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SYLLABUS 

English 3130 (Grant and Proposal Writing) – 3 credits 

Spring 2014 

 

Instructor:             Florence Elizabeth Bacabac, Ph.D. 

Email:                     bacabac@dixie.edu 

Office:                     Holland Centennial Commons 416 

Office Phone:         652-7897 

Office Hours:         Mon and Wed 12:00-1:00 p.m.; Fri 2:00-5:00 p.m. (and by appointment) 

If my office hours are not convenient for you, please do not 

hesitate to schedule an appointment with me at another time. 

Writing Center:       Holland Centennial Commons 421 

Writing Center Phone Number:  435-652-7629 

Writing Center Email:  owl@dixie.edu 

Writing Center Website:  http://dixiewritingcenter.com/about/ 

Class Location & Time: HCC 475 (Mon and Wed 3:00-4:15 p.m.) 

CRN & Section:  25375 (section 01)             

Prerequisites:      ENGL 2010 (Grade C or higher) 

 
 

REQUIRED TEXTBOOK AND COURSE MATERIALS 

 
 Johnson-Sheehan, Richard. Writing Proposals. 2

nd
 edition. New York: Pearson Longman, 

2008. Print. 

 

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

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

graded assignments are compiled  
 

 A folder to keep ALL class handouts and other materials in this course 

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

 

 Access to a computer or word processor 

 
 A Dmail account AND access to Canvas 

 

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

 

MISSION STATEMENTS AND DEPARTMENTAL OUTCOMES 

 

English Department Mission Statement 

The English Department at Dixie State University strives to instill in students an appreciation for 

the centrality of language and literature in human culture, particularly their function in social, 
historical, and political contexts. Students who major in English master skills in analyzing and 

evaluating texts and other media, as well as learning how to produce focused critical essays. 

 

 

mailto:owl@dixie.edu
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Emphasis Mission Statement (Professional and Technical Writing) 

The Professional and Technical Writing program at Dixie State prepares students for careers in 
technical, scientific, medical, legal, and business writing environments. Course introduce students 

to the procedures and practices that professional writers and editors use regularly, including grant 

writing, freelance writing, interactive media development, magazine production, technical 

editing, and document design. To further enhance their understanding of language and verbal 
communication, students in our program investigate areas such as composition theory, visual 

rhetoric, and the history of rhetoric. 

 

Department Student Learning Outcomes (Professional and Technical Writing) 

 Students will be able to name, describe, and apply basic principles within various 

technical and professional writing areas. 

 Students will produce a variety of documents in print and electronic formats appropriate 

to audience and purpose within various areas of technical and professional writing. 

 Students will analyze and explain existing concepts and ideas in contemporary academic 

discussions of technical and professional writing. 

 

 

COURSE DESCRIPTION, GOALS, AND LEARNING OUTCOMES 

 

Course Description 

Required for 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 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 document 

 An understanding of the rhetoric of grant writing 

 An understanding of effective stages within the writing process 

 

Program Learning Outcomes  

This course contributes to the student’s acquisition of the following program learning 
outcomes (PLOs), which may be accessed at http://www.dixie.edu/english/.php: 

 

 PLO1 = Critical Strategies (Develop, Master) 

 PLO2 = Cultural and Ideological Awareness (Develop) 

 PLO3 = Collaborative Learning (Develop, Master) 

 PLO4 = Research and Information Literacy (Develop, Master) 

 PLO5 = Professional Development (Develop, Master) 
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Course 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 current situation, goal(s), objectives, and 

tasks. 
4. Create a solid budget and project evaluation plan. 

 

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 Grant Proposal Document at the end of the semester, a Grant 

Proposal Development Notebook should also be submitted with graded assignments that 
reflect the grant-writing process including: 

 

 Organizational Planning Exercise 

 Current Situation Section 

 Funding Sources Assignment 

 Project Plan 

 Evaluation, Dissemination, Sustainability 

 Qualifications Section 

 Budget 

 Front and Back Matter 

 Review Panel Evaluation 

 

Summative Assessment Method 

 

End-of-Term Portfolio: Grant Proposal Document + Grant Proposal Development 

Notebook 
  

 Oral Presentation: Grant Proposal Software Presentation 

  
 In-class Composition: Reflection Essay/s 

 

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. 
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Grading 

Semester grades will be determined by the following: 
 

 Pre-Test                                             S/U 

 Chapter Quizzes                                                                            10 

 Group Report            5 

 Organizational Planning Exercise               S/U 

 Current Situation Section            10 

 Report on Funding Sources            S/U 

 Objectives Worksheet, Solution, WHY Table    S/U 

 Project Plan Section                                                            10 

