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Northwest Ohio Job Center 

of  

Defiance, Fulton, Henry, and Williams Counties 

Request for Proposal 

 

Workforce Investment Act  

American Recovery and Reinvestment Act  

 

ISSUE DATE: November 2, 2009        

DUE DATE: November 24, 2009   

 

 

 

I. GENERAL PURPOSE 

 

The Workforce Investment Act of 1998 (WIA, Public Law 105-220) provides the 

framework for a national workforce preparation system that is flexible, responsive, 

customer focused, and locally managed.  The Northwest Ohio Job Center System of 

Defiance, Fulton, Henry and Williams Counties (JOB CENTER) is a subsystem of the Area 

7 Workforce Investment Board, its Youth Council and the Consortium of Boards of 

County Commissioners who envision a service delivery system that meets the 

employment needs of residents and businesses alike.   

 

The purpose of the Workforce Investment Act is to create programs to increase 

employment, job retention, and earnings and develop the work potential of the 

residents of our area.  The Act further requires the design,  implementation, and 

management of youth activities that include a systematic approach to service delivery 

that offers youth a broad range of coordinated services including opportunities for 

assistance in academic and occupational learning; development of leadership skills; 

and preparation for further education, additional training and ultimate employment. To 

maximize achievement of these goals, Area 7 and the JOB CENTER system strive to 

improve the quality of the workforce; meet business needs for a skilled workforce; help 

participants, including youth achieve their career aspirations; reduce welfare 

dependency; and enhance the productivity and competitiveness within and outside the 

Northwest Ohio four county area.  With the enactment of the American Recovery and 

Reinvestment Act (ARRA), additional workforce funding was made available to enhance 

and expedite services to WIA eligible youth, adults and dislocated workers.       

 

This RFP is released by the JOB CENTER to solicit proposals for innovative YOUTH 

workforce development programs and services, including integrated Adult and 

Dislocated Worker services as promulgated in:  

 

The Workforce Investment Act with service delivery beginning January 1, 2010 

 

   and  

 

The American Recovery and Reinvestment Act with service delivery beginning 

July 1, 2010 should funds continue after June 30, 2010.     
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This RFP is not in itself an offer of work nor does it commit the JOB CENTER, Area 7 or 

the Boards of County Commissioners to award a contract.  This RFP, issued by four 

counties, does give the awarded grantee the opportunity to operate under the same 

scope of program activities, service coordination, and combined monitoring within our 

four county area.  The JOB CENTER system seeks proposals that best meet the program 

requirements at a cost that is reasonable, fair and justified.   

 

II.  APPLICANT INFORMATION 

 
Services to be received and funded by:   WIA and ARRA Youth Workforce Services  

 

Bidding Process:  Competitive  

 

Contract Type: Cost Reimbursement for Actual Costs and Performance Based  

 

Contract Term:  WIA -  January 1, 2010 through December 31, 2010 

                         ARRA -  July 1, 2010 through December 31, 2010 if funds are available   

      Option to renew for up to 2 one-year extensions without solicitation 

 

Target Population to be Served  

 

This proposal is limited to serving economically disadvantaged youth as defined in 

Attachment A who are between the ages of 16 and 21 for WIA and up through age 24 if 

ARRA eligible. An exception is given to 14 and 15 year olds already enrolled and 

participating in the previous contract.  Those youth may continue to receive services 

until exited.  All youth must meet at least one of the barriers listed in Attachment A.   

 

Anticipated Procurement Timetable 

 

November 2, 2009 Release RFP 

November 2 – 9, 2009   Question and Answer period 

November 10, 2009 Bidder’s Conference  

November 24. 2009(11:00am) Proposals due 

November 30, 2009  Review, evaluate and selection of proposal(s)  

December 2, 2009 Under review by Area 7 Youth  

December 2, 2009 
Area 7 Youth Council Recommendation presented to Area 

7 WIB for action 

No later than December 7, 

2009  
Award to be announced  

December 7, 2009   Begin site visits and contract negotiations 

January 1, 2010 Contract period begins 

 

 

Question Period, Bidder’s Conference and Internet Address for Posting of Questions 

and Answers 

 

There are two ways for Applicant’s to gain needed clarification regarding this 

competitive opportunity:  one is though the Internet Question and Answer Period, and 

the other is through the Applicant/Bidders’ Conference.  Attempts to contact outside of 

these two venues may result in disqualification of your organization.   
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Applicants’ may ask clarifying questions regarding this RFP via the Internet during the 

Q and A Period as outlined above.  Send your questions to Susan Jackson at 

jackss01@odjfs.state.oh.us.  Questions must cite the heading of the RFP in which the 

question is being raised.  The Applicant must include the name and title of the sending 

party, and the name, address and phone number of the agency from whom the 

question is being sent.  The JOB CENTER may, at its option, disregard any questions 

which do not appropriately address the RFP, name the individual, or the organization 

to which the individual represents.  Answers will be provided in electronic format back 

to the requestor.  Questions asked via telephone calls or in a face to face meeting will 

not be answered.   

 

A bidder’s conference will be held:  

 

Tuesday, November 10
th

 from 9:00am  - 10:00am.   

Northwest Ohio Job Center of Williams County  

228 S. Main St.  

Bryan, OH  43506 

 

Staff will be available to answer questions regarding this RFP and the programs in 

general.  All potential bidders should consider attending. Questions covered at the 

bidder’s conference as well as all questions asked during the Q and A period will be 

posted on the Northwest Ohio Job Center website at www.nwojobcenter.org following 

the bidders’ conference. After the bidder’s conference, no questions will be answered 

regarding the proposal.  

 

 

Applicant’s Library of Resource Material 

 

 

Workforce Development WIA, State Rules, Glossary 

http://jfs.ohio.gov/workforce/workforceprof/issuances.stm   

 

Area 7 WIB  

www.area7workforce.org  

 

American Youth Policy Forum 

http://www.aypf.org 

 

LearningWork Connection, Ohio State University 

http://www.learningworkconnection.org 

 

The National Youth Development Information Center 

http://nydic.org/nydic  

 

National Youth Employment Coalition 

http://www.nyec.org 

 

 

 

http://www.nwojobcenter.org/
http://jfs.ohio.gov/workforce/workforceprof/issuances.stm
http://www.area7workforce.org/
http://www.aypf.org/
http://www.learningworkconnection.org/
http://nydic.org/nydic
http://www.nyec.org/
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Funding Source 

 

WIA Allocations are issued to each county at the beginning of each program year.  

Within a county’s youth allocation, it is expected that a certain portion of the funding 

be spent for out-of-school youth.  The JOB CENTER system requires that not less than 

35% of the total youth allocations be spent on services to out-of-school youth.   Exact 

county allocations are not known at this time and the figures below represent what 

each county estimates as available funding during calendar year (CY) 2010.   

 

Estimated WIA Funds available by County: 

  Defiance $100,000 

  Fulton        $110,000 

  Henry   $90,000 

  Williams    $100,000 

 

These estimates will change once new program year allocations and carry over dollars 

are finalized.  Should additional funds be made available during the program year, it is 

the discretion of the JOB CENTER counties to expand existing programs or consider a 

proposal not initially funded under this RFP if such proposal was rated in the 

competitive range.   

 

Applicants need to be aware that the 35% expenditure of funds for out-of-school youth 

is based on the total allocation awarded to the county which may be greater than the 

amount granted to the grantee.  The grantee and county will need to work together to 

ensure the 35% out-of-school expenditure of funds is met.   

 

Funding for ARRA is unknown at this time.  The level and intensity of ARRA service 

delivery will be based on any additional award received should funds be made available 

through this program after June 30, 2010.   

