Scoring and Review Processes: Best Practices
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Pre-Submission Guidelines

Establish goals and priorities for City funding
Goals, values and priorities are not the same as the statutory or compliance-
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Processing Applications

Submission of Applications
o0 Applications should be accessible by web and hardcopy at least 4-6 weeks prior to the application
due date. To make the process more equitable, it is recommended that the application be available in
multiple languages
Applications should not be overwhelmingly complicated; aim for 3-6 pages of narrative,
followed by budget table, workplan, and relevant attachments/appendices
Alternative formats such as video, recorded PPT presentations, and oral presentations should
also be considered as acceptable application formats
o0 Develop outreach strategy to disseminate application to priority groups, communities, and partners;
available in multiple languages
Application instructions and submission procedures should be available on city’s website and
in printed format; emailed to community partners for expanded reach

Internal screening of applications
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Assigning Applications to Reviewers

Identifying potential conflicts of interest
o]
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