
PROPOSAL CHECKLIST  
CITY OF WEST HOLLYWOOD  
HUMAN SERVICES PROPOSAL 2025 

Agency Name: 

Program Name: 

Submit proposal to Planetbids.com – Due Thursday June 5, 2025 at 11:59 pm 

Cover Page 

Proposal Checklist (Completed) Proposal  

Statement of Applicant’s Eligibility  

Program Narrative 

Visual Representation 

Scope of Services 

Budget and Budget Narrative 

Agency and Program Income Summary 

Summary of Government Grants and Contracts 

The following materials may be requested during the RFP evaluation process and will be 
required prior to the City’s authorization of any contract agreements. Please indicate whether 
your agency currently has the following materials available to support your application. 

Materials Yes No N/A 
IRS letter confirming 501(c)(3) status, or Board resolution and 501(c)(3) 
status letter sponsoring organization 
Roster of Board of Directors with Affiliations 
By-Laws 
Articles of Incorporation 
Written Personnel Policies 
Written Fiscal Policies 
Client Evaluation and Grievance Process 
Sexual Harassment Policy 
General Liability Insurance of $1 Million per Occurrence 
Workers Compensation Insurance as Required by the State 
Crime Coverage Insurance of $10,000 
Medical Malpractice Insurance - $1 Million per Occurrence* 
Professional Liability Insurance - $1 Million per Occurrence* 
Professional Liability of Errors & Omissions Insurance - $1 Million per 
Occurrence*  
Auto Liability 

* If applicable for medical and counseling programs.
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