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SYLLABUS 

English 3130 (Grant and Proposal Writing) – 3 credits 

Fall 2009 

 

Instructor:               Florence Elizabeth Bacabac, Ph.D. 

Email:                       bacabac@dixie.edu 

Office:                       McDonald 235 

Office Phone:           652-7897 

Office Hours:           Mon 5-6 p.m. and Fri 12-4 p.m. (and by appointment) 

If my office hour is not convenient for you, please do not hesitate 

to schedule an appointment with me at another time. 

Writing Center:       Browning Bldg. 1
st
 Floor 

Writing Center Phone Number:  652-7743 or 652-7629 

Online Writing Lab:  http://dsc.dixie.edu/owl 

Class Location & Time:  McDonald 111 (MWF 4:00-4:50 p.m.) 

CRN & Section:  43026 (section 01)  

Prerequisite:              ENGL 2010 with a grade of C or better           

 

 

COURSE REQUIREMENTS 

 

 Mikelonis, Victoria M., Signe T. Betsinger, and Constance Kampf. Grant Seeking in 

an Electronic Age. New York: Pearson Longman, 2004. 

 

 A one-subject notebook to record relevant notes or invention ideas 

 

 A three-ring binder to use as your “Proposal Development Notebook” where 

proposal assignments/documents/templates are compiled  

 

 A portfolio folder (with inside pockets) to keep ALL class handouts and other 

materials in this course 

 

 A specific project or program in mind for which you want to find funding 

 

 Access to a computer or word processor 

 

 Two (2) data storage devices  one original AND one back-up 

 

 A Dmail account AND access to Blackboard Vista 

 

 

COURSE DESCRIPTION AND OBJECTIVES 

 

 Required of English majors emphasizing in Professional and Technical Writing 

and open to students who want to learn about grant and proposal writing, students in this 

course will focus on the techniques for writing effective grants and proposals, learn about 

the processes that lead to successful grant and proposal writing, generate and focus on an 

mailto:bacabac@dixie.edu
http://dsc.dixie.edu/owl
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idea, write in a variety of formats, and provide supporting information. Successful 

students in this class will demonstrate they understand the qualities of an effective 

proposal through their critiques of funded and non-funded proposals and by writing a 

proposal.  

 

Course Goals 

 

Goals to be reached in this course: 

 

 A knowledge of the components of an effective grant proposal 

 An understanding of the rhetoric of grant writing 

 An understanding of effective stages within the writing process 

 

Learning Outcomes 

 

By the end of English 3130, students will demonstrate their ability to: 

 

1. Understand the sections of a typical proposal and what should be contained within 

each section. 

2. Explain why understanding and responding to a potential grantor’s interests and 

guidelines will lead to a winning proposal. 

3. Demonstrate critical thinking when writing the need statement, goal(s), 

objectives, and tasks. 

4. Create a solid budget and project evaluation plan. 

 

NOTE:  Students are strongly urged to have a specific project or program in mind 

for which they want to find funding before coming to the third class meeting. 

Sources of possible proposal topics to choose from will be presented beforehand. 
 

Methods of Assessment 

 

The following assessment methods are applicable in this course (for specific point 

equivalents, see “Grading” section below): 

 

Formative Assessment Methods 

 

Preparation Checks: Students will periodically show their completion of the 

stages of the writing process based on the assignments required in the Proposal 

Projects: Along with the Proposal Package at the end of the semester, a Proposal 

Development Notebook should also be submitted with the following GRADED 

assignments that reflect the grant proposal writing process: 

 

 Strategic Planning Exercise 

 Need Statement 

 Funding Sources Assignment 

 Advance Planning Exercise 
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 Methodology, Evaluation, Dissemination, Sustainability 

 Budget 

 Organizational Information and Appendices 

 Cover Letter and Abstract 

 Review Panel Evaluation 

 

Summative Assessment Method 

 

End-of-Term Portfolio: Proposal Package + Proposal Development Notebook 

assignments 

 Oral Presentation: Grant Proposal PowerPoint Presentation 

 Final Exam: Narrative Self-Reflection Essay 

 

Value-Added Assessment Method 

 

Pre/Post Test: Student will take a course-specific pre- and post-test to assess the 

ways in which their learning has increased during the semester. This will be a 

multiple-choice test. 

