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 Throughout my Technical Writing Internship at CareStar, I performed many activities in 

relation to the Copyediting & Publishing Certificate. I proofread several grant documents of up 

to 110~ pages in editing for content, structure, consistency, and accuracy while blending my 

skills of creative writing and technical writing to blend stories, narratives, and to enhance grants 

on behalf of CareStar. I used CareStar’s visual guidelines (that includes a mini house style guide) 

to check grant/technical writing documentations for commonly misspelled words. Additionally, I 

was in charge of several writing project developments throughout my time at CareStar, working 

on documents like grant makers that align with CareStar, note-taking (portfolio) on award 

winning grants (via GrantStation.com), research notes on grant makers/foundations such as W.K. 

Kellogg Foundation and CareSource, and a research portfolio from GrantStation.com’s section 

on writing award-winning grants. These documents are planned to be published under CareStar’s 

employee documents for the business analyst/technical writing department being developed at 

the company, with my portfolios serving as entrance notes for incoming interns at CareStar. 
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Introduction 

 This report details a spring internship at CareStar Inc. in Blue Ash, OH. I worked in their 

business analytics department, with the goals of the director (Matthew Kelly, Sr. Vice President 

of Sales) to expand their technical writing department, specializing in formulating, drafting, and 

writing grants on behalf of CareStar Community Services (CSCS; Sister organization on behalf 

of CareStar). The department included me and another intern, a business analyst, and Matthew 

Kelly, in which we collaborated with other departments on occasion to keep CareStar operations 

rolling. This position start on 12/8/2025, but I did not start doing any technical/grant writing 

work until the final week of December. My program will extend throughout the summer, and 

possibly, throughout the following fall semester. I chose this internship to gain experience in 

technical/grant writing, and to learn how to write grants. I wanted to gain experience in the 

healthcare industry to observe how many acronyms are used in contextualization of grant 

documents, and to develop more of a curriculum for future incoming interns at CareStar to make 

sure they have a general basis of how to write grants. I chose this internship to get more used to 

stylistic consistency within my writing, and to understand how the boundaries of creative writing 

and technical writing can both intersect with one another, and what the boundaries of both are. 

 I learned how to effectively incorporate an effective story within a grant document 

(LOI/RFP) while learning the technical requirements necessary in these documents. I learned 

how to work with a team of business analysts to effectively proofread for concise, clarity, and 

consistency within a grant document, and all of the acronyms/terms used in the healthcare 

industry. I learned a lot of industry knowledge on how to write an effective grant document, and 

all of the elements that it takes on a copyediting (and editorial level just in general) to write 

LOI’s and RFP’s that will secure funding for organizations like CareStar. 
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Description of the Organization 

 CareStar is a case management agency contracted through Medicaid to provide tailored 

programs to meet the needs of customers they serve. These services include clinical and person-

centered services to support individuals with chronic health conditions like heart disease, 

diabetes, and more. They provide case management services across several states through their 

mission of “Improving Communities by Improving Lives!”. My official title is Support Services 

Coordinator, but I’m also referred to as a Technical Writing Intern within their Business 

Analytics/Development departments. I am in their Rising Star internship program (refer to this 

website for more information, if necessary -> Rising Star Internship Program – CareStar), 

working in these departments for coordinating Request for Proposals (RFPS), Letter of Inquiries 

(LOIS), and grant/technical documentation as a whole. On the team, I was one of the pioneering 

proofreaders—proofreading grant documents for spelling inconsistencies, commonly misspelled 

words (through CareStar’s visual guidelines), and checking for tone consistency, great-quality 

narrative/stories (weaved in through LOI’s/RFP’s), and consistency with language throughout. 

 Although CareStar does not have any publicly available publications, CareStar was 

founded in 1988 in Cincinnati, Ohio—devoting over 38 years to their mission of “Improving 

Communities by Improving Lives”. They are a healthcare organization contracted through 

Medicaid within case management, assessment services, persona services, and more. Their 

programs are designed to support individuals with chronic health conditions, complex healthcare 

challenges, and disabilities. CareStar has employed over 850+ employees including Licensed 

Social Workers (LSWs), Registered Nurses (RNs), and Case Managers (CMs) who have had 

several years of experience. Their services, locations, and employees are in states like Ohio, 

Indiana, Kentucky, Georgia, and Pennsylvania. 

https://www.carestar.com/about-carestar/careers/rising-star-internship-program/
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 CareStar also has several sister companies attached to their maiden company. For 

example, CareStar Information Systems (CSIS) offers various software development, security 

solutions, data management, and analytics materials. Their solutions are designed to manage 

data, reduce/manage complexity, deliver simplicity, and have built-in security through their 

technological frameworks. Another sister company, CareStar Community Services (I write grants 

through this non-profit; representative of CareStar) leverages CareStar’s history and brand in 

patnering with foundations and governmental entities to support CareStar’s mission. Some of the 

community challenges that CareStar Community Services (CSCS) is facing are issues like 

healthcare access, mental health resource collaborations, early life transitions, and mentorship. 