 Evaluation, Dissemination, Sustainability         5 

 

 Qualifications Section  

(w/ Strengths & Weaknesses Worksheet)          10     

 Budget Section with Budget Table and Budget Narrative    

(w/ Expanded Project Plan Summary & Budget Chart)      10 

 Front/Back Matter         S/U 

 Review Panel Evaluation           5 

 Grant Proposal Document (w/ Introduction and Conclusion)     15 

 Grant Proposal Development Notebook         5 

 Oral Presentation             5 

 Reflection Essays             5 

 Post-Test               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 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 before the term ends 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   = 95-100      C   = 74-77 

A- = 90-94     C-  = 70-73 
B+ = 87-89     D+ = 67-69 

B   = 84-86     D   = 64-66 

B- = 80-83     D-  = 60-63 
C+ = 78-79     F    = 59 and below  

 

Note:    I do not “give” grades; students earn grades – no one is entitled to get an “A” in a class 

unless they earn it. I cannot grade on effort alone – I must grade what you actually do and 
produce. My job is to push students to do their best and succeed. Taking advantage of our class 

time, your own homework time, my office hours, the Writing Center, Tech Support, and other 

available services and tools will provide you with the support you need. 
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COURSE REQUIREMENTS 

 

Chapter Quizzes 

 

 You are required to do an objective/multiple-choice self-test for each chapter reading 

assignment to help you review your full understanding of chapter topics. After reading each 
chapter assignment, log in to Canvas and click on “Quizzes” to take the test. You may do this at 

the convenience of your home or on campus; you may also refer to your textbook while taking 

the test in order to review important grant writing principles. Please note that you must take the 

quiz within one week from the date the chapter is assigned before the window is permanently 

locked (this is a one-time test to be completed within 1 hour of log in). I do not allow you to 

take quizzes late because I release the answers after the due date. These quizzes are 
REQUIRED and GRADED; non-compliance for one test will translate to a zero for that chapter 

which will negatively impact your course grade. 

 

Classroom Exercises  

 

 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. You will want to keep a 

record of the information you found, the decisions you made, and the people you contacted. 
 

 NOTE: You and your partner are strongly urged to have a specific 

 project in mind for which you want to find funding by next 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.  

 

Grant Proposal Document 
 

 Each classroom exercise leads toward the different sections of the grant proposal. In the 

end, you will put together a course-based grant proposal document with these sections. 

Note that this grant proposal document  is patterned after our selected course textbook. After this 
course, should you wish to submit to your chosen sponsor, you will modify it according to the 

guidelines of the sponsor (we will have a chance to look at the guidelines in class). 

 

Grant Proposal Development Notebook 

 

 All writing activities/assignments should be neatly filed in your 3-ring binder (with 

the most recent assignment on top) and submitted to me towards the end of the semester. As we 
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go along, always check your Dmail for instructions for information about the list of materials. It 

is always good practice to keep paper-trails of relevant documents for future reference.  
 

 These materials exhibit the grant-writing process and will be used to assess any 

improvement and progress in your grant-writing skills. Note that it is your responsibility to 

submit a complete Grant Proposal Development Notebook with all your graded assignments for 
this course. Incomplete notebooks will not be evaluated with the final exam and may 

jeopardize your passing the course. Ultimately, this Grant Proposal Development Notebook, 

along with your Grant Proposal Document and final exam, will be evaluated to determine 
whether or not you will exit English 3130. 

 

Group Report and Oral Presentation 

 
In addition to the reading and writing assignments, you will also give two presentations 

to the rest of the class: 
 

 A 15-minute Group Report on a book chapter assigned to your group. What does this 

mean? 

o PREPARE as if only your group had read the chapter so make the most of your 
discussion to stress its salient points.  

 

o Point out what you think are the best grant writing principles and/or examples 

from the chapter, and why they are important.  
o Give a presentation using PowerPoint or any other software. This should help the 

class review and digest what you think are the most useful and interesting ideas 

in the chapter.  
 

 An Oral Presentation of your Grant Proposal Document using PowerPoint or any other 

software at the end of the semester. Time limit per presenter/s to be determined based on 

class size. 
 

Reflection Essays 

 

 Reflection Essays in the middle- and end-of-semester are required to understand the goals 
of service learning and learning outcomes of this course. 

 

 

CLASSROOM POLICIES 

 

Revision Policy 

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

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

days when you are expected to write and revise in class, please come prepared. Always save 

your drafts in the same two storage devices (original and back-up) and always bring those 

to class. On writing days, if you often tell me that you can’t revise because “the only copy is on 

my home computer,” then your grade will decrease for that assignment.   
 