 

Contract Execution:   

 

The JOB CENTER may require selected Applicant(s) to attend oral interviews, participate 

in negotiations, and rewrite their statements of work as agreed upon during the 

negotiations prior to entering into a contract.  The JOB CENTER system prefers to 

contract with one entity to operate the youth program but each county may choose its 

own provider(s) of service and therefore, each county within the JOB CENTER will enter 

into a separate cost reimbursement contract and will make payment for actual costs of 

verified and allowed services provided or performed by their grantee.  It is the intent of 

each county to enter into this contract for the contract period of January 1, 2010 

through December 31, 2010, inclusive, unless otherwise terminated or extended by 

formal amendment to renew.  The contract award is not final until the JOB CENTER and 

Applicant have executed a mutually satisfactory contractual agreement and that 

agreement has been resolved by the County Board of Commissioners.  The July 1, 2010 

ARRA award will be a modification to the existing contract as the award for ARRA 

services will be made only if ARRA funding is available after June 30, 2010.   

 

This RFP allows for the option to renew for up to two one-year consecutive terms 

without further solicitation.  Any granted extension will be based on performance of 
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the grantee and the availability of funds to the county.  Any changes to the program, 

its policy, services, level of funding or direction of spending, included in this RFP, may 

result in a contract amendment to increase, decrease, suspend, modify or terminate 

program services and may require an amendment to the cost proposed budget or 

termination of the contract prior to December 31, 2010.   

 

Funding Terms:  

    

The JOB CENTER reserves the right to determine both the number of contracts and the 

funding levels of those contracts finally awarded.  Such determination will depend 

upon the overall availability of funds and other factors arising during the proposal 

review process.   

 

Awarded contracts will be for the actual cost for services when those costs are 

allowable, reasonable, allocable and verified. Applicants agree to submit monthly 

invoices with adequate and acceptable supporting documentation for billable costs.   

Adequate and acceptable documentation is determined by the JOB CENTER fiscal staff, 

Area 7 and the Ohio Department of Job and Family Services and include but is not 

limited to such items as staff and participant payroll records; time studies or 

documentation to support the amount of time employees spend on each program; 

documentation of building/lease/utility costs, cost of insurance, equipment, supplies, 

other service costs to the youth; review of the cost allocation plan; and when 

appropriate, the basis used to calculate each county’s prorated share of total costs.  

The billing methodology must be fully detailed with documentation to support the 

reason for the cost.  Invoiced costs that are estimated or have no supporting 

documentation will not be paid.  Costs incurred in the preparation or research of the 

proposal and cost for program planning, development or start up prior to the approved 

contract begin date are non-reimbursable.   

 

III.  APPLICANT EXPERIENCE AND QUALIFICATIONS 

 

The JOB CENTER system will only consider awarding funds to applicants qualified to 

perform the work effectively and that will be accountable for programmatic outcomes 

and for proper expenditure of funds.     

 

A.  Applicants may be public, private non-profit and private for profit entities.   

 

B.  Proposals submitted by private non-profit organizations must include a copy 

of the applicant organization’s current and valid non-profit Ohio 501(c)3 tax 

status determination letter from the Internal Revenue Service (IRS) in order to 

be eligible for consideration for funding.    

 

C.  Applicant organization must have experience in serving at-risk youth. 

 

D.  Applicant must be able to identify by position and by name (if already 

named), those staff members the applicant includes in the budget costs.  

Please use the budget sheet labeled Employee Salary and Wage Report 

included with this RFP to report this information.   
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E.  Applicant will be asked to attach a job description for each position included 

on the Employee Salary and Wage Budget Sheet.   

 

F.  Applicant must be able to demonstrate that the key program staff members 

have working experience with at-risk youth and describe the level of 

supervision to be given to these staff members. 

 

G.  Applicant must demonstrate a history of successful completion of similar or 

related work with the targeted service population.    

 

H.  Applicant should Include a Table of Organization showing where the staff 

members identified in the budget sheet fit into the organization.   

 

 

IV.  SCOPE OF WORK AND SPECIFICATIONS OF DELIVERABLES 

 

The Applicant’s proposal must clearly present a meaningful plan for the work they 

propose to do.  This plan must demonstrate how the Applicant will serve the different 

groups of youth included in the target population.  The Workforce Investment Act  

defines the eligibility criteria for youth and further defines eligible youth as in-school 

and out-of-school youth.  Because program emphasis differs slightly for in-school and 

out-of-school youth, when responding to this RFP, the proposal should include two 

separate narratives for program design, one for in-school youth and one for out-of-

school youth.  The definitions for in-school and out-of-school can be found at the Ohio 

Workforce Information Center at www.jfs.ohio.gov/workforce/workforceprof/glossary.stm. 

The eligibility criteria for youth can be found in Attachment A.  The Applicant’s plan 

should indicate how the WIA youth program and service delivery will be implemented 

and maintained beginning January 1, 2010 and how ARRA services will be implemented 

and delivered beginning July 1, 2010, including how the ARRA older population of 

youth (ages 22-24) will be identified and served.   Proposals need to show how the 

Applicant will have the capacity to integrate older youth with Adult and Dislocated 

Worker services as necessary.   

  

Proposals will be evaluated on quality and completeness of range of services, including 

all 10 required program elements (Attachment B) provided by the Applicant or through 

collaboration with other organizations.  It is expected that the Applicant who receives 

an award will take the lead agency role in all fiscal and administrative matters if 

collaborations are planned. (Attachment C.)   

 

A collaboration of agencies would be a group of two or more agencies who agree to 

work together to deliver at minimum the 10 required program elements or portions 

thereof, because one agency cannot provide them all.  This may be done through 

subcontracting or non-financial agreement between those involved and must be 

described in the proposal.  The lead agency must submit the proposal on behalf of all 

involved and attach letters of commitment to the proposal.   

 

The 10 required program elements can be divided into four major themes as noted 

below.  Applicant’s should be able to identify how these theme(s) will be introduced 

and provided to the six categories of youth within the target population  (WIA in-

http://www.jfs.ohio.gov/workforce/workforceprof/glossary.stm
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school, WIA out-of-school, ARRA in-school, ARRA out-of-school, ARRA in-school age 22-

24, ARRA out-of-school age 22-24).    

 

1. Improving educational achievement, including such elements as tutoring, 

study skills training, instruction leading to secondary school completion, drop 

out prevention strategies, and alternative school offerings. 

 

2. Preparing for succeeding in employment. Including summer employment 

opportunities, paid and unpaid work experience, and occupational skills 

training. 

 

3. Supporting Youth. Including meeting supportive service needs and providing 

adult mentoring, follow-up services, and comprehensive guidance and 

counseling. 

4. Offering services intended to develop the potential of youth as citizens and 

leaders. Including leadership development opportunities. 

 

A well-designed youth program will deliver the results expected by the JOB CENTER 

which are:   

 

1.  Increase the employability of youth people through the attainment of 

industry standard skill certificates, postsecondary education degrees, 

internships, and apprenticeships in high demand occupations. 

   

2.  Increase basic skills levels and literacy/numeracy rates for youth deficient in  

     these areas so that those youth can achieve employment and reach the 

expectation addressed in #1 above.   

 

3.  Increase high school attendance and graduation rates so that those youth 

can achieve employment and reach the expectation addressed in #1 above.    

 

Program Design Beyond the 10 Program Elements of Service:     

 

Applicants must be able to show that they have the means to effectively complete:    

 

Outreach and Recruitment:   Outreach and recruitment includes, but is not limited to, identifying 

potentially eligible youth, working with parents and guardians to secure necessary documentation, and 

communicating with schools and community organizations regarding recruitment efforts. As part of 

orientation, all youth must receive information on the services available through the Applicant, including 

programs or activities provided by vendors and partners. This would include information about all 

program policies governing such areas as drug and alcohol abuse, attendance, and behavior. Youth must 

be made aware of the youth development principles practiced by the Applicant and informed that 

services and projected outcomes will be tailored to the individual youth’s needs. 

 

Intake/Initial Assessment/Eligibility Determination and Registration:  Registration includes 

completion of the WIA youth application, verification of the information provided for the application, 

and determination that the applicant meets the eligibility criteria established by WIA.  The application is 

to be standardized, and it may be the Applicant’s responsibility to ensure that it is completed fully and 

accurately. The JOB CENTER will provide technical assistance on the eligibility determination process. 
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Henry and Fulton Counties already plan to provide this service in house.  The issue of intake, initial 

assessment, eligibility determination and the entering the official registration and enrollment information 

into the state MIS system will be negotiated by Williams and Defiance Counties.  Therefore, the budget 

proposal in those counties should separately identify the costs associated with intake, initial assessment, 

eligibility determination and all data entering into SCOTI.   