Most CareStar employees are responsible for tracking and managing data of Medicaid eligible 

individuals to sign them up for necessary case management support and any individual programs 

on a case-by-case basis. A lot of CareStar’s particular culture is situated within older individuals 

unable to get the care they need, whether that’s because of waiver waiting lists or expenses—

CareStar is obligated to bring comfort and solace amongst difficult times for these populations. 

 CareStar’s five core values are integrity, innovation, respect, fairness, and service. 

CareStar’s purpose is to honor God in providing exceptional business solutions that improve the 

communities CareStar serves in combining quality and innovation. CareStar is also committed to 

growing and adapting to the ever-changing landscape of healthcare. CareStar employees have 

collectively completed nearly 15,000+ hours of community services with a multitude of notable 

organizations such as The Arthritis Foundation, St. Joseph’s Orphanage, Highland County Jail 

Ministry, Autism Awareness, and many more. These are the multitudes of things that I have 

learned throughout my employment with CareStar. If you’d like even more information as to 

who CareStar is, please feel free to check out their website ( -> carestar.com). 
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Description of the Position and Responsibilities 

 Throughout my time as a Rising Star intern (technical writing intern), I performed 

myriads of tasks at CareStar. When I began, I had been handed a physical RFP document (for 

their Georgia/Indiana operation) to proofread. I was tasked with finding any grammatical errors, 

syntax inconsistencies, and in general, errors within the language that’d construct an issue within 

the RFP document. Then, I was tasked with proofreading another document for their Georgia 

services to proofread and to fix phrases for stylistic consistency/accuracy, in adherence to the 

various medical terminologies and acronyms that the healthcare industry uses. When I was being 

onboarded to the company, this included research and taking notes on how to write an LOI and 

RFP from a specific foundation. I was tasked with researching the values, missions, and 

correlation of the W.K. Kellogg Foundation with CareStar—taking notes on how this foundation 

wanted you to write an LOI/RFP. In addition, I was tasked with creating a writing project that 

focused on the research I performed for the WKKF foundation—with the purpose of 

understanding that there needs to be a well-established connection/relationship between CareStar 

and the WKKF foundation. 

 Specifically, CareStar couldn’t just apply to any grant out there. There needed to be 

justified reasons as to why CareStar would get a grant accepted by WKKF Foundation, the grant 

maker in question. I learned that every organization’s/foundation’s way of applying for their 

grants is different. WKKF had a very tailored LOI application unlike a lot of the grant maker’s 

applications out there. Although I did submit an LOI on behalf of CareStar for WKKF, we got 

rejected the next day due to CareStar being outside of WKKF’s regional scope—a lesson that I 

carried with me throughout my time at CareStar. As such, I was able to access weekly funding 

opportunities (provided by my boss, Matthew Kelly, from an external source on his email), and 
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access GrantStation.com. One of my biggest writing project developments during my time at 

CareStar was my research portfolio from GrantStation.com. As this website is paywalled—I was 

given access and tasked to spend an entire week taking notes and developing a writing project for 

the business analytics/operations department on award-winning grants, writing tips/trick on 

grants, and many more. This research portfolio almost ended up at around 9,000~ words—

notably with this portfolio serving as a beginning point for new technical writing interns at 

CareStar. 

 Matthew even presented my portfolio to the president and CEO of CareStar (Pamela E. 

Zipperer-Davis), where he expressed excitingly that this would be a good portfolio for incoming 

technical writing interns to look forward to when writing grants. This portfolio may be used in 

the marketing of my current position and in publicizing CareStar’s Rising Star internship 

program. As another example of writing project development that I did, I also did a mini-notes 

portfolio on GrantStation’s award-winning grants—taking note of the language, narrative, story, 

and everything that made up a grant document. I made sure to take note of my own editorial 

approaches when it came to writing grants, creating documents such as if CareStar would be a 

great fit for CareSource (grant maker), and grants that well-aligned with CareStar as a whole. I 

performed several proofing’s of grant documents and edited in adherence to CareStar’s visual 

guidelines and in accordance to CMS stylistic content, structure, consistency, and accuracy. 

While I did not copyedit any documents on a document, I did get handed several packets of LOI 

and RFP’s during my time at CareStar—marking words, punctuation, and any errors within the 

document on a pen. In general, I was responsible for proofing and writing LOI and RFP 

documents on behalf of CareStar—spearheading my skills in creative and technical writing to 

enhance these documents to the best of their abilities. 
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 One of the most difficult things about writing grants is that there isn’t really a way to 

start. I was given a bit of a framework by my boss (relevant statistics, data, and facts tailored to 

the specific grant at hand), then I was responsible for carrying most of the weight on an 

LOI/RFP. Oftentimes, I found myself rewriting the information I’d been given—making sure to 

give more of a narrative/story within these documents. I didn’t feel lost necessarily—I wish there 

could’ve been more of a framework. I also had a difficult time with finding grant makers that 

aligned with CareStar, as I was tasked only to find grants on a minimum of $100,000+ which 

eliminated a majority of the organizations/foundations out there. A lot of grants tend to be in 

smaller amounts (oftentimes under $50,000), and finding grants within this range and the criteria 

(Does CareStar’s mission statement and values align with the grant makers? Is Ohio, or any of 

CareStar’s operations, within their regional scope/interests? How much has the grant maker 

awarded in the last year? Does their 990 tax forms accurately represent the information on their 

GrantStation?) made finding grants a bit stressful. 

