
TECM 4100 — Writing Grants and Proposals 

Course Description 

Writing Grants and Proposals is an advanced study of technical writing that provides students 
with a foundation in grant seeking and persuasive writing. Students will learn each component 
of the granting process, including identifying appropriate funding streams, developing fundable 
themes, writing a specific work plan and budget, and understanding the grant review process. 
Coursework will involve readings, request for proposal analyses, writing and editing proposals, 
and workshops. Opportunities for granting in conjunction with UNT researchers or community 
members will be available.  

By the end of the course you should be able to 

• understand how grant and proposal funding is requested and given within a university 
and industry setting; 

• locate and assess funding opportunities such as RFPs; 
• write persuasive grant and proposal projects for various audiences, purposes, and 

rhetorical situations; 
• edit grants and proposals to ensure they answer funding opportunities and persuade 

audiences. 

Required Texts 

The required texts for this course are 

Cleland, Jane K. Business Writing for Results: How to Create a Sense of Urgency and Increase 
Response to All of Your Business Communications. McGraw-Hill. 2003. 

Freed, Richard C., Freed, Shervin, & Romano, Joe. Writing Winning Business Proposals: Your 
Guide to Landing the Client, Making the Sale, and Persuading the Boss. McGraw-Hill. 3rd 
edition, 2011.  

Supplemental readings will be linked off the course Web site. 

Course Assignments 

The course assignments are designed to provide you with the opportunity to demonstrate and 
develop your writing abilities and increase in complexity. Below is a list of the major 
assignments you will complete in this course and their grade weights. Please note that these 
are brief overviews of the assignments; complete details with deadlines and grading rubrics will 
be provided in class. 

Job Analysis (10%) 

For this assignment, you’ll compare and analyze the differences and similarities between a grant 
writer and a proposal writer. You will need to find at least two job descriptions for grant writers 
and two job descriptions for proposal writers. Tailor this research to a desired geographical 



location or an industry you’d like to work in. Then in a memo to me, summarizes the desired 
skills, salary, location, etc. of these ads. Note any interesting patterns you see (i.e., the same 
qualification included in all four ads). The memo should also include a narrative about your 
future career and how skills in proposal and/or grant writing might fit into your average 
workday. Submit the memo and job ads at the beginning of the designated class period. 

Scholarship Analysis (10%) 

Using the provided RFP (Request for Proposal) and evaluation criteria, read and analyze three 
provided applications submitted for STC’s Traditional Education Scholarship. Your analysis 
should be in memo format and based on your current understanding of granting. I'm not 
expecting you to be master grant analyzers (yet), but I want to read how you apply the 
concepts of organization (Chapter 1), baseline logic (Chapter 2), and how persuasive the 
researcher makes his or her case. Some of these scholarships were funded, some were not. You 
should make a case for why you think each was funded or denied. The analysis should be no 
more than 2 single-spaced pages and includes your evaluation of all three applications. Do not 
write a two-page analysis for each grant.  

Academic Grant (25%) 

This assignment is designed to enhance your employment marketability, whether you desire a 
career in the private sector or to continue in higher education. You will write a proposal based 
on an actual academic-themed grant opportunity, which includes scholarships; internships; or 
graduate, medical, or law school applications. I will direct you toward a variety of possible 
opportunities, but use your research skills to identify other suitable funding streams. Submit a 
copy of the RFP with your final application. 

RFP Analysis (15%) 

In a 3-4-person team, analyze the assigned RFP. Next, your team will distill the vital information 
of the RFP into a short, comprehensible document. Your audience for this assignment is a group 
of researchers who will each be submitting a grant to the targeted funding stream. 

Business Plan Analysis (10%) 

Using the provided evaluation criteria, read and analyze three provided business plans. Your 
analysis should be in memo format and based on your current understanding of granting. The 
analysis should be no more than 2 single-spaced pages and includes your evaluation of all three 
applications. Do not write a two-page analysis for each grant.  

Micro Business Plan (30%)  

A micro-business is a type of small business, often unregistered, having five or fewer 
employees, and requiring seed capital of no more than $50,000 (though the average mircoloan 
is $13,000). Over the last few years micro-loans have catered to women, low-income, and 
minority entrepreneurs, but the recent economic downturn and low interests rates have led to a 
universal boom in new micro-businesses. Like all business loans, micro-loan applications require 
prospective entrepreneurs to submit a solid business plan that includes financial projections. 

