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michael.steele@bsu.edu 
https://bsu.instructure.com/courses/165331 
Office hours: Thursday 2-3pm or by appt. 
765.285.5652
https://bsu.zoom.us/my/steele
Welcome! Everything you need to know about the course is contained in the sections below. I’m looking forward to working with you to explore the grant process and to learn more about your goals and ambitions in your program. You can find my introduction and other resources on Canvas. The most important thing that I want to convey in this statement is that while we have goals, objectives, and measurable outcomes for this course, this course is made up of humans coming together in a learning community. I encourage you to bring your whole selves to our work and our interactions. When aspects of your work or your life raise challenges to getting tasks done, you need additional guidance about the content of the course, or you’re stuck in some other way, please get in touch so we can discuss how best to support your needs and your growth as they relate to the course goals.
Course Information
Course Description
A background for reading and writing research and related grant proposals and final reports of the type encountered by practitioners in adult education, community education, curriculum, executive development, gerontology, and related subjects. Includes information and practice in reading and evaluating research proposals and reports, finding potential sources of grant support, reading and interpreting grant program guidelines, and writing a grant or research proposal in one of the academic pursuits listed here. Individual and group instructional procedures will be used.

Course Objectives
While everyone is likely to take different ideas and experiences away from our interactions together, I propose the following as a set of shared goals for our work this semester:
Overarching goal: Develop an idea for a grant funding proposal, write a sample proposal, and provide feedback to others.
1. Identify a proposal idea for developing a competitive grant proposal.
2. Explore potential funding agencies in support of the proposal idea.
3. Develop needs, goals, and objectives statements.
4. Prepare method sections.
5. Write an evaluation component.
6. Explore ways to sustain the project.
7. Develop the project budget.
8. Prepare a statement about the organization and a proposal summary.
9. Provide feedback to others about their proposals.
10. Discuss post-award reporting, the audit process, and other concerns.
Course Modality/Structure
This is an online course with particular guidelines and targets for the pacing through the course. It is not self-paced and the goal is for us to engage as a learning community and give feedback to one another. To that end, my request is to stay on pace – or ahead – of the course calendar as best as you possibly can.
Course Time Commitment
Ball State expects that as students, you’ll spend approximately 2 hours of study time outside of class for every one hour in class. My aim is for you to spend about an hour, give or take, working through the Canvas materials each week. Consistent with Ball State policy, that means assignments, conversations, and other work will take up about 2 additional hours per week.
Course Materials
Two textbooks are required for the course. Other materials will be provided via the Canvas site.
Karsh, E. & Fox, A.S. (2019). The Only Grant-Writing Book You'll Ever Need (Fifth Edition). Basic Books. ISBN-10: 1541617819 ISBN-13: 978-1541617810
English, L., O'Neal-McElrath, T., & Kanter, L. (2025). Winning Grants: Step by Step (Sixth Edition). Jossey-Bass.  ISBN-13 978-1394321612 
Course Assignments and Assessments
Course Assignments
The course schedule is listed below by week. Weeks begin on Monday, with assignments to be completed by 8pm Eastern Time on Sunday unless otherwise specified. The specific parameters of each assignment, along with assessment guidance where appropriate, are located on the Canvas site.
The grant-writing process is one of continued feedback and refinement, and our approach to course assignments will reflect that. Unless otherwise specified, course assignments will reflect a revise until complete approach. You should expect for each assignment to receive feedback on your performance (from myself and from peers where appropriate). If that feedback includes a request to revise the element, please do so as soon as possible (preferably within a week). When you resubmit the revised assignment, be sure to briefly describe what you did to address the feedback. Assignments that don’t receive a request to revise and resubmit will be awarded full credit unless otherwise specified.
Course Weights and Grading Scale
	Letter Grade
	Range

	A
	100% - 94%

	 A-
	<94% - 90%

	  B+
	<90% - 87%

	B
	<87% - 84%

	 B-
	<84% - 80%

	  C+
	<80% - 77%

	C
	<77% - 74%

	 C-
	<74% - 70%

	  D+
	<70% - 67%

	D
	<67% - 64%

	 D-
	<64% - 61%

	F
	<61% - 0%






Course Schedule and Assignments
	Week
	Readings 
	Assignments 

	1 (05 January)
Introduction and Your Interests
	English et al., Introduction: An Overview of the Grant seeking Process
Karsh, Lesson 1: Who Am I? (and What in the World Do I Want to Do?)
	Post your Week 1 Reading Reflection
Complete the About Us activity
Brainstorm grant funding ideas for your proposal and be ready to begin Week 2 with your first idea about a proposal area.

