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Terms and Acronyms 
This section is optional.  Use it if you have many acronyms, or unusual and difficult terms, or industry specific language.



[bookmark: _Toc522560914]Introduction
Introduce your population, problem, and purpose in 1-2 paragraphs.  Then, discuss the context of the problem in 1-2 paragraphs of rich detail, including data, facts, figures, and citations.  This is a great place to use infographics.  Last, transition out of the introduction using procedural sentences to share how you will proceed. 
[bookmark: _Toc522560915]Population and Needs Assessment
This is your rhetorical argument leading to the statement of the problem below.  This should inform the reader of the population involved, the situation leading to the issue(s) of concern for this project or grant.  The section is developed much like a literature review to inform your readers about the population of interest and their unique issues.  You should have established the general context in the introduction above.  Now develop the more specific context to develop the reader’s understanding of the population, the nature of their needs in relation to the issue(s), which makes the problem relevant and establishes the call to action.  It should be written in an authoritative and professional voice, be logical, and be heavily supported with citations, all while maintaining the readability and narrative flow.  The argument should lead the reader to acknowledge or agree with your determination of the target population’s needs.  This should take 1-2 pages, do not scrimp here.
· Items to cover in this section 
· Identify & Describe 
· Factors (influencing the population and their issues)
· Evidence of Factors
· Issue(s) (Determinants) 
· Evidence of Issue(s)
· Situations & Conditions resulting from issues 
· Effects (Overall or Long-term)
[bookmark: _Toc522560916]Statement of the Problem
Discuss the specific problem you plan to address for your target population.  You discussed many of the aspects problem above in the needs assessment and it is likely entwined in several issues.  Here you narrow the program’s focus to a segment or fragment of the problem, which is manageable in the scope of a program or grant.  
[bookmark: _Toc522560918]Theory for Change
Discuss the theory, policy, legislation, or practitioner recommendations that guide your program.  
Address the following (substitutes policy, legislation, or practice where appropriate),
· Discuss the background, history, and important theorist or researchers
· Discuss the intent or purpose of the theory 
· Discuss how the theory is currently being used or researched
· Discuss how your program will make use of the theory
[bookmark: _Toc522560917]Program Design
Provide a description of the major elements of the program.  Then detail the following sections.
[bookmark: _Toc522560919]Goals 
Outline and define the program’s goals and the related objectives that lead to meeting the goal and measuring the success of the objective(s).
[bookmark: _Toc522560920]Goal 1
State the aspirational goal in a clear and concise sentence.  Then explain or discuss if necessary.
Objective(s)
[bookmark: _Toc522560921]What are the specific and measurable steps you can take to indicate progress toward or completion of the goal?
Goal 2
State the aspirational goal in a clear and concise sentence.  Then explain or discuss if necessary.
Objective(s)
What are the specific and measurable steps you can take to indicate progress toward or completion of the goal?
And so on…
Program Theory
This is a Theoretical Model of your program should affect the participants leading to the program expected outcomes.  Discuss how you intends to affect the participants through the program.  Then state your working hypothesis (IF, THEN, and THUS) concerning how the problem might be resolved or explained and the ramifications of implementing the resolution, or knowing the explanation.  Do not forget to support this section with citations. Next, provide a figure or graphic representation to visualize the effect.

