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I. PROJECT DESCRIPTION
A. Purpose of the Request for Proposal (RFP)

The Philadelphia Workforce Development Corporation (PWDC), Workforce Services Division (WSD) is soliciting bids from organizations to procure Workforce Investment Act Adult and Dislocated Worker customized job training or direct placement services.
WORKFORCE INVESTMENT ACT ELIGIBILITY STATEMENT

Adult:

An individual (18 or older) shall be eligible to participate in the WIA Title I Adult Program if such individual meets general eligibility, which consists of providing the appropriate documentation to verify:

•
Citizenship or Eligible to Work

•
Selective Service Registrant (if applicable)

•
Age

Dislocated Worker:

Meets the definition of adult (above) and provides the verification source for one of the following categories:

•
Terminated/Laid Off; Eligible for UC and Unlikely to Return to Previous Industry or Occupation 

•
Permanent Closure/Substantial Layoff 

•
General Announcement of Closure 

•
Formerly Self-Employed/Currently Unemployed 

•
Displaced Homemaker 

PWDC intends to be as inclusive as possible in this solicitation and seeks a broad and diverse mix of partners to respond to this RFP.
The goal is to receive a wide variety of high quality, innovative proposals that meet the workforce development needs of the area specifically in Priority Industry Clusters in the Philadelphia region.  PWDC/WSD is seeking contractors to offer customized job training with industry specific training and identified job opportunities.  These jobs must be in one of the following industry clusters identified by the Philadelphia Workforce Investment Board and the Philadelphia WIA Title 1 Operator as Priority Industry Clusters for Philadelphia County:
Priority Industry Clusters (Philadelphia County)
	Advanced Manufacturing

	Business and Financial Services

	Education and Social Services

	Hospitality

	Life Sciences including Healthcare

	Energy and the Green Economy

	Logistics and Transportation


PWDC/WSD seeks to fund multiple contractors to serve individuals beginning July 1, 2011.  All funded contractors are expected to provide occupational skills training, job placement and job retention services or direct placement coupled with job retention services.  New vendors will be limited to an initial enrollment of 25 participants.  Successful respondents must demonstrate that they have secured employment opportunities specific to the field for which training is being provided.  If approved, contractors should be prepared to meet with key PWDC/WSD staff along with representatives of the employers listed in the proposal.
B. Program Models: Customized Job Training (CJT) and Direct Placement

Customized Job Training

The term “Customized Job Training” means training that is designed to meet the special requirements of an employer (including a group of employers).  The training is conducted with a commitment by the employer(s) to employ an individual upon the successful completion of training for which the employer(s) match not less than 25% of the cost of the training.  If the provider and the employer are the same entity, the employer match must be not less than 50% of the cost of the training.  

Customized Job Training providers are expected to recruit individuals eager for occupational skills training, the completion of which will immediately lead to placement in a full time job (minimum of 30 hours per week).  The minimum wage at the time of initial employment must be no less than $9.00 per hour with health benefits, or $11.00 per hour without health benefits.  It is further expected that providers deliver services to enable individuals to achieve job placement retention for a period of 3 months or longer.

Direct Placement

The term “Direct Placement” means unsubsidized placement into jobs for occupations established as in-demand in the Philadelphia area.

Direct Placement providers are expected to recruit individuals with a strong desire to enter or re-enter the workforce and are motivated to maintain employment. Providers must also address barriers to employment to prepare individuals for full time employment (minimum of 30 hours per week) that matches their skills and interests.  The minimum wage at the time of initial employment must be no less than $9.00 per hour with health benefits, or $11.00 per hour without health benefits.  It is further expected that providers deliver services to enable individuals to achieve job placement retention for a period of 3 months or longer.

Both of these program models are intended to help employers find a qualified pool of needed workers for current job openings.  Likewise, trainees should be fully prepared to begin work in the jobs for which they trained or prepared.  The greatest assets the local region has to grow the local economy after the recent recession is the talents and skills of the workforce.  To this end, contractors are expected to “make the case” that their program provides essential training or other preparation that will assist employers in their efforts to strengthen their businesses.
C. Who should respond to this RFP?
For profit and non-profit organizations with a demonstrated track record in providing employment and training services to individuals, employers, and/or employer/training provider combination should apply.  This process is open to both current PWDC/WSD contractors as well as those qualified organizations that have not previously contracted with PWDC/WSD.  In advance of a fully executed contract, selected contractors will be required to supply evidence of appropriate licenses, insurance and related internal procedures.  A list of all required documentation will be provided upon selection through the RFP process.  Proposals of providers that have received PWDC/WSD funding in previous years for a customized job training or direct placement contract, will be evaluated based on the performance of those contracts.
PWDC, in soliciting a request for proposal and carrying out WSD programming, shall not discriminate against any person or organization submitting a proposal, pursuant to this Request for Proposal, because of race, color, creed, religion, sexual orientation, age, disability, ethnic group, national origin, or other basis prohibited by law.
D. Facility Requirements
The selected contractors must have appropriate space and equipment to comfortably accommodate the proposed number of customers to be served (including confidential areas for case management services), staff, and space accessible only to staff to house confidential customer records.  The space must also meet the Americans with Disabilities Act (ADA) criteria.  If space is not ADA compliant, contractors must submit a plan for reasonable accommodations.