	2 (12 January)
Identifying a Proposal Idea and a Funder
	English et al., Step 1: Developing a Proposal Idea that Serves your Mission
Karsh, Lesson 2: Wait a Second—What Is a Grant…and Where Do I Get One?
A Conversation with BSU SPA
	Post your Week 2 Reading Reflection
Complete the Proposal Idea: First Draft activity
As a part of the activity, post links to 2-3 funders and solicitations (if applicable) that would potentially fit your funding idea.

	3 (19 January)
Proposal Overview
Includes MLK holiday
	Karsh, Lesson 3: Making (Dollars and) Sense of Grant-Application Packages: What Grantmakers Want
Karsh, Lesson 4: Getting Ready to Write a Grant Proposal
	Post your Week 3 Reading Reflection
Complete your 1-2 page first draft Project Overview or Letter of Intent describing your project 

	4 (26 January)
The Writing Process
	Karsh, Lesson 5, Intangibles: Things They Never Tell You
Karsh, Lesson 6, Writing (Proposals) with Style: Twelve Basic Rules
	Post your Week 4 Reading Reflection
Give feedback on two of your colleagues’ Project Overview or Letter of Intent postings

	5 (02 February)
The Problem Statement
	English et al., Step 2: Write a Compelling Problem Statement
Karsh, Lesson 7: Identifying and Documenting the Need
	Post your Week 5 Reading Reflection
Create a Needs Statement 

	6 (09 February)
Goals and Objectives, Part 1
	English et al., Step 3: Define Clear Goals, Objectives, and Strategies

	Post your Week 6 Reading Reflection
Complete a first draft Goals and Objectives document and describe how it connects to your Project Overview

	7 (16 February)
Goals and Objectives, Part 2
	Karsh, Lesson 8: Goals and Objectives: What Do You Hope to Achieve If You Get the Money?
	Post your Week 7 Reading Reflection
Give feedback on two of your colleagues’ Goals and Objectives document



	8 (23 February)
Project Activities and Method, 
Part 1

	Karsh, Lesson 9: Developing and  Presenting a Winning Program
A Conversation with BSU SPA
	Post your Week 8 Reading Reflection
Revise your Goals and Objectives table based on the feedback
Develop a first draft of your Project Activities, which should link the Goals and Objectives to the Method

	Week of 02 March – Spring Break

	9 (09 March)
Project Activities and Method, 
Part 2
	English et al., Step 4: Prepare the Evaluation Component
Karsh, Lesson 10: Finding Partners and Building Coalitions
	Post your Week 9 Reading Reflection
Give feedback on two of your colleagues’ Project Activities 
Post a first draft of your Evaluation component, including a statement about how it is distinct from the Project Activities

	10 (16 March)
Evaluation
	Karsh, Lesson 11: The Evaluation Plan: How can you be sure if your program worked
	Post your Week 10 Reading Reflection
Give feedback on two of your colleagues’ Evaluation components
Revise your own Evaluation component after receiving feedback

	11 (23 March)
Sustainability and 
Your Pitch
	English et al., Step 6: Develop a statement of sustainability
Karsh, Lesson 13: How will you continue the program when the grant funds run out?
	Post your Week 11 Reading Reflection
Post your Sustainability Strategy in the discussion board. Describe where in your proposal narrative the Sustainability Strategy is included.
Schedule a 30-minute mock program officer call with me via Zoom

	12 (30 March)
Budget, 
Part 1 
	English et al., Step 7: Develop the proposal budget
A Conversation with BSU SPA

	Post your Week 12 Reading Reflection
Write a Budget Narrative that describes the categories of expenditures your proposal will need. Estimate top-line costs on the budget narrative.

