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PART |: GENERAL INFORMATION

A. Introduction

The Pasco-Hernando Jobs & Education Partnership Regional Board, Inc. (PHJEPRB)
is issuing this Request for Proposal (RFP) to solicit organizations with the expertise
and demonstrated capacity to effectively and efficiently manage the Career
Central system, and deliver various work force development and welfare reform
services in Pasco and Hernando counties.

The PHJEPRB is the designated administrative entity and sub -state grantee for
Florida Workforce Region 16 and has been chartered by the Governor as the
regional workforce deve lopment board. As such, PHJEPRB oversees the planning
and implementation of a variety of welfare reform and workforce development
programs in Pasco and Hernando Counties. The PHJEPRB is a notfor-profit
corporation registered under Section 501(c ) (3) of the U.S. Internal Revenue Code.
The PHJEPRB is governed by a board of directors comprised of 35 members
representing business, education, labor, social services, local government,
community -based organizations, and state agencies, in accordance with the
federal Workforce Investment Act and Florida Workforce Innovation Act of 2000.

The PHIEPRB has professional staff designated to perform administrative and fiscal
duties for the Board . Joint oversight is provided through an agreement with the
Board of Coun ty Commissioners from both Pasco and Hernando Counties.

The vision of the Pasco Hernando Jobs & Education Partnership Regional Board,
Inc. is "To serve as a catalyst in the community for promoting self -sufficiency
through the development of a quality workforce."

Currently, under a single operator contract with Arbor E&T., there are three (3) full

service career centers: New Port Richey, Spring Hill, and Zephyrhills. Staff is also co -

located at the New Port Richey campus of Pasco Hernando Community Co llege.
Services to job seekers and employers are ma
Central . ¢

Through this RFP, the PHIJEPRB plans to secure management services that will move
the regional workforce investment system forward by focusing on a fully
coordinat ed and integrated customer service strategy that is demand -driven and
offers accessibility, convenience and consumer choice. The system manager will

be held accountable for achieving certain standards of performance and must

utilize a performance manageme nt system that incorporates the principles of
continuous improvement.
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B.

Services Solicited Under This RFP

The objective of this procurement is to select a single entity to effectively and
efficiently manage the Career Central centers and deliver the se rvices solicited in
this RFR The selected service provider will be required to:

Manage _all partners within the Career Central centers, including but not limited to:

)l
T

Agency for Workforce Innovation 0 direct management & supervision

Vocational Rehabilitation o coordination of services & on -site service
provision

Veteran Administration & coordination of services & on  -site service provision &
New Port Richey

Abilities, Inc. of Florida & coordination of services & on  -site service provision 9
Spring Hill

Gulf Coast Community Care 0 coordination of services & on -site service
provision & New Port Richey, Zephyrhills

Hernando County Schools & coordination of services & on -site service
provision & Spring Hill

ARC of the Nature Coast - coordination of ser vices & on -site service provision
0 Zephyrhills, New Port Richey

Lutheran Services of Florida - coordination of services & on -site service
provision 8 New Port Richey

AARP Foundation coordination of services & on  -site service provision & Spring
Hill

Deliver the following services from the Career Central centers:

=

= =4 4 -4 A4 A -5 -

Workforce Investment Act (WIA) Adult programs

WIA Dislocated Worker programs

Welfare Transition Program (WTP)

Wagner Peyser (WP)

Trade Adjustment Assistance Act (TAA)

Food Stamp Employment & T raining Program (FSET)
Disabled Veterans Outreach Program

Local Veterans Employment Representative

Other programs as funds are made available or grants are awarded
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In addition, the organization will be required to:
1 Maintain a high standard of professional ism within the system
1 Present the centers under the Career Central brand name
1 Assist the business services unit as needed
1

Nurture a customer service attitude among staff to ensure that services are
delivered in an efficient, timely and professional manner

Bidders are expected to rely on public law in the preparation and execution of

program services solicited under this RFP. Acceptable proposals will meet the

specifications contained in this RFP, the requirements of the federal Workforce

Investment Act (Wl A) PHIJEPRB&s pl ae, FIl oridads Wor kf or
of 2000 (WIA 2000), PHJEPRBOGs Wel fare Transit
all applicable policies and regulations. It is expected that bidders will be proficient

in their understandin g of workforce development and welfare reform legislation

and regulations. Reference copies of the PHIEPRB program plans are available on

the Internet at www.pasco  -hernando.com.

C. Procurement Timetable
Procurement Action Date_
RFP Issued June 5, 2009
Written Questions f or June 12, 2009
Biddersdé6 Conference June 22, 2009
Letter of Intent June 29, 2009 @ 3:30pm
Proposals Due July 10, 2009 @ 3:30pm
Questions to Bidders July 17, 2009
Response to Questions July 24, 2009
Proposal Rating Review Meeting July 27, 2009
Proposal Review Committee Meeting July 29, 2009
Board Selection of Contractor August 13, 2009
Begin Contract Negotiations August 20, 2009

All times shown are Eastern Standard Time (EST). The PHJEPRB reserves the right to
adjust the schedule when it is in the best interest of the PHIJEPRB, or to extend any
published deadline in this RFP upon notification to those who have submitted a
Letter of Intent to Bid by the date specified.
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D. Funding Availability

The PHIJEPRB will make sufficient funding available from various sources (WIA Title I,
TANF as authorized under WIA 2000, etc.) to deliver the services requested in this
RFP. The proposer is responsible for proposing a reasonable total cost for delivering
the services described in this RFP. PHJEPRB does not anticipate the necessity of
committing funding in excess of  $ 2 million per year. This amount is provided as a
planning figure only and does not commit PHJEPRB to award a contract for this
amount. Fun ding during the contract period may be adjusted due to changes in
funding received.

This funding level does not include other funding resources managed by PHJEPRB

(e.g., Wagner -Peyser, Veterans services, etc.); however, staff from these other

funding so urces will be made available on a full -time basis and will be placed

under the functional supervision of the prime contractor. These staff resources are

funded from and will assist in delivering workforce development services and

activities as authorized under the Wagner -Pey s er Act , FIl ori dads
compensation law, Title 38 of United States Code - services for veterans, and the

Trade Act of 1974.

E. Period of Performance & Contract

The funding period for contracts awarded under this solicitati on will be from
October 1, 2009 , through September 30, 2010, provided performance remains
acceptable during that period. Any contract awarded from this RFP will include

an option to renew for up to two (2) 1 -year periods, contingent upon successful
perfor mance.

Proposed costs will be analyzed and a contract will be negotiated on a fixed -unit
price or a cost -reimbursement with a demonstrated performance basis. There will
be no contract negotiated with a straight 100% cost -reimbursement payment
structure .

In past contracts, payments for staff costs have  been cost -reimbursement while
profit is dependent on negotiated performance measures reported by the Agency
for Workforce Innovation and Workforce Florida

Payment under a cost -reimbursement with a demonstrated performance contract
will have a significant portion of the funds (a minimum of 10%) withheld until
achievement of measurable performance outcomes has been documented. The
remaining funds will be used to reimburse allowable expenditures submi tted on a
monthly invoice with appropriate documentation.
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For the purposes of responding to this RFP, proposers should develop a line -item
budget showing all expected costs associated with delivering the proposed
services and a performance payment propo sal showing the proposed amount of
performance revenue (profit or incentives).

Profit may be earned by commercial (for profit) organizations, depending on the
risk involved and provided that profit is reasonable and not excessive.
Determination of reaso nable profit is at the sole and absolute discretion of
PHJEPRB, but in no case may it exceed 10%.

Due to the nature of the funding sources, potential changes in legislation and
policies, and performance achieved, proposers are advised that any contract
awarded under this RFP may be modified to incorporate such changes, system
wide adjustments in the delivery system, or any activities provided.

F. Conditions of RFP

This Request for Proposal does not commit or obligate PHJEPRB to award a
contract, to commit any funds identified in this RFP document, to pay any costs
incurred in the preparation or presentation of a proposal to this RFP, to pay for any
costs incurred in  advance of the execution of a contract, or to procure or contract

for services or supplies.

The following conditions are applicable to all proposals. The PHJEPRB reserves the
right to:

1. Accept or reject any or all proposals in whole or in part, which i t considers
not to be in its best interest.

2. Change or waive any provisions set forth in this RFP.

3. Return non -conforming proposals without review.

4, Waive informalities and minor irregularities in proposals received.

5. Negotiate any and all proposed terms, cond itions, costs, staffing level,
services / activities mix, and all other specifics.

6. Request a) additional data, b) technical or price revisions, or c) oral
presentations in support of a written proposal.

7. Determine that an arms -length agreement  exists betwee n the proposer and
any subcontractors or vendors they might choose to use.

8. Require the establishment of escrow accounts for a Contractor that

currently has outstanding debts to the PHIJEPRB as a result of audits or
monitoring reviews.
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9. Conduct a pre -award re view that may include, but is not limited to, a review
of the proposer's record -keeping procedures, management systems,

accounting and administrative systems, and program materials.

10. Use additional or de -obligated grant funds to increase the allocations of

successful programs.

11. Change specifications and modify contracts as necessary to (a) facilitate
compliance with the legislation, regulations and policy directives, (b) to
manage funding, and (c) to meet the needs of the customers.

12. End contract negotiation s if acceptable progress, as determined by the

PHJEPRB, is not being made within a reasonable time  -frame.

G. Questions & Communication with PHJEPRB

A biddersdé conf er eatcl@ 30am dnl Thusstay, dusel @2, 2009, to

respond to written questions and to provide any needed additional instruction

regarding the submission of proposals. All potential respondents are required to
attend the biddersdé6 conference, since this wi
technicalan d ot her concerns addressed. The bidder s
Career Central
7361 Forest Oaks Blvd.
Spring Hill, FL 34606
(352) 200-3026
Written questions regarding this solicitation should be submitted via email to
Brenda Gause (bgause@CareerC entral.jobs ) by 3:30pm on Friday, June 12, 2009.
Addi tional guestions not formally submitted p
be submitted during t he bi dder s o conference.
guestions may require additional research and may n ot be available until a later
date. No questions about the development of proposals will be accepted after
July 17, 2009. After the biddersd conference has be
the questions and answers will be available on the Internet at www.pa Sco-

hernando.com.
Any question(s) must be submitted in writing, by mail, email or fax, to:

Brenda Gause

PHJEPRB

P.O. Box 15790

Brooksville, FL 34604

Phone : (352) 593-2226

Fax: (352) 593-2026

Email: bgause@ Career Central.jobs
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Exceptforthe bi ddersd conference, PHIJEPRB st
with proposers, and proposers shall not attempt to contact or communicate with
staff in any manner regarding any portion of this RFP.

Ex parte communication regarding this solicitation is prohibited between a potential
and or current contractor and any PHJEPRB Board member, staff, or any other
person serving as an evaluator during this competitive procurement process.
Proposers directly contacting Board members, committee members, staff or
evaluators risk elimination of their applications from consideration. Correspondence
to the public bulletin board on the PHIJEPRB Web site does not constitute ex parte
communication.

Bidders are required to submit a Lett
Conference. Failure to meet eithe
disqualification from submitting a response.

of

aff i s

er of Il ntent
r

t hese
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PART 2: SCOPE OF WORK

A. Targeted Services

The System management and services Contractor must effectively and efficiently
manage the Career Central centers and deliver various welfare reform and
workforce development services to our job -seeker customers and employer
customers.

These services includ e:

Workforce Investment Act (WIA) Adult services
WIA Dislocated Worker services

Welfare Transition services

Wagner -Peyser services

Food Stamp Employment and Training services
Trade Adjustment Assistance Act

Disabled Veterans Outreach services

Veterans Emp loyment services

Facilities management

Outreach to employers and the community on the services available from Career
Central

Coordination of partners

Targeted services must be provided to the following customers, as appropriate
and within funding/eligibility guidelines:

9 Assist Business Services, as requested, with e mployers seeking labor market
information, labor exchange services (e.g., posting of job orders, receiving
qgualified referrals, etc.), specialized training arrangements for current or
prospective workers, etc;

The general public seeking Universal services;

Individuals who meet the requirements for WIA registration and are included in
the priority of service categories, who are enrolled in and provided Intensive
services and, in some cases, provided Training services;

1 Individuals seeking specialized services such as veteran s, food stamp recipients,
TANF diversion applicants, individuals impacted by offshore outsourcing who
may be eligible for TAA or TAA/NAFTA, etc.;

Former WIA enrollees to whom follow -up services are to be provided;

Individuals receiving TANF who are subject to the welfare transition work
requirements and have been referred by DCF,;
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Former TANF recipients who are eligible for transitional benefits;

Former or current welfare transition customers to whom follow -up services are to
be provided;

1 Non-custodial par ents of the children of welfare transition program customers.
(Pasco Offices)

Additional requirements may be added to the service mix as funds are made
available or grants awarded.

It is the goal of this system that the delivery of services will be foc used on fully

integrating a consistent service delivery process and providing excellent customer

service, quality career management, and effective job placement to ensure the

long -term success of all customers. In order to accomplish this, the Contractor

must maintain and continue to improve the integrated, responsive system of

service delivery already in place, through th
Specific requirements include:

B. Resource Management

The One -Stop System Management and Services Contractor manage the career
centers and coordinates accessibility to all services offered by the System. The
Contractor is responsible for coordinating staff resources located within the career
centers, creating a collaborative work environment for all pa rtners, providing staff
development opportunities, and linking all of the resources of workforce
development and economic development within the System. The goal of this
coordination is to maximize service delivery to both job seekers and business
custome rs while improving the efficiency of resource utilization by partners.

1. Facilities Management

The Contractor will oversee the general condition/appearance of the physical
Career Central sites, and take action as required to maintain a professional
appearance and atmosphere. Necessary expenditures will be requested from
PHIJEPRB.

The Contractor s hall also:
1 Ensure timely and efficient handling of incoming telephone calls.

1 Coordinate and schedule facilities usage to include classrooms, assessment,
and conference rooms.

1 Enforce procedural, conduct, and appearance policies of the PHIJEPRB as
outinedin MOUO® s .
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2.

1 Develop contact list of all the partners with each Career Central location
and distribute these lists among all partner agencies system -wide.

1 Assign individuals to staff the resource areas of the Career Central centers.
Such individuals will have , at a minimum, a broad knowledge of available
services and agencies, a pleasant/professional personality, and superior
communication skills.

1 Assign two staff per center to be IT contacts for that location. These
individuals would fill out IT support tickets and attempt to resolve minor IT
problems, as well as set up the laptop systems available at each site.

Inventory Control

The Contractor will familiarize itself with the inventory of Career Central located
equipment. This equipment includes, but is not limited to LCD & overhead
projectors, desk & laptop computers, copiers, fax machines and office furniture.
The Contractor will be responsible for the following:

1 Have individual staff and staff of partners using either Career Central
desktop or laptop computers sign for both t he computer they are assigned
and indicate , if necessary, the special software /software package s
(Hlustrator, Photoshop, etc.) the individua | is authorized to use on the
computer.

