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Abstract : _
This article explains the process of identifying grant funding sources and writing & grant proposal and stteinpts to demystify the process a3 it relatés to
grant-funding in special education and disability services, It offers a series of simple steps to help néw or less experienced grant writers in focating
funding agencies, reading and understanding the request for proposals, and preparing a competitive proposal, Each'step includes suggestions for how
anyone can become a mare successful grant writer and reach the goal of having a project funded. T . -
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Educators never have all the money they would like to
support innovations, even with all the extra federal and state
funding available in special education. Rural school systems
and community agencies, as well as colleges and universities
located in rural areas, often have greater needs; yet, they may
have fewer resoutces. Public and private grant funds can-be
an important source of additional funding for seed moneyto
develop, implement, and evaluate new models and programs.
In fact, over the last several decades, many if not most of the

- truly innovative and exciting service delivery and personnel -

preparation programs in rural special education. would not
have been possible without extensive external funding.

If you ate a new faculty member; a graduate sedent, a
beginning teacher, or administrator, or even if you are just

someone who has never tried your hand at grant writing be-
. fore, like many aspiring grant writers, you may find the-pro-
~cess somewhat intimidating. You may feel you do not have
- any ideas that could get funded or énough skills to write a
convincing proposal. Perhaps you say to yourself “No one
would ever give me a grant” or I can't compete with the big
guys who get all the grants.” This selfdefeating thinking is

just that—in fact, people like you get funded every year. Why?

Because what funding agencies {and proposal review panels).
value and reward are innovative ideas that addresstheir pri-
orities, well-thougheout plans to accomplish meaningfu)
goals, qualified personnel and adequate resources to imple-
ment the project, and the determination to get it all done
within a reasonable timeline and budget. In the right circum-
stances and given the right support, any professional, includ-
ing you; can manage to do just that—but first you have to be-
lieve that you can. .

The suggestions that follow are based on yeats of success-
ful grant writing, teaching courses on grant writing for doc-
toral students at more than one university, and mentoring
colleagues in writing grants, Grant writing is like playing a
game of poker—you have to understand the cards you hold
(innovative iden, expert personnel, management experience),
pick up some stronger cards {collaborators, consultant ser-

©vices, support letters), and play your best hand {(addressing
- agency priorities, following all guidelines, writing a clear and

_ derailed proposal).. No matter who you are or where you
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- your hand well.

work, everyone 'a,ire'a?dy hiolds SOME cards and anyone CAN
win at grant writing by following a few simple rules to play

How to Develop Basic Grant Wﬁﬂﬁg Skills .

Successful grant writers are made, not born, and- getting

‘a proposal funded is based more on skill than on luck. Grant

writing is a “craft,” that anyone can master by developing and

. -practicing specific skills (Henson, 2003). A doctorate is not

needed to write a grant so teachers and admiristrators
should try their-hand at seeking funds to support scheol
projects (McCabe, 2007). Novice grant writers’ should- get
help where available for activities, such as proposal writing,
budget preparation, legal and compliance issues, and techni-
cal support for online submission (Glidewell & Qerly, 2012}
Here are some suggestions for learning more about how to

“write grants, :

1. Learn as much as yott can about grant writing funda-

-mentals. The more you know about grant writing, the more

likely you will prepare a high quality proposal. Perhaps you
can attend training sessions about grant writing offered. by
your own institution or by professional organizations at their
conferences. You should read otie:or mare: of the many
books about how fo write prants; A list of books abourt vari-
ous aspects of grant writing is provided in Table 1. -

Look for the frec live webinars or online tutorials about
the grant proposal process for specific competitions offered
by some federal agencies or by non-profit or forprofit groups.
Some of these activities are available at no charge, while oth-
ers may require that you pay a fee. A list of other resources
for more information about grant writing is provided in

“Table 2. -

2. Read other pfopdsals for prdje’ctsi:rcvioasly_ funded
in the same competition. Some funding agencies publish ab-

. stracts or even narratives (never budgets!) of funded projects,

while others may provide some samples if you request them.
With government funding ageneies, it may be possible to
make a request for a specific federal proposal under the Free-
dom of Information Act (FOIA) or a state proposal under
“sunshine” laws, although it may take some time for the re-
quest to be processed and materials to be sent. You can.ask
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Table 1

Books About Grant Wntmg

'Bauer, D G (_2011) The “how to granfs manuaf Successfu! gran!seeking technrques forobtammg pubf:e and
private grants _(?'_:h ed.); Lanham, MD: Rowan & Littlefield; - :

o .@Brewer, E:W, &Achﬂies Cr (2007} Fmdmg fundmg Graniwnnng ffom stad i‘o fm:sh mc!udmg pm/ec:t management
FERl _;and Internet use (5th ed) Thousand Oaks, CA: Corwin Press: -

| __';Browmng,B A (2015) Grant wmmg fordumm;es(s*hed) NewYork John Wziey

i f.:"i'Bmwmng, B, (200?) Perfect phrasés for wntfng grantpropOSals New York McGraw HlII :
. carlson, M.,  O'Neal- McElrath, T, (2008). Wmmng grants step by step. San Franc;sco Jossey Bass o
__Coley, 8. M &Schemberg, C A. (2013) Proposal wrmng Effec:tfye grantsmanshfp (4th ed) Los Ange!es Sage

i Gern, G. H, Kapeiewska C., Itmger J.B., &Sprunl! T (2010) Wntmg the NIH grantproposal Astep-by—step guide
' _[:(2'“’ eci) Thousand Oaks, CA Sage Pub!lcanons

- 5 G;ddmgs M. (201 1) 4 steps to fundmg Avora‘ re;ecﬁon and get your grant funded on the nexz‘ try w:th this s;mp!e
i step formula, Boise, 1D; Marketmg Your Science.

