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Grant Agreement Procedures 

Chapter 5: Finance 

Procedure Number:  PR544.02 (Supersedes PR544.01) 

Effective Date:   1/7/2022 

Reviewed By:  Chief Operating Officer, Health Operations Team 

Approval:  Grants Director 

Purpose Statement 

Grants are to be competitively awarded as much as possible (Office of Grants Management (OGM) Policy 08-07)  

to ensure that all potential applicants have an equal opportunity to compete for grant funds from MDH, 

including those entities that may not have historically received grants from MDH.  The Minnesota Department of 

Health (MDH) develops procedures to ensure that MDH grants are awarded in a fair and equitable manner and 

to organizations financially stable enough to carry out the purpose of the grant. MDH does this by.  

• Publicizing grant opportunities as broadly as possible (OGM Policy 08-03) and making every effort to 

reach potential applicants and parts of the state that have not historically participated in the grant 

making process. Encourage use of MDH’s Grant Promotion Guidelines to strategize best outreach for 

grant application.  

• Distributing available grant funding in a fair and equitable manner, ensuring that there are no conflicts 

of interest in the process. Encouraging  use of MDH’s Reducing Bias in the Grant Reviewers Guide. 

• Assessing financial stability and past grant performance of applicants prior to entering into a grant 

agreement. Items of significant concern are addressed with the grant applicant before a grant 

agreement is awarded and a grant monitoring plan is developed. 

• Processing and executing all grant agreements and their amendments prior to the effective date.  

• Providing appropriate oversight, monitoring and close out evaluations of all grantees. 

• Adhering to all federal guidelines, state statutes, the Department of Administration Office of Grants 

Management’s (OGM) policies and MDH policies, procedures, and standards. 

Applicability 

This procedure applies to all MDH staff who have a role in the grant making process. This procedure applies to 

competitive, legislatively mandated, formula, single and sole source grants, and grants to individuals. 

Definitions 

Grant is the transfer of cash or something of value to a recipient to support a public purpose authorized by law. 

https://mn.gov/admin/assets/grants_policy2012_08-07_tcm36-207122.pdf
https://mn.gov/admin/assets/08-03%20grants%20policy%20revision%20September%202017_tcm36-312048.pdf
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/Shared%20Documents/Grant%20RFP%20Promotion%20Guide.docx?d=we40c04496e2b4f57bf9849f5482c0ef6&csf=1&web=1
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/Shared%20Documents/Reducing%20Bias%20in%20the%20Grant%20Review%20Process%20-%20Guide.docx?d=web05789e1cc64571bc0aa3b5b228909a&csf=1&web=1
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• Competitive Grant is a grant that is awarded through an application process in which multiple grant 

applications are reviewed and grants are awarded to those applicants that most closely meet the 

selection criteria identified by the granting agency.  Grants are awarded to the applicants that are rated 

the highest against the selection criteria, based on the availability of funds. 

• Formula Grant is a legislative appropriation where the total amount to be distributed, the purpose of 

the grant, the type of grantees and how the funds are to be distributed are determined by law, rule or 

some formal process. 

• Legislatively Mandated Grant is a legislative appropriation in which the amount and purpose of a grant 

is named in law. In some legislatively mandated grants, the grantee organization is also named in law. 

• Single and Sole Source Grant is a type of non-competitive grant that is awarded to an entity 1) because 

it is the only provider of a particular service or 2) that is selected for very specific reasons, such as 

geographic location or community knowledge and unique relationships that make the entity the only 

organization able to fulfill the intent of the grant. 

• Grants to Individuals is a grant to an individual, rather than an organization, that supports a public 

purpose authorized by law. 

Grant Agreement is a legal document between a granting agency and grantee with the principal purpose of 

transferring cash or something of value to the grantee to support a public purpose authorized by law.  Grants 

always involve three parties: 1) the state agency with authority to make the grant, 2) the outside entity (grantee) 

who will administer the grant or deliver the service, and 3) the final recipient of the services. Minnesota state 

agencies must use a written grant agreement for all grants made by the agency per OGM Policy 08-04 Policy on 

the Use of Grant Agreements. 

