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REQUEST FOR PROPOSALS

Workforce Investment Act Program Year 2010
Title I Youth Services – Year Round Program

In School Youth & Out-of-School Youth

(July 1, 2010 – May 31, 2011)

PROPOSALS DUE 

electronically to: klemieux@fvwdb.com
by 3:00 p.m. on

Friday, May 21, 2010 

Proposals will not be accepted by U.S. mail, commercial delivery or hand delivered with the exception of pages that require a signature; those pages may be faxed or mailed to the FVWDB office by the May 21st deadline rather then sending via email.  Proposals received after this date and time will not be considered by the Fox Valley Workforce Development Board, Inc. Timely receipt of proposals is the sole responsibility of the offeror.
Agencies must submit separate proposals: one for In-School Youth and 

one for Out-of-School Youth.
Questions regarding the RFP package should be directed to:

Kim Lemieux, Youth Program Director

Fox Valley Workforce Development Board, Inc.

 (920) 720-5600 or klemieux@fvwdb.com
This RFP is available 

at www.foxvalleywork.org 


Solicitation Schedule

             ____________________________________________________________________________

  
ACTIVITY  



           


DATE 



 

· RFP Issuance  





Thursday, April 29, 2010


     
 
    

· Bidder’s Conference

(1 pm – 2:30 pm @ FVWDB office)
     
            Thursday, May 6, 2010
   

    

· Receipt of Proposals by 3:00 p.m.
    

Friday, May 21, 2010

 
   
· FVWDB Youth Council Review Proposals

      (9 am – 12 pm @ FVWDB office)
                        Tuesday, June 8, 2010

  
   

· PY2010 Contractors Notified
   
                        Wednesday, June 9, 2010 close of  


                                                             






business day

· Contracts Negotiated   
June 14 -18, 2010
 
  

· WIA Youth Program Begins

        

Thursday, July 1, 2010     

 
  
REQUEST FOR PROPOSAL

Workforce Investment Act PY 2010/2011

Year Round Youth Program

Synopsis

The Fox Valley Workforce Development Board, Inc. is soliciting proposals for the provision of employment and training services to eligible economically disadvantaged youth (aged 14 – 21) in the seven counties comprising the Workforce Development Area (WDA) #4 (Calumet, Fond du Lac, Green Lake, Outagamie, Waupaca, Waushara and Winnebago Counties).  This solicitation is conducted on behalf of the Workforce Development Board by its administrative entity, Fox Valley Workforce Development Board, Inc., and pursuant to the requirements and conditions of the Workforce Investment Act (PL 105-220), enacted August 7, 1998, the implementing regulations, and the Policies and Procedures of the State of Wisconsin, Department of Workforce Development, Division of Employment & Training. 

The Workforce Investment Act Youth Program provides funds whose purpose is to:
1. Provide eligible youth seeking assistance in achieving academic and employment success,

effective and comprehensive activities, which shall include a variety of options for improving educational and skill competencies and provide effective connections to employers;

2. Ensure on-going mentoring opportunities for eligible youth with adults committed to providing such opportunities;

3. Provide opportunities for training for eligible youth;

4. Provide continued supportive services for eligible youth;

5. Provide incentives for recognition and achievement to eligible youth and,

6. Provide opportunities for eligible youth in activities related to leadership, development, 

decision making, citizenship and community service. 

Accordingly, this solicitation shall be used to carry out, for eligible youth, programs that have the following elements:
( 
Provide for WIA Eligibility Determination

( 
Provide an objective assessment of youth needs

( 
Development of service strategies 

( 
Preparation for post-secondary education 

( 
Tutoring and/or Study skills

( 
Alternative secondary school services, as appropriate

( 
Paid and unpaid work experiences 

( 
Occupational skill training, as appropriate

( 
Leadership development opportunities

( 
Supportive services
( 
Adult mentoring

( 
Follow-up services for not less than 12 months after the completion of participation; and

( 
Comprehensive guidance and counseling to eligible youth or prepare them for employment 

Agencies awarded contracts will be required to attend training sessions on the WIA Youth Program; sessions will cover topics such as:

· Computerized Reporting System (ASSET)

· Eligibility Determination

· Assessments
· Performance Measures 
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PART I
BACKGROUND INFORMATION

Description of the Area
The Fox Valley Workforce Development Area (WDA) is located in Northeast Wisconsin.  It is situated essentially surrounding Lake Winnebago and consists of Calumet, Fond du Lac, Green Lake, Outagamie, Waupaca, Waushara and Winnebago Counties. 
The 2000 census population estimate for the seven county areas was 549,651.  The highest populated County is Outagamie with an estimated 2000 population of 160,971 followed by Winnebago County with 156,763 residents. These two counties comprise 58% of the WDA population. 

Calumet, Outagamie, and Winnebago County comprise a tri-county Standard Metropolitan Statistical Area (MSA). Collectively, the three counties are known as the Appleton- Neenah-Oshkosh SMSA accounts for approximately 65% of the WDA population. The principal communities, and major employment centers include; Brillion, Chilton and New Holstein in Calumet Co.; Fond du Lac and Ripon in Fond du Lac County;  Berlin in Green Lake County; Appleton, Kimberly, Kaukauna in Outagamie Co.; Waupaca, New London and  Clintonville in Waupaca County; Wautoma in Waushara Co.; and Menasha, Neenah and Oshkosh in Winnebago County.

Fox Valley Workforce Development Board Profile
The Fox Valley Workforce Development Board, Inc. is comprised of up to 35 members (with a majority from the private sector) appointed by the Chief Local Elected Officials from each of the seven counties in the Workforce Development Area.  The FVWDB is comprised of the following committees:  Executive, One-Stop Systems, Economic Development, Fox Valley Healthcare Alliance, and the Youth Council. 
Unemployment and Eligible Population
The unadjusted unemployment rate for the Fox Valley Workforce Development Area as a whole for November 2009 was 7.8%. Individual counties as follows; Calumet Co. – 6.3% Fond du Lac Co. 7.8% Green Lake Co.– 8.5% Outagamie Co. – 7.5% Waupaca Co. – 8.6% Waushara Co. 9.1% and, Winnebago Co. – 6.8%   In recent years several of these counties witnessed historic low unemployment rates. 

PART II

CONDITIONS OF SOLICITATION 

1. General Conditions

The release of this RFP does not constitute an acceptance of any offer, nor does such release in any way obligate FVWDB to execute a contract with any offeror. The FVWDB reserves the right to accept or reject any or all offers on the basis of evaluation factors contained in Form 10 of this document, budgetary limitations, service to significant population segments, geographic distribution, needs of the area and other considerations. The FVWDB reserves the right to establish additional considerations or criteria for funding, as deemed necessary. Such considerations may be addressed through final contract negotiations. 

Before preparing proposals, offerors should note that FVWDB will not be liable for any costs associated with the preparation of proposals or negotiation of contracts incurred by an offeror.

Proposals will only be accepted from individual agencies. Consortium proposals will not be accepted. Proposers are encouraged to collaborate and coordinate with other agencies submitting proposals; in fact, non-WIA funds are expected to be utilized to provide services for WIA youth participants through collaborative efforts. Proposals should demonstrate such in the program narrative.

   All proposals, in their entirety, will become the property of the FVWDB upon submission.

The award of a contract for any proposed service is contingent upon the following:
· Cost of the proposed program
· Favorable review/evaluation of the proposal by the FVWDB/designated committee

· Final approval of the proposal FVWDB/designated committee
· Page limit not to exceed 25 pages for the proposal for completing forms #2 through #7.  Forms 1, 8, 9, 10, and 11, and the attachments do not count towards the total. 

· Minimum threshold to award contract is a score of 70 out of 100 possible points.
· Successful negotiation of any changes to the proposal required by the FVWDB/designated committee member.

· All agencies awarded contracts are required to use software that is completely compatible with Microsoft Office XP as a baseline.  In those cases where editing is required (e.g., draft forms) or electronic data is being provided (e.g., spreadsheet or database), compatibility means FVWDB staff will NOT have to go through extra steps to view documents received from or sent to contractors.  If a document is considered by FVWDB to be “read only”, a “PDF” version is adequate. Please insure any scanned documents are saved using a .gif or .jpeg format rather than a .bitmap(.bmp) to insure ease of electronic communication. 

Provision of services specified in this RFP requires substantial knowledge and understanding of:

· The Workforce Investment Act (WIA) and final implementing regulations 

· State of Wisconsin, Department of Workforce Development (DWD), Division of Employment & Training Youth Program Guide
· State of Wisconsin DWD ASSET participant reporting System;

· FVWDB WIA Comprehensive Plan 2009-2010, and WIA policies
· FVWDB labor market conditions and demographics

2. Appeals

Each proposing agency whose proposal is reviewed by the appropriate FVWDB committee shall receive a written notice of approval or non-approval for the proposed project. Following the notification of awards any proposer or potential proposer who has a complaint concerning the issuance of this RFP, the evaluation of proposals received in response to this RFP or any matter relating to the method by which FVWDB secures subcontractors shall have an opportunity to discuss, with the administrative staff, the reasons for non-funding. 

Any appeal or complaint must be filed in writing as a grievance with FVWDB pursuant to FVWDB’s grievance procedure.  Any appeal or complaint must identify any and all contested issues.  Subjective interpretations by the review team are not subject to protest or appeal.  Any decision regarding FVWDB’s resolution of the grievance may be appealed to the DWD – Division of Employment & Training.  The written appeal must be filed with and received by the FVWDB no later than five (5) working days after the notice of awards are postmarked.