 

Grading 

 

Semester grades will be determined by the following: 

 Pre-Test                                       S/U 

 Strategic Planning Exercise   S/U 

 Need Statement     10 

 Funding Sources Assignment   10 

 Advance Planning Exercise   S/U 

 Methodology 

o Goals, Objectives, Tasks, Outcomes   10 

 Evaluation, Dissemination, Sustainability S/U 

 Budget       10      

 Organizational Information and Appendices 10 

 Cover Letter and Abstract    10 

 Review Panel Evaluation    10 

 Proposal Package     10 

 Proposal Development Notebook     5 

 Grant Proposal PowerPoint Presentation    5 

 Post-Test         5 

 Final Exam (Narrative Self-Reflection Essay)   5 

                                                                  -------- 

                100% 

 

NOTE:  All S/U (satisfactory/unsatisfactory) assignments must be completed with an 

“S” grade within a week of the first submission of the assignment. These assignments 

form the basis for the information gathering, thinking, and planning necessary to 
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understand the grant seeking process and to help you write drafts of the different sections 

of your proposal. Without doing the necessary data gathering, thinking, and 

planning, you will not write a winning proposal. If you receive a “U” for any of these 

assignments, you can revise and resubmit it. All “U” grades must be “S” grades by the 

end of the term or your final grade will be lowered by one-third of a letter grade (for 

example, from an A- to a B+ or from a B to a B-, and so on). 

 

Grading Scale 

 

A   = 94-100     C   = 74-76 

A- = 90-93     C-  = 70-73 

B+ = 87-89     D+ = 67-69 

B   = 84-86     D   = 64-66 

B- = 80-83     D-  = 60-63 

C+ = 77-79     F    = 59 and below  

 

 

CLASSROOM POLICIES 

 

Classroom Exercises and Assignments 

 

 I believe in mastery learning. Not everyone produces acceptable work all the time 

so constant practice and critical reviews are needed. Most of the assignments in this 

course are cumulative: they build on one another. That is why, it is important to finish 

one successfully before moving to the next one. Please do not think you can turn in a 

number of assignments at the end of the term and do well. The uncorrected mistakes you 

make in earlier assignments will come back to haunt you on the later ones. The S/U 

(satisfactory/unsatisfactory) worksheets will help you do the thinking and planning 

necessary to write different sections of the proposal. They are not busy work! The 

exercises help you determine what you know, what you still have to learn, what 

documents or information you have to gather, and with whom you should talk to write a 

winning proposal. In many cases, answering the exercise questions will provide you with 

a first draft of key sections of your proposal, so these are important invention and pre-

writing tools. If you are working with nonprofit organizations, these exercises can be 

completed orally at proposal development team meetings or completed as group projects. 

Either way, you will want to keep a record of the information you found, the decisions 

you made, and the people you contacted. 

 

NOTE: You are strongly urged to have a specific project or program in mind for 

which you want to find funding before coming to the third class meeting. All of the 

assignments will be much more meaningful if you are actually looking for funding for a 

real project with real constraints in a real organization. If you do not have a project in 

mind, you should refer to the sources of possible proposal topics presented beforehand.  
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Writing Conferences 

 

 It is important to get encouraging and specific feedback from members of the 

class and from me. If you need personalized help, my office hour, office room number, 

and office phone number are all posted on the front page of this syllabus. If my office 

hour does not coincide with your schedule, we can make other arrangments. 

 

Attendance Policy 

 

 Attendance in this class is mandatory. Class time will be devoted to actively 

building proposal-writing skills by writing and revising, discussing, and critiquing your 

own writing and the writing of others. Such activities simply cannot be “made up” 

satisfactorily by getting the notes from a peer or by meeting with me. I realize, however, 

that sickness or emergencies can occur; should you need to miss a class, please be sure to 

contact me, preferably beforehand, to discuss what might be done to assist you with 

getting on track.  

