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[bookmark: _Hlk37616796]Appendix H, Proposal Checklist for:
Community-Based Voluntary Services (RFP-2021-DCYF-03-COMMU)

In attempt to help proposer agencies keep track of and manage the various key dates and proposal requirements for this RFP, this document summarizes that information for RFP-2021-DCYF-03-COMMU. This said, this document does not supersede what is stated in the RFP. Please consult Sections 3, 6, and 7 for more information. Do not hesitate to contact Jennifer Hackett with any questions you have (Jennifer.Hackett@dhhs.nh.gov)
[bookmark: _Toc37614534]Key dates and processes 

Procurement timetable: 
	Procurement Timetable
All times are according to Eastern Time. DHHS reserves the right to modify these dates at its sole discretion.

	Item
	Action
	Date

	1.
	Release date for RFP and question submission period opens
	4/16/20

	2.
	Deadline to RSVP for vendors conference using Eventbrite1 
	5/5/20 by midnight

	3.
	Date of vendors conference hosted on Zoom
	5/7/20 from 9am to 11:30am

	4.
	Deadline to submit questions to DHHS/DCYF
	5/14/20 by 5:00pm 

	5.
	Deadline for DHHS to post responses to questions 
	5/21/20 by 5:00pm 

	6.
	Deadline to submit proposals to DHHS 
	6/4/20 by 5:00pm



How to RSVP for the vendors conference1

1. Navigate to the vendors conference Eventbrite page using the following link: 
https://nh_cbvs_vendorsconference.eventbrite.com

2. Click on “Register” and fill out the required forms. 
Note: You are required to provide your name, affiliation, title, and provide an email to register. 

3. You should receive a confirmation email. 
Please read it carefully and ensure that your information is correct (you can go back and update the information if not). From this confirmation email you can add a calendar invite and read additional information about the event. Finally, click “View Now” at the top of the confirmation email. 

4. You will be prompted to sign in.
Note: If you have never used Eventbrite before, you will be asked to create a password after you enter your email, pulling the rest of your account information from the previous event registration page. But after you enter a password Eventbrite may send you back to its homepage. Should that happen, you can either click the “View Now” button again or simply sign-in from the homepage. 

5. You are now at the NH DHHS Vendors Conference page. 
Information about how to access the Zoom conference and the dial-in information should be available to you below. Should you have any other questions, please contact Jennifer Hackett. 
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Proposal checklist: 
|_| General contents:

|_| Transmittal Cover Letter (no template, non-scored) 
· On the organization’s letter head and signed by an authorized individual, please provide an overview of the organization, making specific reference to the items detailed in Section 7.2.1.1.

|_| Proposers References (no template, non-scored) 
· Using the format preferred by your organization, please provide the relevant information of at least three similar or related contracts or subcontracts awarded to the vendor. The Department reserves the right to contact any reference identified. 
· Please see 7.2.for more information. 

|_| New Hampshire Certification of Good Standing (no template, non-scored)
· The Department requires every contractor to acquire a Certificate of Good Standing or assurance of obtaining registration with the New Hampshire Office of the Secretary of State. 
· Please see 7.2 for more information.

|_| Affiliations – Conflict of Interest (no template, non-scored) 
· Using the format preferred by your organization, please include a statement regarding any and all affiliations that might result in a conflict of interest. 
· Please see 7.2. for more information. 

|_| Required Attachments (template, non-scored)
· Appendix C, CLAS Requirements. 

[bookmark: Check1]|_| Technical application (worth 90 of the 100 total available points):

|_| Appendix D, Technical Proposal (use of template required, scored)
· Using the template provided on the associated webpage for this RFP, please answer each question contained in the template. Submitted proposals should be no longer than 12,500 words, excluding the 1957 words already in the template (i.e., max count of 14,457 with both Qs and responses). Items submitted as supplements or appendices to proposals are also excluded from the wordcount. 
· Please consult Sections 3.1 and 3.2. Please see 7.2 for more information. 

|_| Implementation Plan (no template, non-scored) 
· Using your desired format, please provide a brief summary of your intended approach for implementing this service. Please identify major milestones, projected dates for meeting milestones, and overall duration of implementation/startup. 
· Please see 7.2. for more information. 

|_| Cost application (worth 10 of the 100 total available points):

|_| Appendix E, Budget Template (use of template required, scored) 
· Using the template on the webpage associated with this RFP, please fill out the four tabs: Tab #1 - General Information, Tab #2 – Core rate budget, Tab #3 – Staffing sheet, Tab #4 – Start-up costs
· Please consult Section 3.3 for critical guidance on the budget template, including the allocation of direct and indirect costs. Please see Section 4 for information on the CB-VS payment structure. 


|_| Appendix F, Budget Narrative (use of template required, scored)
· Using the template provided on the webpage associated with this RFP, please an overview of the budget(s) you prepared for the corresponding service areas and articulate why these costs are needed to achieve the derived results of the CB-VS program. 
· Please consult Sections 3.3 for more information about what to include in the Budget Narrative. 

|_| Appendix B, Contract Monitoring Provisions (see Appendix for formatting requirements, non-scored)
· All contractors must complete Appendix B, Contract Monitoring provisions. The Department will use Vendor responses to conduct a risk assessment to determine if enhanced contract monitoring is necessary if the Vendor is awarded the contracts. 
· In addition to several other items, the successful completion of Appendix B requires that proposer agencies provide audited financial statements for the four (4) most recently completed fiscal years. 
· The risk assessment will not be used to disqualify or score proposals. 
· Please consult Sections 3.3. and 5.3 for more information, including how this is used by DHHS. 
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