State of Hawaii
Department of Labor and Industrial Relations
Workforce Development Division

Request for Proposals

REP No. LBR 111-10(SCSEP)
Part-Time Community Service Training
Opportunities for Older Individuals

January 7, 2011

Note: If this RI'P was downloaded from the State Procurement Office RFP
Website each applicant must provide contact information to the RFP contact
person for this RFP to be notified of any changes. For your convenience, you
may download the RFP Interest form, complete and e-mail or mail to the
RFP contact person. The State shall not be responsible for any missing
addenda, attachments or other information regarding the RFP if a proposal is
submitted from an incomplete RFP,

{ltev, 1103}




Janvary 7, 2011

REQUEST FOR PROMISALS

PART-TIME COMMUNITY SERVICE TRAINING OPPORTUNITIES FOR
OLDER INDIVIDUALS

REFP No. LBR 111-10(BCSEL)

The Depachment of Labor and Tixlustrial Relations, Workforee Development Division, is
vequesting proposals from gualified applicants to operate Scaior Community Service
Employment Propram {SCSEP) subprojects in lhe State of Hawaii which will foster and
promote useful part-time epportunities i communily service activities for unemployed,
fow-income persons (ifty-five (55) years of ape or older with poor employmend praspects.
Pacticipation in SCSEP also sorves fo promote isdividual economic sell-sulliciency
through the benefits of unsubsidized employment. Program services shall include, but
ave not limited to:  Outreach and recruitment, eligibility determination, orientation,
assessment, individual employment plan development, counscling and case management,
development of conumumity service sssigmnents, training, job searchfjob placemcnt

assistance, and follow-up services. Mulliple contracts will be awarded under this request
(or proposals,

Proposals shall be mailed, postmarked by the United States Postal Service on or hefore
March 7, 2011, and received no later than 10 days from the submittal deadline. Hamd
delivered proposals sball be reccived no fater than 430 pan., Hawaii Standard Time
(HST), on March 7, 2011, at the drop-olT sites designated un the Proposal Mail-in and
Delivery Information Sheet. Proposals postmarked or hand delivered afler lho submitlal
deadline shall be considered late and rejected.  Theye ave no exceptions to this
requirentent,

The Department of Labor und Tndustrial Relations, Worktorce Development Division
will conduct an avientation on January 20, 2011 from 2:00 p.m. to 4:00 pan. [IST, ot the
Princess Raith Kcelikolani Building, 830 Punchbowl Strect, Reem 314, Honmoluly,
Hawaii. All prospective applicanis arc cncouraged to sitend the orientaiion,

The deadline lor submission of written questions is 4130 p.m., HST, on January 25, 2081,
Adlwrilten guestions will receive a wiitien response from the State on or about
Hebrunry 1, 2011,

Inquitics rogarding this RFP should be dirceted 1o the RTFP contacl person, Yvonne
Chong at 330 Punchbowl Streel, Room 329, Honolulu, Hawaii 96813, telephone: (808)
586-9262, fax:  {BO8)  S5806-8822, enmil: Yvonne.H.Chong@@hawail.gov

18:9* WolioeCover Leler {BRov, S0}



PROPOSAL MAIL-IN AND DELIVERY INFORMATION

SHELT

NUMBER OF COPIES TO BE SUBMITTED: 4 | B

ALL MAIL-INS SHALL BE POSTMARKED BY THIZ UNFIED STATES POSTAL SERVICE
(USPS) NO LATER THAN March 7, 2011 and receiveil by the state purchasing ageacy 5o

Inter tleae 19 days from the submittal deadline.

Adl MLadi-Ens

BPepaiment of Labor & Tnduslrial Refaticns
Workforee Development ivislon

6 Promehbowyd Strect, Roo: 329
Honoiufe, Hawali 26813

DLIR/AWDD RFF COORDINATONR

Yo Chong

PFar Futher Taforaalion o fuirics
Phowsa: (B8 5R6-9262

Fos:  (808) 536-§422

B-bhail: Yyonne, H.Chene@iluwaii. oy

ALL HAND DRELIVERIES SHALL BE ACCEPTLD AT THIE FOLLOWING SITES UNTIL
4:36 .M., Huwail Stundned Time ¢HS1), Mavel 7, 2011, Deliverics by privale mait services
sugh as FEDEX shall be consideret hand deliveries. Hand deliverics shafl not be aceepted if

received afler 4:30 pan., March 7, 201 1

Drop-off Sites

Oulu

Depatiment of Loabor and Indusirial Relations
Worklovee Developimen! Pivision

Prigeess Buth Keelikolani Building

20 Ponchibowt Streed, Room 329

Honelete, Pawaii

Enst Hawali:

Depariment of Labor am) Indusivial Relations
Workforee 2evelepmest Division

Gig Islsnd Workplace Conmection-Tlilo

1960 Kina'ote Street, Room 102

i, Hawaii

Wesl Hawall:

Department of Labor and fndustrisl Relationy
Wenklores Development Division

Big Gadangd Workpiree Conneotion-Kona
74-5565 Luhia Street, Building ©, Bay 4
Kona, Hawaki

Maui:

Ereparkment of Labor and industrinl Relations
Workforee Dovelopment Livision
WoerkSource hMaul

2064 Wells Streel, Suite 108

Walludon, Hawaii

Kanal:

Departiment of Labor and Industria! Relalions
Warkfarce Pevelopment Division

Kawai Workwiso!

A444 Rice Sfveet, #302

Lihwue, Hinvvaki
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Section 1

Administrative Qverview




Section 1
Administrative Overview

Applicants are encowraged fo read ench section of the RFP thoroughly, While
sectiens such as the ndministeative overview may appear similar among RFPs, state
purchasing agencies may add additional informatien as applicabie, It is the
responsibility of the applieant to understand the requivements of ench RTT.

1. Procwrement Fimetable

Mote that the procurcient timetable represents the State’s best estimated
schedule. Contrnet stavt dates way be subject to the Bssnance of a notice o

progecid.

Aclivity Scheduled Hate
Public nolice announcing Request for Proposals (RIFP) 010772011
Distribution of RFP Q07201
RFP oricntation session 01204201 1
Closing date for submission of written questions lor wrilleh respodises 02572001
State purchasing apency's response o applicants’ written gueslions 01426-

020012011
Liscussions with applicant prior to proposal submittal deadline (eptional) _02/14/2011
Proposal submittal deadline 03/07201 1
Discussions wills applizan afler proposal submittal deadline {optional) _03/31/2011
Final reviged proposals (optional} 03/15/201 1
Proposal evaluation period Mid 0372011

to Mid

04201t
Provider selection Late 42011
Notice of siatement ol lindings and decision Latc 4/201]

or Larly

e

Contract start date _ 012000

M Agbministontive Sverviow {ov. BA8)
i-1



IL,

Website Reference

'The State Procurement Office (SPO) website Is http://hawaii.gov/spo/

. Cliclke
1 Progurement of Health and Human “[ealth and Human Services, Chapter 103F, HRS...
Services _
2 RFP website “Ilealth and Human Services, Ch. 103F,,." and
- "The RFI Websile" (located under Quicklinks)
3 Hawaii Administeative Rules “Statutes and Rules” and
(HAR) for Procurement of Health “Irogurement of Health and Human Services”
and Human Scrvices
4 Forms “Tealth and FHuman Services, Ch. J03F..." and
o “For Privale Providers” and “Forms” _
5 Cost Principles “ealth and Human Services, Ch. 1031, and
- = - "For Private Providers” and "Cost Pringiples”
6 Standard Contract -General “Health and Human Services, Ch. 1031..."
Canditions “For Private Providers” and "Contraet Template — General
o Conditions” .
7 Protest Forms/Procedures “Health and Human Services, Ch. 103F,.." and

“For Private Providers” and “Protests”

Nm:—hl'(} websites

(Plense note: website nddresses may change from time to thme. T n Jink is not active, vy the State

of Hawall website af hitpadhawaii.gov)

Ior ] Go to B
H Tax Clearance Forms (Department Lontgs S Mawail rov/iny/
of Taxation Website) click “Forms”
9 Wages and Lobor Law It Heapliol hawaiimov
Complinnee, Scction 103-055, click “Bill Status and Documents™ and “Browse the TIRS
TIRS, (Hoawaii Sinie Legislature Seclions.”
webaite) _ )
10 Department of Convnerce and hiip: lmwallypovideca
Consumer Attairs, Business click "Business Registration™
~ Regisiration B
11 Campaign Spending Commission it Mhawail.povie s
| 12 Hawaii Compliance Express littps:/ivendors.chnwali gov/hee/splashiwele onie. il
III, Authority

This RFP is issued under the provisions of the Hawaii Revised Statutes (HRS)
Chapter 1031 and its administrative rules,  All prospeclive applicants are
charged with presumptive knowledge of all requirements of the cited
authorilics.  Submission of a valid exceuted proposal by any prospective
applicant shall constitute admission of such knowledge on the part of such

prospective applicant,

P Adiministiative Dvcrview (Roy. 908)




IV,

¥,

REP Organtzation

This RFP is organtred inlo five sections:

Seetion 1, Administrative Qverview: Provides applicants wilh an overview of
the procurement process.

Section 2, Service S;mc{ﬁmffﬁux: Provides applicants with a pencral
descrintion of the Lasks lo be performed, delincales provider responsibilitics,
and defines deliverables (as apphicable).

Seetion 3, Proposal Application Instractions: Describes the required fornmt
and content lor the proposal application. :

Section 4, Proposal Evalnation: Describes how proposals will be evalualed
by the slate purchasing ageney.

Seciton 5, Attuchmenty: Provides applicants with infovmation and forms
necessary to complete the application,

Contracting Office

The Contracting Gliies is responsible for overseeing the contract(s) resulling
Fow this RFP, inchuling systemy operations, fiscal ageni operations, and
moniloring and asscssing provider performance. ‘The Contracting Office is:

Department of Labor and Industrial Relations
Workforee Development Division

830 Punehbow! Street, Rooin 329

Honoluhy, Hawaii 96813

Phone:; (808) 586-9262 Fax: (BO8) 586-8822

Ovrientation

An orientation for applicants in refevence o the request for proposals will be
held as follows:

Date: _Thursday, 01/20/f1  Time: _2:60 p.m,

Location: Princess Ruth Keclikoiani Bniiling
#30 Punchbowl Street, Room 314
Houokalu, Hawnif

Applicants are encouraged to submit written questions prior to the aricniation.
Impromptu questions will be permitled at the orientation and spontanecus
answers provided at the stale purchasing agency's discretion,  However,
answers provided at {he orientation are only intended as general dirgction and

RFI Acdprinistentive Overview (ew, 908)
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VIL.

VI,

may nol represenl Lhe stale purchasing agency's position. Foumal official
responses will be provided in writing. To chsure & writton response, any oral
questions should be submitied in wriling foflowing the close of the
ovientation, bul no later than the submitial deadiine for written questions
indicated in the pacagraph VII, Submission of Questions.

Subntission of Questions

Applicants may submit questions to the RFP Contact Person identified in
Section 2 of this RFP. Al written questions will reccive s wrilien response
from the slate purchasing agencey.

Deadline oy submission of written questions:

Date:  Tuesdny, /252011 Time: 4:30 pan, HST

State agency responses to applicant written questions will be provided by:
Diate: Between (1/24 and (12/01/2911

Submission of Proposals

A. TForms/Formais - Forms, with the caccption of program speeific
requivements, may be found on the Siale Procurement Office website
referred to in 1f, Website Reference. Refer lo the Proposal Application
Cheeklist for the location ol program speeific forms,

1. Troposai  Applieatlon  Identifleation (Form  SPO-II-200}.
Provides applicant proposal idenlification.

2, Proposal Appliestlon  Cheeklist, Trvovides  applicanis  with
information on where to obtain the required forms; intormation on
progeam specific requivements; which forms are required and the
order in which alt components should be assombled and submittexd
to the state purchasing agency.

3. ‘Table of Contents. A sample table of contents for proposals is
focated in Section 5, Attachments, ‘This is a sample and meant as a
guide. The table of contents may vary depending on the RFP,

4. Proposal Application (Formy SPO-H-200A),  Applicant shall
submit comprehensive narratives fhal address all of the proposal
requirements contained in Section 3 of this RIFP, including a cost
proposalfudget iFrequired,

3. Program Speeific Requivements. Program specilic requirsments e
included in Sections 2, Service Speeifications and Section 3. Proposal

IWE Addukdiel shealbve Overvigw (e, WOF)
i



Application Instructions, os applicable. 1 required, Federa! and/or State
cerlifications are listed on the Proposal Application Checklist located in
Section 5,

Muitiple or Alternate Proposals. Multiple or alternate proposals shali
niot be acceptod unless specifically provided for in Section 2 of this RFP,
In ihe eveni allernate proposals ave not accepted and an applicant
submits allernale proposals, but clearly indicates a primary proposal, it
shall be considercd for awavd as though it were the only proposal
submitted by the applicant,

Tax Clearance, Pursuant to HRS Scction 103-53, as a prerequisite to
entering inlo conlrncts of $25,000 or more, providers shall be required to
submit a fax cleavance cortificate issued by the Hawnaii Siale Departinent
of Taxation {(DOTAX) and the Tnternal Revenve Service (IRS). The
ceititicate shall liave an oviginal green certified cony stamyp and shall be
valid for six (6} months from the most recent approval stamp date on the
certificate.  'I'ax cleavance applications may be obtained from the
BPepartment of Taxation.website. (Refer to Ihis section’s part 11. Website
Referenee,)

Wages and Labor Law Campliance, 1f applicable, by submitting &
proposal, the applicant certilies that the applicant is in compliance with
HRS Section 103-55, Wages, howrs, and working condilions of
employees of contractors perforning services, Refer to IIRS Section
103-35, at the Hawail State Legislature websile, (See purt TH, Websile
Reference.)

Complianee with all Applicable State Dusiness and Employmont
Laws., Al providers shall comply with all laws govarning entitics doing,
business in the Stale.  Prior to contracting, owners of ali forms of
business doing business in the atate oxcept sole proprietorships,
charitable organizalions, unincovporated associalions and forcign
insurance compaiies be registered and in good standing with the
Departiment of Comimerce snd Consuiner Atfaivs {DCCA), Business
Repistration Division. PForeign insurance companics must register wilh
DCCA, Insurance Division. More information is on the DCCA websile.
{See patt 11, Websile Reference,)

Hawsil Complance Express (NICE), Providers may register with HCR
for online proofef DOTAX and IRS tax clearance, Department of Lahor
and Tndustrial Relations {DLIR) labor Jaw complisnce, and DCCA good
standing compliance, There is a noninal annual foo for the service, The
“Cettificate of Vendor Complinnce” issued online through HCE provides
the registered provider's chvent compliance stalus as of fhe issuance
date, and is accepted for both contracting and final payment purposes.

TEH Advinistnuive Ohaavieer (e, @08
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H,

Refer to this section’s parl [{. Website Reference tor HCE’s website
address.  Nongovernmenlal contitics selegted F

nrocurement shalt be required lo. participate with Hawaii Compliance
Lixpress at the tine ol conlracling,

Campalgn  Costributions by State and County Confractors.
Providers are hereby nolified of the applicability of HRS Section 11-
205.5, which states ihal cmnpaign contributions ave prohibited from
specificd State or county govermnent contractors during the letm af the
contract if the contractors wre paid with fonds approjriated by a
Tegislative body, For more information, FAQs arc available at the
Campaign Spending Commission webpage,  {Sec part 1I, Website
Reference.)

Confidential Information. [f an applicant believes any portion of a
proposzi contains information that should be withheld as confidential,
the applicant shall vequest in writing nondisclosure of designated
proprictary dala o be confidential and provide jastification lo support
confidentiality.  Such dala shall accompany the proposal, be cloarly
markod, and shall be readily separable fiom the proposal to facilitate
eventual public inspection of the non-confidentin! sectiops of the
proposal,

Note that price is not considered confidential aud whil not be witdtheld.

Confidentiality of Personal Infermetion. Act 10 relaling to pessonal
information was coacied in the 2008 special logislative session. As a
result, the Attorney General’s Genoral Conditions of Form AG Fomm
103F, Confidentiafity of Personal Informaiion, has been amended to
mehule Seclion 8 reparding protection ol the use and disclosure of
personn] infermation administored by the agencies and given to third
partics,

Proposal Submittal, Al mail-ins shail be postmarked by the United

States Postal System (USPS) and received by the State purchasing

sgency no later Lhan the submittal deadlive indicated on the atlached

Proposat Mail-in and Delivery Information Sheet. Al hand doliveries

shadl be received by the Stale purchasing ageney by the dale and time

designated on the Troposal Mail-In and Delivery Information Sheef,

Proposals shall be rejecied when;

o Postmarked atter the designated date; or

o Posimarked by the designated date but nol received within 10 days
from the submitial deadline; or

o IThand defivered, received after the designated date snd lime.

RET Achvindstrabive Cverviow o, 90083
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IX,

X1,

XII,

The number of coples requived is located on the Proposal Matl-In and
Delivery Tnlbrmation Sheet. Deliverics by private mail services such as
FEDEX shall be considered hand deliveries and shall be rejecled if
veceived alter the subumiltal deadline. Dated USPS shipping labels are
nol considered postmarks.

The Department of Labor and  Industrial  Relations, Workibree
Developmen! Division will_not_aceept faxed poposals andfar
stbmission of propusals on diskette/CD.  In addition, the transmission ol
proposals vin emuil, wehsite ov other clectronic means wili not be
permitied,

Discussions with Applicanis

A,

B,

Prior to Sulmitly] Deadling. Discussions may be conducied with
patential applicants to pomote understanding of the purchasing
aponcy’s reguirements.

After Proposal Submittad DenadBine - Discussions nway be conducted
with applicants whose proposals are determined to be veasonably
susceplible of being selected oy award, but proposals may be accepted
without discussions, in accordance HAR Section 3-143-403,

Opening of Proposals

Upon receipt ol a proposal by a siatc purchasing ageney at a desipnated
localion, proposals, moditications to proposals, and withdrawsls of proposals
shall be date-stamped, and when pousible, time-stamped.  All documents so
received shall be held in o secure place by the stale purchasing agency and not
exainined for cvaluation purposes until the submilial deadfine.