Note to Mac Users:  If your Mac is a laptop, please bring it; otherwise, you’ll need to find a way 

to quickly transfer your documents between your Mac and the PC’s in the class.  



      7 

(If you’re not sure how, please talk to me during WEEK 1, and I’ll give you some suggestions 

for getting help.) 

 

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 hours, office room number, and office phone 

number are all posted on the front page of this syllabus. If my office hours do not coincide with 

your schedule, we can make other arrangements.  

 

Attendance Policy 

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

building 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. Although there is no attendance grade for this class, if 
you miss more than five (5) class sessions for any reason, you could jeopardize your chances of 

passing the course. 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.  

 

 While I realize emergencies, work, and other situations may arise, students who miss that 
many classes need to take the class again at a time when they are able to participate in daily class 

activities. Students who must miss class because of a university-sanctioned activity, such as an 

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

notifying their instructors with a written notification from the faculty or staff member supervising 
the activity by the second day of class and for completing any missed assignments. I will abide 

by the policy for absences described in Dixie State’s policies and procedures manual. 

 
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 university-sanctioned activity. 
 

Disruptive Behavior Policy 

 
Three important classroom policies will be enforced throughout the semester – coming to 

class on time, using the computers only when instructed, AND keeping your cellular 

gadgets. These simple rules are meant to avoid class disruption and instill proper discipline that 
would benefit you in the workplace.  

 

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 writing 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, Twitter, 
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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. 
 

THIRD, this classroom is a “cellular free” learning area. Please make sure that alarms 

and cellular phones are turned off or set to vibrate only. 

 

Drop Date 
 

 If you stop attending class, it is your responsibility to drop the class before February 28, 

2014 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. Note that late work will be given a 10% grade deduction, and no 
work will be accepted more than one week after the original due date. Similarly, I WILL NOT 

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

have made previous arrangements with me. 

 
 In this course, each assignment will build on the previous assignment. Failure to 

complete the prior week’s assignment will make each subsequent week more difficult. It is in 

your best interest to complete each assignment ON TIME and to the best of your ability. Always 
hand in what you have, even if you want to revise it. Partial credit is better than no credit at all.  

 

Plagiarism 

 
 Under the “Student Rights and Responsibilities Code,” plagiarism is thoroughly defined. 

Please access http://www.dixie.edu/humanres/polstu.html and read its definition carefully. Your 

understanding of this concept is essential because plagiarism is grounds for failure in this 

course. 

 

 

ADDITIONAL ASSISTANCE 

 

Writing Center 
 

 The university provides free service for students desiring additional assistance with their 

writing assignments in all courses. The Writing Center is located at the Holland Centennial 

Commons, room 421. Call 435-652-7629 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://dixiewritingcenter.com/contact/. 

 

 

 

 

 

http://dixiewritingcenter.com/contact/
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Computer Lab 

 
 If you need to use a computer to do schoolwork on campus, go to the Smith Computer 

Center or in the Dixie State library on the second, mezzanine, or third floors of the Holland 

Centennial Commons. 

 

Student Help Desk 

 

 The Help Desk is available for your technological needs. Please check 
http://www.dixie.edu/helpdesk/ for more information. The Help Desk can be reached at 652-7951 

and through email at helpdesk@dixie.edu. Email is the preferred method and is easier for our 

techs to check regularly. 

 

Library Services 

 

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

 

Testing Center 

 
Hours of operation are posted online at http://new.dixie.edu/testing/. 

 

Disability Statement 
 

 If you suspect or are aware that you have a disability that may affect your success in the 

course, you are strongly encouraged to contact the Disability Resource Center (DRC) located in 

the North Plaza Building. The disability will be evaluated and eligible students will receive 

assistance in obtaining reasonable accommodations. Call 435-652-7516.  

 

Dmail and Canvas 

 

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

check it often. All DSU students are automatically assigned a Dmail account. Important class and 

university information will be sent to your account, including your DSU 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 DSU. Also, your instructor will 

occasionally email the entire class about important assignment and/or class information, and they 

will use your Dmail account to do so.  
 

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

documents for this class will be posted on Canvas. Please log in to Canvas from the DSU 

homepage (www.dixie.edu) and click on our course shell to access these materials. 