PART III
TECHNICAL DESCRIPTIONS
1.
Fund Sources and Amounts:
The estimated funds available for services solicited by the WIA Title I Year Round Youth RFP are approximately $458,276.70. These figures are based on PY09 amounts, as the FVWDB, Inc. at the time of RFP release had not been notified by the State of Wisconsin- DWD of its PY 2010 WIA Youth funding allocation. Amounts may be adjusted once the FVWDB receives official allocation amounts from DWD.
Funds can be used for:

(  Staffing and staff support costs

(  Participant wages and fringe benefits

(  Participant training 

(  Participant support 

(  Administrative overhead (not to exceed 10%)

2.   Contract Instrument Characteristics: 

It is anticipated that cost reimbursement contracts will be awarded as a result of this RFP solicitation.   Payments under this type of contract will be prorated among the cost categories of administrative overhead and program services. Successful subcontractor(s) will be reimbursed actual, allowable and allocable costs not to exceed the maximums stated in contracts.

The subcontractor will be responsible for the eligibility of participants in its programs as well as the accurate and timely imputing of required participant data in the DWD computerized ASSET system. Subcontractors are also responsible for maintaining documentation for all costs incurred and charged against any contract resulting from this RFP solicitation. 

Individual agencies must submit proposals for services they wish to provide. Consortium proposals will not be accepted.  The proposer may not enter into subcontracts for proposed services.  Agencies and educational institutions working closely together to provide services may submit support letters.  Individual agencies must submit a separate proposal for in-school and out-of-school services they wish to provide.
For planning purposes, the Fox Valley Workforce Development Board, Inc. has projected service levels and resource availability as follows:

$458,276.70 – Available PY 2010 WIA Youth Year Round Service Strategy

County


  In-School


Out of School 



Calumet


  $16,039.68


   $16,039.68


Fond du Lac


  $41,244.91

 
   $41,244.91


Green Lake


  $9,165.53


   $9,165.53


Outagamie


  $66,450.12


   $66,450.12



Waupaca


  $20,622.46

               $20,622.46


Waushara


  $9,165.53


   $9,165.53


Winnebago


  $66,450.12


   $66,450.12


Total:



$229,138.35
           +
   $229,138.35      Total: $458,276.70
It is anticipated that funds will be targeted to serve individual counties in proportion to county population

as a percent of WDA population.
3.   Non-Duplication of Facilities/Services:  
Funds provided by this RFP shall only be used for activities which are in addition to those which would otherwise be available in the area in the absence of such funds.  In addition, these funds shall not be used to duplicate facilities or services available in areas (with or without reimbursement) from Federal, State, or local sources.

PART IV
WIA YOUTH PROGRAM INFORMATION

1.
Participant Eligibility
WIA defines an eligible youth (Section 101(13)) as an individual who is:

· Age 14 – 21

· A low income individual, as defined under WIA section 101(13); and

· Within one or more of the following categories:

A. Deficient in basic literacy skills (an individual who scores less than 9.0 grade level on an accepted math or reading assessment)

B. School dropout

C. Homeless, runaway, or foster child

D. Pregnant or parenting

E. Offender, or

F. An individual (including a youth with a disability) who requires additional assistance to complete an educational program, or to secure and hold employment (FVWDB definition as an individual who has been identified as lacking some or all of the “core employability skills”)

Out of School Youth: An out-of school youth is defined under section 101(33) of the Act as an     individual who is:

· An eligible youth who is a school dropout; or

· An eligible youth who has either graduated from High School or holds a GED, but is basic skills deficient, unemployed, or underemployed

Dropout:
· A school dropout is defined as an individual who is no longer attending any school and who has not received a secondary school diploma or its recognized equivalent

· A youth attending an alternative school is not a dropout under the Act

Each proposer will be required to determine WIA eligibility of participants for its program.  Documentation of such eligibility will be maintained by the proposer. Liability for disallowed costs due to the ineligibility of a participant shall be the sole responsibility of the provider (subcontractor). Proposers will also be required to input participant eligibility/activities into the DWD ASSET System.

2. Period of Performance:

Services will begin July 1, 2010 and end on May 31, 2011. The period of performance for service resulting from this solicitation may be up to a fourteen (14) month period dependent on future legislation, policy changes, and/or availability of funding.
Contracts resulting from the issuance of this RFP may be renewed, on an annual basis, for each of the next two years, beginning June 1, 2011, at the discretion of the FVWDB, Inc. or its designated committee.

3.   Performance Standards:

WIA youth performance standards are based on three common measures. The three measures are for the entire youth program; there are not individual standards for older youth or younger youth.  Successful proposers will be required to meet/exceed the performance standard levels required.  WIA Title I Youth program Performance Standards for PY 2010, as provided to the FVWDB by DWD/DET are: 

Common Measures for youth aged 14-21

· Placement in Employment or Education Rate – 72.2%
· Attainment of a Degree or Certificate Rate – 79.8%
· Literacy or Numeracy Gain Youth – 30%
4.     Program Activities:
Proposals must adhere to the following broad categories to provide the required design framework (used in the ASSET system) for Youth programs.  All proposals must focus on serving new enrollments who are youth that are in and/or aging out of foster care, corrections, and/or adjudicated youth, as well as serve all youth carried into PY10 from the previous program year, PY09.
A. Provision of WIA Eligibility Determination/Objective Assessment of each youth participant, meeting requirements of WIA section 129I(1)(A), including a review of the academic and occupational skill levels, as well as service needs of each youth;

B.  Development of service strategies for each youth participant, meeting the requirements of WIA section 129 I(1)(B), including both an employment goal and consideration of the assessment results for each youth; and

C.  Services and strategies that include preparation for post-secondary educational opportunities, linkages between academic and occupational learning, preparation for employment, and connections to intermediary organizations that provides strong links to the job market and employers.

A Description of the 10 Mandatory Service Elements for WIA Youth Programs

Proposers must make the following services available to youth participants:

1. Tutoring, study skills training, and instruction leading to secondary school completion, including     dropout prevention strategies

2. Alternative secondary school offerings

3. Summer employment opportunities directly linked to academic and occupational learning (it is expected that the proposer will provide a six – eight week summer program component which offers youth the opportunity to have exposure to the world of work, including non-traditional opportunities and academic enrichment activities)

4. Paid and un-paid work experiences, including internships and job shadowing

5. Occupational Skill training

6. Leadership development opportunities

7. Supportive Services

8. Adult mentoring both during and after program participation for a minimum total duration of 12 months

9. Follow-up services

10. Comprehensive guidance and counseling, including drug and alcohol abuse counseling as well as referrals to counseling, as appropriate the needs of the individual

4.  Objective Assessments:

Each Proposer is required to provide and document WIA eligibility and objective assessment services.

FVWDB requires successful proposers to use TABE forms 9-10 and/or WorkKeys.  Further direction and/or updated will be provided before the start of the program year if necessary.

Basic Skill Assessment: A formal assessment will be administered for math and reading.   The basic skill assessment provides a determination of the participants’ reading and math grade level equivalency.  The Dept. of Labor (DOL) requires the use of the same standardized test for both pre and post basic skill assessments (pre-test must occur within 60 days of the date of participation). DOL further requires the basic skills assessment tool must be one of the National Reporting System (NRS) cross-walked test instruments.
Occupational Skills/Prior Work Experience: A prior work history and occupational skills form will be completed by the participant and reviewed with the individual conducting the assessment.

Employability Review: The individual conducting the eligibility determination/assessment will, in conjunction with the participant, review his/her employability status, including such things as health issues/limitations, legal issues pending. 

Interests: The Career Occupational Preference System (COPS) will be utilized.  The assessment provides an interest inventory, which results in percentile scores for fourteen occupational clusters.  

Aptitude: The Career Ability Placement Survey (CAPS) will be utilized.  The CAPS is an aptitude test that covers categories including mechanical reasoning, spatial relationship, verbal knowledge, perceptual speed and accuracy, and manual speed and dexterity.  

Supportive Service Needs: Supportive service needs will be reviewed with participants to determine their need of such to participate in training.








PART V
FINANCIAL REPORTING PROCEDURES
Any agencies awarded contracts must follow these financial reporting procedures. For RFP purposes, the section below is informational only; no action is required when submitting a proposal. 

1.
Payment/Invoice Procedures/Reporting 


A. Monthly Expenditure Report Form – The subcontractor will be reimbursed based upon submission of 
            a Monthly Expenditure Report Form.  This form will be due in the FVWDB fiscal office no later than the 10th working day following the end of the month for which reimbursement is requested.  Financial sanctions may be imposed for failure to meet reporting deadlines.  All contract payments will be made to the subcontractor.  The successful proposer (subcontractor) is responsible for providing services specified in proposal.  
B. Based on TEGL 5-06 issued by DOL, any individual who is employed by the recipient or sub

  recipient receiving salary, wages or bonus (no fringe benefits included or non-monetary

  compensation, such as a car or cell phone) cannot exceed the amount at Federal Executive Level II - 

  $172,200 per annum.  See TEGL 5-06 for further information.

C.  Successful proposers will be required to submit to the FVWDB a hard copy version of their       agency/organization’s most recent audit, including any findings, prior to the development of a contract for services.  Please note:  The review committee may ask for a recent audit copy while evaluating proposals if questions arise.  

2.  Files and Record Keeping 
A. The subcontractor agency shall keep complete and accurate records of all phases of program operation. These records are subject to review and /or audit by the FVWDB and/or DWD – Division of Employment & Training.

B. The subcontractor shall be responsible for completing any and all required WIA eligibility determination forms as well as gathering and maintaining all eligibility documentation. The subcontractor agency shall bear complete responsibility for any disallowed costs associated with the expenditure of WIA funds on ineligible participants.

C. Each subcontractor agency is responsible for monitoring their worksites.  100% of worksites 
                  must be monitored by the subcontractor agency.







PART VI.

APPLICATION FORMS AND INSTRUCTIONS
Proposals must be prepared and sequenced in accordance with instructions outlined in this section.  When completed, proposals are to be assembled as follows: 
     Form 1.  Proposal Transmittal Form 

     Form 2.  Agency Synopsis

     Form 3.  Statement of Need

     Form 4.  Program Methodology 

     Form 5.  Enrollment, Selection of Youth Participants and Outreach Efforts

     Form 6:  Coordination and Staffing 

     Form 7:  Program Monitoring and Administration

     Form 8.  Program Elements Chart 

     Form 9:  Program Planning Summary and Budget Detail

     Form 10: Targeted Program Levels

     Form 11: Fiscal Controls and Record Keeping

Attachment 1 has a signature page and will be submitted with each proposal. Attachments 2-5 are

information only, no action is required.