. Henson K T (2004) Granr wntfng in h:gher educatton A step by-step guide Boston Aiiyn & Bacen

Howlett, S. (2011) Gemng funded The comp!ete gwae fo wnﬂng grantproposa{s (Sth ed) Seatﬂe Word& Raby .
*..Publishing.

“Karsh, E. & Fox A 8. {2009) The on!y granf-Wrmng book.you'll ever need Tep gram‘ wr;!ers and grant gwers share-- : ':'f
- their . secrets (3rd ed. ). New York; Carroll & Grat Publishers. . - - i

'__4;Koch D S. (2009) How to say:t Grantwnﬂng Wnte proposals rhatgrantmakers wanf fo fund Englewood C!iﬁs
AN Prentlce -Hall,

o Lickitder, M M (Ed) (2012) Gram‘ seekmg in h:gher educat:on Strateg}es and too!s for co!lege faeuliy San
'-r_-Franmsco Jossey-Bass B

'..,.Locke;
' grant proposais (6thed.). Thousand Oaks, CA Sage Publications.

. Miner, J, T, & Mmer. LE (2008) Proposaiplanmng and wnt:ng (4th ed.). Wesiport CT: Greenwood

- o Neaf McEiwrath T (201 4}, Mnmng grants.step by—srep The compfete workbook for pkannmg, deveiopmg, and
- writing wmning proposafs {4‘“ ed.). San Francisco: Jossey-Bass

s '- '; _:_Pequegnat W Stover E., & Boyce, C.A. {2010) How fo write a. successful research grant app!icatfon Agurde for
-social and behaworal SC!BI?Z.‘SIS {2nd ed.). New York: Springer.

Plng, L. (2012) Hawng success with. NSF: Apract:caf guide. New York: Wiley-BEackweii

~Shore, A. R, &Carfora JM. (201%) The art of funding and fmp!emenrfng ideas: Agufde to proposaf development
andpfo;ecf management Los Angeles Sage Pubftcattons

'Smlth N. B., & Works, E. G {2012). The complete book of grant wrft:ng Leam to write gr‘ants ﬂkeaprofessronal 2nd.
eddy Napxervﬂle ik Sourcebooks

..Tayior C. (2009) Granted A ieachers gurde to writing & wmnmg classroom granrs Chandier AZ: Five Star
' Pubhcations ' :

o }_'Thompson W (2007) The complete :drotsgurde o grant writing (2"‘i ed) New York: Aipha Books.
. Wasin, S, (2014). Webster's new world grant wntmg handbook. New York: ‘Simon & Schuster.

o Yang. 0.0, (201 3). Gu:de ta effective grani- wntmg How. io wnfeasuccessfui NiH grant application {2nd ed ). New
. York Sprmger '

- other ;grant writers if they would be willing to show you a 3. Locate all available grant writing supports, Like
funded proposal; in the small world of rural special educa- ~many schools, service agencies, or colleges and universities
 tion, colleagues actoss the country are often remarkai)ly gen- . offer grant writing assistance, your institution may provide
erous in sharmg their proposals with others. - .- assistance for grant writing efforts. As a prospective grant
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Table 2.

. Other Resources for Grant Writing -

N Federal Government Agencies o _ R
The Department of Education offers information about grant processes at hitp:fiwww2.ed.govifund/grant/about/
grantmaking/index.htmi and available grant programs at http:!fwww.ed.gOVqund/gran_tS'-a__ppEy.h_trnI._ e '

The Institute of Educational Sciences (IES) offers information about education research funding opportunities at -

hitp://ies.ed.govfiunding/ and speclal education research funding opportunities at hitpi/fies.ed.gov/funding/* -~
neser_progs.asp, and webinars on writing research grants at hitp:/fies.ed.gov/funding/webinars. R
The Natlonal Institutes of Health (NIH) offer a series of tutorials about every aspect of the research grant wiiting .~
process at hitp://www.nim.nih.gov/ep/Tutorial.html, a video of the grant review process.at hitp:/iwww.cst.nih.gov/ -
video/video.asp, and resources for new investigators at hitp://grantst ‘nih.gov/grants/new_investigators/index.htm.

The National Sclence Foundation {NSF) offers a Grant Proposal Guide at hitp:/fvww.nsf.gov/publications/ :
pub_summ.jsp?ods_key=gpg, a Guidebook on Evaluation at http://Www.nsf;gov!pubs]2002’nsf02057istari.htm, and

suggestions for preparing the proposal at hiip:f!www.ns{.gov!funding/prepar_in_gl.