 

Students who must miss class because of a college-sanctioned activity, such as an 

athletic event, club activity, class assignment, or other approved event are responsible to 

assuring that their instructors have been notified and for completing any missed 

assignments. By the second day of class, student athletes must provide the instructor 

with written notification from the appropriate department that includes a schedule of 

competition, the names of those students on specific teams likely to travel, and the dates 

and approximate times of departure and return to campus. Those involved in a club event 

or an activity related to another course or program requirement must provide written 

notification from the faculty or staff member supervising the activity that explains the 

nature of the activity. 

  

If you miss six (6) class sessions for any reason, you could get a lower grade. If 

you miss more than 6, I’ll most likely ask you to drop the course or give a 5-point grade 

deduction for each absence. Not showing up halfway through the course without going 

through the dropping procedure translates to a Failing grade. That’s all there is to it on 

this issue.   Note: You are responsible for keeping track of any missed work by 

consulting our Assignment Schedule and complying with the daily 

assignments/course requirements. Also, you must arrange with me to complete 

missed instruction and/or coursework if you were absent due to a college-sanctioned 

activity. 

 

Disruptive Behavior Policy 

 

Two important classroom policies will be enforced throughout the semester – 

coming to class on time AND using the computers only when instructed. These simple 

rules are meant to avoid class disruption and instill proper discipline that would benefit 

you in the workplace.  
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First, coming to class late can cause disturbance to an on-going class discussion 

that’s why it is discouraged. It is also a symptom of lack of discipline in students, 

especially the perennial latecomers, so please understand that coming to class on time is 

required as instructions on techniques or examples will not be repeated. Note that 3 

instances of being late is equivalent to one absence. This also applies to leaving class 

before the end of the period. 
 

Second, computer use in the classroom is allowed only when instructed. While 

technology enhances class discussion and the writing process (e.g. in-class drafting, 

revisions, online research), it can also serve as potential distractions when used without 

discretion. To regulate computer use in the classroom, see to it that you check your 

emails, Facebook, MySpace, etc. a few minutes BEFORE class starts AND minimize your 

computer screens and face the board when we begin. Tinkering with the computer during 

class lecture is not only rude but disruptive. 

 

Drop Date 
 

 If you stop attending class, it is your responsibility to drop the class before 

October 19, 2009 to avoid receiving an “F” on your transcript. 

 

Late Work Policy 

 

 Please pay attention to the due dates listed on your Assignment Schedule. All 

work must be turned in on time and in the classroom. I will not accept late work 

unless you have made previous arrangements with me. Similarly, I WILL NOT 

ACCEPT LATE WORK IN MY DEPARTMENT MAILBOX OR VIA E-MAIL 

unless you have made previous arrangements with me. 

 

Revision Policy 

 

 One goal of this class is for you to learn to determine when a proposal has been 

revised to the point where you can submit it as a “final draft” which will earn a passing 

grade. Taking advantage of our class time, your own homework time, my office 

hours, the Writing Center, and other available services and tools will provide you 

with the support you need for submitting winning proposals. 

 

Plagiarism 

 

 Under the “Student Rights and Responsibilities Code,” Section 33.5.1.4 on 

Dixie’s home page, plagiarism is thoroughly defined. Please access this page and read the 

definition carefully:  http://www.dixie.edu/humanres/polstu.html. Note that plagiarism 

includes cheating, such as “copying from another student’s test papers”; “using materials 

during a test not authorized by the person giving the test”; “collaborating with any other 

person during a test [or quiz]”; “soliciting or receiving unauthorized information about 

any test”; “using any unauthorized resource or aid in the preparation or completion of any 

course work, exercise, or activity”; and “collusion, which is the unauthorized 

collaboration with another person in preparing work offered for credit.” 

http://www.dixie.edu/humanres/polstu.html
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 The Dixie State College Research Paper Guide contains a more concise 

definition: plagiarism is “an act of willfully or carelessly attempting to pass off as one’s 

own work the words (oral or written) of someone else” (6). You can buy the Dixie State 

College Research Paper Guide in the bookstore, access the online research paper guide at 

http://dsc.dixie.edu/owl, refer to the link on DSC’s web page 

http://www.dixie.edu/humanres/postu.html, or you can talk to me. Your understanding of 

this concept is essential because plagiarism is grounds for failure in this course. 