 

Referral:   Youth determined ineligible for the program should be referred to appropriate services.  

Youth who are WIA eligible but not appropriate for the WIA youth program or choose not to 

complete the objective assessment must be provided information regarding the full array of applicable 

and appropriate services available through local programs that have the capacity to serve them with 

appropriate training, educational and/or supportive services. In addition, eligible youths should be given 

referrals for further assessment if determined appropriate. Providers are strongly encouraged to partner 

and share information with other youth-serving agencies, organizations, and training providers in order 

to meet the individual needs of all youth. 
 

Objective Assessment:   Each youth found eligible for the program, determined to be in need of further 

services due to a barrier, and having interest in eliminating or improving that barrier, is to be provided 

with a comprehensive objective assessment of his/her academic skills, employment skills, and supportive 

service needs.  This includes a review of educational skill levels as indicated below, occupational skills, 

prior work experience, employability, interests, aptitudes, supportive service needs and developmental 

needs of the individual.   Such assessment is to be a youth-centered and a diagnostic evaluation of a 

participant's employment barriers; and should take into account the participant's family situation, 

education, occupational skills, attitudes towards work, motivation, behavior patterns affecting 

employment potential, and financial resources and needs as it relates to the local labor market.  The goal 

of the objective assessment is to accurately evaluate each youth in order to develop an appropriate 

service strategy to meet his/her individual needs.   
 

Grantee should use the TABE 9/10 when determining the academic placement level of in-school youth 

or literacy level of out-of school youth unless granted permission by the Job Center to use another test 

form.  Work Keys may be used for occupational skills testing.  Other forms of testing would require the 

approval of the JOB CENTER Administration before implementing.  Where appropriate, a new 

assessment of a participant is not required if the Applicant determines another education or training 

program recently (within the last 6 months) completed the same or similar assessment on the youth.   

 

Individual Service Strategy:  The ISS is an age-appropriate, individualized, written plan developed 

collaboratively with the youth and documents the appropriateness of decisions made about the mix and 

combination of services, including referrals to other programs for specified activities.  This instrument 

documents long and short-term goals in the areas of future employment (or the youth’s employment 

dream); secondary or post-secondary schooling needs to reach that dream; the youth’s participation in 

WIA program elements to help make that dream a reality; personal support services authorized, the 

achievement objectives established to stay focused, and any other appropriate combination of services 

needed by the youth to achieve set goals.     
 

The purpose of the ISS is to clearly connect the services in which the youth enrolls with the outcome to 

be achieved.  The ISS should be a history of program events and services from WIA enrollment to the 

time when outcomes are achieved, and then extend through follow-up after exit.  The ISS plan is a living 

document and should be reviewed and updated during youth participant contacts and whenever 

necessary as it is the tool that tracks services and outcomes to be delivered or achieved.  
 
Case Management:  Case managers and youth participants work together in a documented, youth-

centered, goal-oriented process that extends from recruitment through follow-up by managing the 
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needs of a youth for particular services and assisting the youth to obtain those services through a 

coordinated, integrated function designed to alleviate the fragmentation of services at a community level.  

The case manager motivates participants and provides job and career counseling during program 

participation and after job placement.  The case manager assists to prepare youth for postsecondary 

educational opportunities, academic and occupational learning, or employment/training opportunities, as 

appropriate. The case manager has responsibility to timely record and document services and activity 

information in the state-provided data base system (SCOTI) or to provide progress reports, no less 

than monthly, to the counties who complete their own data entry.  The case manager is responsible for 

obtaining all documentation and ensuring the case file be updated regularly with this documentation.  

Youth records will be housed in the Job Center offices or at a location designated by county’s Job 

Center Administrator.  Case Management serves to increase the possibility that the youth will more 

easily access the appropriate community services needed to reach established goals. 

 

Customer Satisfaction Performance:  Applicants must have a method to collect and track customer 

satisfaction performance for youth/families and employers/worksites.    

 

Technical Assistance:  Technical assistance will be provided to the grantee by the WIA staff during the 

term of the contract.   

 

Performance Standards 

 

WIA mandates certain performance standards for youth and the awarded grantee will 

be expected to perform at rates above the current performance standards and any 

future performance measurements established by ODJFS, Area 7 or the local county.  

The JOB CENTER’s current performance standards are as follows: 

 

Youth Placement in Employment or Education       63% 

Youth Attainment of a Degree or Certification       42% 

Youth Literacy and Numeric Gains                         37% 

                                                                   

Carry-In Youth from Prior Year:  Applicants must be willing to transition youth 

participants served under the WIA contract ending December 31, 2009 to the new 

contract beginning January 1, 2010. For all youth, including those 14 and 15 year olds 

in the program as of December 31, 2009, who wish to continue to participate; the 

grantee should re-evaluate the individual service strategy and provide youth with 

opportunities to access program services if there is a continued need.  Applicants must 

provide the 12 month follow-up service to all youth existed after January 1, 2009.  Per 

SCOTI, current caseload sizes are:  

  

  34 Defiance 

  60 Fulton 

  60      Henry   

  50 Williams 

 

It is recognized that services to youth are not meant to be “cookie cutter” services and 

that each youth has or will be assessed based on his/her individual needs.  It is 

expected that youth will receive services based on those individual needs when those 

services are within the scope of WIA service delivery or are available in the community.  

With this said, the JOB CENTER believes there are many youth in need of services and 

that youth servicing may need to be prioritized.  To benchmark in number of youth 
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participants to be served, each county proposal must be designed to serve at a 

minimum 30 youth per month with an expectation that more extensive services will be 

provided to the out-of-school youth being served.  This number does not include those 

individuals served in follow-up.  The costs associated with each youth must be justified 

and reasonable.   

 

V.  PROPOSAL FORMAT  

 

The JOB CENTER requires all Applicant’s to submit proposals in the order and in 

accordance with the instructions found in Attachment D.     

 

VI.  APPLICANT PROPOSAL SUBMISSION 

 

All responses are due by 11:00am on Tuesday, November 24, 2009. Applicant should 

submit 5 paper copies (one original proposal with original signatures and 4 copies). All 

narratives should be typed in 12 point font.  Proposals not received by the stated date 

and time will not be considered.  Faxed or e-mailed copies are not acceptable. 

Proposals should be mailed or delivered to:   

 

                             Susan Jackson, Director  

                              117 W. Butler St. 

        Bryan, Ohio 43506   

                              Marked: WIA Youth Proposal 

 

VII.  EVALUATION CRITERIA 

 
An initial screening will be completed by WIA staff on all proposals to determine if the 

specifications and submission requirements have been met. The JOB CENTER may, at 

its discretion, request references, presentations by or meetings with any and all 

Applicants to clarify their proposals.  The selection committee may decide to fund all 

or part of a proposal even though it is found to be in the competitive range if, in the 

opinion of the selection committee, the services proposed are not needed or the costs 

are higher than the selection committee finds reasonable in relation to the overall 

funds available, or if past management concerns lead the selection committee to 

believe that the Applicant has undertaken more services than it can successfully carry 

out.    

 

The selection committee is appointed by the Regional Advisory Committee and will 

recommend the selected Applicant to Area 7 Youth Committee and the Area 7 Youth 

Committee will forward their recommendation to the Area 7 Workforce Investment 

Board (WIB) for final approval.  The WIB consists of representatives from business, 

labor, education, community groups, government agencies and economic development 

agencies and were appointed by the Consortium of Chief Elected Officials of the 43 

counties participating in Area 7.  The recommendation made will not be based solely 

on price; other factors such as past performance, staffing capacity and experience will 

be considered.  Attachment J contains evaluation criteria.    

