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Section 1 – Overview 
The Michigan Works System is based on the fundamental premise that to enable employers to compete successfully in the international marketplace, they need workers that are better educated by our school system and better trained by our public and private training providers. Through the Michigan Works System we will be able to better match employer needs with training provided to workers.

The goal of the Michigan Works System is that every entry point leads to services for our customers. Co-location, integrated services, and customer focus are priorities. Michigan Works focus is on providing information and resources to enable customers – job seekers and employers – to achieve economic security. Services from the state’s major workforce development programs are to be accessible in a seamless manner. A core set of services are available, free of charge, to all that seek them.

In August 2007 the State implemented the Governor’s No Worker Left Behind Initiative. No Worker Left Behind (NWLB) impacts all existing workforce development programs and resources including those supported with funding under the Workforce Investment Act, Temporary Assistance for Needy Families (TANF), and Wagner-Peyser by establishing standardized guidelines for job seeker eligibility and administrative procedures. 

Section 2 – Scope of RFP 
A. OBJECTIVES AND GOALS  

This Request for Proposal (RFP) has as its primary focus, the acquisition of proposals for “Intensive Services for Adults” funded through the Workforce Investment Act of 1998. However, WIA Intensive Services cannot function independent of the remaining two WIA service areas: Core Services and Training Services. Because of this, this RFP incorporates significant levels of discussion on these two service areas and the manner in which each must be integrated.
B. SERVICE PROVIDER ELIGIBILITY

In consideration of the importance assigned to this activity it is imperative that service providers posses a keen understanding of the requirements of the services requested, the customer service groups, and service strategies required.   Service providers must demonstrate their capacity to address the demands identified in these RFP Instructions through their responses to these RFP Instructions.

Awards of contracts resulting from this RFP will be made to organizations legally organized to conduct business in the State of Michigan and who have demonstrated success in delivering the services proposed.

C. FUNDING

Funding levels identified in this RFP are preliminary estimates and are used for planning purposes only.  These levels do not include carry-over of unexpended funds from prior year. 

1. Funding Source - Workforce Investment Act of 1998 (Title I)
2. Approximated Funding Levels -  An estimated level of funding not including any unspent funds as of 6/30/09 for these services is: $763,000 (Approximately $564,600 for Kalamazoo County and $198,400 for St. Joseph County).
Funds allocated for adult services will cover all costs associated with proposed activities including funds to perform required subcontractor administrative functions. The funds do not include service center space costs, one-stop operators cost, and core services costs.
D. PERIOD OF PERFORMANCE
1. Operational Period

The period of this RFP is for three program years. Funds made available to MWAs for this RFP are for the first year (PY2009).

· PY2009: July 1, 2009 through June 30, 2010
· PY2010: July 1, 2010 through June 30, 2011
· PY2011: July 1, 2011 through June 30, 2012
2. Contract Period

Initial agreements awarded through this solicitation may, at the discretion of the Michigan Works! Agency, be developed for a three-year period. Continuation of agreements beyond the first year and second year of the three-year period is contingent upon satisfactory performance and availability of funds.
E. AREA SERVED
Only one service provider will be selected for the award of services identified in this RFP. The successful bidder will provide services specified in this RFP in both counties in the Kalamazoo-St. Joseph Michigan Works! Area (Kalamazoo County and St. Joseph County).
However, the MWA, at their sole discretion, may elect to identify separate agencies to provide services in either of the respective counties if a determination is made that this arrangement will be more beneficial for the overall Michigan Works!  System.

The service provider selected as a result of this RFP must be physically co-located and provide services to customers at each of the Michigan Works!  Service Centers in this Michigan Works! Area.

Service locations are Michigan Works! Service Centers and satellite sites. A Service Center (also referred to as One-Stop Service Center) is the physical location where service providers of all “Core Services” are available for easy access by employers and job seekers. Service providers located at the One Stop Service Centers are called Partner Agencies. The Kalamazoo- St. Joseph Michigan Works! Area has two One-Stop Service Centers:

· Kalamazoo County, 1601 S. Burdick St., Kalamazoo

· St. Joseph County, 16587 Enterprise Dr., Three Rivers.

A One-Stop Operator is designated for each One-Stop Service Center. The role of the One-Stop Operator is to coordinate a system of management, staff development, and use of common information systems among the partner agencies to support integrated service delivery and customer friendly service. 

While a separate provider will manage the operations of the Kalamazoo-St. Joseph Michigan Works! One-Stop Service Centers, all Partner Agencies physically housed at each Center have a shared responsibility to ensure that all customers are received and afforded services at the highest level possible. Partner Agencies, individually and collectively, establish the “character” of the One-Stop Service Centers. 