91 Develop and use a sign -out system to track portable equipment such as
laptops and projectors.

Partner Coordination

The Contractor must establish and maintain a collaborative and functional
relationship wi t h t he regionos partners an
entities, such as the PHJEPRB®&s Training Ven
providers.
ThecurrentCare er Centr al partners and the contract
1 ARC of the Nature Coast ( Zephyrhills, New Port Richey)
91 Abilities (Spring Hill)

1 Lutheran Services of Florida (New Port Richey)

1 Gulf Coast Community Care (New Port Richey, Zephyrhills)
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1 AARP Foundation (Spring Hill)
1 Veterans Administration VR ( New Port Richey)
1 Vocational Rehabilitation (Spring Hill, Zephyrhills, New Port Richey)

Additionally, the Contractor will:

1 Act as chair of the Partners One -Stop Governance Committee consisting of
the Career Central partners located on -site at our three regional Career
Central offices.

i Site Managers shall chair the local Center Governance Committee which
consists of representatives of each organization physically located in a
Career Central office.

3. Staffing

The Contractor must hire qualified programmatic and technical staff with the
expertise to meet the goals, objectives and requirements of this RFP. The
Contractor also must maintain sufficient staffing levels and coordinate the
activities of staff to maximize the efficiency and effectiveness of service
delivery.

It is expected that the Contractor, to the extent practical, will hire existing
Career Central staff, with emphasis on hiring individuals who have achieved
Florida Certified Workfo rce Professional (FCWP) certification from Dynamic
Works Institute. Hiring and retention of senior staff assigned to the contract is
done with final approval of the PHJEPRB  President/CEO .

The experience, abilities, and motivation of the staff play a cri tical role in the
ultimate success of the service delivery. The Contractor shall ensure that:

1 Staff are trained as necessary to effectively carry out all activities
contracted;

1 An ongoing training program that focuses on ensuring that staff acquire the
basic competencies of their positions is developed;

1 Staff is kept abreast of all new information and processes in a timely manner.
It isrequired that all staff who have direct customer contact will achieve FCWP

certification within six (6) mont hs of
whichever is later.
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C. Business Services

Local businesses face significant challenges on a daily basis d labo r shortages, the
need for skilled workers, labor market information and the ability to retain qualified

staff. While PHJEPRB firmly believes that through Career Central it offers significant
value -added services to employers, it has proven difficult to in crease market share
over the traditional recruiting and hiring mechanisms used by most employers.

PHJEPRB would like to position Career Central as the direct line of communication

for employer services needs. Currently, Career Central is known among the

business community as a business service solution; however Career Central must

become the workforce center of excellence for the two county region. In Region

16, the Business Services Unit falls under the PHIJEPRB. But, in order for the delivery

system to be positioned as the direct line of communication for employer services

in Region 16, the Contractor must continually
timely results that meet those needs.  Any services offered to employers will be

done at the request of  the Vice President of Business Services.

Based on this identified need, a broad menu of services must be made available

to employers to address not only the employer
anticipate and prepare for future needs. Those services include, but are not

limited to, the following:

1. Assisting PHJEPRB in engaging the business community in the workforce
development system; the business community must be involved to ensure
t hat PHJEPRBO®s service del i veAdwsingBHSEPRBN me e |
of any identified issues that must be addressed to more effectively serve the
business community, and providing recommendations for addressing these
issues.

2. Increasing the penetration, understanding, and knowledge of the
availability of the serv ices and incentives available for employers to recruit,
train, and retain employees. Encouraging and assisting employers to access
the services and incentives available to them. Assisting PHJEPRB iroutreach
services and incentives to employers through a rticles in newspapers and
magazines, making presentations at meetings, meaningful dialogue with the
business community, etc.

3. Identifying any value -added services not currently being provided to the
employer community, especially small businesses, and provi ding
recommendations on how PHJEPRB can effectively meet this need.

4. Assisting PHJEPRB in the continual analysis of existing labor market conditions
in the Region, identifying o0skills gapso6é b
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the skills of the job seekers, de veloping ways to close those gaps and
identifying best practices that coordinate curriculum improvements with
changing employer needs. Working with PHIJEPRB to document the need for
training to impact these skills gaps.

5. Assisting PHJEPRB in identifying effective non -traditional training modalities
that can respond to rapid changes in business workforce needs and
technology.

6. Analyzing the workforce development needs of new and/or expanding
businesses and offering solutions that can be provided to employers t hrough
Career Central.

7. Understanding the nature of businesses and delivering workforce services in
a manner that recognizes the urgency of the marketplace, hiring cycles,
and patterns or seasonal staffing needs.

8. Assisting Career Central staff in screening  prospective employees to ensure
they have the skills and qualifications th
to referral, thus eliminating referrals of unqualified candidates. Placing
individuals who meet the minimum qualifications into the job openings i n
coordination with other Career Central staff.

9. Hosting job fairs, including job fairs targeting non -traditional jobs and job
placements.

10. Providing customized recruitment assistance, including advertising,
prescreening, and testing.

11.  Providing outplacement assistance for downsizing and business closures.

12.  Assisting employers to expand their access to potential labor pools consisting
of youth, older workers, welfare recipients, individuals with disabilities, etc.

13.  Assist with confidenti ally tracking employer information for trend analysis on
services provided. Providing MIS management that ensures all data is
entered in a timely and accurate manner.

14. Following up with employers after providing services to assess their
satisfaction and ne ed for further assistance.

15. Coordinating with other agencies providing job placement assistance, such
as the training vendors, private job placement firms, etc., in an effort to
reduce and possibly eliminate the multiple calls made to employers.

16. Expanding p artnerships with general -purpose business organizations, such as
chambers of commerce and the EDC, to include workforce development
services in their program strategies.
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D. Job -Seeker Services

The Contractor must manage and provide the services described below, as well as
i ncorporate the parameters included under the
follows.

The service delivery system shall be managed to provide access to three tiers of
services: Universal services to all job seekers and Intensive services and Training
services to eligible job -seeker customers. Although training services  would ideally
be offered year -round as are the other two tiers of services, funding may
determine the level and availability of this activity. Availability of funds, in
conjunction with customer need and eligibility guidelines, will determine the
combination of services appropriately provided to individual customers.

Given funding limitations and the expected volume of customers, it will be
necessary to pr ovide many of the universal services in groups or in a self  -directed
manner. (For example, initial orientations, assessments, and some job search
activities may be more efficiently provided in groups, while résumé writing and
review of job listings may be done independently on a computer in the resource
room.)

Universal Services shall be made available to all. The decision on which Universal
services to provide and the timing of their delivery (mix and sequence) may be
made on a case -by-case basis, depen ding on the needs of the individual. All
Universal services paid exclusively through WIA funds shall be provided through
self-service and information. Universal services include:

1. Registering and determining priority of service for WIA Title I, Subtitle B

2. Conducting outreach, recruitment and orientation to inform community
partners, employers and individual job seekers about the services available
through the Career Central centers.

3. Initially assessing the skill levels, aptitudes, abilities, and supports  ervice needs
of the job seekers.

4, Providing job search and placement assistance and, where appropriate,
career counseling.

5. Making available current labor market information (job vacancy listings, skills
necessary to get those jobs, and information on demand jobs, including
wages and skills required) in an easy -to-understand format.

6. Providing performance and program cost information on training vendors,
including providers of youth programs, adult education, postsecondary
vocational education, Vocational Rehabilitation programs, and vocational
education activities for dropouts under Carl Perkins.
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7. Making available information on supportive services and referral to such as
appropriate.

8. Provide UC claims filing opportunities using the Internet, phone, or U. S . Mail.

Providing follow up services for 12 months for those registered in WIA and
placed into unsubsidized employment.

The decision on which Universal services to provide an individual, and the timing of
their delivery (mix and sequence), may be made on a case -by-case basis,
depending on the needs of the individual.

The delicate balance of providing Universal services in a self -serve or informational
mode and assisting customers with finding employment will be enhanced through
managing and staffing of a resource room in each center. These resource rooms
will include much of the information mentioned above and will also include
computers that will allow access to key information and services, such as the Job
Information System (JIS) and the Internet, as w ell as the capability to conduct a
self-assessment, print resumes, contact potential employers by phone, etc.

Intensive Services are intended to identify obstacles to employment in order to
determine specific services needed. Intensive services include the following:

1. Providing comprehensive and specialized assessments of the skill levels and
needs of adults and dislocated workers. This may include diagnostic testing
and in -depth interviewing and evaluation.

2. Developing individual employment plans that i nclude an employment goal,
objectives, and the mix and sequence of services.

Offering group counseling.
Counseling individuals and assisting each with career planning.
Managing the cases of individuals seeking Training services.

2

Providing short -term pre -vo cational services, including, but not limited to,
development of learning skills, communication skills, interviewing skills, and
professional conduct to prepare individuals for a job or training.

Per section 663.200 of the WIA regulations, this list of In tensive services is not all -
inclusive and other services such as literacy training, out -of-area job search
assistance, and relocation assistance may be provided based on needs of the
individual job seeker.

Training Services are defined as services designe d to equip individuals to enter the
workplace and retain employment. Training services include:

1. Occupational skills training, including training in non -traditional jobs.
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Training programs operated by the private sector.
Skills upgrading and retraining, in  cluding incumbent worker training.
Entrepreneurial training.

Job readiness training.

o g bk~ w N

Adult education and literacy activities in combination with services
described above.

7. Customized training.
Welfare Transition Services must be provided to Temporary Assistance for Needy

Families (TANF) recipients.  Those recipients subject to work participation
requirements under the Act must be provided with work registration and assigned

to a countable work activities, to include, but are not limited too:

1. Unsubsidized employment.

2. Subsidized private sector employment.

3. Subsidized public sector employment (including On -the -Job training and

work supplementation).

Community Service Work Experience.

Work experience.

Job search and job readine  ss assistance (subject to limitations).
Vocational education and training (subject to limitations).

Job skills training related to employment.

© © N o 0 &

Education related to employment.

10.  Providing childcare services to other TANF recipients who are participating in
a community service program.

11.  Or other activities required by current and/or future Federal or State statutes.

The Contractor shall be responsible for managing the Welfare Transition caseload,
which, in addition to assignment to work activities, includes ti mely request of
sanctions for non -compliance, follow -up to determine appropriate disposition,
managing requests for hardship exemptions (to mandated time limits), managing

good cause deferrals from program participation, and requests for DCF fair
hearings.

Other services that must be provided for Welfare Transition program participants
include:

1. Referral for, provision of and coordination of supportive services, including
child care, transportation, education and training, tools, clothing, fees,
therapy, co unseling, domestic violence counseling, substance
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abuse/mental health counseling, or other services else that enables the
participant to comply with work requirements.

2. Up-front diversion services for TANF applicants who meet the eligibility for
such services as a means to divert them from the receipt of cash welfare
payments.

Relocation and cash severance assistance.

Coordination of transitional services for former TANF recipients who are
working or actively seeking employment and/or enrolled in education, and
are eligible for these services after receipt of welfare payments ends,
including:

1 Maedical benefits
Education and training assistance
Transportation services

Childcare services

= =4 A =

Other support services necessary to retain employment, determination
based on availability of local funds

Other Requirements

A more detailed description of some of the services identified above that are to
be managed and provided in each center is enumerated below.

1. Outreach and Recruitment . The Contractor shall be responsible for
adequately informing individuals and groups of the services available in the
Career Central centers. This outreach and recruitment shall also be
conducted in order to attract a sufficient number of individuals who are in
need of the servic es provided and who meet the requirements to receive
such services that would allow the agency contracted with in response to

~

thisRFPtomeett he contractdés measurabl e perfor man

Outreach and recruitment methods may include formal advertising, use of
reciprocal agreements with other agencies, flyers, brochures, word -of -mouth
or other methods of program information dissemination. The Contractor
must ensure that the outreach and recruitment is conducted within
communities where potentially eligi  ble customers reside and through on -

going coordinated efforts with other community -based organizations.  Note:
All outreach activities, materials, and publications must be approved by
PHJEPRB
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2. Orientation . The Contractor shall provide at each Career Cent ral location
general orientations and program specific orientations (i.e., Welfare
Transition) that inform individuals of the full array of services available,
including non -traditional opportunities and services available from other
sources. The general orientation shall include a complete overview of the
processes and procedures customers can expect as they are provided
services, and should be delivered in self -service and group formats. The
Contractor is responsible for ensuring that all program -specif ic requirements
(i.e., obligations and opportunities, sanctions, etc.) are addressed in the all
appropriate orientations. The provision of program specific orientation must
be documented in the individualsd fil es.

The frequency of delivery of the group orientation sessions shall be included

i n each centeros Master Cal endar . The
develop video or computer -based presentations for the orientations to

ensure a consistent message and quality delivery.

3. WIA Reqistration . Registering and determining the priority of service of
individuals prior to providing Intensive and Training services with WIA funds
must be completed in each center. Registration involves certifying and
documenting the WIA eligibility and priority of service of the individuals to be
served. This WIA eligibility must be completed in accordance with the strict
standards established by the State of Florida and USDOL. This includes
completing the required state WIA application, obtaining the necessary
do cumentation (i.e., number in family, family income, residency, etc.),
identifying barriers to employment, etc. Proposers should take into
consideration that certifying WIA eligibility and priority of service is a very
time -consuming, detailed process, and customers cannot be registered and
then provided Intensive or Training services prior to final eligibility
certification. In addition, eligibility for WIA carries with it liability for dollars
spent in serving individuals who are not eligible.

4, Assessnment. An initial employment assessment shall be made available to all
Universal services customers who are interested in receiving such service and
shall be provided to all welfare transition referrals. A more comprehensive
assessment shall be made availa ble to all customers registered for WIA and
enrolled in Intensive services and shall be provided to all welfare transition
customers. Any individual advancing to Training services must have a
comprehensive assessment completed prior to receiving a Trainin g
scholarship.

Centers shall use assessment tools identified by the Contractor and
approved by PHJEPRB. These tools shall assist the individual customer in
identifying the employment area for which he or she would be best suited.
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A comprehensive asse ssment provided in the Intensive level of service shall

be a multi -step, systematic process of gathering and evaluating a variety of
information on the skills, abilities, interests / values, physical capabilities, work
experiences, leisure activities, educ ation and training, needs, work attitude /
personality, life situation, family problems, transportation, motivation,
behavior patterns, and economic and financial status of a customer. This
assessment must be a client -centered, diagnostic evaluation of th e
participant's barriers to employment, and shall include an identification of

other available resources that can be utlized to meet the needs of the
customer.