Procurement files shall be open to public inspection alter a contract hay hﬂen
awarded and executed by all partics.

Additional Materials and Documentation

Upon request from the state parchasing agency, cach applicant shatl subiit
any additional materials and decumeniation reasonably required by the state
purchaging agency in its evaluation of the proposals,

RI'P Amendments

‘The State reserves the right to amend this RFP at any time prior to the closing
date for the final revised proposals,

HEP AdmienisBative Dvarview {Rev. STE)



X111,

XIV,

XV,

X¥Y1,

XVIL

Final Revised Proposals

I requested, final revised proposals shall be subinitted in the manner, and by
the date and time speeified by the stale purchasing agency. I a final revised
proposal is sot submilted, the previous submittal shall be construcd as the
applicant’s best and final offer/proposal. The appficant shall submit only the
sectioa(s) of the proposel that are amended, along with the Proposal
Application Identification Form (SPO-H-200), Ator final roviscd proposals
are received, final evaluations witl be conducted for an award.

Cancellation of Request for Proposal

The RFP may be cancoled and any or ail proposals may be rejected i whole
of in pait, when it is determined fo be in the hest interests of the State.

Costs for Proposal Preparation

Any costs incurred by applicants in preparing or submitting a proposal ave the
applicant’s sole responsibitity,

Provider Parlicipation in Planning

Provider participation in a stale purchasing agency’s elforts to plan for or o
purchase health aud human services prior 1o the state purchasing agency's
release of a RUP, incloding the sharing ol information on community necds,
best practices, and providers’ resources, shall nol disgualify providers from
submilling proposals if conducted 1t accordance with HAR Scctions 3-142-
202 anel 3-142-203,

Rejeetlon of Proposals

The State reserves thie vight to consider as acceptable only thoss proposals
submitted in accordance with all requivements set forth i this RFP and which
demonstrale an understatding of the problems involved and comply with the
service specificalions. Any proposat oflering any other sot of terms and
conditions contradictory to those included in this REP may be rejocted withoul
firther notice,

A proposal may be automatically rejected for any one er more of the
folipwing reasons:

(1) Rejection or failive Lo cooperate or deal in good laith,
(HAR Scction 3-14§-201)

(2)  Rejection for inadequate accounting system, (HAR Scetion 3-141-
202}

(¥ Laic proposals (HAR Scction 3-143-603)

PP Adptinistativo Overview [Rev. T84)
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XIX,

(4)  Inadequate response (o regquest for proposals (HAR Scetion 3-143-609)
{3} Proposal not responsive (HAR Section 3-143-0100)(1})
()  Applicant not responsibie {ITAR Section 3-143-610(2){2))

Notiee of Award

A statemenl of findings and deeision shall be provided to ali applicants by
mail upon completion of the evaluation of competitive purchase of service
proposals,

Any agreement arising ouf of this solicitation is subjcet 1o the approval ol the
Depariment of the Atterney Geneval as 10 fori, atl o all livther approvals,
including the approvai of the Governor, reguired by statute, regulation, rule,
order or other direelive,

No work is to be undertaken by Uke awardee prior to the contract
conymencement date. The Staic of Hawaii is not liable for any costs incwrred
priot to the official atarting dale,

Protests

Aay applicant may Tile a prolest against the awarding of the contract, The
Notice of Protest form, SPO-H-801, is svailable on the SPO websile, (Sce
paragraph Ii, Website Relerence.} Only the following matters may be
nrotestedd.

(1} A siate puichasing agency’s failure to lollow procedures established
by Chapter 163F of the Hawait 1leviscd Stalules;

{2) A state parchasing agency’s Liture Lo follow any rule cstablished by
Chapter | G3F of the Hawsii Revised Statules; and

(3 A stato purchasing agency’s failure 1o folivw muy procedore,
requirenient, or evaluation critorion i a request for proposals issoed
by the stato purcliasing sgency.

The Notice of Protest shall be postmarked by USPS or hand delivered to 1) the
head of the state purehasing agency conducling the prolested procurcment and

2) the procurement officer who is conducting the procuwrement {as indicaled
below) within five working days of ihe postinark of the Notice of Findings and
Decision sent to the protostor.  Delivery services other than USPS shall be
considered hand deliveries and considered subimilled on the dale of actual receipt
by the state purchasing aponcy,

P Adimimtsirative Ceonview {ew 9/08)
1-9



XX,

X X1,

XXIIL

'Head of State Purchasing Agency
_Name: Dwight Takamine

Title:  Indevii Direclor

Procwrement O fficer

| Title:

Name: Suzanne Okazaki
Acting Business Mpmit Clicer

M':i"i"!-ing Address: 830 Punchbowl Street
Room 321
,,,,,,, Honolalu, 111 96813

Mailing Address: 830 Punchbowl Street
Room 30U
Honoluly, BT 95813

Business Address: same

Availability of l‘"l-ill(is

Business Address: same

The award of a contract and any allowed renewal or extension thereod, is
subject fo allolments made by the Dircelor of Finance, Statc of Liawaii,
pursuant 10 HRS Chapicr 37, and subject to the availability of Statc andfer

Federal fonuds,

General and Special Conditions of Contract

T'he peneral conditions that will be imposed contractually ave on the SPO
website, (See paragraph 1, Website Reference). Special condilions may also
be imposed contractually by the state purchasing ageney, as deemied

noCoessary,

Cost Prineiples

in order o promole waiform purchasing praclicos among state purchasing
agencies procuring health and human services under HRE Chaptor 103F, state
purchasing sgencies will ulilize standard cost principles oullined in Fonn
SPO-11-201, which is available on the SPO website (sce parageaph 11, Websile
Reference). Mothing in this section shatl be consirucd to create an exempiion
from any cost principie arising under federal law,

REFF Adwdniatdve Overviow Qev, $i08)



Section 2

Service Specifications




Section 2
Service Specifications

Introduction

Al

Overview, purpose or need

Title V of the Older Americans Act Amendments ol 2006 cstablishes Lhe
Sentor Comuumily Scrvice Bimployment Program {SCSEP). SCSEP provides
eligible, unemployed, low-income individuals who are 35 years of age and
older and who have poor employment prospects, an oppertuniy io engage in
ugelul, part-time community service activitics at public or S01{e)3) nonprofit
agencies 1hwough which they may gain the skills and sbilities ihey need to
transition into ansubsidized employment.  The program offers participants
individvalized assvssment, individual cmploynment plan  development,
counseling, case management, on-lhe-job fraining, supportive scrvices and
other services thal will enable them (o enbance their economic seil-
sufficiency.

Basced on the U8, Censug’ Esthnates of e Resident Populstion by Single-
Year of Age and Sex in the United States data, over 25% of Hawail's
population in 2005 was 55 years of age or older. ‘The 2000 census indicated
sl appoxiniaicly 7.4% of these older individuals ave st or below poverly
level, Hawail's older population is increasing at 2 mucl Bgher vale than the
popuiation as a whole. Belween 1980 and 2000, the manber of individuals 60
aud above increased by 82% while the total population increased by only
26%. With the aging of the baby boomer poputation, by the year 2020, it is
eslimated thal over one in Tour individuals m Hawait's population will be 60
years of age and older. 1o addition, liawaii’s life expectancy is currently the
highest in the nation.

An increasing nunmber of seniors ave finding that their retivenient income is not
sulficienl. Some of these individuals have long relied on the income and
support of a spouse and have little or no cmployment history, The corront
cconomic sitnation of the state and the nation has alse wreaked havoo on
maiy sehiors’ rofirement plans as they have scon thelr investment nest egy
shrink or practically disappear. The assurance of ceonomic sceurity has been
listed as one of the primary necds of older adults and {(he lack of such
assurance places these individuals al a greater visk of physical and mental
health dectine.

As the aumber of older individuals and their need for financial suppoit
increnses, the State will need to develop additional means of providing older

IPY Bowwioe Spoci fteations { By, 208
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C.

individuals access to training, employment and re-employment opportunitics.
Through paticipation in SCSEP, older individuals can gain scif-csteom,
dignity, and mlditional econciic suppost,

Planning activities conducted in preparation for this RFP

The Depaciment of Labor and Industrial Relations published a Request for
information (RFI} Nolice en the Stale Procurement Notice websife on October
19, 20184, The RFI requested information, comments and input lrom current
providers and mterested parties us to 1) how program pavticipants may be able
to address commmunity nceds thru their participation in SCSEP, 2) how the
project may increase the recruitment of eligible low-income older individuals
with low employment prospeets, 3) how program cootdination and delivery of
scrvices can be improved, and 4) how progran parvticipants may be trained to
address the worker shortages within (he State. Inpul was also requested from
the members of the Policy Advisery Board fov Blder Aftalrs (FABREA), the
advisory board of the Statc Lxcecutive Gffice on Aging, Mo responses weie
received from the REL that was published or PABEA,

Deserlption of the goads of the serviee

‘I'he goals of the project(s) ave as follows:

o To contribute to general welfare ol the communily, especially in the
provision ol services (o Lhe elderly;

e To increasc the cmployment opportunities for eligible oller
individuals, cspectally individuals with poor employment prospects;

e ‘To provide training that is necessary to make the moal effective usc of
the skills and talents of the parlicipants who are envolled i the
program;

o To provide eligible individuals subsidized employment opportunities
in ennmmunily services al faciliticsfprojects 1hat are operated by public
or private nonprofit 501 (c}(3) entitics;

o To provide training for jobs in growth industries or jobs reflecting new
technological skills;

¢ To provide services and aclivitios in a manncr which is sensitive to the
feurning styles and needs of older individuals;

o To provide services and activities which will resull in increased
cmployment and camings, increased educational and ocoupalional
skitls and decreased welfare dependency;

o To provide apportinities for participanls fo engage in connmunity
service activities which ave in the communily in which they reside oy
in nearby communitics;

o To serve the needs of efigible fndividuals who are of & minority race,
have linited BEnglish-speaking copabilitics, andfor who have the
greatcst cconomic needs;

BRET Serviee Spectoidbans { By, W0R)
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¢ To provide the scrvices and activitics which wiil result in meeting or
exceeding the aunuatly established performance stamdards; and
o To promote Lhe hiving of older individuals.

Description of the target populadion to e served

Selected program operators shall be responsible for determining participant
eligibility based on the following criteria:

.

d.

Unemployed: Ao individual who is withoul a job and who wants and is
available for work,

Age: Program participanis shall be o less than 55 years ofage. No upper
age limit shall be imposed for initial and continved enroliment.

Low-Tncome:  The income of the program applicant’s family during the
twelve (12} months or six (6) months period prior 1o gpplication on aw
annualized basis shalt not be more than 125% of poverly puidelines for the
State of Hawaii that has been established mul is pericdically updated by
the U.8. Department of Heslth and Human Services for the family size.
Family shall be delined as: 1)} Husband acd wife, 2) hasband, wife and
dependent children, or 3) parent or guardian and dependent children who
are Hiving in the same vesidence, A person with a disability may be treated
as a “family of one®” for income eligibility purposes. BException: If the
applicant is claimed as a dependent on the Vederal ingome 1ax retum of
apather fanily member with whom they reside, family sholl mean a group
of twe or more individuals related by birth, marriage or adoption and
resiling together, In such cases, the income of all famity members shall be
included when determining income cligibility.

Place of Resldence: The program applicant shali reside in the State of
Hawait argl witliin the scrvice aren where the project is authorized.

Envollment Priorifies: Envollment priovities shall apply io vacand positions
and not be interpreted to require (he lermination of any eligible participant.
Shemld there be a waitlist of cligible individuals waiting to be enralled into the
progra, eligible individuals who have one or more efthe following criteria
shall have priorily for envolfliment:

Arg 65 years of age or older

Have a disability

Rave limited Bnglish proficiency or low Hteracy skilis

Reside in a rural area

Are veterans or ¢ligible spouses of veterans

Have low employment prospects

Have failed to Bnd cmployment aller using services provided through
the Title [ of'the Workforee Investment Act of 1998 or

bl ol ol
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B, Arc homeless or al visk ol homelessness

In comphisnece with the Jobs for Veterans Act, priority of service shall be
provided to eligible veterans and yualified spouses of veterans® in e
following order:

By An individusl who qualilies o a veteran or qualitied spouse of veteran®
ancl who possess al least one of the olher prioily characteristics

2) An individual who qualibes as a veteran or qualified spouse of a veleran™
who do 0ot possess any other priority of service characteristics

3 An individua! who docs not qualify as & veteran or qualified spouse ol'a
veteran™ who possess at lcast one of the other priority of service
chavacteristics

4) An individual who does nol qualily as a veteran or qualified spousc of a
veteran® who does not posses any of'the other priority of service
characteristics
* A qualified spouse of a veteran is defined as the spouse ol s velaran

who dicd of a service-connected disability; the spouse of a member of

the Arincd Forces on active duty who Ias been listed for a total of

more than 940G dayy as missing i action, captored in the line of duty by

a hostile force, or forcibly detained by a foreign governiment or power,

the spouse of any veteran who has a total disability resulting fiom a

service-conmected disability; and the spouse of any veteran who did

while a disability so cvaluated was in oxistence,

The selecied program operalor should develop culresch, recruitnignt,
and selection wmethods which, to the extent feasible, resuils in the
snroliment of eligible individuals who are of minority eibnieity,
individuals who are limited English-speaking, individuals who are
American {ndian, and individuals who have the prealest economic
necd, al least in propordion fo Their numbers io the area, taking inte
consideration thedr rates of poverly and wnemployment,

{eographie coverage of serviee

Service srens 1or this REP shall be 1) the City and County of Honclulu, 2) the
County of liawaii, 3) the County of Kauai, and 4) the County ol Maui,
Respondents to this REP may apply for one or all of these nrens. Respondents
must be able to demonstrate their capacity to provide the required serviees in
all service areas for which they apply.

The services, including the physical location of the projeci(s) and the hours of
operation, must be aceessible fo the target population residing in the Staie of
Hawaii and be available in areas where high concentrations of the terpel
population reside, Awards of muliiple contracls may be consiclered if it i in
the best interest of the State.

A Sorvice pecificanions Clov, 15
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Probable fundirg amonuts, sowree, and period of avallabbity

All of the funds available for this REP are contingent upon federal
appropriations to the Stale. No portion of the funds for this REP will be from
State sources. ‘The available SCSEP funds are allocated (o the four counly
service areas on an equitable distribution basis utilizing the census data of
ehigible older individuals residing in each county. The anticipated funding
amounts and the allocated SCSEP positions by county are based on our
current year’s fiunding and aliccations:

Coumty Anlisipatled Allosation  Allocated Mositions
County of Hawaji $  386,765.00 42
City wnd Couniy of Honololo $ 1,630,593.00 179
County of Kauai £ 127,680.00 14
County of Maui $ 254731.00 28
TOTAL $ 2,400,178.00 263

Subieel (o the availability of funds, the iitial conlract peried is plasmed for
July 1, 2011 10 June 30, 2012, Af the diseretion of DLIR/WDLD, the contract
may be extended for up lo thres additionsl twelve-month period beginning
July I, 2012, subicct to the continuing availability of federal funds and the
satistactory porformance of the contractor, All funding levels are subjeot lo
Congressional appropriation.  In addition, failure 1o meel satisfaclory
performance levels for two consceulive years may result in sanctions, reduced
funding or loss of contract.

Tunds must be allocated within the following cost categories s remain
within the following cost limils:

Cost Crlegory Cogd Linilation

Adminisiration Mot move than 9%
Program-Parlicipant Wages and Prinpe Not less than 75%%
Program-Other Parlicipant Costs Remaning Funds

‘The cost categories are defined in Section 111, Scope of Work below.

Increases or decrenses in fimding levels in succeeding years arc subject 10
federal appropriation of Rinding 10 the State of Lawaii for the purposc of the
operation of Uitle ¥, Older American Act projcets.

REF Servire Spoectiications (o, i
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IL General Requirements

A.

B.

Specific qualifientions or requirements, including but not limited to
licensure or acereditation

o The applicant must be a federal, state or local public ageney or a private
nonprofit entity with a 501(¢)(3) designation from the Internal Revenue
Services,

o The applicant must adapt their provision of services to meet the needs of
the target population in an effective and sensitive manner.

e Compliance with Public Law 109-234: Public Law 109-234 sots a limit
on the salarics and bonuses at a rate equivalent to not more than Executive
Level 11 on the Federal Office of Personnel Management Website
(www.opm.gov) under Federal Salaries and Wages, This rate is currently
set at $179,700 per year and is updated annually, No individual funded
through this grant may receive a salary plus bonus that oxceeds the
Lixccutive Lovel 1 rate. This limitation affects all individuals funded

through the award, inchuding individuals who are paid through
subconlracts,

Secondary purchaser participation
(Refor to HAR Section 3-143-608)

After-the-fact secondary purchases

Will be allowed,
Planned secondary purchases
There are no planned secondary purchases.

Multiple or alternate proposals
(Refer to HAR Section 3-143-605)

[] Allowed < Unallowed

Single or multiple contracts to be awarded
(Retfer to HAR Section 3-143-2006)

[ ] Single < Multiple [[] Single & Multiple

Criteria for multiple awards: Sepavate contracts will be awarded based on
planned service arcas. In addition, multiple contracts may be awarded in the
City and County of Honolulu to expand the availability of services lo program
participants.

RET Serviee Specilications (e, W0E)
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17 Single or mnlti-term contracts fo e awarded
(Refer to HATR Section 3-149.2302)

[_1 Single term (2 years or Jess) DX Muiti-term (more than 2 years)
Conlract torms’

Initial ierm of Contract: July 1, 2011 to June 30, 2012
Length of Each Bxiension: Twelve Months

Number of Possible Bxtensions: Three

Maximum Length of Contract:  Four Yeoars

Conteacis will be awarded on a yearly basis as lederal lunds for this propram
is generally appropriated on & single program yewr basis from July { {o June

30. The initial period shall commence on the coniract start date or Notice to
Proceed, whichever is later,

All extensions must be in swriting,
I, RFP contaet person

The individual listed helow i3 the sole point of contact from the dale of release
ofthis RFP until the sclection of the successfol provider(s). Written questions
should be submitted to the RFP contact porson and received by the day and
Lime speciied in Section |, paragraph T {Prochrement Timetable) of this RIFP.