To ensure that our One-Stop Service Centers maintain a character that is highly respected by customers and peers, each partner is expected to assist in the maintenance of One-Stop Operations, particularly in situations of peak customer demand or as assistance may be requested by the One-Stop Operator. The Michigan Works Agency requires all one-stop parties to execute a Memorandum of Understanding with respect to the roles and responsibilities of partners at the one-stop service centers.
F. PROGRAM TRANSITION

Should contracts be awarded to agencies or organizations that are not the current service providers of Intensive Services for adults, the new service providers will be responsible for all programs and participants associated with the programs carried into the program year 2009 (beginning July 1, 2009) from program year 2008 (ending June 30, 2008). A plan will be developed to ensure a smooth and efficient transition takes place.
G. DELIVERABLES

Deliverables are those items that must be achieved within the timeframe of the contract period to enable full payment of expenses. Deliverables do not replace performance measures and all performance measures are not defined as deliverables. Payments will be based on achievement of deliverables in a manner agreed by the Kalamazoo-St. Joseph Michigan Works Agency and the service provider. These may include, but are not limited to:
· Establishment of at least one service site in each county.

· Completed and current one-stop Memorandum of Understanding (MOU).

· Expenditure of at least 95% of funds made available in the contract.

· Cost per participant (not less than 80% of contract level).

· Cost per entered employment (not less than 90% of contract level).

· Entered employment rate at exit (not less than 80% of contract level).

· Achieve not less than 80% of the WIA Performance Measure goals set in the contract for activity occurring for the period the service provider contracted services.

· Not less than 90% accuracy on all data validation reviews  

Section 3 – Solicitation Schedule/Proposal Content & Organization
A. SCHEDULE OF ACTIVITIES

To the extent possible, the following schedule will be followed for the administration of this Request for Proposal:

	RFP Instructions Released
	January 22, 2009 (Friday)

	Grant Preparation Workshop
	No grant workshop planned

	Proposals Returned
	February 23, 2009 (Monday)

	Proposals Evaluated
	March 3, 2009  (Tuesday)

	Notification of awards 
	March 5, 2009  (Thursday)


This schedule will be adhered to as closely as possible. However, the Michigan Works! Agency reserves the right to make revisions without prior notification.

B. SUBMISSION DATE

1. Proposals must be submitted by 4:00 P.M., on February 23, 2009 to: Kara Stewart, address: 222 South Westnedge Ave, Kalamazoo, MI  49007 in one (1) original (signatures) and one (1) electronic copy. 

2. Proposals must be complete, legible, and technically accurate at the time of submission. Each proposal will be reviewed as submitted. After a proposal is submitted, it may not be modified prior to review unless requested by the Michigan Works! Agency.

3. A proposal may be withdrawn from consideration for funding if the organization submitting the proposal  transmits such a request in writing to the Contact Personnel (see D.2. below).
C. LATE PROPOSALS

Proposals received by the Michigan Works! Agency after 4:00 P.M. EST on the date specified may not be considered for award under this solicitation. Any proposal received after this date may be evaluated only after all others and may be considered based on funds available after award of other accepted proposals.

D. TECHNICAL ASSISTANCE

Organizations are responsible for the content and development of their own proposal.

1. Technical Assistance Timeline: Technical assistance will be provided through February 16, 2009.  The contact personnel identified below will receive questions.  Only written questions via email will be accepted. Responses that may have an impact on the interpretation or clarification of these RFP Instructions will be posted on the Michigan Works! website (www.upjohninstitute.org/miworks) as they are requested. 
Persons preparing responses to the RFP may access appropriate regulations, Federal Management Circulars, published reports, and materials as may be available to aid in the development of their proposals. Significant information on the Workforce Investment Act is available on the Internet at locations noted in these RFP Instructions.
2. Contact Personnel: For purposes of administering this solicitation, the individual(s) responsible for responding to any question that may arise during the preparation of proposals in response to this RFP is (are):

Kara Stewart or Craig Schreuder   MIWorks@upjohninstitute.org
E. PROPOSAL CONTENT & ORGANIZATION

All proposals shall be prepared to assure consistency and uniformity in terms of appearance and content. All proposals must be submitted in accordance with the following specifications.

1. Proposals must be typed, single-spaced on 8 ½ x 11" paper in 11 pt font with 1” margins all around.

2. Pages for the narrative response should be numbered consecutively.

3. Charts and/or graphs may be used if they convey required information. These should be provided as attachments to the narrative response.
4. Supplementary documentation as required by these RFP instructions is to be included as attachments to the proposal at the end of the proposal response.

5. Proposals are not to be bound in any format except by clip or rubber band.

6. All proposals submitted shall contain the following documents and be compiled in the following order:

a. Transmittal and Cover Sheet (Form A) (Do not provide a separate cover letter)

b. Performance Objectives (Form B)

c. Budget Documents

1) Wage and Benefit Detail (Form C-1A & Form C-1B) (one for each cost category)

2) Budget Detail Worksheet (C-2)

3) Budget Summary (Form C-3)

4) Expenditure, Enrollment and Termination Schedule (Form C-4)

5) Budget Narrative (C-5)

d. Program Flow Chart and Narrative Description of Proposed Services (Form D)

e. Conflict of Interest Statement (Form E)

f. Agency Information, Certification, & Experience (Form F)
g. Staffing Descriptions, Resumes, Organizational Structure (Form G)
h. Organizational Experiences and Demonstrated Effectiveness (as appropriate) 

i. Other Documents (as appropriate)

Section 4 – PROPOSAL REVIEW and EVALUATION 
A. TECHNICAL/COMPLIANCE REVIEW 

Proposals will be reviewed by the Michigan Works Agency to determine: 

· Adherence to the RFP Instructions
· All required documents and responses are complete
· Any requested references and supplemental documentation is provided and is complete
B. MANAGEMENT CAPABILITIES (30%)

Services and management functions described in this RFP may be substantially different than services currently provided in the community. Because of this, the RFP evaluation will examine the management performance of each agency based on a review of the organization’s qualifications and experiences described in response to these RFP Instructions and any of the documentation provided with the proposal including: 

· Audit and Management Letters

· Monitoring report(s) performed by an outside agency/third party

· Performance data and reports

· Risk Analysis (as determined necessary)

C. PROGRAMMATIC CAPABILITIES (40%)

Program Design demonstrates an understanding of required and optional services, administrative responsibilities, resource coordination and integration, community partnering, customer service, data collection responsibilities, staffing and management plan, budget, etc.