All Intensive service customers may not take part in the same sequence or
depth of comprehen sive assessment activities. The amount and kind of
assessment required shall depend largely on the nature of the problems /
employment barriers identified during counseling and any prior assessments
that have been conducted. The assessment process shall always build upon
any prior assessment conducted by the Department of Children and Families
(DCF), Vocational Rehabilitation or other appropriate instruments.

The assessment process may include behavior observation, detailed

interviews with the customer , computer -assisted testing, and paper -and -
pencil type assessment. On occasion, specialized tests that are more

appropriate to the customer may be administered. This is most likely to

occur with special populations, such as individuals with disabilities, or when

the customer is interested in specialized training that may have program -
specific assessments. In all cases, the assessment shall comply with the
requirements of Wil A, its regul ations, Fl
2000 and/or any other pr ogram specifications.

5. Employment Plan (ISS/IRP): An Employment Plan shall be developed for
each Welfare Transition and registered WIA customer that advances to
Intensive services. This "road map" shall be jointly developed with the
customer. The Employ ment Plan must use the assessment results and will, at
a minimum, identify employment and educational goals, describe all
employment barriers identified and include the mix, sequence and time -
frames of services that should help the customer overcome the ba rriers
identified, supportive services to be provided, and the expected
employment outcome(s) or goals. The Employment Plan should also identify
the responsibilities of the customer and the career manager. Coordination
of services/resources that are avai lable to the client needs to be ongoing
wi th ot her partners?o career manager s t
duplicated.

As the needs of the customer change, the Employment Plan shall be
modified to reflect these changes. Since the PHIJEPRB approach to car eer
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management iIis to provide individualized att
needs should be identified quickly and a revised action plan developed to

meet those needs. This new or revised action plan shall become a

modification or addendum to the custo mer ds Empl oyment Pl an.

6. Career Management . Career management services shall be provided to all
individuals who receive Intensive and/or Training services. Within this Region,
career management is recognized as a key component of the service
delivery plan and critical to the ultimate success of the customers. Career
management is necessary to assure that the needs of customers are met
and information required for program and performance reporting is
collected.

Career management is a process activity tha t ensures the customer is
progressing through the service strategy that was agreed to, and that on -
going contact with the customer is maintained throughout the time of
participation, upon employment, and following termination.

Career management shall be provided as a customer -focused service

delivery strategy designed to assist individuals with multiple needs and
barriers. It i s-d rbiot éhn 6a adau sadtroi Bveeynsét e ms ma n
resource development strategy. Career managem ent shall balance

sensitivity to the needs, dreams and goals of the customers with a

commitment to well -managed, effective and efficient human services

program. As a customer -driven strategy, career management must offer an

array of interventions designed t o address a customer d&ds nec¢
and individualized manner. As a systems -level strategy, career
management encourages inter  -organizational partnerships (both formal

and informal) in order to maximize the proper utilization of human and

financi al resources and minimize fragmentation, duplication, rigidity and

inaccessibility of program services.

Using the career management approach described above, individual

cust omer sod needs for specialized services
immediately an d additional assistance provided. Through a triage -type

approach, career management services shall be provided at the level that

the customer and career manager identify a need for such services.

Information already collected in the various management in formation

systems shall be reviewed to eliminate any duplication of effort.

7. Pre-Employment/Work Maturity Skills . The Contractor shall regularly deliver
various seminars for Welfare Transition customers and job  -seeking customers.
The intent of these sem inars is to provide the knowledge and skills to identify
potential jobs, apply for a job, interview for a job, and handle difficult
situations that may be encountered after hire to ensure successful job
retention.
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These seminars shall be provided, ata minimum, every week in every Career
Central center. The seminars will also be offered at a variety of times to
accommodate the customersd work schedul es.

8. Training Referral . The Contractor is responsible for assigning, or in some cases
referring, each individual to the most appropriate activity for the individual
as determined from the assessment and documented in the Employment
Plan. Welfare Transition customers must be referred within the time -frames
required by State guidelines and may only be refer red to a countable work
activity, such as Vocational Education, On -the-Job Training, Work
Supplementation, Community Service Work Experience, etc., as defined by
the State.

The training activities available to the Contractor for referral include those
ide ntified under the introduction to this section. Due to their nature, and the
fact that approximately 98% of the customers referred to Training are in
occupational skills training programs, they are described in more detail
below:

Occupational Skills Trai ning is offered through Individual Training Accounts
(I TAGS) in Region 16. | TA6s permit a wide
demand fields in the local area.

| TAS s, which authorize the payment of the
required trai ning materials, can only be used for designated training

programs at approved training vendors (for instance, vocational technical

centers or the community college). The approved training vendors provide

the occupational skills training specified on the | TA. The training vendor has

no responsibility other than providing this training and insuring that the

customer develops the needed competencies to be employed in the

specific field. All other needs of the customers are met by the Contractor,

includingm anaging customers®6 participation 1in
that customers receive whatever counseling, supportive services, or other

assistance might be needed to ensure successful retention in the training,

followed by successful placement into employ ment and job retention.

The Contractor shall take into consideration that, per 663.320(c) of the WIA

regulations, an individual may enroll in Training services prior to award of a

Pell grant as long as the career managers make arrangements for the
oapipdati ond of the Pell grant funds once t
handl ed t hrough t he budget devel opment pr
expenses, including living expenses while in training, outweigh the amount of

family income, the ITA, and the Pell g rant combined, the Pell grant shall be
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used to cover the living expenses and the ITA shall be used for tuition, books,
and supplies.

The Contractor may place career managers at some of the training vendors

where levels of enrollment warrant. These care  er managers provide a

limited array of services geared to coordinating the occupational skills

training program(s) and i ndividual s0 prog!
career managers, if the Contractor wishes to consider such, must be

coordinated with the | ocal training vendors and approval obtained from

PHJEPRB.

9. Support Services Coordination. The Contractor shall coordinate and
manage the provision of support services to WIA registrants, Welfare
Transition customers and other customers where a funding source so allows.
Support services shall include, but are not limited to, -childcare,
transp ortation, limited medical services, clothing, and car repair. Support
Services shall only be authorized by the Contractor when a need has been
identified, when the customer will not be successful without this service, and
when no other funding is availabl e to pay for such services. The Contractor
is responsible for managing the provision of support services in a manner that
is as cost-efficient as possible.

Payment for support services will be based on the recommendation and

approval of the Contractor. Note: Childcare for Welfare Transition customers
shall be coordinated with and paid through the childcare coordinating
agencies .

10. Job Placement.  The Contractor will be responsible for providing job listings
and referrals to assist Universal customers with ~ finding a job, and coordinate
these efforts with Career Central partners The Contractor is also responsible
for providing more intensive job placement assistance to each WIA and
Welfare Transition customer that advances to Intensive and Training services.
This may include coordinating with a | ocal
staff if the customer is enrolled in training at that institution, working with the
customer directly to provide job leads, specific job development for
individual customers, job mat ching to jobs listed in various job banks, etc.

11. Job Retention / Follow -up. After job placement, the Contractor will be
responsible for assisting the WIA -registered, Welfare Transition and other
funded customers and their respective employers with job r etention. The
length of this job retention assistance for WIA customers will be for at least 12
months. It is the intent of this job retention assistance to help these
customers placed into jobs from Intensive and Training services overcome
any problems that may arise during this critical period and to ensure further
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progress toward long -term employment and, therefore, self  -sufficiency. This
should be accomplished by providing frequent follow -along with the
customer and possibly the employer.

The Contra ctor shall adhere to the following schedule for these follow -up
activities for Intensive and Training services placements:

Length of Employment # of Minimum Contacts with WIA
Customers and/or Employers

New Hires, 0 8 4 weeks 1 time per week

508 12 weeks 1 time per month

26 weeks 1 time

52 weeks 1 time

During the retention period, the Contractor must ensure, to the maximum
extent possible, that the customer is not unemployed for more than five
consecutive workdays and earns an hourly wage not less than the minimum
wage.

The Contractor will ensure that staff are focused on helping the WIA and
Welfare Transition customers enhance their skills in order to not only retain
their jobs, but to take steps to better their skills for career growth. This sha Il be
achieved through a variety of means, including:

1 One-on-one counseling during follow -up contacts that will focus on
identifying and eliminating any barriers that may be preventing a
customer from successfully retaining a job.

1 Encouraging customers t o attend the seminars on topics related to
specific methods for retaining a job, enhancing skills and fostering self -
sufficiency.

1 Encouraging further career advancement and skill attainment through
occupational skills training.

12. Sanctions . The Contrac tor is responsible for requesting sanctions of Welfare
Transition customers to the Department of Children and Families in
accordance with State guidelines. Consistent monitoring, tracking, and
follow -up by the assigned Career Managers shall provide the ba sis for
determination of non -compl i ance wi t h t he Wel f ar e Tr
participation requirements. Compliance is tracked by Career Managers
from the first date of expected participation through completion of all
planned activities, including employ ment retention.

13. File Maintenance and Documentation . The Contractor shall be responsible
for maintaining a case file for every job -seeker customer that has received
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Assisted Universal services. That case file can be a combination of the
electronic file and a hard copy file as appropriate. At a minimum, the case
file shall include information on and documentation of each of the following,

as applicable: WIA application, WIA enrolilment form, the initial and
comprehensive assessments, the Employment Plan and its updates, school
registrations, progress reports, time and attendance, training completion
certification, counseling notes, hardship exemption request, service plan for
those Welfare Transition customers who are within six (6) months of reaching
their time limits, documentation of provision of supportive/transitional
services, medical documentation, job placement information and job
retention verification.

These files are the property of the PHJEPRB and must be turned over to
PHJEPRB upon request or at the end of the contract.

The Contractor shall ensure that al | Cust c
electronic, are up -to-date and ensure that no more than 3% of the files have

out -of-date or incorrect information when monitored by the PHIJEPRB or i ts

designee.

14.  Customer Inquiries . The Contractor shall respond appropriately and in a
timely manner to all customer inquiries, including letters, telephone calls, or
emails that may have been routed through any partner agency. The
Contractor shall esta blish procedures to manage such customer inquiries
and the responses provided.

15. Other PHIJEPRB Contractors . The Contractor shall provide services for those
special projects funded by the PHJEPRB or Workforce Florida, Inc. The
Contractor shall also provide technical assistance and staff training to these
special projects as requested by the PHIJEPRB.

16. Standard Operating Procedures (SOP) . The Contractor shall develop
Standard Operating Procedures that ensure all staff, hired as a result of this
contract (including subcontractor staff, and all partners located in a Career
Central) understand and conduct business on a day -to-day basis in a
consistent, appropriate, and professional manner. The SOP must be
approved by PHJEPRB.

E. Service Guidelines
1. Career Central Locations . The Contractor shall deliver the services
described in this statement of work at the locations determined by PHJEPRB.

The current centers are located at:
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SPRING HILL WESTPASCO

7361 Forest Oaks Blvd. 4440 Grand Blvd.
Spring Hill, Florida New Port Richey, Florida
(352) 200-3020 (727) 484-3400

ZEPHYRHILLS
6038 Gall Boulevard
Zephyrhills, Florida
(813) 377-1300

Levels of service needed in each location are dependent, to a certain

extent, upon the traffic within each office. Therefore, proposers need to
account for the flexibility to assign staff and other resources as needed to
accommodate customer flow.

2. Hours of Operation . Career Central ds hours of oper:
customer needs, but at a minimum, the centers will be open from 8:00am o}
5:30pm, Monday through Friday. The Contractor must ensure that
arrangements are made to keep service delivery available throughout the
holiday seasons with limited closings for major holidays.

3. Drug-Free and Smoke -Free Workplace . A drug -free and smoke -free
workplace for both employees and customers must be maintained.
4. Non -Discrimination . No individual shall be excluded from participation in,

denied the benefits of, subjected to discrimination under, or denied
employment in the administration of or in connection with this program on
the b asis of race, sex, national origin, religion, age, or disability and each
customer shall have such rights as are available under any applicable
Federal, State, or local law prohibiting discrimination.

5. Job Vacancies . The Contractor will list all of their  organization's job
vacancies with Career Central and commit to hiring customers into those
job vacancies whenever possible.

6. Customer Service Commitment . The Contractor will be expected to n urture
a customer service attitude that ensures that friendly, co urteous service and
accurate information will be delivered by knowledgeable staff in a timely
manner. The customer service approach must empower staff to recognize
the individuality of our customers and to deliver individual solutions and
services. The C ontractor will maintain a high standard of appearance in the
Career Central centers, commensurate with a business setting, and ensure
professional staff conduct and presentation.

7. Corporate Identity . The Contractor will represent the Career Central center s
regionally and statewide under the Career Central brand name, rather than
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the Contractords corporate name. Career C
name put forth in correspondence, forms, flyers, business cards, news stories,
and phone communications.

8. Ma nagement and Financial Requirements

a) Capabilities. Contractor must demonstrate the management and
financial capability needed to effectively and efficiently deliver the
program proposed. Management capability includes the ability to
manage the delivery s ystem effectively and efficiently, conduct self -
monitoring for contract compliance, implement a continuous
improvement model, achieve the contract objectives, provide quality
service delivery, keep appropriate records in an auditable manner, and
meet/excee d performance standards. The Contractor is responsible for
all data entry into the various management information systems,
including OSMIS, OSST, Employ Florida and the FLORIDA System.

Financial capability includes the ability to maintain fiscal controls,
accounting procedures, and financial reporting in accordance with
generally accepted accounting principles and requirements established

by PHIJEPRB, demonstrate sound financial practices, and show evidence

of continued financial stability. The pr  oposer is advised that separate
accounting records must be kept for the contract to ensure accurate

and appropriate reporting of contract expenditures, and costs must be
tracked in sufficient detail to determine compliance with contract
requirements and en sure funds have not been unlawfully spent. All
accounting records must be made available for review upon request for
examination, audit, or for the making of excerpts or copies of such
records for the purpose of determining compliance with all applicable
rules and regulations, and the provisions of the contracts.

b) Profit/Program Income. Profit may be earned by commercial (for profit)
organizations. A reasonable profit objective is defined by PHJEPRB as no
more than 10%.

