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Purpose
[bookmark: _Toc200196888][bookmark: _Toc200197115]This document contains a sample workflow that arranges tasks, timelines, and roles by the phases associated with grant reviewer recruitment, selection, and engagement. The exact tasks may vary depending on whether grant reviewers are from the community, state staff, the agency grant team, or a combination. The generalized workflow and associated sample templates were adapted from resources shared with the Office of Grants Management by enterprise grants teams in the Spring of 2025. It is expected that further adaptation will be required for the specific needs of each grant program. The nuance of each grant program and agency structure must be considered when tailoring the workflow.
[bookmark: _Toc200723100]Phase 1: Planning and Recruitment
[bookmark: _Toc200196889][bookmark: _Toc200197116][bookmark: _Toc200723101]1.1 Establish Key Timelines for Reviewer Process
	What/Tasks
	By when
	By whom
	What is needed for this to happen?

	Set recruitment, reviewer application, and training dates that align with RFP deadlines and internal benchmarks
	
	
	



[bookmark: _Toc200196890][bookmark: _Toc200197117][bookmark: _Toc200723102]1.2 Hold Internal Agency RFP/Grant Lifecycle Kick-off Meeting
	What/Tasks
	By when
	By whom
	What is needed for this to happen?

	Review project goals, timelines, responsibilities, key milestones, potential challenges
	
	
	

	Confirm grant reviewer characteristics/expertise sought/required
	
	
	

	Assign/confirm roles and responsibilities 
	
	
	





[bookmark: _Toc200196891][bookmark: _Toc200197118][bookmark: _Toc200723103]1.3 Develop Community Grant Reviewer Recruitment Strategy
	What/Tasks
	By when
	By whom
	What is needed for this to happen?

	Draft recruitment materials to share process and requirement details
	
	
	

	Coordinate with Agency Communications Team (if applicable) for outreach (website, newsletter, partner networks, enterprise colleagues)
	
	
	

	Draft grant reviewer application forms
	
	
	

	Post/activate grant reviewer applications or forms
	
	
	



	SAMPLE RECRUITMENT CONTENT for email, newsletter or website.

	
Overview: Grant reviewers are community members who evaluate applications or proposals for competitive grants from [AGENCY]. Reviewer scores and recommendations help determine which proposals are awarded grant funding. 

We are currently seeking reviewers for [specific opportunity or to be contacted in the future].

Application: We’re looking for individuals from diverse backgrounds and regions of Minnesota who are interested in serving as reviewers for [reference agency here] grants. We want people who have knowledge, expertise, or lived experience across a wide range of [reference topics and grant program topics here]. Please review responsibilities listed below. If you’re interested in serving as a grant reviewer for the [reference agency here], fill out our [provide link to interest form or application here]  

Responsibilities: Grant reviewers must be able to dedicate [X hours] over a two-week period after a grant opportunity closes. The number of total hours will depend on the grant program. Most, if not all, tasks can be completed remotely. Accessibility accommodations are available to support participation as needed. 

If selected, grant reviewers will: 

· Go over the orientation and training materials [reference agency here] provides.
· Declare any conflicts of interest that may exist due to a relationship with any individual or entity involved in a project proposal.
· Prepare for the grant review process by reviewing the request for proposals (RFP) and other related documents.
· Read and score a certain number of proposals within the time specified. Proposals might include narrative, workplan, and budget documents, along with other information required by the RFP.
· Participate in a review committee meeting (in-person or remotely).
· Complete a follow-up survey about the application and review processes so we can improve them in future rounds of funding.

Selection: To gather a team of reviewers with multiple perspectives, we will consider geographic distribution across the state, different life experiences and areas of expertise, and varied levels of prior grant review involvement. All interested grant reviewers will be contacted within X days of submitting their application. Selected reviewers for this grant cycle will receive additional information on next steps. 

Compensation (if applicable): We provide stipends to eligible community reviewers who complete the review process in the allotted time. To be paid, reviewers must be registered in SWIFT, the State of Minnesota’s online accounting system, and have signed a contract with the state.
 