VIII. APPLICANT APPEAL 
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Any Applicant objecting to the award of the grant(s) resulting from the issuance of this 

solicitation may file a protest of the award of the grant(s) or any other matter relating 

to the process of soliciting the applications.  Such protests must be filed with the 

Northwest Ohio Job Center System Administrators within five (5) days of the issuance 

of the award notice.  Address your complaint/ recommendation to NWOJC System 

Administrators, Northwest Ohio Job Center of Williams County, 228 S. Main St., Bryan, 

Ohio 43506.  Attn: Susan Jackson, Director 
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Attachment A:  
 

JOB CENTERôs Youth Plan Target Population and Barriers to Employment 
 
 
 
An eligible youth is defined as an individual who: 

(a) Meets the age requirements of 16 through 21  (unless age 14 or 15 and already 
enrolled and participating in the program as of December 31, 2009 or ages 22 through 
24 when eligible under ARRA); 

(b) Is determined to be considered a low income individual;  
     (c)  Is registered for selective service if age and gender appropriate; and  

(d)  Meets one or more of the following categories: 
(1) Deficient in basic literacy skills; 
(2) School Dropout; 
(3) Homeless, runaway, or foster child; 
(4) Pregnant or parenting; 
(5) Offender; or 
(6) Is an individual (including a youth with a disability) who requires additional 

assistance to complete an educational program, or to secure and hold 
employment.   
 

Area 7 defines ñrequires additional assistanceò or ñfaces serious barriers to employmentò as 
follows:  

 
1.  has a core GPA of less than 1.5 
2.  has repeated at least one secondary grade level 
3.  is at risk of dropping out of school, has been suspended five or more times, 

has been expelled within the previous 12 months, or hs dropped out of 
school  

4.  has a court/agency referral mandating school attendance 
5.  has limited English proficiency (LEP) 
6.  is an emancipated youth 
7.  has aged-out of foster care 
8.  has been referred to or is being treated by an agency for a substance abuse 

problem 
9.  has experienced recent traumatic events, is a victim of abuse, or resides in an 

abusive environment, as documented by a school official or professional  
10.  has emotional, medical, physical, cognitive, or psychological impairment, 

which creates a significant impediment to employment 
11.  has a family history of chronic unemployment, including long-term public 

assistance 
12.  has been fired from a job within 12 months prior to application 
13.  is over the age of 18 and has never had a job or has not held a full-time job 

for more than 13 consecutive weeks.   
14.  Rural Urban Commuting Area (RUCA) codes classify the particpantôs residence 

as ñruralò  www.ers.usda.gov/RuralUrbanCommutingAreaCodes/2000  

 

http://www.ers.usda.gov/RuralUrbanCommutingAreaCodes/2000
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Attachment A Page 2 

 
 

 
IT IS THE EXPECTATION OF THE JOB CENTER THAT THE CATEGORY LISTED BELOW 
WILL BE USED  IN ONLY EXTREME CIRCUMSTANCES AND ONLY WITH THE 
APPROVAL OF THE JOB CENTER ADMINISTRATION AND AREA 7 WHO TRACKS THE 
PERCENTAGE OF NON-INCOME ELIGIBLE YOUTH PARTICIPANTS.   
 
EXCEPTION TO THE ABOVE listed youth eligibility criteria:  Per the Workforce Investment Act, 
up to five percent of youth participants served in a local area may be individuals who do not 
meet the income criterion for youth provided they meet (a) and (c) above and face one or more 
of the following barriers: 
 

 (1) School dropout 
 (2) Basic skills deficient 

  (3)  Educational attainment is one or more grade levels below the grade level appropriate 
to the individualôs age 

(4) Pregnant or parenting 
(5) Possess one or more disabilities, including learning disabilities 
(6) Homeless or runaway 
(7) Offender or 
(8) Face serious barriers to employment as defined by Area 7 above. 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Attachment B: 

10 Required Program Elements 
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Improving Educational Achievement 

 

1. Tutoring is a teaching relationship that focuses on improving academic knowledge and skills of 

youth in specific areas, study skills training helps to develop and improve youths’ ability to 

learn by studying on their own, and dropout prevention strategies are designed to keep youth 

in school until graduation from high school.  
 
2.  Alternative secondary school is a specialized, structured curriculum offered inside or 

outside of the public school system which may provide work/study and/or General Educational 

Development (GED) preparation for students with behavior problems, physical/mental 

disabilities, who are at-risk of dropping out, who are institutionalized or adjudicated youth 

and/or youth who are in the legal custody of the Department of Youth Services (DYS) and are 

residing in an institution.  

 

3. NOTE: To be classified as an "alternative school" or "alternative course of study" for WIA 

purposes, a specialized structured curriculum is required which is clearly distinguishable from 

the regular curriculum offered to students in corresponding grades or classes. Additionally, for 

WIA purposes, an alternative school must be approved by the Local Education Agency (LEA) 

before students may be reported as attending an alternative school. The term "alternative 

school" should not be confused with "magnet schools" for specialized study or for accelerated 

studies.  

 

PREPARING FOR ENTRY INTO AND SUCCESS IN EMPLOYMENT 

 

4. Summer employment opportunities must be directly linked to academic and occupational 

learning and must connect with the career and employment goals as established on the ISS.  The 

summer youth employment opportunities element is not intended to be a stand alone program 

and therefore the JOB CENTER requires youth to be in receipt of another element of service 

before assignment to WIA SEO.  
 

5. Paid and unpaid work experiences may be in private for profit, private non-profit or public 

sector and may include but is not limited to internships and job shadowing. 
 

6. Occupational skill training is instruction conducted in an institutional or work site setting 

designed to provide or upgrade individuals with the technical skills and information required to 

perform a specific job or group of jobs that are linked to demand occupation within our system 

such as health services, logistics, or advanced manufacturing and where those positions require 

special skills or certifications. OST includes job-specific competency training, job-specific school-

to-work apprenticeship programs, on-site industry specific training, customized training, 

entrepreneurial training, internships and pre-apprenticeship training.  Applicants must make 

every effort to utilize other funding sources to pay for occupational skills training (e.g., Pell 

grants and other aid available through community and technical colleges.) 

 

SUPPORTING YOUTH DEVELOPMENT 

 

7. Leadership development opportunities encourage responsibility and other positive social 

behaviors. Activities may include exposure to postsecondary opportunities; community service 

and service learning projects; peer-centered activities, including peer mentoring and tutoring; 

organizational and team leadership training; training in decision making, including determining 

priorities; and citizenship training, including life skills training. 
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8. Supportive services may include linkages to community services and/or assistance with 

transportation, child care, housing, referrals to medical services, and the provision of 

appropriate work attire and work-related tools.  

 

9. Comprehensive guidance and counseling, is a process of helping youth make and 

implement informed educational, occupational, and life choices.  It imparts skills through 

counselor-directed learning opportunities that help youth achieve success through academic, 

career, personal and social development. An effective comprehensive guidance and counseling 

program develops a youth’s competencies in self-knowledge, educational and occupational 

exploration, and career planning.  Many at-risk youth need assistance in making informed 

decisions and choices.  Some need assistance in changing serious behavior problems including 

drug and alcohol abuse counseling, as well as referrals to counseling. 

 

10. Adult mentoring may occur during both program participation and the follow-up services for 

a total of not less than 12 months.  Adult mentoring is defined as an adult who works with and 

coaches a youth on a one-to-one basis teaching and/or assisting the youth in developing life skills 

and communicating information on goals and career opportunities.  A case manager, due to the 

nature of his/her job, is usually not the person who fills this role.     

 

11. Follow-up services are to be provided for at least 12 months after each youth exits the 

program to ensure continuity of services and progress towards the performance outcomes. The 

scope and intensity of the follow-up should be consistent with each youth’s individual service 

strategy and based on the needs of the youth.  Applicants will be responsible for coordinating 

follow-up, gauging its effectiveness and appropriateness, maintaining appropriate periodic contact 

with the participant, and documenting all follow-up activities. Follow-up services may include: 

leadership development; supportive services; regular contact with the youth’s employer, 

including addressing work-related problems that arise; assistance with job development, career 

development, and further education; work-related peer support groups; adult mentoring; and 

tracking the progress of youth in employment after training. 

 
Attachment C  

 
Lead Agency Roles and Responsibilities  

 

 
The following roles and responsibilities are to be assumed by the lead 

agency in a collaborative proposal. All aspects may not be covered in the 
following list and may need to be altered based on final awards and contract 

negotiations.  
 