Any revenues above costs genera ted by any not -for-profit agency
through use of these funds, including interest income or other program -
generated income, must be reported and returned to the PHIJEPRB to be
utilized to support the system. The PHJEPRB may agree to allow these
revenues to b e returned to the contractor to extend the contract or
provide additional services.

c) Direct program costs. Proposers are advised that PHJEPRB requires, and
will negotiate a contract to ensure, that the total budget consists of
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direct program costs. Direc t program costs are defined by PHJEPRB to
include, but are not limited to:

1 The cost of salaries and fringe benefits for staff involved in the direct
delivery of services to customers (e.g., employer services staff, career
managers, job placement specialist s, employability skills workshop
instructors, outreach and recruitment staff, resource room assistants,
front desk receptionists/greeters, orientation specialists, etc.) and their
direct supervisors, Career Central center managers, staff trainers,
quality control and continuous improvement staff, and local system
management staff who provide program oversight and direction to
the Career Central centers; and

1 Associated travel, cellular phones, pagers, and training costs, etc., for
the staff identified above.

d) Staff Costs. Due to the nature of the services solicited by this RFP, the
PHJEPRB will only reimburse personnel costs for time actually worked, and
reasonable vacation, sick leave, and holidays as provided for in the
proposing organization's personnel policies and earned during the
contract term. No other paid leaves of absence will be reimbursed by
the PHJEPRB, nor should they be part of the negotiated fixed -unit price.

e) Purchasing . Proposing agencies awarded a contract under this RFP shall
be requi red to follow the PHJEPRB's purchasing procedures or obtain
approval to follow their own written procedures. If the proposer intends
to procure equipment, materials, etc., from itself or an affiliated

organization, it must be identified as such in the bud get narrative, and
any profit generated from that transaction(s) must be identified in the
proposal.

f) ITA and Supportive Service Expenditures. The Contractor will be

allocated an amount for ITA and supportive service expenditures. It will
be the respons ibility of the Contractor to:

1 Arrange and pay for supportive services necessary for participants to
take part in required and/or scheduled program activities;

T | ssue | TAds to eligible participants fo
programs and pay for them;

T Track obligations and expenditures for |
a manner that allows reports detailing this information by both
customer and program year to be generated in a real -time manner as
prescribed by the PHIJEPRB finance department;

1 Work with training and supportive service providers to ensure timely
invoicing for services provided;
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1 Invoice PHIEPRB for ITA and supportive services expenditures paid
each period.

Contractors who fail to adequately track obligations and expenditures
against th ese budgeted funds are liable for any over -expenditure
resulting from such failure.

Invoices will be due to PHIJEPRB on a monthly basis. Invoices that are
submitted later than 30 working days after the end of each month may
be subject to a 10% reductio n penalty.

F. Quiality Assurance & Continuous Improvement

The Contractor shall develop a quality control unit comprised of representatives of

all partners that will identify technical assistance needs and provide quality
assurance on all levels of the sys tem. The Contractor's quality control process shall
include mechanisms to detect and reduce fraud and errors in data collection,
eligibility determinations and service delivery. All Contractor staff shall be
responsible for error and fraud detection and reduction.

The Contractor shall establish and maintain reliable mechanisms that will
immediately identify when a problem 0 administrative or programmatic d occurs,
and when corrective action is necessary. This continuous improvement process

shall inclu de, but not be limited to, the following:

1 Automation & The Contractor shall use automation whenever and wherever
possible to deliver services. The Contractor will use all features of the
FLORIDA, OSST, OSMIS, and Employ Florida information systems, and en sure
ongoing training in the use of these systems to provide integrated service
delivery. The Contractor will work with AWI, Department of Children &
Families, Workforce Florida and PHJEPRB to ensure connectivity and staff
training, and will assess the ne ed for additional tracking and management
that may require an ancillary system or new functionality. The Contractor
shall also explore other uses of technology to continue to improve service
delivery.

1 Use of Forms & The Contractor will ensure the effectiv. e use of forms and
documents initially, by using existing documents, then by initiating a review
process to streamline the use of forms and reduce redundancy of data in
form and document creation. Forms should always be easy to understand,
professionally written and presented, and not overwhelming in terms of the
frequency or number.

1 Monitoring Activities - The Contractor's internal monitoring activities shall
include customer file review, data entry review, caseload contacts, and
guality control monitorin g to ensure continuous improvement.
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9 Tracking Effectiveness o The Contractor will track effectiveness using
monitoring data, State reporting data, customer feedback (client and
employer focus groups and survey results), and feedback from the general
public. The Contractor shall also conduct at least a monthly review and
analysis of the data to identify trends, issues, etc.

1 Performance Evaluation 8 The Contractor shall continuously evaluate its
performance and the overall success of the service delivery syst em. This
shall include a comprehensive analysis of both financial and performance
aspects of the Contractor's operation. The evaluation shall address such
aspects as accountability, supervisory review, monitoring customer progress,
customer/ employer fee dback, cost accounting, monitoring contract
compliance, reaching performance objectives, continuous improvement,
and immediate corrective action.

1 Supervisory Case Review 0 The Contractor shall perform supervisory case
review to ensure compliance with pro cedural and policy requirements and
to ensure the effective provision of services to accomplish the contract
goals and objectives. The Contractor should document deficiencies, take

corrective action (to include both system -wide and individualized training ),
and follow -up to ensure that all issues of non -compliance are addressed and
corrected.
G. Performance Measures & Reporting Requirements
1. Performance Measures
At a mini mum, the Contractor wild/ be expec
state -negotiated performance levels. Listed below are the performance
measur es, t he negotiated performance |l evel
performance.
MMR MEASURE PERFORMANCE CURRENT
GOAL PERFORMANCE
YTD

WELFARE TRANSITION
ENTERED EMPLOYMENT 50% 29.5%
RATE (MMR #1)
WELFARE TRANSITION
ENTERED EMPLOYMENT

WAGE RATE (MMR #2) 80% 68.2%

WELFARE TRANSITION ALL
FAMILY PARTICIPATION 50% 44.2%
RATE (MMR #3)

WIA ADULT ENTERED
EMPLOYMENT RATE (MMR 95% 95.1%
#6)
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WIA ADULT ENTERED

EMPLOYMENT WAGE RATE 119% 127.2%
(MMR #7)
WIA DISLOCATED WORKER
ENTERED EMPLOYMENT 95% 98.0%

RATE (MMR #8)
WIA DISLOCATED WORKER
ENTERED EMPLOYMENT

WAGE RATE (MMR #9) 130% 132.6%
WAGNER PEYSER ENTERED
EMPLOYMENT RATE (MMR 64% 18.5%
#17)
SHORT TERM VETERANS
ENTERED EMPLOYMENT 25% 18.9%

RATE (MMR #21)
WIA CUSTOMER

SATISFACTION (MMR 85%
MEASURE #23)
WAGNER PEYSER
CUSTOMER SATISFACTION 73%

(MMR MEASURE #24)

2. Reporting Requirements

The Contractor will maintain documentation necessary to generate
information for required federal, state and PHJEPRB reports, and provide
financial and other information on daily operations as requested. The
Contractor will carefully analyze existing repo rts to determine whether
reports or report elements are necessary and whether the reports meet the
needs of PHJEPRB, Federal and State agencies or the Contractor's own
business requirements.

The Contractor shall ensure coordination with the PHJEPRB for further
development of management reporting. The Contractor shall also develop
systems (either electronic or manual) to provide user -friendly ad -hoc

reporting capability. The Contractor shall ensure that the combination of
the various systems and the Con tractor's processes produce all information
needed to manage the daily operations of the system, including
performance measures, unduplicated client and transaction counts, training
enroliments by location and vendor, and recidivism rates across integrated
enrollment programs.

The following reports are required:

Fiscal
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Monthly: All invoices will be submitted not later than close of business on
the 10t day of the following month.

Close of
Contract: The final invoice will be submitted no later than 31 days after the
close of the contract.

Note: The Contractor must maintain a fiscal management system that
provides an accurate reporting of contract, ITA, and supportive service
expenditures and obligat ions and deliver reports within two business days of
requests by PHIJEPRB. In addition, the Contractor must maintain all physical
documentation supporting payment requests.

Program Activity

Daily: Customer flow counts by center.

Weekly: WIA customer activities, Wagner -Peyser Registrants, Placements,
Job Orders, Job Orders Filled.

Monthly Monthly Management Report 0 by the 7 th calendar day. The
monthly management report will include the actual
performance results that are used to derive the performance
measures in the State of Florida issued Monthly Man  agement
Report and Red & Green Performance Report. The report will
also include comment & analysis from the contractor on
anomalies and trends, and the corrective measures it plans to
employ to answer same. The monthly management report will
also include details on progress of the participants, goals and
objectives and how they are being met, problems
encountered, corrective actions taken, coordination strategies,
etc.

Part ner s 8byke pid rcalendar day
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PART 3: PROPOSAL SUBMISSICREQUIREMENTS

A. Eligible Entities

All public or private not -for-profit corporations, local education agencies,

governmental units, public agencies, or private -for-profit corporations properly
organized in accordance with State and Federal law and in busi ness for at least
one (1) year may submit a proposal for funding. Minority and women -owned and

operated businesses are encouraged to submit a proposal.

No entity may compete for funds if: (1) the entity has been debarred or suspended

or otherwise determi ned to be ineligible to receive federal funds by an action of
any governmental agency; (2) the entity's previous contract(s) with the PHJEPRB
have been terminated for cause; (3) the entity has not complied with an official
order to repay disallowed costsi  ncurred during its conduct of programs or services;
or (4) the entity's name appears on the convicted vendor list.

B. Letter of Intent

A letter of intent to bid is mandatory and must clearly identify the proposer and the
activities or services that pro poser will deliver. The letter of intent does not commit
a proposer to submitting a proposal. The letter of intent to bid and the proposal
must be postmarked not later than  Friday, June 29, 2009.

The letter of intent may be mailed or delivered to:

Brenda Gause

PHJEPRB

3185 Premier Drive

P.O. Box 15790
Brooksville, Florida 34604

The prospective proposer is solely responsible for assuring that anything sent to the
PHJEPRB arrives safely and on time.

Further, the letter of intent must provide a reference list of all organizations with

whom the bidder has contracted to provide management and workforce

development services within the last two (2) years, along with contracted

performance outcomes (Attachment 3). As part of the reference check proce Ss,

PHJEPRB reserves the right to review the specific qualifications and relevant

capabilities of all personnel; review licensing; review audits; and contact any

individuals, agencies or employers listed in the proposal and/or others who may

have experienc e or knowl edge of the bidderods perforn
do the work.
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C. Proposal Format

All proposals must be submitted with the same topic headings, and in the same

order, as in the Proposal Outline set forth below. The proposal document for mat

must be single -spaced, with 12 -point type, and margins of one inch on each side.

Each page of the proposal should be numbered sequentially at the bottom of the

page. These page number s shoul d be refl ect
contents.

Each proposal should be prepared simply and economically, providing a
straightforward response to this RFP. Elaborate or expensive bindings, colored
displays, and promotional materials are not desired. One copy of the proposal
should be secured with a bi  nder clip to facilitate making copies. The other copies
of the proposal must be securely bound in a 3 -ring binder no greater than two (2)
inches.

All proposals must be assembled according to the following outline:

1) Cover/Signature Sheet

2) Proposa | Abstract

3) Table of Contents

4) Proposal Narrative
A. Organization Experience/Capabilities
B. Service Strategy
C. Transition Plan

5) Budget

6) Value Added Service

7) Mandatory Attachments to Proposal

Attachment A 0 Organizational Background

AttachmentB o Administrative and Financial Capabilities Checklist

Attachment C 0  Original signed Drug Free Workplace Certification

AttachmentD 0o Original signed Debarment and Suspension
Certification

AttachmentE & Original signed Certification Regarding Lobb ying
Activities

Attachment F o Original signed Sworn Statement on Public Entity
Crimes

Attachment G 0  Original signed Conflict of Interest Statement

Attachment H 0 The proposing agency's most recent complete

CPA-certified audit or review, including all
management letters, or financial statements (if
proposer is private, for -profit agency and they do
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not have a recent audit). Note: Include only one
copy attached to the original proposal.

Attachment!| o An org anizational chart showing (1) the proposed
program's relationship to the overall agency's
operations, (2) each position on the organizational
chart with an indication of whether the position is
paid or volunteer, and (3) the proposed staffing.

AttachmentJ 0 Résumés of key staff that are to be involved.

Attachment K o} A copy of the proposing age
Directors list, including other affiliations of board
members.

AttachmentL o Evidence of the proposerds comp

Equal Employment Opportunity obligations as set
forth in Title 41 CFR and in Executive Order 11246, as
amended. The proposer must also submit evidence

of their compliance with federal Affirmative Action
obligations as set forth in 41 CFR 60 -1. This evidence
can be provid ed by submitting the most current
EEO1 form and the EEO -1 forms from the two
preceding years. If the proposer has not submitted
EEO-1 forms, the proposer may go to the EEO Web
site at
http:// www.eeoc.gov/stats/jobpat/elinstruct.html

to find forms and instructions.

D. Proposal Content & Organization
1. Cover Page 0 use form provided [1 page]
2. Proposal Abstract ¢ use form provided [1 -2 pages]

1 Describe the intentions and purpose of your organization, and provide your
organi zationds mission statement.
Describe your philosophy for management and service delivery.

Describe whom you see as your customer(s) in the Career Central System,

and define your view of quality service to those customers.

1 Discuss your management structure, and describe your strategies for
motivating staff from different organizations to provide excellent customer
service while achieving measurable performance outcomes.

91 Describe any special strengths or features that distinguish your services from
other organizations di.e., the value that will be added to the Career Central
System through your organization.

il
1
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3. Table of Contents

4. Proposal Narrative [ Note: Using the outline numbering format provided below,
ensure that the requirements listed in the Scope of Work are addressed in detail.
Clear, thorough, concise answers are requested. Do not repeat statements or
ideas within the text of the proposal. Referring the reviewer to another section
of the proposal for previously stated information is preferred over repeating the
information .]

A. Organizational Experience / Capabilities [maximum eight pages]

Describe the proposing agency's mission and philosophy for management
and service delivery, and organizational experience in providing the services
proposed, as well as the organization's capabilities to deliver the proposed
services by thoroughly respondi  ng to the directions below.

(1) Descri be your organizationds specific exfg

1 The intentions and purpose of your organization, and provide your

organi zationd6s mission statement .

Your philosophy for management and service delivery.

Whom y ou see as your customer(s) in the Career Central System,

and define your view of quality service to those customers.

1 Any special strengths or features that distinguish your services from
other organizations d i.e., the value that will be added to the Caree r
Central System through your organization.

T
T

(2) Describe your organi zationds speci fic e
delivering WIA, Welfare Transition (as it is defined in Florida), Wagner -
Peyser, and other programs and services
of Wor k. Il nclude in the description the
capabilities in:

1 Managing and delivering these services in Florida;

1 Managing an integrated multi ~ -funded / multi -program system;

1 Providing business and job -seeker services, including a ny innovative
methods used in the delivery of these services;

1 Transitioning into an already functioning service delivery system.

3 Provide in table format your organizatio
in achieving measurable performance outcomes by identifying goals
set (either through a contract, plan, or policy) and providing verifiable
performance achievement data against those s et goals (training
completion rate, job placement rate, average wage at placement, six -
month job retention rate, cost per placement, participation rate, job
seeker and employer satisfaction rate, etc.). Provide this information for
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each of the programs me ntioned above for each contract held in
Florida and in other states during the last 18 months. Provide a contact
person, phone number and email address for each such contract.

