RFA Submittal Checklist

NOTE:  This checklist is a tool for districts to use when filling out their applications.  If the Application contains the following information the packet will be complete.
· Six (6) complete applications
· Grant Agreement Face Sheet must be signed by the dis​trict’s chief executive officer (or authorized designee)  

· Budget Summary page must be signed by the district chief business officer (or authorized designee) and the Project Director or Responsible Administrator

· Place the RFA Specification Number in the upper right-hand corner
· Contact Page

· Abstract Page
· Table of Contents

· Need (Statement of Problem)
· Response to Need

· Work Plan
· Objectives

· Procedures/Activities

· Performance Outcomes

· Timelines

· Responsible Person(s)

· Project Management

· Application Budget Summary 

· Application Budget Detail Sheet
· Supplemental Budget Information – Part A
· Supplemental Budget Information – Part B

· Statements of Assurance
· Baseline Data and Other Information for New ADN Programs
· Application Information – Program Statistics

· Staple applications in upper left corner
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