1.  Submit proposal on behalf of the collaborative partners  

2.  Contract wi ll  be between the Lead A gency and the county within the 
JOB CENTER.  The Lead Agency will comply with the terms and 

conditions of that contract and ensure all sub -grantees agree to the 
same terms and conditions.   
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3.  Cooperat e with the implementation and delivery of the youth 

programs.  
4.  Ensur e that services provided are readily accessible to the youth being 

served.  
5.  Provide o versight and monitoring of all program sub grantee s.  

6.  Administer all funds awarded including those issued for payment to 
sub grantee s.  

7.  Submit  all required infor mation including reports , invoices and 
supportive documentation to justify costs to the appropriate JOB 

CENTER in a timely manner as determined through contract 
negotiations.  

8.  Coordinat e with partners in program design, implementation and staff 
development to ensure the collaborative meets performance 

outcomes.  
9.  Serve in, and maintain an office in each of the local One -Stops.  

 

 
 

 
 

 
 

 
 

 
 

 

Attachment D 

Proposal Format and Checklist 
 

The JOB CENTER requires submission of five paper copies of this section (one original and four 

copies). Proposals should be submitted in the order listed below and when responding to the 

questions please type the responses in 12 point font and add only the maximum number of pages 

allowed.  This Attachment D may be used as your checklist to ensure all requested 

documentation is included when submitting your proposal.   
  
Ǐ Please include a separate commitment letter on agency letterhead introducing your 

agency and a brief statement as to the intent of your proposal.   
 
Ǐ Print, complete and submit Attachment E, Authorization to Apply Signature Form  

 
Ǐ Review Attachment F, Assurances and Certifications prior to signing Attachment E  

 
Ǐ Print, complete and submit Attachment G, the Declaration Regarding Material 

Assistance/Non-Assistance to a Terrorist Organization Form  
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Ǐ Complete Attachment H Project Narrative pages 27 through 42 and answer all questions 

with clear and concise responses so that reviewers can quickly determine the manner in 
which services will be performed, provided and delivered.  Use the tab key to move to the 
next question.  Use of bullet points is encouraged for all responses to questions as 
practical.  Please type responses in 12 point font.  Print these pages and attach with any 
documents requested or identified below.   

 
Ǐ Provide a copy of the 501 (c) (3) status determination letter from the IRS (if appropriate)   

(Q2) 
 
Ǐ Provide letters of commitment if sub-contracting or entering non-financial agreement 

(Q2) 
 
Ǐ Include any past program and fiscal monitoring and audit reports received.  Redact any 

personal confidential information prior to submitting these reports.  (Q3) 
 
Ǐ Include the application form used for eligibility if one is available (Q6) 

 
Ǐ Include a copy of the assessment tools used (Q7)   
 
Ǐ Provide a copy of a worksite agreement and/or worksite handbook if available (Q10)  

 
Ǐ Provide a Copy of A-133 Audit report or if not subject to A-133 audits, copy of most 

recent independent audit report.  (Q14) 
 
Ǐ Provide a statement of proof of liability insurance   (Q14) 

 
Ǐ Completion Attachment I, Cost Proposed Budget sheets pages 43 ï 47.   

 
ATTACHMENT E 

 
 
Authorization to Apply Signature Form 
      Workforce Investment Act and American Recovery and Reinvestment Act Youth Program  

      Request for Proposal Application CY 2010 

      Northwest Ohio Job Center of Defiance, Fulton, Henry and Williams Counties  
    
 

1.  Applicant Name: _____________________________________________________________   

     Address:   ___________________________________________________________________ 

         ___________________________________________________________________ 

     Phone:  __________________   Fax:  __________________  email:  ____________________ 

     Person(s) authorized to submit proposals:  __________________________________________ 

     Person(s) authorized to sign contracts:       __________________________________________ 

     Person(s) authorized to represent the applicant: ______________________________________ 

            Phone:  ____________        email:  ____________ 

  

2.  Organization Status:   Public Non-Profit  ____     Corporation  _____    Private Non-Profit ____ 

     Private for Profit  _____    Government  _____    Years in Operation  _____ 
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3.  Is the organization co-owned or controlled by a parent company?  ____ Yes    ____ No 

     If yes, name of parent company:  _________________________________________________ 

 

4.  Is applicant authorized/licensed to do business in the State of Ohio?  ____ Yes   ____ No 

    

5.  Federal Employer Identification Number (FEIN): ____________________________________ 

     Workerôs Compensation Account Number:  _________________________________________ 

     Unemployment Insurance Account Number: ________________________________________ 

     Tax, Tax exempt or non-profit ID number:  _________________________________________ 

 

6.  Is applicant bound by Federal, State or local Affirmative Action of Equal Employment Opportunity            

     rules?____ Yes   ____ No   If yes, has applicant filed all required EEO reports? ___ Yes ___  No 

 

7.  Does applicant provide any other contracted WIA services?             ____ Yes  ____ No 

       If yes, with whom?  _____________________________________________________________    

 

8.  APPLICANT CERTIFIES THAT:  it is not debarred or suspended under Federal and State rulings      

       from receiving  federal funds;  it will not enter into contracts with subgrantees who are debarred or     

       suspended from such transactions to complete work related to the RFP;  it will not use contract funds to  

       lobby;  it maintains a drug-free work place;  is not delinquent on any Federal debt.   ____ Yes  ____No 

 

10.  Please provide a copy of your last A-133 audit report or independent audit report if NOT subject to A-133 audit.  

____________________________________________________________________________________________ 

 

I have read the RFP in its entirety and affirm that this application accurately represents the capabilities and 

qualifications of _______________________(organizationôs name) and I hereby affirm the proposed budget costs 

are for performance of services and or provisions of goods and services covered in this proposal and that I 

understand and accept all the terms, conditions, assurances, certifications and contents of this RFP.   

 

Name and signature of applicantôs officer authorized to bind the organization to all commitments made in 

the submitted proposal and to the terms, conditions, contents, assurances and certifications of the RFP for CY 2010 

Youth Services:   

 

Signature:      ____________________________________                  Date:  _______________________________ 

 
ATTACHMENT F 

 
ASSURANCES AND CERTIFICATIONS 

 
 
The Assurance and Certification obligations contained herein are continuing and binding and 

incorporated by reference upon the execution of a contract between the county JOB CENTER 

and the selected Applicant.   

1. The Applicant assures and certifies that program(s) funded under the Workforce 
Investment Act (WIA) and American Recovery and Reinvestment Act (ARRA)                                                
shall be administered in full compliance with State and local laws, regulations, and policies 
of WIA and ARRA, and all Federal regulations issued pursuant to those Acts.  The 
Applicant further assures that any program operated shall be consistent with the program 
design, mandated performance standards, level of service, and budgetary information in 



 

Northwest Ohio Job Center RFP  20 

effect during the contract award period.  Therefore the JOB CENTER reserves the right to 
modify or alter the requirements and standards set forth in this RFP based on program 
requirement changes mandated by the state or federal agencies during the period of the 
contract term.    

 
2. The Applicant understands and accepts that any changes to the WIA program, funding 

level, or WIA policy or direction may result in a reduction, suspension or termination of the 
contract prior to the December 31, 2010.  In such instances, the JOB CENTER will not be 
held liable for what is in the selected Applicantôs proposal or this Request for Proposals 
package. 

 
3. The Applicant assures and certifies that reductions in funding levels may occur as a result 

of Applicantôs failure to meet expenditure, participant, and/or outcome goals specified in 
the RFP, of which the RFP is also incorporated by reference into the contract.   

 
4. The Applicant agrees to comply with the Administrative requirements and procedures 

established under the Office of Management and Budget (OMB) Circulars A-21, A-87, A-
102, A-122, and A-133, as applicable; and all U.S. DOL regulations relating to the 
implementing and management of WIA and ARRA.   

