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To request a document be translated into
American Sign Language (ASL), contact
SignLanguageServices@denvergov.org.

 
For other public accommodation

requests/concerns related to a disability, please
contact DisabilityAccess@denvergov.org.
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OFFICE OF NONPROFIT ENGAGEMENT

T h e  D e n v e r  O f f i c e  o f  S t r a t e g i c  P a r t n e r s h i p s

( D O S P )  w a s  c r e a t e d  i n  J a n u a r y  2 0 0 4  t o  s e r v e  a s  a

l i a i s o n  b e t w e e n  t h e  C i t y  o f  D e n v e r  a n d  i t s

n o n p r o f i t  s e c t o r .  D O S P  i s  c o m m i t t e d  t o

i n c r e a s i n g  t h e  c a p a c i t y  a n d  s u s t a i n a b i l i t y  o f  t h e

n o n p r o f i t  s e c t o r  a n d  a c h i e v e s  t h o s e  o b j e c t i v e s  b y

d e l i v e r i n g  t r a i n i n g  &  w o r k s h o p s ,  t a r g e t e d

p r o g r a m m i n g ,  i m p r o v i n g  i n t e r n a l  c o n t r a c t i n g

p r o c e s s e s ,  a n d  b y  a s s i s t i n g  n o n p r o f i t s  w i t h

f u n d i n g  a n d  b e c o m i n g  s m a r t e r  a b o u t  t h e

f a c i l i t i e s  t h e y  o p e r a t e  o u t  o f .  
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Proposal Process
Overview

City puts out Request

for Proposal (RFP) &

gives about 30 days

for responses
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City receives

responses

Technical

evaluation

Proposals are

reviewed by a

committee

Committee

makes decision

Award letters

sent out,

contract process

begins
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Example Evaluation
Checklist
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*Be sure to attend pre-conferences, insight
meetings, or briefs to get information on the
grant/contract, and turn in all of the required

documents and follow instructions in order to be
considered*
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TIPS FOR

WRITING A

PROPOSAL

Read our Grant Writing 101 e-guide!

Start early! The process always takes

longer than anticipated

Read the instructions and make sure

to follow them

Be clear and concise

Try not to repeat information

throughout your proposal

Use specific examples and data to

back up your answers

Be transparent

Provide a great amount of detail in

your budget narrative

Make sure your budget aligns with

activities discussed in your narrative

Have someone read and edit your

proposal before you submit it

Keep your audience in mind. Avoid

jargon and provide context

BE UNIQUE

CHECK YOUR
AUDIENCE

BE SPECIFIC,
CONCISE, AND
TRANSPARENT
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contract/grant Process
Overview
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The contracting process can take 6-8 weeks 
barring document review and submission. 

Turn in the required scope of work and insurance

If $10,000 and under, you will receive a PO, if $10,000.01+,

the contract process begins

The agreement is entered into the contracting system and

moves through approvals (1 week)

Agreements with City Attorney for drafting (1-2 weeks)

Contract Admin sends the agreement to vendor to review:

Vendor must provide the approval to move forward

A purchase order must be sent to the vendor before you can

invoice (can take up to 3 weeks) 

Agreement gets executed and is sent to the vendor

Once signed, the agreement moves to City signatures (2-3

weeks)

If approved, the agreement moves for vendor signature

through DocuSign (the quicker you sign the better)

1.

2.

3.

4.

5.

6.

7.

8.

9.

DOING BUSINESS WITH THE CITY 07DOING BUSINESS WITH THE CITY

https://denvergov.org/Government/Departments/Human-Rights-Community-Partnerships/Divisions-Offices/Office-of-Nonprofit-Engagement


07DOING BUSINESS WITH THE CITY

invoice example

Org name
Org name
& mailing
address

Signature
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SignatureMake sure to include the
PO number
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Workers’ 

Commercial General Liability

Business Auto

No exclusion for sexual abuse/molestation (if

a youth-serving org)

Cyber liability is now required going forward

for ALL agreements

Standard 
Requirements:

Compensation/Employer’s Liability

Insurance

***Some requirements can be addressed on a case by

case basis

***Non-negotiable items are the no exclusion and cyber

liability

insurance requirements
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QUESTIONS?

CONTACT US
CHECK  OUT  OUR  WEBS ITE

F IND  US  ON  FACEBOOK

JOIN  OUR  L ISTSERV
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