Office of Grants Management (OGM) at the Minnesota Department of Administration is charged by Minn. Stat. 

§ 16B.97 to create general grants management policies and procedures that are applicable to all state agencies.  

The OGM policies supersede other state agency policies except when the existing state agency policy, or federal 

regulations, are stricter, or in which the OGM has approved an exception.  

Request for Proposal (RFP) is a document that notifies grant seekers of a competitive grant opportunity and 

includes information on grant requirements, selection criteria, timelines, and process.  It is designed to be a fair 

and equitable process and includes a standardized scoring system to rate each application against the chosen 

criteria.  It also must include and identify how an agency’s grant process will implement diversity in grant 

making. 

Procedures 

Step No. Responsible Procedural Step 

1. Activity Manager or 

Designee 

Determine if available funding fits the criteria of a grant or a 

contract.  MDH Reference: Grant or Contract Internal Determination 

Process.    

Proceed to Step 2 if determined activity meets grant criteria.  

Proceed to Professional/Technical (P/T) Contract Procedure  located 

in Policies Plus if activity meets contract criteria.  

https://mn.gov/admin/assets/08-04%20Policy%20on%20Grant%20Contract%20Agreement%20and%20Grant%20Award%20Notice%20FY21_tcm36-438963.pdf
https://mn.gov/admin/assets/08-04%20Policy%20on%20Grant%20Contract%20Agreement%20and%20Grant%20Award%20Notice%20FY21_tcm36-438963.pdf
https://www.revisor.mn.gov/statutes/cite/16B.97
https://www.revisor.mn.gov/statutes/cite/16B.97
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/_layouts/15/Doc.aspx?sourcedoc=%7BD45C2F0B-E1A7-4DF1-805E-A3E478950BF5%7D&file=Grant%20or%20Contract_Internal%20Determination%20Process.docx&action=default&mobileredirect=true
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/_layouts/15/Doc.aspx?sourcedoc=%7BD45C2F0B-E1A7-4DF1-805E-A3E478950BF5%7D&file=Grant%20or%20Contract_Internal%20Determination%20Process.docx&action=default&mobileredirect=true
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/pp/MDH%20Policies/Professional%20Technical%20Contracts%20Procedure.docx?d=w7613a01478dd4f17a3b5492d3b761b0e&csf=1&web=1
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Step No. Responsible Procedural Step 

2. Activity Manager or 

Designee 

Engage communities most impacted by the intended grant purpose. 

This should occur early in the process so they have an opportunity to 

provide input and guidance to the grant process. 

Notify Division Director and  of the intent to make grant funds 

available. The communication should include the purpose of the 

grant, total dollar amount to be awarded, average award 

anticipated, the method by which applicants will be notified of the 

opportunity, type of grant (competitive, sole source, etc.), eligible 

applicants, criteria for awarding grants, and authority and funding to 

support grants. 

3. Activity Manager or 

Designee 

If a Single and Sole Source Grant or a Legislatively Mandated Grant 

(where the organization is not named) –  

1. Complete the MDH Single and Sole Source Justification Form 

and submit to health.grantsoffice@state.mn.us.  

2. MDH Grants Office will review and determine if proposal 

meets Single and Sole Source grant criteria.   

a. If the Single and Sole Source request is denied, the 

competitive grant process should be followed 

(Proceed to Step 4).   

b. If the Single and Sole Source request is approved,  

i. Begin Conflict of Interest procedures by 

referring to MDH Policy PL607.01 Code of 

Ethical Conduct.  

ii. Notify the grantee; and,  

iii. Complete the Due Diligence and Pre-award 

Assessment and Plan (MDH Policy PL504 Pre-

award Applicant Review).  

Additional information can be found at Pre-award Applicant Review 

Guidance and OGM Policy 08-07 Single and Sole Source Grants. 

 

If a Formula or a Legislatively Mandated Grant (where the 

organization is named) or a Grant to an Individual –  

1. Complete the Due Diligence and Pre-award Assessment and 

Plan (MDH Policy PL504 Pre-award Applicant Review). 

Additional information can be found at Pre-award Applicant 

Review Guidance.  