 

 

 

 

 

 

 

 

 

 

http://www.dixie.edu/helpdesk/
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Important Dates to Remember 

 

Jan 6  Classwork Starts  

Jan 9  Last Day to Waitlist 

Jan 10 Last Day to Add Without Signature  

Jan 15 Drop/Audit fee begins ($10 per class)  
Jan 20 Martin Luther King Jr. Day  

Jan 21 $50 Late Registration/Payment Fee  

Jan 27  Pell Grant Census  
Jan 27  Last Day for Refund  

Jan 27  Last day to Drop Without a “W” grade 

Jan 29  Courses Dropped for Non-payment 

Jan 31  Last Day to Add/Audit Classes 

Feb 17  President’s Day 

Feb 24  Midterm Grades Due 

Feb 28  Last Day to Drop Individual Class  
Mar 10-14  Spring Break 

Mar 28   Last Day for Complete Withdrawal  

Apr 23  Classwork Ends 
Apr 25-May 1 Final Exams 

May 2  Commencement 

 

Additional Information 

 The following link http://new.dixie.edu/reg/?page=spring2014 will give you additional 

information on semester deadline dates, final exam schedule, campus resources (including the 
library, disability resource center, IT Help Desk, Testing Center, Writing Center), policies 

(including academic dishonesty, disruptive behavior, absences), Dmail (student email client), etc.  
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ASSIGNMENT SCHEDULE 

Assignments Due Dates* 

(RD = Rough Draft; FD = Final Draft) 
 

Ex. 1: Organizational Planning Exercise 

 

Jan 22 

 

Ex. 2.1: Current Situation Section   

Ex. 2.2: Peer Review 

 

RD Jan 27; FD Feb 3 

 

Ex. 3: Report on Funding Sources (2 different types) 

 

Feb 3 

 

Ex. 4: Objectives Worksheet 

Ex. 5: Mapping and Outlining the Solution  
Ex. 6: WHY Table Exercise 

 

Feb 10 

Feb 10 
Feb 10 

 

Ex. 7.1: Project Plan Section 

Ex. 7.2  Peer Review 

 

RD Feb 19; FD Feb 24 

 

Ex. 8: Evaluation, Dissemination, and Sustainability 

Sections 

 

RD Feb 24; FD Feb 26 

 

MIDTERM REFLECTIONS 

 

March 3 (on Canvas) 

 

Ex. 9.1: Strengths and Weaknesses Worksheet 

Ex. 9.2: Qualifications Section 

Ex. 9.3: Peer Review 

 

RD March 3;  FD March 19 

RD March 17; FD March 19 

 

Ex. 10.1: Expanded Project Plan Summary and Budget 

Chart 

Ex. 10.2: Budget Section with Budge Table and Budget 
Narrative 

 

March 24 

 

RD March 31; FD April 2 

 

Ex. 11.1: Appendices (BACK) 

Ex. 11.2: Transmittal letter and Executive Summary  

(FRONT) 

Ex. 11.3: Cover Page and Table of Contents (FRONT) 

 

April 7 

April 7 

 

April 7 

 

Gran t Proposal Document  (w/ Introduction and 

Conclusion)              

 

 

RD April 9;  FD April 16 

 

Ex. 12: Review Panel Evaluation 

 

April 14 

 

Grant Proposal Development Notebook 

 

April 16  

 

Oral Presentation  

 

April 16-21 

 

END-OF-TERM REFLECTIONS 

 

April 21 (on Canvas) 

 

FINAL EXAM 
 

April 30, Wed at 3-5 p.m. - will NOT be 

given early/late. Please make vacation 

arrangements accordingly. 

 

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

Textbook = Writing Proposal, 2
nd

 edition 
------------------------------------------------------------------------------------ 

 

WEEK 1  

 
Monday 1/6 – Introduction to the course. Group assignments (4 groups). Writing Partners. 

Assignment Schedule for Chapter Quizzes and Group Report. Pre-Test.  

 
Assignment:   DUE next meeting BEFORE class:  

 Read Chapter 1 and do Chapter Quiz on Canvas.  

 

Wednesday 1/8 – (If applicable) Pre-Test. Discuss Chapter 1. Service Learning and Contract of 
Agreement with Non-Profit Organization. Possible proposal projects and nonprofit organizations. 

Organization Guest Panel (if available).  

 

Assignment:   DUE next meeting BEFORE class:  

 Read Chapter 3 and do Chapter Quiz on Canvas. 

 Touch base with your writing partner and come to class with a proposal idea/project 
AND description of the non-profit organization you will work with (write a proposal for).  

 Process Service-Learning Contract AND Contract of Agreement w/ Non-Profit 

Organization (submit signed documents next week for instructor to sign/record) 

 

WEEK 2  

 

Monday 1/13 – Grant Proposal Dev’t Notebook TABS Checklist. Discuss Chapter 3. Review a 

sample Grant Proposal Document. Introduce Ex. 1: Organizational Planning Exercise and sample. 