D. PERFORMANCE OUTCOMES (10%)

Performance Objectives (Outcome expectations, expenditure and service level plan, etc.)

E. BUDGET PLAN (15%)

Budget documents demonstrate completeness and internal consistency, description of elements of expense are adequate enough to determine allowability of expenses and reasonableness for the activities proposed.

F. OVERALL ASSESSMENT (5%)

Assessment of overall proposal taking into consideration the proposals Executive Summary, quality of responses in the aggregate relative to completeness, consistency, reasonableness for the services proposed, cost and performance outcomes.

Section 5 – PROGRAM FEATURES & DESIGN
A. ELIGIBILITY AND PRIORITIES

1. General Eligibility

· Individuals 18 years of age and older, and a

· Resident of Kalamazoo or St. Joseph counties.

2. Priority for Service

Eligibility is not contingent on income. However, the WIA statute states that if available WIA funds are not sufficient to meet the needs of all adults, the Workforce Development Board must establish a funding priority for individuals receiving services beyond Core Services.

The Workforce Development Board has established that the priority for the referral of adults to Intensive Services and Training Services will be given to individuals who are recipients of public assistance and other low-income individuals.

Low-income is defined as an individual whose family income, in relation to family size, is at or below 70% of the Lower Level Standard Income Level (LLSIL), as established annually for the Kalamazoo Metropolitan Statistical Area by the U.S. Department of Health and Human Services.

B. REQUIRED WORKFORCE DEVELOPMENT ACTIVITIES

Three levels of services are available through the Workforce Investment Act: Core Services, Intensive Services, and Training Services. The “work first” approach promotes work by assuring that the most job-ready individuals use up-front Core Services before accessing more Intensive Services or Training Services.
1. Core Services (Not funded through this RFP)

Core Services are information and resources available to the general population, free of charge. These services do not require an eligibility determination. Core Services are available to those individuals who are primarily seeking information and do not need direct one-on-one staff assistance.

Registration for Core Services is not required. However, when an individual requires more than minimal assistance from staff in taking the next step toward self-sufficient employment, eligibility for specific programs must be determined and registration may be required. (A Summary of Core Services is at Exhibit 2. “Summary of WIA Services”).

Core Services are incorporated into the agreement for the service provider of Employment Services (Wagner-Peyser 7(a) funding). Limited WIA funding is being made available to support WIA Core Services that are not permitted as an allowable expenditure under Wagner-Peyser funding.

2. Intensive Services (Primary task for this RFP)

When a participant is unable to secure employment through the receipt of Core Services, they may be referred to Intensive Services. This referral process is a formal component of the one-stop system. It is initiated by the provider of Core Services (i.e., Employment Services) and includes specific activities:

· Preliminary screening for program eligibility.

· Pre-registration into the statewide MIS (management information system).

· Formal referral to the provider of Intensive Services.

· Follow-up on referral status.

The provider of Intensive Services must be physically located at each Michigan Works! One-Stop Service Center.

Individuals are referred to Intensive Services when they have been determined to be in need of more Intensive Services in order to obtain employment, or in need of Intensive Services to obtain and retain employment that allows for self-sufficiency and:

a. Have received at least one core service. 

b. Meet the eligibility requirements and priorities for adults, and

c. Are unemployed and are unable to obtain employment through Core Services, or

d. Are employed and who need Intensive Services in order to obtain or retain employment that allows for “self-sufficiency”
Intensive Services are not entitlements.

This RFP specifically requires any agency awarded a contract resulting from this RFP to provide the following Intensive Services (A Summary of Intensive Services is provided at Reference # 2, “Summary of WIA Services”):

a. Program Specific Eligibility Determination and Enrollment

Includes an intake and orientation to the program, the processing of all WIA applications, collection, documentation, and verification of eligibility. 

b. Assessments

Assessment of job seekers' skill levels and service needs may include diagnostic testing and use of assessment instruments to determine basic skill levels, aptitudes, interests, occupational skills and abilities and in‑depth interviewing and evaluation to determine job seekers' employment barriers and appropriate employment goals.

c. Development of an Individual Service Strategy (ISS)

Review, with the job seekers, of the results of assessments, including barriers to employment, and development of an individual employment plan that includes employment goals and objectives, and identification of the types of services needed for the job seeker to achieve those goals and objectives.