2. Obtain appropriate grant agreement template from Grants 

Central and proceed to Step 8. Contact the Grants Office for 

https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/_layouts/15/Doc.aspx?sourcedoc=%7B460EE237-DD00-47CF-9FB2-88C74B56A887%7D&file=Single-Sole%20Source%20Grant%20Justification.docx&action=default&mobileredirect=true
mailto:health.grantsoffice@state.mn.us
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/Shared%20Documents/Single-Sole%20Source%20Grant%20Justification.docx?d=w460ee237dd0047cf9fb288c74b56a887&csf=1&web=1
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/Shared%20Documents/Single-Sole%20Source%20Grant%20Justification.docx?d=w460ee237dd0047cf9fb288c74b56a887&csf=1&web=1
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/_layouts/15/Doc.aspx?sourcedoc=%7B2A9D6D61-5098-48B9-8F94-EC2A0642351F%7D&file=Pre-award%20Assessment%20and%20Plan.docx&action=default&mobileredirect=true
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/_layouts/15/Doc.aspx?sourcedoc=%7B2A9D6D61-5098-48B9-8F94-EC2A0642351F%7D&file=Pre-award%20Assessment%20and%20Plan.docx&action=default&mobileredirect=true
https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Grant%20Related%20Policies%20Procedures%20and%20Standards.aspx
https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Grant%20Related%20Policies%20Procedures%20and%20Standards.aspx
https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Forms,%20Templates,%20Guidance%20Docs.aspx
https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Forms,%20Templates,%20Guidance%20Docs.aspx
https://mn.gov/admin/assets/grants_policy2012_08-07_tcm36-207122.pdf
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/_layouts/15/Doc.aspx?sourcedoc=%7B2A9D6D61-5098-48B9-8F94-EC2A0642351F%7D&file=Pre-award%20Assessment%20and%20Plan.docx&action=default&mobileredirect=true
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/_layouts/15/Doc.aspx?sourcedoc=%7B2A9D6D61-5098-48B9-8F94-EC2A0642351F%7D&file=Pre-award%20Assessment%20and%20Plan.docx&action=default&mobileredirect=true
https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Grant%20Related%20Policies%20Procedures%20and%20Standards.aspx
https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Forms,%20Templates,%20Guidance%20Docs.aspx
https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Forms,%20Templates,%20Guidance%20Docs.aspx
https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Forms,%20Templates,%20Guidance%20Docs.aspx
https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Forms,%20Templates,%20Guidance%20Docs.aspx
https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Forms,%20Templates,%20Guidance%20Docs.aspx
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Step No. Responsible Procedural Step 

the Grants to Individuals template at 

health.grantsoffice@state.mn.us. 

Refer to MDH Policy PL607.01 Code of Ethical Conduct.  

If a Competitive Grant – An RFP is required.  

1. Either complete the MDH RFP template or assure that all 

essential elements listed in OGM Policy 08-03 Policy on 

Writing and Publicizing Grants Notices and Requests for 

Proposals are incorporated into your RFP.  

2. Before completing the RFP, also review: 

a. MDH Policy PL607.01 Code of Ethical Conduct,  

b. OGM policies 08-01 Grants Conflict of Interest and 

08-02 Rating Criteria for Competitive Grant Review, 

c. MDH Grant RFP Equity Examples and Resources; 

and,  

d. Grant RFP Promotion Guide.   

3. Obtain appropriate Division approvals.  

4. Proceed to Step 4.   

4. Activity Manager or 

Designee 

Prepare information for posting the RFP on MDH’s Grants and Loans: 

Open Grant Opportunities external website page. See Publishing 

Grant Opportunities for the information that should be submitted to 

the MDH Grants Office so that the notice of grant availability can be 

placed on the MDH website as required by law (Minn. Stat. 

§ 15.994). Timing should coordinate with the program website 

posting. The information required to publish grant opportunities on 

the department’s website should be submitted five business days 

prior to the grant opportunity being made available to the public, if 

possible.  

The RFP must be posted for the public for a minimum of 30 calendar 

days. Program may opt to post the RFP for longer. 