 In addition, oftentimes, I was on a time crunch to complete rough drafts of writing project 

developments and RFP/LOI documents, with not much time to spare. Luckily, I met with my 

boss every day I worked during my internship to make sure I was on the right track, including 

meetings with the business operations department to discuss these documents and time crunches. 

I had a rough time with attempting to memorize the many acronyms that the healthcare industry 

uses, and trying to adhere to a different language convention that healthcare documents use. 

There is more factual (statistics/data) being incorporated through these grant documents than I 

find an actual story/narrative, when I was tasked to research award-winning grants in various 

sectors that included healthcare. Overall, these are the only issues/stumbles I encountered during 

my time with CareStar, that helped me elevate myself into an even better technical/grant writer. 
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 I’ve had a lot of learning achieved throughout my time and relevant self-assessment as a 

professional, writer, and as someone who’d like to further their development within the 

technical/grant writing sector. For one, I learned that there needs to be a balance of creative 

writing and technical writing within a grant document. Not only do you need a narrative/story 

throughout an LOI/RFP, but you also need to use your companies awards, accreditations, 

customer feedback, and more, in order to prove points throughout. I’ve found that there are a lot 

of grant documents out there that read as stale, boring, and something that doesn’t feel alive as a 

piece of writing. Oftentimes when I’ve proofread on behalf of CareStar, I found common 

patterns like a misplaced comma/period within a bulleted list, an accidental extra bullet point 

within a bulleted list, not having a comma after listing a series of items, healthcare acronyms not 

being defined on its first usage (one of the rules on CareStar’s visual guidelines), and many 

more. Throughout my time at CareStar, I have helped to establish a better framework and footing 

for how CareStar writes LOI’s and RFP’s. Interestingly, I was the only employee at the CareStar 

office in Blue Ash to have come from a background of creative writing and English education. 

Before I got hired on, they asked for a few samples of my work, in which I sent my portfolio 

from ENGL 4091 (Writing for Business), which is how I got hired. 

 I’ve improved my professional skills in editing as a whole, and learned to be more 

communicative with a team that doesn’t come from a background of writing. There are always 

grammatical errors that will be missed in a grant document—my job was to make them as least 

noticeable as possible and to focus on the smaller issues (grammar, stylistic consistency, etc.) 

Grant writing can incorporate tons of creativity—despite how much there is in a typical RFP. I’m 

incredibly grateful I got such an awesome opportunity as an English baccalaureate to enhance 

my skills in writing as a whole, throughout my time at CareStar. 
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Appendix I 

Weekly Log for ENGL 4107 (Copyediting & Publishing Certificate) 

Note – I had a meeting with my boss (Matthew Kelly) at least once every day before I’d 

leave for the day. These meetings included going over the activities I’d done for the day, my 

progress, LOI/RFP progress updates (including when he would send my drafts to his boss, 

President & CEO of CareStar, Pamela Zipperer-Davis) and any necessary updates that I needed 

to share with Matthew. I worked in a department of 4 that included a Business Analyst (Connor) 

and another Technical Writing Intern (Michael). There was also Evan McDonald, who is 

responsible for communication on the internship report and any necessary external 

communications. 

 

1/12/26 – 1/16/26 (Week 1; 20 hours) 

1/12: (8 hours): Read a Request for Proposal on behalf of CareStar (for Georgia and Indiana)—

responsible for taking notes on the acronyms used in the healthcare industry and to get used to 

the language used within that field (in grant documents). Created a mini-notes document for the 

intention of defining the majority of acronyms that CareStar typically has to deal with in a grant 

document. I found it intriguing that the healthcare industry uses so many acronyms (LSW = 

Licensed Social Worker, RN = Registered Nurse, ELAP = Elderly Legal Assistance Program, and 

many more), and how these acronyms are practically endless. I had a tough time trying to 

memorize these acronyms. 

1/14: (8 hours): Copyedited, proofread, and edited a 110~ page Request for Proposal document 

that CareStar was almost ready to send out. I was responsible for going through the document 
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and finding stylistic inconsistencies, spelling errors, punctuation errors, spacing errors (in 

between paragraphs and bullet lists), and errors throughout the document that degraded the 

narrative. I made sure to edit for stylistic consistency, accuracy, structure, and content. I adhered 

to the healthcare industries stylistic guidelines (defining acronyms on first usage, giving full 

titles of CareStar executives, etc.) and in adherence to CareStar’s visual guidelines (VIG; that 

includes a list of commonly misspelled words). After a while, I struggled to pay attention to the 

page and had to take several breaks throughout the day. 