E. Availability and Awarding of Funding

All contractors must be prepared to begin operations on July 1, 2011 or no later than August 31, 2011 to allow enough time to recruit, train, place and support participant’s job retention for 3 months.  The contract period will end on June 30, 2012 with the exception of contracts that have performance outcomes occurring past that date.  There may also be an option to renew the next year depending on program performance, changes in legislation, and changes in program design and/or continued federal funding.
F. Performance Measures

PLEASE NOTE: The performance measures and definitions listed below are subject to change based on policy changes, legislation, and/or PWDC/WSD guidelines.

	
	Performance Standard

	Enrollment
	
100%

	Successful Completion
	100% (of enrollments)

	Placement Rate
	  90% (of enrollments)

	30-Day Retention Rate
	100% (of Placements)

	Three-Month Retention Rate
	  85% (of Placements)

	Six-Month Retention Rate
	  80% (of Placements)

	Average wage  – Adults (for 40 hrs over 6 months)
	$12,250 or $11.77/hr 

	Average wage – Dislocated Workers (for 40 hrs over 6 months)
	$15,250 or $14.66/hr 



Definitions:

· Enrollment:--The percentage of individuals that have been accepted into the program and have successfully completed their first full week of classroom training.
· Successful Completion:--The percentage of enrolled individuals that have successfully completed the competencies established for the training program.
· Placement Rate:--Enrolled individuals that are placed into employment.  Placement credit will only be given for enrolled individuals that obtain unsubsidized employment averaging a minimum of 30 hours per week at a minimum wage of $9.00 per hour with health benefits, or $11.00 per hour without health benefits.  For customized job training program participants, placements must be training related or must demonstrate that transferable skills learned in the program are utilized in employment.

· 30-Day Placement Retention Rate:--The percentage of individuals that were placed into employment and have successfully maintained that employment for 30-days.  Participants may change jobs during the 30-day retention period as long as the subsequent job offers comparable hours and wages and the gap between jobs is no more than seven (7) calendar days.
· Three-Month Placement Retention Rate:--The percentage of individuals that were placed into employment and have successfully maintained that employment for 3 months.  Participants may change jobs during the 3-month retention period as long as the subsequent job offers comparable hours and wages and the gap between jobs is no more than seven (7) calendar days.
· Six-Month Placement Retention Rate:--The percentage of individuals that were placed into employment and have successfully maintained that employment for 6 months.  Participants may change jobs during the 6-month retention period as long as the subsequent job offers comparable hours and wages and the gap between jobs is no more than seven (7) calendar days.  Retention placements are verified at six (6) months by PWDC staff and the Commonwealth of Pennsylvania. 
· Average Wages: -- The average wage over 6 months of employment.  Hourly rates are based on 40 hours per week for 26 weeks.  

G. Budget Information
1. Payment Structure:  The payment structure for all contracts will be Performance Based.  The payment benchmarks associated with the performance based contract will be as follows:
	Customized Job Training                  % of budget 

	Enrollment
	30%

	Successful Completion
	30%

	Initial Job Placement

(within 30 days of training completion)
	20%

	3-Month Job Retention
	20%


	Direct Placement                                 % of budget      

	Enrollment
	50%

	Initial Job Placement
	30%

	3-Month Job Retention
	20%


Vendors must submit proof of enrollment (timesheet), successful completion (certificate of completion or industry accepted certification), placement (pay stub(s) or letter from employer along with signed Participant Termination Form (PTF) within 30 days of achieved benchmark in order to receive payment. Note:
For placement and retention goals, the vendor must document wages by obtaining the usual and customary documentation.  At a minimum, contractor must supply copies of a pay stub (verifying taxes paid) or a payroll register.  PWDC will not accept wage documentation unless it is supported by an official record.
2.
The cost allotted for a customized training program or placement program is as follows:

Average cost per placement/direct placement program not to exceed $2,000.00
(Total cost of project divided by the number of clients actually placed)

Average cost per participant - Customized Job Training not to exceed $6,000.00
(Total project cost divided by the number of clients to be served)

H. Important Dates

RFP Release Date:
April 29, 2011

Bidder’s Conference
10:00 am
May 9, 2011

RFP Response Deadline:
Noon
May 27, 2011
II. APPLICATION PROCESS

A.
Responding to the RFP

1.
How to Respond
Applicants must follow the procedures outlined in the RFP.  The RFP is available on the Internet at www.pwdc.org or by contacting Marianne Fuccio via e-mail at mfuccio@pwdc.org.  Applicants must answer all of the appropriate questions in the Program Narrative section of the RFP and provide all of the following attachments:

· ATTACHMENT 1-Cover Page
· ATTACHMENT 2-Organizational Information
· ATTACHMENT 3-Program Narrative

(Including:  Scope of Services ATTACHMENT 3A.1,
Prior Experience Form ATTACHMENT 3A.2, 
Staffing Forms ATTACHMENT 3A.3, and

Curriculum–Training Component/Topic Form ATTACHMENT 3A.4)
· ATTACHMENT 4-Budget and Budget Narrative
· ATTACHMENT 5-Contractor’s Certification
· ATTACHMENT 6-Certificate of Insurance--General Liability, Workers Compensation and Fidelity Bond.  All certificates of insurance must exhibit dates for coverage that comply with the contract period.
· ATTACHMENT 7-ADA Compliance Checklist
· ATTACHMENT 8-Audited Financial Statements--Single Audit A133 or program specific audit.
· ATTACHMENT 9-Letters of commitment from employers stating that the training meets industry standards for hire and that successful completers will be selected for employment opportunities with their organization.  The letters must indicate the number of hires to which the employers are committing.  Total commitment must be equal to, or greater than, the number of training slots being requested.
One original and one copy, including all attachments, must be submitted.  The proposal must be presented on single-sided, single-spaced pages, using a 1” margin and no smaller than 12 pt font.  Do not bind the document.  An additional electronic version of your proposal and all attachments must be submitted on disk in Microsoft Word format except for the budget which must be in Excel format.
No incomplete, faxed or emailed applications will be considered.  A proposal that does not follow the required format will not be reviewed.  Please refer to the checklist at the end of this RFP to ensure the package is complete.  Do not submit the checklist as part of the proposal.
2.
When to Respond
To be considered for the 1st round of funding in Fiscal Year 2012, the proposal must be received in the offices of PWDC no later than noon on May 27, 2011.  Late submissions will be recorded as late and may be considered after 1st round providers are chosen.
3.
Where to Respond
Submit proposal to:

Billie F. Barnes

Senior Director, Training and Contracting

Workforce Services Division

Philadelphia Workforce Development Corporation

Suburban Station Building - One Penn Center

1617 John F. Kennedy Boulevard, Suite 1300
Philadelphia, Pennsylvania  19103

4.
Where to submit Questions
Questions regarding development and submission procedures should be directed to:

Marianne Fuccio
Training Project Monitor

Training and Contracting Unit
Workforce Services Division

mfuccio@pwdc.org
(215) 963-3461
B.
Proposal Review Process

A three-part evaluation system will be used to rate each proposal.  The evaluation system is designed to convert to a numeric score with the proposals obtaining the highest scores selected for further negotiations with PWDC/WSD.  A description of the evaluation criteria and the points for each area are outlined below.

A review committee will rate proposals.  The review committee reserves the right to request additional information and schedule interviews or site visits as appropriate.
Completeness

The proposal will be initially reviewed to verify that it is complete and consistent with the guidelines set forth in this RFP.  If any section of the proposal is missing or illegible, it will be deemed non-responsive and will not be considered.

Fiscal Capacity
Following the initial review, the proposal will then be reviewed for the organization’s fiscal capacity and the fiscal soundness of the proposed budget.  This section of the proposal will be evaluated and ranked as low, medium or high risk by PWDC’s finance department.
Organizational Capacity (40 points)

Proposals will be rated in the following areas:

1. Experience/capacity to operate an adult education and training and job placement and retention program (up to 10 pts.)

2. Outcomes from prior similar programs or capacity to achieve proposed performance outcomes (up to 20 pts.)

3. Experience/capacity to effectively recruit and conduct outreach to secure proposed participants, including partnership with PA CareerLink (up to 5 pts.)

