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Checklist of Submission Requirements

☐	Cover Letter

☐	Representative of Bidder for this proposal (name, title, name of company, address, 
telephone/fax numbers, and e-mail address)
☐	Signed by an official authorized to bind Bidder to all provisions
☐	Three specific work references including contact name, business address and current 
telephone number
☐ Statement that the bidder that offer is firm and not revocable for a minimum period of 180 
	days from the bid opening.  
☐ Statement that the bidder agrees if they are successful proposer they will submit the 
Contractor Certification Tax Form ST-220-TD and Contractor Certification to Covered Agency Form, ST-220-CA 
 
☐	Attachments to Cover Letter:

☐	Appendix B – Minority and Women Owned Forms 100, 101 and 103
☐	Appendix C – MacBride Fair Employment Principles
☐	Appendix D – Affidavit of Non-Collusion
☐	Appendix E – Compliance with Restricted Period Communications
☐	Appendix F – Vendor’s Responsibility Questionnaire (If submitting the paper questionnaire.) 
Electronic questionnaires may be submitted in lieu of this required document but they must be entered or updated and certified in the OSC Vendor Responsibility system between this RFP’s release date and the due date for proposals.
☐ 	Appendix G - Offerer Disclosure of Prior Non-Responsibility Determinations
☐	Appendix H – Encouraging New York Business Statement
☐	Appendix I – Compliance with Iran Divestment Act

☐	Proposal

☐	One original and ten complete copies of Technical Proposal.
☐  Two copies of Technical Proposal on separate USB flash drives.
☐	Each set includes Bidder’s Experience and References Forms (Attachment 2)
☐  Each set includes Application Capabilities (Attachment 3)
☐	Each set identified on cover with Bidder’s name, name of RFP and phrase: “Technical 
	Proposal”
☐	All copies of a technical proposal packaged together, separate from cost proposal, and sealed.
☐	Outside of package identified with name of RFP and phrase: “Technical Proposal”

☐	Original and two complete sets of Cost Proposal

☐	Each set identified on cover with Bidder’s name, name of RFP and phrase: “Cost Proposal”
☐   Each set includes Project Cost and Future Change Orders breakdown (Attachment 5)
☐	All copies of cost proposal packaged together, separate from technical proposal, and sealed
☐	Outside of package identified with name of RFP and phrase: “Cost Proposal”