Identify what other avenues the program will use to widely 

distribute the notice of a grant opportunity, making every effort to 

reach potential applicants and parts of the state that have not 

historically participated in the grant making process. Coordinate 

distribution with the notice being publicized on the MDH website. 

If RFP notification will be published in the State Register follow 

PR507.02 State Register Procedure.  Financial Management requests 

five business days to process.  

https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Grant%20Related%20Policies%20Procedures%20and%20Standards.aspx
file:///C:/Users/johnsc5/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/BTSIH267/08-03%20grants%20policy%20revision%20September%202017%20(mn.gov)
file:///C:/Users/johnsc5/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/BTSIH267/08-03%20grants%20policy%20revision%20September%202017%20(mn.gov)
file:///C:/Users/johnsc5/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/BTSIH267/08-03%20grants%20policy%20revision%20September%202017%20(mn.gov)
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/Shared%20Documents/Single-Sole%20Source%20Grant%20Justification.docx?d=w460ee237dd0047cf9fb288c74b56a887&csf=1&web=1
https://mn.gov/admin/assets/OGM%20Policy%2008-01%20Conflict%20of%20Interest%20in%20State%20Grant-Making%20effective%20date%20January%201%2C%202021_tcm36-442645.docx
https://mn.gov/admin/assets/08-02%20Grants%20Policy%20Revision%20September%202017%20final_tcm36-312046.pdf
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/_layouts/15/Doc.aspx?sourcedoc=%7B6295B7F0-40D5-4831-B579-553B5B1133E9%7D&file=Grant%20RFP%20Equity%20Examples%20and%20Resources.docx&action=default&mobileredirect=true&DefaultItemOpen=1
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/_layouts/15/Doc.aspx?sourcedoc=%7BE40C0449-6E2B-4F57-BF98-49F5482C0EF6%7D&file=Grant%20RFP%20Promotion%20Guide.docx&action=default&mobileredirect=true&DefaultItemOpen=1
https://www.health.state.mn.us/about/grants/index.html
https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Publishing%20Grant%20Opportunities.aspx
https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Publishing%20Grant%20Opportunities.aspx
https://mn365.sharepoint.com/teams/MDH/permanent/pp/SitePages/Home.aspx
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Step No. Responsible Procedural Step 

5. Activity Manager or 

Designee 

Organize review committee ensuring each reviewer completes the 

Conflict of Interest Disclosure for Grant Application Reviewer form.  

The grant manager or other grant staff must also consider whether 

they have any actual, potential or perceived conflict of interest with 

any applicant as outlined in MDH Policy PL607.01 Code of Ethical 

Conduct and OGM Policy 08-01 Conflict of Interest Policy for State 

Grant Making.  An identified actual, potential or perceived conflict 

should be discussed with the employee’s supervisor. Assistance is 

available through the Ethics Council. 

Every effort should be made to ensure review committees are 

representative of the communities served by the grant and/or most 

impacted by the health issue.  

Encourage review committee to receive Reducing Bias in the Grant 

Review Process Training.  

Review applications that are received accepting those that comply 

with the deadline and submission methods specified in the 

application instructions, and are eligible to proceed, and rejecting 

those that do not comply (MDH ST506.01 Grants, Deadline for 

Receipt of Applications).  

Send accepted applications to the review committee, who uses the 

criteria identified in the RFP to score each application. The RFP, all 

applications received, the signed Conflict of Interest Disclosure for 

Grant Application Reviewer forms and reviewer scores and 

comments are considered grant records that are required to be 

retained by law according to the current MDH Records Retention 

Schedule. All grant records are considered public information once 

grant agreements are executed, including the names of reviewers 

and the comments they make in the review process. 

Forward list of recommended grantees, recommended funding level, 

and rationale to Division Director or designee for review and 

approval. Recommendations should be based on the reviewer’s 

scores and comments, any geographic and other requirements of 

the grant, and a completed Pre-award Assessment and Plan  (MDH 

Policy PL504 Pre-award Applicant Review). Additional information 

can be found at Pre-award Applicant Review Guidance.  