The Natlonal Institutes on Disability and Rehabiiitation Research {(NIDRR) offérs information about research finding
opportunities at hitp://wwwz2.ed.govflund/grant/apply/nidrt/index.nimi?exp=2 : o

Non-profit and Fof—proﬁt Agéncles'
Foundation Center offers a frec Proposal Writing Short Course at http:flfoundaﬁohcer_;ter.orglgetsfa’rted!tu_toria%sf :

shoﬂcours‘eﬁndex.h_{m?.

The Teacher's Network offers free resources for grant writers at'http:/fteachersnebudrk.orglGrantsl-HoMo. :
SchoolGrants offers free resources for grant writers at hitp:/fwww.k12grants. org. '

The School Funding Center offers a searchable daftabase of grant programs for K-12 schools at http://

www.schoolfundingcenter.info.

Castle Teéhnolégy ofters a tutorial on writing grants te fund classroom-technology at hitp:/

www.casletechnology.com/PDF/grantwriting.pdf.

Grants4Teachers offers a searchable database of grant programs for classroom teaching_proquts _'_atjh'tip:_li

www.grantsdteacheis.com.

American Grant Writers' Association offers training and consulting services at http//www.agwa.us. -

Grant Professionals Association offers training and consulting services at hitp/igrantprofessionals.org.

* writer, you may be able to access a range of supports, such as
workshops, online tutorials, mentors, and proposal writers.
You also may be able to get funding to travel to regional or
national grant writing training ¢vents or entoll in webinars
or courses. You should take advantage of whatever level of
help you feel will be beneficial in planning the project or pre-
paring the proposal.

4. Seck out grant writing mentors. Individuals who are
successful grant writers (especially those who have had a
funded project in the same competition) or who have served
as reviewers for funding agencies {again, especially if it is the
same agency or competition) can offer you many useful ideas

- for developing a proposal. People where you work and else-
where in the field may agree fo share a copy of a full proposal

- or some specific components {e.g., a sanitized budget with
identifying information removed or a project management

. chart) that you can use as an exeniplar, Your employer may

. even be willing to pay an honorarium to a local or national
“mentor to provide you with more extensive assistance.

5. Start small and work your way up. If you are ap-

proaching grant writing for the first tiime, perhaps you should
consider trying for a small grant rather than a large one; if
you are successful in gaining funding; you will gain the confi-
dence to try for a longer proposal or higher funding. Some
funding agencies even expect applicants to do that and have
structured their competitions so that you can prepare sepa-
rate and sequential applications that start with a pilot
project, move to a demonstration project, then extend with a
scale-up project or dissemination project. Or, ask a colleague
if you can collaborate on a planned project and take respon-
sibility for preparing a specific part of the proposal and/or
assist in writing other parts. Planning a project and drafting a
proposal with-others allows you to learn useful tips and get
helpful feedback from successful grant writers that will de’
velop your skills for future solo efforts.

How to Plan a Grant Proposal .
Special educators are fortunate in that there are many

sources of funding to support new initiativés. The Individu- -
als with Disabilities Education Act (IDEA) includes funding
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Table 3

Selected Pub!rc ano‘ anate Sources of Grant Fundrng

Pubiio Grant Sources

S ir .The u. S Department of Educatron drscretronary grants ars listed at http /{mvw ed. gow‘grantapps with programs TR

o “offered through the Office of Special Edueataon and. Rehabrtttataon Semces (OSERS) iasted at hﬂp //www ed. govi

e  aboutfoffices/list/osers/funding.himl.

listed at http {fies.ed. gow‘fundmgfncser progs.asp.

| "f _' at. http /iwww2:ed gov,’programsifapsecompf ndex.htm. -

~hiip: l!www2 ed. gow‘programsireapsrsaf index.htmi. -

. :The.U.Sk Department of Eduoetlon instltute ior Edueatron Sciences (IES) research grants are lasted at htto !!
*.jés.ed.gov/funding, with programs offered through the Nat[onal Center for: Speerai Education Research (NCSER)

o 'The U s. Department of Education Fund for the' improvement ot Post Secondary Education (FIFSE) grants are tisted -:_
) i The U.S. Department of Educatron Teacher Quaiity Enhancernent grants are Irsted at http /!wwwz ed govlprograms/
s heatqp!:ndex html,

' ‘-{Ths u.s. Department ot Educatron Smatt Rural School Ach:evement Program grants are iasted at

e '_"E'he u.s. Deparirnent of Heatth and Human Semees Natlona! [nstttutes or Heath grants are tlsted at htip /! _'
e _grants mh govigrantsloer him, _

':_'The Natzonal Smence Foundation Grants are Ersted at http !fwww nsf govifundrng/ e o
" The U.S, Department of Heatth and Human Servaces Admm:strat:on on Chltdren & Famrhes grants are Srsted at http if ek

o __www -act, hhs.gov/grants. -

;The U.s: Depanment of Agncuiture grants for rural communmes are Irsted at http {fnc nal, usda gov/fundmg- |