Attachment 1 - Signed Certification for Federal Assistance 


Attachment 2 - 10 Mandatory Program Service Elements by Provider 


Attachment 3 - Participant File Organization System and forms used for the WIA Youth Program


Attachment 4 - School Districts and Enrollment 2009

     Attachment 5- Proposal Evaluation Form/Rating Sheet

FORM 1:

PROPOSAL TRANSMITTAL FORM

OFFEROR


Organization
     








Address       








City/State/Zip       


Telephone       


Contact Person      
Title      
Indicate the type of agency offering the service:

 FORMCHECKBOX 
 Private   FORMCHECKBOX 
 Non – Profit   FORMCHECKBOX 
 Government   FORMCHECKBOX 
 Other

Counties to be served / # served

 FORMCHECKBOX 
 Calumet 

 FORMCHECKBOX 
 Fond du Lac      
 FORMCHECKBOX 
 Green Lake      

 FORMCHECKBOX 
 Outagamie      
 FORMCHECKBOX 
 Waupaca      
 FORMCHECKBOX 
 Waushara      
 FORMCHECKBOX 
 Winnebago      
Type of Program:  (check only one) In-School  FORMCHECKBOX 
 or Out-of-School  FORMCHECKBOX 

Total funds requested: $     


No. of Youth to be served:      


Cost per Participant: $     


OFFEROR’S CERTIFICATION
Certification and Adjustments. When a cost analysis is necessary and there is inadequate price competition, offeror must certify that to best of its knowledge and belief, cost data are accurate, complete, and current at time of agreement of price. Awards or modifications negotiated in reliance on such data should provide awarding agency (Fox Valley Workforce Development Board, Inc.) a right to a price adjustment to exclude any significant sum by which price was increased because awardee had knowingly submitted data that were not accurate, complete and certified.

I,      , hereby certify that I am legally and duly authorized to submit this proposal on behalf of      :  that  information contained herein is true and correct to  best of my(our) knowledge; and that  prices for  services offered herein are firm and effective through  close of business on      .

SIGNED, this      day     , 2010

Signature 





Title
Witness: 







FORM 2:
AGENCY SYNOPSIS 

1. Provide a synopsis of your agency and how your agency will effectively and cost-efficiently serve area

      youth.

2. Describe how you will ensure appropriate linkages to entities that will foster the participation of eligible
youth. Such linkages may include connections to local education agencies, the K-12 system and/or local justice and law enforcement agencies. Proposals who also successfully show how their program will ensure linkages to the key industry business sectors of the FVWDB in career pathways such as the health care industry, advanced manufacturing, green jobs, construction, alternative energy and modernized agriculture (food, fiber and fuel) will receive additional consideration.

                                                                           FORM 3:
     STATEMENT OF NEED

1. Describe any problems of population to be served and how proposed strategy will address need(s).

Provide any relevant supporting labor market information data or other relevant information as evidence of need/and proposed strategy. 

2.  
Identify goals and objectives of program.  Include geographic areas you are proposing to serve (i.e.                   counties, school districts, etc.).  Objectives should be measurable, quantifiable, and include timetables for completion. Proposed goals and objectives should address each of the ten services which must be made available to WIA youth.

FORM 4:

PROGRAM METHODOLOGY


Each proposer must include a description of how they intend to meet the required WIA Youth Design for a year round program as described on in Attachment 1 corresponds with their overall design strategy. Each proposal must address the following:
1.  Describe who will do the eligibility determination and where it will be done. In-school youth proposers are expected to provide eligibility determination at local schools whenever possible. Out-of-School youth eligibility should be conducted at the local Job/Workforce Development Center. A personal interview is required of each participant.

Proposers must maintain individual participant files for eligibility as outlined in the Fox Valley Workforce Development System (FVWDS) Case File Organizational System model.

            Please refer to Attachment 2 for examples of forms used for the WIA Youth Program

· Participant File Organizational System


· Grievance and Appeals Procedures

· Consent for Release of Confidential Information 

· Participant Rights & Responsibilities

2. Describe how post-secondary educational/training opportunities will be made available (for

both in-school and out-of-school proposals). Describe occupations for which specific training will be    provided (if any), including non-traditional occupations. Non-traditional training for females and minorities is encouraged.
3.
a) Describe how the year round program meets the required designed framework.
b)  List the various components of project, including how you will make the required 10 program element services available to youth participants.
c)  Indicate, for each element, if it will be provided with WIA funds, or through a coordinated referral process to other community agencies/organizations. If through non-WIA funds, explain how you will coordinate services and track participant activity. Letters of Agreement or MOU’s with the outside agencies are acceptable and encouraged.
Local programs have the discretion to determine what specific services will be provided, based on each participant’s objective assessment and individual service strategy (WIA sec 129(c)(2)).   It is envisioned that each youth will participate in more than one of the ten program elements and also

receive follow-up services for a minimum of 12 months after exit.  Proposers must make the following program services available to youth participants either with WIA funds or non-WIA funds:

(
Tutoring, study skills training, and instruction leading to secondary school completion, including dropout prevention strategies

(
Alternative secondary school offerings
(
Paid and unpaid work experiences, including internships and job shadowing

(
Occupational skill training

(
Leadership development opportunities

(
Supportive Services

(
Adult mentoring for the period of program participation and follow-up for a minimum total of 12 months

(
Follow-up services

(    Comprehensive Guidance & Counseling

     4.   Describe follow-up activities (leadership development, supportive service activities, regular contact 


  with participant’s employer, assistance in securing better paying jobs, career development, etc) 

     

  that are proposed. 

                                                                                   FORM 5:

ENROLLMENT, SELECTION OF YOUTH PARTICIPANTS AND OUTREACH EFFORTS


1.  Using a diagram, describe flow of participants from selection/enrollment through placement/retention.  



      For example: 
Recruitment/Referral (Application/Eligibility(Appropriate WIA Forms filled out(ASSET Registration

2.  Describe how outreach will be done, and how youth will be informed of program services, recruitment and selection procedures for participants, and how this process will involve local schools, Workforce Development Centers and other community resources.  Also describe how an orientation to non-traditional occupations will be included.
3.   Support Services for youth as defined in WIA Section 101(46) may include the following: assistance              with transportation costs, child care and dependent care and assistance with uniforms or other appropriate work attire/work related costs including eye glasses/protective eye gear. Describe type and availability of counseling and support services that will be provided during training; include procedures for and frequency of contact in off-site training components. Include a description of how support services will be utilized and coordinated.
FORM 6:
COORDINATION AND STAFFING

1. Demonstrate how coordination is accomplished with other partner agencies including school and local job and workforce development centers, law enforcement agencies, and drug and alcohol prevention and treatment programs to ensure WIA funds are leveraging other youth service funds to serve youth.

2. Indicate key staff that will be assigned to program by title, name, and qualifications including education, function, and amount of time assigned. Also list the number of youth participants that each staff person expects to individually case manage.
3. Briefly describe the facility(ies) where the program is to be principally operated; include size, location, accessibility and any special features relevant to the program.  

If specialized equipment is key to the program, (e.g., computers), include description and quantity.   For those responders serving in-school youth, it is encouraged that Job/Workforce Dev. Center Career Center services be utilized whenever possible. Out-of-School proposers are required to provide services from the local Job/Workforce Development Center(s).

FORM 7:

PROGRAM MONITORING AND ADMINISTRATION


1.  Describe the methods and frequency with which off-site training (work experience sites, etc.), will be monitored, and by whom. Also list your agency’s resolution/correction action plan if issues arise.  
2.
Describe overall administration/management plan for proposed program, especially as it relates to meeting objectives and ensuring quality services.  In this description, please include the following: 

· Indicate supervisory level through an organizational chart with supporting narrative lines of authority and responsibility related to proposed program. Include direct program staff, supervisor(s), manager(s), case managers, and administrative support staff. 

FORM 8:

PROGRAM ELEMENTS CHART


INSTRUCTIONS FOR COMPLETING WIA YOUTH PROGRAM ELEMENTS CHART:
· Indicate the number of WIA youth participants who will be receiving this service utilizing WIA funds. 

· Indicate the number of WIA youth participants who will be receiving this service utilizing non-WIA funds leveraged through referral and coordination efforts.

· Indicate the name of the agency providing the service with non-WIA funds. 

FORM 8:

PROGRAM ELEMENTS CHART (continued)


PY 2010/2011
	Program Element
	Number Using WIA Funds
	Number of Services Provided By Other Agencies
	Name of Agency

	1. Tutoring, Study Skills:
	
	
	

	2. Alternative Secondary School:
	
	
	

	3. Summer Employment
             Opportunities:
	
	
	

	4. Paid & Unpaid Work Experience:
	
	
	

	5. Occupational Skill Training:
	
	
	

	6. Leadership Development
             Opportunities:
	
	
	

	7. Supportive Services
      
	
	
	

	8. Adult Mentoring
	
	
	

	9. Follow Up Services
	
	
	

	10. Comprehensive Guidance & Counseling
	
	
	


FORM 9:
PROGRAM PLANNING SUMMARY


Complete only one (1) Program Planning Summary per proposal.

All numbers must be cumulative.  Numbers in each succeeding month must be the same or larger than previous month.  If no additional increases are planned in successive months, the last month’s entry should be carried into each month through May 2011.

· Enter planned total expenditures ($) for each month.  (Total expenditures must equal sum of Administrative Overhead and Program Services dollars.)

· Enter planned amount of administrative overhead ($) for each month.

· Enter planned amount of program services dollars ($) for each month.

· Enter total enrollments cumulatively for each month.

· Enter new enrollments cumulatively for each month (total enrollments minus carry-in from PY2009).