Start answering Exercise 1. Share your proposal idea to class. 

 

Assignment:  DUE next meeting BEFORE class:  

 Work on your Organizational Planning Exercise and bring it to class.  

 Read Chapter 4 and do Chapter Quiz on Canvas. 

 

Wednesday 1/15 – Describe your proposal idea to the class – how is it related to the 

organization’s long- and short-term goals?  Continue Exercise 1. Discuss Chapter 4. Introduce 

Ex. 2.1: Current Situation Section and sample. 

 

Assignment:  DUE next meeting BEFORE class:  

 Complete your Organizational Planning Exercise and bring it to class.  

 Start Exercise 2.1: Current Situation Section. 

 

WEEK 3 

 

Monday 1/20   NO CLASS – Martin Luther King Jr. Day 

 

Wednesday 1/22 –  Submit Ex.1: Organizational Planning Exercise. Share what you learned 
from doing Exercise 1. Continue Ex. 2.1: Current Situation Section. Group 1 – Meet with your 

group to prepare for your Group Report of Chapter 2.  
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Assignment:  DUE next meeting BEFORE class:  

 Continue working on your Ex. 2.1: Current Situation Section (bring one copy of rough 

draft).   

 Read Chapter 2 and do Chapter Quiz on Canvas.  

 Group 1 only – prep for your Group Report of Chapter 2. 

 

WEEK 4  

 

Monday 1/27 – Ex. 2.2: Peer review of Current Situation Section. In-class revisions.  

REVISION TIP:  Improve your Current Situation Section by adding verifiable facts and 

statistics to enhance the scope and justification of your project. Review MLA 
Documentation for in-text citations and Works Cited format.  

Group 1 – Group Report of Chapter 2. 
 

Assignment:   DUE next meeting BEFORE class: 

 Continue revising your Current Situation Section by adding verifiable facts and statistics 

to enhance the scope and justification of your project (follow MLA Documentation 

format).  

 

Wednesday 1/29 –  In-class revision of Current Situation Section. Introduce Ex. 3: Report on 

Funding Sources and sample.  In-class workshop: Using your Current Situation’s keywords, start 

looking for at least two (2) different types of funding sources – government, foundation, or 

corporate source.  

NOTE:  All together, these two (2) funding sources are important even if only one will 
be used. 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 Grant Proposal 
Dev’t Notebook (copy the URL address if webpages are too long to print). These will 

be graded as part of your Funding Sources assignment! 

 

Assignment:   DUE next meeting BEFORE class: 

 Finish revising your Current Situation Section with verifiable facts and statistics to 

enhance the scope and justification of your project (follow MLA Documentation 

format). Bring one copy of final draft.   

 Finish your Report on Funding Sources and bring it to class.  

 Read Chapter 5 and do Chapter Quiz on Canvas. 

 

WEEK 5  

 

Monday 2/3 – Discuss and submit Ex. 2.1 Current Situation Section materials AND Ex. 3: 

Report on Funding Sources (2 different types).  Discuss Chapter 5. Introduce Ex. 4: Objectives 

Worksheet, Ex. 5: Mapping and Outlining the Solution exercise, and Ex. 6: WHY Table 

Exercise. Insert SMARTE criteria to objectives. Start working on these prewriting exercises. 

 

Assignment:  DUE next meeting BEFORE class: 

 Work on your Objectives Worksheet, Mapping and Outlining the Solution, and WHY 

Table Exercise. Bring one copy of each prewriting exercise to class. 

 

Wednesday 2/5 – Review SMARTE criteria for objectives. Continue working on your prewriting 
exercises. Share your work-in-progress to class. 
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Assignment:   DUE next meeting BEFORE class: 

 Finish Objectives Worksheet, Mapping and Outlining the Solution, and WHY Table 

Exercise. Bring one copy of each prewriting exercise to class. 

 

WEEK 6 

 
Monday 2/10 – Discuss prewriting exercises in class. Introduce Ex. 7.1: Project Plan Section and 

start working on it.  

NOTE:   From hereon, be sure to keep revising each section of the 

Grant Proposal Document returned based on teacher feedback.  
 

Assignment:  DUE next meeting BEFORE class: 

 Continue drafting your Project Plan Section based on your prewriting exercises revisions.  

 Read “Chapter 11: Drafting the Evaluation, Dissemination, and Sustainability Sections” 

from GSEA (e-file on Canvas) and do Chapter Quiz. 

 

Wednesday 2/12 – Continue Ex. 7.1: Project Plan Section. Share draft-in-progress to class. 
Introduce and discuss Ex.8: Evaluation, Dissemination, and Sustainability Sections with sample.  