: : feSOUfCBS

Prwate Grant Sources

: -.-rThe Natronal Education Assomatron (NEA) Foundatson offers grants for teaehers at http Herww. neafoundatton orgf

s :_pages!grants-to educatorsl

‘TheW.K Ke]logg Foundat_lon oﬁers grants for educatron with a rurai foous at http /lwww wkkf org!what—we sopportf

“what-we- support aSpX.

o The, Blii and Melinda Gates Foundation offers grants for educat:on and communrty services at http //
B 'www gatesioundatron orngow-We -Work/General- Informatlon!Grant-Opporlun;tres o

s The Walmart Foundatlon offers grants for educatton at http ilfoundatron walmart com!apply for-grants!
"Ths llerizon Foundatron orfers grants for education at hitp: Iiwww, verizonfoundatlon erg/grantsl

. "The Toshrba Amenca Foundatton offers grants for education at http I, toshrba com/taf

" Hewlett Packard ofters grants ior technology for teachlng at http I/www hp comlnpmfofsocsaimnovat:onfus/programs/

" -'Z"__"tech teachlngf ndex htmmi.

- - specific to special education and related services made avail-
= - able through the U, S. Office of Special Education Programs
- “and Rehabilitative Services (OSERS) that can be tapped by
Tocal and state education agencies or-colleges and universities
(Méhring & Schwenn, 2010). Special educators, however,
also: have \access to funded programs provided by the other

© - government agenciés and private foundations that focus

their support on educational programs, rehabilitation and
- health services,’ _excepnonah_tres, or rural communities, A list
of the major public and private funding agencies with com-
petitions related to tural special education and disability ser-
- vices is provided in Table 3. Some grants ar¢ based on for-
mula {also known as block) funds, where designated recipi-

ents are all but guaranteed funding if they submit a reason

able proposal, while others.are based on discretionary funds,
which requife a formal review with scoring of all submitted
proposals to select the highest ranked for funding. Formula
{also known as block) geants (e,g., OSEP awards funding o

“all states annually to support professional development for

inservice ‘personnél) are not usually competitive, bur some-
times only a specified number of desrgmted rec:p:ents will
receive funds in a'single round. :

Thorough and detailed knowledge about the funding
agency is fundamental to writing a grant proposal. “Proactive
grant scckmg requires learning everything possible about
the agency’s funding priorities and proposal requirements to
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.

focus effort -md increase the chanccs of success (Bauer,

1 2011). Proactive grant writers look for multiple funders who!

‘may align with the project while reactive funders focus on a

& Works, 2012). The dLsianated competition officer or man-

" ager can be a-valuable source of information about the

agency’s priorities and criteria {Licklider, 2012). Here are

some suggestions for finding the fundmg agency that'is the
best match for the project.

1. Start with a creative solution to a pressing need. This

_many seerm obvious, but the _proposai cannot be planned and -

written until there'is a project to propose, so your first step is
to consider the needs in your institution or commiunity and
how. you can design a project to address them. In most cases,

you will already have a project in mind that addresses the -

many urgent needs in rural special education and disability
services, but funding agencies want to give their money to
the most innovative proposals and the ones most likely to
produce results. So you need to consider how to document
that this need is urgent and even more important than other
needs as well as how to demonstrate that your project is not
only an innovative approach but also will have a significant
impact on addressing that need: -

2. Search out available funding from multlple sources.
Keep in mind that your prospects for obtaining funding are
better for some projects than for others or with some fund-
ing-agencies than with others. Discretionary grants are often

extremely competitive {e.g., in sonie national competitions,

there may be 200 applicants for 20 awards, with funded pro-
posals distinguished from unfunded proposals by tenths of a
point) so the chances of getting your project funded are
much less cerrain. If you seek funding in such competitions,
you . need to become quite knowledgeable about the funding
agency’s priorities and skilled in addressing the required
" components. Even in formula fundmg, however, preparing a
high quality proposal may help you acquire funding earlier or
at a higher amount. By considering different funding agen-
cies, you increase the chances of fmdmg one that is.right for
your project,

3. Select a competition that represems a good match
between the proposed project’s goals and the funding
agency’s priorities, ALL funding agencies are focused on
what their priorities are and what types of projects they are
interested in funding rather than on the needs or goals of
the projects people propose for them to fund. You can learn
about the agency's priorities by reading the guidelines for
funding as well as the agency’s mission as outlined on their
website. You may even find a list of projects funded in prior
‘years, The more closely your project aligns with their priori-
ties and the more your project resembles others they have
previously funded, the better your chances of getting funded.
Here are some questions to ask yourself as you read the fund-
. ing guidelines: Am I working in or with an institution of
~ higher education, school system, or community agency that
is eligible to receive funds in this competition? Is the commu-
nity in which I intend to implement the project included
within the geographic area (national, state, Iocai) served by
the funding agency! Are the funding agency’s priorities
aligned with-goals or outcomes for the proposed project!
Does my project include components that can be competitive
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v;th othcr proposais iikeiy to be submztted to this compen»
“tion? If § you are uncertain whether your project is aligned
~with the. priorities,
. single funder whether or.not it aligns with thie project (Smith
that will help you determine {a} if this.is the best funding :
source for the project and.(b) how to match the planned . -