	13 (06 April)
Budget, 
Part 2
	Karsh, Lesson 12: The Budget: How much will it cost… and is the cost reasonable?
	Post your Week 13 Reading Reflection
Review the Budget Narrative of at least two peers and provide comments as appropriate.
Revise your Budget Narrative based on instructor feedback. Include top-line costs for each category and estimates for subcategories.



	14 (13 April)
CV and Appendices
	English et al., Step 5: Write the organization background component
English et al., Step 8: Write the proposal summary
Karsh, Lesson 15: Front and back: The cover page or cover letter, the abstract, the table of contents, and the appendix
	Post your Week 14 Reading Reflection
Assemble and post all your Supporting Documents, including CV and appendices.
Prepare your Full Proposal Package as a single file and post.

	15 (20 April)
Submitting the Proposal Package and Merit Review
	English et al., Step 9: Submit the application
Karsh, Lesson 17: So know you know – What next?
A Conversation with BSU SPA
	Post your Week 15 Reading Reflection
Read the three proposal packages assigned to you and complete the Merit Review Form for each one. 
(Complete by 27 April)

	Finals 
(27 April)
	None
	Make any necessary edits to the proposal package and submit your final copy by 5pm on Wed. 29 April.



Course Statements and Policies
Participation Policy
· This course is designed with weekly activities, online discussions, peer feedback, and other forms of regular collaboration and communication.
· Please sign into the course 3-4 times a week to check discussions and contribute to them. 
· Communication will take place using Canvas and official Ball State email accounts. 
Please attend to those communication channels regularly.
Feedback Policy
· As a faculty member, my goal is to respond to your emails within 24 hours. Aspects of my schedule or the complexity of your question may require extra time during certain times.
· I am an active researcher, district partner, and officer in my professional community. This work frequently takes me on the road. While I have access to email almost all the time when I travel, responses may come at unusual times or day or be delayed.
· I will read all discussion posts but I may not respond personally to comment.
· I will provide you with feedback on assignments generally within the next week.
· Contact me directly if you have questions or concerns about class performance or assignments.
Assignment Policies
This course is set up such that peer feedback on the previous week’s work helps you make progress on the next task. As such, it’s important for you and the work of your colleagues to turn assignments in early or on time.
· All assignments are due by 8pm Eastern time on the Sunday of the week they appear on the syllabus, unless otherwise specified.
· If you anticipate a delay in submitting an assignment, please notify me before the assignment due date and time (and with reasonable lead time to respond if needed).
· Unless otherwise specified, our assignments take a revise until complete approach.
· If an assignment is turned in late and I have not heard from you, I reserve the right to enact a penalty on the assignment appropriate to the delay and the scale of the assigned task.
· Please submit assignments as Word documents or PDFs unless otherwise specified in the assignment. 
Grading Policy
It is my policy that appropriate evaluation of your academic performance is an integral part of your learning experience. In the absence of mistake, fraud, bad faith or incompetence, I will be the key decision-maker on the assignment of grades. For information concerning grade appeals, consult the Ball State website.
Artificial Intelligence
 (Dr. Steele’s policy, adapted from this policy which he co-authored)
AI, especially generative models such as ChatGPT, will be used more and more extensively to aid writers and researchers. Such tools can be significant assets to authors for various applications, including synthesizing ideas, analyzing and summarizing data, identifying potential gaps in arguments, and improving the readability and accessibility of document text (beyond basic stylistic editing such as grammar and spelling). When using AI to generate, modify, or assist in creating content for a document for this class, you should acknowledge and distinguish between human and AI contributions. Documents or posts that leverage AI for writing assistance should explicitly mention the role AI played and identify the specific facets of the manuscript in which AI was used. Please list out specific steps detailing how you used AI. For instance:
· Portions of this literature review section were generated with the assistance of OpenAI’s GPT-4 model. AI was used to identify major themes in the literature.
· An AI was used to clarify key intellectual points of the final narrative to ensure the language is in accordance with the grant submission authority’s standards.
This acknowledgment offers transparency regarding the source of the content and allows all of us to appreciate the blend of human expertise and computational support that went into the document. 