Start brainstorming ideas for your Evaluation, Dissemination, and Sustainability Sections. 

 

Assignment:   DUE next meeting BEFORE class: 

 Continue drafting your Project Plan Section based on your prewriting exercises revisions 

(bring one copy of rough draft).  

 Continue brainstorming ideas for your Ex.8: Evaluation, Dissemination, and 

Sustainability Sections. 

 

WEEK 7   

 

Monday 2/17    NO CLASS – President’s Day 

 

Wednesday 2/19 –  Ex. 7.2: Peer review of Project Plan Section. Discuss and work on Gantt 

Charts. In-class revisions.  

REVISION TIP: Improve your Project Plan Section by adding a Project Timeline using 
a Gantt Chart.  

Continue drafting Evaluation, Dissemination, and Sustainability Sections. 

Group 2 – Meet with your group to prepare for your Group Report of Chapter 6. 

 
Assignment:  DUE next meeting BEFORE class: 

 Finish revising your Project Plan Section by adding a Project Timeline using a Gantt 

Chart. Bring one copy of final draft.   

 Continue drafting your Evaluation, Dissemination, and Sustainability Sections (bring one 

copy of rough draft).   

 Read Chapter 6 and do Chapter Quiz on Canvas. 

 Group 2 only – prep for your Group Report of Chapter 6. 
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WEEK 8 

 
Monday 2/24 – Discuss and submit Ex. 7.1: Project Plan Section (with Project Timeline/Gantt 

Chart) materials AND prewriting exercises.  Peer review of Evaluation, Dissemination, and 

Sustainability Sections. In-class revisions.   

REVISION TIP: Improve your Project Plan Section by adding some important steps 
and/or tasks derived from your Evaluation, Dissemination, and Sustainability 

Sections.  These items are important and have budget considerations. 

Group 2 – Group Report of Chapter 6. 

 
Assignment:  DUE next meeting BEFORE class: 

 Finish revising your Evaluation, Dissemination, and Sustainability Sections. Bring one 

copy of final draft.   

NOTE:  In addition, keep revising your Project Plan Section by adding some 
important steps and/or tasks from your Evaluation, Dissemination, and Sustainability 

Sections as applicable  You do not have to submit this new Project Plan Section 

immediately but the revisions must be reflected in your Grant Proposal Document’s 

final draft. 

 

Wednesday 2/26 – On Canvas: Midterm Reflections.  Discuss and submit your Ex.8: Evaluation, 

Dissemination, and Sustainability Sections.  Introduce Ex. 9.1: Strengths and Weaknesses 
Worksheet and start working on it. 

 

Assignment:   DUE next meeting BEFORE class: 

 Continue drafting your Strengths and Weaknesses Worksheet (bring one copy of rough 

draft).   

 Do Midterm Reflections on Canvas (to be graded).  
 

WEEK 9 

 

Monday 3/3 – Progress report: Share working relationship with your chosen non-profit 
organization. Work with partners and peer-review Ex. 9.1 Strengths and Weaknesses Worksheet. 

Introduce Ex. 9.2: Qualifications Section and start working on it.  

Group 3 – Meet with your group to prepare for your Group Report of Chapter 7. 
 

Assignment:  DUE next meeting BEFORE class: 

 Continue drafting your Qualifications Section based on your Strengths and Weaknesses 

Worksheet revisions.   

 Read Chapter 7 and do Chapter Quiz on Canvas.  

 Group 3 only – prep for your Group Report of Chapter 7.  

 

Wednesday 3/5 – In-class drafting of Ex. 9.2: Qualifications Section.  Discuss and examine the 

Proposal Sections  IMPORTANT:  Prewrite ideas for your Introduction c/o Six Moves in p. 

121 and Conclusion c/o Five Moves in p. 125 sections (we will continue with this draft-in-
progress next meeting). Group 3 – Group Report of Chapter 7.   

 

Assignment:   DUE next meeting BEFORE class: 

 Continue drafting your Qualifications Section based on your Strengths and Weaknesses 

Worksheet revisions (bring one copy of rough draft).   
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 Start brainstorming plans for your grant proposal’s Introduction and Conclusion (c/o 

handout) 

 

WEEK 10 

 

Monday 3/10 – Wednesday 3/12    NO CLASS – SPRING BREAK!    
  

WEEK 11 

 

Monday 3/17 –  Ex. 9.3: Peer review of Qualifications Section. In-class revisions.  Revisit Intro 
and Conclusion sections on Chapter 7; keep working on your ideas for your Introduction c/o Six 

Moves in p. 121 and Conclusion c/o Five Moves in p. 125.  