ou should contact a funding agency rep-
resentative. to discuss your: idea, and plans and get feedback

project to the prmrmes of the fundmg agency as dosciy as
possible. :
4, Read the Request for Proposais carefully, The Re—
quest for Proposals (REP) is a docunent that outlines impor-
tant information about the grant competition and may in-
clude specific forms that must be completed and submitted.
You should read the, REP from start to finish as soon. as it
becomes. available, Use a highlighter to hote important
points, such as the priority, the allowable budget total, the
page limits, and the deadline for submission. Tag certain sec
tions of the proposal that you can use when writing the pro-
posal {e.gz., terminology, section headings, templates for com-
ponents like budgets or personnei charss). It can be helpful
to contact thc competition s manager to get answers to any
questions you may have about the RFP or to discuss how
your planned project may meet the compet;tion s priorities.

. 5, Study the funding agency’s review process and crite-
ria. Both public and: private funding agencies typieally con-
duct a formal review- by rcqucstmg feedback from field re-
viewers (who-are experts in the discipline) and agency staff
(who manage thie competition) based on detailed guidelines.
These guidelines often include specific point values for com-
ponents-of the proposal. The typical field review panel in-

‘cludes people swwho have compiememary expertise directly rel-

evant tothe competition’s priorities, may be representative
of dlvcrse groups {ethnic groups, disability conditions, geo-
graphic aress, professional roles), and sometimes have prior
experience with the funding agency or competition (as grant-
ees ‘or reviewers). You definitely should read the reviewer:

guidelines, which 4ré often included in the RFP.or made

publicly available on the web site, to learn as. much as you
can: about how your proposal will be judged. You also-may
find it helpful to become a reviewer for the fanding agency, if
possible, so you get a better sense of what field reviewers and
project officers look for and what successful proposals look
like.

6. Assess potent;a! compctitors. The more prestigious
the grant and the higher the funding level, the more propos-
als will be submitted and the more highly qualified the grant

writers are likely to be. You should consider who else will

probably submit a proposal. Read the. section of the RFP that
indicates the number of projects the ¢ agency is likely to fund
—if that number is very low and the size of the monetary
award is quite high, the competition will be fierce. In the case
of very specialized competitions, such as those for a naticnal
center {e.g., a research center on universal design for learn-
ing, a technical assistance project on transition fo postsec-
ondary education), you already may know the individuals
and agencies that have a significant track record in the area
who will be seeking these funds: Consider how competitive
you, your institution, and your idea will be. when compared

with these competitors and what steps. you may be able to

take to strengthen your proposal, If you decide to pursue this
funding source, do whatever you can {e.g., collaboration with
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' othcrs, greater contrlbutlon of matchmg funds, more prod
- ucts for dissemination) to increase’ your proposal’s chances. -

s se'xrch study, a model ;program, or a service activity) will re-
. quire the ¢xpertise of more than one pefson and- support

Your proposal will be stronger and your project, will be more
fikely to succeed if yon secure participation of mdw:duals

Jown abilities. For an online training program, you can stp-
L poTt your content knowledge with soméone who has techni:
““cal expertise in instructional teclmologies ‘When it is a re-
. search project; your reséarch skills might be enhancéd by as-
- “istance from a’ consulting seatistician. If you are a novice
. prant. writer, you may want to add a co-author who has sub-

Y 50 you have plenty of time to get everything dotie before the

' “submission_due date. If you are looking for funding for a
project; you ' can’ begin to Leep afileof project ideas, profes:
“sional:literature- references, resources that you can pull cut
~ ful to prepare 2 draft budger before the proposal is written to
-assist you in determining wheéther the project is feasible,

- when you find a competition that fits, If you have already
1dentxﬁed a funding agency and know the targét competition
s typlcaﬂ)’ announced at 4 certain time of year, begin work-
~ring well in’ advance to plan’the project and gather docu-

ments. Prepare a timeline of activities you will need to ac
y comphsh to have a completed ‘proposal ready for submission

. on or.before the due date. If yourinistitution requires earlier

~“submission for review and approval prior to submission, be

How to Develop a Grant Proposal
A grant pro;aosai is the ‘document that presents the
project to the finding agency. The proposal s the tool used
" not'only to plan the project-and request funding but also be-
comes a blueprint to develop, implement, and evaluate a

~ focus on details and include all of the information and sup-
poiting documentation required by the funding agency
(Mehiing & Schwenn, 2010). Preparing a grant proposal can
be a challenging activity, since it involves preparing a narra-
tive and supporting documentation, coordinating team re-
. sponsibilities in some cases, and managing time and effort to
‘meet deadlifies {Campbell & Carter, n.d.). Here are some
‘sugpestions for developmg the most critical components of a
proposal.
1. Bstablish-a few weli'defmed goals with supporting
i dbject[v_es._ The goals and objectives serve as the foundation
for the proposed project. Project goals should state impor-
tant but measurable outcomes that can reasonably be accom-
plistied within the timeframe of the project period and with
~ the personnel, facilities, and equipment to be funded by the
grant. The objectives for each goal should show measurable
substeps or sib-components that must be achieved to pro-
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ARSI A Idenufy key and support personnel early. Every :
: pro;ect needs key personnel (those who will assume’ tesponsi- -
“bilities for implémenting pro]cct) as-well as SUpport person-
el {those who will provide sssistance by virtue of their exist
“ing roles in the ‘organization). Most projects (whether & Tes

- from 1 many individuals and ‘agencies. Plan 16 build a power-
“ ful team to develop the proposal and conduct the : project.

