Attachment C
Proposal Checklist

         This checklist is to be filled out and returned with the Proposal – no exceptions.
	Preparer’s Initials
	
I CERTIFY THE FOLLOWING ACTIONS HAVE BEEN TAKEN 
IN PREPARATION OF THIS SUBMISSION:

	
	
The entire contents of this proposal package have been reviewed.

	
	
All information requested on the required forms has been supplied in the required format.

	
	
The enclosed proposal is typed in a 12 point font with a  1.5 space format 

	
	
All pages have been numbered sequentially.

	
	
The required Proposal Cover Page is signed and dated and provided as the first page of the proposal, then followed by the requested information in the order specified in Part 8., Proposal Elements.

	
	
All questions in the Proposal Narrative section have been answered directly and completely.

	
	
(Optional) Letters of Support are included.


	
	
Required List of Members of the Board(s) of Directors is included.

	
	DUNS number is provided.  SAMS number is provided if proposed budget is over $25,000


	
	For proposals over $50,000, a signed Living Wage Certification  
is submitted.

	
	
Required Insurance Certificates, Workers Comp, and Employee Disability Coverage (or Affidavit of No Employees) are provided


	
	
Required Statement of Homeless/Formerly Homeless Participation is provided.

	
	
Any additional information to the proposal has been marked as “Attachment”.


	
	

One (1) proposal  will be sent via electronic mail*to:  

Julie Beckley, Senior Community Housing Planner
at
beckleyj@cityofrochester.gov

*alternatively, one (1) camera-ready proposal will be delivered to:
 
Department of Neighborhood and Business Development (DNBD)
Attn:  Receptionist
City of Rochester, 30 Church Street, Room 005 - A
Rochester NY 14614



 


