Application Checklist

Please submit the following documents:  
· Application
· 3 quotes from licensed, bonded contractors
· [bookmark: _GoBack]NEW STATE REQUIREMENT: Submit a copy of contractor’s insurance and bonding information for the contractor you plan to use
· Before pictures of your project in .jpeg format
· If applicable, copy of the Licensing Report of Inspection If this request is to bring your program into compliance due to a licensing violation or concern.
· Printouts of any materials you will be ordering with pricing shown (e.g. playground equipment, flooring, any materials that are being purchased directly and are not contained in a contractor’s bid)
· Support documents from your licensing specialist and your CSQI Coach 
Send the CSQI Capital Improvement Funding Application to your licensing specialist and coach so they can review your project.  
**If any of the required documents are missing, we cannot submit your application to the state.

Sending documents to the Council:
· Send the all documents attached as separate documents in one email to rmecc@mtnvalley.org.  If the attachments are too big for one email, send them as needed, but indicate the emails go together somehow.  You will receive an email verifying that I have received your email.  I will get back to you within 2 business days with any additional requests for information.

· Name documents with the following convention… Abbreviation for your program, CI19, document name.  For example ABC CI19 Application
· Reference your program name, license number and “Capital Improvement Application” in the subject line.

· Email completed, signed applications and all documentation to Stacy Petty, Council Coordinator (rmecc@mtnvalley.org) as soon as possible but no later than: December 3rd, 2019. 

· Funds are limited, so apply early!

· Projects must be completed by May 8th, 2020 and all documentation and payment requests received by the Council no later than May 18th, 2020.


Once the Council receives your application and submits it to the state:
· You will receive either a detailed award letter or an email with as much detail as we have about why your project was declined.
· If awarded, you will then need to contact your contractor and get the work scheduled.
· Kristin, from the Council, will reach out to you within a week to discuss the process and paperwork needed.
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