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CHECKLIST FOR PROPOSAL SUBMISSION
	ORDER OF PLACEMENT IN THE TECHNICAL PROPOSAL
	INITIAL IF COMPLETED

	
	Offeror
	Procurement Officer

	Checklist for Proposal Submission (Attachment T) 
	
	

	
	
	

	Transmittal Form (Attachment S)
	
	

	
	
	

	Table of Contents (all pages consecutively numbered)
	
	

	
	
	

	Understanding the Problem
	
	

	
	
	

	Qualifications (Section 3.4)
(Proof of 501 (c) (3) and 3 years experience)
	
	

	
	
	

	Proposed Services
	
	

	
	
	

	Scope of Work (Section 3.3)
	
	

	
	
	

	Contractor Requirements  (Section 3.4.1) -
	
	

	A. Location
	
	

	B. Outreach
	
	

	C. Counseling
	
	

	D. Training Workshops &Support Groups
	
	

	E. Advisory Board
	
	

	F. Kinship Caregiver Roster
	
	

	G. Reports
	
	

	H. Personnel:
	
	

	
	
	

	· Project Director
	
	

	· Project Coordinator
	
	

	· Family Advocates
(Included copies of resumes, job descriptions and all degrees, certifications, background checks and driver’s licenses for all personnel – Section 3.4.1 H)
	
	

	
	
	

	Deliverables (Section 3.5)
	
	

	Post Award Orientation Conference (Section 3.6)
	
	

	
	
	

	3 Reference Letters (Business/Professional - within the past 2 years)
(Must be in separately sealed envelopes in the Proposal)
	
	

	
	
	

	Other State of Maryland Contracts
	
	

	
	
	

	Financial Responsibility & Stability
	
	

	
	
	

	Economic Benefits to the State of Maryland
	
	

	
	
	

	Additional Information
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	Company Literature
	
	

	
	
	

	Forms:  (1 original of each in the original volume only)
	
	

	-    Bid/Proposal Affidavit (Attachment B)      
	
	

	· MDOT Cert. MBE Utilization/Fair Solicitation Affi.  (Attachment F)
	
	

	· Certification Regarding Lobbying (Attachment L)
	
	

	· Living Wage:  Affidavit of Agreement (Attachment M)
	
	

	
	
	


