

Grant Request for Proposal Cover Sheet Instructions
Purpose
Legislation enacted in the 2026 legislative session requires the use of a Grant Request for Proposal (RFP) Cover Sheet that provides key details about a competitive grant opportunity in a clear, consistent format:  Chapter 119, Article 2, Section 9: Amends 16B.97 and adds Subd. 11. The Office of Grants Management (OGM) created a template called “Grant RFP Cover Sheet Template” for agency use to promote consistency, clarity and accessibility across granting agencies. The purpose of the Cover Sheet is to help potential applicants determine whether to pursue a grant opportunity by providing a high-level overview of the grant program and funding opportunity and page referrals to key information in each RFP.
Instructions
1. Use the Grant RFP Cover Sheet Template provided by OGM to understand required and optional elements. 
2. Finalize the RFP before completing the Cover Sheet Template to ensure all required components and page number references are included.
3. Add rows as needed for additional topics. Put yourself in the shoes of a first-time reader of an RFP. What key information would be most useful for them?
4. Use the definitions, guiding questions, and examples below as needed.
Definitions
Activity: Describes how the grant project will be carried out. Activities are the specific tasks needed to carry out the grant. They are listed in applications and work plans, must be tracked, and support progress toward outcomes. Examples might include:
Hosting focus groups
Buying supplies for community distribution
Training staff
Grant Request for Proposal: The document that announces a competitive grant, explains requirements, and describes how applicants will be evaluated.
Objective: A specific result the program aims to achieve.
Outcome: The changes or benefits that happen because of the grant activities.
Output: The direct products of program activities, such as materials created or events held.
Project: The full scope of work the grant will complete. A project has a clear start and end, measurable outcomes, and defined activities. Examples might include:

Launching a mobile clinic
Building a playground
Conducting a two-year water quality study
Guiding Questions and Examples by Topic
	Topic
	Instructions/Questions: 
	Examples 
	RFP Page Number

	Required: Overview, Grant Description, and Purpose
	Provide a short summary of the grant’s purpose and intended outcomes. Cite the RFP page number.
Questions:
What outcomes is the program trying to achieve?
Is it part of a larger initiative?
How will communities benefit?
What words help applicants using a keyword search quickly understand relevance?
	· Supports job training and related instruction to help residents secure employment.
· Helps colleges address student food insecurity and maintain Hunger Free Campus status.
· Funds aviation projects aligned with the Environmental Justice Plan to improve safety, sustainability, equity, and climate resilience.
· Helps Minnesota organizations reduce waste through materials reuse and reduce toxic chemicals in haircare products.

	

	Required: Eligible Applicants
	Summarize applicant eligibility requirements from legislation, including relevant appropriation language and statutory references. 
Questions:
What types of entities are eligible?
Are minimum requirements or partnerships expected?
What geographic areas are served?
	Per Minn. Stat. XX.XXX, eligible applicants include Minnesota non-profit organizations, community-based organizations, for-profit businesses, public institutions, local governments, state agencies, and Tribal governments. Collaboration among multiple organizations is encouraged.


	

	Optional: Eligible/Ineligible Projects

	Describe eligible and ineligible project types and activities in plain language. 
Questions:
What activities and outcomes are expected?
What activities are not allowed?
What is the project scope and performance period?


	Examples of eligible projects:
· Creating community focused information campaigns on toxic chemicals in certain hair products.
· Identifying harmful chemicals and high-risk brands.
· Explaining health and environmental impacts using culturally relevant communication.
Examples of ineligible projects:
· General operating expenses not tied to the project.
· Environmental compliance or remediation activities.
· Projects benefiting only individuals rather than communities.
· Projects outside the eligibility rules in the RFP.
	

	Required: Amount available, award amounts, and key funding items
	State the total funding available, typical award ranges, and other key details. Include reference to pre‑award risk assessment requirements for grants of $50,000 or more. 
Questions:
· Minimum/maximum award amounts?
· Is a match required?
· How are payments made?
· Grant period length?
	· Up to $250,000 available; typical awards range from $25,000 to $150,000 for a two‑year period.
· A pre-award risk assessment is required for grants of $50,000 or more, or for any dollar amount if federal funds are used.
· A 20% match is required.
· Funds may not be spent before the grant agreement contract is executed.
· Payments are made through the electronic funds transfer (EFT) process.  Grant payments are reimbursements based on eligible expenses. 
	

	Required: Application Timelines
	List all dates related to the application process, including RFP opening and closing, the question-and-answer period, and submission deadline. 
	· RFP open from [dates].
· Submit questions to [email] by [date/time].
· All materials due by [date/time].
	

	Required: Application Format
	Provide application links and instructions. If using an electronic grants management system, ensure full application content (including pop‑up questions) is available for preview and download, matches the online version, and includes a WCAG 2.2 AA‑compliant Word version accessible without login. 
	The request for proposal (RFP) and application materials can be viewed through the [reference EGMS system if/as applicable].  The RFP title is [add name here]. Grant applications are only accepted through this portal.  
Provide instructions and information for the agency’s on-line system.
	

	Required: Questions, Technical Assistance, Contact Information
	Provide details and timelines for submitting questions, webinar availability, and agency contact information (individual or shared inbox). 
	· Program overview [provide link to documents]
· Question and answer period is from [add dates]
· Date/time technical assistance webinar(s) [add here]
· Webinar video will be posted [add date and link] [list date and supporting link here]
· Agency contact: [name, email]
	

	Required: Grant Implementation Requirements
	Summarize key requirements during grant implementation. 
	Prior to Award
· Agencies manage conflicts of interest and may require applicants to confirm their policies.
· Risk assessments are required for grants of $50,000 or more, or any grant of any amount using federal funds. 
Active Award/Implementation: 
Payments: Grant payments are reimbursements based on eligible expenses. 
Monitoring: Grants of $50,000 - $249,999 require monitoring at least once during the grant period.  Grants of $250,000+ require annual monitoring. Financial Reconciliation: Grants of $50,000+ require at least one financial reconciliation to be completed during the grant period. This activity could be combined and take place concurrently with the monitoring requirements described above.
Reporting: All grants include reporting requirements detailed in the RFP.

Post-award: 
· Agencies complete performance evaluations for all grantees within 60 days of completion of all grant activities.
· Evaluations cover completion of activities, achievement of outcomes, compliance, and timeliness.
· Evaluations for some grants (e.g. awards >$25,000) are posted publicly; grantees may submit responses to the agency.
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