1/16: (4 hours): Finishing up copyediting, proofreading, and editing the 110~ page Request for 

Proposal document from 1/14. I made a word document for all of the edits (and even questions—

like if this word is supposed to be here, and being careful in not overediting and 

miscommunicating information). I had a tough time trying to draw the line of whether I’m going 

too far in my edits or if I’m doing just fine. After turning this in, I’d been told I did a great job. 

 

1/19/26 – 1/23/26 (Week 2; 20 hours) 

1/20: (8 hours): I had been assigned a writing project development that tasked me with 

researching into the WKKF (W.K. Kellogg Foundation) website and going through an Letter of 

Intent document of theirs. In general, the WKKF foundation’s website gave great insight into 

their LOI process, and I was responsible for developing a portfolio of LOI narrative notes (via 

the WKKF website). This included reading a mock proposal for WKKF and taking notes on the 

kind of language that is used towards grant documents. I’d been advised to do permissions 

research that correlated with these grant documents, and eventually, have these available for 

publication (in the event CareStar does get an accepted LOI/RFP). I really struggled with trying 
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to figure out the kind of language to develop within these grant documents, and correlating the 

values, mission statements, and companies visions with each other within a grant document. 

1/21: (8 hours) I continued to do similar work like I performed on 1/20, and chose to delve into 

deeper research as how one submits an LOI/RFP. I was tasked with creating another writing 

project, similar to my last, delving into researching the WFFK website on a deeper level and 

taking notes on some of the language they used so that CareStar can replicate that into a grant 

document. My boss wanted to make sure that I was beginning to feel comfortable with the kind 

of language that grant documents use, and wanted me to write an LOI proposal for the WKKF 

foundation. Initially, I was very intimidated and not sure how to feel about developing an LOI 

myself. I was aware that there needed to be a balance of both creative writing and technical 

writing that was necessary to develop a bit of a narrative. 

1/23: (4 hours): I had been given a framework of relevant data/statistics that my boss wanted me 

to use for the LOI rough draft for WKKF foundation. This day, I wrote the final draft for my 

proposed LOI for the WKKF foundation, and quickly met with my boss (and the two others I 

work with in the business analytics/operations department) to discuss why I included the 

information I did, and how it’s relevant to the questions at hand. I color-coded my LOI response 

from the five categories they asked: what problem are you trying to address with this idea, what 

are the objectives or outcomes you aim to achieve, what interventions/strategies are you 

considering, who are your partners, and how does your project take into consideration our 

commitment to racial equity and racial healing, community engagement/leadership developing—

which we consider our DNA? One of the biggest challenges throughout my role was dealing 

with the character/word limit of LOI’s. For this one, I was limited to only 1500 characters—
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translating to roughly 200-250~ words for the LOI response. There was little to no wiggle room, 

and not enough room to incorporate a narrative (hardly). 

 

1/26/26 - 1/30/26 (Week 3; 20 hours) 

1/26: (8 hours) I’d gotten news that the WKKF foundation got back to my LOI, which was 

rejected within a day. I learned that Ohio wasn’t one of their states of regional focus/scope (me 

or my boss did not find any information about their regional scope on their website at the time). 

Admittedly, I was upset. We’d gotten the impression that they didn’t even read my writing, 

however, you always have to keep moving forward in the grant writing world—a reality that I 

struggled with throughout my role. Me and my boss had an hour-long meeting about the usage 

and information that GrantStation.com presents, a website that I was able to access for the rest of 

my internship at CareStar. My boss wanted to assign me one of the biggest writing projects yet, a 

research portfolio. This research portfolio would cover writing tips, strategies, and tricks for 

writing award-winning grants, in-depth information about how to write Letters of Inquiries and 

Request for Proposals, and many more. This was one of the biggest challenges during my time at 

CareStar.  

 

1/28: (8 hours) I continued to write this research portfolio that contained all of my notes, 

research, and important tips/trick when it comes to navigating GrantStation.com. Some of the 

topics I included in this writing project (writing project development for the business 

analytics/operations department—and so CareStar can expand on their technical writing 

department in the future) included writing winning grant proposals, proofreading strategies, how 
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to organize professional documents, and many more. I spent the majority of the day doing deep-

delving research on how to write grants—and in general, getting me started to write grants on 

behalf of CareStar.  

1/30: (4 hours) This portfolio almost resulted in 40 pages of my research notes, and spanned 

almost 9000~ words. This document was even presented to the president & CEO of the company, 

Pamela E. Zipperer-Davis, where she was excitedly wanting to meet me (at this point during my 

time with the company). Before I left for the day, I made sure to proofread the document, edit for 

content, structure, consistency, and accuracy of facts/information that I incorporated from 

GrantStation.com, and to even go as far as to developing a digital publication for the employee 

resources under the CareStar website. This writing project development was one of the toughest 

things I’ve ever done, and I’m still not sure how I did it. I’m confident that this document 

solidifies my experience and knowledge of the healthcare industry and correlation to what that 

means in writing grants to grant makers organizations/foundations. 