· Enter the total number youth participants to be carried from PY2009 (ending March 31, 2010) into April 2010 (PY09); this number should be a constant.  The number used in April 2010 should be used in each succeeding reporting period.
· Enter the number of youth who will be enrolled in the summer component (summer beginning May 1, 2010 and ending on August 31, 2010.

· Enter the number of females who will receive non-traditional training.

· Enter total program exits cumulatively for each month.  

· Performance Standards:  Out-of-School Youth, the next four (4) lines indicate how many youth will attain the standards listed (youth do not have to exit WIA to receive credential); In-School Youth; the next three (3) lines indicate how many youth will attain the standards listed; youth do not have to exit WIA to receive credential or secondary school diploma/equivalent.

· Enter the number of other program exits (non-positive in meeting performance standards).

· Enter Number Currently in Program.  This number shows enrollments currently enrolled in the program. This number shows enrollments currently enrolled in the program at end of the month. It is obtained by subtracting Total Exits from Total Enrollments.

WIA Title I PY 2010/2011 – OUT OF SCHOOL YOUTH Program Planning Summary
SUBCONTRACTOR NAME:  


                                                                           Youth Aged 17-21

	
	APRIL30    2010
	JUNE 30 2010
	SEPT 30 2010
	DEC 31 2010
	MAY 31 2011

	TOTAL EXPENDITURES
	$     

	$     
	$     
	$     
	$     

	ADMINISTRATIVE OVERHEAD
	$     

	$     

	$     
	$     
	$     

	PROGRAM SERVICES
	$     

	$     

	$     
	$     
	$     

	TOTAL ENROLLMENTS
	     
	     
	     
	     
	     

	NEW ENROLLMENTS
	     
	     
	     
	     
	     

	CARRY-IN FROM PY2009
	     
	     
	     
	     
	     

	SUMMER COMPONENT
	     
	     
	     
	     
	     

	Number of Females in Non-Traditional Training
	     
	     
	     
	     
	     

	                
	     
	     
	     
	     
	     

	TOTAL PROGRAM EXITS
	     
	     
	     
	     
	     

	Attainment of Basic, Work, Readiness &/or

Occupational Skills Credential
	     
	     
	     
	     
	     

	Attainment of Secondary School Diploma/Equivalent
	     
	     
	     
	     
	     


	Placement & Retention in Post Sec. Ed./Training or Placement in Employment, Military, Apprenticeship
	     
	     
	     
	     
	     

	Other Exits: (non-positive)
	     
	     
	     
	     
	     

	CURRENTLY IN WIA PROGRAM
	     
	     
	     
	     
	     


WIA Title I PY 2010/2011– IN SCHOOL YOUTH Program Planning Summary

SUBCONTRACTOR NAME:  

                                  Youth aged 14 – 17 
	 
	APRIL30 2010
	JUNE 30 2010
	SEPT 30 2010
	DEC 31 2010
	MAY 31 2011

	TOTAL EXPENDITURES
	$     

	$     
	$     
	$     
	$     

	ADMINISTRATIVE OVERHEAD
	$     

	$     

	$     
	$     
	$     

	PROGRAM SERVICES
	$     

	$     

	$     
	$     
	$     

	TOTAL ENROLLMENTS
	     
	     
	     
	     
	     

	NEW ENROLLMENTS
	     
	     
	     
	     
	     

	CARRY-IN FROM PY2009
	     
	     
	     
	     
	     

	SUMMER COMPONENT
	     
	     
	     
	     
	     

	Number of Females in Non-Traditional Training
	     
	     
	     
	     
	     

	                
	     
	     
	     
	     
	     

	TOTAL PROGRAM EXITS
	     
	     
	     
	     
	     

	Attainment of Basic, Work, Readiness &/or

Occupational Skills Credential
	     
	     
	     
	     
	     

	Attainment of Secondary School Diploma/Equivalent
	     
	     
	     
	     
	     

	Placement & Retention in Post Sec. Ed./Training or Placement in Employment, Military, Apprenticeship
	     
	     
	     
	     
	     

	Other Exits: (non-positive)
	     
	     
	     
	     
	     

	CURRENTLY IN WIA PROGRAM
	     
	     
	     
	     
	     


Each proposal should include a detailed line item budget subdivided into two cost categories of Administrative Overhead and Program Services = Budget Detail
	
	
	BUDGET DETAIL
	
	
	
	

	Name of Subcontractor:
	 
	 
	 
	 
	 
	 

	What program(s):
	 
	 
	 
	 
	
	 

	Program Year:
	 
	APRIL 1, 2010 – MAY 31, 2011
	 
	 
	 
	 

	Staff Wages:
	Hourly Rate
	Number of Hours
	Program Services Subtotal
	Number of Hours
	Program Overhead  Subtotal
	Total

	Supervisor: 
	$0.00 
	0.00
	$0 
	0.00 
	$0 
	$0 

	1.  Case Manager
	$0.00 
	0.00
	$0 
	0.00 
	$0 
	$0 

	2.  Case Manager
	$0.00 
	0.00
	$0 
	0.00 
	$0 
	$0 

	3.  Case Manager
	$0.00 
	0.00
	$0 
	0.00 
	$0 
	$0 

	4.  Case Manager
	$0.00 
	0.00
	$0 
	0.00 
	$0 
	$0 

	5.  Case Manager
	$0.00 
	0.00
	$0 
	0.00 
	$0 
	$0 

	6.  Case Manager
	$0.00 
	0.00
	$0 
	0.00 
	$0 
	$0 

	7.  Case Manager
	$0.00 
	0.00
	$0 
	0.00 
	$0 
	$0 

	Wages Subtotal:
	 
	0.00
	$0 
	0.00 
	$0 
	$0 

	Fringe Benefits:
	% Fringe Benefits
	 
	Staff Wages Total x % Fringe Benefits
	 
	 
	Total

	Supervisor: 
	%
	 
	$
	 
	 
	$

	   FICA
	 
	 
	 
	 
	 
	 

	   Pension
	 
	 
	 
	 
	 
	$0.00

	   Health 
	 
	 
	 
	 
	 
	$0.00

	   Disability Insurance
	 
	 
	 
	 
	 
	$0.00

	   Life Insurance
	 
	 
	 
	 
	 
	$0.00

	   Unemployment Insurance
	 
	 
	 
	 
	 
	$0.00

	   Workers Comp. Ins.
	 
	 
	 
	 
	 
	$0.00


The budget posted below is a partial representation of the actual spreadsheet.  In order to take advantage of the formulas built into the spreadsheet, click here to download a copy and submit it with your overall proposal electronically.

FORM 10:
TARGETED PROGRAM LEVELS


Indicate total number of participants planned to be served in each component
	
Target Groups


	Incidence in Population
	Planned Level
of Service
(Out of School)
	Incidence in Population
	Planned Level

of Service

(In-School Youth)

	Estimated Population Survey (EPS) GROUPS 
	%
	No.
	%
	%
	No.
	%

	1.  FEMALES
	     
	     
	     
	     
	     
	     

	2.  MINORITIES
	     
	     
	     
	     
	     
	     

	3.  DISABLED
	     
	     
	     
	     
	     
	     

	4.  HIGH SCHOOL DROPOUTS
	     
	     
	     
	     
	     
	     

	5. FOSTER CARE
	     
	     
	     
	     
	     
	     

	6. AGING OUT OF FOSTER CARE
	     
	     
	     
	     
	     
	     

	7. AJUDICATED YOUTH
	     
	     
	     
	     
	     
	     

	8.  W-2 ELIGIBLE
	     
	     
	     
	     
	     
	     

	9.  TOTAL NUMBER TO BE SERVED
	100%
	
	
	100%
	
	

	COUNTY
	NUMBER
	
	
	NUMBER
	
	

	1.  CALUMET
	     
	
	
	     
	
	

	2.  FOND DU LAC
	     
	
	
	     
	
	

	3.  GREEN LAKE
	     
	
	
	     
	
	

	4.  OUTAGAMIE
	     
	
	
	     
	
	

	5.  WAUPACA
	     
	
	
	     
	
	

	6.  WAUSHARA
	     
	
	
	     
	
	

	7.  WINNEBAGO
	     
	
	
	     
	
	

	8.  TOTAL NUMBER TO BE SERVED
	     
	
	
	     
	
	


INSTRUCTIONS FOR COMPLETION OF THIS FORM

(
Complete only one (1) form per proposal – In School proposals should complete information as it relates to In-School youth. Out-of-School proposal should complete information as it relates to Out-of-School youth.

(
EPS Groups (Lines 1 –5):  Identify the number and percent of each specified target group to be served.  Line six is the total number of individuals to be enrolled during the contract period.

(
County Lines (1 – 7):  Indicate the number of youth proposed to be served by County. Line 8 is the sum of lines 1 – 7 and should also equal the total number in line six from EPS Groups.

FORM 11:

FISCAL CONTROLS AND RECORD KEEPING


1. Please attach copies of policies and procedures for: 

· Cash receipts and disbursements 

· Purchasing 

· Property management 

· Payroll policy 

· Travel policy 

· Cost allocation, including provisions for multiple funding sources 


Agencies that can provide a web link to these documents, instead of providing hard 
copies, are preferred.

2.
Indicate type and location of participant records, including documentation of WIA eligibility. 

Attachment 1

CERTIFICATIONS FOR FEDERAL ASSISTANCE

PART A: Certifications Regarding Debarment, Suspension and Other Responsibility Matters - Primary Covered Transactions
This certification is required by the regulations implementing Executive Order 12549, Debarment and Suspension, 43 CFR Part 12, Section 12.510, Participants' responsibilities. The regulations were published as Part VII of the May 25, 1988 Federal Register (pages 19160-19211). For further assistance in obtaining a copy of the regulations, contact the issuing office.