“who have quahficatmns that complement and extend your :

“stantial ¢ experience and documented success in grant writing,.

8. Plan your work and work your plan, Note ‘the pro-

posai submission date and plan‘as far in advance as you can.

' i_sure © mclude timse processes and due dates.in the t:mehne;

" funded project (Shore & Carfora, 20H). The proposal must’

“duce. the outcome, Once goals and ob]ectwcs have been set, -
‘you can use them o dew elopment of the action plan and' S
-budget, sectire consuitants, and request support letters.

“2. Prepare an action plan 1o show how the project will

g 'accomphsh its goa!s ‘The action plan (also called the ‘man- -

agement plan or plan of actwtt:es) provides an explanation of

~how the proposed project will use all resources to accomplish
“and evaiuate its ‘otitcomes—it is_the heart of the proposal:
This section needs to convince the agency and reviewers that - -
‘the project is well: thought out and ready to be implemented -
competently as soon as the:money is made avaitable, It is im- =
‘passible.to provide too much detail in-the action plan, ab-.

though- there may be space constfaints if the funding sotirce

has set page limits on the proposal. You shotld provide suffi-.
_clent ‘detail in the action plan about evefy aspect of the .-
project. Leave. nothmg to the understanding or imagination ..

of 4 field reviewer or project officer; assume that some read-

“ers may have minimal expertise in the area of research or pro-
gram development that is the .focus on the proposal. You:
‘need to convince them that you know exactiy what needs to
be done, have the people and resources in place.to do it all,

and ‘are only waiting for the funding to get started. You can’

enhance this section by the use of figures that display rela- = =
" tionships between proposed project components, such as o

ganizational chatts, timelines, tables ancf matrices, and

graphs, diagrams, and flowcharts.

3. Prepare 2 thorough but reasoﬁable budget. It is heip—

First, review the information in the RFP about the maximum
amount of fundmg available. Next, determine what percent-

age your institution requires to be set aside for financial and
- administrative (F&A) costs (also known as indirect costs),

then caicuiate that amount and deduct it from the maximum
amount of funding to determine what is left for the direct

“costs of implementing the project: If the funding agency .
places any constraints on how money can be spent {e.g. 2

specific percentage to be set aside for student scholarships, a

- ratip of cost sharing or matching funds to be-contributed by
the funding agency and the funded institution, or disallow-

ing specific- line items such as {acilities or equipment), con-
sider how that will affect project activities. Finally, outline a
preliminary budget that lists specific line items in each of the
major budget categories, such as personnel salary and fringes,

* participant support, travel, contractual services, facilities/
‘equipment/supplies, and communicationy’ dlssermnatmn In-

sert the actual costs (or a close estimate) for each item and
calculate the total cost. In the unlikely event that you have
not yet reached the total available for direct costs, you can
increase amounts ot add other items until you come as close
48 you can to the available amount. In the more likely event
that your budget exceeds the total available funds, you will
need to reduce amounts or delete items to reach the wallable
you will -need to e:ther re-conceptuahze it or find another
funding agency. Once the proposal has been completed, you
can finalize the budget and prepare a thorough and convine
ing justification that explains what each cost represents and
how it is critical to accomplishing project goals and activities.
Remember that revieweis are not familiar with the context
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-_-,:__m which you tvork and will-apply their own fr'une ef refer—
ence when Judgmg the budget uniess )ou prov:de one for
them, '

-4. Make a strong argument for the valtie of the pro-
. posed. project. The opening section (typically called 4 state-

“ment of the need or problem) présents evidence of a need

and how the project is designed to address it. Most funding
agencies and the reviewers who read and judge grant propos-
als assign considerable weight to the need statement, so you
should establish a significant need aligned with funding
agency priotities. The needs statement is most convincing
- when it presents current dafa on the extent of the problem
“in the national and local contexts; information and citation
" from the current professional figerature a_nd news media
documenting consensus on the urgency of the problem, and.
the extent to which the outcomes will support the funding
agency's priorities A proposal for research funding may focus
~ on establishing new knowledge and its broader inplications
for the evidence-based practice in special education, while a,
proposal for training funds may focus on the impact of addi-
tional personnel on services to students with exceptionalities
It is vital to establish a4 compelling rationale for the critical
problem that your project is designed to address if only the
fanding agency will provide some money. Although this is
the first section of the proposal, it cin generally be written
late in the process where it can be used to provide a rationale
and supporting evidence for the various components of the
pro;ect tofollow. -