 
Assignment:  DUE next meeting BEFORE class: 

 Finish revising your Strengths and Weaknesses Worksheet AND Qualifications Section. 

Bring one copy of final draft.   

 Continue brainstorming plans for your grant proposal’s Introduction and Conclusion (c/o 

handout) 

 
Wednesday 3/19 – Discuss and submit Ex. 9.2: Qualifications Section AND Ex. 9.1: Strengths 

and Weaknesses Worksheet materials.  Introduce Ex. 10.1: Expanded Project Plan Summary and 

Budget Chart, look at sample, and start working on it. 

 

Assignment:   DUE next meeting BEFORE class:  

 Read Chapter 8 and do Chapter Quiz on Canvas. 

 Work on the Expanded Project Plan Summary and Budget Chart and bring it to class.  

Contact your non-profit organization for help if necessary.   

 Bring your chosen funding sponsor’s guidelines to class.   

 

WEEK 12 

 

Monday 3/24  –  In-class Workshop: Grab another writing team and help each other read and 
interpret each sponsor’s guidelines.  

NOTE: You will modify our course-based grant proposal document after this semester 

to follow these guidelines if you decide to submit to the sponsor. 

Discuss Ex 10.1 Expanded Project Plan Summary and Budget Chart in class.  Discuss Chapter 8.   
Group 4 – Meet with your group to prepare for your Group Report of Chapter 11. 

 

Assignment:   DUE next meeting BEFORE class: 

 Continue writing your Introduction and Conclusion sections. Incorporate these sections 

into your Grant Proposal Document draft-in-progress. 

 Read Chapter 11 and do Chapter Quiz on Canvas. 

 Group 4 only – prep for your Group Report of Chapter 11. 

 

Wednesday 3/26 – Introduce and discuss sample models of Ex. 10.2: Budget Section with 
Budget Table and Budget Narrative.  Start working on Ex. 10.2.  

Group 4 – Group Report of Chapter 11.  

NOTE: Insert at least three (3) graphics in your Grant Proposal Document (e.g., Gantt 

Chart, Budget Table, and Budget Narrative Table).   
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Assignment:   DUE next meeting BEFORE class: 

 Based on your Expanded Project Plan Summary and Budget Chart, start converting the 

items into a Budget Section with Budget Table and Budget Narrative (bring one copy of 
rough draft).   

IMPORTANT NOTE:  If your sponsor has a specific budget format, work on a 

course-based Budget Section format for purposes of this assignment (after this course, 

you will convert it according to your sponsor’s preferred budget format).   

 Read Chapter 12 and do Chapter Quiz on Canvas. 

 

WEEK 13 

 

Monday 3/31  –  Peer review of Ex. 10.2 Budget Section with Budget Table and Budget 
Narrative.  In-class revisions.  Discuss Chapter 12.   

 

Assignment:   DUE next meeting BEFORE class: 

 Finish revising your Budget Section with Budget Table and Budget Narrative. Bring one 

copy of final draft.   

 Continue your Introduction and Conclusion sections. You will incorporate these 

sections into your Grant Proposal Document draft-in-progress. 

 

Wednesday 4/2 –  Discuss and submit your Ex. 10.2: Budget Section with Budget Table and 
Budget Narrative AND Ex. 10.1: Expanded Project Plan Summary and Budget Chart.  Review 

Grant Proposal Document content (see sample Grant Proposal Document). Introduce Ex. 11.1: 

Appendices (BACK), Ex. 11.2: Transmittal letter and Executive Summary (FRONT), and Ex 
11.3: Cover Page and Table of Contents (FRONT).  Start working on your Front and Back Matter 

exercises. 

 

Assignment:   DUE next meeting BEFORE class: 

 Work on your Front and Back Matter exercises and bring one copy of each exercise to 

class. Carefully note the following: 

 Ex. 11.1: Appendices (BACK)  you must have the “Résumés of Management 

and Key Personnel” of your non-profit organization and Works Cited page (MLA 
format).  

 Ex. 11.2: Transmittal letter and Executive Summary (FRONT). 

 Ex. 11.3: Cover Page and Table of Contents (FRONT).  

 Finalize your Introduction and Conclusion sections. You will incorporate these sections 

into your Grant Proposal Document draft-in-progress. 

 Post Questions on Discussion Board for our Guest Panel next week (if available).  

 

WEEK 14       NOTE EXTENDED OFFICE HOURS FOR CONFERENCES 

 

Monday 4/7 –  Peer review of Ex. 11.1: Appendices (BACK), Ex. 11.2: Transmittal letter and 

Executive Summary (FRONT), and Ex 11.3: Cover Page and Table of Contents (FRONT). In-
class revisions.  Introduce Exercise 12: Review Panel Evaluation. 