d. Counseling and Case Management

Employment and/or career counseling and planning to assist job seekers in identifying the activities and services needed to achieve those goals. Participants are assigned a “case manager” to serve as an advocate for the client when working with partner agencies and will continue to work with the job seeker until he/she have met their employment goals and objectives and has obtained unsubsidized employment or until the job seeker has terminated participation in Intensive Services activities.

e. Pre-Vocational Services

Employability skills training and/or counseling with services to include areas related to acquiring and maintaining employment and succeeding in vocational training. Such training and/or counseling may include: decision‑making, communication skills, interviewing skills, problem‑solving skills, teamwork skills, punctuality and attendance, personal management and maintenance, workplace behaviors, job club, life skills learning, career reality checks, etc.

f. Job Development and Placement

Identification of employers with specific job openings appropriate for job seekers receiving Intensive Services and matching of job seekers with appropriate job openings. Job placement includes referral of the job seeker to the employer for an employment interview and following up with the employer and advocating for the job seekers.

g. Referral to Training Services

Identification of job seekers enrolled for Intensive Services that have been unable to obtain or retain employment through such services and may be referred to Training Services to prepare them for unsubsidized employment.
Additional No Worker Left Behind (NWLB) criteria must be met prior to referral to training:

· Individuals are not full-time college students

· Individuals have not graduated from high school within the last 2 years

· An employed individual may be referred to training only if their annual family income is $40,000 or less
It is not anticipated, nor expected, that all participants in Intensive Services will be referred to Training Services.

3. Training Services

Where it is documented that a participant is not able to secure employment through the receipt of Intensive Services, a referral may be made to the Training Services, including occupational and/or job specific skill training, customized training, or on-the-job training. Occupational and job specific skill training is provided through Individual Training Accounts. (A Summary of “Training Services” is at Exhibit 2 “Summary of WIA Services.”)
Funds used to provide Training Services are restricted to those who: 

a. Have met the eligibility requirements for Intensive Services and are unable to obtain or retain employment;

b. Have been determined (following an interview, evaluation, assessment, and case management) to be in need of Training Services, have the abilities to successfully complete training, and can benefit from training;
c. Have selected programs that are directly linked to employment opportunities (i.e., occupations in demand); and
d. Have met the financial need requirements.
While funding for Individual Training Account (ITA) Vouchers is included in the allocation identified in these RFP Instructions, funds allocated in the proposal budget for Individual Training Accounts (ITAs) will not be incorporated in the agreement for Intensive Services.

Funds allocated by the service provider for ITAs are paid directly to the training institutions by the Michigan Works! Agency. This provision does not apply to funds allocated by the service provider for on-the-job training for use for employer reimbursement. The OJT funds will be incorporated into the agreement and managed by the service provider.
C. ADMINISTRATIVE AND MANAGEMENT 

1. One-Stop /Service Center Coordination

While a separate provider will manage the operations of the Kalamazoo-St. Joseph Michigan Works! One-Stop Service Centers, all partner agencies physically housed at each Center have a shared responsibility to ensure that all customers are received and afforded services at the highest level possible. Partner agencies, individually and collectively, establish the “character” of the One-Stop Service Centers. 

To ensure that our One-Stop Service Centers maintain a character that is highly respected by customers and peers, each partner is expected to assist in the maintenance of One-Stop Operations, particularly in situations of peak customer demand or as assistance may be requested by the One-Stop Operator. This may include but is not limited to:

a. Ensuring that all partner staff maintain at a minimum a general understanding of all programs and services available in the Michigan Works! System, particularly No Worker Left Behind (NWLB).
b. Active involvement in partnership meetings and trainings focused at enhancing the quality and efficiencies of the One-Stop Service Center, etc.

c. Assisting employment services in occasions of unusually high customer activity when One-Stop staff are temporarily unavailable

d. Assisting customers or One-Stop staff where a need is apparent

e. Accommodating scheduling conflicts in the use of common areas shared by partners

A description of how and where your assistance may be offered in this regard is to be defined in this proposal response. (See Form D.)
2. Business Services Team (BST)
The Business Services Team (BST) concept is one key strategy that can move our workforce development programs towards a more demand-driven system, and provide greater value to our customers, the job seeker and business. The BST concept has three key features:
a. A focus on Business as the driver and primary customer

b. A team of workforce development professionals committed to relationship development with businesses

c. Strategic collaboration with regional economic development and education partners to provide business solutions to businesses

All program service providers shall support the local BST concept and provide representation and participate on the Business Services Team.  
3. Follow-up

a. Procedures

The service provider will establish internal procedures that will ensure that follow-up services occur throughout the participants’ tenure in the program and through the five quarters following the participants exit from the program (procedures are to be described in this proposal response. See Form D).

b. Training Component Follow-up

The service provider will follow-up with each participant within a reasonable period (to be defined in this proposal response. See Form D) from the first day of scheduled classes for each training period to:

1) Ensure that the participant has successfully enrolled and is attending classes identified in the ITA voucher for that training period; or,

2) Nullify the ITA voucher if the participant is not attending classes identified in the ITA voucher for that training period and take appropriate action regarding the individual’s continued participation in the program.

3) The service provider will maintain monthly personal contacts with the participant throughout the training period.

4) The service provider will maintain documentation of each personal contact with the participant 

c. Job Placement Follow-up

1) The service provider will conduct a personal contact with each participant within a reasonable period of time (to be defined in this proposal response. See Form D) following exit for participants who are placed in employment at the time of exit from the program.