4. Capacity to maintain and report data to PWDC/WSD that supports WIA reporting requirements (up to 5 pts.)
Approach (50 points)

Proposals will be rated based on a complete description of the proposed project, to include the following:

1. Recruitment strategies, including partnership with PA CareerLink (up to 3 pts.)
2.  Timeline for start-up and proposed start date of the first cohort of trainees (up to 2 pts.)

3. Assessment of program participants, including literacy assessment (up to 5 pts.) (TABE, BEST, KeyTrain and Work Keys are recommended tools)
4. Details about skills/competency acquisition and the projected outcomes for participants that are in alignment with the targeted occupation(s) and evidence that these skills and competencies are based on employer need (up to 5 pts.)

5. Process/resource for confirming employment opportunities for targeted occupations (up to 10 pts.)

6. Industry connection for curriculum validation and/or opportunities for employment (up to 5 pts.)

7. Education and training retention strategies (up to 5 pts.)
8. Evidence of industry recognized certificate of completion (up to 5 pts.)
9. Job placement and retention strategy (up to 5 pts.)

10. Mechanism to assess participant satisfaction at mid-term and program end timeframes (up to 5 pts.)

Cost (10 points)

PWDC is seeking contractors that can effectively provide all services associated with the proposed program model at a fair cost without eliminating or risking service quality in order to economize.  The budget will be reviewed and rated on two categories:

1. Reasonableness of costs (up to 5 points).  In this area the reviewers will compare the budget with the overall approach outlined in the proposal to assess the reasonableness of the budget items requested.

2. Leveraging other resources (up to 5 points).  Awarded based on the organization’s ability to access other funds or in-kind services to support the proposed program.

Rating Scale

	Criteria:
	Value

	Fiscal Capacity
	Low/Med/High Risk

	Organizational Capacity
	40

	Approach
	50

	Cost
	10

	Total Maximum Points
	100


PROPOSAL CHECKLIST

A proposal with incomplete or missing sections will be deemed ineligible, and will not be considered.  Please take the time to complete this checklist to ensure that all of the following information is included in your proposal package:

􀂅
ATTACHMENT 1 - Cover Page


(This document must be fully completed and signed by the authorized agency representative)

􀂅
ATTACHMENT 2 - Organization Information

􀂅
ATTACHMENT 3 - Program Narrative

􀂅
ATTACHMENT 3 A.1 – Scope of Services

􀂅
ATTACHMENT 3 A.2 - Prior Experience Form

􀂅
ATTACHMENT 3 A.3 - Staffing Form(s)

􀂅
ATTACHMENT 3 A.4 - Curriculum Form
􀂅
ATTACHMENT 4 – Budget and Budget Narrative

(Must be signed by authorized agency representative)

􀂅
ATTACHMENT 5 - Contractor’s Certification

(Must be signed by authorized agency representative)
􀂅
ATTACHMENT 6 - Certificate of Insurance

􀂅
ATTACHMENT 7 – ADA Compliance Checklist
􀂅
ATTACHMENT 8 – Audited Financial Statements


(Current audited financial statement and the organization’s management/strategic plan)
􀂅
ATTACHMENT 9 – Employer Letters of Commitment
􀂅
One (1) Original and One (1) Copy of the entire proposal plus an electronic copy on disk – (mandatory)
ATTACHMENT 1 - Cover 

PROGRAM DATA


[      ]  New Program
[      ]  Replication 
TOTAL AMOUNT OF PROPOSED PROGRAM
$




TOTAL AMOUNT REQUESTED FROM THE PWDC
$




TOTAL AMOUNT FROM OTHER/IN-KIND SOURCE(S)
$




NUMBER OF PARTICIPANTS TO BE SERVED





COST PER PARTICIPANT
$



COST PER PARTICIPANT-PWDC 
$



Target Population to be served:


Adult


DLW

Type of Training:


Customized Job Training


Direct Placement

Program Name:





Name of Organization:




Address of Organization:



Contact Person:


Title:  



Phone, Fax, E-Mail Address:




Training Location:



Days of Program Operation:



Hours of Program Operation:  

Total Training Hours/Week:



Teacher/Student Ratio: 

Counselor/Student Ratio: 


Are you incorporated as a for-profit or non-profit organization?  




