Knowles WR 329 - 8

Eastern Oregon University 

College of Arts and Sciences

Course Syllabus

	Course #
	WR 329 (31505)

	Course Name
	Grantwriting

	Catalog Description
	Students gain practical understanding of writing small grants in preparation for future real-world grantwriting at the university or in the community, potentially for additional WR 409 Practicum credit. 

	Credit Hours
	1

	Instructor
	Nancy Knowles, Loso Hall 146, 541-962-3795, fax 541-962-3596, nknowles@eou.edu; office hours Monday 10-10:50, Thursday 10-10:50 and 12-12:50, and by appointment

	Time and Place
	M ZH 107

	Required Text 
	Browning, Beverly A. Grantwriting for Dummies. 2005. ISBN# 978-0764584169

	Prerequisites
	WR 121 or equivalent


Learning Outcomes: Upon completion of this course, students will be able to…
1. Understand grant-project planning including budgeting
2. Locate potential grant funders for community projects

3. Read RFPs critically

4. Understand networking with funders before and after funding decision

5. Write a persuasive small grant proposal 
6. Provide facilitative comments regarding the writing of others
7. Situate grant funding in a university setting

8. Locate credible data to support grantwriting

Course Requirements:

Blackboard: WR 329 will employ an online Blackboard shell for the gradebook. 
EOU Email: If you have not used your EOU email before, please set it up in Webster: http://www.ous.edu/webster/. If you would like assistance in redirecting mail from your EOU email account to the account you regularly use, please contact the EOU Computer Help Desk: http://www.eou.edu/it/student/help_desk.html.

Carnegie System: Every credit earned requires three hours of work per week, which means this course should take three hours including the class meeting.
Reading: Participants will read the textbook and sample grant documents and use the web to locate funders and grant-related information. Read all assignments by the syllabus date, and bring the text to class. 

Participation: Participants will join classroom dialogue. Those who cannot treat others respectfully will be asked to leave. Repeated problems will result in disciplinary action.

Grant Projects: Participants will write one real small grant proposal. Instructors will provide potential projects, but participants may also solicit their own. Grant deadlines must be later than the end of the term. 
Writing: The grant proposal must involve writing (not just completing a form) where writers demonstrate some control over wording, content, and/or format so that they demonstrate mastery over course materials. Final documents must meet RFP expectations. Where possible, they should employ a 12-point font and 1” margins. Check grammar and spelling before submission. Late drafts will be penalized. Final drafts must be accompanied by the rubric, drafts demonstrating substantial revision, copies of all cited materials, and a works cited or references page (external to the grant document). Revision is permitted and may be required. Revisions will not be read without the graded draft and rubric. Revision grades, if higher, will replace initial grades, but revision does not guarantee a higher grade. Keep copies of all your work until you receive your official course grade. 

Collaboration: The community partner will provide information and wording and will provide feedback guiding decisions about the final document. This collaboration is not plagiarism because the grantwriter is working for the community partner. While the final document will not acknowledge the various writers, instructors will need to know which wording, content, and format decisions belong to whom. 
Community Service: Participants are responsible for maintaining professional relationships with partner organizations and for ensuring that partners are aware of student needs, particularly course deadlines. 

Feedback: Response sheets based on textbook criteria guide all feedback so that participants provide thorough descriptive comments demonstrating respect for the writer and careful analysis of writing quality. Participants who say only “Good job” will be asked to go back to the draft and describe what is working in more detail. Expect a similar depth of attention in instructor comments, or you are not getting your money’s worth from this course. 

Information Literacy: Participants may incorporate source materials into their documents. 

Doing so ethically for a grant funder may look different from the typical academic citation format because easy reading is key:

1. Information provided by the community partner may be used without citation or quotation marks. Instructors will need to know where this language came from (provide copies of source materials), but the document need not mark it. 

2. Use tags such as “According to the U.S. Department of Education…” to acknowledge external sources instead of formal citations. Again, instructors will need to know the exact source information (include a complete and accurate citation in your works cited page and provide a copy of any materials not readily available online), but the funder may not. 
3. Avoid quoting because it interferes with easy reading. All language should belong to you or to the community partner. Where language must be included word-for-word from an external source, it must be quoted. Even where the wording belongs to you, sources of the content must be acknowledged as noted in #2 above. Using the wording from an external source without acknowledgement is plagiarism.  

Means of Assessment and Grading:

· Attendance is required. One absence is permitted, so save it for illness or other emergency. More than one absence will result in course failure without an official Student Affairs email indicating a significant, documented illness, family emergency, or other extreme personal issue that affects all courses. In this situation, contact Student Affairs at 541-962-3536 or saffairs@eou.edu, and present documentation.