2) The service provider will contact both the employer and participant to determine if the job match was appropriate and to verify employment information (date of employment, wage rate, hours of work, etc).

d. Post-Placement/Post-Program Follow-up

1) The service provider will make personal contact with the participant during the first, second, and third quarters following the quarter of the participant’s exit from the program for the purposes of gathering supplemental follow-up data as directed in the WIA PMIG. (See Reference CD.)

2) The service provider will enter supplemental data into the statewide MIS and participant file in accordance with state policy. 

4. Participant Responsibilities

a. The service provider will ensure that the participant clearly understands their responsibilities to ensure continued participation in the program. These responsibilities include:

· To show a commitment to take advantage of the services available by attending all scheduled program activities and appointments.

· To comply with all requirements of the program and applicable State and Kalamazoo - St. Joseph WDB policies. 

· To comply with the requirements of the employer, when placed into employment.

· To provide their own transportation.

b. All participants will be informed of their responsibilities both verbally and in writing. Participants will receive a Letter of Understanding and Commitment that is reviewed both verbally and in writing with the Interviewer. The letter will be signed by both staff and participant to demonstrate an understanding of their responsibilities.

c. Failure to comply with the responsibilities will result in termination.

5. Participant Files

The service provider will ensure that each participant file contains the following items and all documentation necessary to meet the USDOL Data Verification requirements:

	· Release of Information Form

· Registration Form

· Eligibility Documentation

· Copy of Assessment Results

· Copy of ISS and Subsequent Updates

· Counseling Notes

· Letter of Commitment and Understanding
· Employment Verification

· State Wage Release Form
	· OJT Documentation
· Completed EEO and Grievance Form

· Copy of  ITA Vouchers and training expense verification

· Supportive Services Documentation
· Transcripts, Certificates, Credential Documentation

· Customer Satisfaction Survey 


6. Demographic Representation

a. Selection and referral of participants will be consistent with local goals representing "minimum" participation levels for various demographic groups.

	Demographic Group
	GOALS *

	
	Adults
	Dislocated Workers

	Females
	59.7%
	47.6%

	Blacks
	11.3%
	7.5%

	Hispanics
	5.2%
	2.7%

	American Indian
	0.7%
	0.4%

	Asians
	2.3%
	1.5%

	Persons Aged 55 and over
	8.5%
	9.0%

	Individuals with Disabilities
	10.4%
	4.1%

	


b. The service provider will maintain a report of the demographic characteristics of applicants referred to them from Core Services. Performance expectations are shown above.

c. The service provider will advise the MWA in writing when any situations appear to impact the service provider’s ability to achieve these demographic goals.

7. Participant Exits

The service provider will exit participants when any of the following conditions apply:

a. The participant has completed their program activities and has acquired full-time employment consistent with their ISS and no further services are planned or  required;

b. The participant has completed their program activities consistent with their ISS, but has not achieved full-time employment and there appears no reasonable expectation that the participant can benefit from additional program services that will result in full-time employment, and no further services are planned or required; or
c. The participant has voluntarily left the program; or

d. The service provider has not been able to contact the participant or the participant has not responded to repeated contacts (e.g., letters, messages, etc.) over an extended period of time to be defined in this proposal response.  (See Form D.)
e. The participant has not received services or is not scheduled to receive services from any Partner program in the next 90 days.
	The Michigan Works! Agency may amend, add, or delete provisions to this Statement of Work prior to the execution of any agreement that may result from this solicitation.


Section 6 – SERVICE PROVIDER REQUIREMENTS
The service provider, if awarded the contract, shall develop and establish “Internal Management Procedures” necessary to ensure that the tasks and functions listed below are discharged in a timely and accurate manner and which maintain the highest level of integrity.
A. MONITORING AND OVERSIGHT

The service provider shall develop a “System of Internal Monitoring” which will be conducted to ensure compliance and progress in managing program and administrative goals.

The use of electronic format for reporting participant information does not remove the responsibility of the service provider to maintain documentation adequate to support participant receipt of program information, request and receipt of supportive services, and attendance and participation in assigned activities. 

1. Internal Monitoring Mechanisms and Responsibilities

Internal monitoring will include at a minimum:

· Compliance with Federal, State and local policies and regulations

· Required program reports and assessments

· Monthly financial reports, invoices and budget changes

· Participant status change notices, ISS updates and competency documentation

· Participant follow-up and tracking

· Participant attendance, responsibilities, and evaluation of progress

· Outreach and recruitment

· Performance outcomes

· Participant job readiness and competency attainment

· Monitoring work site safety and compliance with established work training agreement

· Accurate case noting on the OSMIS

· Accuracy and timeliness of time sensitive activities

· Monitoring of file content

· Accurate procurement and record management

2. External Monitoring Responsibilities

The Michigan Works Agency retains the overall authority for monitoring the performance of activities within this agreement. Michigan Works Agency staff will monitor program and fiscal activity. The Workforce Development Board will provide on-site monitoring of activities conducted under this agreement. Monitoring activities will be conducted through on‑site evaluations and the desktop review of program reports.

