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At-a-Glance Planning Guide 
 

Step 1: Talk with your campus grants office 

 Describe your specific needs. 
 Target likely funding sources and due dates. 
 Identify possible internal funding. 
 Clarify your school's priorities and strategic plan to demonstrate your project's 

value in the big picture. 
 Find out how the grant planning and approval process works in your institution. 
 Identify tasks you must do and help the grants staff provides. 

 
Step 2: Form a grant project team (divide and conquer) 

 Identify the "lead" person responsible for grant activities.  

 Include others who offer skills for "nuts and bolts" preparation: research, persuasive 
writing, proofing, letter of support contacts, budgeting, formatting, and other 
resources.  

 Keep the total number of hands-on participants small (3-4 people).  

 Designate internal support staff and signature approvers as project advisors to 
ensure they are appropriately involved and informed from the start.  

 Circulate brief, general information to keep communications open and build 
grassroots support and understanding among other members of your department.  

 Give colleagues opportunities to offer preliminary input about critical needs and 
proposed activities.  

 Build in ways to maintain enthusiasm and generate everyone's support through 
regular communication channels.  
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Step 3: Organize and focus your game plan 

 Announce your team leader, members, and advisors.  

 Hold an initial face-to-face meeting to give everyone background information and 
determine roles and assignments through the grant planning process. 

 Invite key people who can support or must give their approval: Grants office, 
administrator(s), technology support staff, and a Pearson representative, if 
appropriate. 

 Brainstorm and draft a short working title and purpose for the project. 

 Establish a flowchart with a timeline for tasks, assignments, and checkpoints. 

 Develop regular communication processes for continuous follow-up. 

 Determine specific background information needed and where to get the latest data 
quickly: college demographics, student performance, faculty characteristics, trends 
and issues, technology capability, indicators of needs, and readiness to conduct the 
project. 

 
 

Step 4: Do your homework (What do I have? What do I need to have?) 

 Collect standard boilerplate information about student demographics, institutional 
purpose, and strategic plan. 

 Look at a similar grant proposal that received funding.  

o Read abstracts of federally funded projects. 

o Ask your grants office staff. 

o Ask faculty from other colleges. 

 Target multiple grant sources, but make sure your project matches their present 
funding priorities. 

 Keep a reference file with current relevant research citations that justify your 
objectives and strategies. 

 Stockpile existing data. Know how to get quick access to data like:  

o Course retention rates 

o Grade distributions 
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o Completion rates 

o Variations in patterns of success by student demographics 

o Performance comparisons year-to-year and/or with other peer institutions 

 Agree on short, bulleted answers to the important key questions required in every 
grant plan:  

o Who will be involved and how many? (faculty and students) 

o What do we need and why? 

o How will the impact be measured? 

o What role will internal and external supporters play as important partners 
for our success? 

o Can others replicate our model under similar circumstances? 

o Why will our results be significant? 

 

Step 5: Visualize your project using a grant story map 

 Create a "grant story map" — a diagram of what you plan to do and how — to keep 
a visual of the project concept in everyone's minds. 

 Use the grant story map to share the total picture easily with others when you ask 
for help, approval or support letters. 

 Refer to the map whenever the team gets stuck. 

 Use it to store reminders of things that need more discussion. 

 Match sections of the Request for Proposal to boxes in the grant story map. 

 Use it to estimate types of resources (materials, staff, release time, technology, and 
space) and dollars you may need to implement the project. 

 


