Sample Grant Request for Proposal (RFP) Timeline 
Broad guidelines
· Develop RFP: Approximately six weeks to complete 
· RFP posting: A minimum of 30-45 days
· Coordinate grant review process: Approximately six weeks to complete
· Post grant review process: Approximately four to five weeks to complete
Example: (Approximately 5-6 months)
· July: Begin to develop RFP (Internal).
· August: Begin recruiting grant reviewers (Internal).
· First week of September: Issue RFP (External: in RFP).
· Last week of September: Deadline for applicants to submit RFP questions (External: In RFP, this date should be approximately 2 weeks before the applications are due).
· First week of October: List of potential grant reviewers compiled (Internal).
· Second week of October: 
· Applications due (External: in RFP).
· Send list of grant applicants and Conflict of Interest forms to grant reviewers and schedule a conference call/meeting for approx. 4-6 weeks later (Internal).
· Begin review for minimum eligibility per guidelines listed in RFP. (Internal)
· Third week of October:
· Deadline for grant reviewers to complete and submit Conflict of Interest documents to state agency contact (Internal).
· Agency grants staff complete minimum eligibility review (Internal).
· Last week of October:
· Create application packets to send to the grant review team (Internal).
· Agency grants staff review and verify grant reviewer Conflict of Interest forms prior to sending any application documents (Internal and External).
· Grant review begins of applications that met minimum eligibility requirements. 
· Mid-November:
· Score sheets and comments are due back from grant review team (Internal).
· Late November:
· Compilation and review of grant application scores and grant reviewer comments (Internal).
· Conduct pre-award financial review of Nongovernmental organization applicants per Policy on the Financial Review of Nongovernmental Organizations (when applicable) and risk assessment of all applicants.
· Teleconference/meeting with grant reviewers facilitated by state agency contact to finalize grant review scoring results (Internal).

· December:
· Draft recommendations to the Commissioner/Designated State Agency Authority (Internal).
· Grant applicants notified of application review results. Begin grant contract agreement negotiations (External: In RFP).
· January:
· Grant application work plan and budget approval (Internal)
· Grant contract agreement encumbrance (Internal)
· Grant contract agreement approval and execution (Internal)
· Selected grantees announced (External).

· [bookmark: _GoBack]Varies – All eligible expenditures must be incurred by date set in grant appropriation (External: in RFP and Grant Contract Agreement).