 

 

ADDITIONAL ASSISTANCE 

 

Writing Center 

  

 The college provides a free service for students desiring additional assistance with 

their writing assignments in all courses. The Writing Center is located in the first floor of 

the Browning Building. Call Barbara Turnbrow at 652-7743 for hours and more 

information. 

 

Online Writing Lab 

 

 You can consult the Online Writing Lab website for information on a variety of 

issues related to your writing, and for numerous links to relevant websites. To reach a 

page, type the following link in your browser, http://dsc.dixie.edu/owl, or go to the DSC 

home page, scroll to “Academics,” and select “Online Writing Lab.” 

 

Computer Lab 

 

 Dixie State College of Utah provides two open access labs (Browning library 

basement and Smith Computer Center) and several additional computer equipped special 

use labs and classrooms. For more information, check with Information Technology 

Support Services at the Smith Computer Center or dial 652-7954. 

 

Library Services 

 

 Hours of operation are posted online at http://library.dixie.edu/info/hours.html. 

 

Testing Center 

 

 Hours of operation are posted online at 

http://dsc.dixie.edu/testingcenter/officehours.htm. 

 

Disability Statement 

 

 Proper documentation of a disability is required in order to receive services or 

accommodations.  Any student eligible for and requesting reasonable academic 

http://dsc.dixie.edu/owl
http://www.dixie.edu/humanres/postu.html
http://dsc.dixie.edu/owl
http://library.dixie.edu/info/hours.html
http://dsc.dixie.edu/testingcenter/officehours.htm
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accommodations due to a disability must provide a letter of accommodation to their 

professor from the Disability Resource Center within the first two weeks of the beginning 

of classes.  Please contact the Center on the main campus to follow through with the 

documentation process.  We are located in the Student Services Center, Edith Whitehead 

Building, Room #201, or you may call for an appointment and further information 

regarding the Americans with Disabilities Act (ADA) at 652-7516. 

 

Dmail and Blackboard Vista 

 

 Important class and college information will be sent to your Dmail email account. 

This information includes your DSC bill, financial aid/scholarship notices, notification of 

dropped classes, reminders of important dates and events, and other information critical 

to your success in this class and at DSC. Also, sometimes your instructor will email the 

entire class about important assignment and/or class information, and they will use your 

Dmail account to do so. All DSC students are automatically assigned a Dmail account. 

You will be held responsible for information sent to your Dmail account, so please 

check it often. 
 

 Finally, our course syllabus, assignment sheets, peer review sheets, and other 

pertinent documents for this class will be posted on Blackboard. Please log in to 

Blackboard Vista from the DSC homepage (www.dixie.edu) and click on English 

3130 to access these course materials. 

 

 

Important Dates to Remember 

 

Aug 24 Classwork Starts  

Aug 26 Last Day to Add Without Signature 

Aug 31 Drop fee begins ($10 per class)  

Sep 7    Labor Day  

Sep 8    $50 Late Registration/Payment Fee 

Sep 14  Pell Grant Census  

Sep 14  Last Day for Refund  

Sep 15  Courses dropped for non-payment 

Sep 18  Last Day to Add Classes 

Oct 14  Mid-Term Grades Due  

Oct 15-16  Semester Break  

Oct 19  Last Day to Drop/Audit Classes 

Nov 13 Last Day for Complete Withdrawal  

Nov 17 Career Day  

Nov 25-27 Thanksgiving Break  

Dec 11  Classwork Ends  

Dec 14-18  Final Exams 

 

 

 

 

 

 

 

 

 

 

 

http://www.dixie.edu/
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ASSIGNMENT SCHEDULE 

 

Assignments Due Dates* 

Strategic Planning Exercise Sept 2 Wed 

Need Statement Sept 9 Wed and Sept 11 Fri 

Funding Sources Assignment Sept 16 Wed and Sept 18 Fri 

Advance Planning Exercise Sept 23 Wed 

Methodology: Goals, Objectives, Tasks, 

Outcomes 

Sept 30 Wed; Oct 19 Mon; and Oct 23 Fri 

Evaluation Oct 14 Wed; Oct 19 Mon; and Oct 23 Fri 

Dissemination Oct 23 Fri 

Sustainability Oct 23 Fri 

Budget Oct 28 Wed 

Organizational Information and 

Appendices 

Oct 30 Fri and Nov 2 Mon 

Cover Letter and Abstract Nov 9 Mon 

Review Panel Evaluation Nov 11 Wed and Nov 13 Fri 

Proposal Package and Proposal 

Development Notebook 

Nov 30 Mon 

Grant Proposal PowerPoint Presentation Dec 4 Fri to Dec 9 Wed 

*Note some assignments with a series of due dates to reflect the writing process 

----------------------------------------------------------------------------------- 

