BOSTON CONSORTIUM REQUEST FOR PROPOSALS RFP CHECKLIST

The following documents must be submitted with each proposal application package.   Applications that do not contain all required documents will not be accepted and will not be considered for a contract award.   Please submit the documents in the order listed below and insert the page number next to each item.

Consortium RFP Documents:
____	RFP Checklist
____	Cover Letter from Organization’s Authorized Signatory
___	_	Completed Administrative Overview
____	Company Summary
___		Attachment B: Democratic Information
____	Attachment C: Geographic Service Area
____	Attachment D: Rate Information 
[bookmark: _GoBack]____	Service Specific Attachments: complete for each service you are applying for.  Please note the following services do not have Service Specific Attachments: Translation/Interpretation; Vision Rehabilitation; Wanderer Locater Service; Legal Services; Competency Evaluation Services; and Financial Consultation Services.   If you are interested in applying for one of these services, please describe in detail how you will comply with the definition as outlined in Attachment A.  
Required Submissions:
____	Organizational Chart
____              Quality Improvement Plan	
____	“Client Not at Home” Policy
____	 Financial Submission Requirements: 

If you are a newly formed organization with no financial history, you must submit one of the following:  
· Bank line of credit letter in your organization’s name, OR evidence (either a bank statement or letter from a bank) of your organization’s ability to sufficiently fund at least two months of program operations, AND a projected income statement and balance sheet for two months. 
If your organization’s annual operating budget is GREATER than $250,000:
· Audited financial statements, independent auditors’ reports, and notes to financial statements (please note:  (unaudited statements or balance sheet submissions alone are not acceptable). 
If your organization’s annual operating budget is LESS than $250,000: 
· In lieu of audited financial statements (see above) you may submit alternative information that is already required to be submitted to other governmental agencies (e.g., the IRS Tax Form 990, Office of the Attorney General - Division of Public Charities Form PC, or other filings
____	Office of Inspector General Exclusion Addendum ( MassHealth Bulletin 196) 
____	Computer Hardware Software Minimum Requirements Certification Form
____	Supplier Diversity Office (SDO) Certification, if applicable
____	Affirmative Action Plan, upon request