University Policies
University Statement
We are committed to ensuring that all members of the community are welcome, through valuing the various experiences and worldviews represented at Ball State and among those we serve. We promote a culture of respect and civil discourse as expressed in our Beneficence Pledge and through university resources found here.
Disability Statement
If you need course adaptations or accommodations because of a disability, please contact the instructor of record as soon as possible. Ball State's Disability Services office coordinates services for students with disabilities; documentation of a disability needs to be on file in that office before any accommodations can be provided. Disability Services can be contacted at 765-285-5293 or dsd@bsu.edu.
Attendance
Your regular participation and timeliness are important to your academic success. In online courses, this takes the form of participation in discussion via forums, chat, and other electronic means provided. As this is an online course, it is up to every student to stay on track and not fall behind. You must be self-motivated and disciplined to meet all due dates. Developing a routine is essential. All assignments are expected to be submitted by a specific time and date. Assignments submitted late may be subject to a reduction in points or no points at all. You may only submit assignments late with my permission.
Attendance in Ball State University online classes is measured by your active participation in course activities at least once each week. Be sure to complete your coursework as assigned to ensure you are recorded as attending the course. You must be constantly aware of the deadlines and meet those deadlines. This is not an independent study course, so you must work along at the pace set for the course, particularly since several assignments require real-time peer feedback.  You may work ahead as modules are made available with the understanding that this may require additional revisions. 
Ball State Academic Ethics
Honesty, trust, and personal responsibility are fundamental attributes of the university community. Academic dishonesty and other forms of academic misconduct threaten the foundation of an institution dedicated to the pursuit of knowledge and will not be tolerated. To maintain its credibility and reputation, and to equitably assign evaluations of scholastic and creative performance, Ball State University is committed to maintaining a climate that upholds and values the highest standards of academic integrity. Visit the VPAA’s academic integrity website (Students tab) for resources on understanding academic integrity, citing sources properly, and avoiding inadvertent academic dishonesty. To learn about BSU’s academic integrity expectations and students’ rights, please read the University Student Academic Ethics Policy. 
Academic integrity violations include giving or receiving an unfair academic advantage (cheating), presenting someone else’s ideas or work as your own (plagiarism), and falsifying academic records. Unless otherwise indicated, you must work independently by yourself. Check with me if you are unsure whether something constitutes academic dishonesty. Examples of academic integrity violations include but are not limited to:  
· Using resources not authorized by the faculty member (including devices, AI tools, hidden notes, and open books) 
· Using commercial study websites to find answers to graded assignments (Chegg, Course Hero, StudyPool, OneClass, etc.). 
· Without the instructor’s written permission, giving away, buying, or selling graded assignments class notes, exams, study guides, or other course materials to other students or to third-party vendors (Course Hero, Chegg, 24HourAnswers, etc.).
· Working with another person on any assignment other than authorized group projects. 
· Sharing or allowing others to access your files, whether done with permission or not. 
· Reusing your own work from another semester, course, or section. 
· Sharing answers with others during exams (passing notes, texting, whispering, gesturing) 
· Discussing exam questions and answers with students who have not taken the exam. 
· Soliciting others to complete work for you.
Plagiarism Detection
The campus subscribes to Turnitin, a plagiarism prevention service, through Canvas. You may need to submit written assignments to Turnitin. Student work will be used for plagiarism detection and for no other purpose. The student may indicate in writing to the instructor that he/she refuses to participate in the plagiarism detection process, in which case the instructor can use other electronic means to verify the originality of their work.  
Canvas and Student Privacy
Canvas Accessibility
Canvas provides a user experience that is easy, simple, and intuitive. Special attention has been paid to making Canvas screen-readable. The Rich Content Editor encourages users to create accessible content pages (i.e. text formatting is accomplished using styles). Canvas is designed to allow limited customization of colors and schemes to be accessible for all users. The National Federation of the Blind granted Canvas the Gold Level Web Certification in 2010. 
Find more information by visiting the Canvas Voluntary Product Accessibility Template (VPAT). 
FERPA and Privacy
As a student, your educational records are considered confidential. Under FERPA (Family Educational Rights and Privacy Act), your records are confidential and protected. Under most circumstances, your records will not be released without your written and signed consent. However, some directory information may be released to third parties without your prior consent unless a written request to restrict this is on file. You can learn more about student rights to privacy by reading Ball State's FERPA and Privacy and Protection. 
Video Conferencing Recording
In this class, software may be used to record live class discussions. As a student in this class, your participation in live class discussions may be recorded. These recordings typically will be made available only to students enrolled in the class, to assist those who cannot attend the live session or to serve as a resource for those who would like to review content that was presented. Students who prefer to participate via audio only will be allowed to disable their video camera so only audio will be captured. Students who prefer to listen only must disable their audio capability and visual camera. If you have concerns, please discuss these options with me. 
Academic Support Services
The Learning Center
The Learning Center offers free Tutoring and Academic Coaching for many courses at Ball State. Students can make appointments for online (Zoom) or in-person (NQ 350) appointments. To make an appointment, visit myballstate.bsu.edu and click on “Navigate” in the Academic Tools section, or just go directly to bsu.navigate.eab.com. 
Testing accommodations for students with disabilities are available for students who have received the appropriate documentation from Disability Services. Tests may be administered in the Learning Center.   
Supplemental Instruction is available in select courses. If you have an SI leader for your course, that person will provide students with information the first week of school regarding weekly study sessions. For more information about Learning Center programming, visit bsu.edu/learningcenter or call 765-285-1006. Follow us on Instagram: BallStateLC. 
The Writing Center
All writers improve with practice and feedback, so as a student in this course, you are encouraged to use the Writing Center (in Robert Bell 295 during weekdays, Bracken Library First Floor West in the evenings, or online during any of our regularly scheduled hours) to get additional feedback on your writing. 
The Writing Center offers free planning, feedback, and accountability sessions (in person and online) to all students composing essays, reports, reflections, research projects, web content, lesson plans, slideshows, poster presentations, resumes, and other digital or print texts. To schedule a free appointment to discuss your writing, go to bsu.edu/writingcenter. Online and in-person appointments are available; however, plan ahead because appointments book quickly!
The Basic Needs Hub
If you are having difficulty affording enough food, do not have a safe and reliable place to sleep, and/or experiencing an emergency or crisis, help is available through the Basic Needs Hub. The Basic Needs Hub has information, resources, and provides individualized support to students.  To talk with a supportive staff member about your experience, receive one on one assistance, or learn more about resources, you can submit a Basic Needs Assistance Form. 