GSEA  = Grant Seeking in an Electronic Age 

http://www.ablongman.com/mikelonis/StudyGuideHomeGSEA.htm 

------------------------------------------------------------------------------------ 

 

WEEK 1  

Monday, 8/24 – Introduction to the course. Student introductions. 

 

Assignment:  Start reading the Introduction to the text and skim read Chapter 1.  

 

Wednesday, 8/26 – Pre-Test. Discussion of possible proposal topics. Explore nonprofit 

organizations for information on proposal topics they want to have written. 

 

Assignment:  Come to class with a proposal idea and description of the non-profit 

organization you will work with to write a proposal. Continue reading the Introduction 

and Chapter 1 if not finished OR re-read them for class discussion next meeting. 

 

Friday, 8/28 – Describe your proposal idea to the class. Review of the grant seeking 

process from the Introduction. Discussion of strategic planning from Chapter 1. 

 

Assignment:  Begin working on the Strategic Planning exercise in Chapter 1. 

 

 

 

 

http://www.ablongman.com/mikelonis/StudyGuideHomeGSEA.htm
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WEEK 2        

Monday (8/31) – Discussion of the importance of strategic planning to an organization. 

Discussion of the relationship between your proposal idea and the organization’s strategic 

plan. 

 

Assignment:  Complete your strategic planning exercise and bring it to class (DUE next 

meeting). Be prepared to discuss what you have learned by completing this exercise and 

identify any difficulties you had. Does your initial proposal idea fit in the organization’s 

strategic plan? Explain. 

 

Wednesday (9/2) – Strategic planning exercise due. Discussion of what you learned from 

doing this exercise. Review of sample proposals. 

 

Assignment:  Read Chapter 2 on the need statement. 

 

Friday (9/4) – Discussion and workshop on the need statement. Start preparing a draft 

need statement (rough draft DUE Wednesday next week). 

 

Assignment:  Finish your need statement and bring it to class on Wednesday for peer 

review. 

 

WEEK 3       

Monday (9/7) – NO CLASS – Labor Day 

 

Wednesday (9/9) – Strategic Planning exercise returned. Peer review of need statements. 

Discussion on how to enhance your need statements. 

 

Assignment:  Read Chapter 3 on improving your need statement by searching additional 

information on the Web or in the library. Using what you learned from the peer review of 

your need statements and from implementing the strategies taught in Chapter 3, revise 

your need statements and bring it to class with two (2) copies (DUE next meeting). 

 

Friday (9/11) – Turn in one copy of your revised need statement. Pairs assignment: 

Select a partner and review each other’s need statements. Discuss how you improved 

them and what you learned from the strategies you implemented from Chapter 3. Pick out 

keywords from your need statement. Discussion on searching for funding sources for 

your proposal. 

 

 Assignment:  Read Chapter 4 on finding funding sources from library resources. Try to 

explore the Foundation Center Cooperating Collection online or at your public library. 

Have a copy of your need statement and prepare a list of keywords. 

 

WEEK 4       

Monday (9/14) – Overview of the resources contained in the Foundation Center 

Cooperating Collection and the government funding source books or websites.  
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In-class workshop: Using your need statement and keywords, identify at least three 

funding sources for your proposal. Try to find at least ONE government, ONE 

foundation, and ONE corporate source. File a copy of each source’s descriptions of 

funding priorities and guidelines for proposals (to be compiled in your Proposal Dev’t 

Notebook).     NOTE:  These three choices all together, even if only one will be used, are 

important. When denied funding for one source, you can fulfill the requirements for 

another source. That is why it’s necessary to keep a copy of each funding source’s 

descriptions of funding priorities and guidelines for proposals in your Proposal Dev’t 

Notebook (copy the URL address if too long to print). These will be graded as part of 

your Funding Sources Assignment! 