· Participation in whole-class discussion (outcomes 1-4, 7; 10%)

· Writing response (outcome 6; 10%)

· Funding plan (outcome 1; 10%)

· Project budget (outcome 1; 10%)

· List of other funding sources (outcomes 2-3; 10%)

· Statement of need (outcomes 5 and 8; 10 %)

· Project description, rationale, and feasibility (outcomes 5 and 8; 10%)

· Grant proposal (outcomes 5 and 8; 30%)

A 92-100, A- 90-91, B+ 88-89, B 82-87, B- 80-81, C+ 78-79, C 72-77, C- 70-71, D+ 68-69, D 62-67, D- 60-61, F 59 and below. Passing the course requires completing all writing assignments and earning the minimum number of points (69.5 for a C-). Incomplete grades will be awarded only to students who have completed 60% of the course, have experienced a health or other emergency confirmed by Student Affairs, or have a documented disability requiring additional time. 
Statement on Academic Misconduct: Eastern Oregon University places a high value upon the integrity of its student scholars. Any student found guilty of an act of academic misconduct (including, but not limited to, cheating, plagiarism, or theft of an examination or supplies) may be subject to having his or her grade reduced in the course in question, being placed on program or suspended from the university, or being expelled from the university--or a combination of these. Please see Student Handbook at: http://www.eou.edu/saffairs/handbook/honest.html  

Avoid cheating by submitting your own work. Do not submit work from another course. 
Avoid plagiarism by acknowledging sources. 

1. Paraphrase instead of quoting where possible. 

a. QUOTING: putting quotation marks around wording that comes word-for-word from the original (quotes must be exact wording)

b. PARAPHRASING: changing ALL wording and the WHOLE sentence structure for paraphrased passages that do not come word-for-word from the original

2. Acknowledge source material by using tag phrases like “According to” and by providing a complete works cited (MLA format) or references page (APA format) external to the grant document.
3. Discuss all source information to indicate why it is important to your argument (so what?). Your writing should significantly exceed the quantity of cited information and build new ideas on it. 

Statement on Americans with Disabilities: If you have a documented disability or suspect that you have a learning problem and need accommodations, please contact the Disability Services Program in Loso Hall 234. Telephone: 962-3081.

Schedule: May be changed in class. 
Week 1 9/28M
Course introduction, project selection, Funding Plan brainstorming, grants vs. contracts
Homework 
Buy textbook

due 10/5M:
Read Chapters 1-3 on grant planning



Read Chapter 13 on writing about your organization


Contact community partner and request information for Funding Plan



Draft Funding Plan

Week 2 10/5M: Funding plan, budgeting; bring three copies of Funding Plan draft
Homework
Read Chapters 4 and 6 on funders

due 10/12M:
Read Chapter 17 on budgets



Revise Funding Plan
Week 3 10/12M: MEET IN LIBRARY COMPUTER LAB
Locating funders and networking; bring one copy of revised Funding Plan; bring paper
Homework
Read Chapters 9 and 10 on RFPs; skip contract discussions

due 10/19M:
Create List of Other Funding Sources


Draft Project Budget


Week 4 10/19M: Reading RFPs; bring three copies of Project Budget draft
Homework
Read Chapter 11 on persuasion

due 10/16M:
Read Chapter 14 on need; skip contract discussions



Revise Project Budget


Locate and print the RFP for the grant you wish to request
Week 5 10/26M: Common grant format, persuasive grantwriting, research strategies 

Bring one copy of RFP and revised Project Budget
Homework
Locate and print credible sources of information related to project need
due 11/27M:


Week 6 11/2M: Statement of need
Homework
Read Chapter 15 on program design

due 11/9M:
Read Chapter 16 on capacity


Draft Statement of Need
Week 7 11/9M: Project description, rationale, feasibility; bring 3 copies of Statement of Need
Homework
Read Chapter 12 on cover letters
due 11/16M:
Draft Project Description, Rationale, and Feasibility


Revise Statement of Need

Week 8 11/16M
Cover letters; bring three copies of Project Description, Rationale, and Feasibility draft
Bring revised Statement of Need
Homework
Read Chapters 18 and 23 on putting it all together

11/23M:
Read Chapters 19, 20, and 24 on follow-up


Revise Project Description, Rationale, and Feasibility
Week 9 11/23M: University settings, putting it all together, follow-up
Bring revised Project Description, Rationale, and Feasibility
Homework
Draft Grant Proposal
due 11/30M:

Week 10 11/30M: Bring three copies of Grant Proposal draft; course evaluations
Homework:
Revise Grant Proposal
Final Tues., Dec. 8, 8-10 AM 
Bring revised Grant Proposal and all supporting materials.
Syllabus revised by Nancy Knowles
Revision date: 23 September 2009

Funding Plan (10%)
Please type up the following based primarily on Chapters 2 and 13. Single spacing is OK. Use headings and lists. Format will not be scored as long as the information is legible. Each item is worth 2 points. 