 

2/2/26 – 2/6/26 (Week 4; 20 hours) 

2/2: (8 hours) Before starting on another LOI/RFP proposal call, my boss wanted me to develop 

a writing project that was based on the award-winning grants that GrantStation’s contest held last 

year. I was tasked with reading the top-8 grant proposals and writing notes on the language they 

used in 4 of them. For example, what kinds of things were they incorporating in their grants that 

made it stand out (for all 4 it was specific quotes from participants, for example, like a prisoner 

who participated in the Free Minds Book Club & Writing Workshop), and to develop an editorial 

approach in crafting high-quality LOI/RFP document. Attempting to dissect the languages that 
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grant documents used is pretty difficult, and I’m still unsure of how I should develop an exact 

framework on behalf of CareStar. 

2/4: (8 hours) I continued my writing project development from 2/2, and then made a final draft, 

edited it, and sent it to my boss to discuss the following day. All of today was spent finalizing my 

notes from award-winning grants, and to truly understand the language that grants are typically 

written in. I find it intriguing that there aren’t many people in my generation who are interested 

in the technical/grant writing field. These writing projects also served as future 

developments/examples to the business analyst/operations department in curating a 

framework/template for future grant documents. These were also shown to the president & CEO 

of the company, who wants to eventually publish this digitally within their employee documents 

(shared on a company OneDrive). 

2/6: (4 hours) I was tasked with a short writing project development that dug into my skills of 

research/marketing research, in researching the marketing, publications, and digital websites of 

grant makers (this one in particular being if CareSource was an appropriate fit for CareStar). By 

the end of the day, on behalf of CareStar, I decided not to apply for the CareSource RFP because 

CareStar didn’t exactly fit their scope at the time. Today also served as an important lesson, as I 

may find grant makers that do align with CareStar, but that the scope of timing isn’t exactly 

right—which is what happened with CareSource not aligning with CareStar (mission statement, 

values, what their RFP application looked for, scopes within their RFP, etc.) I found it interesting 

that my boss wanted to come back to this RFP at a later date (CareStar uses an Excel sheet to 

track the applications of grants/grant makers). 
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2/9/26 – 2/13/26 (Week 5; 20 hours) 

2/9: (8 hours) I was given the task of proofreading a RFP for Pennsylvania on behalf of CareStar. 

Although this RFP was only around 40~ pages, on a physical document, I made slight editing 

changes to the grammar, punctuation, and syntax of the RFP document. I spent all of the day in 

proofing this document, and finishing it by the end of the day. I found it a bit overwhelming to 

read this document in the entire day, rather than splitting it up into a few days. I found that 

proofing throughout a few days is a better approach than to try doing it all in one day. 

2/11: (8 hours) My boss wanted me to spend the entire day in researching grants and the 

language that grant makers use on their websites, social media/marketing materials, and in their 

promotion (LOI/RFP calls/portal openings) to find grants that are well-aligned with CareStar. My 

boss wanted me to put in a few grants for the 4 quarterly cycles this year for LOI/RFP grant 

documents. As such, he provided me access to a weekly email (excel spreadsheet that contained 

new grants in various grant areas like chronic disease, aging, and adolescent) and to use pre-set 

filters on GrantStation.com. I had a hard time finding grants that were well-aligned with 

CareStar. I felt very pressured and nervous to pitch what I felt were good calls for CareStar. 

2/13: (4 hours) As a quick writing development project, I made a document that showcased 

appropriate editorial approaches to curating an LOI/RFP document for the first time, and for 

first-time grant writers in whole. Though this writing project isn’t the most detailed or specific, it 

does contain (what I feel) important information about how one should navigate through grant 

writing. These editorial approaches include notes/research on copyediting, developmentally 

editing, and proofing grant documents in whole. There was nothing frustrating/nerve-racking 

about this project. 
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2/16/26 – 2/20/26 (Week 6; 20 hours) 

2/17: (8 hours): Today was one of the crucial days during my internship, and it’s where I 

officially wrote the rough draft for a Letter of Inquiry for TheCommonWealth foundation. At the 

beginning of the day, before I even sat down to start my work, I asked Matthew for some 

statistics, data, and a basic framework. We met for about an hour and drew up some statistics, 

factual information, and stuff to incorporate (in liaison with the Chief Operating Officer, Paul 

Howe MSW/LSW & CCM) for the grant. Once our meeting was done, I got straight to work. I 

spent all of the day drafting this grant document. The rough draft was around 2,000~ of the 2,500 

word count. Although I can’t detail everything that I included within this grant’s rough draft (this 

will be one of the several pieces incorporated in my ePortfolio when the final draft is said and 

done), I did incorporate customer feedback, certifications/awards/honors, and more that’re 

publicly available on CareStar’s website.  