Figure 1. Caption for example of a figure (citation here if necessary).
[bookmark: _Toc522560923]Activities
· Discuss the specific activities involved in effecting your target population, mentioning the participants (who might not be your target population), and link the activities to the objectives listed in your goals.  This clarifies how you are making the goals SMART through the objectives.
· Identify link between activity and related program objective 
· Identify the constructs & measurements of effectiveness or success
· Identify elements of the activity that can be defined and measured for assessment
· Discuss the expected outcomes on participants
· And population if different
[bookmark: _Toc522560924]Program Plan and Implementation
[bookmark: _Toc522560925]Discuss the general outline of your implementation, then move on to your discussion of the major milestones and tasks in the section below.
Milestones and Tasks
Discuss these in good detail to show your mastery of the details involved in implementing the program.
[bookmark: _Toc522560926]Timeline & Gantt chart
Copy and paste your figures or tables here.
[bookmark: _Toc522560927]Communication Outreach
Discuss the following in good detail using a narrative format, limit your use of bullets.
· Outreach
· Web & Social Media
[bookmark: _Toc522560928]Organizational Resources
Discuss the following in good detail using a narrative format, limit your use of bullets.
· Human resources
· Physical resources
· Office supplies
· Miscellaneous supplies
· Transportation
[bookmark: _Toc522560929]Knowledge Management and Information Sharing
Discuss the following in good detail using a narrative format, limit your use of bullets.
· Document and data management 
· [bookmark: _Toc522560930]Privacy and data sharing
Budget
This is a table of major and important minor revenues and expenses.  This is an item of great interest to administrators and funders who might approve your program.  Take your time and be sure your numbers are accurate.  You might search the internet for examples of similar budgets. See the MSA Program Planner for editable versions of a budget table.  The needs in this section are nothing more than the budget table.  Check that the numbers are reasonable and correct.  Be sure it balances! 
Table 1. Mock budget caption.
	Mock Budget
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


[bookmark: _Toc522560931]Budget Justification
[bookmark: _Hlk17215680]Discuss the following in good detail using a narrative format, limit your use of bullets. 
· Describe and defend the purpose and intent of each major budget category, and personnel.
[bookmark: _Toc522560932]Assessment and Evaluation
Discuss your plan for assessing constructs and measurements identified in the objectives, including the research method and design. For example,
· Plan for assessing constructs and measurements identified in the objectives
· This is a research design and method
· How will data be collected, analyzed, and reported?
· State a working hypothesis for each grouping of constructs to be assessed
· Example: Increased health services for homeless TAY LGBT youth in Ward 5 will reduce their risk of contracting STD’s and other infectious diseases like tuberculosis or pneumonia.  This will be reflected in an 8% decrease in emergency room visits as reported by DCDOH.
· Indicate expected measures of effectiveness or success (to reject the null or the hypothesis)
· Discuss how you will analyze the results or findings
· What statistical or qualitative analyses will you use?
· What might the results or findings indicate? 
· Example: This measurement of service frequency will inform ____ program of the individual client needs met.
Evaluation
· How will results or findings be evaluated for effect on program?
· This is about the way your program will make use of the information gathered and results determined in the assessment stage to improve the program or to influence its direction.
· What is the feedback mechanism(s) for acting on results or findings of the evaluation?

CAPSTONE PROJECT PLAN TEMPLATE
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[bookmark: _Toc522560933]Sustainability
[bookmark: _Hlk17215865]Discuss the following in good detail using a narrative format, limit your use of bullets.
· What is the program administrator’s plan for development beyond the initial funding?
· What is the program administrator’s plan for incurring revenues through the plan?
· What plan is there for revenues to maintain the program between funding events?
· What is the program administrator’s plan for developing continuing funding if necessary?
[bookmark: _Toc522560934]Summary
[bookmark: _Hlk17215890]Summarize your needs assessment and problem, the theory of change, the program description and its goals, and the program plan.  This should take one or more pages.  Remember, reviewers often skim the executive summary, the introduction, and this summary to get an overview of the document and to determine if it is value, and if they want to read it.  It is often your last chance to persuade a funder or an administrator.

[bookmark: _Toc522560935]

References
The references section is written in the hanging indent style and with a sentence space of 1.5 for improved readability.  There must be a reference for every work cited, and nothing should be referenced that is not cited, in the entire document.
[bookmark: _Hlk17215945][bookmark: _GoBack]The MSA Report Style uses Chicago 16th Edition as its publication style, with modifications to the fonts, headings, and other items to ensure a unique and readable final document.  See Kate Turabian’s, 2008, A Manual for Writers, chapters 18 & 9 for the appropriate reference styles for each type of source used.
Your reference section should include every work cited in the paper.  The reference section of an MSA Report Style paper is unlike a bibliography from other publishing styles.  The reference section of this paper may only include works that you have cited in the document.  You may not include items that influenced you, or are recommended reading.  Please, only include what you have cited.  
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[bookmark: _Toc522560937]Appendix A: Title of Document
These might be anything of use to the reader or necessary to support the program.  For example, tables, charts, figures, links to resources, and etcetera.
















