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How to Write

'GRANTS:

The Best Kept Secret in the School Business

ECHNOLOGY IS EXPENSIVE —

making innovation beyond the

reach of most school budgets.
And since constant improvement
requires continuous funding, how do
school districts, buildings or classroom

teachers fund the products they need to

improve student learning? The answer is

through external grants. But grants

require applications, and few, if any, col-
leges or graduate programs have courses -

or workshops that teach educators how

to write grants; consequently, few profes-

sors can write them successfully.
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While rural schools have too few

" people doing too many jobs, urban and

suburban schools are often shrouded in
frustrating bureaucracy. Despite these
challengés, well-written external grant
funding can make a big difference in
technology access, updates and instruc-

tional innovation.

Systems Approach to
Grant Applications

Grant opportunities have many
things in common: The grant
announcements come at the busiest
time of year, the timeline is always short
and the applications are complex. In
addition, the documentation you need ‘ .

is never readily available and nobody

~ wants to do it. And even after all the

work, the chance of getting the funding
is still low since nobody really knows
how to write a grant properly.
However, applying for grants can be
a beneficial experience so long as the
grant writer learns-a few vital skills.
First, it should be known that the most
important stage in a sticcessful grant
writing system’s development begins -
before one word is ever written. I rec-
ommend putting simple tools and sys-
tems in place that let members of a
grant writing team add what only they
can, whenever they have the time and

opportunity to do so.
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Action Summary Page

The first step is developing an action
summary page, which usually can be
done by a secretary who takes all the
important submission information from
the REP and puts it onto one page. This
i_riformation _‘Shou.ld include the project

name; submission due date and time;

days remaining until the due date; mail-

ing address to submit application; prior

notification date and contact; number
(of copies; preferred font, margins and
spacing; page limit and location of page
numbers; preferences and eligibility
requirements; restrictions on grant
money use; goals of the funding; accept-
able uses of grant money; and require-
ments for signatures and assurances. J
Everyone associated with the grant
application should then build a folder

on his or her workstation labeled with
the grant name. This action summary
page should be the first document

stored in that project folder. From this

"point forward, everyone associated with

the grant application should know all of
the important particulars associated -
with the correct and timely submission
of the proposal. The coordinator of the

grant writing team is.responsible for
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keeping track of the date and days left
until the grant’s submission deadline. As
a rule of thumb, use a boldface font for
key terms, because the more important

the particular, the larger the font size

“should be on the action suminary page.

Each member of the team also must
be focused on what the grant will and
will not fund each time he or she opens
the file to write. In addition, anyone who
is required to provide an assurance or
signature for the grant must be told that
the application is being developed and
will require his or her immediate atten-
tion when it is completed. The goal is to
ensure that there are no surprises for

district superintendents or treasurers.

Vocabulary Highlight Page-

The leader of the grant writing team
needs to construct a vocabulary high-
light page. The leader must also review
the REP for all terms and phrases that
characterize the goals and expectations’
of the funding. This page should be
taped next to any computer being used
to write the grant application. Make
sure to use the same vocabulary for the
grant REP that you use for the grant
application, Bécause this vocébulary will
appear in any evaluation form used to
review the éppli¢ation. Terms and
phrases like the ones below should make
up a vocabulary highlight page:

+ Enhance student leafning

* Real-world examples

* Hands-on student activities

+ Integrating technology into teaching
and learning '

* Technologically literate ‘

+ Student access to information tech-
nology in classrooms, schools, com-
munities and homes

+ "Achieve high academic standards

+ Multimedia and digital content

. Netwbrked applications

Writing Tips

All grant applications are evaluated .
by an individual or a team of readers.
The people dbing this evaluation have
preferred learning styles, but they all
appreciate clarity since a clear applica-

tion invites enthusiasm in the evalua-

- tion process. The following are some

writing tips to help improve clarity:
Name the project. For instance, a
grant that sought funding for digitally
supported lesson development was
named “Project Lesson Builder” This
project name should be used to begin
many of the sentences in the application.
Take the position of the grant reader.
Put yourself in the role of the grant read-
er, not the writer. Too many grant writers
choose to tell their story instead of con-
sidering what the reader is looking for.

. Write the abstract last from copied
text. Cut and paste appropriate sentences
from the text to build the abstract. This
will help ensure that the abstract actually
reflects sections of the manuscript.

Avoid personal pronouns. Use the
project’s name instead of using “we.”

Use semicolons and numbers for
clarity. Rather than use commas to sep-
arate lists, use semicolons and numbers -
to help part lists for easier reading.

Use short sentences to clarify. Edit
out long sentences and construct short-

er, more high-impact sentences.

Use white space and graphics in the .
. text for clarity. A common mistake is to

use as much space on the page as possi-

ble for content; instead, indent for
emphasis. Also, something as simple as
placing a reduced grai)hic in the text
often helps a visual reviewer better
understand the vision of the project.
Connect goals with objectives,
actions, tools, the budget and the evalu-

atiori. Each goal has objectives; objectives

have actions; and these actions require
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tools. The budget pays for the actions
and tools, while the evaluation is orga-
nized around the objectives. Be sure to
make these connections clear in the fext.
» Create action teams, as well as
phases or stages to implement the
grant. Any team in a grantr is more
impressive to a reader if it is called an
“action team.” Proposals that are con-
structed to reflect phases or stages
make implementation seem more

thoughtful and likely to succeed..

“Comb the text” as new text is writ-

ten to ensure continuity and clarity.
When the online template-is used to
create the text, the author can review
prior segments of the grant text to make
sure one section connects with another.
Start a new writing session by reviewing
what has alreédy been written.

Group edit the text using a projec-
tor and individual Jaser pointers.
Project the graﬁt’s text on a screen or
wall, and then give the editing team
laser pointers to review the manuscript.
Also, assign someone the sole, yet

important, task of inputting changes.

A systemic approach to writing grant-
applications saves time and energy. It
also encourages district personnel with
specific skills to make contributions to
the text without the use of wasteful
meetings. Finally, once the grant is
funded, everyone will know what the )
money is for and what the plan is for

spending it wisely. THE

jAgrarifv.vritir']Q _resourdefrpr_n o
Telex COfr;m;uniéation's,'inc{ud_ing G
 ateam-based approach totackling
the four stages of»gvrant Writihg and:
" a 327stép,pr6ceéé for cqm'ple’tin‘g o
the grant, can be foUnd'c'_)nli_né at
 wiwwitelex.com/education/grants.