The MWA will provide written notice of formal monitoring visits, including those performed by the state or other external entities. However, unannounced observations and visits may be conducted periodically for assessment and general information purposes.

3. Reports/Monitoring Tools

Submissions of the following reports/information are required program elements. The following reports will be utilized for the review/assessment of activities. In all cases of performance relating to participant activity, only that data generated through the One-Stop Management Information System (OSMIS) shall be considered as "official.”

Weekly Transmittal Report – Submit an electronic report of participant enrollments, terminations, supportive services, and activity changes from the previous week. Due each Tuesday by noon.
Annual Data Verification/Validation Process- Submit, in the specified timeframe, information from requested files to verify compliance and accuracy (See Policy Issuance 06-19)
Quarterly Internal Controls File Review Process- Submit, in the timeframe, copies of requested files to verify consistent documentation of work participation data. (See Policy Issuance 07-21) 

Quarterly Self-Assessment Report - Service provider narrative description of performance during the preceding quarter using a focused list of questions provided by the contractor. 

Annual Accessibility of Program Activities Report- Initial submission by the service provider of an assessment of their accessibility of program activities as well as the physical accessibility of their location (s).  The forms and format of this report will be provided by the MWA.

Invoiced and Uninvoiced Cost Reports - Provided by the service provider to report accrued and actual expenses for a specified period.
Voucher Obligations Update- Provided by the service provider to the MWA on a monthly basis by the 10th business day. The information is based on a comparison of actual voucher status to the MWAs Voucher Obligations Log. 

ITA Expenditure Estimates- (A copy of participant registration form and ITA Voucher showing training expenses.) Provided to the MWA accounting office within seven (7) calendar days of receipt from participant or training provider. Note: Procedures for processing ITA Vouchers may change when MWA implements the ITA Tuition Card ( a credit card process for WIA training activities.)
Special Reports/Requests -: Occasionally requested to provide specific information regarding activities conducted under the agreement. Time frames for submittal shall also be included.

B. CUSTOMER SATISFACTION/ SERVICE ACCOUNTABILITY

Service providers will establish a customer satisfaction review system that encourages follow-up with customers and to allow for information and data to be collected to track customer services and outcomes (to be defined in this proposal response. See Form D). At a minimum, the following components are expected:

1. The system must utilize data generated through the state developed system of measuring customer satisfaction to implement service improvements;

2. The system must institute an integrated service management process.

3. Partners must adhere to confidentiality protections for customers, as required by state and federal law and regulations; and

4. Development of interagency agreements for information exchange (where necessary).

C. ONE-STOP MANAGEMENT INFORMATION SYSTEM (OSMIS)

Registration is the point at which specific information is collected on an individual receiving a specific service. Individuals referred to Intensive Services from Core Services will, under most circumstances, be registered by the Employment Services provider (i.e., “pre-registration status”.) Following further assessment and a determination of eligibility, the participant will have their program specific registration completed, confirmed by the service provider, and entered into the Michigan Works! Statewide Management Information System.

The Michigan Works! One-Stop Management Information System (OSMIS) participant tracking and reporting system is used for all programs operated through the Michigan Works! System. Data entry requirements for both initial information and any subsequent changes or updates are critical. Information must be entered accurately and in a timely manner (i.e., within 2 business days of when the relevant information becomes known). Inaccurate data or a delay in the entry of data can result in a severe impact on the MWAs common measure outcomes that are driven by specific calendar dates.

It is therefore critical that service providers ensure that the MIS functions are adequately staffed with personnel that have a good working knowledge of the MIS functions, requirements, and the WIA Participant Management Information Guide (PMIG) and that this function is a priority for those staff assigned to MIS.

The service provider will enter and maintain information in the One-Stop Management Information System (OSMIS) and shall ensure timely and accurate collection and reporting of participant data, including, but not limited to:

· Completion of Enrollment, Status Change and Termination

· Completion of training documentation

· Maintenance of participant information
· Development and production of required state and  Kalamazoo/St. Joseph Workforce Development Program forms

· Complete and regular updates of the ISS

· Completion of case notes that document case manager/participant interaction, activity progress, issues that may be impacting participant progress, supportive services, follow-up services, and any other items that document decisions or issues impacting the participant.

D. GRIEVANCE PROCEDURES

The service provider will establish and implement a written procedure to handle client complaints and grievances.  The procedures will ensure that clients have the opportunity to present any complaints or grievances and clearly outline the process that must be followed for both an initial grievance as well as opportunities for appeal.  A copy of these procedures MUST be provided to the MWA if the agency is award the contract.

E. CONFLICT OF INTEREST

To ensure that the Service Provider, the Kalamazoo Michigan Works Agency, and the Kalamazoo/St. Joseph Workforce Development Board have full protection from apparent or real conflict of interest; the proposal must include Form E “Conflict of Interest Statement.” 

The identification of Workforce Development Board or Michigan Works Agency staff on this form does not eliminate a proposal from consideration.  It simply requires additional steps to be taken to address any real or apparent conflict of interest.

F. EQUAL OPPORTUNITY PROCEDURES 
Equal Opportunity

1) The service provider’s (organization’s) is required to have procedures in place for ensuring compliance with federal and state Equal Opportunity, Affirmative Action, and Non-Discrimination requirements, including the manner in which they are applied to the hiring, retention, and promotion of staff. You will describe how these practices would be applied to program customers in your proposal response. (See Form D).