1. List basic organization information including: 

a. legal name, address, phone number, fax number, email, website, 

b. type of organization, 

c. year founded, 
d. geographic service area and target population,

e. current operating budget, 

f. grant contact person (primary investigator or PI), and 

g. organization oversight: CEO, Director, Board of Directors, etc. and their contact information

2. Mission statement (a sentence regarding purpose and including legal name, nonprofit or for-profit, and year founded—see p. 24)
3. History and achievements (a paragraph regarding key dates, strengths, accomplishments, and opportunities)

4. Struggles (a paragraph regarding weaknesses/threats)
5. A funding goal (overall plan) and supporting objectives (measurable steps toward goal)

Project Budget (10%)
Create a budget table for the project you want to work on for the term. This may be the “Funding goal” from the Funding Plan (#5). The total should be between $2,000 and $5,000 dollars, so the project shouldn’t be too big. See, for example, the small budget at the bottom of p. 227. 

1. List all potential expenses related to the project in the left vertical column (line item detail) and potential sources of funding in the top horizontal column (e.g. requested grant funds, matching funds, other grants, revenues such as ticket sales or registration, etc.).

2. Attach a dollar amount to each expense, and indicate how that expense is calculated, either in the line item or in a budget narrative (e.g. 100 balloons @ $.25 each). 

3. Total each line and column. 

Assessment:

· Expenses and sources of funding seem reasonable (3 points)
· Dollar amounts are clearly calculated, and totals are included (3 points)
· The format is easy to follow (4 points)
List of Other Funding Sources (10%)
1. Search the Internet using sources in Chapter 6 or other sources and locate minimum three possible funders beyond the samples provided in class and the funder, if any, identified by your community partner. In judging whether a funder would be appropriate for your project, make sure to review eligibility and grant size. 
2. Create a list of funders with organization name, grant name, due date, and web address. 

Assessment: Each listing is worth 2 points. 

Statement of Need (10%)

Without mentioning your project, write 1-3 paragraphs detailing the need for it. For example, if your grant project will fund a book drive for new babies, provide information regarding the literacy problems in the service area and the vital need for parents to read to children before they enter kindergarten without mentioning your plans for the book drive. 
If your organization has struggled to address this need, indicate accomplishments and limitations (why additional work is needed). 

To add credibility to your discussion, include some pertinent data that supports your claim that a problem exists. This data should come from a recent source, such as a credible organization’s website (e.g. census data), or from the newspaper. When incorporating this material into your discussion, use a tag that identifies the source and provide a works cited (MLA format) or references list (APA format). Please see the following online handbooks for formatting information: 
MLA at Capitol Community College: http://www.ccc.commnet.edu/mla/index.shtml

APA at Purdue University OWL: http://owl.english.purdue.edu/owl/resource/560/01/

Consider including a figure or photo. This is not required. 

Project Description, Rationale, and Feasibility (10%)
1. Project Description: Write a description of the project you hope to fund, including four paragraphs as follows (see Chapter 15):

a. a one-sentence purpose statement, the goals you hope the project will accomplish, and objectives or benchmarks by which you will measure those goals,

b. the activities involved and resources required (this should correspond with the Project Budget), 

c. a timeline noting how and when objectives will be met, and 

d. a reasonable process of evaluation by which you’ll measure the project’s success (e.g. exit surveys or numbers of participants). 

2. Rationale: Write a paragraph connecting the Project Description to the Statement of Need: How is your project the best way to meet the needs identified?

3. Feasibility: Write a paragraph indicating how this project will be feasible, given your organization’s capacity and the funds requested. End with a sentence stating what makes the time commitment and expense worthwhile. 
Grant Proposal (30%)

Write a complete grant proposal that uses the information developed over the term to respond to the RFP. Remember to follow the RFP specifications as exactly as possible but also to incorporate the persuasive aspects of the materials we’ve developed: establishing the need exists, connecting the project to it (rationale), and indicating why this work is worthwhile (feasibility) are all key to persuading the reader that your proposal should be funded. In addition, remember to “parrot” the language of the RFP so that the proposal is closely tied to the funder’s mission. 
Also, even if your RFP does not request it, please write a cover letter, and write it last, after the proposal draft is complete so that you can repeat some of the same language. See the checklist on p. 146. The cover letter should 

1. include return address and date and be addressed to the funder, 

2. make the exact request clear (including the dollar amount requested) in the first sentence, 

3. establish the need, 

4. present your organization, 

5. describe the project and how it meets the need and suits the funder’s mission, 

6. end with a reminder about the value of the project, a request for action (approval), and a thank you, and
7. conclude with a complimentary closing and Enclosure notation. 
The final draft should be submitted with rough drafts, source copies, and the rubric. 

