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TIP SHEET

8 Tips to Identify and Remove Roadblocks 
in Your Grant Cycle Process
BY STACY N. FITZSIMMONS, Owner of SNF Writing Solutions, LLC

Too often, the grant management process in Community Health Centers is exhausting to 
maintain and takes financial professionals away from their most valuable tasks. By mapping your 
current process, you can identify unnecessary steps and bottlenecks that are wasting time and 
energy. Then, determine the changes and improvements (like automating processes) that will 
enable you to make a greater impact on the health of your community. 

 1 
Decide where to start... and stop.
By definition, a cycle is a never-ending loop, but your map needs to begin somewhere. My 
suggestion is always to start at the beginning of the cycle with the sourcing. But you may not 
have the influence or voice to start at this point. Can you bring in other people so you can look 
at the full cycle?

 2 
Identify the departments and people involved in the process.
Make a list keeping in mind all the ancillary departments who might be involved in some 
projects, but not all. This could include the grant office, accounting, a programmatic function, 
and leadership. You might also need to include human resources, information technology, or 
marketing, depending on the project.

These departments become your horizontal swim lanes in a process diagram. Each swim lane 
will have steps in the process and show the handoff between groups.

 3 
Identify the steps in your current process.
You could job shadow (actually sit with the person who does the job), use a wiki (everyone 
describes their role – if you post in a hallway, everyone can add to it as they walk by), or you 
can do interviews or small group discussions. Contributors should note where data is stored or 
accessed as well as kinks in the process.
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 4 
Map how the process happens right now.
You are mapping how the process is ACTUALLY happening, not how it SHOULD happen. Make sure 
to include approvals that need to happen and take into consideration both formal and informal 
elements of the process.

One easy way is to take over the wall of a hallway or office and put each unique step in the process 
on a sticky note in the appropriate swim lane, then put the notes on the wall to map the process. 
This way you can move things around as you identify new steps.

 5 
Add the time factor.
For each step in the process, identify how long it takes to complete – it could be minutes, hours, 
weeks, etc. Ranges are fine at this stage. For example – it takes 2-3 days for finance to sign off 
on the application budget. As you make improvements to the process, one of the key success 
measures will be time saved. This initial assessment provides a baseline for improvement.

 6 
Finalize the “current state” map.
Your process diagram will show all process steps inside the swim lane of the owner with arrows to 
show handoffs. You can finalize the map in a digital format (Microsoft Visio is an option), by taking 
a photo with your phone, or by just transferring your small sticky notes onto posterboard.

 7 
Analyze the process to find areas of waste - and question everything.
Looking at the process, identify areas of waste. Where are errors made? Are employees waiting on 
others? Are employees under utilized or not using the full potential of their skills? Where are the 
bottle necks? Why do we do it this way?

 8 
Identify process changes to be made.
This is the game changing step of the process! Can the order of operations be changed so one 
person isn’t waiting as long on someone else? Does a specific person need to do a part of the 
process? What parts can be automated?

Find out how  Blackbaud Financial Edge NXT® can automate parts of your grant cycle and help 

you return to the tasks you love!
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