 
5. In administering programs under WIA, the Applicant assures and certifies that it possesses 

legal authority to apply for a grant; that a resolution, motion, or similar action has been duly 
adopted or passed as an official act of the Applicantôs  governing body, authorizing the 
filing of the application, including all understandings and assurances contained therein, 
and directing and authorizing the person(s) identified as the official representative(s) of the 
Applicant to act in connection with the application and to provide such additional 
information as may be required as well as to bind the agency to future agreements, 
provisions, and/or conditions during the course of the program year. 

 
6. In accordance with Executive Order 12549, 29 CFR Part 98 (Federal Register 53, CFR 

19189) the Applicant assures and certifies that neither it nor its principals are debarred, 
suspended, ineligible, or voluntarily excluded from doing business with any Federally 
funded agency.   

 
7. The Applicant ensures that all costs incurred in the operations of the WIA program are 

necessary and reasonable and are not in excess of those that would be charged any other 
agency for the same services performed by the Applicant.  Applicant further assures and 
certifies adequate supporting documentation of such costs will be provided with each 
monthly invoice. 

 
8. Applicant ensures all fiscal records shall be kept on an actual cost basis and in a manner, 

which is, consistent with generally accepted accounting procedures. Contractual payments 
will be based upon invoices supported by actual documented and verified costs of the 
program. 

 
9. Applicant will comply with all requests for monitoring and audits of WIA records.  The JOB 

CENTER as well as other federal and state entities with oversight of WIA, reserve the right 
to monitor and oversee all records, activities, and performance of any entity funded under 
WIA when deemed necessary but no less than once per contract year.   

 
10. The Applicant assures and certifies that it has submitted its most recent A-133 audit report 
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or if not subject to A-133, its most recent independent audit report and agrees to submit 
any subsequent Correspondence regarding the audit to WIA for review.   

 
11. The Applicant agrees to hold WIA, its officers, Board members, and employees harmless 

from any and all liabilities of claims caused by or resulting from Applicantôs obligations or 
activities in furtherance of the work described herein.  In the event that the Federal or 
State government, directly or through its agencies, shall require WIA to repay funds 
because of misfeasance, malfeasance, or nonfeasance by the Applicant, the Applicant 
shall pay, on demand, any funds, which the Federal or State government has ordered 
repaid. 

 
12. The Applicant agrees to administer procurement systems for all goods, services, and 

contracts that reflect applicable state and local law, rules and regulations. 
 
13. The Applicant agrees to abide by all Health and Safety standards, and child labor laws 

established under State and Federal law, otherwise applicable to working conditions of 
employees, and equally applicable to working conditions of participants.   

 
14. To the extent that a State Workers' Compensation law is applicable, workers' 

compensation benefits in accordance with such law shall be available with respect to 
injuries suffered by participants.   

 
15. The Applicant accepts full responsibility for prompt payment of all applicable 

unemployment compensation contributions or reimbursements, insurance premiums, 
workers' compensation premiums, all income tax deductions, social security deductions, 
and any and all other employer taxes and payroll deductions required for all employees, 
trainees, and anyone receiving monetary benefits as a result of all programs.  OAC: 4141-
5-05 references work training programs as being excluded from the definition of 
employment and therefore, earnings received by youth participants assigned to summer 
employment or work experience may not be subject to unemployment compensation and 
wage reporting.   Applicant agrees to provide a full explanation with any invoice should UI 
contributions be made for participant wages.    The details must include the name of the 
youth whose wages are included on the UI Wage Report, the total earnings reported and 
the reason the youth is covered under UI.        

 
16. The Applicant will comply with the provisions of Title VI and VII of the Civil Rights Act (42 

USC 2000 d and 2000 e), and Age Discrimination in Employment Act (29 USC 620 et 
seq.), the Equal Pay Act (29 USC 206 (d)), the Rehabilitation Act (29 USC 794), Title IX of 
the Education Amendments Act of 1972 (20 USC 6101), the Age Discrimination Act (29 
USC 620), the Americans with Disabilities Act, and other applicable non-discrimination 
laws.  The Applicant assures further that no portion of its WIA program will in any way 
discriminate against, deny benefits to, deny employment to, or exclude from participation 
any persons on the grounds of race, color, national origin, religion, age, sex, handicap, or 
political affiliation or belief. That it target employment and training services to those most in 
need of them.  Efforts shall be made to make programs and facilities accessible to eligible, 
qualified handicapped disabled persons and to those with limited English proficiency.  

 
17. The Applicant will not permit employees to engage in political activity of any nature in 

which they represent themselves as acting on behalf of or with the approval of WIA. 
 
18. The Applicant ensures that every officer, director, agent, or employee authorized to act on 
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behalf of the Applicant in receiving or depositing funds into program accounts; or in issuing 
financial documents, checks, or other instruments or payment for program costs shall be 
bonded to provide adequate protection against loss. 

 
19. The Applicant agrees to retain all records pertaining to the program for a minimum period 

of three (3) years from submission of the final expenditure report or until resolution of any 
audit or litigation begun within the three-year period. 

 
20. Applicant will ensure that education programs for youth are consistent with applicable 

State and local educational standards. 
 
21. The Applicant assures that participants shall not be employed on the construction, 

operation, or maintenance of any part of any facility as is used or to be used for sectarian 
instruction or as a place of religious worship or placed at other worksites restricted by 
ARRA. 

 
22. The Applicant assures that all safety requirements put forth by the Ohio Industrial 

Commission will be adhered to at youth worksites, and that any violations of any specific 
safety requirements, which result in civil penalty, will be the sole responsibility of Applicant.  
WIA is held harmless from any resulting penalties for violations. 

 
23. The Applicant certifies that no Federal appropriated funds have been paid or will be paid to 

any person for influencing or attempting to influence an officer or employee an agency or 
member of Congress in connection with this Federal Grant. 

 
The Authorized Agency Representative shall have a signed CERTIFICATION 
REGARDING LOBBYING on file with WIA prior to Contract execution. 
 

24.   Applicant agrees to complete a W-9 at the awarding of contract.   
 
25.  The Applicant assures WIA that it will adhere to the Drug Free Workplace Act of 1988. 
  
26. The Applicant hereby assures that by submission of this proposal, it will comply with the 

standards of conduct hereinafter set out, for maintaining the integrity of the program and 
avoiding any conflict of interest in its administration.   

 
a. Every reasonable course of action will be taken by the Applicant in order to maintain 

the integrity of this expenditure of public funds and to avoid any favoritism or 
questionable or improper conduct.  The award, if granted, will be administered in an 
impartial manner, free from personal, financial or political gain.  The Applicant, its 
executive staff, employees, and Board of Directors, will avoid situations which give 
rise to a suggestion that any decision was influenced by prejudice, bias, special 
interest, or personal gain.  Executives and employees of the Applicant will be 
particularly aware of the varying degrees of influence that can be exerted by personal 
friends and associates and, will exercise due diligence to avoid situations which may 
give rise to an assertion that favorable treatment is being granted to friends and 
associates.   

 
b.  Applicant agrees to disclose any family or business relationships with any JOB 

CENTER member, county employees, public official, Area 7 staff or WIB member, or 
authorized agents of the same.   
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 Applicant hereby assures that no relative by blood, adoption or marriage will receive 

favorable treatment for enrollment in services provided by, or employment with, the 
Applicant.   

 
For this purpose of this agreement relatives shall include wife, husband, son, 
daughter, mother, father, brother, brother-in-law, sister, sister-in-law, daughter-in-
law, son-in-law, mother-in-law, father-in-law, aunt, uncle, niece, nephew, stepparent, 
and stepchild.    

 
c.  When it is in the public interest for the Applicant to conduct business with a friend or 

associate of an executive or employee of the Applicant, or an elected official in the 
area, or the Workforce Investment Board, or a member of its Board of Directors, a 
permanent record of the transaction will be retained.  

 
d.  An executive or employee of the Applicant or a member of its Board of Directors will 

not solicit or accept money or any other consideration from a third person, for the 
performance of an act reimbursed in whole or in part by the Applicant.   

  
e. No member of the Board of Directors or authoritative entity shall cast a vote on the 

provision of services by that member (or any organization, which that member 
represents) or vote on any matter which would provide direct financial benefit to that 
member or any business or organization which the member directly represents.   

 
f.    Although federal law gives allowances for usage of supplies, materials, or equipment 

purchased with WIA funds, it is agreed by both parties that these items will returned 
to the WIA operator at the conclusion of the contract.      

 
g.   The Applicant acknowledges that certain JOB CENTER designed forms will be 

necessary to use in the performance of case functions or aid in data collection.  The 
Applicant agrees to use these required forms.   

 
h.   The Applicant assures compliance with all federal and state confidentiality and public 

records laws.   
    