Yvonne Chong

Departiment of Labor and Industrial Relations
Workforce Development Division

830 Punchbow] Street, Reom 329

Honoluly, M1 96813

Phone: (B0B) 586-92062 Fax: (308) 386-8822
Email: Yvoine H Chong@dhawaii.gov

[E, Seope of Work
The scope of work encorpasses the foliowing tasks and responsibilitics:

A. Service Actlvities
{(Miniinam and/or mandatory tasks and responsibitities)

BFI* Servloe Rppocl Bealions (Ray, B
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The servicesfactivities of the projeet nust be determined to be necessary amd
reasonable lo achieve the objectives of the project. The services/aclivities are
atlocated info thiee cost categorics-—Administeation; Participant Wages and
lringe Benelits; and Other Program Cosls. Scrvicesfactivities shall include,
but are not timited 1o, the following:

1.

Administrative Costs and Tanetions

The vosts ol administration arc the necessary, ressonable and allocsble
persennel and non-personncd costs associated wilh the following:

I

L.

‘T'ho costs of performing overall geners! administrative funclions
and providing for the coordination of fmetions such as:

t) Accounting, budgeting, tinoneial, and eash wmanagement

functions;

2) Proewrement and purchasing functions;

3 Property management finctions;

4) Personnel management funclions;

5) Payrall functions;

&) Coordinating the resolution ol findings arising fom audits,
reviews, invesligations, and incident repors;

7) Audit functioos;

£) General lepal services Binetions;

9) Developing sysloms and procedures, inchading information

systoms, required for these administrative thnclions;

10} Prepaing administrative reports; and

11)  Other activities necessary for the genecal adsinistration of
governiment finds and associated program.

The cosls of performing ovorsight and monitoring respensibilitics
related Lo adpinistrative lunctions.

‘The costs of goods and services reguired 1or administeative
functions of the prograny, including such cosls as rental wy
purchasc of cquipment, utilities, oflice supplics, postage, and rental
and maintenance ol oflice space,

The Irave! costs incorred for official business in carrying out
adininistraiive activitios ot overall management,

‘The costs of mformation systems refuted to administrative
functions (for example, personiel, procurement, purchasing,
prapedy management, accounting, and payrell systems) including
the purchase, systoms developmient, and operating costs of such
sysicing,

Cost of technica! assistance, professional orpanization memboership
ducs and evalualing results obtained by the project agains! stated
obiectives

33 Bervice Spoeifications (Rav, W0}
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2. Program Costs and Activitles

il.

b,

Program Costs-Participant Wayes and Fringe Benetits {inchuding
phiysical examinations).

i)

2)

3)

4)

Parlicipants in community service nssignments sha!l receive
wages ot a rate not less than the federal or state minimnum
wage, whichever is hipher, In addition, the service provider
shall also ensure that each participant reccives all fringe
benefits required by Iaw, inclading workors compensation and
unemployment compensation benefits.

Nol less thun 75% of the finds avatlable under this award shall
be used 1o pay wages and fiings benelits for program
pattivipants unless a request for waiver has been approved to
reduce the amount of fuls used for participant wages miul
fringe benefits 40 not less than 65%.

Each participant shatl be provided an opportunily to receive a
physical examination within 66 days of plucement into
communily service agsigniment and annually thevealler duving
eircliment. The participant has the option of whether to
provide e results of the physical examination to the program
operator. Participanis not accepting the epportunity to receive
the physical examivation will be required fo sign a waiver to
tliat effect, The thysical examination is a benefit and nol &
requirement,

SCSEP is a federal work-iraining prograny.  As such, while no
paid vacalion, sick, or holiday leave may be provided,
participants wifl be allowed (o work additional hows within the
next two pay periods, 1o make up lost parlicipation time which
results from sickness or agency closure duc Lo tederal holidays,
Such adjustiment can only be made if the revised schedule can
be aecommodated by the host agency where the participant
pertorams histher communily service.  Participants will only be
conpensated for thne actually worked. Payment into a
rctivement plan or pension benefits is not allowed.

Program-Other Costs

Program-Other Costs shall include, bul are not limited to, the
following:

1)

Outresch/Recvuitment: Contacting or inloriming
potentially eligible older individuals about the available
SErVices.

WP By vice Specibications {ev, 908)
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2)

2

3)

0}

7

8)

10}

Screening: Inilial interview with applicants to dotermine
appropiatencss mwd 1he ability of the agency to meet the
applicant's needs.

Lertification/Recontifleation: Annually verifying
eligibility of applicants/participants through the review of
documents and the preparation and signing of necessary
encollment torms. [nsuving entolliment follows the
priovities listed uder 1D, Target Population above.
Ovrientation: Providing each participant with a formal
arientation regarding the nature and objectives of the
project, polential employnent opportunitics, and
supportive services that the program can provide. Each
pavticipant shall also be informed of his/hor rvights,
responsibilifies, bonefits, and privilepes under the program,
Assessment/Evaluatbon: in-depth inlerviewing, lesling,
and observations which provide an examination of the
capabilities, necds and vocational potential of participants.
Such assessment shall be done at envollment and at ienst
Iwice a year thercafter. All appropriate information shall
be recorded.

service Plapuing: Developig o comprehensive
individual case management pian thal reflects the
participant’s cmployment goalls), appropriate achievement
chjectives, suppoitive service needs, sequence of services,
andd timetable {or atlaining goals,

Supportive Counseling: Providing cinoticual support and
employment counseling services to program participants,
Informntion and Referval: Providiog mformation and
reforring applicanis/participants o other appropriste
resources, a5 heeded, inclading the services of the One
Stop.

Commnmity Service Assignments: Developing
appropriale conununily service opporhunities and
piacement of participants into commimity serviee
assighments Usal will contribute 1o the general welfare of
the comommnity andlor provide services to the clderty. The
comnunily service assignments should make the moest
effective use of the gach paiticipant’s skills, interests anl
aplihwdes,

Host Agency Apreements: Providing an oricntation Lo
public or nonprofit agencies that avo willing o become
host agencics Lo progeam participants in the provision of
their commmity service assigninents. Developing
worksite agreements wilh each host agency 1o ensure that
participants receive adequale orientation snd instinclion
during thetr assipnment, Such ocientaiion and instruction
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1)

12)

14}

13)

16)

should provide the participant with a clear understanding
of their responsibilitics and enable them to porform as
productive and effective workers. The host agency
agreement should clearly specify the rights and
responsibilitics of the bost agengy,

Training Activitles: Providing or refesying participants to
classroom training, as neceasary, o acquire or improve
skills applicable (o the participant’s contnunity service
assighinent or placement into wnsubsidized employment,
Supportivo Services: Providing supportive scrvices that
will alleviate the partieipan{’s barriers and which will
allow suecesstul participation in the program and transilion
into unsubsidized employment,

Job Development and Placement Services: Providing
tabor market information; individuat andfor group job
scarch skills training; and refetral and placoment sevvices
through the development of imsubsidized job opportunitios
that fifs a participant’s skills and inlerests, Promoling the
hiring of older workers in the community.

Renssessmends Regular review and adjustment of
etiployability plans, as needed, to reflect the progress
nrade and/or the continuing needs of the participant,
Follow-Up Services: Providing follow-up services lo
participants who have enfered unsubsidized employment
for niot less than ene year after placenent into
umisubsidized employinent.  Follow-up services may
include counseling and supportive services which that will
alleviate problems and result in increased job retention,
Limitation on Pardiclpation: Bitoctive July §, 2007,
participants will be limited to an aggregate number of
pacticipation of not more than 48 months (whether or not
consecufive), The average parlicipation rate shail be 27
months of participation,

B. Management Requivements (Minfmu andfor mandatory requirements)

1.

Persoteic]

The respondenl must lave sufficient stall to administer and opersto the
proposed program. At a minimur, the agency must have staff capable of
performing in the following capacities:

a. I'rogram Administvation: Overall administration of all aspects of
program management including the development and
implementation of all program services and activities, the
compliance with federalfslate statutes and reguintions, the accurate

REP Hervico Speeilications (Rev, 08}
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andd timely submission of program and fiscal data and reports and
the appropriate cxpenditures of finds,

b, Staff Supervision: Oversightl and approvat of alt actions of line
stall in their dealings with program parlicipants, host agencics,
employers, andfor service providers.

e, Case Management: Provision of cage management services to
program participants, including the assessmenl of participant's
skitls, knowledge, abilities; the identilication of barriers to
employnent; the refarral to supportive services and the
development of a service plan for each participant,

d. Employment Counseling/Job Development: Provigion of
vocational counscling and support, veferral to appropriate basic
skills/literacy bruining, oceupational skills training, work
gxperience {raining, on-the-joir training, and job scarch skills
Iraining. Promoting the hiring of progran participants and older
wotkers, i general, to employers.

e, Fiseal SBupport: Overall administeation of sl aspects of fiscal
inanagement, including the praper aflocation of Tunds, and the
preparation and maistenance of aceurale financial records and
reports,

The minimum qualifications for individuals in the above capacity are:

I} graduation fom an aceradited collepe or university, 2) 2 minimum of al
least twelve tonths of cxperience in employment andl training or refated
tields, and 3) an understanding oFthe needs ol older individuals,

Propressively responsible administrative, professional, technical,
analytical, or investigative work cxperionce may be substituted for
education on g year-io-year basis,

Administrative

The respondent must cnsure that they are able (o perform the fallowing
administrative scrvices/activitios:

&. Case Recordation, Dala Collection, aud Reporting
The respondent shall ensure that it will keep records thal:

[} arcsufficient to permit the preparation of requiired reports,

2} arc sufficient to permit the tracing of {unds 1o a level of
expendiiure adequate to ensure that the funds hoave ot been
spent uniaw fully, and

3) contain all information requested by the State or the federal
linuling agency.
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Az the program data arc input into an inlernel-based compider
systeny, the respendent musi have aceess to conyputes(s) wilh the
following specificalions:

& Opeorating System of Windows X1 or belter

o A browser that supporls HTML and Java Script (preferably
[nternet Explover 8.0 or better)

o Hiail capabilities and

o  High-speed internet transinigsion,

The compniter(s} utilized for e SCSEP data collection must have
sufficient security protection to ensure only authorized persomnel
will have access to the dalgbase. 1Fselected, the respondent mst
also take measures lo ensure that the program padiicipan{s’
personal privacy information Chard copics as well as in eleelionic
fites) will be protected and kept confidential,

Audis

The respondent must corlocl an independent audit according to
1he policies and guidelines ol the federal Office of Management
and Bodget Circutar A-133 and 29 Parl 96-Single Audit Acl,

Gricvance Mrocedures

The respondent nwist establish and maintain grievance procedures
for grievances and complaints aboul its program and activitics
from participants, subgrantees, subcontraclors, employees and
olher interested partics.

Coordinalion and Linkages

The respondent must develop finkages and coordinale its services
and activities with appropriale agencies and training facilitios
including the local workforee mvestiment boneds and One-Stop
Centers in their area of service. Such linkages should help to
ensure that prograsn patlicipants receive necessary scrvices withoul
the duplication ol elforf and expanse, SCSEP is a mandatory
patteer of the One-Stop delivery system established under (he
Workforee Investinent Act and should develop o memorandum of
understandling stating how program services/activities will be
coordinaled with the One-Stoy.
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Standard Operating Procedures

The respondent must establish and implement standardized
policies and procedures for the provision of services 1o Lhe target
population,

Mo additional fees

The respondent musl agree that project services and activities will
be provided af no additional charge to eligible participants unicss
otherwise permitted i writing by the Diveclor of Labar aod
Iilusiviad Refations, in any event, the inability of a participant to
pay Lhe addifinnal fees shadl not be used as the basis for non-
participation of the participant who is otherwise gualilied and
eligibie,

Over-eivollmeni/Temperary Posilions

Shouid attrition of funding adjustments prevent project funds o be
fully wtilized, the vespondent shall develop o system thai allows the
wtilization of lemporary envallees when the snticipated number of
panlicipans (o be pleeed nto commuanity service assighments
cXceeds the number of suthorized positions.

Mondiscranination

The respondent mist epsure complisinee with Title VI of the Civil
Rights Act of 1964, Americans with Digabilities Acl Amendments
Act, Ape Disorimination Act, Age Discrimination in Hmployment
Act snd the mrovisions of 29 CFR Parts 31, 32 and 37,

Political Patronage and Activities

The respondent imust epsure thal the selection ol participants,
service providers and/or host agencies shall not be based on
political affiliations or beliefs, The applicant shall also ensure that
no patlicipant or staff person engages in pactisar or nonpattisan
poditical aclivities during the hours for which they are paid with
SCSED finulds,

Nepotism

The respondent shall develop policies to ensure that neither they
nor one of their host agencies may be a worksite for a porson who
works in an sdhministrative capacity, stoff position, or community
service position funded throuph this procurement il a member ol
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that person’s imtiediate family is ¢ngaged in & decision-making
capacity (whether compensated or not) for the project or host
agency.

Mainlenance of Lftort

The upplicant shall ensure that program participants shatl not be
used to displace othier employed workers, inchuding a partial
displacement, workers on layoTT, or privale conlracts.

Compliance wilth Federal Debarment/Suspension, Drug Free
Workplace and Lobbying Rules

The upplicant shall ensure that they will comply witl the Federat
Debanment/Suspension, Do Free Workplace, and Lobbrying
Ruics.

Compliance with Federal Cost Principles and Uniform
Admimistration Requiremenis

The applicant shall ensure that thoy will comply with all applicable
the Vederal Cost Principles and Uniform Adnzinistrative
Requirelnents.

Compliange with the Federal Funding Accountability and
Transparency Act of 2006 (Public Law 109-282 and ils
amendments

1f selected for awacd, the respondent must provide the Departmont
of Labor and Industrial Relations with addifional information
regarding the names and compensation rales of thelr Lop five
execulives (o conply with the Hederal Accountability and
Tratsparency Act of 2006 and ils smendiments,

Quallly asswrance mul evalwation specitications

The applicant shall establish procedurcs for the monitoring of prant
maragerenl, program management, and financial management of the
propram.  The procedures shall include on-gite and desk reviews which
assess the following:

Overalt compliance with contract 1orms

Compliance with the stalnkes and vegulations of Title V of the
Older Americans Act

Achievement of project perfbrmance poals

BT S veco Spacificet Loss (Rev, 9708
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Accuracy and completencss of the documentation in case records
and fiseul files

Timely and acenrate input inlo the SCSEDP database

Adberence to standard opersting procedures and personned rules
and practices

Timely submission of vequired reporis

Asscssment of the eflectiveiness and efficiency of the program
including an aoalysis of the its performance, impact, propram
design and administyation

Sound administrative and financin! imanagement practices

4. Output and performanccfontcome measurements

a. Outputs: Al a mininnang, the project shall measuve the following

1}
2}

3
4}

5}

6)
7)

outputs:

The pumber of bours of community service employiment;

The number of participants who enter into unsubsidized
enployment;

The nunber of parlicipants who retain unsubsidized employment
for a minivinm ot six months;

The amoont of carnings carned in unsitbsidived enployment in the
second, third and fourlh guarters alter exit;

‘The number of eligible individuals scrved, including the number of
individuals who are Tow income {at or below Lhe poverly level), the
manher of individuals who are 65 and older, lhe number of
individuals who have a disability, the number of individuals who
heve limited Enghish proficicncy or have Jow literacy skills, the
number of individuals who reside in rural areas, the number of
individuals who have low employinent progpects, the number of
individuals who failed to fid cmployiment after wtilizing services
provided wnder Title T ofthe Workforee [nvestment Act of 1998,
ithe number of individuals who are homeless or ut risk for
hoimelessness, the number of individuals who have a severe
dizability, are frnil or age 75 years or older, imeet the cligibility
requicment rclated to age but do not receive benefils under Title
il of the Social Scourity Act, or live in an area with persistent
unerployment and are individuats with severcly limited
omployment prospects,

The number of pacticipaats served who are from minority grows;
The nwmber of participants who retain wnsubsidized employiment
for a minimum of one year,

b, Performpuee Measwres: Program performance is imeasured by the
following indicotars of performance. The ficst six ave core indicators
{or which perlormance goals are annually negolinted with USDOL and

BT S vice Speel Boations { ey, W0E)
216



tor which corrective actions must be taken shauld the aggregaled
performance for all core indicators fall below 80%. In addition 1o
lhese core indicalors, there are currently o additional indicators for
which no numeric goals ave set but for which performance must be
reporied, The performance goal on the cove indicotors ave hased on our
currently negoliated performance goals,

3

2)

3)

43

5)

6)

Entered Einployment: The miumber of participants who ave
employed in the first quarter after exit divided by 1oal whe exit
in lhe quarter. Onfy those whao were not employed on the date
of covoliment are included in this measure, Padficipauts whose
exil or fatlure to vemain employed was due 1o death,
healihimedicsl reasons, family care or institutionalization are
exchuded [ronm this measure. PY 10 pond is 25.0%

Service Level: The number of participants who were aclive
during the ceporting period or who exited during the veporting
period divided by the allocated sumber of conmmunity service
positions for (he project. PY 14 Goal 100%

Retention: The munber of pariicipants who are employed in
boih the 2" and 3* quarters aller exit divided by the number
who exit during thic quarticr. Only those who were employed in
the 1™ gquarker afler oxit are included in this measure.
Participants whose exit or failure to meet retontion was due to
death, healtivmedical reasons, family carc or
instilulionalization are exclinded from this measare, PY 10
Goal 70%.

