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Registration Checklist
For awards $100,000 and over ONLY
The Comptroller’s Office of the City of New York requires additional documentation to register awards over $100,000, which is outlined below.  Attach this checklist to the additional documentation and include it when you return your Grant Materials.  Please pay careful attention to the details for each checklist item and be sure your material is submitted as required to avoid delays in the contract registration process; note that your Grant Agreement must be registered with the Comptroller’s Office before any payment can be issued.  
Organization Name:  _______________________________
EIN:     -      

Application #:  FY10-    -     


‪ FORMCHECKBOX 

One original, signed Organizational Certificate




      FORMCHECKBOX 
  If any of statements are not true, an explanation on a separate sheet is attached.

‪ FORMCHECKBOX 

Two original, signed Individual Certificates

 FORMCHECKBOX 
  One certificate signed by CEO/Executive Director; one signed by CFO/Treasurer.
 FORMCHECKBOX 
  If any of statements are not true, an explanation on a separate sheet is attached.
‪ FORMCHECKBOX 

Proof of Commercial General Liability

 FORMCHECKBOX 
  NAIC Insurance Code is listed for all insurers affording coverage.  

Note:  This is the code issued that shows that the insurance company is licensed by the New York State Insurance Department.  The Comptroller's Office requires that all insurance policies be provided by carriers licensed to do business in New York State, and shall be maintained with companies that may lawfully issue the required policy and have an A.M. Best rating of at least A-7 or a Standard and Poor's rating of at least AA, unless prior written approval is obtained from the Mayor's Office of Operations.

 FORMCHECKBOX 
  Insurance company info and Broker’s name, address & phone number are included and legible.   
 FORMCHECKBOX 
  Coverage limit is adequate ($1 million per occurrence/aggregate).
 FORMCHECKBOX 
  Coverage is effective during the full term of grant (for most organizations, July 1, 2009 through June 30, 2010).
 FORMCHECKBOX 
  The City of New York and the Department of Cultural Affairs are listed as an "additional insured.”
 FORMCHECKBOX 
  The Department of Cultural Affairs is identified as the “certificate holder.”
‪ FORMCHECKBOX 

Proof of Worker’s Compensation
 FORMCHECKBOX 
  Coverage is effective during the full term of grant (for most organizations, July 1, 2009 through June 30, 2010).
‪ FORMCHECKBOX 

Proof of Disability Benefits
 FORMCHECKBOX 
  Coverage is effective during the full term of grant (for most organizations, July 1, 2009 through June 30, 2010).
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