(a) The prospective primary participant certifies to the best of its knowledge and belief, that it and its principals: (1) are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from covered transactions by any Federal department or agency; (2) have not within a 3-year period preceding this proposal been convicted of or had a civil judgment rendered against them for commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a public (Federal, State or local) transaction or contract under a public transaction; violation of Federal or State antitrust statutes or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property; (3) are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal, State or local) with commission of any of the offenses enumerated in paragraph (a)(2) of this certification; and (4) have not within a 3-year period preceding this application/proposal had one or more public transactions (Federal, State or local) terminated for cause or default.

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

The prospective primary participant further agrees by submitting this proposal that it will include the following clause, without modification, in all lower tier covered transactions and in all solicitations for lower tier covered transactions (see Appendix A of Subpart D of 43 CFR Part 12):

PART B: Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion - Lower Tier Covered Transactions

(a) The prospective lower tier participant certifies, by submission of this proposal, that neither it nor its principals is presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any Federal department or agency.

(b) Where the prospective lower tier participant is unable to certify to any of the statements in this certification, such prospective participant shall attach an explanation to this proposal.

PART C: Certification Regarding Drug-Free Workplace
This certification is required by the regulations implementing the drug-free workplace requirements for Federal grant recipients under the Drug-Free Workplace Act of 1988 (43 CFR Part 12, Subpart D). A copy of the regulation is available from the issuing office.

A. The grantee certifies that it will or continue to provide a drug-free workplace by:

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

(b) Establishing an on-going drug-free awareness program to inform employees about (1) the dangers of drug abuse in the workplace; (2) the grantee's policy of maintaining a drug-free workplace; (3) any available drug counseling, rehabilitation, and employee assistance programs; and (4) the penalties that may be imposed upon employee for drug abuse violations occurring in the workplace;

(c) Making it a requirement that each employee to be engaged in the performance of the grant be given a copy of the statement required by paragraph (a);

(d) Notifying the employee in the statement required by paragraph (a) that, as a condition of employment under the grant, the employee will (1) abide by the terms of the statement; and (2) notify the employer in writing of his or her conviction for a violation of a criminal drug statute occurring in the workplace no later than five calendar days after such conviction;

(e) Notifying the agency, in writing, within ten calendar days after receiving notice under subparagraph (d)(2) from an employee or otherwise receiving actual notice of such conviction. Employers of convicted employees must provide notice, including position title, to every grant officer or other designee on whose grant activity the convicted employee was working, unless the Federal agency has designated a central point for the receipt of such notices. Notice shall include the identification number(s) of each affected grant;

(f) Taking one of the following actions, within 30 calendar days of receiving notice under subparagraph (d)(2), with respect to any employee who is so convicted: (1) taking appropriate personnel action against such an employee, up to and including termination, consistent with the requirements of  the Rehabilitation Act of 1973, as amended; or (2) requiring such employee to participate satisfactorily in a drug abuse assistance or rehabilitation program approved for such purposes by a Federal, State, or local health, law enforcement, or other appropriate agency;

(g) Making a good faith effort to continue to maintain a drug-free workplace through implementation of paragraphs (a), (b), (c), (d), (e) and (f).

B. The grantee may insert in the space provided below the site(s) for the performance of work done in connection with the specific grant;

Place of Performance (Name of location, street address, city, county, state, zip code)



     


     


     
Check  FORMCHECKBOX 
 if there are workplaces on file that are not identified here.

Part D: Certification Regarding Lobbying - Certification for Contracts, Grants, Loans, and Cooperative Agreements
This certification is required by Section 1352, title 31, U.S. Code, entitled "Limitation on use of appropriated funds to influence certain Federal contracting and financial transactions."

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

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

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

(3) The undersigned shall require that the language of this certification be included in the award documents for all subawards at all tiers (including subcontracts, subgrants, and contracts under grants, loans, and cooperative agreements) and that all subrecipients shall certify accordingly. This certification is a material representation of fact upon which reliance was placed when this transaction was made or entered into. Submission of this certification is a prerequisite for making or entering into this transaction imposed by Section 1352, title 31, U.S. Code. Any person who fails to file the required certification shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such failure.

As the authorized certifying official, I hereby certify that the above specified certifications are true.

     
Name of Organization

     
Typed name and title of authorized representative









​​​

Attachment 2

A Description of the 10 Mandatory Service Elements for WIA Youth Programs

The following ten (10) elements must be made available to participants either directly utilizing WIA funds or through referral and coordination with other community agencies/organizations.

1. Tutoring, study skills training, and instruction leading to completion of secondary school, 
including dropout prevention strategies.

2. Alternative secondary school services.

3. Summer employment opportunities that are directly linked to year round academic and occupational learning.

4. Paid and unpaid work experiences, including internships and job shadowing.

· Work experiences are planned, structured learning experiences that take place in a workplace for a limited period of time; work experiences may be paid or unpaid.
· Work experience workplaces may be in the private, for-profit sector; the non-profit sector; or the public sector.
· Work experiences are designed to enable youth to gain exposure to the working world and its requirements. 
· Work experiences should help youth acquire the personal attributes, knowledge, and skills needed to obtain a job and advance in employment. The purpose is to provide the youth participant with opportunities for career exploration and skill development and is not to benefit the employer, although the employer may, in fact, benefit from the activities performed by the youth. 
· Work experiences may be subsidized or unsubsidized and may include the following elements: Instruction in employability skills or generic workplace skills such as those identified by the Secretary's Commission on Achieving Necessary Skills (SCANS), Exposure to various aspects of an industry, Progressively more complex tasks, Internships and job shadowing, The integration of basic academic skills into work activities, Supported work, work adjustment, and other transition activities, Entrepreneurship, Other elements designed to achieve the goals of work experience.  In most cases, on‑the‑job training is not an appropriate work experiences activity for youth participants under age 18.  Local program operators may choose, however, to use this service strategy for eligible youth when it is appropriate based on the needs identified by the objective assessment of an individual youth participant.

5. Occupational skill training
6. Leadership development opportunities, which include community service and peer-entered activities encouraging responsibility and other positive social behaviors during non-school hours.

Leadership development opportunities for youth may include the following:

· Exposure to postsecondary educational opportunities
· Community and service learning projects
· Peer centered activities, including peer mentoring and tutoring
· Organizational and team work training, including team leadership training
· Training in decision-making, including determining priorities
· Citizenship training, including life skills training such as parenting, work behavior training, and budgeting of resources
· Employability

· Positive social behaviors (WIA sec. 129(c)(2)(F)

Positive social behaviors, often referred to as soft skills, are incorporated by many 
local programs as part of their menu of services which focus on areas that may 
include, but are not limited to, the following:



1. Positive attitudinal development


2. Self esteem building



3. Cultural diversity training



4. Work simulation activities
7. Supportive Services for youth, as defined in WIA section 101(46), may include:
· Linkages to community services

· Assistance with transportation costs
· Assistance with child care and dependent care costs
· Assistance with housing costs
· Referrals to medical services

· Assistance with uniforms or other appropriate work attire and work related tool costs, including such items as eye glasses and protective eye wear (WIA sec. 129(c)(2)(G)).
8. Adult mentoring, for the period of participation and a subsequent period, for a total of not less than 12 months.
9. Follow-up services for a minimum of 12 months after program exit

· The leadership development and supportive service activities
· Regular contact with a youth participant's employer, including assistance in
       addressing work related problems that arise

· Assistance in securing better paying jobs, career development and further

                               education
· Work related peer support groups
· Adult mentoring

· Tracking the progress of youth in employment after training
· All youth participants must receive some form of follow-up services for a minimum duration of 12 months after program exit.  Follow-up services may be provided beyond 12 months at the State or Local Board's discretion. The types of services provided and the duration of services must be determined based on the needs of the individual. The scope of these follow-up services may be less intensive for youth who have only participated in summer youth employment opportunities (WIA sec. 129(c)(2)(I)).
10. Comprehensive guidance and counseling, which may include drug and alcohol abuse and counseling and referrals.














Attachment 3

FVWDA WIA Participant File Organizational System
Effective July 1, 2007 all FVWDB WIA Subcontractors will be required to follow the participant case file organizational system listed below.  A case file will consist of a heavy duty two-hole punch classification folder with 2 dividers/6 partitions (aka 6 part folder) with each file section clearly listed on an adhesive file label.  It is the responsibility of each Subcontractor to purchase the folders/labels necessary to accommodate each participant who is enrolled on or after July 1, 2007. 

The WIA Application should be filed on the bottom with the remainder of each section’s forms organized from bottom to top in chronological order, based on date of signature or date administered/received (for forms not needing a signature).

Youth Program (Younger/Older)

1)  ELIGIBILITY/ENROLLMENT

· FVWDS WIA Application (signed/dated)

· FVWDS Consent for Release of Confidential Information (signed/dated)

· FVWDS WIA Documentation Verification

· ASSET Registration form (signed/dated) 

· Eligibility documentation (i.e. barriers, low-income status, 5% window)

· Priority of Service (public assistance recipient, low income individual, veteran)

· Veteran Status - older youth (Form DD-214) 

· FVWDS Participant Rights & Responsibilities (signed/dated)

· FVWDS Grievance & Appeal Procedure (signed/dated)

· Temporary Assistance to Needy Families (if applicable)

· Recipient of Cash Assistance (if applicable)

2)  ASSESSMENT/ISS

· FVWDS Personal Profile

· Interests (i.e. Career Occupational Preference System – COPS)

· Aptitudes (i.e. Career Ability Placement Survey – CAPS)

· Values (i.e. Career Orientation Placement & Evaluation Survey – COPES)

· JobFit

· TABE or equivalent comprehensive assessment

· Individual Service Strategy – ISS (signed/dated)

3)  TRAINING

· Copy of documentation  from educational institution (indicates eligibility for or denial of financial aid)

· Documentation verifying activities (attendance sheets, ITA and support service vouchers, etc.)