This was one of my most challenging day’s throughout my internship. I found it overwhelming 

to piece together an entire LOI document. I found it embarrassing, even, as this wasn’t even an 

RFP document. I was given pieces of the puzzles to then put together with the data that Matthew 

and Paul had given me, and then put that into an LOI. I wasn’t too sure what to do with the LOI 

document, however, I gave it my best shot, given my writing skills. 

2/18: (8 hours) After I had another meeting with Matt & Paul, I decided to proofread and 

copyedit any necessary grammatical errors and issues throughout in general. About two hours 

through my shift, I decided to turn in the final copy to Matt. Although he was busy an hour since 

he had to meet with Pamela, we finally met for half an hour and went over his critiques. 
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Interestingly, he admitted that he mistakenly told me to go broad for this LOI, when he wanted 

me to focus on K-12 underserved populations in Scioto county. Amongst many other statistics 

and data he wanted , I had to rework the whole draft with tons of new data and papers that he 

gave me. After the meeting, I felt a bit disappointed, though that’s the typical reaction I’d expect 

of myself due to the writing process. I got back to work on the document, and did about half of 

the document in my remaining time. 

2/20: (4 hours) I didn’t do much this day, besides making the final copy of the first LOI I created, 

which finished within the 2,000~ word range. I finished, copyedited, proofed, and 

developmentally edited my LOI document as necessary. Right before I left, I turned in my LOI to 

Matt so we could review next week. Word’s couldn’t describe how nervous I was in emailing the 

final draft to Matt, and then going for a final round of small revisions (if necessary). I’m super 

excited to make my first big contribution to the grant-writing world, though. 

 

2/23/26 – 2/27/26 (Week 7; 20 hours) 

2/23: (8 hours): Today was not the best day, as there was a lot of developmental errors within my 

confusion of two programs that CareStar does. Specifically, I thought that one program was an 

umbrella under another one when they turned out to be completely separate. This presented quite 

a stressful situation for me, as I needed to redo the majority of the LOI document due to lots of 

developmental editing errors from my end that’d messed up the narrative. Matt was not happy 

with me, and for valid reasons, though he admitted faults on his end for not clarifying enough. I 

spent the majority of today fixing up the document (developmental editing), and then going back 

to copyedit, edit, and proofread this LOI document one final time. Once I fixed the major issues 
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(narrative, developmental editing, structure), I moved onto fix the small grammatical 

errors/syntax on my end. Right before I left for the day, I presented my document to Matt and he 

was happy with how the LOI sat. He sent it to Pamela to review and give her feedback on it. 

2/25: (8 hours): While Pamela was giving her feedback and thoughts on the LOI I had begun, me 

and Matt had a meeting with one of the Chief Operating Officers, Paul Howe (LSW and MSW) 

to talk about the financials and work plan of the LOI and the next LOI I’d planned on pursuing. 

Specifically, we decided that making two separate LOI’s (one targeted towards the K-12 

population in Scioto County and one targeted towards the elderly population in Scioto County) 

would be for the best. Lumping them together, like I previously did, turned out to not be a good 

decision. Making two separate LOI documents turned out to bet the best, and I learned a lot in 

this meeting when it came to company financials, allocation of LSW (Licensed Social Workers) 

CM (Case Managers), and RN (Registered Nurses) across company counties (Lawrence, Scioto, 

etc.), and in general, how the work plan/schedule works when it comes towards planning these 

within an LOI/RFP document. After the meeting, Matt gave me statistics, data, and a framework 

for developing the LOI targeted towards elderly populations in Scioto County. For all day, I spent 

the day writing, developmentally editing, copyediting, proofing, and editing this second LOI 

document. 

 

2/27: (4 hours) Matt was out for most of today due to a doctor’s appointment, and so was my 

department, leaving me by myself for the majority of the day. I spent a lot of today doing 

independent research on some of the impact that dementia, diabetes, and various health 

conditions had on Scioto County. This was interesting as Scioto County as ranked last in 

behavioral health for K-12 populations, and was not in a good position when it came towards 
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elderly and health conditions. I did turn in this second draft of this LOI to Matt, in which he 

would review and give me feedback for the next week. I spent today mainly proofing and 

copyediting the LOI document for consistency and clarity, and made sure it was as polished as it 

could be before emailing Matt my final draft.  

 

3/2/26 – 3/6/26 (Week 8; 20 hours) 

3/2: (8 hours): Today I mainly focused on completing the second LOI draft discussed last week. I 

completed this relatively quick as more of a framework is being developed for completing these 

LOI/RFP documents. We figured out a mojo that would work for the best of us, and for me, if I 

was given a framework of the financials, statistics, and data that I don’t know as a grant writer—

I can finish the rest of the narrative. I spent most of today developmentally editing, copyediting, 

and editing the LOI for clarity, consistency, and conciseness. There were highlighted parts that I 

wanted to discuss with Matt. We had a brief meeting before he gave me his critiques and notes, 

then I finally finished up the final LOI draft. He sent it over to Pamela and Sherry (Executive 

Assistant to Pamela) where the rest was out my hands. For the final two hours, he tasked me with 

researching potential grant matchups for CareStar, where I used GrantStation and a weekly 

spreadsheet (sent from Angela from ODH; Ohio Department of Health) where I researched 

potential grants. Today was one of the best days I had at my Co-Op.  