Conmmonity Serviee Hours: ‘The total mamber ol paid
conmunity serviee hours performed by progeom participants in
the reporting pericd divided by the number of community
service hours funded by the grant . Goal PY 10 Goal 30%.
Earnings: Ofthose who were employed i the lirsl, sccond and
third quatters after ox¥, the sum of the enruings for the 2% and
3" quarters after exit divided by the number of participants
who cxited during the gquarter, PY 10 Goal $6,512,
Most-in-Need: The lotal number of the following
characteristics fov al] parlicipanis divided by the wmmnber of
participants scrved: a} Have a severe disability, b) Are Frail, ¢}
Are age 75 or older, d) Meet the eligibility requiremenls related
to age for, b do nod reecive, benefits under title 1 of the
Social Securily Act, ¢) Live in an arca with persistent
unemployment and are individuals with severely timited
empioyment prospeets; t) Have a Himited Loglish proficicney,
g} Have low literacy skills, h) Have a disability, i} Reside ina
rural aven, 1) Arve veterans, k) Have low cmployment prospecis,
[j HFlave failed fo find employment alter wlilizing services
provided under title | of the Worklnce Tavestiment Acl of
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1998, and n1} Arc homceless ot al visk of homelessness. PY 10
Goal: 2,43 barricrs/participant

7 Additional Indicators: The following two additional indicators
do nol have specific numeric goals established but will need 1o
be reporled;

a} Leng Term Retention: Of those who were
employed in the first guarter alter exit, the numbor
of participants who  arc cinployed in unsubsidized
employnient in Uie fourth quarier after exit divided
by the nnmber of participanis who exit during the
quatter,

)] Customer Satisfaction: The number ol participans,
emiployers, and host agencics who express
satisfaction with the experiences and services nfthe
program,

Continnous Improvement: ‘The established goals shall be designed
to promote confinuous improvement in performance & the program,
As such the performance goals may be adjusted annuaily.

Sauctions for Fadlure to Achieve Perlformance Meansauves: 1fthe
Provider fails o achieve their cstablished perfbrmance nmeasures in the
first year ol ihe Agreement, the Provider shall, no Iater than 90 days
after the end of the program year, subinilt to the State a corrective
action plan describing how their plan 1o correct their perlbrmance,
The State sndéor Lhe USDOGI, may provide technical assistance and
training, if required, 11 the Provider fails to achisve the vequired
perforinance measuves nlker two yoars, the State may reduce $he
amound of funds allocated to 1he project. IfLhe Provider fils to
achieve {he vequired performance measutes for three consecutive
years, the State may lerminate the Agreement. Shoukd such
termination ocour, the State may competitively procure another project
aperator(s).

Contingency Plan: The Provider shall provide Lo the State a
Contingency Plan that they agree to implement lo ensure minimal
disruption of services to the Provider’s patticipants should the
Provider lose some or all of their SCSEP positions. Such plan shall he
sulnmitted no later than 45 days after the starl ol the Agreement, The
Contingency Plan shall inchude, bul is nol limited 1o, the following:

1) How and when the participants witl be notified;

2) I appropriate, whal records witl be tumed over to e new
operator;

3) What efforts will be made 10 place progeam participaints inte
other employment and training opportunities,
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4) What olher services will be provided to ease ihe trangition: and
3) How will the final payroll payments be made.

3. Experience

0,

i

Tire applicant musl have & minimum of one year’s experience
providing employment and training services of relnted services to low
income individuals,

Thie applicant must have the ability to work with older individuals wilh
barriers to employment inclding individuals with limited English
proliciency, disnbilities, limited work experiences, and poor
enployment prospects,

Coordination of services

The Provider st develop linkages and coordinate its services with the
local workfores investment boards and One-Stop entities in the nreas of
service to ensure participants receive neceseary services wiihiout (he
duplication of effort and expenses, SCSED is a mandatory partier of Lhe
One-Stop delivory sysiem established under the Work force Investment
Al and should develop a memorandum of understanding stating how
program services/activities will be coordinated wilh the One-Stop,

Reporting requirements for program and fiscal data

&,

Propram Dala and Rejorts

The Provider must ensurce all data for each programn quacter is ingny
inta the SCSEP Data Collection System (DCS) no later than thirly
(30} calendar days after 1he end of each program quarter, unless
advised differcotly, Data input should follow the instruetions in
the SCSTEP Data Collection Handhook, as amended, The Providor
shall also ensure that all ollow-up activities that were due during
the Program Year shail be completed and recorded within sixty
(0} days ron the end of the Program Year

Figcal Reports

The SCSEP Expenditure Register, the Subrecipient’s Request for
Advance or Retmburseiient, and the SCSEP Program Income aixl
Non-SCSEP Funds Expenditure Repons are due ne ater than
thirty {(30) calendar days afier the end of cach monily, The
Inventory Listing Repoxt is due no Jater than thirty (30) days after
the end of each reporl quanter, The Provider shall alse submil &
completed Closeout package within sixty (60) days afler the cid of
the Agrcement. Sample veport forms are included in the Section 5.
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¢, Additional Reporis

11t addlition to the above reports, the Provider, upon reguest, may be
asked to submit additional repoits andfor meet with representatives
ofthe State lo discuss the progress of their work, While nol
required, il is also recommendcd that the applicant repott any hon-
federal contribution thal they plan to make 1o the project operalion.
Such contribution may be in cash or in-kingd and can inchide host
agency supervisory time and space, supportive services, ole

C, Tachlitics

Facilities shall be readily sccessible to the arcas where a large proportion of the
target population resides and meet the Americans with Disabilities Acl (ADA}
requirersents.  Applicants having access 1o satoflite or remote facilities should
also describe the foeation of such facilitics,

IV, COMPENSATION AND METHOD OF PAYMENT

‘The pricing structure shall be based on a cost reimbursement basis. The cosl
reimbursement pricing structure rellects a purchase atvangement in which the
putchasing agency pays ihe Provider for budgeted agreed upon cosis that are aclually
ineutred in delivering the services specified in the contract, up o a stated maximum
abligalion.

The provider shall subuiit a reimbursement request at the end ol each month that is
reconcilable to 1he requived monthly expenditure reporl. All other reimbursement
requcsts must be approved by DLIR.

DLIR may authorize an initial cash advanee of nol more than 1/12 of the amount ol
funds alioeated in the agreement, if requested, Lo initially implement the grant, i the
provider can verify ihat theve is insufficicnt working capilal fo receive payments on 4
reimbugsement basis, the provider may request cash advances subject to the
foliowing conditions

The provider shall be limited to the mininum cash needed for accrucd expentditures
that will be actually disbursed for dircet program costs, adminisiration costs, and the
nroportionate shave of aflowable indireet costs for administration,
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Cash advances shall be as close as is administratively feasible to he
disharsement of funds. This woukd mean that if the provider bas lwo wajor

disbursements a month {c.g., semi-monthiy poyrolls), thore may be at leasl
two reguests for finds per monils

The provider shatl promptly, but at least quarterly, remil interest eamed on
advances (o the State. The provider may kecp interest amounts v lo $100 per
year for adininistrative expenses.

In addition to the interest, the provider shail provide & veriliable repovt that
tracks the cash advance and disbursements for ench expendilure transaction
that validates the vemitled interest,

Where an  internal  adntiiistrative  proceduwe  adversely  affects  cash

management, e pravider shall take coireclive aclion lo correet or modily tho
nrocedure.

Pre-Award Respounsibility Review

Adter the issuance of the Stalement of Findings and Decision, DLIR will conduct
veview of the available records to assess the sclected provider(s)'s oversll
responsibility to adminisier Federal fanxls. As part of the review, DLIR may consider
any inforination that has come to iis aitention and will consider the organization’s
history wilh regard to the management of other grants, The failure lo mest any one
responsibility test except test ! and 2, does not cslablish that the organization is nol
responsible unless the failure is substantial or persisieni (for two or more conseculive
years). Failore 1o meet the requirements of the responsibility reviesr may disqualily a
patentisl provider fem the award of a contvact, The responsibiliiy tests include the
reviow of the following factors:

A.

DR

E.

Unsuccessful efforts by e applicant to recover debts, afler theee domand
letters have been senl, Uit are estabiished by inal apency action, or a faihue
1o comply with an approved repayment plag,

Established fraud or criminal activily of a significant naiove within the
organization or agency involved,

Serious administrative deficiencies identified by the Department such as
failure to mwaintain a financial menagement system as required by federal/state
rifes and/or regulations,

Willful obstruction ofthe audit process,
Failuee to provide services to participants for a eurrent or recenl grant or {0

mecl applicable cote measures of performance or  address applicable
indicalors of performanee,
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fn

Failure to correct deliciencies broughl Lo the agencies attention in writing as a
result of monilaring aetivilies, reviews, asscssments, or elher aclivilies.

Failure to return a grand closeoul packape or outstanding advances within 75
days of the grant expiration dale or receipt of 2 eloseout package, whichever is
later, unless an extension has been requested and granted.

Failure 10 submit reguived reperls,

Failure to properly reporl and dispose of Government property as nstructed
by DLIR,

Failure to have maintaincd effective cash management or cost controls
resulling i excess cash on hand,

Failure to ensure that a subrecipient or subcontractor complics to its Office of
Management and Budge! Circular A-133 audit reguircments specified at
section 667,200 of Litle 20, Code of Federal Regulation,

Failure to audit a subrecipient within the reguired period.

Final disallowed costs in excess of five percent of the grant or contraci award
i, in the judpmont of the state or foderal grant officer, the disallowances me
egregious,

Failtne to eslablish a mechanism to resolve a subrecipiont ar subcontractor's
audit in a timely basis,
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Section 3
Proposal Application Instructions

Genernl instyuctions for completlng npplications:

Propasal Applications shall be submitted to the state prrchasing agency wxing the presevibed
Jormat oxtlined in thiy section.

The munerical outline for the application, the titles/subtitles, and the appiicant organization
andd REP tdentification iyformation on the fop right hand corner of eacl page should be
refained, The instractions for each section however may be omitted.

Page munbering of the Proposal Application should be consecntive, beginning with page one
and continwing through for each section, See sample kable of confents in Section 5,
Proposals may be subwmitted i « three ring binder (Optional),

Tabbing of sections (Recommended).

Appilicants must aldso fnclhide a Table of Contenis with the Proposal Application, 4 sample

Jormal is veflected in Sectlon 5. Attachment B of this RIVP,

A written vespanse is reguived for eaeh item wnfess indicated otherwise, Fallure to answer
any of the items will impact upon an applicant's score,

Applicants are strougly enconruged (o review evaluation eriteria in Seetion 4, Proposal
Fvaluation when completing the proposal.

This form (SPO-H-2004} is available on the SPO website (see Section 1, paragraph 1,
Website Reference), However, the form will not include items specifie to each RFP. Ifusing
the wehsite form, the applicant nuise include ol ltems listed In this section,

The I'vogposal Applicatton cimprises the foFlowing secthons:

& 9 & ® & & = &

—
P

Praposaf Application Idenlification Form
Tabile of Contents

Program Overview

Fxperience and Capabiftty

Project Organization and Staffine
Service Delivery

Financial

Other

Program Qverview

Applicant shall give a bricf overview o orient evalbators as to the progranyservices
being offered.

fugsosal A ppbieation Inshoctians | Rov, W0R)



1L

Experience and Capability

Al

B

Necessary Skills

The applicant shall demonsirate that it bas the necessary skills, abililies, and
knowledge relating to the delivery of the proposed services,

Lxperience

The applicant shall provide a description of projects/contracts pertinent to the
[oposed services Lhaf seflect their experience providing employment and
training or related services to low incomne individuais. The description should
alse reflect the applicant’s ability to work with older individuais with multiple
bartiers to employment. The applicant shalt identify poini{s) of contact for
referances, addrosses, email addvesses and/or phone number, The State
reserves the right to contacl references to verily sxperionce.

Quality Assurance pnd Evaluatlon

The applicant shall describe ils own plans for quality assurance and evaluation
for the proposed services, including methodology. The plans should include
an expianation of how the applicant plans to monitor its propress in mecting
reporting requirements and performance goals and how it will ensure
compiiance with the contracl ferms,

Cooridination of Scrvices

The applicant shnli demonsirate the capability to coordinale services with
other agencies and resourees in the commubity, especiatly other employment
and fraining programs and other programs that serve older individuals, The
applicant tmust iflustrate their familiarity with resources in their aren which
may assist thent to address the supporlive service needs of their participants
andl their ability to coordinate services with such entities to ensure non-
duplication of services, As a maudatory pariner of the Workforee Investiment
Act One Stop system, the selected provider will alse need 1o comrdingte ity
services snd develop a Memorandwim of Understanding with the Local
Workforce Investmient Boavd in the acea in which if serves. Copies oUsipned
MOUs may be reguired at the point of conlracting but ave not reguired at the
point of proposal submission,

Faclllties

The applicant shall provide o deseription of #ls frcilities and demonstrate its
adequacy in relation o the proposed services. 1§ facilitics are not jwesently
avatlable, describe plans to secuce facihities. Also describe how tw facilities
meet ADA requiirements, as applicable, and special cquignnent that may be
reuived for the services.
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1V,

Project Organization and Staffing
A, Siafling

1. Praposcd Staffing

The applicant shall describe the proposcd siaffing pattern, client/sial ralio
and proposed cascload capacity appropriate for the viability of the
services, Please identify the position(s) which will be ihe primary point of
coniact. {icfer to the personne! requirements in the Service
Specifications, as applicable.)

2. Siaff Qimiiﬁtnﬁons

The applicant shall provide the minimum qualifications {including
experience) for staff assigned to the program. {Reler to the qualifications
in the Service Specifications, as applicable)

B. Project Ovganization

L Supervision and Training

The applicant shall deseribe its ability to supervise, train and provide
administrative divcction relative Lo the delivery of the proposed services.

3. Organieational Chart

The applicant shall reflect the position of cach staff and line of
responsibility/supervision. {Include position title, name and fudl time
equivalency} Both the *Organization-wide™ snd “Program” organizational
charts shall be attached to the Proposal Apgplication.

Service Delivery

‘The Appiicant shall include a detailed discussion of their approach 1o ensure that atl
applicable wandalory service activities and manapement requirements from Section
2, ltem 111 - Svope of Work will be provided, The discussion should include
descriptions of 1) key individual(s) or position(s) that will be responsible for (he
provision of all ilentificd administrative and jprogram functions and activitics, 2) the
proposed program design and participant low of the project, 3) planncd coordination
activities, 4) its planned tracking, reporting aml monitoring activitics, and 3) the
agency's planned mechanism te track the costs between the three cost categories—
administration, pacticipeant wages sned fringe benefits, and ether progeam cosls.

The discussion should also inglude a description ol plunwed jgrant wanngement,
program managemesnt and fisesl wmanagement activitics to ensure attaimment of
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performance gonls and compliance with the Okler Americans Act statutes and
the core performance indicators, the applicant shoulkd indicate (he posls they propose
to altain for 1he project By the vear.

Flnancial
A, Prleing Strwetare

Applicant shall submit a cost proposal utilizing the pricing structure
designated by the stale purchasiog agency. The cost proposal shall be
mltached to the Proposal Application.

All budget forins, instructions and samples are located on the SPO websile
(see Scction |, paragraph 11 Websiles referred 10 in this RFP). The following
budpet forns) shall be submitted with ihe Proposal Application:

All budget forms, instructions and samples arc located on the SPO website
(»ee Section 1, paragraph [1 Websites referred Lo in this REFP). NOTE: The
budget borms on the SPO website have been modified 1o inciude cost
categories for this REP. Pleasc note that the budact forms required for this

entegories, Samples of ihe revised budget lonms are included in Sgetion 3,
Adlachments, Key chanpes on the budget form are indicated in red. The
following hudget lorm(s) shall be submitted with the Proposal Application:

SPO-[1-205 Budgot

SPO-H-206A Budget Justification-Personnel-Sataries andl Wages

SPO-H-2(0B Budget Justification-Personnel-Payroil ‘Taxes, Assessment
and Iringe

SP0O-H-2060 Budget Justification-1ravel-Inter-island

SPQ-11-206D Budgel fustification-Travel-Owl of State

SP0-11-2068 Budget Justification-Contractual Services-Administrative

SPO-H-206F Budgel Justification-Contractual Services-Subcontracts

SPO-H-206H Budgel Justification-Progrmmn Activilies

SPO-H-2001 Budpet Justification-Liquipment Purclases

SPO-11-206) Budpet Jusiification-Motor Vehicle

Program Specific Forms:
Budget dustification-Propgram Activitics Gther Costs
Budgct Reguest Summary Supplement

1f the applicant plans o make cash v in-kind contribadions 1o the operation ol

the project from nondederal sources, please indicate the moount of the plnned
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contributions in the proposal navrative sndfor on the Budget Forin S'G-H-203
and iist as itern (b) Other Non-Federal contribulion under Sources ol Funding,

B.  Other Financinl Related Materials

[. Accounting System

In order fo delermine Lhe adequacy of the applicant’s aocounting systen as
desoribed under the administrative rules, the following documents are
requested as part of {he Proposal Application (may be attached);

Tho Independent Auditor's summary report of the last Hinancial audit
conducted for the organization, inchuling any findings and
recommendations macde by the auditor. Tn the absence of un Independent
Auditor’s Audit Report, lie applicant shall provide a description of its
accoumling system, inchuding at 4 minimum responses 1o the following
questions;

o Isthe organization’s accounting system a manual or computerized
systeni? '

s s the accounling systen operated on a cash or acorual basis?
Does tiss organization mainiain an ovorall genera! ledger?
Daoes the organization maintain a separate ledger for cach funding
sirec/agreemont? '

o Docs the organization classify any of its costs ns fndirect?

o Dogs the organization have a written/format internal control
procedure?

VI, Other
A, Litigation
The applicant shall disclose any pending liligation 10 which thoy are a party,
ncluding the disclosure of any outstanding judgment. 1f applienble, nicage
cxplain.
B. Federal Assurances andd Certiflentions
1 selected, the applicant will need to comply with the Federal Assurances and

Certifications as reflected in Scelion S, Allachment ¥, Signed certificalion
forms will be vequired &t the poinl of contracting,
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Section 4

Proposal Evaluation

Infrodoetion

The evaluation of praposals received in response to the REP will be conducted
comprehensively, faivly snd impatially. Structural, quantitative scoring
techniques will be utilized Lo maximize the objectivity ofthe cvaluation,

Evaluation Process

The procurement officer or an evaluation committes of designated reviewers
selected by the hoad of the state purchasing agency or procurement oflicer shall
reviow and evaluate proposals. When an evalnation committee is wiilized, the
commitiee will be comprised ol individoals with experience in, koowledge ol
and program responsibility for progeam service and financing,

The ovaluation will be conducled in fhvee phases as follows;

s Phase 1 - Evaluation of Proposal Requirements

o Phage 2 - Bvaluation of Proposal Application
& Phase 3 - Recommendation for Award

Evaluation Categovies and Thresholds

hY

iy 1 Catepgorles

Adminisivative Regnirements

Proposal Application

Program Overview

Baperience and Capability
Project Ovganization and Stafling
Service Delivery

Financial

TOTAL POSSIBLE POINTS

-1

0 points

20 points
I3 points
35 poinls
10 Points

Possihile Polits

100 Points

100 Poinés
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[X. Evaluation Critervia

A, Phase | - fvaluation of Propozal Requirements

f. Administrative Requirements

[Fthe applicant is not a public federal, state or local governmental
cnlity, the ageney wmust inciude verification that it is a tax exempd
organization under section 301{c)(3) of the Inicraal Revenue Cods,

In addition, the apphicant should ensure thal it Tas conplied wilh the
administative requirements in Scelion 1 of this Reguest for
Proposals.