The sample grant reviewer application contains content from multiple agencies examples. Agencies describe the application as either an interest form or grant reviewer application. It is important that potential applicants have access to information about grant reviewer responsibilities, training provided, stipends as applicable, data practices, a Tennessen warning if/as applicable, and conflict of interest prior to applying. 
	SAMPLE Grant Reviewer Application

	Name

	Title or Occupation

	Organization or Affiliations (if applicable) 

	Email Address

	Phone Number

	City/Town

	1. To assist in putting together groups with a variety of experience, please indicate which of the following apply to you: 
· Working currently or worked in the past in programs serving people experiencing _____ and/or programs serving a specific population.
Working currently or worked in the past with an organization advocating on behalf of people experiencing ________________ and/or programs serving a specific population.
· Experience with implementing diversity, equity and inclusion strategies in programming and services to address disparities.
· Experience in [topic, role, region] 
· Other (please describe)

	2. Do you identify yourself as belonging to an under-resourced community?
· Yes
· No

	3. Please indicate if you have lived experience or expertise with the following: 
· [lived experience with ___]
· [expertise with ____]

	4. Do you have previous experience reviewing grant proposals? 
· Yes
· No

	5. If you answer yes to question 4, please describe your previous experience reviewing grant proposals.


	6. *If applicable: If you are a community reviewer, you may be eligible to receive financial compensation to participate in the review process? Is this something you are interested in? 
· Yes
· No
· Unsure, more information needed

	7. The Department of [____] is currently seeking grant reviewers for the [open RFP or grant program]. Selected grant reviewers will need to be available from [Date to Date] to participate in approximately X hours of training, grant review and scoring, and one virtual or hybrid meeting with all grant reviewers [include training and review meeting dates and times if known].

Are you available during this time period for these activities? 
· Yes
· No
· Unsure, more information needed

	8. If unavailable for this opportunity, are you interested in being considered for future grant reviewer opportunities with the Department of [____]? 
· Yes
· No
· Unsure, more information needed



[bookmark: _Toc200196892][bookmark: _Toc200197119][bookmark: _Toc200723104]1.4 Host Informational Webinars
	What/Tasks
	By when
	By whom
	What is needed for this to happen?

	Prepare webinar content and presentations on the reviewer process.
	
	
	

	Schedule webinars, based on application timeline, targeting potential applicants.
	
	
	



[bookmark: _Toc200196893][bookmark: _Toc200197120][bookmark: _Toc200723105]Phase 2: Reviewer Application Process
[bookmark: _Toc200196894][bookmark: _Toc200197121][bookmark: _Toc200723106]2.1 Launch Community Reviewer Application Form
	What/Tasks
	By when
	By whom
	What is needed for this to happen?

	Open reviewer application one month prior to RFP. 
	
	
	

	Monitor and respond to inquiries.
	
	
	

	Develop screening tool based on established characteristics (e.g., identity, experience, expertise).
	
	
	



[bookmark: _Toc200196895][bookmark: _Toc200197122][bookmark: _Toc200723107]2.2 Review Community Reviewer Applications
	What/Tasks
	By when
	By whom
	What is needed for this to happen?

	Close reviewer application form.
	
	
	

	First round of grant reviewer application review.
	
	
	

	Second round of review (recommended within 10 days of form closure).
	
	
	

	Select more reviewers if required to ensure enough participants.
	
	
	

	Confirm selection as needed within agency.
	
	
	



[bookmark: _Toc200723108][bookmark: _Toc200196896][bookmark: _Toc200197123]



Phase 3: Reviewer Panel Selection 
[bookmark: _Toc200196897][bookmark: _Toc200197124][bookmark: _Toc200723109]3.1 Confirm and Notify Grant Reviewers of Status
	What/Tasks
	By when
	By whom
	What is needed for this to happen?

	Notify selected reviewers and send information and instructions (e.g., SWIFT registration if applicable and issuing stipends).
	
	
	

	Notify applicants not selected. Include thank you note, and invitation to participate in future grant cycles or remain in grant reviewer pool (if applicable).
	
	
	

	Solicit accommodation requests and provide accommodations as needed for grant reviewers.
	
	
	



	SAMPLE GRANT REVIEWER SELECTION LETTER

	
Thank you for your interest in participating as a grant reviewer for [Agency; Grant Opportunity]. You have been selected as a member of the review panel for the upcoming review of grant proposals from [Date to Date]. This email contains information about the process, important dates, and next steps. 

We anticipate [X] number of proposals and each reviewer will be responsible for reviewing and score [X] number. All proposals will be reviewed and scored by [X] number of reviewers. We estimate that your participation will require [X] hours over that window of time. 

