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1. Introduction

This document lists and discusses common oversights by Academy members in the preparation of applications for Academy of Distinguished Educators Educational Grants. 

Use this document as a supplement to the general instructions available on the Academy website (http://www.bcm.edu/fac-ed/academy/grants.html). 

As is the case with grant applications to NIH, you will receive constructive feedback from reviewers regardless of whether you receive a grant award. 
2. Common Errors of A General Nature

2.1. Proposal does not follow the grant application guidelines. 

· The guidelines for Academy grants list several components that must be included in a complete grant application. The review committee is required to evaluate each component of every grant application. Thus, the omission of a required section or subsection can lower the overall score and general competitiveness of a proposal. In more extreme cases, a proposal with serious omissions can be considered non-competitive or unfundable.

•
Within each section, all requested information must be included. For example, the narrative section should contain the following subsections: goals/objectives, proposed plan of work, applicant's  background and skills pertinent to the project, timeline and how the value of the proposed activity/project/travel will be  evaluated.

2.2. Proposal is difficult for reviewers to read or contains errors.

· Applications should be formatted using a standard font (e.g., Times or Arial) that is easy to read. Do not use font sizes smaller than 12. 

· When information is not presented in the order specified in the submission guidelines or is not clearly labeled, reviewers may have to “hunt” for required elements of the proposal. This is a risky strategy that may lead to key elements of your proposed project being missed by reviewers.

· First impressions count. Use a spell checker and have someone proofread your application for style, clarity and grammar. 

2.3. Proposal is not framed within overall educational mission of BCM or matched to ongoing local or national needs.

· Academy grants are designed to support the educational mission of BCM. Thus, how the proposed activities will contribute to the quality of education at the College or inform the field in general should be explained clearly. This explanation should be included even in applications requesting tuition support for professional development or degree programs. Applicants who are requesting tuition support should be able to provide convincing justification of how education or education research at BCM will be enhanced by their educational advancement.

2.4. Proposal lacks evidence of a conceptual or empirical grounding.

· Even though the application for Academy grants is relatively brief, applicants should index proposed activities to current research or other pertinent publications in the field. 

· To assure consistency, literature citations should be standardized using guidelines of the American Medical Association Manual of Style, Publication Manual of the American Psychological Association or The Council of Biology Editors Style Manual.
3. Common Mistakes Related To Proposal Narrative

3.1. Proposal does not contain clear, measurable objectives.

· Project objectives should be stated clearly and should be measurable. For example, “improve the quality of medical school education” is a laudable, but vague goal. On the other hand, “improve student performance by 10 points on xyz assessment” is a specific objective towards which progress can be measured. 

3.2. Proposed scope of work or project plan does not match stated goals and objectives or is not clear.

· The plan that is proposed should be related directly to achieving the project’s objectives.

· The plan should be described with enough detail to provide reviewers with a clear idea of what will be done, the resources that will be available and the expertise that will be applied to the proposed project. 

3.3. Too much jargon or highly technical language is used.

•
Avoid using jargon or terms that are very discipline specific (e.g., abbreviations for names of funding sources, statistical methods, etc.). Even though every effort is made to ensure that reviewers across a variety of fields of expertise in education and educational research are included on the panel, some reviewers may not be familiar with proposed project elements unique to your specialty, discipline, etc. Unless you provide brief explanations when needed, reviewers may undervalue or misinterpret important components of your proposal.

3.4. Narrative does not include an evaluation component.

•
Be sure to include a description of the measures that will be used to judge whether project objectives have been accomplished. For research projects, this will consist of the evidence collected relative to the proposed hypothesis. However, other projects (including curriculum development and professional development) also should include strategies for gauging whether project goals were met and the quality of the outcomes. 

3.5. Special requirements for proposals requesting tuition and related expenses for coursework or professional development are not followed.

•
Applicants who are requesting support for educational professional development activities should address all required sections of the proposal narrative. In addition, these applicants should describe the proposed activity/course, rationale for attending/participating, and how the applicant will apply what she or he  learns to teaching and learning at BCM. It is particularly important that applicants in this category describe how the proposed coursework/professional development will benefit educational efforts at BCM. For example, will the applicant be able to strengthen a particular area of instruction or educational research at BCM after completing the proposed activities? 

4. Common Mistakes Related To The Biosketch

4.1. Standard format is not followed.

· Biosketches for Academy grants should be submitted using the standard format for two-page NIH biosketches. Information required by NIH regarding current and pending support is not necessary (corresponds to part C in the biosketch). See <http://grants.nih.gov/grants/funding/phs398/phs398.html#sbir> for downloadable biosketch templates and samples.

4.2. Biosketch contains insufficient detail.

· The biosketch provides documentation of the proposer’s (principal investigator’s) expertise and abilities to carry out the proposed research/activities. If insufficient information is included, reviewers may not be able to determine whether the investigator or other key personnel have sufficient expertise to carry out the project.

4.3. Biosketches are not included for all key personnel.

· It is important to include biosketches of all personnel or consultants who will make significant contributions to the proposed project. For example, if a complex statistical analysis is needed, qualifications of the consultant or other personnel who will carry out that analysis should be included in the application.

· Although not required, letters of commitment from key collaborators documenting their roles in the project also are helpful to reviewers.

5. Common Mistakes Related To The Budget and Budget Narrative

5.1. Expenditures are not linked to project plan. 

· Typically, grant application budgets include two sections—a table summarizing the categories of expenditures and a narrative description justifying those expenditures relative to the project plan. Information included in the budget section should be sufficiently detailed so that reviewers can understand the relationships of all proposed expenditures to proposed activities.

5.2. Cost-sharing or other funding sources are not clearly identified.

· Many grants by the Academy support portions of larger projects. Contributions from other sources should be clarified in the budget section. 
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