· Copy of degree, certificate, diploma, transcript showing degree, certificate, or diploma was conferred

· Official documentation from training provider – must include type of degree/diploma, date awarded, institution awarding credential, participant’s name, and name, title, and phone number of individual providing information

· Training Plan/Worksite Agreement – written training plan and/or written worksite agreement (signed/dated by participant, employer, and WIA service provider)

· Planned Gap in Service – documentation from training provider, documentation from physician or other health care professional, documentation that describes the reason for the temporary move and expected date of return (notification from armed forces branch if move is a result of military service)  

4)  PROGRAM EXIT/FOLLOW-UP SERVICES

· Global Exclusion Exits (Institutionalized/Incarcerated, Health/Medical, Deceased, Family Care, Military reservist called to active duty):  written documentation specifying the exclusion above and verified from the appropriate source 

· Follow-Up Services – documentation verifying activities (attendance sheets, vouchers, receipts, etc.)

5)  SUPPLEMENTAL DATA

· Survey or telephone response from participant must include written documentation such as a federal W-2 form, pay stub(s), or IRS Form 1099 

· Written documentation from employer must include dates of employment, employer’s name, contact phone number, and name/title of the individual confirming the participant’s employer (wage amounts are NOT required)

· Documentation for self-employed individuals must include either written documentation from major clients or a designated Federal/State form (see pg. 9 “March 2007 Youth Program - Guide to WIA Participant Case File Documentation”)

· Verification from professional employment matching services (i.e. The Work Number)

· Confirmation from WI DWS that employment was verified using FEDES Postal Service, Department of Defense or U.S. Office of Personnel Management employment data

6)  OTHER DOCUMENTATION
· Other documentation that contains participant signature and is not specifically addressed in the above sections. 

· School IEP (Not required if signed Consent present) 

GRIEVANCE and APPEALS PROCEDURES:  The following process for the filing of non-criminal complaints or grievances has been initiated for participants receiving WIA services within the Fox Valley Workforce Development Board (FVWDB) area. In the event a grievance should involve criminal activity, the Secretary of the Department of Labor should be contacted directly. Complaints alleging discrimination (other than disabled) must be filed directly with the Director, Directorate of Civil Rights, 200 Constitutional Avenue, Washington, D.C., 20210.                                      

A complainant may be a contractor, a labor union, a community based organization, a participant or an interested party. Examples of complaints/grievances related to WIA programs may include: funding decisions, funding services, working conditions, classroom training conditions, procurement procedures, audit findings or the imposition of program or funding sanctions. Complaints may relate to discrimination on the basis of race, ethnic or national origin, sex, religion, age, disability or political affiliation or belief. 

Such complaints should be of a non-criminal nature. If a WIA participant should need to file a grievance, contact FVWDB, Inc. to obtain a Grievance Complaint Information Form. The Grievance Complaint Information Form should be completed in full and include the following information: 

1.  Name, address and phone number(s) of the complainant 

2.  Name, address, phone number(s) of person(s) or agency against whom the complaint is made 

3.  A clear, precise statement of the facts that includes pertinent dates constituting the alleged violation 

4.  Names of any other agencies contacted 

5.  Complainant's signature 

The form must be submitted within 1 year of the alleged violation to the Chief Operating Officer, who will review the grievance. Send the completed form to Al Hesse, Chief Operating Officer, FVWDB, Inc., 1401 McMahon Drive, Neenah, WI 54956. If questions arise, call (920) 720-5600. FVWDB, Inc. shall review the grievance/complaint to determine if the following filing criteria are met: 1) the grievance/complaint was filed within 1 year; 2) FVWDB, Inc. has jurisdiction; 3) the grievance/complaint has merit. Receipt of the completed form shall be the basis for the establishment of the filing date. FVWDB, Inc. shall acknowledge receipt of a complaint/grievance in writing within 5 working days. 

A preliminary conference with the complainant and the respondent may be scheduled to clarify the nature or scope of the complaint or to attempt an informal resolution of the issue. This conference is not mandatory, but if held, it will be scheduled within seven (7) days receipt of the grievance. If the grievance is resolved at this meeting, appropriate documentation (the original grievance form and the resolution, co-signed by the complainant and FVWDB, Inc.) will be retained and the matter will be considered closed. 

If such a meeting is not scheduled or fails to resolve the issue to the complainant's satisfaction, the Chief Operating Officer will schedule a hearing. Written notice of the date, time and place of the hearing will be provided to all parties involved with the grievance. The hearing will be scheduled within 30 calendar days of the filing date and will provide both the complainant and respondent an opportunity to present evidence.                                                                                                                                       

The Chief Operating Officer will be responsible for issuing a decision in writing within 60 calendar days of the filing date. Copies of the decision will be presented to the complainant, the respondent and placed in a permanent file. If the decision is not acceptable, the complainant may appeal the decision to the FVWDB, Inc. Executive Administrator, Cheryl Welch at 1401 McMahon Drive, Neenah, WI 54956, (920) 720-5600. This appeal must be filed within 10 calendar days after the complainant receives the decision, or if no decision is received, the appeal must be filed within 15 calendar days after the decision was due. If the decision at this level is unsatisfactory, the complainant can appeal to the Wisconsin Department of Workforce Development-Division of Workforce Solutions within 10 days of their receipt of the adverse decision. 

I, the undersigned, verify that I have received a copy of the WIA Grievance and Appeal Procedures. 














Participant Signature/Date




Parent/Guardian (if  under age 18)/Date








WIA Program Representative Signature
Date
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I, _________________, authorize the exchange of information among the following agencies and schools assisting me in securing workforce development services and meeting WIA program requirements: 

ADVOCAP, Inc., Calumet County Department of Human Services, CESA #5, CESA #6, Fond du Lac County Department of Social Services, WI Technical Colleges, Fox Valley Workforce Development Board, Inc., Green Lake County Human Services, Labor Employment and Training Center (LETC), Outagamie County Human Services, UW Schools, UW-Oshkosh Center for Career Development and Employability Training, Waupaca County Department of Health and Human Services, Waushara County Department of Human Services, Winnebago County Department of Social Services, Wisconsin Job Service, Wisconsin Division of Vocational Rehabilitation, Law Enforcement Agencies, CAP Services, Marian University, Department of Corrections, Workforce Economics, Lakeland College, DVOP, Veterans Representative, CVSO, Concordia University, Rasmussen College, College of Menominee Nation, TAA/TRA,  as well as: 

Such information will be used for the purpose of planning and coordinating activities related to my career planning, workforce development, job search, or training by the program(s) which I participate in. Exceptions are: 

I hereby authorize the release, by my employer or former employer, of any employment-related information to WIA service provider: __________________. I authorize the employer to allow WIA Case Managers to review my employee records in regard to, but not limited to, employment dates, wages, benefits, and reason for leaving. 

I understand that this consent may be revoked in writing at any time and that information already released with my consent may continue to be used to complete actions initiated prior to the revocation. 

I understand that my records are protected under the Family Rights of Privacy Act, Federal and specific State confidentiality laws and regulations, and cannot be disclosed without my written consent unless otherwise provided for in the regulations. I also understand I may revoke this consent at any time and that information already released with my consent may continue to be used to complete actions initiated previous to the revocation. In any event, this consent expires 12 months after I exit the WIA program. I understand that I have the right to inspect and receive a copy of the material to be disclosed. 
I acknowledge this release was explained to me. 

By signing below I acknowledge the Consent for Release of Confidential Information was explained to me. I hereby release said agencies/schools/employers from any and all liability for issuing information in the manner described above. 


_______________________________________


Signature of Participant 
/Date 


________________________________________


Parent/Guardian Signature if under 18/Date
WIA Rights and Responsibilities

You will not be discriminated against, denied benefits, or excluded from services in the WIA program because of age, sex, race, creed, color, disability, marital status, religion, national origin (ethnic status), offender status, sexual orientation, political affiliation or belief, arrest or conviction record.  Participation in WIA programs shall be open to citizens and nationals of the United States, lawfully admitted permanent resident aliens, lawfully admitted refugees and parolees, and other individuals authorized by the Attorney General to work in the United States.  No individual will be charged a fee for being referred to training or placed in employment.  If you are enrolled in the WIA program, you also have the following RIGHTS AND RESPONSIBILITIES: 

RIGHTS 
1.  Orientation to Services: You will be provided with information on the services/programs available through the Workforce Investment Act. Employment and training services target those who are most in need and can benefit from the services available. 

2.  Encouragement of Non-Traditional Occupations (NTO) for Females: Sex stereotyping is prohibited and you will be provided information and encouragement on the availability of non-traditional training and employment services. 

3.  Limited English Populations: If you are identified as a participant that is in need of special accommodations due to limited English, you will be provided with assistance in understanding and accessing the services available. 

4.  Reasonable Accommodations for Disabled Individuals: If you have a physical or mental barrier, a reasonable effort will be made to adjust to your limitations. 

5.  Equitable Service to Special Populations: Services will be provided to individuals on an equitable basis, including mandated target groups and those most in need of training and employment services. 

6.  Confidentiality: Your personal records will be kept confidential and private as provided by law, however, they may be reviewed by the Workforce Development Area administrative staff, the Wisconsin State Department of Workforce Development (DWD), or the Department of Labor during a program monitoring/audit. 

7.  Grievance: a) You have the right to an explanation and copy of the complaint procedure. If your complaint is not resolved at the service provider level, you can appeal to the Fox Valley Workforce Development Board, Inc. office indicated below. Instructions regarding complete procedures are in the complaint procedure form. b) You have the right to file a complaint with the Office of Civil Rights, if the alleged complaint is due to discrimination, other than claiming disability discrimination. Contact the Fox Valley Workforce Development Board office listed below for instructions. c) You have a right to file a complaint directly with the Wisconsin Equal Rights Division if you have been the recipient of any form of job discrimination, other than disability status. Complaints must be filed within 300 days of the discrimination occurrence. 

8.  Fraud: You have the right to report acts of fraud, misconduct or serious wrongdoing in a WIA program to the Federal Office of Inspector General by calling 800-424-5409. Calls must be made within two (2) working days after the alleged wrongful act(s). 

RESPONSIBILITIES 
1.  You will not participate in any political activity while participating in any WIA funded activity. 