6. Division Director or 

Designee 

Review list of recommended grantees. As appropriate, send to 

Assistant Commissioner/Commissioner for their information. Notify 

https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/_layouts/15/Doc.aspx?sourcedoc=%7B63ADC834-21B9-43F1-A2AE-9CEFB5317DDB%7D&file=Conflict%20of%20Interest%20Disclosure_Grant%20Application%20Reviewer.docx&action=default&mobileredirect=true
https://mn.gov/admin/assets/OGM%20Policy%2008-01%20Conflict%20of%20Interest%20in%20State%20Grant-Making%20effective%20date%20January%201%2C%202021_tcm36-442645.docx
https://mn.gov/admin/assets/OGM%20Policy%2008-01%20Conflict%20of%20Interest%20in%20State%20Grant-Making%20effective%20date%20January%201%2C%202021_tcm36-442645.docx
https://mn365.sharepoint.com/:p:/r/sites/MDH/chech/che/grants/Shared%20Documents/Reducing%20Bias%20in%20the%20Grant%20Review%20Process%20Training%20-%20REVISED%20DEC%202019.pptx?d=w770d394e04194ad1ad8772fee35e6c7c&csf=1&web=1
https://mn365.sharepoint.com/:p:/r/sites/MDH/chech/che/grants/Shared%20Documents/Reducing%20Bias%20in%20the%20Grant%20Review%20Process%20Training%20-%20REVISED%20DEC%202019.pptx?d=w770d394e04194ad1ad8772fee35e6c7c&csf=1&web=1
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/pp/_layouts/15/Doc.aspx?sourcedoc=%7BE801EC0D-F051-431D-BFAF-AF8A1B017708%7D&file=Grants%20Deadline%20for%20Receipt%20of%20Applications.docx&action=default&mobileredirect=true&cid=50bdc652-6140-4f78-b28e-6e23cfc62e4c
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/pp/_layouts/15/Doc.aspx?sourcedoc=%7BE801EC0D-F051-431D-BFAF-AF8A1B017708%7D&file=Grants%20Deadline%20for%20Receipt%20of%20Applications.docx&action=default&mobileredirect=true&cid=50bdc652-6140-4f78-b28e-6e23cfc62e4c
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/_layouts/15/Doc.aspx?sourcedoc=%7B2A9D6D61-5098-48B9-8F94-EC2A0642351F%7D&file=Pre-award%20Assessment%20and%20Plan.docx&action=default&mobileredirect=true
https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Grant%20Related%20Policies%20Procedures%20and%20Standards.aspx
https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Grant%20Related%20Policies%20Procedures%20and%20Standards.aspx
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/_layouts/15/Doc.aspx?sourcedoc=%7B2F5AE721-7E3F-41FE-8A58-FD488B7B2ADD%7D&file=Pre-award%20Applicant%20Review%20Guidance.docx&action=default&mobileredirect=true
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Step No. Responsible Procedural Step 

Activity Manager or designee that they should proceed with 

notifying awarded and non-awarded applicants of their status. 

7. Activity Manager or 

Designee 

Notify the applicants of their award status. 

To have the commissioner sign the award letter, follow the 

guidelines for obtaining Commissioner’s signature.  To have a news 

release of the awards, contact your Communications representative. 

News release of awarded grantees can only occur after all grant 

agreements are fully executed. 

8. Activity Manager of 

Designee 

Complete the appropriate MDH grant agreement template for the 

type of organization being funded (CHB, Tribal Government, 

University of Minnesota, or the MDH standard grant agreement) and 

the funding being used (state, federal or both). Template language 

changes must be approved by the Legal Unit and Grants Office. 

Reimbursement is the preferred method for paying grantees. If an 

Advance Payment is being requested the Activity Manager must 

complete the Advance Payments Form and submit to 

health.grantsoffice@state.mn.us for review.  If an advance payment 

is approved, discuss with the Grants Office what language needs to 

be incorporated into the grant agreement template to address the 

monitoring and reconciling of the advance.  