2) Complete Form A-2, Equal Opportunity Certification.

Program Accessibility

The service provider may be required to complete a “Self Evaluation: Program Accessibility”. 

G. STAFF DEVELOPMENT

The service provider will ensure that staff assigned to specific functions are both qualified and trained to perform the task(s).  They shall ensure that current and new staff are:

· Informed of the overall Michigan Works! System and One-Stop Center services; and

· Informed and kept current of policy and compliance requirements of the program in which they are working; and

· Informed and continuously updated on the technical requirements for the specific task(s) to which they are assigned (e.g. eligibility determination, MIS, follow-up activities, teaching and instruction to individuals and/or groups, etc); and

· Provided the opportunity to participate in MWA or Michigan Works Association trainings and/or activities that will enhance there skills in performing there job and overall knowledge of the workforce development system.

H. RECORD RETENTION
Program records must be retained for a period of three years following the date on which the expenditure report containing the final expenditures charged to any program year's allotment is submitted to the US Department of Labor, Employment and Training Administration by the State of Michigan. This date is extended until existing audit/litigation problems are resolved." (References: 29 CFR 97.42 and 29 CFR 95.53)
 
The Michigan Works! Agency may amend, add, or delete provisions to this Statement of Work prior to the execution of any agreement that may result from this solicitation.

Section 7 – GENERAL ADMINISTRATION REQUIREMENTS
GENERAL PROVISIONS address the administrative roles and responsibilities of the Michigan Works Agency, vendor information, and process for the notification of awards and a number of provisions required by federal and/or state law as part of the solicitation process.  (See Reference # 7, “General Administrative Requirements” for detailed information.)


Section 8 – ASSURRANCES, CERTIFICATIONS, AND STIPULATIONS

ASSURANCES, CERTIFICATIONS, AND STIPULATIONS identifies assurances and certifications which are required by state and/or federal law as they pertain to the administration of activities authorized by the Workforce Investment Act and other relevant statues and regulations.  (See Reference #8, “Assurances, Certifications, and Stipulations” for detailed information.)

Section 9 – AGENCY INFORMATION, CERTIFICATIONS, AND EXPERIENCE
A. AGENCY INFORMATION 

Prior to contracting with any organization, the Kalamazoo-St. Joseph Michigan Works Agency requires pre‑certification of the proposer's ability to comply with State and Federal regulations in the following areas: 
1. FINANCIAL ACCOUNTING SYSTEM

All agencies that are not current subcontractors with the Kalamazoo-St. Joseph Michigan Works Agency must provide a copy of the most recent audit of the agency, or in the absence of an audit, a statement from a CPA that the agency/organization's accounting system and internal control procedures are adequate for the purpose of accounting for and reporting of Federal revenues and expenditures in compliance with generally accepted accounting procedures and Federal requirements.
2. PROGRAM PERFORMANCE REVIEWS

All agencies that are not current subcontractors with the Kalamazoo-St. Joseph Michigan Works Agency must provide copies of monitoring reports, performance reports, program (non-financial) audits, etc., that attest to your agency’s operational capabilities. The documents must be relevant (i.e., address program operations that are the same as or substantially equivalent to those proposed) and current (i.e., not older than 2 years).

If none of these documents are available, provide a description of how your program activities and operations are reviewed for quality and customer satisfaction.
3. LEGAL STATUS

All agencies that are not current subcontractors with the Kalamazoo-St. Joseph Michigan Works Agency must include documentation that shows Board resolution specifying who within your organization is assigned the authority to execute contracts and revisions to contracts.
B. CERTIFICATION DOCUMENTS REQUIRING SIGNATURE/AFFIRMATION

The following documents will be incorporated into any agreement developed resulting from this solicitation. They require the organization to execute by signature and affirmation. (See Reference # 11, “Certification Documents”.)  These documents do not require signatures for this solicitation process.

· Equal Opportunity Statement

· Certification Regarding Lobbying Certification for Contracts, Grants, Loans, and Cooperative Agreements

· Certification Regarding Debarment, Suspension, Ineligibility, Voluntary Exclusion Lower Tier Covered Transactions
C. ORGANIZATIONAL EXPERIENCE 

The Michigan Works Agency/Upjohn Institute’s primary consideration in selecting agencies or organizations as a result of this Request for Proposal is the effectiveness of the agency or organization to deliver services described herein in terms of the following criteria:
· Likelihood in meeting performance goals

· Quality of the services provided, and

· Meeting the program design specifications

· Cost

Agencies/Organizations must use Form F to respond to 
one of the following:
Current MWA Contractors
Organizations that hold current subcontracts with the Kalamazoo-St. Joseph Michigan Works Agency (Upjohn Institute) for workforce development services serving the populations described in these RFP Instructions will need to complete the requirements outlined on Form F  under “Current Subcontractor.”  Current MWA monitoring and evaluation reports will be used to assess organizational experience and demonstrated effectiveness.
All Other Agencies/Organizations

You will be asked to describe your organizations experience operating employment and training programs that serve unemployed, underemployed, economically disadvantaged populations, or individuals displaced from work through no fault of their own. For the agencies that have no experience you will be asked to describe your organization's past experiences that demonstrate the organization's potential for operating activities as described in these RFP Instructions. Include:
Section 10 – PERFORMANCE OBJECTIVES AND SERVICE PLAN

“Performance Objectives” identified on Form B of these instructions have been established under Workforce Investment Act. However, because the Federal WIA performance measures require data obtained from records not available to local authorities, this proposal has incorporated performance measures that will serve as “indicators” of success. 

