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Step 1: Soliciting Applications

This first step of soliciting applications is comprised of four phases: A) developing your request

for proposals (RFP); B) distributing your RFP; C) providing support for applicants; and D) taking

preventative measures to ensure accountability.

The goal of soliciting applications should be to receive a sufficient number of applications for

the number of awards you are offering that all meet your eligibility criteria. A good numerical

goal is to solicit three to five applications for every sub-award you will offer. Of course, you

don’t want to limit your choices by having too few applicants. And you don’t want too many

applicants taking up too much of your organization’s time and effort.

A. Developing Your RFP Packet

Based on the purpose, the targeted groups, the number of awards, the amount per award and

the length of the grant period, you are ready to begin to develop your RFP and accompanying

materials in a RFP packet. First, you will need to determine what information about and from

the applicant you need to make your sub-award decision. In most cases, you will need to

include requests for information about the organization itself, its proposed project, the budget

of the organization and the requested budget for the project and any compliance requirements

concerning the sub-award. 

	Components
	Description
	Recommendations

	Information on the grant and

the sub-award program

	Materials that describe the

purpose of the grant and sub-awards,

the sub-award categories,

eligible organizations,

requirements and intended

outcomes.
	• Include an overview of the

grant, and the purpose of

the sub-awards.

• Provide a timeframe for the

sub-award grant process

with deadlines.

• Clearly list eligibility and

funding criteria.

• Describe the size of grants.

• Identify any workshops, technical

assistance or support

available to applicants.

• Provide contact information

for the grantee organization.



RFP Packets

	Components
	Description
	Recommendations

	Qualifying organization

information

Proposed project information

Budget information
Requirements or compliance

information


	Information that describes the type(s) of organization that can apply for which award(s)

Information that outlines the

proposed project of the

applicant
Information that provides an

overview of the proposal budget as well as the organization’s

current budget
Information that awardees need to be aware of and agree to in order to participate in the program


	• Include questions that provide

information you want to

know about the applying

organization. Specifically

request information that you

can use to determine if the

organization meets your eligibility

criteria: mission of

organization, location, size

(budget and staff), service

areas, etc.

• You may want to request one or more of the following: a list of the current board of

directors; supporting materials from the organization (brochures, articles, letters of support).
• Determine what you need to

know about the applicant’s

proposed project: 1) project

purpose/goal 2) problem/

issue to be addressed

3) projected outcome/impact

4) project plan 5) timeline

6) outcome measurement

Process
• Ask for the organization’s

current operating budget

and the organization’s most

recent audited financial statement (if available).
• Any conditions for receiving

a sub-award should be clearly listed for organizations to consider. Some requirements

could include: participation

in training and/or technical

assistance, allowing a representative to help set up systems to account for grant

funds, complying with all

Federal regulations and submitting financial, progress

and outcome reports.

• Some grantor organizations

may want to develop a preliminary Memorandum of
Agreement (MOA) outlining

all post-award requirements

of the sub-awardee. A


	Components
	Description
	Recommendations

	Scoring percentages

	Percentage amounts given to

each of the key areas of the

application.
	preliminary MOA could to

be included in the applicant

packet for signature. The

actual MOA then would be

signed when the applicant

was designated as a sub-awardee.

• For reviewing purposes and to

provide information on scoring

to the applicant, provide percentage

amounts for scoring

on each of the key areas of

the application. The percentages

should add up to 100%.


Recommended Components for RFP Packets (cont.)

In designing your RFP packet, be sure to put it in a user-friendly format that is accessible for

your specified audiences. For example, if you are targeting organizations that are from different

language or cultural groups, you may want to consider translating the packet contents into the

appropriate languages. The Southeast Asia Resource Action Center, another 2002 CCF grantee

and national nonprofit organization dedicated to advancing the interests of Southeast Asian

Americans, posted its sub-award application in five different languages: English, Hmong,

Khmer, Vietnamese and Lao.

In addition, be sure to provide guidance in completing the application. Include clear directions

and specify any requirements, such as length of application (number of pages to be submitted),

deadline for submitting application, supporting materials or information to be included

with application and the address to which you want the application sent.

You may want to consider designing your application to be consistent with other area foundations

or organizations’ applications. JVA, Consulting, a Denver-based intermediary, modeled

their RFP and proposal process after the Colorado Common Grant Application which has been

widely accepted by a number of Colorado foundations. Once the RFP is completed by an applicant for a JVA sub-award, it can be re-used and adapted for other funding requests. You may

also want to design your application so that it is consistent with other funding organizations’

applications in your geographic area (city, state) or in your particular area of service (homelessness, at-risk youth, etc.).

