[Insert Logo Here]
Grant Request for Proposal
Grant Overview 
<<Insert short description of the grant purpose, the state agency(ies) administering the grant>>
Funding Availability
[bookmark: _GoBack]<<Insert information about funding availability>>
· Grant size and scope 
· How many grants you intend to award. 
· (If applicable):
· A cap on individual maximum grant award 
· Percentage used for state agency to administer the grant 
Funding will be allocated through a competitive process with review by a committee representing industry specialists with regional content knowledge. We expect to announce selected grantees in <<insert timeframe>>. If selected, you may only incur eligible expenditures when the grant contract is fully executed and the grant has reached its effective date. 
Minimum Requirements: 
Applicants must meet the minimum requirements in order to be fully considered for this grant opportunity. Applicants must <<Insert minimum requirements. These requirements must be met by every applicant in order to be considered.>>
Priorities
<<Describe goals and grant funding purpose>>
Eligibility 
<<Describe applicant eligibility. Include information on expected collaboration. If collaboration is encouraged, and not required, consider including this as part of the competitive priorities >> 
Competitive Priorities 
<<Describe any competitive priorities for the grant. i.e. Are there specific categories, evidence-based outcomes, history of past performance, innovative approaches, etc. that grant applicants can earn extra points for? >>
Collaboration
<<Include a statement on whether a multi-organization collaboration is required, welcomed or not allowed>>
Selection Criteria and Weight 
The review committee will be reviewing each applicant on a <<insert number >>scale. The scoring factors and weight that applications will be judged are based on the <<insert year>> <<funding appropriation. >>


<<Insert the specific selection criteria and weight that will be used for scoring applications. This information will be consistent in the scoring template that grant reviewers will use. Review criteria should include programmatic requirements and the applicant’s ability to administer the grant. The criteria should be in line with the legislative language for the funds, agency standards, and State Policy on Rating Criteria for Competitive Grant Review. Examples of review criteria include and are not limited to: project need, project sustainability, soundness of approach, probability of achieving results, financial management capacity (accounting, timekeeping, and funds management), project funds raised to-date, geographic coverage, and knowledge of the community being served. The applicant’s past performance as a grantee of that state agency should also be considered when evaluating a grant application.
A standardized scoring system should be used to describe how the applicant will be rated on each criteria, and used by reviewers to determine the extent to which the applicant meets the criteria. The criteria given the most weight should be the most important criteria for the success of the grant program.>>
Financial Review Process
All Non-Governmental Organizations (NGO’s) applying for grants in the state of Minnesota must undergo a financial review prior to a grant award made of $25,000 and higher. In order to comply with State Policy on the Financial Review of Nongovernmental Organizations                           please submit one of the following documents with your application, based on the following criteria:
· Grant applicants with annual income of under $50,000, or who have not been in existence long enough to have a completed IRS Form 990 or audit should submit their most recent board-reviewed financial statements.
· Grant applicants with total annual revenue of $50,000 or more and less than $750,000 should submit their most recent IRS Form 990. 
· Grant applicants with total annual revenue of over $750,000 should submit their most recent certified financial audit.
Questions:
Questions may be submitted by phone or email to <<contact name>> at <<phone number>> or <<email>>. All answers will be posted within two business days at 
<<Link to where the questions and answers will be posted>>. 
Please submit questions no later than 4:30 p.m. Central Time, on <<insert date>>.


Application Content 
<< RFP must include detailed application instructions, or an application template>>
You must submit the following in order for the application to be considered complete:
· Exhibit A << grant>> Project Description 
· Exhibit B << grant>> Work plan and Budget 
· Exhibit C << grant>> Affidavit of non-collusion 
· **If the grant applicant is a nongovernmental organizations, please submit the applicable financial statements as required in State Policy on the Financial Review of Nongovernmental Organizations                           
· <<Insert additional application materials >>
Do not submit any other materials (binders, photos, etc.). Unrequested materials will not be reviewed. 
Application Submission: 
All applications must be received no later than 4:30 p.m. Central Time, on <<insert date>>. If applications are mailed, they must be postmarked by <<insert date>>. Late applications will not be considered. The applicant will incur all costs incurred in applying to this RFP.
Applications may be submitted in person, by fax, mail (postmarked <<insert date>>), or email to:
<<Contact Name>>
<<Contact Title>>
<<Department>>
<<Mailing Address>>
<<City, State Zip>>
Email: <<Email Address>> 
Fax: <<Fax Number>>
Review Process and Timeline 
The review committee will evaluate all eligible and complete applications received by the deadline. <<AGENCY NAME>> will review all committee recommendations and is responsible for award decisions. The award decisions of <<AGENCY NAME>> are final and not subject to appeal.
RFP posted on the <<Agency Name>> web site 	<<insert date>> 
Questions due no later than 4:30 pm Central Time 	<<insert date>>
Applications due no later than 4:30 pm central time 	<<insert date>>
Committee begins review of applications 	<<insert date>>
Committee recommendations submitted to commissioner for review 	<<insert date>>
Selected grantees announced; grant agreement negotiations begin	<<insert date>>
Work plans approved and grant begins	<<insert date>>