(4 Describe your organizationds financi al i
and capab ilities. Include in that description experience in:

1 Managing and accounting for multiple federal, state and local
funding sources in accordance with GAAP;

Maintaining timely and accurate data in the various MIS systems;
Conducting self -monitoring for cont ract performance and
compliance;

1 Developing and implementing a continuous improvement model.

T
T

(5) Identify key staff that will be assigned to work on this project, including
the lead for the local operation, describe why these key staff would be
successful on this project, and provide copies of their résumés as
Attachment J to this proposal. In addition, describe what further
assistance and expertise will be made available by the proposing
organization to support these key staff.

B. Service Strategy [maximum 20 pages]

Through addressing t he i t ems bel ow, ou
understanding of the current needs of the local workforce and detail how

you plan to deliver the services requested while meeting the service

guidelines provided.

(1) Descri be your organizationd6s understandirr
County communities, and the local labor market.

(2) Describe your current understanding of the Career Central System, list
three (3) positive and three (3) negative features, and describe th e
improvements you would make.

(3) Describe your resource management plan for:

1 Managing the facilities;
1 Managing and coordinating with Partner organizations.

(4) Describe your complete staffing plan, to include:

1 Management structure and qualifications of lead st aff;

1 Brief job descriptions of all staff positions;

1 Table of Organization, to include number of positions by location
and service delivery function;
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1 Staff development plan, including how the Contractor will motivate
staff from different organizations to pr ovide excellent customer
service while achieving measurable performance outcomes;

9 Provisions to hire current staff.

(5) Describe your Job -Seeker Services plan, including your plan to provide
all of the services listed in the Scope of Work.

(6) Describe your plan to establish and maintain a continuous improvement
process that includes data collection, reporting, data analysis, and
corrective action mechanisms to ensure that performance goals are
achieved.

(7) Describe proposed performance outcomes. In chart form, list each of
the 1lperformance standards (See Attachment 3), and provide
proposed performance levels and strategies describing how each will
be achieved. Actual performance levels and standards will be
established through contract negotiat ion.

(8) Include any creative and innovative methods in the delivery of the
proposed services.

C. Transition Plan [maximum two pages]

An oinvestmento wildl be required of any new
uncompensated time and effort in training new staff, transitioning from the

current Contractor to a newly selected agency, etc., in order for services to

begin with no interruptions  on October 1, 2009 . Describe how the proposer

will deal with this investment in order to conduct an orderly transition from

the current operator to ensure no disruption in services or negative impact

on our customers. Detail the action steps, strategies and timelines, with

specific dates for transitioning the services requested under this RFP. This

should be presented in table format.

5. Budget [Use Attachment 4. Additional narrative is limited to five pages]

A detailed line -item budget must be submitte  d on the attached Budget forms.
Costs included in the proposed budget must be actual costs incurred in
delivering the proposed services.

A. Provide a detailed budget narrative that justifies each proposed expense
included on the Budget forms in terms of i  t being necessary, allowable and
reasonable. Please provide specific details for the method of computation.
The following are presented for example purposes only:
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Budget Annual In- How Cost Justification
Iltem Costs Kind Determined
Career
managers $280,000 -0- $28,000 X 10 10 career
career mgr managers
positions needed to
staff s (5 at
Zephyrhills
and 5 at New
Port Richey)
at $28,000 per
year.
Benefits & $30,000 -0- $250/month Actual costs
health X 12 months per
insurance X 10 employee.
employees
Staff $4,800 -0- 50 mi/wk X 6 counselors
travel 50 wks X to do home
$.32/mi X 6 visits, pick up
staff time sheets,
visit worksites,
and attend
meetings.

. Give details of the organization's cost allocation method if one is used, e.g.,

prorating the cost of supplies based on the number of staff, or the cost of
salaries based on percentage of time spent on this contract. Please be
specific.

C. ldentify any in -kind resources/support for the service delivery system beyond
that requested for reimburse ment in the budget. Include each committed
or proposed source of funding and the amount of that funding.

D. State what contingency plans are in place to repay the PHIJEPRB in the
event that there are any disallowed costs as a result of an audit or
monitoring review.

E. Describe how the proposing agency will financially support the costs of
doing business until an invoice can be submitted and paid by PHIJEPRB.
Note: No advance payment will be made.

F. State what method of payment will be requested, either fixed
cost -reimbursement with a demonstrated performance basis.

-unit price or
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If a fixed -unit price contract is p roposed, describe in detail the proposed
outcome -based payment points and the documentation that will be
submitted to prove attainment of each outcome. If a cost -reimbursement
with a demonstrated performance holdback contract is proposed, provide

the prop osed percentage of the total cost that will be withheld (minimum is

20%) until measurable performance outcomes are achieved and
documented. Describe the measurable performance outcomes to which

the proposer will tie payment and the documentation that will be submitted
to prove attainment of each outcome.

G.Ilf funded, what percentage of the proposi ng
contract represent?

List the proposed profit, if applicable. Profit may be earned by commercial
(for-profit) organizations, de pending on the risk involved and provided that
profit is reasonable and not excessive. A reasonable profit objective is
defined by PHIJEPRB as a gross profit objective of no more than 10%.

H. Describe how the proposer will budget and maximize the total cost of the
contract on direct program costs. Describe any indirect costs that are
proposed. If an indirect cost rate is utilized, please provide a copy of the
indirect cost rate approval letter and the approved rate.

In preparing the budget, proposers should take into consideration that PHJEPRB will

directly pay for facility costs (rent, utilities, phones), equipment (copiers, desks,

chairs, tables), information technology (data lines, network development and

maintenan ce, hardware, software, technical support), customized training costs,

and the majority of outreach costs (hame -recognition media buys, resource room

supplies and information pieces, center signage, assistance with other brochure

development). Therefore, proposers should not include costs for such expenses in

the budget submitted with the proposal. Additionally, ITA and supportive service
expenditures should not be included in the Pro

All proposals will be evaluated on the basis of cost -effectiveness in relation to high
quality service delivery. To accomplish this, the PHIJEPRB's staff shall conduct an
analysis of proposed costs during the proposal review process. Agencies are
therefore encouraged to submit their best offer for providing t he program solicited
in this RFP and to thoroughly describe and justify the proposed costs. This analysis
shall be conducted to ensure that the proposed costs are necessary, fair and
reasonable; to determine if the proposed costs are allowable and allocab le; to
determine if there is no duplication of costs with other programs; to ensure that the

costs are directly associated with carrying out only the proposed services; and to
ensure that the proposed costs will benefit the Career Central system.

6. Value Added Services [maximum  two pages] o Answer the question: What
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does your organization bring to the area as a value added service?
E. Proposal Submission

Proposals must be received by the PHIEPRB no later than July 10, 2009 at 3:30pm
(EST). Proposals must be delivered to:

Pasco Hernando Jobs and Education Partnership Regional Board, Inc.
3185 Premier Drive

P.O. Box 15790

Brooksville, FL 34604

Attention: Brenda Gause

The original proposal, twelve (12) copies, and the computer disk shall be enclosed

in a sealed envelope or box, plainly marked in the upper left -hand corner with the
name and address of the Proposer and -Stapar t h e
System Manageme nt and Services. 0 One copy of the p

with a binder clip to facilitate making copies. The other copies of the proposal
must be securely bound.

Until the proposal submission deadline, errors in proposals may be corrected by a
request in writing to withdraw the proposal and by submission of another set of
proposals with the mistakes corrected. Corrections will not be accepted once the
deadline for submission of proposals has passed.

It is the sole responsibility of the submitting  proposer to ensure that its proposal is
received before the submission deadline. Submitting proposers shall bear all risks
associated with delays in delivery by any person or entity, including the U.S. Mail.

Any proposals received after the scheduled cl osing time for receipt of proposals
will be returned to the sender unopened. Timely hand delivered proposals are
acceptable. No facsimile (fax) or electronic mail (e -mail) copies will be accepted.

The PHJEPRB will not return proposals, binders or exhi bits to proposals. All proposals
become the property of the PHJEPRB and will be a matter of public record subject

to the provisions of Chapter 119, Florida Statutes. The PHIJEPRB shall have the right
to use all ideas, or adaptations of those ideas, contai ned in any proposal received
in response to this RFP without the necessity of paying a fee, license, or royalty.
Selection or rejection of the proposal will not affect this right.
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PART 4: SELECTION PROCESS

A. Selection Policy

The PHJEPRB maintains a policy that an organization must possess the
demonstrated ability to perform successfully under the terms and conditions of a
proposed contract prior to the contract being executed. Determinations of
demonstrated performance shall take into consideration such matters as to
whether the organization has:

1 Adequate financial resources or the ability to obtain them;

1 The ability to meet the RFP design specifications at a reasonable cost, as
well as the ability to meet performance goals;

1 A satisfactory record of past performance in delivering the proposed
services, including demonstrated quality of services and successful outcome
rates from past programs;

1 The ability to provide services and/or a program that can meet the need
identified:;

1 A satisfactory record of integrity, business ethics and fiscal accountability;

1 The necessary organizational, accounting and operational controls; and

1 The technical skills to perform the work.

All prospective proposers are prohibited from contacting any PHJEPRB board
member, PHJEP RB committee member or PHJEPRB staff (other than contact
person identified in Part | of this RFP) regarding this solicitation to avoid actual
conflicts, the appearance of conflicts, or undue influence over the process.
Contact during any part of this soli  citation period with anyone for purposes of
influencing the outcome of the procurement process will result in the
disqualification of the prospective proposer.

B. Proposal Responsiveness

To be considered responsive, proposals must meet the following mini mum criteria:

1. One (1) original proposal, twelve (12) copies and a computer disk on which
the proposal has been saved must be received by the PHJEPRB
Administrative office  no later than 3:30pm, July 10, 2009. The timely delivery
of a proposal is entirely the responsibility of the proposer . Proposals

postmarked on or before the proposal due date but delivered after the due
date or time will be considered non -responsive. Proposals hand delivered
after the due date or time will be considered non -responsive.

2. The original proposal must be manually signed in blue ink by an official
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authorized to represent and bind the proposing agency and should be
mar ked ooriginal . ¢

3. Proposal s must be presented in the same
For mat 6 b el otanalinfemation requested.

4. Giving incomplete or erroneous information or withholding important
information could result in disqualification or, later, contract termination.

5. Proposers must demonstrate a general understanding of the service delivery
system, the services solicited by this RFP and the ability to effectively and
efficiently manage and deliver those requested services.

C. Proposal Review & Evaluation

Proposals will be initially reviewed and rated by the PHIEPRB Executive Committee
using a point system based on a Proposal Evaluation/Rating Form. The Executive
Committee will make recommendations to the PHIJEPRB Board of Directors. The
Board will select a proposal for award contingent upon successful contract
negotiation.

D. Contract Award

A contract may be awarded based on offers received, without discussion of such

offers with the proposers. Each offer should, therefore, be submitted in the most
favorable ter ms, from a price and technical standpoint that the offeror can make.
However, the Board reserves the right to request additional data, oral discussion or
presentation in support of written proposals.

Final award of a contract will be contingent upon:

1 Successful negotiation of a contract;

91 Acceptance by the proposer of the contract terms and conditions;

1 Satisfactory verification of past performance and systems (e.qg., financial),
where applicable; and

9 Availability of funding.

E. Appeal Procedure
In accordance  with applicable regulations, proposers who are denied funding
have the right to appeal. The following steps must be taken for organizations to

appeal funding decisions.

1. Submit a letter within three business days from the date of the contract award
to the President/CEO of the Pasco -Hernando Jobs & Education Partnership
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Regional Board, Inc., stating that an appeal to the contract award is being filed
and the specific reasons for that appeal. The reasons relied upon must be
based on the four criteria li  sted below:

1 Clear and substantial error or misstated facts by the review team upon
which the decision was made by the Board

Unfair competition or conflict of interest in decision making process
Any illegal or improper act or violation of law
Otherlegal basi s on grounds that may substanti al

The President/CEO will review the appeal and respond within 10 business days.

2. Inthe eventthe PresidenttCEO6s response i s not satisfacto
appeal to the PHIJEPRB Ex ecutive Committee may be requested. The request
must be addressed in writing within 15 days from receipt of response from
President/CEO to:

Chair, Pasco -Hernando JEP Regional Board
P.O. Box 15790
Brooksuville, Florida 34604

The appeal will be scheduled to be heard at a time set by the Chair after
consultation with counsel.
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ATTACHMENT 1

PROPOSAL EVALUATION FORM



PROPOSER:

PROPOSAL RATING SHEET: RFP 2005-01

Raterdés Name:

EVALUATION CRITERIA

POINT
RANGE

RATING GUIDE

POINTS
AWARDED

COMMENTS

1. Organization Experience
Capabilities / Capacity
(50 points max)

a) Mission, views on quality &
customer service, value added
by organization

Information not provided
Inadequate/unrelated mission & views, limited value
added by organization
Adequate/related mission & views, value
Mission, views and values closely related to
PHJEPRBGO6s mission a|

b) Previous specific experience in
managing One-Stop systems
and delivering WIA, welfare
transition, WtW, Wagner-Peyser,
and other services mentioned in
RFP

No specific experience
Inadequate experience, experience in only 1 or 2 of the
listed programs
Adequate experience with 3 or more programs
Exceptional experience, 5 or more years experience in
providing similar services

¢) Administrative and financial
management experience and
capabilities

Little or no information provided about experience and
fiscal capabilities, or experience and capabilities
appear very limited
Inadequate capabilities, less than 3 years experience,
and/or administrative procedures and internal
controls questionable
Adequate capabilities, 3 to 5 years of experience, solid
administrative procedures and internal controls
Exceptional capabilities, more than 5 years
experience, solid administrative procedures and
internal controls

d) Performance results from current
or recent contracts

No related performance information provided
Poor or unrelated performance results
Adequate performance results, met most performance

standards
Exceptional performance results, exceeded most
performance standards

e) References

No references
Poor references, limited responses, referenced
services unrelated, or not current
Adequate references
Exceptional references provided

TOTAL POINTS THIS SECTION




EVALUATION CRITERIA

POINT
RANGE

RATING GUIDE

POINTS
AWARDED

COMMENTS

2. Service Strategy
(80 points max)

a) Understanding of Pasco-
Hernando community, Career
Central One-Stop system and
suggestions to improve service
delivery

Information not provided
Inadequate understanding of local system, and/or no
suggestions to improve system
Adequate understanding of local system, reasonable
suggestions for service improvements
Exceptional understanding of community and Career
Central; visited all sites, provided good suggestions
for service improvements

b) Resource management plan for
facilities, coordination strategy
for partners and services, fiscal
and customer services tracking
systems