The Counseling Center 
The Ball State University Counseling Center offers free and confidential services to all students. The Counseling Center is located in Lucina Hall, Room 320. To schedule an appointment, you can contact us at 765-285-1736. Ball State also offers a 24/7 Crisis Line, which can be reached at 765-285-HOPE (4673). The Crisis Line is a mental health resource for those who are struggling with any mental health concerns, including thoughts of self-harm and/or suicide. 
At the Ball State Counseling Center, we see students for a variety of reasons, some of which include homesickness, relationship concerns, anxiety, and depression. At your first appointment, you will work with a therapist to create a plan that will connect you with resources that best fit your needs. We assist students with getting connected to therapy at our Center as well as connecting students to self-help resources, other on-campus resources, and community-based resources. All Ball State students also have access to several on-demand, self-help resources through a variety of different platforms. All of these resources, including a direct link to our website, can be found here.
The Speaking Center  
The Speaking Center is a free resource available to all members of the BSU community wanting to improve their public speaking abilities. We offer personalized coaching designed to help you become a more confident and effective speaker. Our trained coaches provide constructive feedback and support throughout the entire speech preparation process, whether you are in the early stages of brainstorming ideas and organizing your thoughts, or you need to practice your delivery and refine your message.  
The Center is in the David Letterman Communication and Media Building, room 302. To schedule an appointment, please access us through your Navigate app or use this direct link to sign up for a time. Appointments are available both in person and on Zoom.  Appointments are available in person, on Zoom, and in virtual reality (VR) for those interested in practicing in an immersive speaking environment.
Subject to Change Statement
This syllabus and schedule are subject to change in the event of extenuating circumstances.  