 

Assignment:  Finish finding at least three funding sources for your proposal. Summarize 

the information you found on the Funding Source Review Form (one for each source) – 

DUE next meeting. Read Chapter 5 on finding funding sources on the Web. 

 

Wednesday (9/16) – Bring the Funding Source Review Forms (one form for each 

source) to class. Discussion of finding funding sources in the library and on the Web. 

Workshop on finding funding sources on the Web. 

 

Assignment:  Conduct a Web search for funding sources and locate information on at 

least three (3) additional funding sources for your project. Fill out Funding Source 

Review Forms for each of the new sources you have found – DUE next meeting. Also 

locate and download information about all of the funding sources you have found so far 

that have Web presences. 

 

Friday (9/18) – Report to the class only the top two funding sources you have found so 

far and why they would be good matches for your project. Turn in all of your Funding 

Source Review Forms. Discussion of surfing the Web for funding sources. 

 

Assignment:  Locate more information on your TOP TWO funding sources either from 

the library or on the Internet. If the sponsors you found have Websites, go to their 

Websites and download pertinent information. If your best source is a foundation, locate 

descriptions of its funding priorities and guidelines for proposals. If it is a government 

sponsor, download an RFA or RFP (for lengthy RFA/RFPs, download some relevant 

information only and copy the URL address to file in your Proposal Dev’t Notebook). 

Skim read Chapter 7 on advance planning.  

 

WEEK 5  

Monday (9/21) – Exercise on interpreting an RFP/RFA or program announcement. 

Discussion of advance planning.  

 

Assignment:  Complete the Advance Planning exercise at the end of Chapter 7 (DUE next 

meeting). Skim read Chapter 8.   
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Wednesday (9/23) – Advance Planning exercise due. Discussion of what you learned in 

completing the advance planning exercise. Discussion of the sections in a proposal. 

Examine sample proposals. Discussion of proposal logic. 

 

Assignment:  Prepare an expanded version of your need statement with goals, objectives, 

and tasks in the Project Task Summary Chart in Chapter 8. 

 

Friday (9/25) – Work with partners reviewing your revised need statements and goals, 

objectives, and tasks. Discussion of the differences between goals, objectives, and tasks. 

In-class workshop: Add SMARTE criteria to your objectives. 

 

Assignment:  Revise your need statement and goals, objectives, and tasks. Skim read 

Chapter 9.  

 

WEEK 6  

Monday (9/28) – Cause mapping exercise on your revised goals, objectives, and tasks 

list. Discussion of project management concepts: predecessors, critical path, Gantt charts, 

network diagrams, and milestones. 

 

Assignment: Transfer your revised goals, objectives, and tasks from the table in Chapter 8 

to the Expanded Project Task Summary Chart in Chapter 9 and add your predecessors. 

Write your methodology section (all DUE next meeting).  

 

Wednesday (9/30) – Turn in your revised need statement, Expanded Project Task 

Summary Chart, and methodology section. Discussion of what you learned from applying 

project management concepts to your goals, objectives, and tasks. 

 

Assignment:  Read Chapter 16 on putting the proposal package together. Bring your 

sponsor’s guidelines for writing and submitting the proposal to class. 

 

Friday (10/2) – Workshop on reading and interpreting your sponsor’s guidelines. 

Examination of common grant application form (of your own state). Work in groups to 

analyze your sponsor’s guidelines for preparing proposals. 

 

Assignment:  Bring in your sponsor’s guidelines and document design (submission) 

specifications in electronic form, preferably an MS Word document. 

 

WEEK 7  

Monday (10/5) –  Workshop on creating a style sheet, template, and shell document for 

preparing your proposal to meet the sponsor’s specifications. 

 

Assignment:  Complete your style sheet, template, and shell document and insert your 

need statement and methodology section in the new template. Read Chapter 10 on 

monitoring and reporting. 
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Wednesday (10/7) AND Friday (10/9) – NO CLASS - Conference Paper 

Presentation at Michigan State University 

 

WEEK 8  

Monday (10/12) – Discussion of formative evaluation and how to design monitoring and 

reporting plans. Workshop on developing monitoring and reporting plans. Review 

examples. 