Identify the person who will be responsible for submitting participant paperwork:

Name: 


Title: 



Phone, Fax, E-Mail Address:




Identify a contact person from your Finance Department:

Name: 


Title: 



Phone, Fax, E-Mail Address:




Program Summary:

Please be brief.  The following is a sample only and is not meant to constrict your particular summary but merely provide you with a guide for the type of information required in this area:

The (provider’s name) will provide (  #  ) weeks of (type of training) training to (  #  ) individuals.  [If you have purchased a license to utilize a curriculum, that information should be noted here.  Also explain the relevance of the license (i.e., premier job skills training company for a specified industry).  If the licensing company will provide technical assistance during the training period, that should be noted also].
This program will provide comprehensive, customized, industry validated training in (type of training).  The length of training is (  #  ) weeks with (  #  ) weeks of classroom training and (  #  ) weeks of unpaid externship.  The starting salary upon completion of training is $________.  The first cycle of training will begin (date).  (provider’s name) will be responsible for recruitment, training, case management, job placement and retention for the full contract period.
CONFLICT OF INTEREST:

Do you have any connection with the Administration of the Philadelphia Workforce Development Corporation or its Board of Directors?

Yes 



No 



If yes, please explain:



UNION CONCURRENCE:

List all unions that may be associated with this training. 

Does your agency have union approval of the proposed training?

Yes 


No 



(If yes, please attach written proof of union concurrence.)
Union approval was not requested 



List employers committed to hiring program completers:

	
	

	
	

	
	


List certification(s) provided upon completion of program:

	
	

	
	


List partnering organizations and roles:

	
	

	
	


Signature of Authorized Agency Representative
Name

Title

Date
ATTACHMENT 2 – Organization Information
	ORGANIZATION INFORMATION

	What is the organization’s Federal Tax ID number or the name and Federal Tax ID number of the legal entity that will act on behalf of the Organization:




	Is your organization (or the legal entity identified above) certified by the City’s Minority Business Enterprise Council?


Yes

No
	Is your organization minority owned and/or operated?



Yes

No

	Have any of the applicant’s Federal, State or City contracts or grants ever been terminated or suspended (either totally or partially) for any reason?

Yes

No

(If Yes, explain on separate sheet)

	Is applicant in receivership or bankruptcy, or are any such proceedings pending?



Yes

No

(If Yes, explain on separate sheet)

	Has the applicant’s organization ever been cited, fined, or reprimanded for any law or code violations or has any business license been suspended or revoked?

Yes

No

(If Yes, explain on separate sheet)

	Has the applicant agency and its staff or director ever been barred from entering contracts with Federal or State government agencies? 

Yes

No

(If Yes, explain on separate sheet)


ATTACHMENT 3

Philadelphia Workforce Development Corporation
Workforce Services Division
Program Year 2011-2012
Request for Proposal (RFP)

Program Narrative

Due Date:


Organization Name:


Contact Person:


Telephone:


Email Address:


Agency Profile

Provide a description and history of your organization.  Please be brief.  List history of providing services to Adult and Dislocated Workers.  Indicate any previous contracts with PWDC.

Provide a description of your training facility accommodations, including capacity and documentation of ADA compliance.

Statement of Need

Describe the occupation in which you will train participants, including workforce statistics identifying it as a high demand area of need.  Address the availability of employment opportunities for individuals being trained in this sector-specific field.
Training Plan

What is the type of training you are proposing to offer?  Provide pertinent information, such as length of the training, hours required, and the number of classes proposed over the contract period.  (Additionally, please complete ATTACHMENT 3A.1.)
Provide a curriculum summary description, including a training plan and course outline.  (Additionally, please complete ATTACHMENT 3A.4.)
Identify how your organization will utilize employers when designing or updating your curriculum and how you will ensure that the curriculum continues to meet the needs of employers in that industry.

Recruitment/Referral Strategy

Describe your recruitment plan for obtaining referrals for your enrollment.  A combination of the 2 categories must equal 100%.
What percentage of those enrolled in the program will be Dislocated Workers?


What percentage of those enrolled in the program will be Adult clients?


PROGRAM SCHEDULE

	
	CYCLE I
	CYCLE II

	Training Start Date
	
	

	Training End Date
	
	


Assessment Plan

List what tests, methods or processes will be used to assess the following areas and who will perform the assessment (i.e., case manager, subcontractor).  List the subcontractor name, if applicable:

Basic Skills
Aptitudes

Work history

Please define the following:

Entrance Requirements:

Specific skills and competencies the trainee will acquire as a result of the training program:

List of occupations trainees will be placed in upon completion of training program:

Successful Completion
Describe the achievements necessary for successful completion.  You should include the minimum percentage of length of training required (i.e., 90%); list tests scheduled during the course of training along with the acceptable passing score (i.e., 80%); and, certificate(s).
Placement Efforts/Employer Commitments

List employers with whom you have agreements to hire clients who complete the training program you offer.  (Provide original letters of commitment as ATTACHMENT 9)
All direct placement proposals must describe: job development strategy, nontraditional and innovative methods of job search, strategy for resolving barriers to employment.