3/4: (8 hours): I spent the entire day researching and looking for grants. Once I developed a few 

grants that I felt were good fit, I met with Matt to discuss them. Not much writing was done 

today, besides my communication towards Matt in proposing good fits for LOI/RFP’s for 

CareStar. He let me know which ones he thought were good fits, and that he would get back to 
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me tomorrow for me to lock in on another writing project. Researching can get exhausting 

especially if you spend the entire day doing it, though it was a hectic time for CareStar in early 

March, and I felt like the grants on GrantStation and on the weekly spreadsheet were quite 

limiting. There was only the issue of trying to find grants that were aligned with CareStar—

geographic scope, amount of money (now it was a $50,000~ minimum), the actual LOI/RFP 

itself, and more.  

3/6: (4 hours): I started on an LOI for the Milbank Foundation which didn’t take too much time. 

I was going to pursue another LOI from The Hearst Foundation, however, CareStar didn’t have 

their financial audit at the time (which was a requirement in applying for their LOI), so Matt had 

me hold off on that. However, I spent all of today writing the LOI for the Milbank Foundation 

and sending the rough draft to Matt. Before submitting this LOI, I made sure to copyedit, 

developmentally edit, and to proof my work before sending him the final draft for the LOI. This 

was one of the easiest days during my Co-Op with CareStar so far, and the only issue that I had 

this week was finding grants that are tailored towards CareStar. A lot of people don’t realize that 

there’s so much that goes into finding a grant for a specific non-profit community/organization, 

and that even if one of those factors is slightly off—it messes up the mojo. 

 

3/9/26 – 3/13/26 (Week 9; 20 hours) 

3/9: (8 hours) There were some issues and corrections that needed to be applied to The Milbank 

Foundation LOI, and I took the necessary corrections in spending the majority of the day today 

fixing the LOI to be clean. There were just a few developmental errors within this LOI (i.e. I 

included two similar paragraphs of statistics that somehow flew under my radar in the beginning 
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of the LOI). From late February and for most of the summer, CareStar is going to be slammed in 

terms of LOI/RFP, and general company operations. Matt told me that his vision for me in this 

internship was for me to eventually take over the entirety of grant writing for CareStar, and that 

he didn’t want to pursue back-and-forth meetings. I was unsure of how to feel about this, but I 

felt confident enough in my grant writing skills to know that I can succeed. I spent today in 

finishing up the LOI for The Milbank Foundation, in which Matt wanted to take over the rest of 

the document himself to send to Pamela to sign off on. 

3/11: (8 hours) Matt was not in the office today due to an emergency, so I was unsure as to what 

work I needed to do on my end. However, since I was finished with The Milbank Foundation 

LOI, I spent the entirety of today going through GrantStation to find new grants that CareStar 

could apply to. The two focus areas were on the elderly population (65+) and K-12 youth in 

Scioto County. His vision is to build a program in Scioto County that surrounds CareStar’s case 

management expertise and then building that program out—I am responsible for trying to secure 

funding in order to make this happen. I found a few grants that open in 2027 that I added to a 

shared Excel spreadsheet where we keep track of the grants we find (this is divided in Quarter 1, 

2, 3, and 4 where each quarter represents a 3 month window—I spent today just adding grants 

towards that spreadsheet).  

3/13: (4 hours) Me and Matt briefly discussed the changes he made to The Milbank Foundation 

LOI before submitting the grant to Pamela to sign off on. After discussing the grants that I found 

on Wednesday, we settled on applying to The Moderna Foundation’s LOI grant cycle. Matt gave 

me a framework to work with, and I began writing towards the elderly population in Scioto 

County. I didn’t get much writing done today due to being in-office for only a few hours, but I 

managed to get a great headstart. The application itself was very long and strangely extensive for 
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an LOI. For the need statement I could only write up to 151 words, and a lot of the sections were 

capped off at 500 words. Me and Matt have talked continuously about cutting down a lot of my 

writing and just getting to the point—as the RFP will serve as that extension itself, if we get to 

that stage. Sometimes, when it comes to accessing grants, I feel that a few websites are 

inaccessible, and it brings up a concern of accessibility when it comes to nonprofits applying for 

grants from foundations websites. 

