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Grant Writing and iSupplier Agenda 

❖Grant Writing Tips

❖Online Bidding

❖Creating a Quote 

❖Revising a Quote

❖Unlocking the Quote

❖Printing the Quote

❖Submitting a Quote

❖Acknowledging Addendums
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Grant Writing Tips

Delegate Agency iSupplier (eProcurement) Training 

Material
3



Grant Writing Tips – Proposal Development
Designed to Provide Helpful Tips and Recommendations for Grant Writing

• Read the Funding Announcement (RFP) Carefully and Ensure Alignment with 
Organization’s Mission and Goals - Understand the Organizations Needs

• Thoroughly Review the Proposal and Incorporate a Team Approach for 
Development and Review 

• Ensure that the Organization Has the Capacity to Implement/Execute and 
Accomplish Program Goals and Secure Executive/Board Approval (as 
required)

• Conduct an Analysis of the Need, Cost Benefit, Resources, Current 
Organizational Structure, and Fiscal Capabilities

• Ensure Capability to Comply with Fiscal, Programmatic Requirements, Long 
Term Compliance Requirements

• Clearly define services to be provided directly or through partnerships/linkage 
agreements with other agencies that are appropriate to achieving desired 
outcomes
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Grant Writing Tips – Proposal Development
• “Tell the Story” with the Narrative and Budget and Write Convincingly/ Persuasively -

Present a logical solution to a problem. 

• Demonstrate that the Organization Understands the Request and Can Meet the Need 
of the Granting Agency 

• Understand the Funder’s Needs and Target Population & Challenges

• Research to ensure that the program is a good fit for the organization’s 
mission/goal/needs 

• Provide Statistics when Possible and Necessary and Best Practices

• Highlight strong national or local evidence base that aligns with best practices for the 
relevant program

• Demonstrate an effective approach to identifying and retaining program participants

• Show the Value the Organization will Bring to the Project; Identify Key Staff 
Responsible for Completing the Proposal

• Experience

• Staffing

• Partnerships

• Knowledge-base

• Fiscal Capacity
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Grant Writing Tips – Proposal Development

• Basic/Major Areas of a Proposal: 

• Overview of Organization and Mission Statement 

• Problem Statement

• Proposed Solution

• Cost and Justification

• Goals and Objectives

• Proposal Details 

• Impact/Results/Outcomes

• Implementation Timeline

• Risks and Challenges

• Collaborations/Partnerships

• Tracking Tools and Systems

• Resources and Capabilities
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Grant Writing Tips – Proposal Development

• Demonstrate Financial and Administrative Capacity to Execute 
a City Contract

• Prepare a Responsible Budget with Current Job Descriptions 
and Resumes

• Review Budget and Provide Appropriate Justification for 
Expenses

• Ensure Budget and Narrative are Consistent and All Figures 
Tie-Out

• Provide Realistic and Obtainable Objectives/Outcomes/Goals 
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Grant Writing Tips – General Reminders

• Establish the Timeline and Work Backwards to ensure Timely 
Submission –

• Project Planning/Resources/Required Documents/ Certifications

• Do Not Procrastinate Wait to Draft and/or To Submit

• Set Calendar Alerts 

• Use an Outline and Checklist

• Participate in All Technical Assistance and/or Webinar Session 
- Ask Questions/Take Notes

• Use Calculating Software to Minimize Human Error

• Spell Check
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Grant Writing Tips – General Reminders

✓Start Early/Log In

✓Organize Concepts

✓Write persuasively

✓Follow the RFP and 
Supplemental 
Details as Instructed

✓Provide Strong 
Content and 
Concise 

✓Use Correct 
Grammar

✓Complete All 
Requirements and 
Fields

✓Double Check Prior 

to Submission –
Internal Control and 
Quality Control 
Review 

✓Review the 
Evaluation Criteria 
and the Associated 
Weights/Scoring 
Value

✓Be Honest/Forthright 

✓Use a Checklist

✓Attend Pre-
Conference

• Ensure All Required 
Attachments are 
Submitted

• Letters of Support, 
Resumes, 
Graphs/Charts, 
Previous Results, 
etc. 

• Name Attachments 
Properly with 
Consistent  
Format/Style Titles 
and Header 
References (as 
Necessary)

• Leverage calculating 
software

✓Submit Before or 
On Time
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ONLINE BIDDING
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http://www.cityofchicago.org/eProcurement
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Login

• Self Management – Password Resets
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Online Bidding Folder 
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Option 1: View and Respond to RFP
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Search by Entering RFP Number

2 Options for Searching and Responding to a Quote



Respond and Terms and Conditions 
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Enter the RFP number and Select Respond

Read and Accept Terms and Conditions



Create a Quote and Complete Requirements
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Option 2: View Attachments and Respond 

Delegate Agency iSupplier (eProcurement) Training 

Material
18

Enter the RFP number and Click Hyperlink



View Attachments and Respond 
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Complete Lines

Delegate Agency iSupplier (eProcurement) Training 

Material
20

➢ Enter Requested Budget in Appropriate Lines

➢ Do Not Enter a Zero

➢ Do Not Enter Punctuations (Periods or Commas, etc.)

Save Draft or Continue to Submit Stage 



Electronic Signature 
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➢ Enter First and Last Name

➢ Read and Acknowledge the Disclosure Statement 

➢ Submit Button is Available to Select



Finding an RFP and Managing Existing
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View Full List 
• Allows Users to View All Responses for an Agency
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Revise an Active Quote 
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Options for Revising Quotes
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Manage Draft Responses
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Manage Drafts and Unlock Responses
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➢ Users can Unlock Drafts for Other Users to Access

➢ Users can also Review and Submit or Update the Existing Response 



Addendums and Notifications
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• Addendum  - Solicitation Number will be amended with a 

(zzzz,1)



Helpful Reminders

• Administration of Organizational Information – Maintain 

Updated and Accurate Information

• Avoid clicking the Back/Forth browser buttons – Navigate 

through iSupplier site

• Updating Agency Information and User Access –

Remember to Enter Email Address Before Granting 

Access to Organizational Users . 

• Assign Proper Responsibilities (Online bidding and/or Invoicing)
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Helpful Reminders

• Online Discussion Sent to Buyer Only

• Save Draft Often

• Check Attachment Submissions Prior to Submitting RFP

• Click Validate Prior to Submission  - To Identify Missing 

Requirement

• Prior to Submitting – Enter Name First THEN Click 

Certify
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Who to Contact for Assistance 

• Questions on Registration:  

CustomerSupport@cityofchicago.org or (312) 744-4357

• Customer Support Center Telephone Number:

CustomerSupport@cityofchicago.org or (312) 744-4357

• Training Materials (Documents and Videos):

https://www.cityofchicago.org/city/en/depts/dps/isupplier/online-

training-materials.html
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Useful Links  

City of Chicago Search Online:
http://webapps.cityofchicago.org/VCSearchWeb/org/cityof
chicago/vcsearch/controller/agencySelection/begin.do

Vendor/Delegate Agency Registration: 
https://www.cityofchicago.org/city/en/depts/dps/isupp
lier/vendor-registration.html

Funding Opportunities: 
https://www.cityofchicago.org/city/en/depts/dps/isupplier/current-
bids.html 

.
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