For this assignment, you will write a business plan for your own micro-business. Because of the 
funding limitations, your business must be relatively small in scope. You may choose to sell any 



type of good, such as homemade jewelry from a mall kiosk, or service, such as a Web-based 
freelance editing business. 

Your business plan must include an executive summary, market analysis, company description, 
as well as discussion of the organization and management, marketing and sales management, 
service or product line, and funding request. Do not submit your personal financial information 
but understand that it is a required convention of the business plan genre. 

Grading Scale 

The following criteria serve as general guidelines for all assignments submitted in this course. 
Please take the time to familiarize yourself with these guidelines.  

"A" (90-100%): A manager would be very impressed and would remember the work when a 
promotion is discussed. In this course, that means work that is a pleasure to read, with 
excellent content, grammar, sentence structure, mechanics, and visual design. In addition, work 
is thorough, complete, coherent, well organized, supported sufficiently, and demonstrates a 
superior understanding of audience, purpose, and rationale.  

"B" (80-89%): A manager would be satisfied with the job, but not especially impressed. This 
means that papers are well written and well produced, and demonstrate a substantial addition 
to the learning process. Work is sufficiently developed, organized, and supported, and 
demonstrates a solid understanding of audience, purpose, and rationale.  

"C" (70-79%): A manager would be disappointed and ask you to revise or rewrite sections 
before allowing clients and others to see the work. In other words, the paper may have clear, 
but underdeveloped ideas, or the paper might not engage or affect the reader. The paper may 
contain some errors in grammar, mechanics, or logic.  

"D" (60-69%): A manager would be troubled by the poor quality of work. This level of work 
forces the reader to work too hard to understand the main ideas. The paper may contain 
incomplete information, have serious grammar and mechanical problems, lack clear 
organization, or be conceptually unclear.  

"F" (0-59%): A manager would start looking for someone to replace you. In particular, work 
fails to address the tasks of the assignment, is so underdeveloped as to demonstrate 
incompetence, and is mechanically and grammatically incomprehensible. This grade will also be 
assigned for any evidence of plagiarism.  

Course Schedule 

The following course schedule is subject to change pending our progress this semester. 

Class Date Discussion Topic Readings Due Assignments Due 

August 29 Introduction to the course, 
Engrade registration, 
review Job Analysis 
assignment 

  



September 5 Understanding generic 
structure logic of grants 
and proposals, Word 
tutorial  

Introduction, Chapter 
1 (Freed); Chapter 1 
(Cleland) 

Bring job ads for 
analysis assignment 
to class 

September 10 Understanding the baseline 
logic, review scholarship 
analysis assignment 

Chapter 2 (Freed); 
Chapter 2 (Cleland) 

Job analysis 

September 12 Aligning the baseline logic, 
writing scholarships and 
personal statements 

Chapter 3 (Freed); 
Eaton, “Personal 
Statements”  

 

September 17 Using measurable results 
orientation, overview of 
library’s grant databases, 
review academic grants 
assignment 

Chapter 4 (Freed), 
Locker “Building 
Goodwill” 

Scholarship analysis 

September 19 Guest speaker Chapter 5 (Freed), 
Chapter 3 (Cleland) 

 

September 24 Using logic trees to 
construct your 
methodology, workshop 
preparation 

Chapters 4, 5 
(Cleland) 

 

September 26 Academic grant workshop  Academic grant 
(draft) 

October 1 Preparing for the Green 
Team Review 

Chapter 8 (Freed); 
Chapters 6 and 7 
(Cleland) – skim with 
purpose 

 

October 3 Green Team Reviews (12)   

October 8 Green Team Reviews (12)   

October 10 Working as an academic 
grant writer, Guest 
Speaker, Review RFP 
analysis assignment 

Grove article Academic grant 

October 15 RFP analysis techniques: 
distilling information, 
organizational patterns; 
working as a team 

Chapter 6 and 
Appendix G (Freed) 

 

October 17 Working on your writing: Chapter 7 (Freed)  



where you started, where 
you are now, and where 
you need to be, Working 
with PDFs 

