OCFS-4595 (5/2011)

NEW YORK STATE

OFFICE OF CHILDREN AND FAMILY SERVICES
APPLICATION CHECKLIST
All applicants must complete the checklist presented below and submit the following forms and required Narrative Information in the order listed in the checklist. 

1.  FORMCHECKBOX 
  This checklist: 

Outlines the required items of your proposal. This provides a check for you to assure that all required items are included, and will assist the reviewers as they access your proposal. 

2.  FORMCHECKBOX 
  Application Cover Page/Appendix D Agreement
Self-explanatory (see next page)

3.  FORMCHECKBOX 
  Program Plan:
The Program Plan includes the following information: 

 FORMCHECKBOX 
 Community

 FORMCHECKBOX 
 Target Population(s)

 FORMCHECKBOX 
 Performance Targets

 FORMCHECKBOX 
 Proposed Project

 FORMCHECKBOX 
 Project Staff

 FORMCHECKBOX 
 Organizational Qualifications

4.  FORMCHECKBOX 
  Budget: 

See “Budget Summary and Instructions” in this Section of RFP Template for more details. (Include the following items)

 FORMCHECKBOX 
 Personnel Cost Form

 FORMCHECKBOX 
 Budget Narrative

 FORMCHECKBOX 
 Budget Summary Form
 FORMCHECKBOX 
 Additional Budget Forms as Necessary
5.  FORMCHECKBOX 
  Required Forms: All forms are on–line at the OCFS Internet website:
http://www.ocfs.state.ny.us/main/forms/contracts
 FORMCHECKBOX 
 (OCFS-4553) Bidder’s Identification Form

 FORMCHECKBOX 
 (OCFS-4555) Non-Discrimination/Non-Sectarian Compliance Form

 FORMCHECKBOX 
 (OCFS-4552) Board of Directors Profile form

 FORMCHECKBOX 
 (OCFS-4629, 4630, and 4631) Affirmative Action – M/WBE Forms

 FORMCHECKBOX 
 Vendor Responsibility Questionnaire (on-line via VendRep System With Overview Page
submittal required) http://www.osc.state.ny.us/vendrep/vendor_index.htm
OR

 FORMCHECKBOX 
 Vendor Responsibility Questionnaire (hard copy version With Notarized Signature
required) (For-Profit VendRep version or Not-For-Profit OCFS-7050 version)

 FORMCHECKBOX 
 Organizational Chart
6.  FORMCHECKBOX 
  Appendices: (Include any pages required under this RFP)
 FORMCHECKBOX 
 Incorporation Papers (original and amendments)

 FORMCHECKBOX 
 Appendix A-3, Federal Assurances & Certifications (if federally funded) – See Part III,
Attachment #4.
