
 

Proposal Checklist 
 

Administrative  Requirements:  All  items  MUST  be  checked  in  order  for  the  proposal  to  be  given 
consideration. 

 
The complete proposal packet is postmarked and/or delivered no later than 5:00 p.m. on December 4, 
2015. 
One hard copy of the proposal is marked “original” and contains all necessary signatures. 
Three (3) hard copies of the original proposal are included. 
An electronic copy of the original proposal is provided on a CD or USB drive in Microsoft Word format and 
labeled with the Offeror’s name and the proposal number. 
An electronic copy of the entire Budget Proposal, including all narratives, forms, and the Uniform Cost 
Methodology spreadsheet is provided on a separate CD or USB drive in Microsoft Word and Excel 
2003 (or later) format, and is labeled with the Offeror’s name and the proposal number. 
Documentation ensuring the Offeror has all necessary licenses and certifications required by the State of 
Georgia to carry out the delivery of the services being proposed. 
Letter of Transmittal is complete and appears immediately after the face page of the proposal packet. 

 This Checklist is complete and appears immediately following the Letter of Transmittal. 
 

Mandatory Requirements (Section 2.0)  
 

Documentation regarding the Offeror’s qualifications are provided, including proof demonstrating at least 3 
years experience in the service area being proposed. 

 
Offeror has included the legal name of the business, documentation of incorporation (if a corporation), 
office hours, hours of operation, and contact name for the organization. 

 
Documentation verifying current business licensure, including the Georgia Department of Human Services 
(DHS), where applicable. 
All budget forms are complete and submitted as required. 

Technical Proposal (Section 3.0)  

Proposal includes Company Structure and the Offeror’s Organizational Chart. 

Resumes of key project personnel are included. 

A list of the Offeror’s Board of Directors is included. 
 

The Offeror has identified the county and/or counties to be served (the Service Area). 

A copy of the Offeror’s most recent audit report is included. 

All pertinent insurance information is included 
 

At least 2 letters of recommendation from the state or local agency where experience was obtained is 
included. 

 
Technology Capability Statement provided. 

Quality Assurance procedures are included. 



For Congregate and Home Delivered Meal Proposals  
 

Copy of Food Service Permit for the facility where meals will be prepared is included. 
Legible copy of the most recent health inspection and fire inspection reports 
Food preparation and delivery schedules are provided 
Food service permit for each sit serving meals 
Proposed menus 

 
Budget Proposal (Section 4.0)  

 
Budget narrative adequately addresses all revenues and costs associated with the proposed budget. 
Completed Revenue Plan and Unit/Persons Served chart is included for each service being proposed. 
Uniform Cost Methodology spreadsheets are completed and included with hard copies and on CD or USB 
drive.  

 
Documentation  

 
Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion is provided and 
signed. 

 
Certification Regarding Lobbying is provided and signed. 

 
Health Insurance Portability and Accountability Business Associate Agreement is provided and signed. 

Signed CRC Antifraud Policy. 

Minority Business Policy is included 
 

Reciprocal Preference Law (OCGA 50-5-60(b) is provided. 
 

Offeror’s policy on a Drug Free Workplace is included with the proposal. 