Plan not provided
Inadequate or unworkable plan, does not address all of
the requirements
Adequate plan, appears to be workable, addresses all
of the requirements
Exceptional plan, provides innovative strategies to
address all requirements

c) Job-seeker service plan

Plan not provided
Inadequate or unworkable plan, does not address all of
the requirements
Adequate plan, appears to be workable, addresses all
of the requirements
Exceptional plan, provides innovative strategies to
address all requirements

d) Outreach plan

Limited outreach plan
Exceptional outreach plan, includes creative and cost
effective strategies to increase awareness and usage
of services

e) Continuous Improvement plan

Plan not provided
Inadequate or unworkable plan, does not address all of
the requirements
Adequate plan, appears to be workable, addresses all
of the requirements
Exceptional plan, provides innovative strategies to
address all requirements




EVALUATION CRITERIA

POINT
RANGE

RATING GUIDE

POINTS
AWARDED

COMMENTS

2. Service Strategy (cont.)
(80 points max)

f) Performance plan

Plan not provided
Inadequate or unworkable plan, does not address all of
the requirements
Adequate plan, appears to be workable, addresses all
of the requirements, proposed performance levels
and strategies appear attainable
Exceptional plan, proposed outcomes exceed
requirements, proposed performance strategies
appear attainable

g) Transition plan

Plan not provided
Inadequate or unworkable plan, does not address all of
the requirements
Adequate plan, appears to be workable, addresses all
of the requirements
Exceptional plan

h) Creative and innovative methods
of service delivery

Limited creativity and innovation
Exceptional creativity and innovation

TOTAL POINTS THIS
SECTION




EVALUATION CRITERIA

POINT
RANGE

RATING GUIDE

POINTS
AWARDED

COMMENTS

3. Staffing and Staff
Development Plan
(50 points max)

a) Management structure and
qualifications of lead staff

Information not provided
Inadequate management structure and qualifications
Adequate management structure and qualifications
Exceptional management structure and qualifications

b) Job descriptions

Information not provided
Inadequate/incomplete job descriptions; job
descriptions not provided for all positions, and/or do

not appear to include needed activities
Adequate job descriptions provided for all staff
positions, including all necessary activities
Exceptionally well thought-out job descriptions

provided for all positions, job descriptions include
individual performance requirements

c) Table of Organization, staffing
plan, including number of
positions by location, with job title
and service delivery function
specified

Information not provided
Inadequate/incomplete staffing plan
Adequate staffing plan to accomplish required activities
Exceptional staffing plan, maximizes organizational

efficiency

d) Staff development plan

Development plan not provided.
Inadequate development plan; does not include
specific plans
Adequate development plan, with emphasis on
technical competency, customer service and
quality; includes plans for FCWP certification
Exceptional development plan, with emphasis on
technical competency, superior customer service
and quality; includes plans for FCWP certification,
and ongoing staff communication

e) Provisions to hire current staff

Information not provided
Inadequate provisions to hire current staff; provisions
do not appear to be well thought-out
Adequate provisions to hire current staff; provisions
appear fair and reasonable
Exceptional provisions to hire current staff; provisions
appear fair, reasonable, and ensure only qualified
staff are hired

TOTAL POINTS THIS
SECTION




EVALUATION CRITERIA

POINT
RANGE

RATING GUIDE

POINTS
AWARDED

COMMENTS

4,

Budget
(25 points max)

a)

Budget narrative

The budget narrative

incorporates the following:

1 specific details of method of
calculation

1 justification of proposed
expenditures

1 cost allocation methodology

1 any in-kind costs

9 contingency plans for
repayment of disallowed costs

9 description of how the
organization will support costs
until invoices are paid

1 detail of the proposed method
of payment

Information not provided

Inadequate budget narrative; requirements not
addressed or poorly addressed

Adequate budget narrative; requirements addressed

Exceptional budget narrative; proposed expenditures
justified and details of method of computation
provided, cost allocation methodology and payment
method clearly explained, in-kind costs provided

b)

Budget costs

Proposed costs are necessary,
allowable, reasonable, and
properly supported

Proposed profit is reasonable

Information not provided

Proposed costs not adequately supported, and/or
clearly too high or too low,

Adequate justification provided to support costs;
proposed costs are necessary and allowable, some
costs appear to be too high or too low

Proposed costs are necessary, allowable and
reasonable, profit is reasonable, total cost of project
is reasonable

TOTAL POINTS THIS SECTION




EVALUATION CRITERIA

POINT
RANGE

RATING GUIDE

POINTS
AWARDED

COMMENTS

5. Value Added Services

(20 points max)
Value Added Narrative i to the
guestion:

Proposer did not answer the questions

The proposer answered the question, but was vague
and unquantifiable.

The proposer answered the question, defined some
value, but was not specific to our Workforce
Region.

The proposer answered the question, defined both
value and its relationship to our Workforce Region.

The proposer answered the question, defined both
value and its relationship to our Workforce Region,
and represented a superior offering of products and

services.

TOTAL POINTS THIS SECTION




RATING SUMMARY i RFP 2005-01

PROPOSER:

EVALUATION CRITERIA

MAXIMUM POINTS

POINTS AWARDED

1. Experience/Capabilities/References 50

2. Service Strategy 80

3. Staffing & Staff Development Plan 50

4. Budget 25

5. Value Added Services 20

6. TOTAL 225
COMMENTS:

Raterds Signature Date




ATTACHMENT 2

REGION 16 PERFORMANCE DATA



WELFARE ENTERED EMPLOYMENT RATE

NUMERATOR- Unduplicated TANF cases that close due to earned income OR cases that closed
TANF (excluding applicants and transitional clients) that have an unsubsidized job open in OSST
during the report period.

DENOMINATOR - The sum of Temporary Assistance to Needy Families (TANF) cases that were
closed during the period.

WELFARE TRANSITION ENTERED EMPLOYMENT WAGE RATE

NUMERATOR- The average Welfare Transition program hourly wage at entry into employment.
DENOMINATOR - The regionally adjusted Lower Living Standard Income Level (LLSIL) for a family
of three.

WELFARE FEDERAL ALL FAMILY PARTICIPATION RATE

NUMERATOR- The number of families receiving TANF that include a work eligible adult or minor
head -of-hou sehold who is engaged in work for the month.

DENOMINATOR - The number of families receiving TANF during the month that include a work
eligible adult or minor head -of-household, minus the number of families that are subject to a
penalty for refusing to wor Kk in that month.

WIA ADULT ENTERED EMPLOYMENT RATE

NUMERATOR - The number of WIA Adults that were not employed at registration and were
employed at exit.

DENOMINATOR - The number of WIA Adults not employed at registration that exited the program

WIA ADULT ENTERED EMPLOYMENT WAGE RATE

NUMERATOR- The average WIA Adult program hourly wage at entry into employment.
DENOMINATOR - The regionally adjusted Lower Living Standard Income Level (LLSIL) for a family
of three.

WIA DISLOCATED WORKER ENTERED EMPLOYNBEMTE
NUMERATOR- The number of WIA Dislocated Workers that were employed at exit.
DENOMINATOR - The number of WIA Dislocated Workers that exited the program.

WIA DISLOCATED WORKER ENTERED EMPLOYMENT WAGE RATE

NUMERATOR - The average WIA Dislocated Worker program hourly wage at entry into
employment.

DENOMINATOR - The regionally adjusted Lower Living Standard Income Level (LLSIL) for a family
of three.

WAGNER-PEYSER ENTERED EMPLOYMENT RATE

NUMERATOR- The number of applicants placed as a result of a job referral, those who obtained
employment after the receipt of a "prerequisite service" and those that went to work after
having received a "reportable service".

DENOMINATOR - The total number of job applicants served by Wagner -Peyser.

SHORT TERM VETERANS ENTERED EMPLOYMENT RATE

NUMERATORG® The number of Veteran exiters who were identified as placed in EFM or found in
the Department of Revenue New Hire data in the 90 days following their exit (date of last
reportable service).

DENOMINATOR & The number of Veteran participants who were unemployed at their date of
participation and were exited after 90 days without a reportable service.



CUSTOMER SATISFACTIONWAGNER-PEYSER INDIVIDUALS

NUMERATOR- The weighted average of Wagner  -Peyser registered job s eekers ratings on each of
the 3 questions regarding overall satisfaction reported on a 0 -100 scale based on the American
Customer Satisfaction Index (ACSI).

DENOMINATOR - The number of participants responding in the monthly telephone survey.

CUSTOMER SABFACTION- ALL EMPLOYERS

NUMERATOR- The weighted average of WIA/W  -P employer ratings on each of the 3 questions
regarding overall satisfaction reported on a 0 -100 scale based on the American Customer
Satisfaction Index (ACSI).

DENOMINATOR - The number of employers responding in the monthly telephone survey.



2008-2009 Welfare Transition Entered Employment Rate

Monthly Management Report

Measure 1

July 2008 through April 2009

Year-To-Date

Highlight Region

Region | Closed Due To Earnings Cases Closed Performance
1 399 1,665 24.0 %
2 91 352 25.9 %
3 47 184 255 %
4 151 572 26.4 %
5 220 680 324 %
6 67 327 20.5 %
7 154 396 38.9 %
8 650 2,178 29.8 %
9 127 463 27.4 %
10 302 1,005 30.0 %
11 451 1,532 29.4 %
12 1,484 5,385 27.6 %
13 188 612 30.7 %
14 641 2,023 31.7%
15 1,757 4,745 37.0%
16 326 1,104 29.5 %
17 264 1,057 25.0%
18 233 847 275 %
19 59 182 324 %
20 397 1,484 26.8 %
21 499 1,659 30.1 %
22 765 2,349 326 %
23 3,649 11,850 30.8 %
24 230 770 29.9 %

SwW 13,151 43,421 30.3 %

Report Updated May 20, 2009




2008-2009 Welfare Transition Entered Employment
Wage Rate

Monthly Management Report

Measure 2

July 2008 through April 2009

Year-To-Date

Highlight Region

Region Entry Wage FaLnlq‘“S;L_ 3 Performance
1 $8.40 $11.54 72.8 %
2 $7.67 $11.77 65.2 %
3 $8.14 $11.12 73.2%
4 $8.19 $11.59 70.7 %
5 $8.49 $11.78 72.1 %
6 $8.14 $11.32 71.9 %
7 $8.32 $11.77 70.7 %
8 $8.92 $12.65 70.5 %
9 $8.52 $12.23 69.7 %
10 $ 8.66 $11.86 73.0 %
11 $8.48 $11.87 71.5%
12 $8.63 $12.58 68.6 %
13 $8.75 $12.30 71.1 %
14 $8.95 $12.62 70.9 %
15 $9.21 $12.79 72.0 %
16 $8.44 $12.38 68.2 %
17 $8.50 $12.22 69.5 %
18 $9.74 $12.58 77.4 %
19 $7.90 $11.95 66.1 %
20 $8.93 $12.35 72.3%
21 $9.26 $ 13.09 70.7 %
22 $9.17 $12.96 70.7 %
23 $8.65 $12.75 67.9 %
24 $9.10 $12.87 70.7 %
SW $8.81 $12.53 70.3 %

Report Updated May 20, 2009




2008-2009 Welfare Transition Federal All Family
Participation Rate

Monthly Management Report

Measure 3

July 2008 through April 2009

Year-To-Date

Highlight Region

Region | Work Engaged Received TANF Performance
1 983 3,948 24.9 %
2 164 935 175 %
3 150 393 38.2%
4 369 1,075 34.3%
5 940 1,992 472 %
6 296 902 32.8%
7 682 1,119 60.9 %
8 2,735 5,562 49.2 %
9 366 941 38.9 %
10 759 2,133 35.6 %
11 969 3,778 25.6 %
12 3,183 12,769 249 %
13 638 1,505 424 %
14 2,542 4,711 54.0 %
15 7,804 16,004 48.8 %
16 1,105 2,499 44.2 %
17 734 2,501 29.3 %
18 536 1,992 26.9 %
19 130 330 39.4 %
20 1,061 4,024 26.4 %
21 2,113 4,455 47.4 %
22 2,656 5,797 45.8 %
23 16,432 34,803 47.2 %
24 579 1,572 36.8 %
SW 47,926 115,740 414 %
Report Updated May 20, 2009




2008-2009 Welfare Transition Federal Two Parent
Participation Rate

Monthly Management Report

Measure 4

July 2008 through April 2009

Year-To-Date

Highlight Region

Region Work Engaged Received TANF Performance
1 27 258 10.5 %
2 16 104 154 %
3 3 20 15.0 %
4 13 63 20.6 %
5 27 75 36.0 %
6 16 61 26.2 %
7 50 97 51.5%
8 120 298 40.3 %
9 21 49 42.9 %
10 96 224 42.9 %
11 64 305 21.0%
12 296 1,271 23.3%
13 30 77 39.0 %
14 121 210 57.6 %
15 614 1,464 41.9 %
16 132 292 452 %
17 31 155 20.0 %
18 51 172 29.7 %
19 5 26 19.2 %
20 112 424 26.4 %
21 173 314 55.1 %
22 109 254 42.9 %
23 2,649 5,891 45.0 %
24 26 76 34.2 %
SW 4,802 12,180 39.4 %

Report Updated May 20, 2009




2008-2009 WIA Adult Entered Employment Rate
Monthly Management Report

Measure 6

July 2008 through April 2009

Year-To-Date

Highlight Region

Region EmEpnIE)eyrr?]dent Total Exits Performance
1 46 75 61.3 %
2 32 55 58.2 %
3 21 21 100.0 %
4 162 162 100.0 %
5 19 20 95.0 %
6 7 8 87.5 %
7 26 26 100.0 %
8 77 77 100.0 %
9 79 237 33.3%
10 99 108 91.7 %
11 308 367 83.9 %
12 149 155 96.1 %
13 19 20 95.0 %
14 69 69 100.0 %
15 23 29 79.3 %
16 39 41 95.1 %
17 36 36 100.0 %
18 16 25 64.0 %
19 13 13 100.0 %
20 36 59 61.0 %
21 49 49 100.0 %
22 152 152 100.0 %
23 1,891 1,932 97.9 %
24 94 97 96.9 %
SW 3,462 3,833 90.3 %

Report Updated May 20, 2009




2008-2009 WIA Adult Entered Employment Wage Rate

Monthly Management Report

Measure 7

July 2008 through April 2009
Year-To-Date
Highlight Region
Region Entry Wage FaLnlq‘”S)I/L_ 3 Performance
1 $17.25 $11.54 149.5 %
2 $13.47 $11.77 114.4 %
3 $11.84 $11.12 106.5 %
4 $16.22 $11.59 139.9 %
5 $15.71 $11.78 133.4 %
6 $14.81 $11.32 130.8 %
7 $14.79 $11.77 125.7 %
8 $18.89 $12.65 149.3 %
9 $12.94 $12.23 105.8 %
10 $16.91 $11.86 142.6 %
11 $ 14.05 $11.87 118.4 %
12 $20.77 $12.58 165.1 %
13 $ 16.60 $12.30 135.0 %
14 $22.34 $12.62 177.0 %
15 $17.93 $12.79 140.2 %
16 $15.75 $12.38 127.2 %
17 $14.22 $12.22 116.4 %
18 $14.41 $12.58 1145 %
19 $19.55 $11.95 163.6 %
20 $18.20 $12.35 147.4 %
21 $22.12 $ 13.09 169.0 %
22 $ 18.69 $12.96 144.2 %
23 $14.44 $12.75 113.3 %
24 $16.44 $12.87 127.7 %
SW $17.42 $12.53 139.0 %