October 22 Intro to small business 
plan, review business plan 
assignment 

 RFP analysis 

October 24 Guest Speaker Chapter 9 (Freed)  

October 29 Into to feasibility studies, 
proposals versus reports, 
market analyses in 
business plans 

Chapter 10 (Freed), 
"Writing A Business 
Plan" plus sample 
docs (from sba.gov);  

 

October 31 Marketing plans in 
business plans, sales 
proposals 

Chapter 11 ( Freed); 
Bennett, 
“Crowdfunding 101” 
England article 

 

November 5 Granting in the sciences, 
technical proposals, 
biographical sketches, 
drafting budgets, direct 
versus indirect costs, 
tutorial on UNT's Budget 
Builder 

Chapter 12 (Freed) Business plan analysis 

November 7 Document design and 
instructional graphics 

Chapter  13 (Freed)  

November 12 Intro to granting for 
nonprofits Discussion of 
nonprofit grants 

Backer, Munger, and 
VanZant articles 

 

 

November 14 Dealing with rejection and 
planning the revision  
interpreting reviewer 
comments, 

  

November 19 For-hire granting services 
and software, PTC MA 
Recruitment 

Visit www.bplans.com 
This website proposes 
to show example biz 
plans and sell grant 
writing software. 
Read these critically—
we'll chat about their 
usefulness, read 

 



Dunlop, Murphy, and 
Ward articles 

November 21 Business plan workshop   

November 26 Careers in grant writing, 
payment rates, grant 
writing professional 
organizations, book 
proposals 

Chapter 8, Appendix 
A (Cleland) 

 

November 28 Business plan workshop  Business plan (draft) 

December 3 Green Team Reviews (12)   

December 5 Green Team Reviews (12)   

December 10 FINAL EXAM– 1:30-3:30pm  Business plan 

Course Policies 

These policies provide you with the formal regulations governing this course. Submission of 
your first assignment indicates you have read, understood, and agreed to these policies. 

Attendance 

Your presence in this course is mandatory not optional. I take roll at the beginning of each 
class. 

Any student who accumulates more than 3 absences during the semester will have his/her 
overall course grade lowered one letter.  

Any student who accumulates 6 absences during the semester will be dropped from the course 
via a formal written request to the college dean. You will be notified at absence #5 that a drop 
is pending. If you have missed 6 classes, you have missed 20% of the semester. You will not 
have received sufficient exposure to the material to meet the goals and learning outcomes of 
the course.  

Lates (tardies): These may be logged and can result in a lowered grade should they begin to 
accumulate. If, for example, a participation grade or quiz is given during the first 15 minutes 
and a student arrives late, a grade of zero (0) will be received for that assignment.  

Leaving Class: Any student who leaves before the class has ended without my prior approval 
will automatically receive an absence for that day.  

General Technology Requirements 
Computer Operations and Access Requirements 

As this is a senior-level course, you are expected to be familiar with the day-to-day operation of 
computers including email (and sending attachments) and standard software. If you need to 



develop your computer skills, please consider signing up for the courses offered by the 
Computer and Information Technology Center.  

You are also expected to have regular access to computing technology whether it be your 
computer at home or the computers provided by the Library. There are 14 computer labs on 
campus, including one 24-hour lab should the library be closed. 

Hardware and Disk Media Requirements 

It is your responsibility to ensure that the computer(s) and disk(s) you use are functional and 
that you have, in the case of technological failure, backed up your data.  

As a student at UNT, you can back up data, up to 25 GB, through SkyDrive. A corrupted disk or 
crashed hard drive does not constitute an excuse for late or unsubmitted work. If you need to 
bring electronic files to class, please email them to yourself as attachments or use the SkyDrive 
available through your EagleConnect account.  

Small USB storage units called "jump drives" or "pen drives" are an excellent alternative. See 
Amazon for more information or visit our local computer stores and/or large retailers to 
purchase portable memory starting at around $30.00.  

Email Requirement  

All students must have a valid UNT email address. You can forward your UNT email to your 
regular account (Hotmail, Yahoo, etc.), should you not wish to directly check your UNT account. 
It is also your responsibility to check your email regularly. I often use email to send class 
emails, including notices, updates, and advisories. 