 

Assignment:  Continue reading Chapter 10 if not finished OR re-read it and fill out the 

exercise at the end of the chapter on monitoring, reporting, and evaluation (DUE next 

meeting). Bring to class your Expanded Project Task Summary Chat from Chapter 9. 

 

Wednesday (10/14) – Workshop on identifying tasks related to monitoring, reporting, 

and formative evaluation and add them to the Expanded Project Task Summary Chart 

from Chapter 9. 

 

Assignment:  Finish adding monitoring, reporting and formative evaluation tasks to the 

Expanded project Task Summary Chart and finish writing the monitoring, reporting, and 

formative evaluation sections for your proposal (DUE next week). Read Chapter 11.  

 

Friday (10/16) – NO CLASS – Sem Break!!! 

 

WEEK 9       

Monday (10/19) – Monitoring, reporting, and evaluation exercise due with the Expanded 

project Task Summary Chart and paragraphs on monitoring, reporting, and formative 

evaluation for your proposal. Discussion of Chapter 11. Workshop on turning objectives 

into outcomes. Introduction to dissemination and sustainability plans.  

 

Assignment:  Bring in a copy of your objectives and primary and secondary outcomes. 

Start working on the exercise at the end of Chapter 11.  

 

Wednesday (10/21) – Work with partners on objectives and outcomes. Discussion of 

dissemination and sustainability plans. Review examples. Add new tasks to your 

Expanded Project Task Summary Chart. 

 

Assignment:  Finish the exercise at the end of Chapter 11 and write your evaluation, 

dissemination, and sustainability sections (all DUE next meeting). 

 

Friday (10/23) – Exercise from Chapter 11 and evaluation, dissemination, and 

sustainability sections due. Discussion of budgeting and the Expanded Project Task 

Summary and Budget Chart. 

 

Assignment:  Read Chapter 12 on budgeting. Begin filling out the Expanded Project 

Task Summary and Budget Chart. Bring in your sponsor’s budget instructions (if 

applicable).   NOTE: If your sponsor does not have any budget form, etc., you will 

CREATE YOUR OWN Budget and Budget Narrative later for purposes of this 
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assignment (See GSEA p. 299 for a sample model of Budget and Budget Narrative AND 

pp. 298-305 for TIPS on preparing your own Budget/Budget Narrative). 

 

WEEK 10  

Monday (10/26) – Workshop on budgeting. Review examples of budgets. Bring in your 

sponsor’s budget instructions. Discussion of the budget narrative. 

 

Assignment:   Finish filling out the Expanded Project Task Summary and Budget Chart. 

Enter the figures into your sponsor’s budget page. Begin preparing your budget narrative 

(two copies of each DUE next meeting). Skim read Chapter 13 on organizational 

information. 

 

Wednesday (10/28) – Expanded Project Task Summary and Budget Chart with two 

copies due along with a sample budget and draft of budget narrative. Work in pairs 

reviewing each other’s budgets and budget narratives. Workshop on identifying your 

competitive advantages. Explore your sponsor’s guidelines on organizational 

information. 

 

Assignment:   Complete the exercise on determining your competitive advantage and 

write your organizational information section based on the sponsor’s guidelines (DUE 

next meeting). Determine where to add competitive advantages to the text of the proposal 

and make those changes. Skim read Chapter 14 on preparing the appendices. 

 

Friday (10/30) – Turn in your organizational information section. Discussion of the 

additions you made to the proposal and what you learned. Discussion of the appendices. 

Review sample appendices and determine what you will have to include in your 

appendices section. 

 

Assignment:   Bring in a draft of your appendices (DUE next meeting). Skim read 

Chapter 15 on cover letters, executive summaries, and abstracts. 

 

WEEK 11     

Monday (11/2) –  Turn in draft appendices. Workshop on cover letters, executive 

summaries, and abstracts. 

 

Assignment: Prepare a draft of your cover letter and abstract for peer review (TWO 

COPIES DUE next week). Read Chapter 17, and bring the information about how your 

proposal will be reviewed to class (sponsor’s criteria for reviewers and/or score sheets). 