Training: A virtual training has been scheduled for [Date/Time]. A calendar invite and link will be shared with you shortly. Prior to that training, please review the attached RFP, scoring rubric, and grant reviewer handbook. You will be asked to sign and submit the included conflict of interest form prior to receiving proposals to review. 

Review and Scoring: [provide relevant details including a meeting with other reviewers]

Stipend: [provide details as applicable]

Data practices: [provide details on how information can and/or will be shared or recorded]

Accommodations: Please submit any accommodation requests for training and/or participation as a grant reviewer by [DATE] to [CONTACT]. 

Your participation in this process is valued and we are grateful for your contributions. 

Please reach out with questions at any time to [CONTACT]. 




[bookmark: _Toc200196898][bookmark: _Toc200197125][bookmark: _Toc200723110]Phase 4: Training and Orientation
[bookmark: _Toc200196899][bookmark: _Toc200197126][bookmark: _Toc200723111]4.1 Host Grant Reviewer Training
	What/Tasks
	By when
	By whom
	What is needed for this to happen?

	Host training for reviewers on grant program details, evaluation criteria, review tools, scoring sheets, and conflict of interest.
	
	
	

	Provide instructions for accessing and using any agency specific online tools or grant management system needed for grant proposal review.
	
	
	

	Assign each reviewer a unique ID.
	
	
	



	SAMPLE GRANT REVIEWER TRAINING AGENDA

	
· Welcome and introductions
· Overview of grant opportunity (agency goals, appropriation, RFP, eligible applicants/expenses)
· Grant review timeline and activities
· Roles of reviewers and grant program staff
· Code of conduct and conflict of interest
· Review expectations 
· Scoring rubric and system demonstration
· If applicable, stipend payments
· Questions
· Next steps




[bookmark: _Toc200196900][bookmark: _Toc200197127][bookmark: _Toc200723112]Phase 5: Grant Review and Scoring
[bookmark: _Toc200196901][bookmark: _Toc200197128][bookmark: _Toc200723113]5.1 Grant Proposal Review
	What/Tasks
	By when
	By whom
	What is needed for this to happen?

	Distribute list of grant applicants and collect conflict of interest forms. 
	
	
	

	Ensure complete and signed conflict of interest forms have been submitted and reviewed by agency staff.
	
	
	

	Respond to and manage questions or issues that arise related to conflict of interest.
	
	
	

	Assign proposals to reviewers and distribute/provide access to submitted grant application materials. A reviewer will not be assigned proposals where a conflict of interest has been disclosed.   
	
	
	

	Confirm that reviewers can access proposals and will be able to submit completed score sheets by deadline.
	
	
	

	Solicit accommodation requests and provide accommodations as needed for grant reviewers.
	
	
	



[bookmark: _Toc200196902][bookmark: _Toc200197129][bookmark: _Toc200723114]5.2 Collect and Finalize Grant Proposal Review Scores
	What/Tasks
	By when
	By whom
	What is needed for this to happen?

	Collect or download scores from all reviewers. Follow an internal process to tie the scores and comments with the unique reviewer id.  
	
	
	

	Compile scores from all reviewers and address any missing or unclear scores.
	
	
	

	Review final scores for each proposal.
	
	
	

	Schedule grant review meeting with grant reviewers to discuss results and make recommendations for awards.  Request and receive feedback on process from grant reviewers.
	
	
	

	Prepare scores and award recommendations for internal review.
	
	
	



[bookmark: _Toc200196903][bookmark: _Toc200197130][bookmark: _Toc200723115]Phase 6: Stipend Payment Processing and Evaluate Process
[bookmark: _Toc200196904][bookmark: _Toc200197131][bookmark: _Toc200723116]6.1 Process Reviewer Payments
	What/Tasks
	By when
	By whom
	What is needed for this to happen?

	Verify SWIFT registration numbers and that the grant reviewer completed the grant review process. 

	
	
	

	Send invoices and payment codes and submit payments for each reviewer’s stipend to relevant internal office/staff. 
	
	
	

	Monitor payment progress and confirm payment.
	
	
	



[bookmark: _Toc200196905][bookmark: _Toc200197132][bookmark: _Toc200723117]6.2 Conduct Post-Review Survey
	What/Tasks
	By when
	By whom
	What is needed for this to happen?

	Distribute survey to reviewers to collect feedback on the entire grant review process. (If not completed earlier in process).
	
	
	

	Compile feedback and identify areas for improvement. 
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