-5, Secure support letters.and institutional permissions
<eagly. When the goals and objectives and action plan have
heen drafted, you should contact individuals and organiza-
- tions from whom some documentation is needed. Since it
may take time for the person or agency to accommodate your
request, the sooner this is done, the better to ensure every-
‘thing is available by the time the proposal must be assembled
and submitted. For support letters, make a personal contact
.. as early as you can with each potential supporter by email or
. telephone to. request the letter, then send them a one-page

abstract of the project with the program goals and benéfits to
them or the group they represent, You also may wish to at-
tach a draft letter outlining the points you need or want
them to make and suggesting they make whatever changes
they want; many supporters will simply copy this text onto
their letterhead and add a signature line. If some supporters
have written a support letter for a previous proposal, you may
send them a copy of the letter to update and send back to
you. For institutional approvals of research prdjects (such as
the Institutional Review Board [IRB] for the Protection. of
Human Subjects) or commitments to use of fagilities or
. equipment (such as desigii of a web site for the project or ac-
cess. to-the online learning management system), you should
contact the representative 1o get information abour the re-
. quest process and any applicable deadlines. In some cases,
_ such permissions may take several weeks; so be sure to com-
plete these tasks early on, especially when the funding agency
' _requ:res the approval to be submitted with the proposal.
'6. Obtain supporting documentation. Most, if not all,

-~ proposals will include appendices that contain documents

that offer additional information to support the proposal.
The most cominon documents include the following: (a) a
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o _'cumcu]um vitae or Tesume for aii key personnel ora detailed
- job description for key positions ta be hired after the grant is
-~ funded; (b) sample materials i be used in implementirig the
- project, such as course-syllabi-or internship manuals; (c)
“questionnaires or interview protocols for research; {d) lists of

specific.resources to be purchased; and (e) descriptions of
field sites. If you are using existing documents, it may be a
simple matter to collect them, but if you need to revise some:
documents or prepare new documents, you also may need to-
kriow whether review and approvals by others is tequited bee

_ fore they can be submltted with the proposal

How fo Prepare and Submlt a Proposai

The proposal is. a formal document that presents - the
project for the funding agency’s consideration. Grant writing
is like advertising--it focuses on persuading someone to pay
money for the project as the primary goal (Browning, 2014).

Getting and keeping the attention of the reviewers by includ-

ing the right level of detail and making the narrative interest-

" ing to read is another important goal for the grant. writer

(Yang, 2013). The well-written proposal describes the project
well enough for others to evaluate its chances of success and
uses- termmoiogy that matches language in the RFP (e.g.,
plan of action versus managemeént plan, scholars or trainees;
Bart, 2009): but docs fot overhyper the project, promise
more than ¢an be. delivered, or use jargon or ACTONYMS
(Jakob, Porter, Podoas, ]ohnson, & Vessey, 2010). To ensure
that the final proposal includes all information required by
the agency, it can be helpful to construct and follow a check:
list of required components and documentation (Karsh &
Fox, 2009), Here dre some suggest;om for w:ntmg a proposal
that is clearand easy to read.

i Appiy the KISS principle. You can prepare an effec'
tive proposal when you follow- the time-worn rule to” Keep It
Simple, Stupid.” Reviewers have multiple proposals: to read
and evaluate and generally only 2 brief period in which to get
it-all done, s0 you should make it as easy as possible for them
to find the information they need and understand how it
meets the funding agency’s-criteria. In general, you should
devote more narrative and greater detail to sections that can
earn higher points (e.g., if the problem/need statement is
worth 20 points and the evaluation plan is warth 10 points,
put more time and care into the first), You must make sure
that the reviewers have access to ALL the information they
need to understand ‘the project and evaluate the proposal
fairly and positively. Anticipate what reviewers might ask as
they are reading the proposal and include the answers to
them in the narrative; consider asking someone not familiar.
with the project to read the proposal and identify areas that
need clarification. When assembling materials to include in
appendices, stay focused. Identify what will matter inost to
revsewers when assigning points; trim resumes to address the
person's accomplishments most directly relevant to the
project, and reduce course syllabi to. include information,
such as learning outcomes, the sequence of required activi-

_ties, and a few key policies.

2. Use meaningful headings and subheadmgs. You
should incorporate headings and subheadings that guide the
teviewers through the narrative and assist them in identifying
the information they need to assess the project’s quality and
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o .imed in the REP or the criteria for evaluation. .

- sional lirerature; Use active, voice and basic vocabulary. and
C'sentence structure that. helps the reviewers to visualize par-
. ticipants engaging in activitics across the tinie sequence of

- events. Here are some. exampies 1t is easier for someone 0 -

. picture the project director maiimg out flyers than to know
what happens in djstnbunon of announcements or to imag-
ine the tesearch team using smartphones 1o record inter-

. views with graduates than o ‘undérstand 'what is meant by
technology-mediated evaiuanons. Watch out for long compli- -
= cated sentences, jargon or other- unfam;har terms, and un-

necessnry words adjective and adverbs. .

"4, Be mindful of page or character limits. Many fund-
mg agencies set page limits for the proposal narrative and ap- .