 

Wednesday (11/4) AND Friday (11/6) – NO CLASS - Conference Paper 

Presentation at Portsmouth, Virginia 

 

WEEK 12  

Monday (11/9) – Cover letters and abstracts due (submit one copy to the instructor and 

another for peer review). In-class peer review of cover letters, executive summaries and 
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abstracts. Discussion of the review panel and how knowing the reviewers’ criteria can 

help you improve your proposal. 

 

Assignment:  Put your entire proposal package together and bring to class two (2) copies 

for your student review panel. If you have copies of the reviewers’ sheets that your 

sponsor actually uses, bring two (2) copies of them as well. 

 

Wednesday (11/11) – Two (2) copies of proposals due today! You will be assigned to 

groups of three and each group will read another groups’ proposals and act as a review 

panel for those proposals. NOTE: Use either the actual form that the sponsor provides for 

reviewers or the form at the end of Chapter 17 to review one another’s proposals. Take 

your time and do a good job. We will be collecting the reviewers’ forms, and you will be 

graded on the thoroughness and effectiveness of your review. 

 

Assignment:  Finish reviewing your group mates’ proposals for next meeting. Remember, 

your reviews will be graded so be thorough. You will hand back and discuss their 

proposals next meeting as well as turn in the reviewer’s evaluation sheets to your 

instructor. 

 

Friday (11/13) – You will meet with your review panel group to discuss the merits of the 

proposals you reviewed. You will decide as a group whether to accept, reject, or 

negotiate, the proposals your group reviewed. You will then meet with the people who 

wrote those proposals, tell them your decision, and discuss what they did well and what 

could be improved in their proposals. Return the proposals to the proposal writers and 

return your reviewers’ evaluation sheets to your instructor. This will take most of the 

class period.  

 

Assignment:  Read Chapter 18 – what to do if the sponsor says “Yes,” and what to do if 

the sponsor says “No.” 

 

Week 13  

Monday (11/16) – Debrief. Discussion of Chapter 18.  

 

Assignment:  Start revising your grant proposal based on your review panel’s feedback. 

 

Wednesday (11/18) – Guest panel discussion: Tips from successful proposal writers 

(depending on availability). In-class revision workshop. 

 

Assignment:  Continue revising your grant proposal. Try to incorporate relevant tips from 

our speakers that are applicable to your project. 

 

Friday (11/20) – REQUIRED Individual Conferences on your proposal project at 

McDon 235. 

 

Assignment:  Continue revising your grant proposal. 
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WEEK 14  

Monday (11/23) –  REQUIRED Individual Conferences on your proposal project at 

McDon 235. 

 

Assignment:  Finish revising your grant proposal (DUE next week together with your 

Proposal Development Notebook). 

 

Wednesday (11/25) AND Friday (11/27) – NO CLASS – Thanksgiving Break!!! 

 

WEEK 15 

Monday (11/30) – Proposal Package and Proposal Development Notebook DUE 

TODAY! Discussion of what you learned in putting the proposal package together. Start 

prepping for your 15-20 minute Grant Proposal PowerPoint Presentation. 

 

Assignment:  Work on your 15-20 minute Grant Proposal PowerPoint Presentation (DUE 

this Friday). 

 

Wednesday (12/2) – NO CLASS – Work on your 15-20 minute Grant Proposal 

PowerPoint Presentation for Friday. 

 

Friday (12/4) – Start individual Grant Proposal PowerPoint Presentations 

 

WEEK 16 

Monday (12/7) – Continue Grant Proposal PowerPoint Presentations.  

 

Wednesday (12/9) – Try to finish Grant Proposal PowerPoint Presentations. 

 

Assignment:  BRING your course syllabus and DO NOT be absent for our required Post-

Test this Friday. 

 

Friday (12/11) – Post-Test. Final Exam Prep (Narrative Self-Reflection Essay). 

 

 

FINALS WEEK 

Note: Grant Proposals will be returned. Good Luck! 

 

Final Exam is on Wednesday, Dec 16 at 2:30-4:30 p.m. 
 

 

 

 

 

 

 

 

Happy Holidays, everyone!!!   


