
Proposal Review Flow Chart 
Pre-Grant Information and Proposal Review 
 
 INTAKE – Phase I (30 days) 

 

Recommend 
or Decline 

Recommend 
or Decline 

AWARD – Phase III (Cycle complete 2 to 3 months) 

Letters of intent/  
letters of inquiry 
proposals received 
by grants 
administration 
 
2-3 days 

Initial screen by grants 
administration, acknowledgement, 
log in data system, coding, data 
entry assign to program officer 

Working and 
master file set-up, 
files to program 
officer by grants 
administration 

Program officer/program assistant assess project; review data 
entry, return changes to grants administration for system 
update 
 
45 days 

Office of grants 
services declines 
grants administration 

Program 
officer decline 

Program officer determines 
recommendations and phase II letter 
or merit decline, copies to grants 
administration for data entry; tax 
eligibility review begins upon receipt 
of documents 

Program officer 
summarize project and 
arranges site visit, 
prepares 
recommendations for 
review team discussion 

Program officer 
presents 
recommendations 
to review team 

REVIEW – Phase II 

CEO review and 
approve or decline:   
1. CEO fund grants   
2. grants up to $1 

million 

Grant recommendations over $1 
million to board for review and 
approval; docket prepared 

Board approve or decline; program 
assistant prepare award documents, 
copies to grants administration for 
quality control and data system update 

CEO merit 
declines 

Board merit 
declines 

FOLLOW-UP 

Program staff 
mails award 
docs; upon 
receipt of 
signed award 
letter, 
forwarded to 
finance with 
check request 

Finance 
prepares and 
mails checks; 
check copies to 
grants 
administration 

Grants 
administration 
sets up grant 
files; program 
staff monitors 
grant 

Program staff approves 
progress reports; 
prepares subsequent 
payment docs; to grants 
administration for 
review, edit and 
approval; to finance for 
check cutting with 
copies of docs  

SUBSEQUENT PAYMENTS 
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