27.  The JOB CENTER system further assures the following: 
 

a.  No JOB CENTER member, county staff, Area 7 staff or WIB member, or authorized 
agents of the same may participate in the review, selection, or award of any contract 
with whom that party or any member of his/her family, employer, company, 
organization or agency has a financial interest or other interest in the entity selected 
for the award.  Participation includes discussions, lobbying, rating, scoring, 
recommending, explaining, or assisting in the design or approval of the procurement 
process.  Participation also includes negotiation of any contract on behalf of the 
organization that he or she represents.   

 
b. JOB CENTER members will neither solicit nor accept gratuities, favors, or anything 

of monetary value from grantees or potential grantees.   
 
c.  The JOB CENTER will provide technical assistance to the grantee as needed.   
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d. If a conflict, real or apparent, does exist, it must be declared and described and the 
individual(s) concerned (JOB CENTER member, county employee, Area 7 staff or 
WIB member, or authorized agents of the same) must exclude themselves from 
participation in the procurement process. All such declarations will be in writing and 
submitted to Jamie Kleck, WIA EO Officer, Henry County Dept. of Job and Family 
Services, 104 E. Washington St., P.O. Box 527, Napoleon, Ohio  43545. 

 
_____________________________________________________________________ 
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Attachment G 
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ATTACHMENT G Page 2 
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ATTACHMENT H 

PROJECT NARRATIVE 

 

 

 

 

 

 

 

 

      

 

 

Q1.  Owners, Members of Board of Directors, Officers 

Please list names and titles of all owners, members of the Board of Directors, Trustees, 

and or any other officers of the bidding entity.   
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Q2.   Executive Summary 

A.  Provide a summary highlighting such details as the estimated number of youth to be  

     served each month; planned outcomes for those youth and strategies to ensure program  

     outcomes are reached; and the basic program approach offered by your organization.   

B.  If collaborating with other agencies by sub-contract or non-financial agreement include 

     details of those arrangements and provide letters of commitment from those agencies.   

C.  If a 501(c)(3) agency, provide a copy of the status determination letter from IRS 

(Response may not exceed the following space and one additional page) 
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Q3.  Program Design Past Experience 

Describe your agencyôs experience with conducting workforce development youth programs.  If 

you have specific experience with WIA or ARRA youth, please describe.  If WIA services are 

provided to other counties, include any past program and fiscal monitoring and audit reports 

received from those counties.  Please redact any personal confidential information prior to 

submitting these reports.   

(Response may not exceed the following space and one additional page  

plus any additional pages for audit or monitoring reports) 
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Q4.  Program Design ï Youth Recruitment 

Describe the process you will use to recruit youth.  How will you ensure enrollments occur for 

both in-school and out-of-school youth residing throughout each county?  Provide a timeline 

that outlines goals for youth enrollment.   

(Response may not exceed the following space and one additional page) 
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Q5.  Program Design ï Outreach and Collaboration 
Describe how outreach and collaboration will be completed to share information about the year 

round youth program with youth, families, schools, courts and others.   

(Response should not exceed the following space and one additional page)  
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Q6.  Program Design ï Eligibility, Verification and Registration  

Describe the registration process that you will follow to enroll participants.  You may include 

the application form or other forms used for eligibility   

(Response may not exceed the following space and one additional page plus any added forms.) 

(The JOB CENTER reserves the right to modify all forms used by the selected provider) 
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Q7.  Program Design ï Objective Assessment and Academic Skill Attainment 

Describe how you will ensure that youth obtain a comprehensive assessment of their situation, 

including current academic skill attainment and work readiness skills.   Please provide a copy 

of the assessment tools used.    

(Response may not exceed the following space and one additional page  

plus the assessment tools.) 
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Q8.  Program Summary Service Deliveryï Youth In-School Program 

Provide a concise, complete summary of your proposed In-School Program including: 

A.  How the core services and 10 required program elements will be available to In-School 

youth and who will provide these services  

B.  The anticipated number of In-School youth participants 

C.  Meaningful outcome plans for In-school youth  

D.  How Applicant will track, and analyze participant and program progress,  

E.  Timetable for these operations.   

F.  Include how ARRA youth will be identified and served  

 (Up to four additional pages may be added) 
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Q9.  Program Summary Service Delivery ï Youth Out-of-School Program 

Provide a concise, complete summary of your proposed Out-of-School Program including: 

A.  How the core services and 10 required program elements will be available to Out-of-School 

 youth and who will provide these services  

B.  The anticipated number of Out-of-school youth participants 

C.  Meaningful outcome plans for Out-of-school youth including integration with adult and 

dislocated worker services  

D.  How Applicant will track, and analyze participant and program progress,  

E.  Timetable for these operations.   

F.  Include how ARRA youth will be identified and served 

 (Up to four additional pages may be added) 
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Q10.  Program Service Delivery  ï Worksite Development 

Describe how you will engage, recruit, and train employers, municipalities, school districts and 

private employers as worksites for youth.  Training includes but may not be limited to 

orientation of youth and safety training for youth.  Provide a timeline that outlines goals for 

worksite development.  Provide a copy of the worksite agreement and/or worksite handbook if 

available.   

(Response may not exceed the following space  

and one additional page plus forms/handbook) 
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Q11.  Program Service Delivery ïWorksite Monitoring  

Describe how you will monitor worksites and youth placed at worksites and how you will 

ensure accuracy of youth attendance and timesheets.  Include frequency of worksite monitoring 

and how you ensure that youth worksites are in compliance with youth labor laws.    

(Response may not exceed the following space and one additional page) 
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Q12. Program Service Delivery ï Exits and Follow-Up  

Describe how youth will be exited from the program and what follow-up services will be 

provided.     

(Response may not exceed the following space and one additional page) 
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Q13.  Program Accountability ï Documentation and County Reporting 

A.  Demonstrate ability and timeframe to submit monthly participant reports and weekly 

timesheets for work experience placements to the JOB CENTER counties.   

B.  Describe process for SCOTI documentation.    

C.  Demonstrate ability to document, track, and analyze participant and program progress and 

describe the systems/methods in place to accomplish this.  

D. How will tracking of services and costs be completed for the six target populations of youth 

 (WIA in-school, WIA out-of-school, ARRA in-school, ARRA out-of-school, ARRA in-

school ages 22-24 and ARRA out-of-school ages 22-24)   

E.  Describe the methods in place to measure customer satisfaction of program participants 

which includes youth, families, worksites, and other parties  

F.  Demonstrate how your proposal will ensure performance standards are exceeded.   

(Response may not exceed the following space 

and three additional page) 
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Q14.  Administrative/Management/Financial Capacity 

 

A.  Describe the accounting system intended to be used in the proposed program.   

B.  Explain the type of costs included in the indirect cost plan if indirect costs are included in 

the budget   

C.  Provide the last A-133 audit report or if not subject to an A-133 audit, provide the last 

completed independent audit report.    

D.  Include statement of proof of liability insurance 

(Response may not exceed the following space  

and two additional pages plus requested documents) 
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Q15.  Program Staffing ï Organization Chart 

A.  Provide a brief explanation regarding program staff members and job duties.   

B.  Please provide a table of organizational chart that depicts where these positions fall in the        

organization.   

C.  Include job descriptions for all program positions of staff working directly with youth and 

where staff will be located to service youth.   

D.  Provide summary of staff experience, particularly those working directly with at-risk youth.  

(Response may not exceed the following space plus copies of the job descriptions)   
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Q16.  Administrative/Management/Financial  

Program BUDGET and Staffing 

 

Proposed budget must be submitted on the following Cost Proposal Budget forms.  

