[bookmark: _GoBack]Attachment a: Proposal Checklist
Please make sure that you submit a complete application package. Proposals with incomplete or missing information will not be considered. To ensure you have included all the required elements, please include a completed copy of the checklist below with your application package. 

[bookmark: text99]Name of Organization (applicant): _______________________________________________________
(1) Hard Copies
One hard copy of the proposal must be submitted. The hard copy must include the following, in the order listed:
[bookmark: Check9working]|_| Proposal checklist (Attachment a)
|_| Grant application, responding to all application questions & complying with the formatting guidelines
|_| Organizational chart
|_| Staffing plan, including position descriptions
|_| Past performance form (Attachment b)
|_| Budget form (Attachment c)
|_| Budget narrative
|_| Equal Employment Opportunity (EEO) compliance statement (Attachment d)
|_| Grantee certification form (Attachment e)
|_| IRS Form W-9 (Attachment f)
|_| Certificate of Good Standing from Department of Consumer and Regulatory Affairs (DCRA) (Attachment g)
|_| Certificate of Good Standing from Office of Tax & Revenue (OTR) (Attachment h)
|_| Recent audited financial statements or the equivalent
 (2) Electronic Copy
In addition, one electronic copy (flash drive or CD) must be submitted. The electronic submission must include:
|_| A complete PDF document or portfolio with all documents listed above.
|_| In Word – the proposal checklist, grant application, organizational chart, staff position descriptions, and budget narrative.
|_| In Excel – the budget form.