All customized job training program proposals must describe: how graduates will transition to employment within 30 days of successful training completion, and details of the elements of job search and job placement strategies.
If graduates have not transitioned into employment as the 30th day after successful training completion approaches or if employers have reduced demand, describe the process you will use to work with the Philadelphia PA CareerLink Centers to better support placement of graduates.
Describe the steps that are taken to assure participant retention.
Case Management

How does your organization track client participation in order to ensure that a client who is enrolled in Customized Training complies with program time limits?

How is PWDC notified of a client's poor attendance or failure to make up absences during training?  Describe what intervention takes place to assist the client in correcting the problem.

Fully explain the contractor’s time and attendance policies and procedures.  Include time sheet signatures, control of hours, how missed hours are tracked, how job search is tracked and documented/validated and where this information is stored for review and monitoring.

Who is responsible for securing and maintaining client case records in accordance with HIPAA requirements?  Where are the client records kept after the client completes the program?
Performance Measures/Accomplishment

Describe the strategy to monitor the number of clients in the program to ensure that enrollment measures are achieved.  Include the plan to ensure that no less than 100 percent of enrolled clients successfully complete the pre-placement phase of the program.

Describe the strategy to ensure that the 90 percent job placement rate performance requirement is achieved?
Describe the strategy to ensure that the 85 percent three-month job placement retention rate, required by PWDC/WSD, is met.

Describe job retention activities/services that will be provided to ensure that three-month and six-month retention benchmarks are achieved.  Include information on your strategy for clients who lose their jobs during the post placement follow-up.

ATTACHMENT 3 A.1 – Scope of Services

SCOPE OF SERVICES
Background

(provide a brief description of the background of this project)

Services

(provide a description of the services to be provided through this project, how vendor will deliver the services, including the required timeframe; also describe any administrative and paperwork requirements)

ATTACHMENT 3 A. 2 - Prior Experience Form
YOU MUST ATTACH TO THIS PAGE A COPY OF AN EVALUATIVE REPORT ISSUED BY THE FUNDING AGENCY REGARDING THE OPERATION OF THIS PROJECT.
If previously funded through PWDC/WSD for a customized job training program, please attach all corresponding roster and site visit reports.
Such reports could include: monitoring reports, evaluations, studies, and correspondence describing the quality of your performance.  Such reports must be on the letterhead or the stationery of the issuing agency.

Type of Training:  

Dates of operation:  

Funding agency that contracted with your organization:  

Dollar size of contract:  


General characteristics of the clients served (adults, dislocated workers, ex-offenders, and/or welfare 
clients):  


Number contracted to serve:  

Number actually served:  

What percentage of persons who entered the program successfully completed the course?  


Of those served, what number achieved subsidized or unsubsidized employment?  


Description of program curriculum and the tasks that your organization implemented in the program:
ATTACHMENT 3 A.3 – Staffing Form
Name:  


Title:  


Phone:  


Duties:  

Percentage of time devoted to this contract:  


If less than 100 percent, describe the other job duties this person will perform:
THIS FORM MAY BE DUPLICATED TO PRODUCE THE NUMBER REQUIRED TO COMPLETE THE PROPOSAL
ATTACHMENT 3 A.4 – Curriculum Form
	TRAINING COMPONENT/TOPIC
	Training Hours

	Include training topic only (narrative not necessary) and training hours per topic.  In addition, a detailed curriculum must be attached.
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	 
	

	TOTAL HOURS
	


ATTACHMENT 4 – Budget and Budget Narrative

All organizations responding to this RFP must complete the attached PWDC Budget form.  The proposal budget should include expenses associated with the operation of the program described in this document and should correspond to the level and amount of services being provided.  This document should also include earned income that will be generated during the course of the project and any in-kind services.  Do not include the costs of program incentives or supportive services; if applicable, these will be added later by PWDC.  A budget narrative may be used to append the formal budget, but not as a replacement thereof.
The proposal will be evaluated based on the quality of the proposed services and the efficiency of the budget.  The proposal budget will be reviewed to determine if the costs associated with the project seem reasonable and logical based on the services being provided.  In addition, the costs of subcontracts will be reviewed to determine if they are reasonable in comparison to services being provided to the agency.
Two budgets are required – a program budget completed by the subcontractor and an employer match budget.

Employer Match Budget - Subcontractors serving as the training provider, and employer, must commit to a minimum 50% match of the funds allocated by PWDC.   All other subcontractors will be asked to solicit an employer match of 25% of the funds allocated by PWDC.