Report Updated May 20, 2009




2008-2009 WIA Dislocated Worker Entered Employment
Rate

Monthly Management Report

Measure 8

July 2008 through April 2009

Year-To-Date

Highlight Region

Region EmEpr}E)eyrrEr:]dent Total Exits Performance
1 10 17 58.8 %
2 9 9 100.0 %
3 9 9 100.0 %
4 10 10 100.0 %
5 6 6 100.0 %
6 3 3 100.0 %
7 100.0 %
8 7 7 100.0 %
9 18 111 16.2 %
10 49 51 96.1 %
11 69 81 85.2 %
12 157 164 95.7 %
13 16 17 94.1%
14 58 58 100.0 %
15 77 81 95.1 %
16 50 51 98.0 %
17 39 39 100.0 %
18 13 19 68.4 %
19 2 2 100.0 %
20 44 69 63.8 %
21 49 49 100.0 %
22 272 272 100.0 %
23 270 285 94.7 %
24 75 77 97.4 %

SW 1,319 1,494 88.3 %

Report Updated May 20, 2009




2008-2009 WIA Dislocated Worker Entered Employment
Wage Rate

Monthly Management Report

Measure 9

July 2008 through April 2009

Year-To-Date

Highlight Region

Region Entry Wage FaLnlq‘“S;L_ 3 Performance
1 $15.83 $11.54 1372 %
2 $12.80 $11.77 108.8 %
3 $12.26 $11.12 110.3 %
4 $14.78 $11.59 1275 %
5 $12.12 $11.78 102.9 %
6 $11.66 $11.32 103.0 %
7 $17.05 $11.77 144.9 %
8 $15.24 $12.65 120.5 %
9 $ 14.68 $12.23 120.0 %
10 $15.81 $11.86 133.3%
11 $11.40 $11.87 96.0 %
12 $12.79 $12.58 101.7 %
13 $15.62 $12.30 127.0 %
14 $18.44 $12.62 146.1 %
15 $21.12 $12.79 165.1 %
16 $16.41 $12.38 132.6 %
17 $ 13.56 $12.22 111.0%
18 $13.20 $12.58 104.9 %
19 $16.90 $11.95 141.4 %
20 $ 13.65 $12.35 110.5 %
21 $ 15.70 $ 13.09 119.9 %
22 $24.90 $12.96 192.1 %
23 $15.23 $12.75 119.5%
24 $ 14.06 $12.87 109.2 %
SW $ 18.23 $12.53 145.5 %

Report Updated May 20, 2009




2008-2009 Wagner-Peyser Entered Employment Rate

Monthly Management Report

July 2008 through April 2009

Year-To-Date

Highlight Region

Region Entered Wagne.r—Peyser Performance
Employment Exiters
1 3,849 16,776 229 %
2 1,787 7,843 22.8%
3 1,245 6,788 18.3 %
4 3,163 12,369 25.6 %
5 2,863 15,056 19.0 %
6 1,372 6,941 19.8 %
7 1,095 3,247 33.7%
8 8,656 53,822 16.1 %
9 2,151 10,525 20.4 %
10 3,710 23,659 15.7 %
11 3,518 21,148 16.6 %
12 12,759 73,162 174 %
13 4,924 28,823 171 %
14 7,178 35,522 20.2 %
15 23,143 77,166 30.0 %
16 4,034 21,841 185 %
17 4,632 25,882 17.9%
18 3,750 17,886 21.0%
19 1,428 6,334 22.5%
20 3,813 19,258 19.8 %
21 5,697 24,420 23.3%
22 8,287 41,355 20.0 %
23 21,488 97,529 22.0%
24 11,606 30,602 37.9%
SW 146,148 677,954 21.6 %

Report Updated May 20, 2009




2008-2009 Short-Term Veterans Entered Employment
Rate

Monthly Management Report

July 2008 through April 2009

Year-To-Date

Highlight Region

Region Vets Plé)fﬁd G Veteran Exiters Performance
1 353 1,949 18.1 %
2 244 1,216 20.1%
3 44 250 17.6 %
4 232 954 24.3%
5 133 696 19.1 %
6 58 269 21.6 %
7 79 224 35.3%
8 939 5,396 17.4 %
9 183 581 31.5%
10 373 1,973 18.9 %
11 253 1,693 149 %
12 720 4,438 16.2 %
13 384 2,329 16.5 %
14 591 2,457 24.1%
15 1,045 3,596 29.1%
16 286 1,516 18.9 %
17 290 1,514 19.2 %
18 263 1,332 19.7 %
19 71 375 18.9 %
20 212 1,154 18.4 %
21 322 1,479 21.8%
22 351 1,839 19.1 %
23 518 2,276 22.8%
24 316 1,668 18.9 %
SW 8,260 41,174 20.1 %

Report Updated May 20, 2009




ATTACHMENT 3

REQUIRED FORMS, DOCUMENTATION &
CERTIFICATIONS



PASCO-HERNANDO JOBS & EDUCATION PARTNERSHIP REGIONAL BOARD, INC.
Proposal Cover sheet

Submitted in response to RFP # 2009-01

NAME OF PROPOSING AGENCY:

ADDRESS:

TELEPHONE NUMBER:

FAX NUMBER:

EMAIL ADDRESS:

Name and title of person authorized to answer any questions about the proposal, negotiate the
contract terms and contractually bind the proposer:

| do hereby certify that this proposal is submitted in accordance with the provisions and
conditions outlined in RFP # 2009-01, that all the information is complete and accurate, and that
this proposal represents a firm and fixed offer to provide the requested services. This offer shall
remain valid for a minimum of 90 days. | also certify that the fees in the proposal have been
arrived at independently, without consultation, communication, or agreement with any other
proposer or with any other competitor for the purpose of restricting competition, as to any matter
relating to such fees; and no attempt has been made or will be made by the proposer to induce
any other person or agency to submit or not submit a proposal for the purpose of limiting or
restricting competition. | further certify that this agency can and will provide and make available,
at a minimum, all services described in this proposal.

Signature of Individual with Signatory Authority Date

Typed name and Title




PASCO-HERNANDO JOBS & EDUCATION PARTNERSHIP REGIONAL BOARD, INC.
Proposal Abstract 1 RFP # 2009-01

Name of proposing agency:

Total proposed cost: $

Proposal is for (check one): Performance-based, fixed-unit cost contract.
Cost-reimbursement  contract with  demonstrated
performance holdback.

Percentage amount of performance holdback:

Description. Provide a brief but thorough summary of the experience, capabilities and plans
of the proposing organization, including the requirements listed in Part 3, Section D2:




PASCO-HERNANDO JOBS & EDUCATION PARTNERSHIP REGIONAL BOARD, INC.

Budget Forms 1 RFP # 2009-01

Budget Item

Annual
Cost

In-Kind How Cost Determined

Justification

(For Board Use Only)
Cost/Price Analysis

Reas.

Nec. Basis

Profit/Program Income (

%)

TOTAL COST (100%)
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ATTACHMENT A
ORGANIZATIONAL BACKGROUND

Name of Organization:

Contact Person:

Address:

Telephone Number: (__ ) 5. FEID Number:

The Proposer 0s or gank anandividual, Aocapparmexship, £ aapsihlic
agency (specify): /E a corporation incorporated under the laws
of the State of , p other (specify):

Check to indicate if your organization is: A& community-based organization (CBO), A&
minority-owned enterprise, A female-owned enterprise

8 The proposer 6 s or gamnotza-profip A& forqpmfd basis es on:

9. The proposer certifies /A without exception, /A with exception, as explained on the attached,

that:

a. it has no outstanding liens, claims, debts, judgments, or litigation pending against it which
would materially affect its programmatic or financial abilities to implement and carry out
its proposed program;

b. it has not complied with an official order of any agency of the State of Florida, or the

United States Department of Labor to repay disallowed costs incurred during its conduct

of projects or services;

it is current in its payment of applicable federal, state, and local taxes;

it is free and clear of any disallowed audited costs;

e. its costs and pricing data submitted with this proposal are representative of only those
reasonable, allowable, and allocable costs necessary for carrying out it proposed
program;

f. it will comply with the assurances attached to this RFP, and the WIA and its promulgated
rules and regulations;

g. it is authorized to submit this proposal in accordance with the policies of its governing
body; and

h. the attached certifications for suspended or debarred, lobbying, and assurances have
been signed by taltherizedpegsami zati onds

Qo

By my signature, | am empowered to and can act on behalf of the proposing organization in
submitting this proposal. | certify that the information contained herein is true and correct to the
best of my knowledge, and that the offer contained herein is true and correct to the best of my
knowledge, and that the offer contained herein is firm and valid for a period not to exceed 60
days from this proposal 6s dat e.

Organization

Name of Certifying Official Signature Date



Please respond to each statement or question with a "yes" or "no" answer. Briefly explain any "no

ATTACHMENT B
ADMINISTRATIVE AND FINANCIAL CAPABILITIES CHECKLIST

answer on another page or in the limited space provided.

A Yes A No
AEYes /ENo
A Yes ANo
AEYes /ENo
A Yes A£No
AEYes /ENo

A Yes A£No
A Yes AE£No

A Yes A£No
A Yes £ No

A Yes £ No
A Yes AE£No

AEYes ENo
A Yes A No
AEYes ENo
A Yes A No
AEYes AENo
A Yes A No
AEYes AENo
A Yes A No
AEYes AENo
A Yes A No
AEYes AENo
A Yes ANo
AEYes AENo
A Yes ANo
AEYes AENo
A Yes A No

A Yes £ No
A Yes /£ No

. All positions with the proposing agency have up-to-date job descriptions.
. All employees meet the minimum qualifications specified in their job descriptions.
. AllW-2's and 1-9's with appropriate documentation are on file.
. Withholding and FICA deposits have been made in full on a timely basis.
. Insurance and bonding policies are current and all appropriate staff are covered.
. The facilities of this agency and any training location are accessible to the
disabled. Attach a completed ADA facility checkilist.
7. The books of account are auditable.
8. Administrative and internal accounting controls are adequate to safeguard
program assets.
9. The accounting system adequately accounts for program funds.
10.Financial reports fairly present accrued program expenditures by established
cost categories.
11. Budgetary procedures are adequate to control expenditures.
12.The agency has a written accounting procedures manual that includes
procedures for:
a) coding of expenditures by:
(1) contract year or program year
(2) funding source
(3) cost category;
b) bank reconciliations
) posting to books
d) monthly close-out
e) trial balancing
f) development of accruals
g) segregation of duties
h) cost allocation
i) budgetary control
) cash management
k) cash receipt and disbursement
[) payroll
m) reconciliation of any petty cash fund
13. The procedures in the accounting manual are being followed.
14. Internal controls
a) for cash receipts:
(1) cash is properly controlled and promptly deposited when received
(2) funds are deposited in a bank in interest bearing checking accounts
and secured by FDIC or other security

OO WNPEF



AEYes /ENo
A Yes ANo
AEYes /ENo
A Yes ANo
AEYes /ENo

AEYes /ENo
A Yes ANo
AEYes /ENo
A Yes A£No
AEYes /ENo
A Yes ANo

A Yes AE£No
A Yes £ No
A Yes A£No

A Yes £No
A Yes £ No

A Yes £ No
A Yes £No

A Yes A No
AEYes ENo
A Yes A No
AEYes AENo
A Yes ANo
AEYes AENo

b) checks are:
(1) pre-numbered
(2) adequately safeguarded
(3) properly mutilated when voided
(4) not allowed to be written for cash
(5) not allowed to be signed in advance;
c) for cash disbursements:
(1) invoices are approved prior to payment
(2) documentation accompanies checks to be signed
(3) documentation is stamped to prevent reuse
(4) control over signature machine is adequate
(5) disbursements are made only by check
(6) checks are not returned to preparer after signing
d) for bank reconciliations:
(1) they are performed on time
(2) they are performed by someone who does not perform cash functions
(3) unusual items are investigated promptly
e) for payroll:
(1) time sheets are used and signed by both the employee and supervisor
(2) payrolls are approved by management for accuracy and
existence of bona fide employees
(3) preparation and check distribution functions are segregated
(4) leave time is properly controlled
f) for purchases:
(1) purchase orders are pre-numbered and controlled
(2) receiving reports are prepared and compared to P.O. and invoice
(3) returned purchases are controlled
(4) payments are made within discount periods

15. The agency's budget has no areas for potential cost overruns.
16. The agency is not trying to make up for a shortfall in another program by using

the funds from this program.

| hereby certify that | have completed this Administrative and Financial Capabilities Checklist

accurately and to the best of my knowledge.

I, the financial officer or C.E.O. of the proposing

agency, accept responsibility for providing financial services adequate to insure the establishment
and maintenance of an accounting system with internal controls adequate to safeguard program

funds.

Organization

Name of Certifying Official Signature Date



ATTACHMENT C
PROVISIONS REGARDING A DRUG-FREE WORKPLACE

The regulations regarding a drug-free workplace were published in Part Il of the April 25, 1989,
Federal Register (pages 17861-17862).

A.

Definitions. As used in this provision,

T

"Controlled substance"” means a controlled substance in schedules | through V of
section 202 of the Controlled Substances Act (21 U.S.C. 812) and as further defined
in regulation at 21 CFR 1308.11 - 1308.15.

"Conviction" means a finding of guilt (including a plea of nolo contendere) or
imposition of sentence, or both, by any judicial body charged with the responsibility to
determine violations of the Federal or State criminal drug statutes.

"Criminal drug statute” means a Federal or non-Federal criminal statute involving the
manufacture, distribution, dispensing, possession or use of any controlled substance.
"Drug-free workplace" means a site for the performance of work done in connection
with a specific contract at which employees of the Contractor are prohibited from
engaging in the unlawful manufacture, distribution, dispensing, possession, or use of
a controlled substance.

"Employee"” means an employee of a Contractor directly engaged in the performance
of work under a government contract.

"Individual" means a proposer/contractor that has more than one employee, including
the proposer/contractor.

By submission of its offer, the proposer, if other than an individual, who is making an offer
that equals or exceeds $25,000, certifies and agrees, that with respect to all employees
of the proposer to be employed under a contract resulting from this solicitation, it will:

1.

