Exhibit 16.1                                                                                                                         (pg. 228)
Sample Letter/E-mail Inviting an Individual to Participate in a Grants Quality Circle

Date

Name

Address

Dear                                   :

I would like to take this opportunity to request your input in helping our [organization, group, team] submit the very best grant proposal possible.  We are asking that you review the enclosed proposal from the point of view of the federal reviewer.  The attached materials will help you role-play the actual manner in which the proposal will be evaluated.

Please read the information on the reviewers’ backgrounds and the scoring system and limit the time you spend reading the proposal to the time constraints that the real reviewers will observe.  A grants quality circle worksheet has been provided to assist you in recording your scores and comments.

A meeting of all mock reviewers comprising our quality circle has been scheduled for [date].  Please bring your grants quality circle worksheet with you to this meeting.  The meeting will last less than one hour. Its purpose is to analyze the scores and brainstorm suggestions to improve this proposal.

Sincerely,

Name

Phone Number