Administrative or Indirect Costs - Applicants may include administrative costs either in their budgets or indirect costs.

Administrative Costs: Agencies that do not have a federally approved rate must allocate expenditures as Administration or Program.  Administrative costs must be reasonably related to the total cost of the programmatic services and may not exceed 10%.
Indirect Costs: Only organizations with federally approved indirect cost rates may budget indirect costs.  Successful bidders will be asked for documentation of this rate at the time of contract negotiations.

Consultant/Contractual: Scope of Work and Budgets will be required for all consultants and sub-contractors and must be submitted with the proposal.
ATTACHMENT 5 - Contractor’s Certification
I certify that all the information provided in this budget is both complete and accurate to the best of my knowledge.  Additionally, this form will be revised and re-submitted at a later date should unforeseen cost factors necessitate changes.  I also understand that if selected as a contractor, I will be required to submit further detailed budget information.

Signature of Authorized Agency Representative 

Title
Date

An Authorized Agency Representative must sign the Contractor Certification form.  Successful Bidders will be required to submit detailed budget information at the time of contract negotiations.

PLEASE SIGN THIS FORM AND INCLUDE IN FRONT OF BUDGET PAGE
ATTACHMENT 6 – Certificate of Insurance
	Insurance:  including General Liability and Worker’s Compensation for the contract period and a Fidelity Bond for the face value of the contract.  All certificates of insurance must exhibit dates for coverage that comply with the contract period.


ATTACHMENT 7 – ADA Compliance Checklist

	CHECKLIST USED TO DETERMINE WHETHER BUIIDINGS

ARE ACCESSIBLE TO THE PHYSICALLY DISABLED

Please indicate your response by placing an “X” within the appropriate brackets


NOTE:
For each “No” response within this checklist, Contractor must identify, in writing, specifically what reasonable accommodations the contractor will take to resolve the deficiencies.  If there is insufficient space on the item line, please add additional pages.  PWDC will not execute this contract unless the deficiencies are answered to PWDC's satisfaction.

Building Site
Yes
No
1.
Does the grading of the building site allow the approaches to the building to be substantially leveled?

[  ]
[  ]

2.
Is there parking within 200 feet of the building entrance?

[  ]
[  ]

3.
Is any of the parking reserved for the disabled?

[  ]
[  ]

4.
Are any parking spaces open on one side to allow easy access for wheelchairs and for


people who use braces to get in and out of the automobile?

[  ]
[  ]

5.
Are the parking spaces on level ground?

[  ]
[  ]

6.
Are there ramps or level spaces to allow people to enter the building without


crossing a curb?

[  ]
[  ]

Walkways
Yes
No
1.
Are walks at least 48 inches wide?

[  ]
[  ]

2.
Is the gradient not greater than a one-foot rise in 20 feet (5 percent)?

[  ]
[  ]

3.
Are walks without interruption (i.e., steps or abrupt changes in level)?

[  ]
[  ]

4.
If the walks cross a driveway, parking lot, or other walks, do they blend into a common


level surface?

[  ]
[  ]

5.
On elevated walks, is there at least a 5 ft. x 5 ft. platform if a door swings out onto the


platform or 3 ft. x 5 ft. platform if the door swings in?

[  ]
[  ]

6.
Do walks have non-slip surfaces?

[  ]
[  ]

Building – Door and Doorways
Yes
No
1.
Do doors have a clear opening at least 32 inches wide?

[  ]
[  ]

2.
Can doors be opened with a single effort?

[  ]
[  ]

3.
Is the floor of the doorway level within 5 feet of the door in the direction it swings?

[  ]
[  ]

4.
Does this level space extend 1 foot beyond each side of the door?

[  ]
[  ]

5.
Does it extend 3 feet in the direction opposite to the door swing?

[  ]
[  ]

6.
Are sharp inclines and abrupt changes in levels avoided at doorsills?

[  ]
[  ]

7.
Does the speed of the door closers allow the use of doors by physically disabled persons?

[  ]
[  ]

Buildings - Stairs and Steps 
Yes
No
1.
Do the steps avoid protruding lips at the edge of each step?

[  ]
[  ]

2.
Do stairs have handrails at least 32 inches above the step level?

[  ]
[  ]

3.
Do stairs have at least one handrail that extends at least 18 inches beyond the


top and bottom step?

[  ]
[  ]

4.
Do steps have risers of 7 inches or less?

[  ]
[  ]

Buildings - Floors 
Yes
No
1.
Do floors have non-slip surfaces?