2.  You will make your best effort to learn from the training or job and to benefit from the services provided to you. 

3.  You will actively look for permanent employment. You will accept referrals to suitable jobs and accept such work if offered to you. 

4.  You will provide truthful information, both during and after your job or training, when asked for by the WIA program staff or the Fox Valley Workforce Development Board, Inc. staff. 

5.  If you turn age 18 while enrolled in WIA, you must register with Selective Service. 

6.  If you participate in the Youth Program, you are required to provide follow up information for a minimum of 12 months after completing or exiting the program. 

7.  You will provide employment information, if requested, to the WI Dept. of Workforce Development or the office listed below. 

If these rights have been denied or if you have any questions about your rights and responsibilities, please talk with the person interviewing you, your training agency, or contact the office listed below. If you are under 18, your parent or guardian can help you. 

Cheryl Welch, Executive Administrator Fox Valley Workforce Development Board, Inc. 
1401 McMahon Drive, Neenah, WI 54956 Phone: 920-720-5600; Fax: 920-720-5606; TTD: 800-947-3529

I understand, agree to comply with, and have received a copy of my WIA Rights and Responsibilities.

_______________________________________       __________________________________________

Participant’s Signature


Date


Parent/Guardian (if under 18)
   Date

I have provided and explained the Rights and Responsibilities of WIA Program participation
  

Attachment 4

FVWDA SCHOOL DISTRICTS & ENROLLMENT 2009 (Source: DPI)
	School Districts
	Number 
	
	School Districts
	Number 
	

	 
	Of High
	9-12
	 
	Of High
	9-12

	County
	Schools
	Enrollment
	County
	Schools
	Enrollment

	FOND DU LAC CO. 
	 
	
	CALUMET COUNTY
	 
	 

	 
	 
	
	 
	 
	 

	Campbellsport
	1
	517
	Chilton
	1
	424

	Fond du Lac 
	1
	2,210
	Brillion
	1
	367

	North  Fond du Lac
	1
	414
	New Holstein
	1
	459

	Rosendale/Brandon
	1
	316
	Hilbert 
	1
	194

	Oakfield
	1
	219
	Stockbridge
	1
	74

	Ripon
	1
	477
	  TOTAL:
	5
	1,518

	Saint Mary's Springs (Private)
	1
	251
	  
	
	

	Winnebago Luth.Academy (Private)
	1
	351
	 
	
	 

	Crossroads (Private)
	1
	12
	
	
	

	TOTAL:
	9
	4,767
	 
	
	 

	Public Enrollment:
	6
	4,153
	 
	 
	 

	GREEN LAKE CO.
	
	 
	OUTAGAMIE CO.
	 
	 

	 
	
	 
	 
	 
	 

	Berlin
	1
	610
	Appleton
	9
	5,054

	Green Lake
	1
	107
	Hortonville
	1
	1,131

	Markesan
	1
	250
	Kaukauna
	1
	1,243

	Princeton
	1
	129
	Little Chute
	1
	553

	  TOTAL:
	4
	1,096
	Kimberly
	1
	1,303

	WAUPACA COUNTY
	
	 
	Seymour
	1
	818

	 
	
	 
	Freedom
	1
	515

	Clintonville
	1
	579
	Shiocton
	1
	223

	Iola/Scandinavia
	1
	363
	Xavier (Private)
	1
	522

	Manawa
	1
	298
	Fox Valley Lutheran (Private)
	1
	611

	Marion
	1
	275
	  TOTAL:
	18
	11,973

	New London
	1
	825
	 Public School Enrollment:
	16
	10,840

	Waupaca
	1
	849
	WAUSHARA COUNTY
	 
	 

	Weyauwega/Fremont
	1
	359
	
	 
	 

	  TOTAL:
	7
	3,548
	Wautoma
	1
	464

	WINNEBAGO COUNTY
	
	 
	Westfield – Tri-County Schools
	1
	229

	 
	
	 
	Wild Rose
	1
	403

	Menasha
	1
	1,162
	  TOTAL:
	3
	1,096

	Neenah
	1
	2,115
	 
	
	 
	 

	Omro
	1
	405
	 
	# of
	 

	Oshkosh
	3
	3,356
	FVWDA
	Schools
	Enrollment

	Winneconne
	1
	536
	 
	
	
	 

	Valley Christian (Private)
	1
	70
	
	
	
	

	Lourdes Academy (Private)
	1
	228
	No. of School Districts
	39
	
	 

	St. Mary Central (Private)
	1
	192
	Total Public HS
	56
	29,825

	  TOTAL:
	10
	8,064
	Total Parochial HS
	8
	2,237

	Public Enrollment:
	7
	7,574
	TOTAL HIGH SCHOOLS
	64
	32,062



Attachment 5
PY2010 PROPOSAL EVALUATION FORM/RATING SHEET

Workforce Investment Act (WIA)

YOUTH PROGRAM SERVICES
TO BE COMPLETED BY FVWDB OFFICE

          

YES
        NO

	Did the proposal arrive at the Fox Valley Workforce Development Board (FVWDB) office on or before the date and time established in the Request for Proposal (RFP)?
	
	

	Was the Proposal signed by an individual authorized to enter into a binding financial agreement, and is signed by a witness?
	
	

	Proposal follows the prescribed format:
	YES
	NO

	Transmittal Form (Form 1)
	
	

	Proposal is from a single agency
	
	

	Signed Certification for Federal Assistance
	
	

	Forms 2-11 Completed
	
	

	TOTAL POINTS:
	Total # of Points
	

	Proposal Review Points (Max score: 70)
	
	

	Past Performance Points  (Max score: 7)
	
	

	Presentation Review Points  (Max score: 3)
	
	

	FVWDB Fiscal Review Points  (Max score: 20)
	
	

	Total Points Awarded for all Sections  (Max score:  100)
	
	


Note:  Minimum threshold to award a contract is a score of 70 points out of the possible 100 points.
Name of Proposing Agency _________________________              



Reviewer _______________________________________ 

Date ____________________________________                       
PROPOSAL REVIEW (Questions 1-14, which relate to forms 2-7 of the proposals, to be completed by all committee reviewers).  
AGENCY SYNOPSIS (Form 2)
1.
Proposal gave a well rounded view of the project and showed how

         youth would effectively be served: 
      
1     2      3     4     5

(5)
- extremely detailed description provided

(4)       - very well detailed description provided



(3)
- adequate description provided

(2)
- some degree of inadequate description provided

(1)       - inadequate description provided

2.
Proposal shows how linkages to entities that will foster participation of


eligible youth, especially including connections to K-12 systems and the


key industry sectors of the FVWDB are detailed:

1     2     3     4      5

(5)
- extremely detailed description provided

(4)       - very well detailed description provided



(3)
- adequate description provided

(2)
- some degree of inadequate description provided

(1)       - inadequate description provided

STATEMENT OF NEED (Form 3)
3.
Targeted population is described, and problems and needs


are defined:

1     2     3     4      5


(5)
- shows extreme need and is well defined
         (4)       - shows high need and is well defined


(3)
- shows moderate need and is adequately defined

(2)
- shows little need and is not very well defined

(1)
- no need shown, not very well defined
4.      Goals and objectives of program are defined, including geographic

1     2     3     4      5

area to be served and how each of the ten youth service areas will 


be provided.

(5)
- extremely detailed description provided

(4)       - very well detailed description provided



(3)
- adequate description provided

(2)
- some degree of inadequate description provided

(1)       - inadequate description provided

PROGRAM METHODOLOGY (Form 4)
5.
Describe how post-secondary educational/training opportunities will be 
1    2     3     4     5


made available including for non-traditional occupations.
(5)
- extremely detailed description provided

(4)       - very well detailed description provided



(3)
- adequate description provided

(2)
- some degree of inadequate description provided

(1)       - inadequate description provided

 6.
Proposal describes how the required designed framework elements are 
1     2     3     4     5

met and provided to youth participants.          

(5)
- extremely detailed description provided

(4)       - very well detailed description provided



(3)
- adequate description provided

(2)
- some degree of inadequate description provided

(1)       - inadequate description provided

7.
Program design is consistent with WIA/overall WDA delivery system:           1     2     3     4     5

(5)
- excellent; shows connection to Job Center/Career Centers

(4) 
- very consistent

(3) 
- moderately consistent
(2) 
- some consistency

(1) 
- no consistency and no connection to Job Center/Career Centers
 8.
WIA follow-up system is described: 




             1     2     3     4     5

(5)
- extremely detailed description provided

(4)       - very well detailed description provided



(3)
- adequate description provided

(2)
- some degree of inadequate description provided

(1)       - inadequate description provided

ENROLLMENT/SELECTION/SERVICES TO YOUTH PARTICIPANTS (Form 5)

 9.
Proposal indicates eligibility determination/documentation                              1     2     3     4     5


will be completed by proposer:


(5) 
- extremely complete, identifies who will do determination, documentation



  to be maintained, and location of eligibility determination services


(4) 
- completed very well and addresses eligibility services/issues

     
(3)
- moderately describes eligibility services/issues 


(2) 
- inadequately addresses eligibility services/issues

     
(1)
- does not describe eligibility services/issues 
10.
Describe coordination of outreach efforts, including a description of how
1     2     3     4     5


support services will be administered.                          


(5)
- extremely detailed description provided

(4)       - very well detailed description provided



(3)
- adequate description provided

(2)
- some degree of inadequate description provided

(1)       - inadequate description provided

PROGRAM COORDINATION AND STAFFING (Form 6)



11.
Proposal demonstrates how coordination is accomplished with other partner      1     2     3     4     5

agencies to ensure WIA funds are leveraging other youth service funds to 

serve youth.