2. Proposal Application Reguiremands

I'ropesal Application ldentification Form (Form SPO-H-200)
Table of Contenls

Mrogram Overview

Lxpeorionce and Capabilily

Praject Organization and Staffing

Service Delivery

Financial (All required orms and docoments}

Program Specitic Requirements (a5 applicable)

t 8 0o & & p B8 &

8. Phase 2 - Evaiuntion of Proposal Applieation
(160 Paints)

Program Overvien: No poinls me assigned 1o Program Overview, The
intent is to give tho applicant an opporiunity orient vvaluators as to the
servige(s) being offered.

i Experience and Capability (20 Points)

The State will evaluate the applicant’s exporience and capability
refevant to the proposal contract, which shall mclude:

A, Neeessary Skllls

e Demonstrated skills, abilities, and knowledge
refating to the delivery ofthe proposed
services

o  Demonstrated abilily to work with the target
population and provide services and activitics
in a manner which is sensitive o the feaming
styies ol needs of the alder worker,

Propinsal $ivalution {Rev, WeK}
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Experienee )
o A minimum of one year experience providing
employment and training or relaled services to
low income individuals
Qunlity Assurance andt Evaluation
o Sufficiency of quality assurance and
cvaluation plans for lhe proposed services,
including methodology -
+  The plans include adeguate progran and
tingncin! management of the program.
o Demonstrated ability fo meel or exceed all
reporting regidrements ang performance goals
Coordination of Services
o Demonstraled capaiiity to coordinale
services willy olher agencics and resources in
the community
¢«  Demonstrated capabilily to work with other
employment and training and social service
entifies within the state 1o address the
patticipants’ need for supportive services amd
ensiire the non-duplication of services
T'acilitics
o Adequacy of facitilics relative to the proposed
SEIVICes :
¢ Ability fo provide the reguived services in
locations which are accessibic to the target
population

Progrosnd Evadaation oy, 208
4-3



Prafect Organizotion and Staffing (15 Poinis)

The State will evaluate the applicant’s overall staffiug approach to the
service that shall include:

A, Staffing

e Daoposed Siaffing: That the proposcd staliing
patiern, cliont/staff ratio, and proposcd caseload
capacity is reasonable to insure viability of the
Services

e  Staff Qualifications: Minimum gualilications
{including experienee} for stafl assigned 1o the
{(IORran

o Asgipned stall'ig familiar with the needs of older
workers and available resources in the communily

o Adequate liscal and administralive support to
cosure the proper alocation of funds and the
timely preparation and submission of records and
reports

8. Project Organization .

a  Supervision and Training: Demonstrated ability
10 supervise, frain and provide administeative
dircction to stalf relative to the delivery ot the
proposed scrvices.

¢  Organizational Chavt: Approach and rationate for
the structuro, functions, and stafting of lhe
proposed orpanization for lhe overall service
activity and tasks,

Service Delivery (55 Points)

Evatuation criteria for this section wifl assess the applicant’s approach
for the service activities and management requirements outlined in the
Proposal Application.

e The planned delivery of services complies with SCSED
statules and rules,

o All required services and activities shall be provided,

o The desipn of the sexrvices shiall meef the needs of the
target populatio to transition inlo unsubsidized
ciaployment,

e The services/activitics should be coordinated with the
One Slop Centers in the service areas that have been
developed under the Workforee Investinent Act
Program,

Proposal Pvatuntion (Rev, 28}
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e Design ol the program shall be sufTicient to ensure limely
and accurale reporting of program performance,

o The program design ilfusirates the agency’s ability to
nigel or exceed mimimum performance gouls

o Trogram design shialt include the tinely implementation
ol corrective action plans, if necgssary.

s Services mxd activitics shall mcel the satisfaction of
program participaits, host agencies and cmployers.

Financial {16 Peines)

Priciug striciare based op cost reimbursemens

o TPersonnet costs are reasonable and comparabie to
positions in the community,

¢ Non-personncl costs are reasonable and adegualely
justificd.

o  The budpal supposts the scope of services and the
requirements of the Request For Proposal,

o Closts ave applicable Lo appropriate cost categories and
are within applicabre cosl tinils.

e Additional non-federal conlributions offered, if
applicablc,

s Adequacy of accounting and financiai mansgement
systoms {sce below),

Adequacy of accontting systen)

The respondent most ensure (hat their ewn financial systems, as well
ps Lthose of their subcontractars {if applicabic), provide fiscal control
and wecounting proceduves that ave in aceondance with generally
accepted accowing principles and include;

= Acciual basc reporting

®  Adequate information

o Effective Internal Control

= Comparison of Outlays with Budgel
n

Proper Clisrging of Costs and Cost Adlocation
#  Source Documentalion

The finaocial management systemn pust be sufficient to:

. Permif preparation of vequired reporis

Thuspossl Evitlaatbon (ew. il
4-5



. Peemit the tracing of funds 1o & level of expenditure adequate o
establish that funds have not been used in vielation of the applicable
reatrictions on the use of funds,

Phase 3 - Recommendation for Award

Each notice of award shall conlain a slalemenl of findings and decision
for the award or non-award ol the contrael 1o each applicant.

Progueesnd Bvwdowtoe (Rev. 9708)
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Section 5

Attachments

Proposal Applicalion Checklist

Sample Table of Contents

Sample Cost Proposal Forms  with
Modifications

Program Specific Forms
Sampie Reporting Forms
Federal Assurances and Certifications

References

Program  Specific
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Applicant:

Proposal Application Checllist

IRFP Mo.

ite Reference.®

The applicant’s proposal must contain the following components in the prder shown below, This checklist must be

signed, dated and retured to the purchasing ageney as part of the Proposal Application. SPOH forms ore on the SPO
website, See Section |, paragraph 1T Webs

**Required al point of contragting only. Diaes not need to be sibmitted with proposal,

Required by | Completed
Format/Instruetions Purchasing by
L Ttem Reference in RITP Provided Agency | Applicant
General: '
Proposal Application Identification | Seetion I, RFP | SPO Website* X
Form (SPO-11-200) )
| Proposal Application Checklist Section |, RFP Attachment A X
| Table of Contents Section 5, RFP | Seetion §, RFP X
Proposal Applieation Section 3, RFP SPO Website® X
| (SPO-H-200A) |
Tax Clearance Certilicale Section |, RFP Dept. of Taxation
(Form A-6) Website (Link on 8110
L website)* I | [ |
Cost Proposal (Budget) .
SPO-I-205 Section 3, RFP SPO Website* X )
SIO--205A Section 3, RIFP SPO Website®
Special Instructions are in
= . i Seetion 5
SPO-H-205B Section 3, RFP, | SPO Websitc"
Special Instructions nre in
. Scetjon 5 B
| SPO-11-206A Scelion 3, RFP SPO Website® hi
SPO-11-20613 Seclion 3, RFP SI'0 Website* X )
SPO-H-206C Scolion 3, RFP SPQ Website* 12
| SPO-H-206D Section 3, RFP SPO Website* X
SPO-H-2061 Scction 3, REP SP0O Website® X
SPO-H-2061 Section 3, RFP SPO Website* X
SPO-H-206G ) Seetion 3, RFP 5P0 Websile* X
SPO-I-206H Section 3, REP SPO Website* X )
SPO-H-2061 Section 3, RIP SPO Website* ] X )
SPO-H-206] Scction 3, RFP SPO Website* %
Certifientions:
Lederal Cortifications | Scction 5, RTP i .
Debarment & Suspension Scetion 5, REP X
| Drug Free Workplace — Section §, RFI" Sk
Lobbying _ Section 5, RIP Sl
Program Fraud Civil Remedies Act Section §, RIP
Environmental Tobacco Smoke Section 5, RTP )
Program Specific Requirements: i
Budget Justification-Other Costs Section 5, RIFP X
Budgel Request Summary Supplement - Section 5, RFP X
ATirTzel Sipaiore T Tle T

SPO-H (Rev, 90R)




I

il

iv.

VI,

VIL

Orpanizalion:

REP Mo
Proposal Application
‘Fable of Contents
Prﬂg’-‘ﬂl.l ﬂvcl"’[ﬂ“’ AIFARIRAR LAl L R R R e N L N YR R AT ILIITII ] PR IR PENRPFRAIRAP l
EKFIEI'E{?H&G ﬂll‘l Cﬂl}lii}iiitb’ LA RN RI AN LRSI RN FAFRE R SRR LN RIS RN N PRI RN RN IR Y]] 1
A, NECESSALY KIS .o.v v e e easese b bt e ce s e et eres e eee
i, LN BEIICIEG ot tiriie s e r s ere e e s et et et e b s sen ven reneent st san e 4
C. Qualily Assurance and Evaluation.. ... o veeeereressssesssssssesssens 5

. Coordinalion OF BeIVICEE . oo resssiesee e eeseesses s sneesteesessorsssanns B
E. facilities

Project Organization amd SHINg. .. i e

A. T IIIE e si et srns i ettt e ere e e e b et s res e eeea e een e ee st sreme 7
L. Proposed SLATTIIE ..o e e e eees e veser e ssrsesreereere
2. Salt Qualificalinns ...vvivsiiiie v e e e serasrrsresvrsssnsreres B

B. Project OrganiZBtion .o ... ms e e eeseeeeeseeerrssests rersas ressees e 10
k, Eupuwﬁmn andl Traming.....ou..... rierasnesiennrenens LY
2. Organization Chart (Program &: Dt gﬂnmitmmw ile)

{5cc Allachments for Organizotion Chasls)
SEI"&"ECQ Dﬂli"’c.‘y ilH‘llllll"l'lll"ll'llI-HII1iIIl-l.ll-l--lll-lll-u-||-l|1.1.1|u.lt|Hn||t||-u“.-"|l.-u.-uu-xu,-"ﬂ.uq.uq.”“.II
Fill““ﬁh‘-l i-'lll--l“H-llHl-ﬂIlHl-Ill'll-rrll-l--lll"lHlliIlIHIHlil-'lli-"IHlI-llfllHuilHlhlnnnluruuuuuuzu
See Altacliments for Cost Proposal

Ligntion...ue .

WREEARE Rl v TR r R 'lllf'lPi‘if‘iliiilIIIIlIIl--lll-l:ll-llIll||lli--ll*l‘jl'j|ttib¢tf|t|ltt2’[}

Attachiments
A, Cost Proposal
SPO-H-205 Proposal Budget
SPO--206A Budget Justilication - Personnel: Salaries & Wapes
SPO-11-2063 Budget Justification - Personnel: Payroll Taxes snd
Asscasments, and Fringe Benefits
SPO-H-206C Budget Jstification - Travel: Interisland
SPO-H-206E Budget Justification - Conlractual Services — Administralive
B. Other Financial Related Materinls
Financial Audit for fiscal year ended june 30, 1596
C. Organization Chart
Program
Organization-wide
) 2 Pertovimance and Gutpwt Measurement Tables
Table A
Table B
Table C
. Program Specific Requirgments

sl Table of Cootenls For Propesiks Solisitied i Besponsa ie an REP-SPT1 R ey, HOE)
i




BUDGET

{Period lo )|

ApplicantProvider:
RFP Mo,:
Contract Mo. (As Appllcabla);

BUDGET Burgat
CATEGORIES Raquest Adminlatratlon Prag-FWFB Prog-Cthar
)] {b) {a) {d)

A PERSOMMEL COST

1. Sa'arios

2. Payroll Taxes & Asaossmaonts
4 Fringe Danafits

TOTAL PERSONNEL COST

|8 OTHER CURRENT EXPENSES
1. Mifaro, IMer-1stand

¥, MNrgre, Qul-of-Etate

A, Audit Servicas

A, Centraclugl Servicos - Adménislrative
. Genlracleal Sorvices - Subcontracls
6. Insurance

. Loase/Renial of Equipment
0. LopseMantal of Molor Vehlcle
1. Lepse/Renlal of Spacao

1 Milgage

11, Poslage, Frolght & Delvery
12, Mublication & Prnling

13, Repair & Malnlenanca

14, Stall Tralning

16. SubstancePor Diem

1G. Supplies .

17. Telssammunlealion

18, Transpofalion

18, Uliliins

PROGRAM AGTIVITIES

21, Parilelpant Wages

22. Padleipant Fringe

23. Supponbkve Eﬂ-NlCﬁL

24, Clessrodm Training

TOTAL GTHER CURRENT EXPENSES
C.  EQUIPMENT PURCHASES
0,  MOTORVEHICLE PURCHASES

TOTAL (A+B+C+D)

Mgl Prepaned by
SOURCES OF FUNDING
(a) Budgel Request Hame {Fleasolypu oepinl) .
()
{'ﬂ Slgnedure of Authorlzed Olficia Dala
{d:i i and Titde (Mease bypa o print)
Ifﬂl’ Sdale Agenty Use Oy
TOTAL REVENUE
Eanabare of Fadoaar Dats

Form 5P0-H-205 (Effoctivoi0/01/30) Cost Projiosal Forms with Program  Specific Modification



SOl 2, FA008 WESS L SIS S50 2500 [@asn000 0 DAL WHIE-H-0LS B

1S NSIEROOINOLLY I S 1SN
| T R e TIVIOL
|
= [
HIHAC-DOH AL DO HIRDY EEE 2 ¥ i
LOWHINGS SHLOL LOEEROD SHL SSYRIONI ANY TR NOLLYENTDRO o
gar39ana Glozrseond | ORLSSONT SNIOTIONI | L INSTRAINDS UL NEALISOd NOLLISOd
AHTTVE TYLOL INLL AD% | AHTTYS TorINNY ML TN
[agEonddy Sy N 1DeuID
IpalEdald sed o0 poldad Teey g

LB g ey

STOVM GNV SIRVTVS - T=SNNOS¥=d
NOLIWIIELSN 129ang



USRI DBEE HID005 WEF D e SULDE ImS0iud S0

eanaqL ansaus] SR H-OdS HIcT

SANINWODNGLLYDEILENT
e
e R
“
IR

BOURINE| FER

_
Bl e e e
e e
W A pREA T} A5 PRIMIL ADUTEETEL] ANMGEE ASRRCLE]
ML SRR Ty I D RRATEAL Ty UERTSUICUEIT SI30
ok AL DA B W AT R, B (HIEEE) SIUBINGY| KRuAReian)
I A DA S B AL RN B ([Esspaa] JouRTRs] RauAgeen
S AL PR T R AL PR S e ]
s T N
HIHLO-WWEDOHL B WYHDOE NIWOY Tolol AEIvE ﬂ._._n..m.zmm SONREL Al
n._..m_n._ e mMD,._uhE.n_m
tenemmdy el
g TEuany
-DRUECRLL 3000 o PO e et
samnalan Ry
SLIZSNIS JONRNL ANV ‘SLNINSSSSSY ‘S3XVL TIOUAVE 1ZNNOS¥H3d

NOLLV3ZILSnr 139ans



(AEILD FNEERE] DRI AR wnd

SLOPEDREID0R 31 ER0S LR IB0 LA LD [ZR000A T00
SANSHNCONOLIYISLLSHC
IO
|
|
|
|
|
|
|
| | |
| _ _ _
| |
Jagey 3 =] H v saval NOLLWYNILLSSO TLUL P SEA0NHRE 20 SWVN
HIHLO-DOM H4Mmd4-208d MINTY THLOL NOLLWLHO4SNYEL Y JONSISISENS HO | ON
k=1 MS1g Y34 |
{geagdde )
O SENNID
pREdEi SEg =] el Yo g
dspinaldfuesddy
aNYISHEELNI- T3AVEL

NOoUN2IEUsar 1I=20ans



CSIITINDOR SIS LIEBE UM HUS0d [S30000 500

(26/LG/0L 2AGRELT) GO0T-H-0LS R

SSINSHNOIMNOLYIIELLSAL

TWLOL

EY S = ¥ SAYO NOLEYNILSSA IR SSACTSRET S0 SNVN
HFHIO90Ed | S4MI-D0ud MINGY TSICL NOLLYLEOSSNYHL =uvd SoNSLISISENS MO | ON
| uy W2 M=
{aagEmndey o
Gp DEALSD
ipemdaly 30 o ‘pouad A= =
LEpInd A AU Sy

3IVISH0 1IN0 - T3AVEL
NOLIYIIZLLSA £390nd



SLEFTEIHI DO J1I0808 (IS0 s St ERROC. 3530

L5100 2AR0RLS) SR02-H-OdS Bed

SIWLOL

I HIHLO-D0HEd g4 Md-D0Hd NIWGY SLNSNNODINOUYIELLSOr Q2a1Aoed a=1=Sans TYLol TYROAIO N 50 SSSNISNE S0 SNV
| SIDANIE

19 iy W

TG =T g

DEEC Mg o pausd TN &3y

uapi e dey

SAILVISININQY - SEDIAY3S TVNLOVEINGO

NOILVIELLSAr 139dnd




SUDLIEI RO D008 WiRabodd Wi SuLiod [B6000d 1500

{EMLII0L SATTRYE] 2802-H-0dS Bues

0s 0% 08 2408 STwLoL
[
1
|
I
| _
| i
i {
: _
| wEHLO-DOHd =ELEE a0 MM SLNSNNCINOLYIEILENT dEaincEd OEI=00E TYLOL TENCIAIGNI ¥O SSENISNE S0 SN
| S31ANZS
fepesndey v
Oy I2EGUCD
e e TR a OS] TON gl
LA B UED Sy