Assignment Submission and Grading  
Format  

Assignments for this course are to be submitted on paper unless otherwise noted. I do not 
accept e-mailed assignments. Also, please do not arrive to class expecting to print your 
assignments. There is no guarantee that the lab printers are working or that they have paper or 
toner. 

Due Dates  

Hardcopy assignments are due at the beginning of the designated class period, unless specified 
otherwise. 

If you are absent the day an assignment is due, I will not accept any work via email. You must 
make arrangements with me to submit work before the deadline or put your work in my 
department mailbox, located on the third floor of the Auditorium building. You will lose one 
letter grade (or 10%) per calendar day late for major assignments. If extenuating 
circumstances apply, your work will be due the day after you return from your athletic event or 
the day after you attend the emergency appointment or funeral.  

You will fail the class if you do not attempt and submit ALL major assignments. Assignments 
more than a week (7 days) late automatically receive a grade of zero (0). It is your 

http://eagleconnect.unt.edu/


responsibility to turn in your work on time. Computer-related excuses will not be accepted as 
per the above technology requirements. 

Lastly, you may not use program templates (e.g., Word templates) to format any of your 
documents — these don't encourage you to learn the programs and generally result in dull, 
unpersuasive documents.  

Classroom Behavior 

It is expected that discussions will occur in the classroom; consequently, it is important to be 
respectful and listen to the instructor and your classmates.  

"Listening" does not include answering a cell phone, chatting to your neighbor, checking email, 
surfing the Internet, or reading the University Daily, USA Today, Sports Illustrated supplement 
or any other printed matter.  

Particularly, students who elect to surf the Internet rather than work on a class assignment or 
listen to the instructor/classmate will be asked to leave class and will be marked absent for that 
day.  

Your preparedness in this course also falls under the subject of classroom behavior. You are 
expected to come to every class period with your textbook and appropriate note-taking 
materials. Likewise, you are expected to have completed all the assigned readings and brought 
all assignments due during that class period.  

Academic Dishonesty  

Students caught cheating or plagiarizing will receive a "0" for that particular assignment. 
Additionally, the incident will be reported to the Dean of Students, who may impose further 
penalty. According to the UNT catalog, the term "cheating" includes, but is not limited to: a. use 
of any unauthorized assistance in taking quizzes, tests, or examinations; b. dependence upon 
the aid of sources beyond those authorized by the instructor in writing papers, preparing 
reports, solving problems, or carrying out other assignments; c. the acquisition, without 
permission, of tests or other academic material belonging to a faculty or staff member of the 
university; d. dual submission of a paper or project, or resubmission of a paper or project to a 
different class without express permission from the instructor(s); or e. any other act designed 
to give a student an unfair advantage.  

The term "plagiarism" includes, but is not limited to: a. the knowing or negligent use by 
paraphrase or direct quotation of the published or unpublished work of another person without 
full and clear acknowledgment; and b. the knowing or negligent unacknowledged use of 
materials prepared by another person or agency engaged in the selling of term papers or other 
academic materials. 

ADA Statement 

The University of North Texas makes reasonable academic accommodation for students with 
disabilities. Students seeking accommodation must first register with the Office of Disability 
Accommodation (ODA) to verify their eligibility. If a disability is verified, the ODA will provide 
you with an accommodation letter to be delivered to faculty to begin a private discussion 



regarding your specific needs in a course. You may request accommodations at any time, 
however, ODA notices of accommodation should be provided as early as possible in the 
semester to avoid any delay in implementation. Note that students must obtain a new letter of 
accommodation for every semester and must meet with each faculty member prior to 
implementation in each class. For additional information see the Office of Disability 
Accommodation website at http://www.unt.edu/oda. You may also contact them by phone at 
940.565.4323. 

Instructor Information 

Instructor: Dr. Ryan Boettger 

E-mail address: ryan [dot] boettger [at] unt [dot] edu  

Office number: AudB 314/317D 

Office hours: by appointment 

E-mail questions will be answered as promptly as possible. I usually respond within 24 hours. If 
you have not gotten a response from me within 48 hours of your e-mail, please contact me 
again. I am happy to set appointments for times outside of my office hours. However, please 
make sure you keep such appointments or, for courtesy's sake, give me notice via e-mail that 
you are canceling your appointment. 
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