9. Activity Manager or 

Designee 

Send Encumbrance Worksheet, Grant Award Cover Sheet (if 

appropriate) and  MDH Grant Agreement,  with all 

attachments/exhibits to Legal Unit for review at health.legal-

review@state.mn.us 

Use the following naming convention for the Subject line of the 

email: SFY – Date it needs to be encumbered by – Agreement Type – 

Grantee name – grant program – requesting division 

EX: FY23 – 4/30/23 – Grant – Red Door Clinic – HIV Testing - IDEPC 

o If grant is a Single and Sole Source, include signed 

justification form. 

o If approved for an advance payment, include approved 

Advance Payment Request Form. 

10. Legal Unit Review proposed grant agreement to see that it is in conformance 

with state agency requirements for grants and that grant language is 

not obviously ambiguous or unclear.  Discusses any concerns with 

https://fyi.health.state.mn.us/commissioners-office-signature-guidelines
https://www.health.state.mn.us/news/ios.htm
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/pp/Forms%202/Advance%20Payment%20Request%20Form.docx?d=w32b2f4034463459f95ffbdfb8b17acc3&csf=1&web=1
mailto:Health.GrantsOffice@state.mn.us
mailto:health.legal-review@state.mn.us
mailto:health.legal-review@state.mn.us
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Step No. Responsible Procedural Step 

Activity Manager.  Once the grant agreement is approved, forwards 

to Financial Management for review and encumbrance and copies 

the Activity Manager or Designee. 

11. Financial Management Monitors contract execution process for compliance in their role as 

certifier that the grant agreement is a legally-binding agreement, 

that grant language matches funding being used, to encumber funds 

in SWIFT (Statewide Integrated Financial Tools) and complete the 

Encumbrance Worksheet. Electronic file is then returned to Activity 

Manager or Designee. 

12. Activity Manager or 

Designee 

Print three copies of the Grant Award Cover Sheet (if appropriate), 

grant agreement and all attachments/exhibits and mail all three 

copies to the grantee for their signature.  

OR 

 

Forward electronic file of Grant Award Cover Sheet (if appropriate), 

grant agreement and all attachments/exhibits to grantee for their 

review and signature. The Encumbrance Worksheet is for internal 

use only, however, it contains no private information so could be 

included with the grant agreement at Activity Manager or Designee 

discretion. 

Please use the following naming convention in the subject line of the 

DocuSign envelope: 

Document Type | Division Acronym | PO No. or Contract No., if 

applicable | Grants and Contracts SharePoint Tracking # (REQ ID) or 

MRQ | Rush, if applicable | COVID-19, if applicable 16.  

If you need a DocuSign account, please contact Health.Legal-

review@state.mn.us. 

 

13. Grantee Review grant agreement and attachments/exhibits, sign all three 

copies of the grant agreement and mail to the activity manager or 

designee. 

 

OR  

 

Review grant agreement and attachments/exhibits, print signature 

mailto:Health.Legal-review@state.mn.us
mailto:Health.Legal-review@state.mn.us
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Step No. Responsible Procedural Step 

page, sign and transmit document by FAX, or scanned PDF to the 

activity manager or designee. 

14. Financial Management Send Grant Award Cover Sheet (if applicable), encumbrance form, 

three copies of grantee signed grant agreement with all 

attachments/exhibits and 16A/16C Form if required by Interoffice 

Mail to Financial Management. 

15. Activity Manager or 

Designee 

Signs the three copies of the grant agreement. Maintains one for 

Financial Management files and returns the remaining two copies to 

the activity manager by Interoffice mail. 

16. Activity Manager or 

Designee 

Keep one copy of grant agreement with all attachments/exhibits and 

mail/email one copy to grantee, notifying grantee that they now can 

begin work. 

