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Foster Home Development Contract Checklist
Name of Contractor
Region: _______
Regional Contract Coordinator: ___________________

Vendor Status:  FORMCHECKBOX 
 New     FORMCHECKBOX 
 Existing

Entity Type:  FORMCHECKBOX 
 Individual    FORMCHECKBOX 
 For-Profit    FORMCHECKBOX 
 Non-Profit
Instructions: Check and initial that each document has been received, reviewed, and is completed correctly.  Incomplete files will be returned.

	Document Name
	Regional Contract Coordinator
	State Office Monitor (CRRU)



	Proof of Driver’s License
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Criminal Record Verification
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Secretary of State Screenshot
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	EPLS (SAM) Screenshot
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	State Debarred List Screenshot
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Business License
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	W9
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Tax Compliance Form
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Tax Compliance Email
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Security and Immigration Form
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Contractor Information Form
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Vendor Management Form
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Federal Sub-Recipient & Vendor Determination
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Pre-Award Risk Assessment
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Program Related Documents 

	IMPACT Certificate 

(New vendors only)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	SAFE Certificate 

(New vendors only)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Resume 

(New vendors only)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Copy of Degree
(New vendors only)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Writing Sample (All vendors)
	 FORMCHECKBOX 

	 FORMCHECKBOX 



*as applicable or N/A




^refer to additional information below

**Consult CA to receive additional information as applicable

Additional Information

I. A screenshot of each of the following is required for all contractors except for public agencies/independent contractors (as applicable): Secretary of State (SOS) Verification
https://ecorp.sos.ga.gov/BusinessSearch
 (Must have active/compliance status).   If an “Individual Contractor,” a copy of the business license should be made available upon state office request. Not required for public agencies. 
II.       Contractor is not on the Federal Excluded Parties List (https://www.sam.gov/portal/public/SAM).      
III.        Contractor is not on the State Debarred Contractor List http://doas.georgia.gov/StateLocal/SPD/Contracts/Pages/SpdDebar.aspx) (The list can be found at the bottom of the link)  
IV. A completed Security and Immigration form is needed for every provider, instructions on filling out the form and acquiring the correct number are below:
1. Information concerning the Federal Work Authorization Program also referred to as E-Verify, can be found at the following link. Contractors are encouraged to visit this website to receive additional information, including questions concerning their Federal Work Authorization User Identification number. 

http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=75bce2e261405110VgnVCM1000004718190aRCRD&vgnextchannel=75bce2e261405110VgnVCM1000004718190aRCRD&gclid=CIPAh7e-37gCFSpk7AodgCsAiw 
Once logged in and registered, go to “Company” at top of page.  Your registration form will come up and have the correct number under “Company ID Number.”

2. The three affidavits are Contractor, Subcontractor and Sub-subcontractor. Each vendor is responsible for completing any or all the affidavits as dictated by their business structure. In other words, if the vendor has a sub contractor and the sub contractor has a sub contractor, then all three affidavits are required to be completed. If the vendor does not have any sub-contractors, then only the contractor affidavit is required. If the vendor has a sub-contractor, then the contractor and sub-contractor affidavits are required. 

3. If Individual contract, claiming the exemption and no staff, then an affidavit is not necessary, but a copy of drivers' license/identification and Security and Immigration Individual letter is required. This should be returned with the contract to ensure compliance with the requirement.

V.      Background Checks

Electronic submission of fingerprint images will involve the use of a 3M Cogent Livescan machine. The Livescan captures fingerprint images and demographic data and submits this information to GBI. GBI conducts a search of its criminal history records using the fingerprint images. In some cases, these images are also forwarded to the FBI where a Federal Criminal History Record search is also conducted. Notifications of the search results are then forwarded from the GBI/FBI to 3M Cogent where these results are then electronically disseminated to the Georgia Company or agency that requested the search to be completed.

https://www.aps.gemalto.com/ga/index.htm
Updated 11/2020
PAGE  
3
Updated 1/2021