B. Distributing Your RFP Packet

After designing your packet materials, the next step is to determine your outreach strategy and

plan—how best to contact and inform those eligible organizations and groups of the availability

of your award(s) and how to obtain the RFP packet. By now, you already have identified your

targeted groups and organizations; next, you will need to compile an outreach list (both email

and street address lists) in order to contact those groups. You can develop your master list by

combining a series of lists:

· Your own organization’s mailing list

· Mailing lists of partners associated with your project

· Association lists (organizations in particular service areas such as homeless shelters or after school programs)
· Nonprofit lists (nonprofit organizations usually compiled by city or area by the local United

· Way, Chamber of Commerce, Junior League or other civic group)

· Faith organization lists (churches, synagogues, mosques, etc.) by type of faith, denomination

· or particular geographic location

To develop an effective outreach and distribution strategy, consider the following possible

elements for your strategy.  Clemson University’s South Carolina’s Rural Communities
Compassion Project made arrangements to distribute information on its project and the RFP through a variety of organizations including South Carolina Association of Nonprofit

Organizations, South Carolina Educational Television and various public libraries across the State. In addition, the Rural Communities Compassion Project assured statewide distribution

of their RFP and project information to rural faith-based and community organizations through the cooperation of 46 county United Way offices, 46 county First Steps Offices (coalitions

focused on child enrichment), 46 Clemson University Extension Offices, the South Carolina Employment Security Commission, the South Carolina Christian Action Council and 10 South

Carolina foundations.15


Requesting Letters of Intent/Calls of Interest

If you would like to gauge how many applications you are likely to receive so that you can better prepare, you may want to request letters of intent or calls of interest from potential applicants as a

part of the RFP process. These will help you determine the level of applicant interest, plan the number of staff/volunteers needed for the selection process, determine if you need to engage in

further solicitation to boost the number of applications coming in and screen out applicants that do not meet your eligibility requirements. To do this, you could put information in your RFP

packet or in your announcements asking that potential applicants contact you by email, mail or phone.

C. Providing Support for Applicants

Many intermediaries view the sub-award process as a training and technical assistance opportunity to help applicants further build their capacity in fundraising. JVA Consulting requires all potential applicants to attend training workshops and to participate in one-on-one technical

assistance addressing proposal preparation. These mandatory workshops are held prior to each

grant deadline to help organizations understand the grant process and comply with all requirements.

The workshops emphasize that the sub-award is not just onetime funding, but is an

opportunity to build an applicant’s understanding of grant-seeking, grant-management and

grant-reporting requirements.
If your organization cannot or chooses not to provide formal training workshops or individualized

technical assistance to support applicants, you may want to consider providing training

and technical assistance for applicants either online or by phone. Any assistance your organization provides can bring benefits such as eliminating non-eligible applicants, helping make individual applications stronger and helping ensure accountability of sub-award funds. For more information on designing a training and technical assistance plan which includes sub-award

applicant training, see the Delivering Training and Technical Assistance guidebook, part of the

National Resource Center’s Intermediary Development Series.

D. Taking Preventative Measures to Ensure Accountability

As an intermediary, your organization is responsible for making sure all Federal funds provided

through sub-awards are managed and monitored to ensure compliance with Federal requirements

and regulations. You must also ensure the funds are used in the manner for which they

were approved. If sub-awardees violate Federal requirements, the requirements specified in their

sub-award or otherwise improperly use the funds they receive, you as the grantor as well as the

sub-awardee may both be subject to legal action. If a sub-awardee uses its funds fraudulently, it

could be subject to criminal prosecution.

The following provides some ideas on how your organization can take preventative measures,

starting with soliciting applications, to help ensure the organizations that receive awards comply with Federal requirements and regulations.

Be sure to invest in a well-planned and well thought- through solicitation process. It will yield

strong candidates for sub-award consideration as well as strong grantees to help achieve your overall program goals.


Material taken and adapted from:  Designing Sub-Award Programs: Compassion Capital Fund National Resource Center. http://www.acf.hhs.gov/programs/ccf/
Distribution Strategy Ideas


❏ Post information on your and your partners’ websites





❏ Make arrangements to post information on other websites supportive of your project





❏ Send out email notices to your master email mailing list





❏ Send out notices by direct mail and/or fax to your master mailing list





❏ Make personal phone calls to targeted and influential groups (for their information as well as to help pass on the information)





❏ Make presentations to targeted audiences at organizational meetings, conferences, trainings





❏ Place notices in publications and newsletters serving the nonprofit and faith community sectors





❏ Develop a PSA (public service announcement) and release to radio, print, and local cable TV media outlets





❏ Develop a press release and hold a press conference concerning the award and its availability to targeted organizations





❏ Ask other organizations (working with the same target group of organizations) to provide the information via their mailing lists, on their websites and in their newsletters




















Include a clear explanation of all requirements and regulations in the RFP application packet and in supporting documentation.





Provide pre-award training on components such as the Federal requirements and regulations as well as reporting requirements, monitoring requirements, etc.





Make a site visit to the selected applicants (prior to finalizing an award) to ensure that all submitted documentation is correct and that the applicant understands the requirements associated with receiving the award. If this is not possible, consider a conference call with organizational leadership (executive director, board president, etc.) to discuss their organization, the grant application, proposed project and grant requirements. 





Design a monitoring plan to oversee the sub-award project and spending of sub-award funds. Develop a memorandum of agreement to be signed by all sub-awardees outlining sub-award requirements for grantees.





Develop intervention procedures to be implemented by your organization with the grantee if problems arise. Communicate those procedures to all sub-award candidates or include them in the memorandum of agreement.





❏ Create your RFP packet


❏ Design a strategy to distribute your RFP


❏ Develop a plan to provide T/TA support


for applicants


❏ Determine the preventative measures


your organization will implement
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