New York Main Street Program
File Maintenance Checklist - General Program Files
	Program Name:

	

	SHARS ID:


	
	
	grant agreement

	
	
	designation of depository form

	
	
	authorized signature form

	
	
	M/WBE Contractor Bid Solicitation Plan

	
	
	Liability, Workers’ Compensation, Disability, and Automobile insurance

	
	
	consultant procurement + agreement (if applicable)

	
	
	environmental checklist and attachments

	
	
	SEQR determination letter

	
	
	program guidelines

	
	
	design guidelines

	
	
	documentation of marketing efforts

	
	
	application template

	
	
	project selection criteria

	
	
	project selection committee members

	
	
	relevant meeting minutes, project review and selection documentation

	
	
	award letter template

	
	
	non-award letter template

	
	
	contract template

	
	
	contractor list + insurance compliance documentation

	
	
	M/WBE participation efforts and summary of goals met

	
	
	Project Commitment Log

	
	
	contract amendments

	
	
	relevant correspondence

	
	
	formal monitoring plan


	Notes:

	

	

	

	


