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Purpose Statement 

The procedure provides a step-by-step process to guide applicants through the grants management system. The 
steps are as follows: 

• Creating the grant/proposal document. 
• Proposal/grant document navigation and entry. 

o Proposal information 
o Related instruction match 
o Training provider selection 
o Proposal narrative 
o Financial and applicant capacity review 
o Submit proposal 

Creating the Proposal/Grant Document 

The dashboard will display once you are logged into to the Grants Management System. 
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Under “My Opportunities,” select “Dual Training Grant 2026.” 

  

A pop-up box appears. Read the agreement language and, if you agree, select “agree” to create the proposal 
document.  

 

Proposal/Grant Document Navigation and Entry 

The proposal/grant document you created will open to the “Document Landing Page.” This page will show 
general information about the document created. On the Proposal/Grant document, OHE has included the “Dual 
“Training Grant Timeline,” to keep you informed of when items are due and grant related events occur. 
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Proposal Information 

From the left navigation bar, select “Proposal Information.” This will open the “Proposal Information” form 
within the Proposal/Grant document.  

Basic information regarding the organization will populate on the screen such as address, applicant name, 
and applicant type. The applicant is responsible for entering the following fields: 

1. Dual-Training Program Start Date
2. Is the applicant an employer or organization representing employers?
3. Estimated Number of Dual Trainees
4. Of the Estimated Number of Dual Trainees, how many are continuing their related instruction program

from a previous grant round?
5. Total Grant Request Amount for Related Instruction
6. Total Grant Request Amount for Trainee Support
7. Name of Applicant Contact
8. Contact Title
9. Contact Phone
10. Contact Email

Once the fields are entered, click “Save” in the right-hand corner of the page. 

Example of what an entry may look like: 
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Related Instruction Match 

To navigate to the next form, select “Next Form” from the blue bar at the bottom of the screen, or use the left-
hand navigation bar to select the next form under “Proposal.” 

The “Related Instruction Match” form is where the determination is made if the organization must contribute 
the 25% match. The applicant must enter annual gross revenue from the previous calendar year. 

• If the annual gross revenue exceeds $25,000,000, the 25% match will be required.

• If the organization’s annual gross revenue does not exceed $25,000,000, the applicant has the option to
contribute a 25% match, but the contribution is not required.
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• If the applicant selects that “no” to the optional contribution. The applicant must submit supporting
financial documentation to confirm the annual gross revenue.

Training Provider Selection 

The “Training Provider Selection” form is where all the training providers, that the applicant has reached out to 
and established a partnership for approved programs pertaining to specific occupations, are entered.  

The approved providers are listed in the dropdown for the “Training Provider Name” field. If the provider is not 
listed. Please reach out to The Office of Higher Education’s (OHE) Grants and Workforce Initiatives Unit at 
ohe.gwi@state.mn.us.  

The applicant must list every occupation. If there is more than one program or occupation that will fall under 
one provider, the applicant must add multiple rows to make additional entries.   
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If the applicant needs to add a provider, they need to “save” the current entry and click “add” from the top right 
of the screen. Selecting “add” will create a new record and not delete the existing training provider selection.  

If multiple training providers are entered. An arrow will appear with the “Training Provider Selection” menu 
item. Selecting the menu item will display a list of the training providers the applicant has entered.  

Proposal Narrative 

The “Proposal Narrative,” lists the scoring criteria for the competitive grant. To avoid losing any data due to a 
system interruptions, such as timing out, OHE recommends the applicant enters the proposal narrative in a 
separate word processing software. Then, copy and paste the sections of the proposal into the portal. 
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Financial and Applicant Capacity Review 

If the applicant’s organization type is one that requires OHE to complete a Financial and Applicant Capacity Review, the 
applicant must provide a Capacity Response within the portal.  

Following the Capacity Response, there are two statements that the applicant will need to confirm. 

• Certification of No Felony Financial Crime. An organizational chart or list of principles that the applicant
certifies.

• Certification of good standing with the Secretary of State.

Lastly, the organization must submit financial documentation. 

• Nonprofit Organization Financial Documents to Upload:
o Most recently completed IRS Form(s) 990 or Form(s) 990-EZ.
o Most recently completed Certified Financial Audit(s), if potential nonprofit grantee is required to

complete an audit under Section 309.53  Subd.3.
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o Board-reviewed financial statements, proof of tax-exempt status, and documentation of internal
controls, if potential nonprofit grantee is not required to file Form 990 or Form 990-EZ or has not
been in existence long enough to have a completed IRS Form 990, Form 990-EZ, or audit.

• Business Entity Financial Documents to Upload:
o Most recently completed Federal Tax Return.
o Most recently completed State Tax Return.
o Current Financial Statements.
o Documentation of internal controls and current financial statements, if potential business entity has

not been in business long enough to have filed a tax return.
o The image is a screen shot of "The Financial Review" and what documentation is to be included for

Nonprofit Organizations.

• The following questions must be confirmed in alignment with the financial documents provided or lacking.
An explanation may be required.
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Submit Proposal 

Finally, the applicant will submit the completed proposal by selecting the bar at the bottom of the form stating, 
“Save and Submit Application.” 
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