As a matter of information, the Kalamazoo-St. Joseph Michigan Works Performance Measures for PY2007 and a summary of the PY2007 actual “Federal WIA Performance Measures” is included with these instructions and provides the technical explanation of the performance measures. (See Reference #5, “WIA Federal Performance Indicators & WIA Performance Measures Definitions)
Complete Form B, “Performance Objectives” by inserting your proposed performance goals. As necessary, these may be adjusted when final performance measures and standards have been negotiated with the State.

Section 11 – NARRATIVE RESPONSE/WORK STATEMENT

Expectations for the Kalamazoo-St. Joseph Michigan Works System have been identified in these RFP instructions. The narrative response must take into consideration not only what your organization would be directly responsible for, should your proposal be accepted, but also the level of reliance on other components of the local Michigan Works system and the community. 
Use Form “D” for your Narrative Response
Section 12 – STAFFING 
A. DESCRIPTION OF STAFFING

For staff assigned to provide Intensive Services, in whole or in part, provide the following information that describes the level of staffing. (These staff will also be listed on the “Staff Wage and Benefit Detail,” Form C-1).

B. RESUME`

You are asked to provide an updated resume` of all staff assigned to this project which includes there current position.

C. ORGANIZATIONAL STRUCTURE

You are asked to provide a chart that depicts the organizational relationship of the positions identified above. Include the line of supervision, FTE’s for each position, and relationship to non-WIA staff that may be assigned supervisory responsibility over WIA funded staff. 
Section 13 – BUDGET 
A. BUDGET INFORMATION AND FORMS

The forms contained in this RFP have been produced in an electronic spreadsheet format (Microsoft Excel). The individual forms are presented as separate “worksheets” and are electronically linked to each other. Therefore, they are intended to be completed in the order presented. Instructions pertaining to data entry in specific cells are included on each form. Please review the “Instructions” tab prior to completing any of the Budget Forms.
1. Staff Wage and Benefit Detail (Form C-1A through C-1C): The Staff Wage and Benefit Detail provide a breakdown of the wage and fringe benefit cost for each position funded for the proposed services. The detail from this form provides the detail necessary to complete the Budget Detail Worksheet. 

2. Budget Detail Worksheet (Form C-2): This form provides a detailed presentation of each of the line items appropriate for the activity proposed. Total expenses noted for each line item are transferred to the appropriate cost category/line item on the “Budget Summary”. Wage and benefit information is extracted from the “Staff Wage and Benefit Detail”.

3. Budget Summary (Form C-3): This form provides the summary of line item cost, by cost category. Information presented on this form is extracted from the Budget Worksheet. DO NOT ENTER DATA ON THIS FORM.

4. Expenditure, Enrollment, and Termination Schedule (Form C-4): This form will document the anticipated monthly of participant and expenditure activity throughout the contract period. Projections of the monthly activity will reflect what would reasonably be expected based on the program design. An equal monthly distribution of participant activity and/or expenditures is not reasonable and will not be seen as an acceptable response. 

B. BUDGET INFORMATION

1. Period of Budget - The budget presentation should reflect expenses for the period of performance stated in the proposal. The duration of this funding cycle extends from July 1, 2009 through June 30, 2010.
2. Budget Presentation - A line item budget is required for all proposals.
3. Budget Narrative (Form C-5) - The narrative will provide a description of the elements of each line item on the “Budget Detail Worksheet”  This is in Microsoft Word format.  Please follow specific directions when completing the narrative descriptions.  Examples of responses are provided. 
C. COST CATEGORIES

For purpose of this RFP, expenditures identified must comply with the limitations on certain costs as defined by regulation. All costs identified in the proposals submitted for consideration must be identified.
D. ALLOWABLE COSTS

Only costs directly related to the operation of the Workforce Investment Act (WIA) program and properly supported with back-up data and records will be allowable charges to the program. For shared time or shared facilities arrangements, where staff charges, facilities, utilities, supplies, etc. are to be funded by more than one source, a cost allocation plan must be included with each proposal.
E. INDIRECT COSTS
No indirect costs (i.e., charges based on a percentage of the budget or actual expenses) will be accepted as part of any funded proposal.

F. CHART OF ACCOUNTS

A “Chart of Accounts” provides a description of the types of cost that are most likely to be included in the respective line item of the budget documents. Because these definitions may differ from the descriptions that may be used by other organizations, please consult Reference #4, “Employment and Training Program – Chart of Accounts when assigning costs to your budget line items.
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Self-sufficiency is defined by the MDLEG as employment that pays at least the lower living standard income level for the most recent year. 





Financial Needs Requirements


WIA funding for training services is limited to individuals who:


1. Are unable to obtain grant assistance from other sources to pay for the cost of training, or


2. Require assistance beyond that available from other sources.
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