Guest panel discussion: Tips from successful proposal writers (depending on availability). 

 
Assignment:   DUE next meeting BEFORE class: 

 Finalize your Front and Back matter exercises. 
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 Put together your complete Grant Proposal Document (w/ Introduction and Conclusion). 

Make sure each section was revised based on your peer reviews and previous teacher 

feedback. Bring one copy of rough draft for your Review Panel Evaluation.  

 ADD your Ex. 11.1: Appendices (BACK)  you must have the “Résumés of 

Management and Key Personnel” of your non-profit organization and Works 

Cited page (MLA format).  
 ADD your Ex. 11.2: Transmittal letter and Executive Summary (FRONT). 

 ADD your Ex. 11.3: Cover Page and Table of Contents (FRONT).  

 ADD Introduction and Conclusion, Budget Section with Budget Table and 
Budget Narrative, and other Grant Proposal Document sections (see sample 

Grant Proposal Document on Canvas for document structure)! 

 

Wednesday 4/9 – One rough draft copy of your complete Grant Proposal Document (w/ 
Introduction and Conclusion) due today!  Start Exercise 12: Review Panel Evaluation  

NOTE: Use the form provided to you to review one another’s proposals. Take your 

time and do a good job. The reviewers’ evaluation sheets will be collected, and you will 

be graded on the thoroughness and effectiveness of your review. When done, discuss 
your reviews with one another and turn in reviewer’s evaluation sheets to your 

instructor. 

 
Assignment:   DUE next meeting BEFORE class: 

 Continue working on your Ex. 12: Review Panel Evaluation. Make sure you are ready to 

discuss your evaluations and submit the reviewer’s evaluation sheets next meeting. 

 Finalize your Grant Proposal Document so that all you need to do is incorporate your 

peer’s comment next meeting. Final draft is absolutely due next week, Wednesday (no 

exceptions).  
 

WEEK 15     

 
Monday 4/14 -   Checklist of Grant Proposal Development Notebook materials. Oral Presentation 

sign-up sheet.  Finish Review Panel Evaluation Exercise: (If you have more than one reader per 

person) 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. This will 

take most of the class period. 
Return the proposals to the proposal writers and SUBMIT Exercise 12: Review Panel Evaluation 

sheets to your instructor.  

 
Assignment:   DUE next meeting BEFORE class: 

 Finish revising your Grant Proposal Document based on your peers’ comments.  

If applicable, try to incorporate relevant tips that are applicable to your project from last 

week’s speakers.  Bring one copy of final draft (ABSOLUTELY DUE next meeting).  

 Also, organize your Grant Proposal Development Notebook with ALL exercises based on 

checklist (ABSOLUTELY DUE next meeting).  

 Work on your Oral Presentation (time limit per presenter/s to be determined based on 

class size) (ABSOLUTELY DUE next meeting). 
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Wednesday 4/16 –    DUE Grant Proposal Document Final Draft AND  

Grant Proposal Development Notebook 
Submit one copy of your Grant Proposal Document final draft AND Grant Proposal Development 

Notebook. On Canvas: End-of-Term Reflections. Start Oral Presentations. 

 

Assignment:   DUE next meeting BEFORE class: 

 Do End-of-Term Reflections on Canvas (to be graded).  

 Do Course Evaluations. 

 

WEEK 16  

 
Monday 4/21 –  Finish Oral Presentations. Debrief.  Discuss what to do if the sponsor says 

“Yes,” and what to do if the sponsor says “No.”  Final Exam Prep (Narrative Self-Reflection 

Essay and Post-Test). Reminder of End-of-Term Service Learning Recognition Event.  
 

Assignment:  DUE next meeting BEFORE class: 

 Bring your course syllabus and DO NOT be absent. 

 

Wednesday 4/23 –  In-class review and Mini-Conferences. 

 

Assignment:   DUE next meeting BEFORE class: 

 Please load $$$ on your account to use the classroom printer. 

 Bring your course syllabus and DO NOT be absent. 

 Do not be late nor absent during our Final Exam. 

 Mark your calendar for the End-of-Term Service Learning Recognition Event. 

 

 

FINAL EXAM 

 

Wed, April 30 at 3:00-5:00 p.m.   

Note: Grant Proposal Documents and Grant Proposal Development Notebooks will be 

returned. Good Luck! 

 

 

 

 

 

 

 

 

 

 

 

 

“We write to serve.” 

Have a Great Summer, everyone!!!   