 

 3/16/26 – 3/20/26 (Week 10; 20 hours)  

3/16: (8 hours) I spent the entirety of today finishing up the LOI for The Moderna Foundation. I 

made sure to spend the last few hours paying attention to copyediting and developmentally 

editing my own work, as my narrative had been fragmented in previous LOIs. During my 

meetings, Matt has pointed out the issues within my writing, but has continued to stress that I am 

improving and that we are getting there, to put it simply. There were a few questions on the LOI 

that I do could not answer (i.e. providing company documentation like an annual report, flow 

chart, and audited statement), however, Matt took care of that on his side. There are 

times/occasions where I simply do not have access to that kind of material from CareStar, and I 

find it a bit inconvenient for me as a grant writer. I did not do anything else but write The 

Moderna Foundation LOI. Right before I left, I skimmed the shared Excel spreadsheet to check 

on other open LOI opportunities from foundations. 

3/18: (8 hours) Before I began work for the day, Matt had a meeting with me and wanted to go 

over a few things that he’d been having issues with in terms of writing grants. For starters, he 

wanted to emphasize that I was understanding that I was applying to grants on behalf of CareStar 
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Community Services (CSCS; CareStar’s sister company and non-profit affiliate), and not 

CareStar, as a lot of my narrative was on behalf of CareStar. Secondly, he wanted to make sure 

that I was building my revisions to be much stronger and to incorporate more of a narrative. I felt 

that I struggled with easing into the narrative and blending my narrative with the data/statistics 

that Matt was providing me through the company database. All in all, there were some 

developmental issues that I was still struggling with, though Matt emphasized that I’m improving 

and getting better and to not take this as a stab towards my work. Writing grants has tons of 

layers to it that a lot of people don’t realize, though I do love struggling through my writing as it 

helps me to become a better grant writer in whole. I spent all of today revising, revising, and 

revising until I finally polished up a draft that I was comfortable with and sent it off to Matt. 

3/20: (4 hours) Matt was not in the office today, so it was up to me to find another grant. During 

this time, Matt had wanted me to be more independent in writing grants and to take more charge 

of the process, as he’d be very busy with administrative work for the next few weeks. I took a 

look through the weekly spreadsheet that he’d sent me and also took a look through GrantStation 

to find more grants. I spent the entirety of today finding just a few grants that I felt could be good 

fits, and sent an email to Matt for us to discuss the following week. I didn’t perform much 

writing or work today, as today was spent doing some research on grants that I felt could be good 

fits to apply towards. 

 

3/23/26 – 3/27/26 (Week 11; 20 hours) 

3/23: (8 hours) Matthew wanted me to start writing another grant, and he wanted me to look 

more into the Hearst Foundation, which was one that I briefed a few weeks ago but never looked 
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into. Once I met with Matt to discuss this grant more, he wanted me to write the answers to some 

of the questions on this grant. There was a lot of information regarding financials and 

information about the company I didn’t know about (i.e., chart audit, company financials, data 

that the executives had access to but I did not) that I couldn’t fill out. However, today was spent 

mainly writing an LOI application for the Hearst Foundation. Though I didn’t have any thought-

provoking issues with this LOI application, it did help that some of the questions already had a 

rough draft (i.e., answer from my other LOIs that serve as a template for future LOIs). I 

copyedited my own work in proofing, developmentally editing, and editing my work to be 

concise, clear, and consistent—something that Matt wants me to improve upon within my own 

writing. 

3/25: (8 hours) As it was getting very busy for the executive team at CareStar, Matt wanted me to 

take much more initiative in getting these grants completed. As I stated before, it was a VERY 

busy time for CareStar, as the spring tends to slam a lot of the executives and them being limited 

in meeting times, and getting feedback. However, for this grant document, I decided to get 

feedback from one of my supervisors, Evan McDonald. He had previous experience 

writing/reviewing grants. For the most part, he said that he felt my writing was very good and 

improved sharply. He made sure to emphasize that my writing was getting better and that I’m 

improving—we also discussed some areas that I feel I could personally improve on and if I had 

any concerns going forward. My only concern was making grants fit within the word count, as 

that’s been quite a challenge throughout my time at CareStar. After getting his feedback for the 

grant, I proofed my work one final time and read it from a general audiences lens (one struggle I 

faced throughout my time at CareStar was not defining the acronyms that the healthcare industry 
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tends to get, and in not presenting the information in more of a way that can be easily readable to 

those NOT in the healthcare industry). I turned my draft into Matt. 

3/27: (4 hours) Matt was not in the office today, so I spent the day searching for grants on the 

weekly spreadsheet (ODH) and on GrantStation.com. Uniquely enough, there were some grants 

that I found that were opening in 2027, but not enough were opening anytime soon. There were 

no thought-provoking issues. 
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Appendix II 

List of my work (with relevant links to my ePortfolio) 

The following 5 ePortfolio pieces (W.K. Kellogg Foundation LOI Rough Draft, Notes on Award 

Winning Grants, Proofing Notes for GA Aging-Services Non-Nutrion RFP Document, Grant 

Station Research Portfolio, and Moderna Foundation LOI Rough Draft) can be found on this link 

here-> Co-Op/Internship - ANTHONY BROWN  

 

 

https://www.anthonycbrown.com/co-opinternship.html