17. Grantee Begins work on project. 

Forms 

• Advance Payment Request Form 

• Conflict of Interest Disclosure Grant Application Reviewer 

• RFP Template 

• Purchasing Violation (16A 16C) Form 

• 16A.15/16C.05 Form Instructions 

• Due Diligence Review Form 

• Encumbrance Worksheet 

• Appropriate Grant Agreement Template 

• Pre-award assessment and Plan 

• Single Sole Source Justification Form 

Related Information 

• MDH Code of Ethical Conduct PL607.01 

• State of Minnesota Policy Number: 08-03 

• Grant RFP Promotion Guide 

• Grant RFP Equity Guide 

• Reducing Bias in the Grant Review Process Guide  

• MDH Standard ST506.01 Grants Deadline for Receipt of Applications 

https://mn365.sharepoint.com/:b:/r/teams/MDH/permanent/pp/Forms%202/16A-16C%20Form.pdf?csf=1
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/pp/Forms%202/Advance%20Payment%20Request%20Form.docx?d=w32b2f4034463459f95ffbdfb8b17acc3&csf=1&web=1
https://mn365.sharepoint.com/teams/MDH/permanent/GC/Shared%20Documents/Conflict%20of%20Interest%20Disclosure_Grant%20Application%20Reviewer.docx?d=w63adc83421b943f1a2ae9cefb5317ddb
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/Shared%20Documents/RFP%20Template.docx?d=w2990f08f566344a39175298da2c8b876&csf=1&web=1
https://mn365.sharepoint.com/:b:/r/teams/MDH/permanent/pp/Forms%202/16A-16C%20Form.pdf?csf=1&web=1
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/pp/Forms%202/16A-16C%20Form%20User%20Guide.docx?d=w3f480a9689f741cdadf4bf1ac3f95778&csf=1&web=1
https://mn365.sharepoint.com/teams/MDH/permanent/GC/Shared%20Documents/Due%20Diligence%20Review%20Form.docx?d=w54333bd95e394b21b19bd90e8b42975f
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/pp/Forms%202/Encumbrance_Worksheet_Form-ADA.docx?d=wcbab71cf23174977844f35f67ad53bb6&csf=1&web=1
https://mn365.sharepoint.com/teams/MDH/permanent/GC/SitePages/Forms,%20Templates,%20Guidance%20Docs.aspx
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/Shared%20Documents/Pre-award%20Assessment%20and%20Plan.docx?d=w2a9d6d61509848b98f94ec2a0642351f&csf=1&web=1
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/Shared%20Documents/Single-Sole%20Source%20Grant%20Justification.docx?d=w460ee237dd0047cf9fb288c74b56a887&csf=1&web=1
https://mn365.sharepoint.com/teams/MDH/permanent/pp/Drafts_Library/Code%20of%20Ethical%20Conduct%20-%20MDH%20Policy.docx?d=w2492ead984c844c7b00fb93e2bcb2a04
https://mn.gov/admin/assets/08-03%20grants%20policy%20revision%20September%202017%20final_tcm36-312048.pdf
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/GC/_layouts/15/Doc.aspx?sourcedoc=%7BE40C0449-6E2B-4F57-BF98-49F5482C0EF6%7D&file=Grant%20RFP%20Promotion%20Guide.docx&action=default&mobileredirect=true
https://mn365.sharepoint.com/:w:/r/sites/MDH/chech/che/grants/Shared%20Documents/Grant%20RFP%20Equity%20Guide%20-%20REVISED%20FEB%202020.docx?d=wbf1aaec636834b3dbee4dc85e7bd69f3&csf=1&web=1
https://mn365.sharepoint.com/sites/MDH/chech/che/grants/Shared%20Documents/Reducing%20Bias%20in%20the%20Grant%20Review%20Process%20Guide%20-%20REVISED%20FEB%202020.docx?d=w54838c7b068f4a9197bc528747b92559
https://mn365.sharepoint.com/:w:/r/teams/MDH/permanent/pp/MDH%20Policies/Grants%20Deadline%20for%20Receipt%20of%20Applications.docx?d=we801ec0df051431dbfafaf8a1b017708&csf=1
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• Office of Grants Management Policies 

• DocuSign instructions 

 

https://mn.gov/admin/government/grants/policies-statutes-forms/
https://mn365.sharepoint.com/:w:/r/sites/MDH_DocuSign_Senders/_layouts/15/Doc.aspx?sourcedoc=%7B78584963-6FD7-41D3-9424-443B3468426B%7D&file=DocuSign%20User%20Guide-%20Grants%20and%20Contracts.docx&action=default&mobileredirect=true
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