Conflicts of Interest 
We will take steps to prevent individual and organizational conflicts of interest, both in reference to applicants and reviewers per Minn.Stat.§16B.98 and Conflict of Interest Policy for State Grant-Making. 
Organizational conflicts of interest occur when: 
· a grantee or applicant is unable or potentially unable to render impartial assistance or advice to the Department due to competing duties or loyalties 
· a grantee’s or applicant’s objectivity in carrying out the grant is or might be otherwise impaired due to competing duties or loyalties 
In cases where a conflict of interest is suspected, disclosed, or discovered, the applicants or grantees will be notified and actions may be pursued, including but not limited to disqualification from eligibility for the grant award or termination of the grant agreement. 
Public Data 
Per Minn.Stat.§ 13.599
· Names and addresses of grant applicants will be public data once proposal responses are opened. 
· All remaining data in proposal responses (except trade secret data as defined and classified in §13.37) will be public data after the evaluation process is completed (for the purposes of this grant, when all grant agreements have been fully executed). 
· All data created or maintained by the Department as part of the evaluation process (except trade secret data as defined and classified in § 13.37) will be public data after the evaluation process is completed (for the purposes of this grant, when all grant agreements have been fully executed). 
Grant Provisions 
<<Insert Appropriation, Statute, Regulation Specific To The Grant, Include Information On Allowable Expenditures.>>
Below is an overview of some of the requirements, terms, and conditions of this funding opportunity. The general grant agreement template is available for review at:
Office of Grants Management- Grant Agreement Templates
As referenced in <<Insert Appropriation, Citation, Federal/State Law .>> 
Ineligible expenses include but are not limited to: 
· Fundraising 
· Taxes, except sales tax on goods and services 
· Lobbyists, political contributions 
· Bad debts, late payment fees, finance charges, or contingency funds 
· Parking or traffic violations 
· Out of state transportation and travel expenses, (Minnesota will be considered the home state for determining whether travel is out of state). 
Accountability and Reporting 
<<Include all accountability and reporting requirements for the grant. Provide dates and content of reports>>
Grant Payments 
Per State Policy on Grant Payments, reimbursement is the preferred method for making grant payments. All grantee requests for reimbursement must correspond to the approved grant budget. The State shall review each request for reimbursement against the approved grant budget, grant expenditures to-date and the latest grant progress report before approving payment. Grant payments shall not be made on grants with past due progress reports, unless the state agency has given the grantee a written extension.
Grant Monitoring 
Minnesota Statutes §16B.97 and State Policy on Grant Monitoring require the following:
· One monitoring visit during the grant period on all state grants of $50,000 and higher
· Annual monitoring visits during the grant period on all grants of $250,000 and higher
· Conducting a financial reconciliation of grantee’s expenditures at least once during the grant period on grants of $50,000 and higher. For this purpose, the grantee must make expense receipts, employee timesheets, invoices, and any other supporting documents available upon request by the State. 

The monitoring schedule will be: <<List Information Here>>

Bidding Requirements 
<<For NGOs>> 
· Any services and/or materials that are expected to cost $25,000 or more must undergo a formal notice and bidding process. Support documentation of this process must be included in the grantee’s financial records. 
· Any services and/or materials that are expected to cost between $10,000 and $24,999 must be scoped out in writing and offered to a minimum of three (3) bidders. Support documentation of this process must be included in the grantee’s financial records. 
· Any services and/or materials that are expected to cost between $5,000 and $9,999 must be competitively based on a minimum of three (3) verbal quotes. Support documentation of this process must be included in the grantee’s financial records
<<For Municipalities>>
· If the amount of the contract is estimated to exceed $100,000, a formal notice and bidding process must be conducted in which sealed bids shall be solicited by public notice.
· If the amount of the contract is estimated to exceed $25,000 but not $100,000, the contract may be made either upon sealed bids or by direct negotiation, by obtaining two or more quotations for the purchase or sale when possible, and without advertising for bids or otherwise complying with the requirements of competitive bidding.  All quotations obtained shall be kept on file for a period of at least one year after receipt thereof.  
· If the amount of the contract is estimated to be $25,000 or less, the contract may be made either upon quotation or in the open market, in the discretion of the governing body. If the contract is made upon quotation it shall be based, so far as practicable, on at least two quotations which shall be kept on file for a period of at least one year after their receipt.
Audits 
Per Minn.Stat.§16B.98 Subdivision 8, the grantee’s books, records, documents, and accounting procedures and practices of the grantee or other party that are relevant to the grant or transaction are subject to examination by the granting agency and either the legislative auditor or the state auditor, as appropriate. This requirement will last for a minimum of six years from the grant agreement end date, receipt, and approval of all final reports, or the required period of time to satisfy all state and program retention requirements, whichever is later. 
Contact Information 
For more information about this RFP, contact: 
<<Contact Name>>
<<Contact Title>>
<<Department>>
<<Mailing Address>>
<<City, State Zip>>
Email: <<Email Address>> 
Fax: <<Fax Number>>
Attachments 
· Exhibit A << grant>> Project Description 
· Exhibit B << grant>> Work plan and Budget 
· Exhibit C << grant>> Affidavit of non-collusion 
· Checklist for << grant>> 
· Review form for << grant>>
· Grant agreement shell for << grant>>
· << Additional documents to support grant application>>
	
6
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