SLOVYLINCOENS - SIJIAYIS TVNLOVILNCD

NOILVOIZILsSNr 139andg




SUCFIEILEOR 22905 W2B0Le I S0 (EREC0 1500

{2610/05 PARoaNT) ROSE-HAGLS o

DNINIYEL WOOYSSY 1D

S30IAEIS SALEOLLNS

S143NIE SONIELE TYLOL

SuBdiDQIEd j0 RqUNN X WEND]  §

Swexs BN

SOUBITEU| ILSUADELEEU

UOGESURSALGT) SAELIOA

{W2id) Aunoas [|nog

S1IJINIE FDNIELS

STDVM INVIDILEYE TVLOL

e ] 8

SxEE, 10 JOqUINg

SITHOH O JBQRUNN

DURERIES J0 RqUInN

ebEpp JUEdOLIE L

SELLIALLDY WyeD0oH-

HIHLO-DOMHS | SAMI-D0ud NINgY

SINTINODINCILIYIISILSNT

NOLLER2S20

peuedig 3420 01

poled

TRy Tyl

i M= P

O

STLA LIV NVESOMd
NOLIYSLLSOr 1S20nsS

uEped e g



SLORESEINOR 2HDSCS LB ld UM L0 (E000.d 2500

(Ba/LooL aAnses) B0T-H-Dd48 wiag

SINSNNCONCLYIELISHE

|
|
|

i
_
m
- -
HEHIO-90Hd HAMdD0ud NIWOY g=1=2ans 1500 W=1 SH=4 bzmﬁn_ﬁMMm_m%
TYLOL TYLOL dzg 40 NOLLATE
1503 o

(srgEsday )

IO ERUDD

palzdald 3180 pouad TON d=d

ROl ety

SISVHIHENS INIWSINTS

NOLLWDIELLSOr [32an8



SUDMEIHIPON JUDSEE WRIBL LM SLUOS ES0dt.e 1500 S

ISINSNIWOSINCLLYIIdLLSOD

B s

HSHI0-90Hd F4Md-O0 Y NIWaY g=1=sans isos Wau Swall m._u_m:u._._._ mxa&ummﬂﬁz ¥ |
TVIOL TYioL ¥ =0 e
15032 ‘ON
{mgEDcdy =)
TON FENLED
pasedald a1eg % eyl i
LR LS
STOIHEA HOLON

NOLLVIEHLLSAr 139aNE



UL SRS Wbl

BaMd-D0Md

NOLLYITLSAr ISDANS

| HIHLO-20Hd NINOY SINSNNOIMCILYDIZSLSOr LN NOLLSMIS3C
{aerney vl
£ DN DRALGD
st Heg oo ipouad 0N S
LRpAEgUED Gy
SIS0OD ¥EHLS
SELLIALLDY WvaEDCEd




Suamrs axroets Wieibous

{pln-ty}

SONAE WYId=3-NON TTYIOL 2

s80g JByIcrwmbaid D

admgeeboy B

UORROSIUIWPY V¥

Traat=d wIlOL b
SHEND Ulng ARG Iy SRR PUTSRS JEBN 1814 ALALLOY HO NOLLINN A WSSO0 FNYED
TON PRAUOD
parsdaud #E0
TON e
A0 0I5 AuRDIidy

INENNJANS ARVNRNS 183N04d 139009
FVHOO¥Ud INFAOTAWNS SOIANIS ALINAININOD NVORIZWY d3070



SCSEP SAMPLE REPORTING TORMS

This project will be utilizing the internet based SCSEP Data Collection System (IDCS) to
generale the SCSEP Quarterly Progress Report for progeam reporting, The system has
been developed by contractors of the U.S. Department of Labor, Sample forms and
instructions may be found via the Charter Oak Group, Inc. website at
llt_tmr.'fuhﬂﬂumakﬂ!'t1m}_.gmufrcsnurgw’ucsq;.s‘htﬂ. This site includes the various data
collection forms presently utilized for the program as well as the SPARQ Quarterly
Progress Report form, ETA 5140, A copy ol the information found at this website is
attached. These forms are subject to revisions as the system is updated.

Fiseal Reporting forms include the Subrecipient’s Request for Advance or
Reimbursement, SCSEP Expenditure Report, SCSEP Program Income and Non-SCSEP
lunds Expenditure Register, and Inventory Listing, Sample forms and instructions are
attached. In addition, the SCSEP Closcout Procedures are included for information. The
report forms and instructions for closeout will be issued when required.

Sample Reporting Forms



The Charter Oak Group LLC Tnteractive Decision Consulting

Page | of 2

' ]1.:- .
HhhbY r 8
B ok I'he Charter Oak Group LLC
N Y ; Wi N '
R Interactive Decision Consulting
Hama About | Resources Services 8C8EP | Rosullz-Basod Accountability
Heawior Comsunity Sevvice Hnployimend e

This Senlor Community Service Employment Program (SCSEP) web page Is sponsored by The Charter Oak Group,
LLC. From here, you can access the latest information on the SCSEP data collection system, the data collection

farms, and related issues,

SCSEP Forum

The link below will take you to COG's forum site, which
inclutles two forums related to the SCSEP data collection
system. The first Is an Ask the Experts forum, where
you can post questions and COG, in consultation with
the USDOL Divislon of Older Worker Programs (DOWP),
will respond. The second is a moderated General
Discussion forum which allows participants to discuss
toples related to SCSEP data collection, While COG will
monitor this forum as a way of identifying technical
assistance needs, COG Is not responsible for any
Iformation conveyed In the General Discussion forum,
Some toplcs discussed In the General Forum may be
used as the basis for Ask the Experts questions and

responses,

Other Resourees

Standardized Grantee Names and Codes

Training Matervials
Assessments
IEPs

Using the QPR and Other Performance Tools to Dlagnose
Performance

e« Part I: Entered Employment, Retentlon, and Average
Earnings (Powerpoint ppt file)

o Part II: Service Level, Community Service, and Most
in Neead (Powerpoint ppt file)

Fmployee Survey Kit o8/o4/04 (all files ave PDY
unless otherwise noted).

o Sample SCSEP Survey

o Checklist for Administration of Employer Survey

o Alerting Employers to First Survey,

o Letter to Unsubsidized Employers for First Survey

« Talking Points for Informing Employers of Second
Suryey

verrsvare i fnan s alabasl

Data Collection Forms Effective March 2000

Participant Form 03/20/09

Community Service Asslanment Form 02/13/09

Exlt Form 02/13/09

Unsubsldized Employment Form 03/20/09
SCSEP Data Colleetion Handbook

You can download and print the complete
Handbook by clicking on the link below, The
Handbook Is designed to be printed In landscape
format, back-to-back, bound on the top, exactly as
It appears, The first page of text for each Guide will
be on the top when the Handbook Is opened.

Complete Handbook
Rev. 6 (4/19/10)

Pl qudof

W The Handbook flles and forms require
leacerls johe Acrobat Reader. If you have
difficulty viewing these documents you can

download a free copy from Adobe.
Quarterly Progress Report

. SPARQ Quarterly Proaress Repolt, ETA-5140
(5/19/10)

QPR Handbook Rev.5 (5/19/10)

For technical assistunce regarding the SCSEP
Data Colleetion System, contaet COG al:

olderworker@charteroakgroyp.org

COG will respond within 24 hours. Some e-mall
questions and responses will be posted (no
authorship Indicated) on the Ask the Experts forum.

Samplo Reporting Forms



The Charter Oak Group LLC Interactive Decision Consulting Page 2 of 2

« Follow-up Letter to Employers for Second Survey
¢ Tracking form (Excel Fila)

Links to Other Organizations

Division of Older Worker Programs
Easter Seais '
Mathematica Pollcy Research
National Able Network, Inc,
Natlepal Indian Coundll on Aging
Senlor Service Amerlca, Inc.

——

Search
Home | About | Resaurces | Sarvices | SCSEP | Resulls-Based Accountability

© Copyright 2001 - 2009 Charter Oalk Group, LLC
SCSEP FORUM CODE: xyz?mddssfw

Sample Reporting Forms
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SUBRECIPIENT'S BEQUEST FOR ADVANCE OR REIMBURSEMENT

Invoice No.

{1) Subrecipiont's Nume (Agont or Drpanization)

{2} Address (No. & Strect, Cily, Staie, Z1¥)

{3) Operational Mau No./Agreement No.

{#)

Funifs Requasted tor (Spacify Progran)

{6)

Operational PMlanfAgreemanl Period
From:
To:

{5 Tunds Requesied R

) Indtal Advance

by Periodic Advance

o} Reimbursement

dy  Final invelce

{7) Repart Periad
From:

To:

{8}

Cash Transsetion Data

Cahier Funds
fCash DBasis)

Federal Fands {Cash Officinl Use
Dasis) Oty

a)

3

)

€)

D

Totul Cagh Reegived to Date
Prow: ... To
Tatlsl Disborsement to Dale
From: T
Cash on Haml/Deposiy

Cash Requested & Mol Reeeived to Dale
Interast lncome/Payabie (o State (Daduet)

Cash on Hend/Deposit & Cash Requesied Bual Mot Received
1o Date

Hstimated Lisbirsenients

From: _ To

Amounl of Cash Regquested

b

o+ Py
oy DHee Sdsele

&)

Lxpenditure Data - Total Expenditures (o Date

From Bxpendilore Register Other Pands Acorged Expendilures

Federal Funda Acerued Lxpendilures

consistenl wilh thie terms of the plan or agreentent.

(10} Subrecipient's CerliReation - ¥ cerlify fhat e costs incurred are taken from the beoks of account imid that such costs e wirlidd e

Dale Signed

L T T T T T YT YT

1 aertify salisfhctory receipt of goodwservices listed

Appropriation M.

Aot o bo Paid

o this reguest. Approved [ Payinent.

Sigrnalare

Date

Samnple Ruparting Foros



11,

111,

IV,

DLIR WORKFORCLE DEVUELOPMUENT DIVISION
OLDER AMERICANS ACT {OAA)
SENIOR COMMUNITY SERVICE EMPLOYMENT PROGRAM (SCSEP)
SUBRECIPIENT’S REQUEST FGR ADVANCE OR REIMBURSEMENT

Purpose

This form will be msed to request advance or reimbwrsement payments kom the State, A
signed otiginal should be submitied,

Facsimile of Barm
Refer to the attached blank form,

General Instruction

Prepare # separate form for cach operating entity plan ov agreement. Another form or
[orinat may be substiluted {Fthe same information is displayed. When available, submil a
completed expendiiure register when submitting a request for reimbursemend,

I'requency and Report Due Daje

This report will be submilled monthly Deginning with the first wonth imimediately
following the effective date of (he operational plan or after the initial advance payment is
received, The relimbursement request should be submitted no Jater than thivty (30)
calendar days after the end of cach month to:

Depacliment of Labor and Industrial Relations
Administrative Services Office f WIA Unit
330 Punchivow! Streel, Roown 309

Honoluly, Hawail 96813

o le Roaporking Foras



10,

SURBRECIPIENT'S REQUEST FOR ADVANCE OR REIMBURSEMENT
INSTRUCTION FOR COMPLETING TIILE FORM
subrceipiont’s Name
Sulwecipient’s Address

Indicate the number assipned to the Operational Plan or agreement that is applicable to
the request for advance or reimbursement,

Specify what program the fund is being requested or {i.e. SCSEP},
Indicate whether Liis is an initin! advance, periodic advance, veimbursemont, or final

inveice. Check final invoice ondy iF the grant is closed and expenditares equal
disburseiment,

Cperationsl Plan or agreement period as slaled in the approved plag or agreement,

Period this request for advance or reintbursement cavers; inceplion of grant period to
present,

Cash Transaction Data

a. Total ¢ash received Lo dale.

b, ‘Total disbursements from ingeption of grant period to prosent.

C. Cash on Hand / Deposil (8a minus 8b).

d. Cash reguested and to dale not received.

C. Interest income earned,

I Cash on Hand/Deposit & Cash Requesled Bul Not Received to Date (B¢ plus 8d
minus 8¢},

18 Bstimated disbursements for the advance period, stating the period for the
advance,

h. Amount of cash requested (Bf minus 8y).

Total acerved expenditures fiom the program’s expenditures regisler (i.e, SCSEP
Expenditare Repoit).

Subrecipient’s certification and suthorized signatore and date.

Jouple Reporkims Foras
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il

Jil.

iV,

DLIR WORKFORCE DEVELOPMENT DIVISION
OLDER AMERICANS ACT {OAA}
SENIOR COMMUNITY SERVICE EMPLOYMENT PROGRAM (SCSEP)
EXPENDITURE REGISTER

Purpose

The SCSIP Expenditure Register itemizes accruced federal expenses for personal anxd
non-persenal costs for the report peried. The total expenditures are also totaied by the
three primary SCSEP cost categrories — Administration, Bivolflee Wages and Fringe
Henelits, and Other costs.

Facsimile of Form
Refer io ihe attached Llank form.

General Instructions

Propare a separate form for each subreeipient’s aunual plan or grant agreement, A
supplemental worksheet may be included Lo sunmmarize information used to complete this
form. Where possible, round off all entries 1o lhe ncarest doliar. The veported
expendilures shall be cumulative from the stait ol the plan period to the end of the
reporting period,

Prograni Income and Non-SCSED expendilures are reported sepavalely on the Program
Income and Non-SCSEP Funds farny as instructed in Appendix A of this manual,

Freguency and Report Due Date

‘This repoit shall be submitted monthly beginning with the effective date of Lhe annual
piin or grant agreement. The veport is due no later than thivty (30} calendar days afler ihe
end ¢fesch monihio:

Deparimenl of Labor and Industrial Relations
Adnsinisirative Serviges Office / WIA Unit
830 "unchbowi Streef, Room 309

Honoluhi, 1lawaii 96813

Sample Reporting Forms



SCSEP EXPENDITURE REGISTLR
INSTRUCTIONS FOR COMPLETING THE EXPENDITURE REGISTER REPORT FORM
General Instructions — SCSEP subrecipients will follow SCSEP allowable activitics, cost

Timitations, and audil requirements, and shail nol lose their apprapriation year identity, and witl

report the expenditures separately on fhe SCSEP Expenditure Register in accordance with these
instructions,

To implemont this repatting requireiient, complete a separate Expenditure Register for each
operational plan ar agreement,

1. Identifying Information
A. Subrecipient Name
Enier the subreciptent’s name.
B, Program or Activity

Specify the “Senior Community Service Employinent Program” name as shown
in Lthe annual plan or grant agreentent.

C. Annual Flan No,
Euter the annual plan or agrecment number assigned by the State Department of
Labor and Indusirial Relations. 1f unknown, Teave blank, "I'his number will not
chanpe for the duration of the grant.

1. Muod. Mo.

Enter the modification number of the annual plan or grant agrecmenl, if
uppiicable.

E, Anmual Plan Porigd

Enter the month, day, and year of 1he start and end dales of the annual plan or
grant agreement period.

i, Report Period

Enter the month, day, ad yoar of the stant and end dates of the report period for
which this report is being submiifed,

FJaple WUoporting Forms



L

Page Number

Enter each page number and the total nnmber of expendilure register pages

{(i.e. page | of 2, cte). Submit as many puges as necessary and have the last page
signed by an suthorized sipnaiory.

Accrued Expenditures

A,

Objeel of Expenditures (Colunn A, Lines | to 17}

List expense account lilles, names or objecls. (i.e. personal cos!t, equipment, and
other current expendilures) as lisled in the Budget Request Swmmary of the
appoved operating budget {original bodgel or the fatest approved modification),
An additional worksheet shonkd be submitled ifihe form is unabie to
accommmodate afl cost items, '

Plazmed Buodget (Column B)

Enter the total SCSEP expenditures to be spent during the annual plan period for
each corvesponding Object of Expendilure cost eatepory.

Total Acerued Expenditures (Colunn C)

Enter Lhe totsl SCSEP expenditures accrued to date for the reporting periad for
each corresponding Object of Fxpendilure cost catepory, The accrued
expenditures are cumalative from the program start date and should be vepoited to
the nearest dollar, except for the final report, which should be reported in exacl
amounts {dollars and cents). Accrued sxpenses are the actual disbursemients
(payients other thay advances) plus invoices on hanl and olher projocted
nayhieils for goods and services reecived {for which invoices have not been
received), and salaries sy vetated benefits {carned but not paid) for the days
between Lhe beginning and the end of Lhe veporting periodl.

Varkancs — Percentage of Planmed Budget versus Expenditures (Colunm 1)

For each cost catopory divide 1he Total Accrued Bxpenditures (Column C) by the
cortesponding budget amount in Colmpy B and enter the resulting variance
percentage in Colomn D, Apply the same calenlation lo Line ¥, Total SCSEP
Aceraed Expenditures. The vaviance will assist in defermining whether the
program’s expenditures ave in compliance with any imposed varjance restrictions,

Expenditures by Cost Categories {Column )

Lixtend the sum ol each secrued expense (Colunm C) Lo the respective cost
cateporics below.

i Administration (Column K13

Sweply Reporting Forms



Enter the actual acorued expenditures for the plan period to date, for
adminigiration costs os defined in Seclions 641.856 of the SCSEYP Final
Rule {administraiive regutations},

2. EWFB and Other Program Costs (Colinng H2 sl E3)

Iinter the actual acerucd expendituves {or the plap period to date for
program setivity costs, as defined in Sec. 641.864 of the SCSEP Final
Rule (program regulations),

TFotal SCSEP Acerved BExpendilures/Obligations (Lines P - )
l. Total SCSLEP Accrued Expenditures (Line I7)

Entet the total expenditures for Columns B (Planned Budget), C (Total
Acerued Expenditoves), Bl {Administration Expenditures), E2 and B3
(Propram Expenditures) on ling [ Enter the Percentage of Variance o
Budpet {Column D).

2, Unliquidated Oblipations (Line G)

Enter the total unliquidated obligations of SCSEDP funds in Colwin C oy
line G, Uniliguidaled obligalions arc the totat amount of ebligations
incurred by the subrecipiont for which an cutlay or expenditure has not
been recorded.

1 Total Federal Ghligalions {Linc [}
Enter the total federal obligations in Column € o line H, The tetal
lederal obligation is a legal commitment of federn! fands, Line H is the
s of lines TP and G,

4. ‘Tolal Unobiigated Balanee (Line 1)
‘The total unobligated halance is the portion of finds to which therg is no
legal commitment by Ui subrecipient, The Total Unobligated Balace
{line 1) is the difference between the Total Budgel {Column B, line ¥) and
the Total Federal Obligations (Columa C, line H).