(5)   
- extremely well defined

(4) 
- very well defined

(3) 
- defined

(2) 
- not very well defined

(1) 
- not defined

12.
Key staff and facility identified along with staff qualifications
             1     2     3     4     5

and they are adequate to meet proposed goals and objectives:

(5)   
- extremely well defined

(4) 
- very well defined

(3) 
- defined

(2) 
- not very well defined

(1) 
- not defined

PROGRAM MONITORING AND ADMINISTRATION (Form 7)
13.
A commitment is made to program monitoring, including frequency              1     2     3     4     5

and individual(s) responsible to ensure adequate monitoring:

(5)
- type of monitoring indicated, i.e., participant/work/training

          

site, frequency, and individual is identified

(4)   
- only a statement is made and individual is identified

(3)   
- only a statement is made and no individual is identified 

(2)   
- desk reviews only

(1)   
- not addressed
14.
Proposal describes overall administration/management plan especially as
1     2     3     4     5

          as it relates to meeting objectives and ensuring quality services.

(5)
- extremely detailed description provided

(4)       - very well detailed description provided



(3)
- adequate description provided

(2)
- some degree of inadequate description provided

(1)       - inadequate description provided

Total Points for Committee Review Questions #1-14 is _______ out of a possible 70 points.

PRESENTATION POINTS:






Each agency submitting a RFP proposal is invited to the respective FVWDB committee meeting to

give a brief, non mandatory presentation on the merits of their proposal

For this proposal, please award presentation points as follows:


(3):

Excellent presentation, very clear and extremely informative


(2):

Good presentation and information was well presented


(1):

Poor presentation, elements were lacking


(0):  
   Agency did not do a presentation
Total Points for Presentation is _______ out of a possible 3 points.

TO BE COMPLETED BY FVWDB FINANCE DEPARTMENT
1.
Financial management system is well described and  

 1     2     3     4     5

follows accepted accounting practices and WIA principles:
(5) 
- extremely well defined

(4)
- very well defined

(3)
- adequately defined

(2) 
- poorly defined

(1) 
- not defined

2.
All line items in budget are assigned to appropriate cost  

             1     2     3     4     5

categories (as defined in the RFP) and seem reasonable and necessary 
to effectively implement the program.  Sufficient detail is included to 
demonstrate how budgeted amounts were determined:
(5) 
- extremely well defined

(4)
- very well defined

(3)
- adequately defined

(2) 
- poorly defined

(1) 
- not defined

3.
Budget Detail form calculations are done accurately:                       

 1     2     3     4     5
(5) 
- zero/no errors

(4)
- one error

(3)
- two errors

(2) 
- three errors

(1) 
-four or more errors

4.
Project administrative costs:



      

             1     2     3     4     5
(5) 
- administration is 7.0 % or less
(4) 
- administration is 7.1-8.0 %
(3) 
- administration is 8.1-9.0 %
(2) 
- administration is 9.1-9.9 %
(1) 
- administration is 10 %

Total Points for Fiscal Questions #1-4 is _______ out of a possible 20 points.
TO BE COMPLETED BY FVWDB OFFICE

PAST PERFORMANCE/DEMONSTRATED EFFECTIVENESS    (Total Possible Points: 7)
Demonstrated effectiveness of applicant in previous delivery of WIA programs and services will be reflected in proposal evaluation.  Points may be added or deleted from proposal score for rating performance based on the previous complete program year’s final performance and monitoring in the WIA In School and Out of School Youth Programs within the FVWDB Workforce Delivery Area.  

PERFORMANCE GOAL EFFECTIVENESS
Proposal receives one point (+1) for each factor when actual performance exceeds performance goal stated in contract.  Subtract one point (-1) for each factor when actual performance is less than goal.

Contract No. Reviewed ________________________   Agency ______________________________     
Program ______________________

POINT







Performance

Actual

Awarded/











Goal


Performance

Deducted



YOUNGER YOUTH (In-School)


Performance Standards


1. Attainment of High School Diploma
   ________

________


________

2. Placement/Retention in Higher Ed

________

________


________

OLDER YOUTH (Out of School)

Performance Standards 

1.  Entered Employment Rate


________

________


________

2.  6 Months Employment Retention

________

________

________
3.  Attainment of Credential

________
________

________
PY _____ PARTICIPANT ENROLLMENT

1.  Participant Enrollment 


________

________

________
2.  Monitoring Issues Resolved:  

 +1 None found   0:  Yes, resolved   -1:  Yes, unresolved 











Monitoring Score_________
Total Possible Points:    7 

 


Total Points Received:
________
Note:  Applicants who do not have demonstrated effectiveness in the Fox Valley Workforce Development Area will need to provide examples of effectiveness in operating similar youth programming.

	
	Comments
	YES
	NO

	1.     Offeror computations checked and verified.
	
	
	

	2.    All necessary cost elements included.
	
	
	

	3.    Offeror supporting documentation & justification complete.
	
	
	

	4.   WIA categorization (Overhead, Intensive Services, Follow Up Services) were correctly categorized.
	
	
	


PART I – GENERAL
 COST ANALYSIS WORKSHEET

PART II -
SPECIFIC COSTS
	
Cost


Element
	
Necessary/


Reasonable
	
Basis for Judgments


(Check One or More)

	1.  Staff Wages


	  Yes
 
No
	Independent Agency Estimate

____

Compared/Other Current Offers
____

Compared/Past Offers


____

Verified Market Price or Quote
____

Other (Specify) __________________
____

	Comments/Concerns/Problems:

	

	

	

	2.  Fringe Benefits

     (For tax-based elements,               be sure that rates and                  bases are current.)   
	 Yes
 
No
	Independent Agency Estimate

____

Compared/Other Current Offers
____

Compared/Past Offers


____

Verified Market Price or Quote 
____

Other (Specify) __________________
____

	Comments/Concerns/Problems:

	

	

	

	3.  Staff Travel
	 Yes
 
No
	Independent Agency Estimate

____

Compared/Other Current Offers
____

Compared/Past Offers


____

Verified Market Price or Quote 
____

Other (Specify) ______________________

	Comments/Concerns/Problems:

	

	

	

	4.  Materials/Supplies/

     General


	  Yes
 
No
	Independent Agency Estimate

____

Compared/Other Current Offers
____

Compared/Past Offers


____

Verified Market Price or Quote 
____

Other (Specify) ______________________

	Comments/Concerns/Problems:

	

	

	

	
Cost


Element
	
Necessary/


Reasonable
	
Basis for Judgments


(Check One or More)

	5.  Equipment   
	  Yes
 
No
	Independent Agency Estimate

____

Compared/Other Current Offers
____

Compared/Past Offers


____

Verified Market Price or Quote 
____

Other (Specify) _____________________

	Comments/Concerns/Problems:

	

	

	

	6.  Facilities
	  Yes
 
No
	Independent Agency Estimate

____

Compared/Other Current Offers
____

Compared/Past Offers


____

Verified Market Price or Quote
____

Other (Specify) ______________________

	Comments/Concerns/Problems:

	

	

	

	7.  Communications


	  Yes
 
No
	Independent Agency Estimate

____

Compared/Other Current Offers
____

Compared/Past Offers


____

Verified Market Price or Quote
____

Other (Specify) ______________________

	Comments/Concerns/Problems:

	

	

	

	8.  Photocopying/Printing
	  Yes
 
No
	Independent Agency Estimate

____

Compared/Other Current Offers
____

Compared/Past Offers


____

Verified Market Price or Quote 
____

Other (Specify) ______________________

	Comments/Concerns/Problems:

	

	

	

	
Cost


Element
	
Necessary/


Reasonable
	
Basis for Judgments


(Check One or More)

	9.  Insurance/Bonding   
	  Yes
 
No
	Independent Agency Estimate

____

Compared/Other Current Offers
____

Compared/Past Offers


____

Verified Market Price or Quote
____

Other (Specify) ______________________

	Comments/Concerns/Problems:

	

	

	

	

	10.  Consultants/Legal           Services


	  Yes
 
No
	Independent Agency Estimate

____

Compared/Other Current Offers
____

Compared/Past Offers


____

Verified Market Price or Quote
____

Other (Specify) ______________________

	Comments/Concerns/Problems:

	

	

	

	

	11.  Accounting/Audits   
	  Yes
 
No
	Independent Agency Estimate

____

Compared/Other Current Offers
____

Compared/Past Offers


____

Verified Market Price or Quote    
____

Other (Specify) ______________________

	Comments/Concerns/Problems:

	

	

	

	

	
Cost


Element
	
Necessary/


Reasonable
	
Basis for Judgments


(Check One or More)

	14.  Indirect Costs

     (When proposed, be sure that             audit agreement and proposal are attached; ensure that costs not duplicated in direct costs.)   
	  Yes
 
No
	Independent Agency Estimate

____

Compared/Other Current Offers
____

Compared/Past Offers


____

Verified Market Price or Quote
____

Other (Specify) ______________________

	Comments/Concerns/Problems:

	

	

	

	

	15.  Other (Specify)        


	  Yes
 
No
	Independent Agency Estimate

____

Compared/Other Current Offers
____

Compared/Past Offers


____

Verified Market Price or Quote
____

Other (Specify) __________________
____

	Comments/Concerns/Problems:

	

	

	

	


PART III -- PROFIT/FEE
PART IV – CONCLUSIONS

PART V – SIGNATURES

	PROFIT/FEE

	  Offeror is (check one)



__________


__________

                                          For-Profit


  Non-Profit

              If non-profit, no profit allowable.

1.  If for-profit, amount of profit proposed
$ _____________

2.  Profit is (check one)
  _______________
_______________

      Reasonable

Not Reasonable/Excessive

3. If profit is deemed reasonable, describe basis for judgments (e.g., agency profit guidelines; 

    application of profit guidelines; other)  ______________________________________________

_____________________________________________________________________________

4. If profit is deemed excessive, list profit objective (dollar amount) to be negotiated   ________

________________________________________________________________________________

________________________________________________________________________________

    
    

	CONCLUSIONS

	Prepare a brief narrative citing:

1)
Specific additional cost justifications needed;

2)
Recommended adjustments to specific cost elements; and

3)
Any other comments about cost/price proposal.

(Use another sheet of paper if additional writing space is needed.)

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



	REVIEWER’S SIGNATURE(S)

	_______________________________________

_______________________________________
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