[  ]
[  ]

2.
Are floors on each story at a common level or connected by a ramp?

[  ]
[  ]

Buildings - Restrooms 
Yes
No
1.
Can physically disabled persons, particularly those in wheelchairs, enter the restroom?

[  ]
[  ]

2.
Do toilet rooms have turning space 60 x 60 inches to allow traffic of individuals


in wheelchairs?

[  ]
[  ]

Buildings - Water Fountains 
Yes
No
1.
Is there at least one drinking fountain for use by the physically disabled?

[  ]
[  ]

2.
Can persons in wheelchairs wheel up to fountains?

[  ]
[  ]

3.
Do water fountains or coolers have up-front spouts and controls?

[  ]
[  ]

4.
Are they hand-operated?

[  ]
[  ]

5.
If coolers are wall-mounted, are they hand-operated, with basins 36 inches or less


from the floor?

[  ]
[  ]

Buildings - Public Telephones 
Yes
No
1.
Is there at least one public telephone in each "bank" accessible to the physically disabled?

[  ]
[  ]

2.
Is the height of the dial 48 inches or less from the floor?

[  ]
[  ]

3.
Is the coin slot located 48 inches or less from the floor?

[  ]
[  ]

4.
Are these telephones equipped for persons with hearing disabilities?  Are those


telephones identified as such?

[  ]
[  ]

Buildings - Elevators 
Yes
No

1.
If more than a one-story building, are elevators available to the physically disabled?

[  ]
[  ]

2.
Can physically disabled persons, particularly those in wheelchairs, enter the elevators?

[  ]
[  ]

3.
Are outside call buttons 48 inches or less from the floor?

[  ]
[  ]

4.
Are control buttons inside 48 inches or less from the floor?

[  ]
[  ]

Buildings - Warning Signals
Yes
No

1.
Are audible warning signals accompanied by simultaneous visual signals for the benefit


of those with hearing and sight disabilities?

[  ]
[  ]

Building - Hazards
Yes
No
1.
When there are hazards such as open manhole covers, panels and excavation exits on the


site, are barricades placed on all open sides at least 8 feet from the hazard


and warning devices installed?

[  ]
[  ]

2.
There are no low-hanging door closers that remain within opening of doorways, or that


protrude hazardously into regular corridors or traffic ways?

[  ]
[  ]

3.
There are no low-hanging signs, ceiling lights, fixtures, or similar objects that protrude


intro regular corridors or traffic ways?

[  ]
[  ]

4.
Is lighting on ramps adequate?

[  ]
[  ]

5.
Are exit signs easily identifiable to all disabled persons?

[  ]
[  ]

Although the above components are important aspects of accessibility, they do not represent the complete picture. In order for an environment to be considered fully accessible or barrier-free, other factors must also be considered.  A thorough analysis of the facility should be done from the perspective of both a participant of the services being provided and as an employee within that facility.  This analysis would look at traffic flows, impediments to the access of various services, and potential dangers within the facility.  Specific items to be considered are:


•
the position of telephone jacks;


•
desks and chairs in positions which prevent an open pathway;


•
wires lying across pathways;


•
planters and other decorative items;


•
counter heights;


•
carpet or flooring irregularities; and


•
objects that protrude from walls, including telephones, fire hoses, fire extinguishers, etc.

	Contractor's Certification:

I certify that all of the information provided is complete and accurate to the best of my knowledge.

Training Provider's Signature  
  Date  



Please Print Name & Title




ATTACHMENT 8 - Audited Financial Statements
All responders must attach a copy of the following:

Most recent Audited Financial Statements, Single Audit A133, or Program Specific Audit
· Prepared within 9 months of year-end.
· Must include the sign-off date of the audit and disclosure of full compliance (footnotes).
· Must include Management of Cash Flow Statements.
If none of the above documents is available, the responder may include a Review of Financial Statements or Compliance (Balance Sheet only).

Responders must also provide a copy of the organization’s Management/Strategic Plan
· Must include an allocation of expenses, processes and trends.
ATTACHMENT 9 – Letters of Commitment
Please attach letters of commitment from employers.  The letters should state that the training meets industry standards for hire and that successful completers will be selected for employment opportunities with their organization.  The letters should also indicate the number of individuals that each employer will hire upon successful completion of a customized job training program along with the hourly wage for each occupation and the hours per week that constitute full time employment.  Please do not simply submit letters of support of the training.  Letters must detail a need and commitment to hire program graduates.

Total employer commitment must be equal to, or greater than, number of training slots being requested.

If the program is selected for a contract, training providers and hiring employers will meet with all appropriate PWDC/WSD staff prior to start of final approval to verify employer commitment and finalize details of contract.
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