Cerlification

Naine, title, and signature of an authorized official of the subrecipicnt

organization certifying 1he accuracy of the expenditure report will be enlercd here
and daled.

Sample Roporiing Fores
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I

111,

iv.

DLIR WORKFORCE DEVELOPMENT DIVISION
DL.DER AMERICANS ACT {OAA)
SENIOR COMMUNITY SERVICE EMPLOYMENT PROGRAM (SCSLE)
PROGRAM INCOME AND NON-SCSEP FUNDS EXPENDITURE REGISTER

Purpose

The Expenditure Registor itentivzes acerued program incoime and non-SCSEP (matching)
fund expenditures. The personal and non-personal expenditures avc listed by atlowable
SCREP cost categories for the report period.

Facsimile of Form
Refer to the attached hlank form.
General [nstructions

Prepate n separate form for each subrecipient’s annual plan or grant agreement thal
eained the program income and/or tncuered non-SCSET expenscs for the bensfit of Lhal
specilic SCSEP program. A supplemental worksheet may be included to sunimarize
information used to complele this form, Where possible, rovnd off alt entries Lo the
nearest dollar. his report witl be cumulative from the start of the plan petiod to the end
of e vepord period.

Frequency and Repord Duc Dale

This report shail be submilled when a benefiting SCSEP program incurred reportabie
progeam incorme or bus received and expended non-SCSEP funds for the benefit of a
SCSEP program. The report is due no later than liitly (30) calendar days afler the el of
cach month lo;

Department of Labor and Industrial Redations
Administrative Services Office / WTA Unit
830 Punchbowl! Street, Room 309

Honolulu, Hawail 96813

Sukple foparting Forms



SCSEP PROGRAM INCOME AND NON-SCSEP FUNDS EXPENDITURE REGISTER

INSTRUCTIONS I'OR COMPLETING THE EXPENDITURE REGISTER REPORT FORM

Goeneral lustructions -- The reporting of the receipt and disbursement of program incomte and
non-SCSEDP inds shall be aubiect to the SCSEP regulations on gilowable activities, cost
limitations, snd audit requirements,

To implement this roporting requirement, complete a separatc Program Income and Non-SCSEP
Funds Expenditure Register ns an atiachment to the correspondling SCSEDP Bxpenditwre Register
o be subimitted monthly,

‘The following instructions will be applicable for the completion of alt Expenditure Register

reports:

I, Llentifying Inforoation

A,

i,

Nume
Enler the subrecipient’s name,
Program or Activily

Specify the “Senjor Comimunity Service Hniployment Prograin™ name for which
this Program income and Non-SCSEP Funds Expenditare Register veport is to be
submitied,

Ancual Plan No.,

Cater the annual plan number or agreement number assigned by thc State
Department of Labor and Industrial Relations to the benefiting SCSEP program.
[funknown, leave biank. ‘This number will not change for the duration of the
grant,

Mot No, -

Ealor the ivodification number of Lhe corresponding SCSEP annual plan, if
appiicable.

Annuat PFan Period

Enter the monily, day, and year of the start and end dotes of the SCSEP program
anual plan or grant agreeinent period,

Samrple Reporking Forns



K.

Leport Poriod

linier the month, day, and yesr of Lhe start and end dates ot the report period for
which this report is boing submiticd.

IR Breakowl of Accrued Expendilures

A,

D,

Object of Lixpenditures {Coluinn A, Lines | to i4)

List expense account titles, names, or objecls (Le. porsonal cost, program

aclivities, other current expenditures, efe.) that ave allowable under the SCSEP
progrmm,

Total Program Income Accrued Expenditure (Colunm B)

Enter the lotal expenditure of program income during the reporting period an the
sanie line as the respective detailed expense in Column A, Enter program income
expenditures thal mel the requirements wider Sce. 641.803 of the SCSEP Final
Rulc (administrative regulations). Program icoie is any income or profil eamed
by a subrecipient from SCSEP activities including income generated lrom the sale
of commodities {products) fabricated under the agreement.

‘The addition method deseribed al 29 CFR 95,24{a) or 29 CTFR 97.25{g){2) as
appropriate, must be uscd for all progrant focome eamed uader SCSEP,

Total Non-SCSEP Federal Accrued Expenditure {Column C}

Lnter the tatat expenditure of other non-S8CSEP tederal lunds during the reporting
period on the same line as the vespective detailed expense in Column A, The
reportable non-SCSEP lederal expendilures must be allowable SCSET costs

expended for the same purpose for which the subject prant was awarded.

Total Non-lederal Acerved Expenditore {Column D}

. Enter the lotal oxpenditure of non-federal funds during the reporting period on the

sasnie fine as 1he respective detailed expense in Coluan A, Nea-federat
cxpeiditures should include amounts ineurred as stand-in cosls that meef the
requirements wixler Sec, 641,809 of tho SCSEP Final Rule {(administrative
regulations). A subrecipient is not reguired io provide non-Federal resources for
Ihe uge of the SCSEP project as a condition of entering into a subrecipient or host
redationship,

Sawple Reporbing Forms



H.

I<.

Totat Non-SCSEP Accrved Bxpailitures {Colng 13)
Enter the total non-SCSEP acerued oxpenditures during the reporting period on

the game line as the respective detailed expense in Colnmn A, Colunm E s the
sum of Columns B, C, and D,

Total Accrved Fxpenditures

Biter the tetals for Column B, C, D, and B on jine F. This represents the scorued
expenditove of SCSEP propram inconw, non-SCSEI? federal funds, and non-
federal funds that benefited the SCSEP program.

Priot Year Carry-over Balance

SCSEI subrecipionts ave o mainlain records for the receipl and disbursal of
program income, including the reposting of such informalion on a monthly
cumuiative basis. Federal reporting of program income requives thal reecipts and
expenditurcs and the carrying halance of the fund be disclosed in the SCSEP

Federal Status Repor,

LEnter the uhexpended balance of the pragrant income account from the prior year
on line G,

Tolal YTD Receipta

Linter the total program income revenue generated dawring Lhe reporting period on
linc H.

Total Funds Realized

Enter the sum of the prior year carty-over balance and the lotal receipts for the
report period ondine I (Line [ = Tines G + H)

Undishursed Fuind Balanee

Eiter the difference ol'the Total Funds Realized {line 1) and the Tolal Accraed
Expenditures {line ¥) on lne J. This represents the ond of year i balance to
cariy forward to the next year.

Certification

Naime, title, and signature ol an authorized official of the subrecipicul

organization certifying the accmvacy ol 1he expendilure report will be entered hieve
aied dated,

Samplo Hoporling Forms



STATE OF HAWAII
DEPARTMENT OF LABOR AND INDUSTRIAT RELATIONS
WORKFORCL DEVELOPMENT DIVISION

INVENTORY LISTING

1. IDENTIFICATION INFORMATION
A, Subrecipient Name

B. Program
C. Plan/ Agreement No .
D, Plan/ Agreement Period From:
To:
Serlal or Factory 1.D. Date I.D. Tag No.| Purchase
Item Deseription Number | Acquirad | Unit Cost / Dispose
Cao mputer, Dell, XX5, 1}&|~3ﬁual desktop, Serial #1111191111 10/M1/2007]  $1,500,00 LO0oO1 P

with 17" color monitor

CERTIFICATION: ] hereby cerlify that, to the best of my knowledge, all property listed has been purchased or
disposed of in accordance with applicable properly management guidelines as provided by the State.

Authorized Signature & Title Date

Sample Reporting Forms



L1

I,

V.

DLIR WORKFORCE DEVELOPMENT DIVISION
OLDER AMERICANS ACT (OAA)
SENIOR COMMUNITY SERVICE RMPLOYMENT PROGRAM (SCSEP)
INVENTORY LISTING REPORT

Purpose

The form will be used to submil a listing of nonexpendable personal propety acquired or
disposed of inn the report quarter,

FFacsimile of Form
Refer to the attached blank form

General Instruetion

Prepare a separate form for each operational plan or agreement.  Another form or format
may be substituted it the same information is displayed.

List all non-expendable personal property acquired in whole or in part with linancial
assistance awarded by the State. Be sure to include all property with a unit cost of
$250.00 or more and with a uscful lifc of one (1) year or more that has been purchased or
disposed of in this grant period, Use additional pages as necessary.

Frequeney and Report Due Date

This report will be submitted quarterly within thitty (30) calendar days after the end of
cach repott quarter. Once an invenlory report is submitted for an operational plan or
agreoment, subsequent quarterly reports ave required only when there is a change to the
previously submitted report.

Department of Tabor and Industrial Relations
Administrative Services Office / WIA Unit
830 Punchbowl Street, Room 309

Honoluln, HI 96813

Sample Roeporting Forms



INSTRUCTIONS TN COMPLETING THI INVENTORY LISTING OF PROPERTY

I,

ik

IBENTHFICATION INFORMATION

A. Subrecipiont Name
Enter the name of the stibeecipient as shown in the annoal plan ov grant
agreemnenl,
1. Program
nter Lhe type ot progran as shown in the aonuad plan or prant aprecment.
. Plan/Agreement Number
Enler the agreament number as designated by the Stale in the annual plan or gran
apresment,
i, PlafAgreement Perigd
Enter the beginning and ending dates ol the annual plan or prant agreement.
COLUMN HEADINGS
A, Ltein Descriplion
Enter the complete deseription of the property, including size, color, mud cther
pertinent description,
13, Serinl or Factory LD, Number
inter the Manufacturer's Serial Number or Factory 1dentification Numbor,
C. Date Acquired
Linter the date of purchase or acqisition.
D, Unit Cost
Linter ihe purchase cost of each lem including takes, shipping cost, and other
relaled cost in the acquisition of the property.
E. 1.1, Tag MNo,

Lnter the pumber assipned by the subrecipicnt to identify a specilic property Jtom
other properties in ils custody.

sample Reporking Forms



i, Purchased or Disposed idenlifior
1. For items purchased this agresment period, place o "™ next to the item.

2, For items disposed of this agreement period, place a "DY next to the iten.

H1. Certification Statcinent

To be signed and dated by an authorized signatory that is on file with {ho State.

Sorple Reporting Forss
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11,

I¥.

DLIR WORKFORCE DEVELOPMENT DIVISION
OLDER AMERICANS ACT ((OAA)
SENIGR COMMUNITY SERVICE LMPLOVMENT PROGRAM (SCSEP)
CLOSHOUT PROCEDURUS

Purpose

CLOSLOUT is the process by which the State requires the final accounting of afl funds
upon the termination of all activities uwnder au agreement with a subrecipiont. The State
determines (hat all applicable sdiministrative actions und all required work under the prant
have been completed by the subrecipient af (he expiration or fevmination of the prant,
whichever comes first, 1 also requires the submission of the mnual grant reconcilistion,
tihe subrecipient’s release cartification, assipnment of velunds, rebates or credits, Hinal
propetty accountability and tax clearance certificale,

Faesimile Form
Reler to each blauk form in the closeoul packet,
Creneral Tnstructions

Prepare a separate closeont packel for each prant agreemen!. Follow the detailed
instrctions in completing each form. Some forms are self-explanatory and (herefore
have no written instructions., Since this is the {inal report, all entries in dollars and cents
should be reported, The packet is imade up of nine (9) sepawate report fovms and a
submittal lorm that is seif-cxplanatory. Each report will be acerual based and cumulative
from the beginning of the plan period to the end of the report period.

Frequency and Repart Due Date

‘The report is due no later than 60 calendar days afier (he end of the prant agreement ot at
the termination of the agreement whichever comes first to;

Depariment of Labor and Indusirial Relations
Adininistralive Services Oflice / WIA Unit
830 Punchbowl Streel, Room 309

Honolulu, Hawaii 96813

Samgrle Reporting Forms



SCSEP CLOSEOUT PROCEDUHUES

INSTRUCTIONS TOR COMPLETING AND SUBMITTING THE CTLOSEQUT PACKUT

The State, within 30 days before the expiralion of the grant period or the carly termination of the
grant agreement, whichever comes first, sends 1o the subreci pient a sloscoul nolification letfer,
Failure by the State to issue 1 notification does not preclude the subrecipient’s requirciment of
subimitting a timely closeout package.

The subrecipient s vequired to submif complete closeout package of nine {9) repart forms
along with the submiltal checklist for the finat accounting of all activities vader cach agrcoment
with the State within 60 days after the termination date of the grant.

1,

Cash Reconeiliation Statement ol Final Acerued FExpenditures and Payments (Attach a
copy of the subrecipient's inal vequest for cash advance or reimbursement 1 it s being
amended due to this closeout activity.)

This form is provided to subrecipients in order to reconcile the accrued expendifiies and
cash sdvances received, Fxcess cash in the expived grant shall be retuined to the State
with the closeoul package. Accrued Habilities not Hquidated al the time of closeaut shail
be deobligated and become a lability of the subrecipient. Any uncxpended {ands in the
expired grant will be subject 1o deobligation by the Siate.

Stibrecipient's Release Form

The Subrecipient’s Release Form shall be signed by a corporate officer (in the case of
private agencies) or by tite chief clected officiat or their des gnee for government
fpencies, Include with the release form a lst of unclaimed wages oF otstanding checks
thal may be subject to the State asswining disposition responsibibity i aceordanee with
the State of Hawaii Lnilorm Unelaiined Property Act (TIRS Sce. 523A).

Subreeipiont's Assignment of Refunds, Rebates, and Credits

Ouistanding refunds, rebates, aud credits afler the expiration of the graut spreement
should be collected and turued over to the State. Refunds include:

. Workers' Compensation and other insurance overpayment,
b. Unliguidated advance payments.

@, Interest earned or owed an SCSEP and State funds.

. Program income not deduncted from acerued expendifures,
e Any other unexpended sums.

Sample Reporting Forms



Final Inventory Cerlilication

The subrecipient will cortify to the accwracy of the inventory listing that is submitted with
this certiticalion. ‘The lnvenlory Listing Report should be either ihe most current
inventory listing submitted to the State or an amended “final” Hsting. Reference
Inventory Listing Report in Appendix A,

i For Grants with Government Property
If property was purchased with grant futds with a unit cost of $250.00 or moe
andfor furnished by the Federsl or Stale povernment under (he lemms of the grand

agreement, the subrecipient shall:

(1) Take a physical inventory and submil an inventory tisting with (his
corfification.

(2 Report distrepancies between inveitory records and the physical count.
br. For Grants with No Governmment Property
If there was no acquisition of nonexpendable personal propesty through purchase
with the use of grant finds or furnished theough transfer fiom other projects, the
subrecipicnt shall likewise certily 10 this effeel.
Special Dank Statement of Finanetal Account
Subrecipients with a special bank account established solely {or the grant in accordance
with the grant agreement shall clase the account or provide an explanation as to why the
accoUni cannod be closed. A copy of the bank statemeit or passbook reflecting a zero
balence shall be submitted with the closeout packet.
Anuual Grant Reconciliation Sctibement Workshee! and Summary
Fhits report Form, when completed, veconciles the fotal uncommitted batance of funds fo

be deobligated by the State. This forin also addresses fiscal-related information us o
unpaid Habilities, litigation or disputes, property management, discrepancies, and audits.

‘A copy of the {inat Expenditure Register Report shoutd be submitted with this summary

worksheoet,
Subrecipient's Closeout Tax Centificate

The subrecipient cerlilies that alt requirements for the colfection, deposit, payment and
reporhug of federal, state, and local (axes have been complied with as required by law, A
tax clearance issued by (he State of Hawaii Department of Taxation for the payment of
general excise taxes and {he remiflance of state incone taxes whihbeld from employees
and parlicipants shall also be submitted (wiien applicable),

Jampie Beparbing Ferns



Representation 1otler

The represemation fetter is to be signed by an authorized official of the subrecipient with
overall responsibility for the operaton of the RECIICY.

Balance Sheet

This report is to be submitted

to show the financial condition of the ageney wilh respect

to the specific grant that is under vconsideration for elosems.

Sample Roporting TForms



ASSURANCES AND CERTIFICATIONS

‘The Departiment ot Labor and Industrial Relations will not award an Agreement wliere
the PROVIDER has failed 1o accept the ASSURANCES AND CERTIFICATIONS
contained in this scction, In pesforming its rosponsibilitics under this Agreemont, the

PROVIDER hereby certifies ad assures that it will fully comply with the following
regulations:

29 CI'R Part 97 (Uniform Administrative Regquirements for Grants anl Cooporative
Apreements 1o State and Local Govermments);

29 CFR Part 95 (Uniform Adminisirative Requirements for Grants and Agrecinents
with Institutions of Higher Eduveation, Hospitals, and Other Non-Profit Qrganizations)
supersedes 41 CPR 20-70¢ (Administrative Requirements);

29 CFR Parts 96 mud 99 (Single Audit Roquirements);

20 CFR Part 98 {Debarmen snd Suspension, Drug liree Workplace);

29 CFR Part 93 (Lobbying Certification);

20 CFR Parts 33 and 34 (Nondiserimination and Equal Opportunity);

20 CRR Part 37 {Nondiscrimination aid Bgual Opportinity Provisions of the
Workforce Investment Act of 1998}

OMDB Citeular A-87 {Cosl Principles for State mul Local Govermments);
OMB Circular A-122 {Cosl Principles for Non-Profit Organizations);
Public Law 109-234, Satary and Bonus Limilations;

Public Law 107-288, Jobs for Veterans Act,

Public Law 100-365, Older Americans Act Amendments o1 2000, Title V, Older
American Communily Service Brployment Program; and

20 CFR Pat 641 (Senior Conmusity Service Bmploymuent Program, Final Rule)

Public Law 109-282, Tederal Funding Accountability and Transparency Act of 20066
as amended,

SIF 4248 (Assurances for Non-Construction Programs)

Vederal Axsurances and Cortificalions



BBy signing the face sheet of fhis contracl or agreement, the PROVIDER is providing the
certilications sel forth below:

Assurances - - Non-Construction Programs

Certification Regarding Lobbying

Dhrog Free Workplace Certification

Certificatjion of Non-Delinquency

ASSURANCES — NON-CONSTRUCTION PROGRAMS, NOTE: Certain of

these Assurances may not be applicable to your project or program, I youhave
questions, please contact the awarding agency,

As the duly suthorized representative of the applicant, 1 certify that the applicant:

Has the lega! suthority to apply for federal [unds and the inslitutional
managerial and financial capability (inchuding Rinds sufficient lo pay tho non-
Federal share of project costs) to ensure proper planning, management i
completion ol the project deseribed in this application,

Will give the awarling federal agency, the Comptioller General ofthe United
States, and if appropriate, the State, (hrough any authorized representative,
aceess and the right to examine all records, books, papers, or tdacuments
related to the award: and will establish a proper accounting systent in
accordance with gencrally accepted accounting standasds or agency ditectives.

