable t he commit t ee t o 

weight  your request  relat ive t o ot hers. ) 
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Chapter 3: Other Sections: Finishing Up 

Once you have t hese t hree main sect ions wel l  along,  several ot her sect ions coming at  t he 

beginning and t he end should be draf t ed t o provide t he opening and closing expect ed in 

professional present at ions.  These sect ions are l ist ed below and placed in t he order t hey wil l  

occupy relat ive t o t he t hree main sect ions not ed in parent heses:  

• Tit le Page 

• Abst ract  

• Table of  Cont ent s 

• (Int roduct ion) 

• (Lit erat ure Review) 

• (Procedure,  including Budget ) 

• References -- Foot not es and Bibl iography 

• Appendices 

• Ot her Part s 

 

Title Page 

The t it le page should cont ain,  neat ly arranged,  t he fol lowing:  

• t i t le of  t he proj ect  

• proj ect  regist rat ion number of  t he proj ect  

• name(s) of  t he aut hor(s) 

• name of  t he facult y advisor(s) 

• name of  of f -campus sponsor,  if  any 

• dat e of  submission 

Addit ional ly,  t he fol lowing st at ement  should be included on t he t it le pages of  IQPs and 

MQPs:    “ This report  represent s t he work of  one or more WPI undergraduat e st udent s 

submit t ed t o t he facult y as evidence of  complet ion of  a degree requirement .   WPI rout inely 

publ ishes t hese report s on it s web sit e wit hout  edit orial  or peer review. ”  

Figure 3 shows a sample t it le page.  

 

Abstract 

The abst ract  should be a brief  st at ement  of  t he t opic,  procedure,  and t he proj ect ed out come 

of  t he proj ect ,  in t hree or four sent ences.  The abst ract  of  t he f inal report  (which can be 

modif ied f rom t he one in t he proposal) is crucial since it  goes on your t ranscript  and is 
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circulat ed widely of f -campus.  (The f inal proj ect  report  abst ract  should be about  80 words t o 

accommodat e t he space on your t ranscript .  You wil l  want  t o make t his as good as possible 

since proj ect  abst ract s are a maj or source j ob int erviewers use t o formulat e quest ions. ) 

A t hree-sent ence abst ract  might  wel l  fol low t his order.  

1.  First  sent ence int roduces t he proj ect  t opic,  ment ioning (if  relevant ) t he of f -campus 

agency wit h whom t he proj ect  is being done.  

2.  Second sent ence indicates what  mat erial  wil l  be examined and procedures employed t o 

carry out  t he proj ect .  

3.  Third sent ence indicat es t he ant icipat ed conclusions (or result s,  appl icat ion,  or real 

world use of  t he proj ect ).  An example:  

 

This proposal,  prepared for t he U.S.  Small  Business Administ rat ion in Washingt on,  wil l  

describe Flexible Manufact uring Syst ems (FMS) and assess t heir impact  on small  businesses.  

Working f rom l it erat ure and int erviews,  we wil l  describe FMS t echnology,  it s use in indust ry,  

and it s impact  on small  businesses,  especial ly suppl iers.  We wil l  assess:  1) if  FMS can be used 

in small  businesses,  2) how FMS wil l  impact  on small  businesses,  and 3) if  management  

t echniques relat ed t o FMS wil l  af fect  small  businesses in t he near fut ure.  

 

Table of Contents 

The t able of  cont ent s l ist s (wit h f inal page numbers) t he locat ion of  each separat ely t it led 

sect ion of  t he report ,  usual ly fol lowing t he sequence above f rom abst ract  t hrough 

appendices.  To t he professional reader (who as such is faced wit h lot s of  reading and 

appreciat es conveniences),  t he t able of  cont ent s also indicat es at  a glance what  mat erial  is 

covered.  

 

References 

References usual ly consist  of  foot not es and a bibl iography.  Foot not es may appear a) at  t he 

bot t om of  t he page,  b) at  t he end of  t he chapt ers,  or c) at  t he end of  t he report  but  before 

t he appendices.  Foot not es usual ly cit e appropriat e sources of  informat ion (including 

int erviews or verbal cont ribut ions f rom ot hers) or occasional ly indicat e cross-reference t o 

addit ional mat erial .  The form of  t he not e varies wit h t he professional area concerned,  so 

check wit h your advisor.  The st andard for such mat t ers is t he lat est  edit ion of  Kat e Turabian's 

A Manual For Writ ers.  What ever t he format ,  foot not es cont ain t he name(s) of  t he aut hor(s),  
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book or j ournal t i t le,  dat e of  publ icat ion (usual ly wit h t he place and publ isher for books) and,  

for j ournals,  t he volume and page numbers.  

The bibl iography l ist s al l  mat erials cit ed in not es.  It s value as a l ist  of  relevant  mat erials 

of t en makes it  useful t o consult  independent  of  t he report  it self  (so be sure t o check 

bibl iographies in your sources for relevant  mat erials. ) Bibl iographies are of t en used as t he 

sole source for t he ful l  reference for foot not es;  t he foot not es very brief ly cit e t he work in 

quest ion (by aut hor(s) and year,  for example),  leaving t he ful l  cit at ion in t he bibl iography.  

 

Appendices 

Appendices (singular,  appendix) cont ain mat erials t oo lengt hy for inclusion in t he t ext ,  or not  

direct ly relevant .  Cert ain kinds of  raw dat a,  background mat erials,  and t he l ike go here.  ALL 

mat erial  in appendices must  be referred t o in t he t ext  so readers know why t hey are here.  

 

Other parts 

Occasional ly a proposal and more of t en a report  wil l  cont ain an Execut ive Summary.  This 

sect ion,  which comes af t er t he abst ract ,  provides a succinct  overview of  each sect ion of  t he 

ent ire document  in f ive t o t en pages.  Execut ive summaries are required in professional 

report s,  and at  WPI,  as a part  of  applying for t he President 's IQP Award.  

A Let t er  of  Transmit t al  is normally af f ixed before t he t it le page if  t he proposal or report  is 

being submit t ed t o an of f -campus l iaison.  This let t er is in business-let t er format ,  and t el ls t he 

recipient  brief ly t hat  you are submit t ing t he at t ached proposal as part  of  an agreed-upon plan 

t o conduct  t he proj ect  wit h t he agency t he l iaison represent s.  
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