Include all staff, facility, indirect costs, and operating expenses necessary to operate the 

program.  Include estimated costs for services to youth, including youth wages, FICA and 

Workers Compensation.  Use the section below to show the costs for performing eligibility 

and data documentation in Defiance and Williams Counties and to explain how costs are 

allocated to counties.    
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ATTACHMENT I     Cost Proposal Budget Forms 
 
In-School Youth Cost Proposal Budget       
Applicant Name:                  
Program Period:              
     
Staff Name  (Add page if needed)  Position  Cost $ 

                  

                  

                  

                  

                  

                  

Fringes by position title   

                  

                  

                  

                  

                  

                  

 Subtotal on Staffing Costs       

Operational Costs Total cost x % charged to county  

 
Rent             

 
Communications             

 
Utilities             

 
Supplies             

 
Travel             

Staff Development/ 
Training             

 
Equipment             

 
Insurance             

 
Advertisement             

 
Staff Management             

 
Fiscal Management             

 
Miscellaneous             
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In-School Youth Cost Proposal Budget 
       

Program Category   Basis  (include # of services estimated 
to be provided x cost per service)  

Cost   

 
Tutoring             

 
Assessments             

 
Occupational Training             

 
Mentoring             

 
Counseling             

 
Leadership Development             

 
Follow-up             

 
Youth Stipends             

 
Work Experience Wages             

 
Work Readiness Training             

 
Computer Literacy 
Training             

Youth Supportive Services 
Costs             

 
Transportation             

 

Sub-Contracts Description Cost  

                  

                  

 

In-Kind Source Description Cost  

                  

                  

 
TOTAL COSTS OF PROGRAM OPERATION $      

     
 
Estimate Number of Youth Participants to be served           
 
Calculate cost per youth (Total cost above per total # of participants served)         
 
 

If additional explanation of costs is needed, please include on separate page.   
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Budget Form 
 
Out-of-School Youth Cost Proposal Budget      
Applicant Name:                  
Program Period:              
     
Staff Name  (Add page if needed)  Position  Cost  $ 

                  

                  

                  

                  

                  

                  

Fringes by position title   

                  

                  

                  

                  

                  

                  

 Subtotal on Staffing Costs       

Operational Costs Total cost x % charged to county  

 
Rent             

 
Communications             

 
Utilities             

 
Supplies             

 
Travel             

Staff Development/ 
Training             

 
Equipment             

 
Insurance             

 
Advertisement             

 
Staff Management             

 
Fiscal Management             

 
Miscellaneous             
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Out-of-School Youth Program Cost Proposal Budget 
       

Program Category   Basis  (include # of services estimated 
to be provided x cost per service)  

Cost   

 
Tutoring             

 
Assessments             

 
Occupational Training             

 
Mentoring             

 
Counseling             

 
Leadership Development             

 
Follow-up             

 
Youth Stipends             

 
Work Experience Wages             

 
Work Readiness Training             

 
Computer Literacy 
Training             

Youth Supportive Services 
Costs             

 
Transportation             

 

Sub-Contracts Description Cost  

                  

                  

 

In-Kind Source Description Cost  

                  

                  

 
TOTAL COSTS OF PROGRAM OPERATION $      

     
 
Estimate Number of Youth Participants to be served            
 
Calculate cost per youth (Total cost above per total # of participants served)          
 
 

If additional explanation of costs is needed, please include on separate page.   
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Employee Salary and Wage Report         

Date/Duration of Project:                  

  Forecasted Personnel Needs 

Total Project Cost             $       (UP TO A 12 MONTH PERIOD ONLY) 

    
Monthly 
or Hourly 

Rate  

Number 
of hour 
worked 
per year 

Percent           
of Time 

of 
Project 
(FTE)            

Annual 
Amount 
Charged 
to Project 

Fringe Benefits 
Total 

Annual 
Employee 

Costs 

    

    

Employee Name Employee Title 

            Rate Amount   

1       Jane Doe Case Counselor 15.00 2080 .25 $7800 23% $1794 $9594 

2.                                                          

3.                                                          

4.                                                          

5.                                                          

6                                                           

7.                                                          

8.                                                          

9.                                                           

10.                                                         

11                                                          

12                                                          

13                                                          

14                                                          

15                                                          

Total Employee Salary                        

PERCENTAGE OF TOTAL PROJECT DEVOTED TO SALARY           %        
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Att achment J 

Evaluation Factors 
 

Each proposal will be reviewed based on the following evaluation process.  The review process 

will be a step of phases with a minimum amount of points needed to move to the next phase.  

Phase 1 requires a minimum score of 12 points of the 15 maximum points.  Phase 2 tally will be 

added to the Phase 1 score.  The maximum amount of Phase 2 points to be scored is 135.  The 

Applicant must score a minimum of 100 points of the 135 maximum.  The Cost Proposal Budget 

sheets will then be reviewed for the top three scorers.  Phase 3 requires a minimum of 18 of 35 

points.  The selection committee will recommend the Applicant that best meets the requirements 

of this RFP and whose budget can be easily modified during contract negotiation.  Those ratings 

are as follows:   

 

D  =  Does not meet requirements ï 0 points  

P  =   Partially meets requirements ï 60% of maximum points or 6 of 10, 12 of 20, etc 

M =   Meets requirements ï 80% of maximum points or 8 of 10, 16 of 20, etc 

E  =   Exceeds requirements ï 100% of points or total maximum points or 10 of 10, 20 of 20  

 

 

Phase 1:   

 

Application format - 5 points 

 

Commitment letter, signed authorization to apply form, format specifications, application 

assembly order, required number of copies submitted.   

 

Executive Summary ï 10 points 

 

Summarization of the proposed project, activities, goals, collaborating efforts (if applicable), 

and strategies for meeting the JOB CENTERôs desired results  

 

Applicantôs proposal must score at least 80% to move to Phase 2 or 12 of 15.   

 

Phase 2:  

 

Organization Capacity ï 20 points  

 

¶ Suitable administration, accounting and management information system in place 

¶ Sufficient staff with knowledge and experience working with the target population 

¶ Adequate supervision and management in place for front line staff  

¶ A demonstrated ability to work with all relevant agencies and financial institutions in 

meaningful collaborative and/or partnership relationships 

 

Demonstrated Past Experience with Target Population ï 20 points 

 

¶ Level of past experience in providing proposed services to the target population 
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¶ Description of organizationôs record of program participantsô successful attainment of 
related program goals.   

 

Demonstrated Ability to Design and Deliver Program and Services ï 50 Points 

¶ Plan for recruitment, outreach, and collaboration 

¶ Plan for eligibility determination and registration 

¶ Plan for completion of objective assessment and ISS  

¶ Service delivery models for in-school and out-of-school youth  

¶ A timetable for program operations 

¶ A plan for worksite recruitment and monitoring 

¶ Plan for follow-up and exit of youth  

¶ Plan for meeting or exceeding performance standards 

¶ Collaboration with other entities and relationship with schools  

¶ Plan to integrate youth programs with adult and dislocated worker programs  

 

Internal Evaluation and Accountability ï 30 points  

¶ Applicant must demonstrate ability to document, track, analyze data, account for 

costs and submit monthly program and fiscal reports  

¶ Meaningful measures must be in place to document customer satisfaction 

¶ Ability and timeframe to provide monthly participant reports and weekly timesheets  

¶ Likelihood of implementation of program design, services and accountability  

¶ Innovativeness of proposal 

¶ Access for persons with disabilities  

¶ Hours of operation 

¶ Availability and proximity of staff  

¶ Technology access 

¶ Likelihood of obtaining desired outcomes for youth 

 

Applicantsô proposals must score at least 100 points in Phase 2 to move to the budget review.   

 

Phase 3:   

 

2.   Cost Reasonableness ï 35 Points 

 

This category will evaluate the cost of the proposed program to determine if it is fair, 

reasonable and justified.  Factors included are such issues as length and intensity of the 

program, staff to youth ratio, amount of support services to be received, number of work 

experience placements for youth, staffing and operating costs compared to youth wages and 

supportive services.   

 

 

 

 
 
 

 