Wil establish safeguards to prohibit employees from using their positions for
a purpose (hat constitutes or presents the appearance of porsonal or
orpanizationn! conflict ol ivkerest, or personal gam,

Wilt initiate and complote the work within the applicable time frame afler
receipt of approval of the awarding agency.

Will comply with the Interpovernmental Parsonnel Act of 1970 (42 US.C.
4728-4763) relaling to prescribed standavds for menit systems for prograins
funded under one of the ninetoen statutes or regulations specified i Appendix
A ol OPM’s Standards for a Merit Systein of Persounel Administiation (3
CFR 900, Subpmt F),

Will comply with al! Federal statotes refating to nondiscrimination. These
inchude but are not limited to: (&) Title V1 of the Civil Rights Act of 1964
(I.1.88-352) which prolibits discrimination on the bawis of race, color or

2
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9.

national origin; (b) Title 1X of the Education Amendinents of 1972, as
amended (20 U.8.C. 1681-1683, and {685-1686) which prohibits
dizcrimination on the basis of sex; (¢) Seclion 504 of (he Rehabilitation Acl of
{973, as amended (29 U.S.C. 794), which prohibits diserinsination on the
basis of hambicaps; (d) the Apge Discrimination Act of 1975, as amended (42
U.8.C. 6101-6107), which prohibils discrimination on the basis of age; (¢} the
Drug Abusc Office and Treatiment Act of 1972 (P L. 92-255) as antended,
relaling to nondiscrimination on the hasis of drug abuse; (f) the
Comprehensive Alcohol Abuse and Alcohwokism Prevention, Trentment and
Rehabilitation Act of 1070 (P.L. 91-616) as amended, relating 10
nondiscrimination on the basis of alcohol abvse or aleohalism; () 523 and
527 of the Public Health Service Act of 1912 (42 1,58.C, 290 dd.} and 250
ee.3} a8 amended, relating confidentiality of alcohol and drug abuse palient
records; () ‘Title VII of the Civil Rights Acl of 1968 (42 11.5,C. 3601 et seq.)
as amended, relating fo nondiscrimination in the sale, rentat ot financing of
howsing; (I} any olher nondiscrimination provisions in the specific stalute(s)
under which application for Federal assistance s being made; and (§) the

requirements of any oiher nondiserimination siatute(s) witch may apply to the
application.

Will comply, or has already complied, with the requirements of Title IT and 111
of the Uniform Relocation Assistance and Real Property Acquisition Policies
Act of 1970 (P.].. 91,646} which provides for fair and eguitable trestment of
persons displaced or whose property is acquired as a result of Federal or
tederaliy-assisted progeams. These requirements apply 1o all interests in real
properly acquired for project purposes regardless ol Redeval participation in
purchases.

Wit comply with the provisiony of the Hatch At (11.8.C, 1501-1508 and
7324-7328) which limit the political activitics of employees whose prineipal
employment activilies are funded in whole ar in parf with federal funds.

Will comply, as applicabie, with the provisions of the Davis-Bacon Act (40
U.8.C 2763 10 276 a T, lhe Copeland Act (40 US.C, 278 and 18 U.8.C. 874,
and the Contrael Work Howrs and Safely Standards Act {40.327-333),
regarding labar standards for federally assisted congtruction subagreeinents.

190. Wit comply, if applicable, with Flood Insurance Purchase Requirements of

1.

Seetion 102(A) of the Fiood Disaster Protection Act of 1973 (P L. 93-234)
which requires reoipients it a special flood hazard acea 10 paticipate in fhe
program anl {o purchase flood insurance if the totul cost of insurable
construction aud acquisition is $10,000 or more.

Witl comply with envitotmental standards which may be preseribed pursuant
{o the following: (a) institution of environmental quality control measurcs
wndler the National Envivomuental Policy Act of 1969 {P.L. 91-190) and

3
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14,

15

16.

17,

18,

Executive Order {(BO) { 1514; {b) notificalion of violating facililies pursuant to
EO 11738; (¢) protection of wetlands pursuant 16 LO 1{990; (d) evaluation of
tlend hazawds in Nood plains in accordaes with EO 11988, (¢) assurance of
projeet consistency with the approved Slale managemant progran developed
usider lhe Coastal Zone Management Act of 1972 (16 U.8.C. 1451 ol seq.); (9
conlormity of Federal actions to State {Clean Air) Implemontation Plaus under
Section 176{c) ofthe Cloar Air Act of 1955, as amended (42 U.S.C. 7401 ot
scq.); (&) protection of underground sources of drinking water undor the Safo
Drinking Water Act of 1974, as amended, (.1, 93.523); and (h} proteetion of
endangered species under the Endangered Species Act of 1973, as amended,
(1.3, 93-205).

, Will comply with the Wikl and Scenic Rivers Actof 1968 (16 U.S.C. 1271 o

s0q.) related to protecting comjponents or polentinl components of the national
wild and scenic rivers system.

. Will assist the awarding agency in assuring compliance with Section 106 of

the National Historic Prescrvation Acl of 1966, as amended (16 L5, C, 470}
BEG 11593 {identificalion and protecction of historic properties), and the
Archacotogical and Historic Preservation Act of 1974 (16 1U.8,C. 469a.1 ot
seq).

will comply with .1, 93-348 regarding the protection of human subjects
involved in research, development, and related setivities supporied by this
award of assistance,

Wil commply with the Laboratory Animal Welfare Act o 1966 (P.L. 89-544,
as amended, 7 U.8,C. 213} of seq.) portaining to the care, handling, and
treatment of warm hlooded animals beld in research, leaching, or ofher
activilies supported by this award of assistance.

Will comply with the Lead-Based Paint Poisoning Prevention Act (42
U.8.C.4801 et seq.) which prohibits the use of lend based paint in construstion
or rehabilitation of residence struciures,

Will comply with all applicable requivements of atl olher Federal laws,
excontive orders, repulntions, and palicies governing (his program.

Will cause to be performed the required financial and compliance audits in
accordance with the Sinpgle Audit Act Amendments of 1996 and OMB
Circular No. A-133, “Audils of States, Local Governinonts, and Non-Prolit
Crganizations™.

Pecoral Axseramesy aad Certifications



B. CERTIFICATION REGARDING DEBARMENT, SUSPENSION, AND

OTHER RESPONSIBILTTY MATTERS — PRIMARY COVERED

TRANSACTIONS, The prospective primary participant cerlifics to lhe best of

its knowledge and belief, that it and its principals:

1.

Are not presently debarred, suspended, proposed for debarment, declared
inaligible, or voluntarily excluded from covered ransactions by any federal
departiment or agency;

Have nol witlin a lhree-year period preceding his proposal been convicted or
had a civil judgment rendered against them for comntission of fraud or a
crintinai offense in conneclion with obtaining, sllempting to obtain, or
perferming r public (Federal, State, or Local) transaction or conlract under a
public transaction; violation of Federal or State antitrust sialvtes or
commission or embezzlement, theft, forgery, bribery, lalsilication or
destruction of records, making flse statiements, or receiving siolen property.
Axe not presently indicted or otherwise criminally or civilly charged by a
sovernpment entity (Federal, State, or Local) with commission of any of the
olfenses enumnerated in paragraph (1){D) of this certification; and;

Have not within a three-year peviod preceding this application/proposat had
one or mare public tramsuctions (Federal, State, Local) terminated for cause or
defanl,

Where the prospective primary participant is unable (o certify to any of the statements in
fhis certification, such prospective participant shall allach an explanation io (his proposal,

C. CERTIFICATION REGARDING FLLOBBYING — Cerilication for Contlyacts,

Grants, Loans, and Cooperatlyve Agreements. By accepting this grant, the
signee hereby certilies, to the best of his or Lier knowiledpe and beticf, that:

1,

No Federal appropriated funds have been paid or will be pakl, by or on behatl
of the undersigied, to any person for influencing or attempling lo influence an
officer or employce of Congress, or an cmployee of a Momber of Congress in
comection with the awarding of any federal coniract, the making of any
Federal grant, the making of any Federal loan, the entering inta of any
cooperative agreemend, and cxtension, continuation, renewal, amendmenl or
modilication of any Federal confract, grant, loan or cooperative agreciment,

If any funds other than Federal appropriated funds have been paid or will be
paid to any person for influencing or allempting to inluence an officer or
employee of Congress, or any employee ol a Momber of Conggess in
conneciion with ihis Federal contract, grant, loan or cooperative agrecment,
the undersigned shail complete and submit Standard Form — LLL, “Disclosure
Form to Report Lobbying”, in accordance with iis nstructions.

Foderat Assurnneos and Cerlificalions



3. The sigoer shall vequive that the language of this certification be included in
the award documents for afl subawacds at ail tiers {including subcontracts,
subgrants, and contracts under grants, kans and cooperative agreemcats), ant
that all subrecipients shall cerlify and disclosc accordingly. This certification
is a material representation of facts upon which teliance wag placed when this
transaction was made or enlered into, Submission ol this certificalion is a
prerequisite for making or enlering into ihis transaction imposed by Section
1352, Tule 31, 1).8, Cade. Any person whe tails to file the required
certification shal) be subject to a civil penalty of not less than 10,000 axl not
moge than $ 100,000 lor each such failure.

DRUG FREK WORKPLACE, By signing this application, the pranice cettifics
that st will provide a drug free workplace by implementing the provisions al 29
CFR 98.630, Appendix €, pertaining to 1he Drug Free Workplace, In accordance
with these provisions please provide in the space below, a list of places where
performuce of work done in connection with this specific prant will take place.
This information nust be incliuded with this signed document or maintained al
your office i available for Federal Inspection.

CERTIFICATION OF NON-DELINQUENCY:

Please cheek the appropriate stalenent.

Not Delinquent on any Pederal Debt

_Delinguent on any Federal Debl

Federal Assvrntess pnd Certifications



DISCLOSURE OF LOBBYING ACTIVITIES
Complete this form o disclose lobbying aclivities pursuanl 1o 31 U.S.C. 1352

Approvad by OB
824300406

{See roverss for public burden disclosure.)

1._ T_j.rpn of Fedaral Action:
[_’ 8. soniracl

G. cooperalive agraamanl
<. loan

o, loan guarantes

f. loan inaurance

£, Status of Fedorai Action;

i_]a. bigiotferfapphication
bogrant 1 K. b, intiel award
¢, post-gward

3. Ropott Typo:
i” ) I a, initlal filing

- b malerial change
For Materfal Change Ondy;
year quarker
tlate of last reparl

4, Name and Addross of Reporting Entity:
|] #rims [C] subawardoo
Tiar . iF ko

Congressionat Dsirick, if knowr:;

5. If Raporting Entlly in No. 4 s a Subawardee, Enter Name
and Addrass of Prima:

Congrassianal IHakiet, if krown:

8. Fedaral DaparfimontiAgsncy:

1. Fedaral Program Namoe/Dascription:

CFDA Number, if appicalie:

8. Faderal Actlon Numbar, f known

O, Award Amount, if known;

$

10. a. Name and Address of Lobbylng Registrant
{f individual, iast naimea, fret name, MI):

b lndividuats Porforming Sevvices {including addrass If
diffarant from No, 10a)
{fast nama, fral nama, i

41, Iformalion topuasod thoough Eiba forn |8 ooihadzad b dale 3t LB sodfion
1352, Thoy givifesuro ol byl adidiios 18 8 nalaedal represonlson of Pack
upar Which sebianee wak placod By o Uar shava vwhaa thls ranaselan was apads
ar ankaibd Irds, TIS Hactoars 1% raqeind puesaant to 30 VK0, EIRE This
Infedseidlon, et b ropedted ba by Congrose saemb-anncatdy and Wil bE seilakie ty
pLdtly Incpdction. Any perked wWho {3l lo Ma he eaguized Alsclopsss shale be
wibluck Lo o clvil povatly af et Boss (ot SE0.B00 and sted o an SETHLO00 fn
aaply sk falure,

Signelure;

Print Mame,
Tille,
Telaphone Mo.:

Date:

Federal Use Only:

Audeenlzed for Local Roproduction
Stenderd Form ELE (Rey. 7-97)
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INSTRUCTIONS FOR COMPLETION OF SF.LLL, DISCLOSURE OF LOBBYING ACTIVITIES

This dsclosure fom shali be complolud by tha roporting entlly, whother subswardas or e Faderal reciplent, at e initiation of racolpt of o caverad Fedorad
aclion or a melarkatelisngo to o provots fEnyg, purstent 1o Us 34 US.C. soslion 1352, The Sy of 5 form |2 requbrad for aach paymon of ageacrient 1o make
paymont la sny lsbbylng antty for influoncing or ahtempting lo Influsnces an officer or employeac any agancy, o Mombor of Congress, an officer or employanof
Cangrese, or an employeos! 4 Mamborof Ciorgross In connection with a cova red Fades action. Complaleaf ftams tha apply for Doth [ba inlital Ring end minterkat
changa repuut. Refer (o tho lmplamanting guidance publishad hy tho Office af Managoment s Dudget for sddilional infonmation,

0.

1.

- ldaniify the lype of caversl Federal actlon for which lobhying acilvity s sndfor has been securod to influence the outoeme of a covered Fadaral action.

- Wlanlify the stofus of e coverod Faderal eelion,

- ldaniify e approprisie claseiication of this report. B tits is a foltowup repart covaad by o aetudad change to e bnfametion praviowsty rapatgd, sniee

v yasr and quartar i which the change occured. Enbar the dato of tho tast fravously submibied reporl by B raporling antly Jor Wils covesed Fadorat
aclipn,

- Entar tha full nama, addrass, clty, State and zip cade of e reporling ently. nchite Congressianal Distilct, f kaown. Chaeok ke appropratectassification

of the reporing uniity What dasignatesil B s, o expects ke be, & prime or subaward raciplon). idantify B tiae of the subaveardes, o.q., (e first subiwasdse
al Ihe prime s the T4l e, Subaveards oo but sro nol limitad o subcontrasts, subgrants and contract swards Gnder grams,

. If tha ergantzationfiing the repail in Nam 4 checks “Subawardes,” 1heh entar tho full name, addrass, chly, Stwio and #p coda of ho prime Faderal

raciplont, tncludte Congrosslons! Distelet, If known,

- Enbai tho nane of the Foderal agency making the award of loan comanilmant. Includa at mast ene arganizafioraliovat bolow agoncy naina, B known. Fos

svigmnple, Deparment of Transportation, Unltad States Coast Guard.

- Enlar o Fedzral programmnarma or descriplion for the coverad Fodoral aclion {#am £}, IF knawn, arter he Rl Gatalog of Fedars Demestic Asslstance

(CFDA) rsmber for grants, conparative sgreonieats, loane, andt loen commilaients,

- Enter Ihe meosl approgirate Fadsrad [dentfylng rumber avallabfedar the Fararal setlon [dantliiod in item + {e.g., Request for Proposat {RFPY numbor;

Mivitalion for Bl {F8) minlisr; gramd ennouncemard mmber; Mo conleec), gram, or logn awand ruenboe the applicaiionfpropess condiol mumbar
azalgned by Mo Fedoral agoncy). Inchede prefies, o.g., “REP-DE-SOG0 Y

- For a coverad Faderl ectlon whare Iare bas Boon an avsard or foan commiimant by tha Faderal sysncy, enter 1he Fedacatzmoeunt of 1ha award/ioan

commitment bor We prinea ontily Bisntdfied in fom 4 or 5.

{e) Enter tha ful name, address, clity, Slate ot zip code of i labbylsg regisiiant under e Luhbying Dlsclosure Act of 1905 snpagsd Ly the roposting
antity idantitiod th #am 4 to nfluenca tho covoersd Foderal aclon.

{1} Enter tha {ul names of e ndiviluals) podormlng sondees, and telade Wl addross B different from 10 tal, Enters Last Name, Fiiet Nama, &nd
Wlirfdto inithal {B4).

The ceastitylng officla shiall sign snd dete Iha o, prlot Mesthir name, ke, and telephons numbor,

Accarding to the Paponvork Reduction Acl, as ameated, ng pessons are requlned to respond to o eoflection of mfarmalion unless il dleplays B valld OMB Cople]
Humber. Tho vald OkD conteol manber for this ifrmation colizclion is OMB No. 0348-0048. Publla reponing burden for s collackion of Information |s
gatimtad I weerage 18 mimder per responae, inchwing g foe revlawing melrctlons, searchiing exisiing dala saurces, gathering snd malmlaling tha data
noadad, ond complotng and reviawlng the coliection of nformalion. Sord commaenis regarding e burden wstimats or any olher nspect of this collaction of
infarmation, lneluding suggastions for reduding s Burdan, 1o 1he Offloe of Managamentand Budget, Papecvork [Reducllon Project (0340-0040), Washkrgton,
DG 20503,
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REFERENCES

This project is authorized under Title V of the Older Americans Act Amendments of
2006 (Public Law 109-365, Octaber 17, 2006) and shall be operated following its statutes
and the Senior Community Serviee Employment Program, Final Rules (20 CFR Part 64 1)
which were published on September 1, 2010,

Links to both the statutes and rules can be accessed thro ogh the U,S, Department of
Lubor's website at htip:/www.doletn, gov/Seniors/html docsfregs.cfin

The respondent shall be responsible to review both the Older Americans Act
Amendments 0f 2006 and its final rules and ensure that its proposed scrvices are
compliant with both the statutes and rules,

Although the site also provides linkages to the Jobs for Veterans Act, Workforce
Investment Act, Americans with Disabilities Act (ADA), Ape Discrimination Act, and
the Age Discrimination in Employment Act; please note that some of these Acts may
have subscquently been amended or revised such as the ADA which has been amended
with the ADA Amendments Act of 2008 (ADAAA), The Department of Labor and
Industrial Relations is not responsible for update the U.S. Department of Labor’s website,

Relercnces