.- pendices that address paper submissions or electronic docu-
- ment submission) or character limits {for online:submission),
:The purpose of such limits is to ensure'a level playing field
forall participants and the project officer will delete or direct
reviewers to-ignore-any sections that go beyond th_ose limits,

- which can resule.in a'loss of points. Make note of page or
" character limits ' when planning the proposal. If your narra-
" tive. exceeds th ‘number of pages ‘or words specified by the

- funding agency, you can edit it by cutting out any extraneous
“words and replacing longer words with shorter ories (flyers
* rather than announcements), substitute acronyms for terms

{SWDs. for students with dtsabﬂ:tles) Mafxe every word

: -count‘ .
N T, Follow the submzssmn du'cctlons prc(:lsely The RFP
e outhnes how, when ‘and where the proposal must.be submit-

“lted ;md what components mu‘:t ke mcluded More and more '

'm't) require typmﬁ or copymﬁ and pqsnng mto rextboxe: as
well s uploading attachments in specific file formats. Read
- the guidelines carefully, and get technical assistance, if neces-

.-sary. If original signatures are needed on some documents,

make sure you know how they can be transmitted. For online
submissions, you should target a day before the final duc
~date so.you have enough tme to resolve any problems that

. -occur during the submission process. Before you put the en-

velope in the mail or hit the online Submit button, check all

“components one last time to make sure all documentation is

included in the correct order or location. .

- "What to Do After Proposal Submission

| Writing the proposal is juse the begmnmg—«not the end.

_ :.\‘i’hen 2-proposal is funded, there are many complex tasks to

. vomplete from negotiating the final award to implementing
‘the project (Quick & New, 2000). When a proposal is not

funded, there is the next proposal to write, using teviewer

scores and comments to iniprove the contents (Markin,
.2013) Re;ecuon is inevitable at some point in a grant writing

36 ' _ Volume 23, Number 2

ahgnment w:th agemsf pnorctses. Where poss:bie, you should -
- use the titles of the components identified by the funding
L apency as: essentnl for. the propmal or forwhich polnts will -
‘be awarded so the reviéwers can find the information quickly *
-and easily, For the headings and sub 1eadmgs, you should,
‘choose wording that reflects the required” components qut-

: 3, Write in a. dlrect, concise st\;ic, .erte inaway t hat s
_-j _;__orgamzed Togical, suceinct, and of course, persuasive, sup-.
“ . porting key-points with appropmte ‘eferences to the profes..

- -career and should be seen as an essential s stcp in the process .
+ that [éads to a successful funded proposal (Henson, 2003). .~
- Here are some suggestions for partimpmng inthe Teview 'md o
. ;approvfli process. -

" 1. Be patient wh;le yOUu wait. The time from submlss:on

of the proposal ‘to_the notice of the award can be many .

months, so you need to find other actjvities to occupy their

~.time while waiting to hear whether your project has been .
~funded. There may be activities that can be completed prior
.10 fund;ng, that will enable you to get the project up and run-

ning more quickly 1f funded or write an improved propo:,al if

not funded. Or, you can spend some time searching for aler- -
-nate sources of support.from your own institution or ot‘ner
- funding agencies to assist in 1mpicmentmg the project.

2. Agree to make changes if needed, If the funding
agency initiates a negotiation process and offets to fund the.
project contingent upon making specific changes recom-
mended by the reviewers or mandates reductions in specific

_budget items or the total funding amount, be open to
change, When. you are contacted by the program officer, fis: -
ten carefully to' the suggestions, be accommodating in mak-
ing modifications to your action plan'or budget, and focus =~

- on securing the funding rather than getting your own way,

The best proposal is the funded proposal—not only do you
pet to implement the project but you also have a funded
grant to'use as evidence to support your skills when writing
future proposals. :
3. Celebrate success! It is no small achievément o have a -
proposal rated highly and a projectreceive funding, no mat

ter the amount, Many successful grant writers have estab- |

lishied rituals to relish the satisfaction of achieving the goal. If
you are hucky enuugh to get notification of a grant award
from the funding agency, break out the champagne (or other
special beverage), treat yourself to a favorite meal at home or

-in a restaurant, or take some time off for a fun activity to en-

joy the rewards of all your hard work. Or, if you had collabo-

rators in preparing the proposal, invite them to a celebratory

event. And don’t forget to thank anyone whao served as a
mentor or provided other key assistance to you during pro-
posal development and submission.

4. Get down to business. With confirmation of funding
comes the expectation that the project will be implemented as
outlined in the proposal. I you are like most grant writers, you
have planned to accomplish a lot with limited resources and in
a short timeline. There will be much to do to get the project
up and running and moving o 2 successful outcome, so plot a
new timeline based on the action plan and start working.

- .5. Learn {rom your tmistakes. Even when a proposal is

‘not funded, it is a valuable learning experionce, Whether this

is your first attempt at writing a grant proposal or you are an
experienced grant writer with 2 history of multiple funded
projects, whenever you submit a proposal to a new competi-
tion, it may take you some time to find the best way to march
project goals and agency priorities to secure funds. The feed-
back provided by reviewers is a valuable resource that can be
used when preparing future proposals for the same project as
well as for other projects. Whether you intend o revise and

-submit the same proposal for the next funding cycle in the

same competition or you plan to develop a different proposat
for another competition, you can learn a lot from the
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