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PROPOSAL CHECKLIST- Required Documents for Proposal
_____		Proposal Cover Sheet – Appendix A
_____		Proposal Checklist – Appendix B
_____		Executive Summary – Appendix C
_____		Proposal Narrative (limited to 25 pages) – Section IV of RFP
_____		Youth Elements Narratives
	Required Attachments to your proposal:
_____	Attestation regarding Personnel Policies (Appendix D)
_____	Insurance and Bonding Chart (Appendix E)
_____	Administrative management survey (Appendix F)
_____		Financial Systems Survey (Appendix G)
_____	Assurances and Certifications (Appendix H)
· Certification regarding Lobbying; Debarment, Suspension and Other Responsibility Matters; Drug Free Workplace; Conflict of Interest; Non-Collusion and Non-Inducement; Equal Opportunity/Non-Discrimination Requirements
· Conflict of Interest
· Part A – Texas Corporate Franchise Tax Certification
· Part B – State Assessment Certification
· Certification of Public Subsidy
· Proposal Language Change Certification
_____		Questions Document, if applicable and previously submitted (Appendix I)
_____		Budget Narrative  (Appendix K)

_____	              Annual Operations and Management Budget (Appendix L), Appendices L, M, N, P, Q, R, S, and  
T are in one combined Excel spread sheet

_____		Program Budget (Appendix M), Appendices L, M, N, P, Q, R, S, and T are in one combined Excel 
spread sheet
_____		Decreased Budget Scenarios (Appendices L10%, L20%, M10%, and M20%), Appendices L,   
M, N, P, Q, R, S, and  T are in one combined Excel spread sheet

_____		Performance History (Appendix P(a) and P(b)), Appendices L, M, N, P, Q, R, S, and  
T are in one combined Excel spread sheet

_____		Staff Pay, Incentive, and Turnover Details (Appendix Q), Appendices L, M, N, P, Q, R, S, and  
T are in one combined Excel spread sheet

_____	Service Delivery Details for Job-Seekers and Business/Employers (Appendix R), Appendices L, M, N, P, Q, R, S, and  T are in one combined Excel spread sheet

_____		Key Compliance Systems (Appendix S), Appendices L, M, N, P, Q, R, S, and  
T are in one combined Excel spread sheet

_____		Listing of Grievances and Legal Action (Appendix T), Appendices L, M, N, P, Q, R, S, and  
T are in one combined Excel spread sheet
_____	Staffing chart
_____	Resumes and job descriptions for key staff
_____	Brief job descriptions for all other positions
_____		Current organizational chart
_____		Current Cost Allocation Plan
_____		Approved Indirect Cost Rate Plan, if applicable
_____	Audit and/or financial statements for current and prior two years
_____	IRS Form 990 [501(c)(3) non-profit entities only) for the prior two years
_____		Annual Report to Shareholders (for profit entities only)
_____	Internal and External Fiscal Evaluations for current and prior two years
_____		Veteran Heroes United in Business (VetHUB) program, if applicable
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