Pennsylvania Nutrition Education Tracks (TRACKS)

FY 2013 Proposal Preparation Checklist

Local Partner Name:      
Upload proposal documents to the TRACKS Partner Portal by 5:00pm on March 1, 2012.  Provide documents according to the following information.  E, I, R, and S instructions are defined in the footer.
	Form 
	Format
	Status
	Proposal
	Final
	

	General

	Applicant Information/Assurances
	PDF Form
	Required
	
	E
	
	S

	Project Director Responsibilities
	PDF Form
	Required
	
	E
	
	S

	Programming

	Adult/Senior Track Programming Summary & Statement of Work 
	Microsoft Word
	Required if proposing Adult/Senior Track program
	
	E
	
	R

	School-Age Track Programming Summary & Statement of Work 
	Microsoft Word
	Required if proposing School-Age Track program
	
	E
	
	R

	Preschool Track Programming Summary & Statement of Work 
	Microsoft Word
	Required if proposing Preschool Track program
	
	E
	
	R

	Exclusivity Waiver
	PDF (STARtracks)*
	Required
	
	E
	
	R

	Memorandum of Understanding 
	Word Template
	Required if programming in coordination with another organization
	
	E
	
	R

	Social Marketing Activities 
	Microsoft Word
	Required if social marketing activities are included in proposal
	
	E
	
	R

	Fiscal

	Cost Share Letter & Questionnaire
	Microsoft Excel
	Required – one for each cost share source
	
	E
	
	S

	Cost Share Space Calculation
	Microsoft Excel
	Required if space is used for a cost share source
	
	E
	
	R

	Cost Share Summary
	Microsoft Excel
	Required
	
	E
	
	R

	Budget/Staffing Chart 
	Microsoft Excel
	Required
	
	E
	
	R

	Budget Narrative 
	Microsoft Word
	Required
	
	E
	
	R

	Private Funds Waiver
	Microsoft Word
	Required if private funds are used as cost share
	
	E
	
	R

	Indirect Cost Rate Agreement
	
	Required if indirect costs are included on Budget
	
	I
	N/A
	

	A-133 Audit Report
	
	
	
	I
	N/A
	


*If you are a new applicant, contact the TRACKS Office (panutritiontrack@psu.edu) for this Form in Excel format.
E: Prepare and submit document electronically using RFP form provided.

I: Document internal to your organization, submit as paper document or scanned file as appropriate.

R: If applicable, submit revised document electronically within one week of proposal conference.  If signature(s) required, scan and submit as PDF after revisions are approved by the TRACKS Management Entity.

S: Submit paper version of document bearing official, original signature(s) within one week of proposal conference.