Publish a statement notifying such employees that the unlawful manufacture,
distribution, dispensing, possession or use of a controlled substance is prohibited in
the Contractor's workplace and specifying the actions that will be taken against
employees for violations of such prohibition;

Establish a drug-free awareness program to inform such employees about--

i. The dangers of drug abuse in the workplace;

ii. The Contractor's policy of maintaining a drug-free workplace;

iii. Any available drug counseling, rehabilitation, and employee assistance programs;
and

iv. The penalties that may be imposed upon employees for drug violations occurring in
the workplace;

Provide all employees engaged in the performance of the contract with a copy of the
statement (b)(1) of this provision;



4. Notify such employees in the statement required by subparagraph (b) (1) of this
provision that as a condition of continued employment on the contract resulting from
this solicitation, the employee will:

i. Abide by the terms of the statement; and
ii. Notify the employer of any criminal drug statute conviction for a violation
occurring in the workplace no later than five (5) days after such conviction;

5. Notify the contracting officer within ten (10) days after receiving notice under
subdivision (b) (4) (ii) of this provision, from an employee or otherwise receiving
notice of such conviction; and

6. Within 30 days after receiving notice under subparagraph (a) (4) of this provision
of a conviction, impose the following sanctions or remedial measure on any
employee who is convicted of drug abuse violations occurring in the workplace;

i. Take appropriate personnel action against such employee, up to and including
termination or;

ii. Require such employee to satisfactorily participate in a drug abuse assistance
or rehabilitation program approved for such purposes by a Federal, State, or
local health, law enforcement, or other appropriate agency.

7. Make a good faith effort to maintain a drug-free workplace through implementation
of subparagraphs (b) (1) through (b) (6) of this provision.

C. By submission of its offer, the proposer, if an individual who is making an offer of any
dollar value, certifies and agrees that the proposer will not engage in the unlawful
manufacture, distribution, dispensing, possession, or use of a controlled substance in the
performance of the contract resulting from this solicitation.

D. Failure of the proposer to provide the certification required by paragraph (b) or (c) of this
provision, renders the proposer unqualified and ineligible for award.

E. In addition to other remedies available to the Government, the certification in paragraphs
(b) or (c) of this provision concerns a matter within the jurisdiction of any agency of the
United States and the making of false, fictitious, or fraudulent certification may render the
maker subject to prosecution under Title 18, United States Code, Section 1001.

Where the proposer is unable to certify to any of the statements in these provisions, the
proposer shall attach an explanation to this proposal. Proposer shall also submit a copy
of its policy regarding a drug-free workplace to the Board.

Organization

Name of Certifying Official Signature Date



Instructions for Certification Regarding Debarment, Suspension, and Other
Responsibility Matters, Primary Covered Transactions

. By signing and submitting this certificate, the prospective primary participant is providing
the certification set out below.

. The inability of a person to provide the certification required below will not necessarily

result in denial of participation in this covered transaction. The prospective participant

shall submit the explanation of why it cannot provide the certification set out below. The
certification or explanation wil/l be consider
whether to enter into this transaction. However, failure of the prospective primary
participant to furnish a certification or an explanation shall disqualify such person from
participation in this transaction.

. The certification in this clause is a material representation of fact upon which reliance was
placed when the Board determined to enter into this transaction. If it is later determined
that the prospective primary participant knowingly rendered an erroneous certification, in
addition to other remedies available, the Board may terminate this transaction for cause or
default.

. The prospective primary participant shall provide immediate written notice to the Board if
at any time the prospective primary participant learns its certification was erroneous when
submitted or has become erroneous by reason of changed circumstances.

. The terms "covered transaction," "debarred," "suspended,"” "ineligible," "lower tier covered
transaction,” "participant,” "person," "primary covered transaction," "principal,” "proposal,"
and "voluntarily excluded,"” as used in this clause, have the meanings set out in the
Definitions and Coverage sections of the rules implementing Federal Executive Order
12549. You may contact the Board for assistance in obtaining a copy of those
regulations.

. The prospective primary participant agrees by submitting this certificate that, should the
proposed covered transaction be entered into, it shall not knowingly enter into any lower
tier covered transaction with a person who is debarred, suspended, declared ineligible, or
voluntarily excluded from participation in this covered transaction, unless authorized by
the Board.

. The prospective primary participant further agrees by submitting this proposal that it will
include the clause titled "Certification Regarding Debarment, Suspension, Ineligibility and
Voluntary Exclusion-Lower Tier Covered Transactions," provided by the Board, without
modification, in all lower tier covered transactions and in all solicitations for lower tier
covered transactions.



8. A participant in a covered transaction may rely upon a certification of a prospective
participant in a lower tier covered transaction that it is not debarred, suspended, ineligible,
or voluntarily excluded from the covered transaction, unless it knows that the certification
is erroneous. A participant may decide the method and frequency by which it determines
the eligibility of its principals. Each participant may, but is not required to, check the List
of Parties Excluded From Procurement/Nonprocurement Programs.

9. Nothing contained in the foregoing shall be construed to require establishment of a
system of records in order to render in good faith the certification required by this clause.
The knowledge and information of a participant is not required to exceed that which is
normally possessed by a prudent person in the ordinary course of business dealings.

10. Except for transactions authorized under paragraph 6 of these instructions, if a participant
in a covered transaction knowingly entered into a lower tier covered transaction with a
person who is suspended, debarred, ineligible, or voluntarily excluded from participation in
this transaction, in addition to other remedies available, the Board may terminate this
transaction for cause or default.



ATTACHMENT D

Certification Regarding Debarment, Suspension, and Other Responsibility Matters

Primary Covered Transactions

This certification is required by the regulations implementing Executive Order 12549,
Debar ment and Suspensi on, 29 CFR Part 98,
The regulations were published as Part VII of the May 26, 1988 Federal Register (pages
19160-19211).

(BEFORE SIGNING CERTIFICATION, READ ATTACHED INSTRUCTIONS, WHICH ARE
AN INTEGRAL PART OF THE CERTIFICATION)

1. The prospective primary participant certifies to the best of its knowledge and belief,
that it and its officers / principals:

a.

Are not presently debarred, suspended, proposed for debarment, declared
ineligible, or voluntarily excluded from covered transactions by any Federal,
state or local governmental department or agency;

Have not been convicted of or had a civil judgment rendered against them for
commission of fraud or a criminal offense in connection with obtaining,
attempting to obtain, or performing a public (Federal, State, or local) transaction
or contract under a public transaction; violation of Federal or State antitrust
statutes or commission or embezzlement, theft, forgery, bribery, falsification or
destruction of statutes or commission or embezzlement, theft, forgery, bribery,
falsification or destruction of records, making false statements, or receiving
stolen property;

Are not presently indicted for or otherwise criminally or civilly charged by a
government entity (Federal, State, or local) with commission of any of the
offenses enumerated in paragraph (1) (b) of this certification; and

Have not had one or more public transactions (Federal, State, or local)
terminated for cause or default.

2. Where the prospective primary participant is unable to certify to any of the statements
in this certification, such prospective participant shall attach an explanation to this
proposal.

Organization

Name of Certifying Official Signature Date

Sect



ATTACHMENT E
CERTIFICATION REGARDING LOBBYING

CERTIFICATION FOR CONTRACTS, GRANTS, LOANS, AND COOPERATIVE

AGREEMENTS

The undersigned certifies, to the best of his or her knowledge and belief, that:

1.

No Federal appropriated funds have been paid or will be paid, by or on behalf of
the undersigned, to any person for influencing or attempting to influence an
officer or employee of an agency, a Member of Congress, an officer or employee
of Congress, or an employee of a Member of Congress in connection with the
awarding of any Federal contract, the making of any Federal grant, the making of
any Federal loan, the entering into of any cooperative agreement, and the
extension, continuation, renewal, amendment, or modification of any Federal
contract, grant, loan, or cooperative agreement.

If any funds other than Federal appropriated funds have been paid or will be paid
to any person for influencing or attempting to influence an officer or employee of
any agency, a Member of Congress, an officer or employee of Congress, or an
employee of a Member of Congress in connection with this Federal contract,
grant, loan, or cooperative agreement, the undersigned shall complete and
submit Standard Form-LLL, "Disclosure Form to Report Lobbying," in accordance
with its instructions.

The undersigned shall require that the language of this certification be included in
the award documents for all sub-awards at all tiers (including subcontracts, sub-
grants and contracts under grants, loans, and cooperative agreements) and that
all sub-recipients shall certify and disclose accordingly.

This certification is a material representation of fact upon which reliance was
place when this transaction was made or entered into. Submission of this
certification is a prerequisite for making or entering into this transaction imposed
by section 1352, title 31, U.S. Code. Any person who fails to file the required
certification shall be subjected to a civil penalty of not less than $10,000 and not
more than $100,000 for each such failure.

Organization

Name of Certifying Official Signature Date



ATTACHMENT F
SWORN STATEMENT PURSUANT TO SECTION 287.133 (3) (a),
FLORIDA STATUTES, ON PUBLIC ENTITY CRIMES

THIS FORM MUST BE SIGNED AND SWORN TO IN THE PRESENCE OF A NOTARY
PUBLIC OR OTHER OFFICIAL AUTHORIZED TO ADMINISTER OATHS.

1.

This sworn statement is submitted to: Pasco-Hernando Jobs & Education Partnership
Regional Board, Inc.

by

(print individual's name and title)
for

(print name of entity submitting sworn statement)
whose business address is

and (if applicable) its Federal Employer Identification Number (FEIN) is
(if the entity has no FEIN, include the Social Security Number of the
individual signing this sworn statement).

| understand that a "public entity crime" as defined in Paragraph 287.133 (1) (g), Florida
Statutes, means a violation of any state or federal law by a person with respect to and
directly related to the transaction of business with any public entity or with an agency or
political subdivision of any other state or of the United States, including, but not limited to,
any bid or contract for goods or services to be provided to any public entity or an agency
or political subdivision of any other state or of the United States and involving antitrust,
fraud, theft, bribery, collusion, racketeering, conspiracy, or material misrepresentation.

| understand that "convicted" or "conviction" as defined in Paragraph 287.133 (1) (b),
Florida Statutes, means a finding of guilt or a conviction of a public entity crime, with or
without an adjudication of guilt, in any federal or state trial court of record relating to
charges brought by indictment or information after July 1, 1989, as result of a jury verdict,
nonjury trial, or entry of a plea of guilty or nolo contendere.

| understand that an "affiliate" as defined in Paragraph 287.133 (1) (a), Florida Statutes,

means:

a. A predecessor or successor of a person convicted of a public entity crime; or

b. An entity under the control of any natural person who is active in the management of
the entity and who has been convicted of a public entity crime. The term "affiliate"
includes those officers, directors, executives, partners, shareholders, employees,
members, and agents who are active in the management of an affiliate. The
ownership by one person of shares constituting a controlling interest in another
person, or a pooling of equipment or income among persons when not for fair market
value under an arm's length agreement, shall be a prima facie case that one person
controls another person. A person who knowingly enters into a joint venture with a
person who has been convicted of a public entity crime in Florida during the
preceding 36 months shall be considered an affiliate.



| understand that a "person” as defined in Paragraph 287.133 (1) (e), Florida Statutes,
means any natural person or entity organized under the laws of any state or of the United
States with the legal power to enter into a binding contract and which bids or applies to
bid on contracts for the provision of goods or services let by a public entity, or which
otherwise transacts or applies to transact business with a public entity. The term
"person” includes those officers, directors, executives, partners, shareholders,
employees, members, and agents who are active in management of an entity.

Based on information and belief, the applicable statement which | have marked below is
true in relation to the entity submitting this sworn statement.

Neither the entity submitting this sworn statement, nor any of its officers,
directors, executives, partners, shareholders, employees, members, or agents who are
active in the management of the entity, nor any affiliate of the entity has been charged
with and convicted of a public entity crime subsequent to July 1, 1989.

The entity submitting this sworn statement, or one or more of its officers,
directors, executives, partners, shareholders, employees, members, or agents who are
active in the management of the entity, or an affiliate of the entity has been charged with
and convicted of a public entity crime subsequent to July 1, 1989.

The entity submitting this sworn statement, or one or more of its officers,
directors, executives, partners, shareholders, employees, members, or agents who are
active in the management of the entity, or an affiliate of the entity has been charged with
and convicted of a public entity crime subsequent to July 1, 1989; however, there has
been a subsequent proceeding before a Hearing Officer of the State of Florida, Division
of Administrative Hearings and the Final Order entered by the Hearing Officer determined
that it was not in the public interest to place the entity submitting this sworn statement on
the convicted vendor list. Attached is a copy of the final order.



| UNDERSTAND THAT THE SUBMISSION OF THIS FORM TO THE CONTRACTING
OFFICER FOR THE PUBLIC ENTITY IDENTIFIED IN PARAGRAPH 1 (ONE) ABOVE IS FOR
THAT PUBLIC ENTITY ONLY AND, THAT THIS FORM IS VALID THROUGH DECEMBER 31
OF THE CALENDAR YEAR IN WHICH IT IS FILED, OR THROUGH THE END OF THE
CONTRACT FOR WHICH IT IS BEING SIGNED. | ALSO UNDERSTAND THAT | AM
REQUIRED TO INFORM THE PUBLIC ENTITY PRIOR TO ENTERING INTO A CONTRACT IN
EXCESS OF THE THRESHOLD AMOUNT PROVIDED IN SECTION 287.017, FLORIDA
STATUES FOR CATEGORY TWO OF ANY CHANGE IN THE INFORMATION CONTAINED IN
THIS FORM.

Signature Date

STATE OF COUNTY OF

PERSONALLY APPEARED BEFORE ME, the undersigned authority,

(name of individual signing)
who, after first being sworn by me, affixed his/her signature in the space provided above on

this day of , 20

NOTARY PUBLIC
My commission expires:




ATTACHMENT G
PROPOSER CONFLICT OF INTEREST STATEMENT/CERTIFICATION

The Proposer must execute either Section 1 or Section 2 hereunder relative to Florida
Statute 112.313(12). Failure to execute either Section may result in rejection of this
Proposal.

SECTION 1

| hereby certify that no official or employee of the Board, or any Board member, or any
immediate family member of a Board employee or Board member has a material financial
interest in this firm.

Signature:

Name of Official (Type or Print):

Company Name:

Business Address:

City, State, Zip Code:

SECTION 2

| hereby certify that the following named Board official(s), employee(s), Board member(s),
or immediate family member of a Board employee or board member has a material
financial interest(s) [in excess of 5%)] in this firm and has filed the appropriate Conflict of
Interest statements with the Board prior to the review and discussion of this proposal.

Name:

Title or Position:

Date of Filing:

Signature:

Name of Official (Type or Print):

Company Name:

Business Address:

City, State, Zip Code:










