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SECTION I. RFP OVERVIEW

A. Board Background

The Southeast Texas Workforce Development Board, known as the Workforce
Solutions for Southeast Texas, is requesting interested and qualified parties to respond
to this RFP regarding the operation and management of the workforce center system
also known as American Job Centers of Southeast Texas. This system is comprised of
three counties, Hardin, Jefferson and Orange.

This Request for Proposals (RFP) reflects that the Board is open regarding the type of
management structure design and service delivery arrangement sought by the Board.
The Board is open to all options in order for its choice to represent the best
management design and highest quality of service delivery, system stability, and cost
effectiveness possible for the employers and job seekers of Southeast Texas.
Proposers may be a managing director partnering with a professional employer
organization, or a turn-key workforce center system operator or some other
management arrangement that meets Texas Workforce Commission procurement rules
and policies. The Proposer provides on-site leadership and direction for the operations
of the workforce center system, including organizing and managing personnel and the
operational budget, accomplishing and enhancing performance, developing and
maintaining employer relationships, delivering excellent job seeker services in a
program-transparent manner, and continuously improving the quality of customer
service and the degree of customer satisfaction.

The Workforce Solutions Board members, hereafter referred to as the Board, are
seeking experienced management with a proven record of accomplishment that
emphasizes:

v A management system familiar with workforce service delivery and performances
v" A management system that excels in staff development and retention

v' A management system committed to continuous improvement systems that
ensure customer satisfaction

v' A management system committed to high performance in a cost efficient manner

The Board’s Strategic plan and policies can be found on our website at setworks.org.
However, some policies are under review and revision at this time.



B. BOARD OBJECTIVES FOR THE WORKFORCE CENTERS

The Management and Operation of the Workforce Centers must align with the Board’s
vision statement, mission statement, and goals as follows:

Our Vision:
“A world class, competitive workforce for Southeast Texas”
Our Mission:

“Equip Southeast Texas with the skills and knowledge that meet the needs of employers

to foster the region’s economic growth”.
Our Goals:

Ensure all existing resources are invested wisely, and are efficiently expended,
and generate new resources to support mission and goals.

Ensure awareness among students in grades 8 thru 12, their parents, teachers
and counselors regarding careers and the job opportunities projected for the
future.

Improve and sustain business relationships in order to assist in planning for
future workforce needs and community growth.

Ensure viable employment opportunities for returning Veterans

Implement/support a workforce intelligence system to achieve vertical and
horizontal alignment with Southeast Texas employers and targeted industry
demand in order to have accurate information for planning and development.

The management system should result in the fulfilment of the following service
objectives with continuous improvement as an additional focus for both employers and
job seekers as follows:

The Board’s service objectives for business services:

[
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Focus on solutions and services that empower customers

Complete, accurate, relevant job orders

Complete, accurate and relevant job applications

Referral of qualified job applicants to employers

Timely and responsive follow through and follow-up on referrals and other needs
Knowledgeable and helpful staff to assist businesses with a “sales” attitude
Direct access to business services

Flexibility of service delivery

Complete and timely documentation

Improved virtual assistance

Increase the number of employees receiving services

The Board’s service objectives for job seekers:

oahkwnE

Focus on services and solutions that empower customers

More matches to more job openings in an accurate and relevant manner
Complete, accurate and relevant WIT.com job applications

Immediate job seeker access to services

Resource Room assistance for job seekers

Knowledgeable and helpful staff for career planning and assistance



7. Timely and responsive follow through and follow-up on job seeker’s objectives
8. Complete and timely documentation
9. Improved virtual assistance

C. PROPOSAL CONDITIONS

Following are conditions that apply to this RFP and any subsequent contract. Any
potential contract resulting from this procurement is contingent on the results of the pre-
award survey that will be performed prior to signing a contract.

1. The ultimate result of the procurement process is to select a Proposer with whom
to negotiate a contract for the management and operation of the one-stop
workforce center system; however, the Board is under no legal requirement to
execute a contract on the basis of any proposal received.

2. The Board reserves the right to vary the provisions set forth herein any time prior
to the execution of a contract where such variance is in the best interest of the
Board.

3. Proposals must conform to relevant state and federal laws and regulations
governing the use of applicable funds for services and programs.

4. The Board may negotiate a contract for services based on the evaluated proposal
and verbal agreements made in the negotiation process.

5. The funding of any proposal is contingent upon receipt by Board of funds from the
State of Texas and/or the federal government.

6. Any costs incurred by the Proposer prior to the commencement date of a contract
will not be paid from contract funds.

7. Proposer shall ensure that all funds provided through this contract are expended
for allowable activities, and that no expenditures have as their objective the funding
of sectarian worship, instruction, or proselytizing. This provision shall not be
interpreted to prohibit the Proposer from subcontracting for goods or services with
any religious institution or entity.

8. Other than providing technical assistance via question and answer via e-mail,
Board staff will not assist any proposer in the preparation of the proposal.

9. All proposals and any attachments, appendices, or other information submitted as
a part of a proposal become the property of the Board upon submission and may
be reprinted, published, or distributed in any manner by the Board according to
open records requirements, applicable state and federal laws, policies and
procedures, as well as those of the Board. Subject to the Texas Public Information
Act, respondents may protect trade and confidential information from release.
Trade secrets or other confidential information, submitted as part of a proposal,
shall be clearly marked on each page it appears. Such marking shall be in boldface
type at least 12 point font.

10. No employee, member of a Board of Directors or other governing body, or
representative of a proposer who submits a proposal may have any contact
outside of the formal review process with any employee or any member of the
Board, or any Chief Elected Official for purposes of discussing or lobbying on
behalf of the proposer’s proposal. This contact includes written correspondence,



11.

12.

13.

14.

15.

16.

17.

18.

email, fax, telephone calls, personal meetings, tweets, text messages or other
kinds of personal contact. The Board will reject proposals of those proposers who
violate this condition.

The Board reserves the right to accept or reject any or all proposals received; to
cancel this RFP in part, or in its entirety; or to reissue the RFP.

In order to ensure that the needs of the region are adequately met, the Board
reserves the right to request additional information and/or negotiate issues prior to
making a selection.

The Board reserves the right to waive any defect in this procurement process or to
make changes to this solicitation as deemed necessary.

The Board reserves the right to contact any individual, agencies or employers
listed in a proposal, to contact others who have experience and/or knowledge of
the proposer’s relevant performance and/or qualification, and to request additional
information from any and all proposers. Misrepresentation of the proposer’s ability
to perform as stated in the proposal may result in cancellation of a contract
resulting from this procurement.

Solicitation and selection of proposals must conform to relevant State and Federal
laws and regulations and local policies governing the procurement of services.
Proposers are responsible for familiarizing themselves with these laws and
regulations.

Contract executed as a result of this RFP will be cost reimbursement. The contract
shall be contingent upon the receipt of sufficient funding from the Texas Workforce
Commission (TWC). Negotiated contract amounts and details of programmatic
requirements will be contingent upon funding and implementation procedures
actually received. Final contract will also be subject to any changes in legislation,
regulations, or policies promulgated by the Federal funding sources, the U.S.
Department of Labor, or the Texas Workforce Commission (TWC). Workforce
Solutions will reserve the right to vary or change the terms of any contract solicited
under this RFP, including funding levels, the scope of work, performance
standards, and shortening or extending the contract period, as it deems necessary
in the interest of Workforce Solutions. The initial contract would be for the period
from September 1, 2017 through August 31, 2019. The Board reserves the right to
offer up to two one-year (twelve month) extensions of the contract based on
evaluation of the state of the center system, achievement of performance,
availability of funds, and capacity of the Proposer to meet new or revised goals,
objectives and standards of the Board.

Profit margins and the circumstances by which profit may be earned will be
negotiated with for-profit organizations.

Non-Discrimination - As a condition for receipt of federal funds, the proposer must
assure, with respect to the operation of the program and all agreements or
arrangements to carry out the program, that the proposer is prohibited from
discriminating on the basis of race, color, religion, sex, national origin, age,
disability, political affiliation or belief, citizenship or participation in programs funded
with federal funds.
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This is a competitive procurement utilizing the Request for Proposal method, and
as such, award does not have to be based on the lowest priced offer, but rather to
the respondent submitting the most responsive proposal that satisfies the Board’s
requirements.

The Board may require selected proposer(s) to participate in contract negotiations
in person at the Board office, 510 Park Street, Suite 100, Beaumont, TX.

The Board reserves the right to conduct credit check, criminal history, drug tests,
and other background investigation of the selected proposer as it deems
appropriate.

The proposer will comply with conflict of interest requirements contained in TAC
Title 40, Part 20, Chapter 801, Subchapter C - The Integrity of the Texas
Workforce System.

Proposers should consider, as applicable, the recently issued guidance from the

USDOL in ETA Advisory 16-16 that was issued on January 18, 2017.

D. Eligible Applicants

This Request for Proposals (RFP) is open regarding the type of management
structure design and service delivery arrangement. Workforce Solutions seeks a
wide variety of proposed options to ensure that the resulting selection will be
responsive to the current needs and challenges of the organization. The
management structure and operational design proposed must ensure exceptional
customer service, quality program and operational performance, continuous system
improvement and cost efficiency.

Qualified individuals, management teams, and/or organizations (private for-profit,
private non-profit or governmental) are all eligible to apply. Applicants should
possess extensive senior management experience in workforce development
systems, employment-training programs, job development, economic development
and/or social services. Prior experience administering federal, state and private
grant funds and fund development programs is required and must be
demonstrated in the background of the Applicant. The Applicant must
demonstrate the knowledge necessary to manage and operate workforce centers
that provide high standards of customer service and satisfaction while exceeding
program performance standards.

The organization selected should demonstrate the characteristics listed below.
- Competent management with vision
- Customer service oriented staff
- Cooperative management and staff
- Commitment to an integrated service delivery model
- Willingness to partner with others
- Flexibility and ability to adapt to change
- Expertise in delivery of one-stop delivery system in accordance with WIOA
- Data Integrity
- Creativity



E. Funding related to this procurement:

«  Workforce Innovation and Opportunity Act (Adult, Dislocated Worker, and Youth)

- National Emergency Grant funding for Dislocated Workers

Temporary Assistance for Needy Families (TANF/Choices)

<  Supplemental Nutrition Assistance Program Employment and Training (SNAP E&T)
Child Care

Non-Custodial Parent (NCP)

Trade Adjustment Assistance (TAA)

Employment Services

Department of Labor (DOL), Texas Workforce Commission and other Special
Initiatives/Projects

Other funding sources may also be included, but not limited to, the National
Dislocated Worker Grant (NDW), and/or other discretionary special project funding.
Additional funds depend on whether additional funding is received by the board, and
whether any related funding will pass through for use at the career center level.

In addition, the contractor is expected to coordinate and maximize resources, as
applicable, with other agencies and program(s) that are and/or may be co-located in
the workforce career centers and in our communities, including but not limited to:

= Texas Veteran Commission (TVC)
= Job Corps

= Region V Education Service Center
=  Adult Education and Literacy

= Vocational Rehabilitation Services

F. SCOPE OF WORK FOR MANAGEMENT OF WORKFORCE
CENTERS

One Responder will be selected as the Workforce Solutions Center System Operator
to direct all operations. The selected responder will be responsible for management
of the staff, budget and operations. The selected responder will be responsible for
assuring businesses and job seekers receive services that provide a positive
experience and achieve the required result. Management includes operation and
continuous improvement of services and processes consistent with the Board’s
vision, objectives and strategies and with the rules and regulations of various

funding sources to accomplish the following services:

1. Providing program orientations, job search workshops and other appropriate

work readiness subijects;

2. Developing and sustaining mutually beneficial relationships with area
businesses;

3. Developing and sustaining mutually beneficial partnerships with area
agencies and non-profits that serve similar customers;
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Developing and sustaining mutually beneficial partnerships with area training
providers;

Maintaining a staffed, user-friendly Resource Room;

Recruitment and referral of qualified job applicants to businesses with
complete, accurate and relevant job applications;

Outreach, recruitment, screening, comprehensive assessment, eligibility
determination and certification of clients for workforce programs, and for case
management coordination of participant activities including supportive
services and training as applicable;

Providing career counseling and labor market information;
Coordination of supportive services,

Referral with or without funding assistance to training when applicable,
Assisting with appropriate follow-up activities to ensure employment retention

and continued customer success.
Advocating for the customer in seeking informal resolution to complaints
regarding quality of services.

Identification, recruitment, screening, testing of job applicants for businesses;

Assistance developing and producing job resumes for workers and job
seekers;

Organization and participation in job fairs;
Coordination and referral to non-center services;

For other activities as necessary and appropriate to achieve the Board and
Center vision, mission, objectives, strategies, performance and service
measures, the Proposer will be responsible.

Administering appropriate assessments. Region 5 Education Service Center
conducts TABE testing within the centers;

Information and assistance on filing claims for unemployment insurance;

Job development and placement assistance including training opportunities
such as classroom training, but also, on-the-job training contracts, work
experience, internships, etc. with employers for participants. The Board
processes payments for training and some support payments, however the
obligations for these items are created at the contractor level and;

Referrals for development services such as Adult Education and Literacy;

Assure appropriate services to individuals with limited English proficiency,
disabilities or other significant barriers;

Managing the Individual Training Account obligations;

Maintaining the confidentiality of customer information;

Complying with all Board policies, standards and directives and seeking
continuous improvement and;

Insure all Workforce/America Job Center partners are cross-trained on
services and procedures.



We currently utilize the Next Generation Service Delivery System, which is based upon
a team approach, for the structure of the centers, which has five major components:

Employment Solutions Team: greets customers as they enter the Workforce
Solutions Centers, one-to-one sessions with customers initiating service delivery
through an individualized and customized approach, promising every customer
assistance in getting a job or a better job.

Regional Solutions Team: ensure all individuals and communities in Southeast
Texas have access to and receive quality workforce solutions services whether
they enter a center or not.

Skills Development Team: provides the opportunity for all customers to
increase their competitiveness by enhancing their skills through workshops, one-
on-one counseling, administration of assessments, occupational skills training
referrals and scholarships.

Self Sufficiency Team: assist customer in reducing dependency on public
assistance through meaningful opportunities for employment.

Employer Solutions Team: recruiting of employers, respond to their
expectations and requirements.
The Next Generation manual can be found on our website www.setworks.org. Also,

many of the Board policies are found on our website, although there are some that are
in the process of being updated, revised or created.

Center Operations

Operations and Service: Workforce Solutions Centers are operated to provide services
to job seekers and businesses in the Southeast Texas area. Customers assess Center
operations on a single aspect: the delivery of effective service — both a positive
experience and the achievement of the desired result.

Operations and services must be maintained and continuously improved with the needs
of area businesses in mind and with a focus on customer service designed to deliver the
expected experience and achieve the required results for job seekers and businesses.

Operations Overview: Proposer will coordinate, manage and operate all activities and
will be responsible for achieving all performance measures to include tracking,
reporting, designing, developing, implementing and maintaining needed service
improvements. Proposer will be responsible for achieving all service delivery measures
in accordance with the Board’s objectives and strategies. Proposer will implement,
maintain, participate in and support the Board’s continuous service confirmation
process. Proposer will promote and will represent the Southeast Texas Workforce
system within each Center and through work with public and private entities, utilizing the
Board’s marketing strategy and materials.

Conduct of Compliance Monitoring & Self-Evaluation.
a. The Board will periodically, without advance notice, monitor for contract
compliance and performance. Proposer will be subject to an evaluation by the
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Board of operations, timeliness of responses and capacity of the Proposer to
fulfill terms and conditions under the Contract.

b. Proposer will ensure diligence in managing programs under the Contract, carry
out appropriate monitoring activities, and take prompt corrective action against
known violations of the legislation, regulations, applicable policies, Contract
provisions, and other requirements.

Proposer will develop and implement a Self-Evaluation System that complies with the
TWC Financial Manual for Grants and Contracts. Proposer will carry out appropriate
monitoring activities, and take prompt corrective action against known violations of the
legislation, regulations, applicable policies, contract provisions, and other requirements.

Use of Customer Tracking Systems

The Proposer shall be responsible for submitting programmatic and financial reports on
a scheduled basis, scheduled committee and/or full Board meetings, communicating
and coordinating with the Board staff to achieve goals and objectives, attending
professional development, statewide or national meetings and conferences as deemed
necessary or appropriate.

Proposer shall utilize and comply with the following automation systems:

e The Workforce Information System of Texas (TWIST) is used to enter data, to
track customer information, and to produce management reports.

e WorkinTexas.com (WIT) is the system for local and state-wide job order
information and placement activity.

e The Proposer must review and analyze data from TWIST including WCCT and
WIT to manage customer service, contract performance, staff, centers and
resource allocation.

e The COLTS system is also utilized to record customer information for the Non-
custodial Parent program.

The Proposer shall use these automated systems for customer tracking including all
customer identification and/or demographic information, as well as customer activities
and status change, and contacts with Workforce Center personnel and services.
Customer tracking and data management is integral to the performance under the
contract. TWIST is a versatile data collection tool that provides information by center,
case manager, program, training provider and others for regular oversight of operations
and for continuous improvement. The Board expects the contractor to utilize this tool
for management of staff, department, office and center performance expectations.

Proposer shall comply with all policies regarding data entry, and is responsible for
entering customer information in accordance with Board Policy, and is responsible for
maintaining and protecting the confidentiality of any customer information that identifies
or may be used to identify customers. Though cases may be addressed with
supervisory staff or other staff engaged with the customer, all customer information and
transactions are to be undertaken with caring and respectful professionalism.
Customers’ personal information and documents must be secured at all times.

Additionally, as data integrity and confidentiality is reviewed closely by the Texas
Workforce Commission and the Board, the Proposer must ensure that data entry is
accurate and timely. The Board conducts on-going monitoring to evaluate the
Proposer’s accuracy and timeliness of data entry.
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Board Standards for Quality Customer Outcomes

All responders should be committed to value-added customer interactions, strong staff
development and retention will have continuous improvement as a natural part of their
system. Workforce centers are like any other service business, they must change to
meet the challenges of the economic climate of their times. We seek a partner in our
workforce center system management that works with, and is responsive to, the
demands of our targeted industries and businesses as articulated through the Board’s
workforce intelligence communication system. As both economic challenges and new
technologies are coming at an ever-increasing pace, we welcome a partner interested in
piloting projects, trying innovation, and working toward continuous improvement of our
system. We believe that if we keep our focus on adding value to our customer’'s
experience, the entire system will continually improve.

Infrastructure of Center System

The Center System commercial space contracts, information technologies (computer
systems), and communication system, security systems, equipment costs such as
copiers, printers, and fax machines are held at the Board level. The Board also
currently maintains a security guard at the Beaumont and Port Arthur locations. The
addresses of the locations are as follows:

1. Management and Support Staff: 3901 Twin City Hwy, Port Arthur, TX 77642
2. Port Arthur Center: 3901 Twin City Hwy, Port Arthur, TX 77642
3. Beaumont Center: 510 Pearl, Beaumont, TX 77701
4. Orange County Center 2415 16th Green Ave., Orange, TX 77630
5. Silsbee Public Library 295 N. 4™ Street, Silsbee, TX 77656
Hours of operation at each location are available on our website at www.setworks.org.

A virtual one-stop is also available to provide more of the core services to both job
seekers and employers via a chat room and a centralized call center. Due to funding
reductions, we are adjusting how services are delivered with an increased use of
technology.

Nature of Agreement. All Workforce Solutions Board grantees/Proposers secured
from this Request are considered to be sub-recipients as defined in the Texas
Workforce Commission’s Financial Manual for Grants and Contracts. Workforce
Solutions Board may refer to the agreement between itself and the service organization
as a “grant” or "contract," although it will be understood to be a sub-grant for services,
and all federal or state requirements applicable to sub recipients will apply to Workforce
Solutions Board grantees/Proposers.

Nondiscrimination and Equal Opportunity. Proposers must conduct all programs in
accordance with provisions of the following laws, as they apply to specific programs or
activities:

e Titles VI and VIl of the Civil Rights Act of 1964, as amended;
e Section 504 of the Rehabilitation Act of 1973, as amended;
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Title IX of the Education Amendments of 1972, as amended,;

The Age Discrimination Act of 1975, as amended;

Americans with Disabilities Act of 1990, as amended,;

Non-traditional Employment for Women Act of 1991, as amended; and
With all applicable rules and regulations issued under these laws.

Contracts will not deny benefits of any program, activity or service to any person, and
are prohibited from discriminating against any employee or applicant for employment,
because of race, color, religion, sex, national origin, age, physical or mental disability,
temporary medical condition, political affiliation or belief. Proposers will ensure that the
evaluation and treatment of employees and applicants for employment are free of such
discrimination.

Insurance and bonding

a. Participant Insurance. Participants who do not qualify as “employees” (i.e.
those participants who are not engaged in direct work activities such as work
experience) must be covered by on-site medical and accident insurance. The
participant insurance is provided by the Board. Participants who do qualify as
employees must be covered by worker's compensation or insurance
comparable to worker's compensation. The Board has a contract with a PEO
to payroll paid work experience participants and provide worker's
compensation insurance.

b. General and Professional Liability Insurance. The Proposer shall maintain
at its sole cost and expense policies of general and professional liability
insurance coverage from an insurer acceptable to the Board in order to insure
Proposer and the Board against any and all claims for damages arising in
connection with the Proposer’s responsibilities or the responsibilities of
Proposer’s personnel under the final executed contract. Such insurance shall
provide coverage in the amount of $1,000,000.00 per claim or the amount
required by the laws or regulations of the State of Texas, whichever is
greater. The Proposer will provide a Certificate of Insurance with the Board
named as additional insured, as evidence of this coverage and will
communicate in writing any modifications, alterations, or cancellation of
coverage during the term of the Contract to the Board.

c. Public Liability and Property Damage Insurance. The Proposer shall also
maintain at its sole cost and expense public liability and property damage
insurance on all vehicles used in conjunction with the possible contract
awarded as a result of this procurement. Such insurance must provide
coverage in the amount of $100,000 per occurrence, $300,000 aggregate
liability, and $100,000 property damage per vehicle. Proposer will provide a
Certificate of Insurance as evidence of this coverage and will communicate in
writing any modifications, alterations, or cancellations of coverage during the
term of the Contract to the Board.
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d. Bonding. The Proposer is required to maintain fidelity bonds on their staff
members who handle grant funds. The bonds may be position or blanket and
must cover at least the maximum amount of a monthly payment under a
Workforce Solutions Board contract. The Proposer will be the insured and
the Board will be the certificate holder. The Proposer shall immediately notify
the Board if the bond is canceled or reduced and no further cash
disbursements will be made to the Proposer until adequate coverage has
been obtained.

SECTION Il. Proposal Response Requirements

Answers to the following questions are arequired part of a responsive package.

RESPONSES MUST CORRESPOND TO NUMBERING OUTLINE OF QUESTIONS.

A. Organizational Capacity and Qualifications 35 Points

1. Provide a brief history of your organization; include year established, location of
home/corporate office, locations of any regional offices, number of employees,
other lines of business,

o If you are submitting a proposal as a partnership, consortium or joint
venture provide the roles and responsibilities of each party and identify the
lead entity. A copy of the partnership, consortium or joint venture
agreement must be included as an attachment.

o If you are submitting a proposal using a Managing Director/Professional
Employer Organization (PEO) Model a copy of the agreement between
the Managing Director and the PEO or staffing agency must be included in
the proposal as an attachment.

o If you are subcontracting any services, identify which services will be
subcontracted and the rationale behind using a subcontractor rather than
providing the services yourself. Describe how subcontracts were or will be
procured, their qualifications and the basis for payment.

2. Present your proposed organization chart for your organization to include all staff
positions and lines of responsibility.

3. Describe what makes your organization a good choice to provide the
management and operation of our workforce centers. Also, describe items you
have to offer that would enhance our service delivery..

4. Describe the proposed center management team’s experience to include

Types and tenure of management roles

Responsibilities

Number of staff managed directly and indirectly

Size of budget managed

Provide copies of center management teams’ resumes

Describe your process for self-evaluation and continuous improvement.

Describe how you will measure customer satisfaction, including methodology and
frequency. How will the results be used to improve services?

ou
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. Demonstrated Experience/Effectiveness 25 Points

. Provide as an attachment ALL program compliance monitoring reports (TWC and
Workforce Board) from the past three (3) years for all contracts.

Describe your experience managing workforce center systems over the last three
years.
Describe your experience with Childcare Contracted Services, CCS, whether
through operation or coordination.
Provide a list of all other relevant workforce service contracts (current and for the
past three (3) years). For each contract, provide the following:

e Name of the workforce development area

e Name of entity contracted with — name of contact person, mailing address,
phone number, and e-mail.
Date(s) of contract(s)
The number of workforce centers and staff managed
Programs included under the contract(s)

e Amount of contract budget
. Provide three (3) references from organizations you have contracted with during

the past year. Include name of contact person, mailing address, phone number,

and e-mail.
. Contracted performance outcomes/results: Present your organization’s annual
contracted performance measures against actual performance for workforce
center system contracts you have managed over the last three years. Include all
program performance indicators and measures.
Please use the following Disclosure Matrix Table to address the resolution or
current status of any findings, exceptions, or disallowed costs. Proposers must
disclose any and all outstanding monitoring and/or audit concerns from any of the

bidder’s other contracts.

Disclosure Table

Board Area

Board Area

Board Area

1 Have you ever been identified as a “High
Risk” Proposer or auditee? If so, describe
the circumstances.

2 Are you currently operating under any form
of corrective action, technical assistance or
performance improvement plan? If so, for
what Board and for what purpose and what
iS your progress?

3 Are you currently, or within the past two (2)
years, been under any form of sanction? If
so0, describe the sanctioning Board’s basis
for the sanction and duration.

4 Provide a summary of ALL EEO related
complaints you have received during the
past two (2) years. Include resolution or
current status for each.
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C. Design and Approach 20 Points

10.

11.

Present a customer flow chart/s detailing your proposed service design to serve
job seekers and employers.

What is your strategy for serving employers and implementing effective work-
based training opportunities? Describe specifically your experience with
developing On-the-Job training opportunities and lessons learned.

How do you identify and outreach small employers (less than 100 employees)
and what specialized services would you customize for their individual needs?
Describe how you will conduct a comprehensive assessment of each
participant's basic skills, occupational skills, educational background, prior work
experience, employability, career interests and aptitudes, financial needs, and
the need for supportive services. Consider both helping customers understand
what they need as well as providing businesses with well-matched applicants.
Describe your staff orientation process, programmatic training process, staff
development process, cross-training and the process for preparing staff for
potential promotion.

Describe your proposed case management strategies. How will you ensure that
Center customers achieve their goals?

The Board has placed high emphasis on how youth services will be implemented
and thus, has high expectations as to the quality of program services and
performance. Please describe your proposed strategies for serving out-of-school
youth in the Southeast Texas area and how you would incorporate the 14
program elements required by WIOA.

Describe your organizational philosophy on community involvement by workforce
center staff and the benefits to the clients we serve.

Describe your benefits package for workforce center staff. Additional details with
associated cost are to be included in budget information.

Describe your experience working with special population (i.e. persons with
disabilities, ex-offenders, limited English proficiency and veterans, etc.).

Describe your proposed transition plan, if applicable. Include actions to be taken
by you and the current contractor to ensure a smooth transition of services.

D. Financial Capacity and Budget 20 points

1. Financial Capacity

The Texas Administrative Code, Chapter 801.21 Board Contracting
Guidelines, includes fiscal integrity provisions, methods to secure funds to
cover losses, standards of conduct, information describing conflict of interest
and matters subject to disclosures that Workforce Solutions and its
contractors must satisfy.

a. Describe your experience in managing and accounting for multiple
federal, state and local funding sources in accordance with federal and
state accounting practices and principles.
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b. Describe your organization’'s fiscal management system (or proposed
system), including the accounting system to be used, fiscal organizational
structures, cash management system, financial reporting, and property
management. As this is a cost reimbursement contract, how will the
Applicant ensure that adequate financial resources are available, please
state whether an advance of funds would be necessary to operate.

c. Describe payroll, leave, and travel policies, and how related
documentation and files are maintained.

d. Describe your internal fiscal monitoring systems and techniques used
to measure budgeted vs. actual costs. Describe your encumbrances and
expenditures process.

e. Provide a copy of your cost allocation plan. Explain how your cost
allocation methodology will be applied in distributing costs among fund
sources under this contract.

f. Explain how disallowed costs that may be identified by the Board,
state, or federal monitors will be paid back from non-federal funds.

g. Disclose any potential liabilities that might affect the ability to perform
a contract if awarded. Liabilities include, but are not limited to, delinquent
federal, state or city taxes; lawsuits of any kind; audit exceptions and
sanctions.

h. If indirect costs are to be applied to this contract, provide a copy of
your indirect cost plan and/or cognizant agency letter conferring an indirect
cost rate.

i. Provide the Audit Reports and any management letter for the last 2 (two)
years. In addition, include any/all corrective action plans to address the
reportable conditions.

j. Provide a proposed budget to include all costs, such as management,
center staff, travel, indirect, profit and/or management fees. (Reference
Appendix F).

Budget

Appendix E contains the estimated available funds for FY 2018, as well as the
Budget forms that are required for this submission. The forms are also
available in EXCEL format from our website. We would like to adequately, but
not over-staff each location and include bi-lingual staff who speak Spanish in
the Regional Solutions center and the Port Arthur and Beaumont centers. We
want to have an efficient and effective service delivery system that is
accountable to the Board and the people we serve.

The Workforce Solutions Board maintains the costs associated
with the Workforce Career Centers to include; lease costs, utilities,
technology support for Workforce Solutions managed systems, computer
purchases, communication lines, phone systems, consumable supplies, and
postage. As such, these costs should not be included as part of the
Applicant’s budget. Training and support services, while also paid directly
to vendors by the Workforce Solutions Board will be managed by the
Applicant and should be included in the Applicant’s budget. These
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costs include participant payments, such as support services (child
care, transportation, etc.), work experience, Individual Training Accounts (ITA),
On-the-Job Training (OJT) and other types of training.

The budget included in the proposal will be used as the basis for review and
comparison of proposals, and the negotiation of a contract. It is expected that
proposal budgets will be as realistic as possible based upon the funding
estimate provided.

The final contract budget will be established during contract negotiations. The
final budget will capture changes in funding that may occur prior to the
beginning of the contract period.

The proposed budget should support the proposal narrative and include only
those costs that are reasonable, necessary and allowable to operate the
Workforce Solutions Southeast Texas Workforce Centers. All costs must
conform to applicable laws, regulations, rules and policies governing the
workforce programs cited in this RFP, including the Texas Workforce
Commission Financial Manual for Grants and Contracts.

E. Historically Under-utilized Business 5 points

An Historically Under-utilized Business (HUB) will receive an additional 5 Points, if a
copy of their HUB certification is submitted with the proposal.

SECTION Ill. PROCUREMENT SCHEDULE AND EVALUATION
A. Procurement Schedule

A bidder’s conference will not be held for this procurement. All questions must be
directed to email at rfp@setworks.org. and the answers will be posted on the
Board’'s website at www.setworks.org. Answers to questions will not be given over
the phone, by fax, or e-mail. Any question submitted after noon on March 14, 2017
will not be answered.

Submission: All proposals must be received at the Board Office no later than
2:00 p.m. CST on March 29, 2017. No proposals will be accepted after this time
and no exceptions will be made. Please take every precaution to ensure that your
proposal arrives in a timely manner.

Proposals may be delivered to:

Marilyn Smith, Executive Director
Workforce Solutions Southeast Texas
Board Office
510 Park Street, Suite 100
Beaumont, Texas 77701
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Or to mailed to

Marilyn Smith, Executive Director
Workforce Solutions Southeast Texas
Administrative Office
P. O. Box 3607
Beaumont, Texas 77704

The Board will not accept proposals transmitted by facsimile (FAX) or email.
Proposals submitted by mail must be received at the Board Offices by the set
deadline. Proposals submitted via courier or overnight mail services will be
considered to be hand-delivered and must be received by the deadline.

Proposals that are submitted after the deadline will not be accepted. There
will be no exceptions.

Format: All forms and attachments must be submitted in the original form and
format. Please do not use any font size less than 11 point. All pages submitted
must be sequentially paginated, not including attachments. Please do not submit
materials not specifically requested, as they will not be reviewed. No proposal will
be reviewed unless the requisite number of copies is submitted.

Format for the proposal is shown in each section of this request. A proposal must
be submitted in the format, and in the order, shown in these sections. The
attachments and budget forms must be submitted in their original format and may
not be altered in anyway. All required attachments and budget forms are available
at www.setworks.org, and by way of e-mail. These pages were prepared in
Microsoft Word and Excel. Requests for an e-mail of the files must be made to
rfp@setworks.org

Number of Copies. Proposers must submit one (1) unbound original and twelve
(12) copies of the complete proposal documents. The original must be clearly
marked “Original” on the Cover Sheet and bear original signatures. The complete
financial audit copies requested must accompany only the unbound original.
The twelve (12) copies must be submitted in three-ring binders and tabbed by
section. All responses must be typed and will become the property of the
Workforce Solutions - Southeast Texas Board

Procurement Timeline: The following list delineates significant activities and dates
with regard to this RFP:

ACTIVITY DATE/TIME FRAME
RFP Packets Available Monday, February 6, 2017 2:00 pm CST
Deadline to Submit Questions Tuesday, March 14, 2017 12noon
Final Q&A Update Tuesday, March 21, 2017
Proposals Due Wednesday, March 29, 2017 2:00pm CST
Evaluation/Validation Period April 2017
Recommendations to Board Tuesday, May 2, 2017 9:30am CST
Begin Contract Operations September 1, 2017
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B. Evaluation

1. Minimum Standards of Review

A proposal must meet the following minimum standards before being considered for
funding. The proposal must:

2.

Be received by the deadling;

Contain the required number of copies;

Be submitted in the required format;

Be complete with required signatures;

Contain signed assurances, certifications of debarment, lobbying, drug free
workplace, franchise tax, and surveys (administrative and financial);

Contain all required narrative, proposed budget, resolutions and
organization’s most recent comprehensive financial audit (if applicable);
Contain most recent Certificate of Good Standing or Certificate of Account
Status from the Comptroller of Public Accounts (if applicable);

Indicate if HUB certified, include certification number and certifying agency on
cover sheet.

Response Rating Criteria

The review and evaluation of the proposals are based upon the following criteria.
The Evaluation Criteria is prioritized in descending order of importance.

a)

b)

d)

Organizational Capacity/ Qualifications This section is the most important
section in evaluation points. The Board expects to see clear qualifications and
a demonstration of successful management and operational abilities in the
system design. The response should answer each question thoroughly and
provide all requested documents. 35 points

Demonstrated Effectiveness This section is almost as important as the first
section. The Board is seeking a clear understanding of the responder’s past
experience that demonstrates their abilities in this field. Each response must
include all requested documents. 25 points

Financial Capacity and Budget The budget information should completed
and tie to the responder's management design for program and staff
performance. Financial capacity should be fully described. 20 points
Service Delivery Design Make sure your response clearly articulates how
the proposed design would provide for customer flow, staffing and program
performance and answer all required questions.

Transition Plan (required, if applicable) The Board is seeking assurance
that the responder intends to work actively with the Board and current
contractor to successfully transition services. 20 points

HUB certification (certificate must be provided) 5 bonus points

Maximum Possible Points will be 105.

3. Evaluation Process The policy of the Workforce Solutions Board is to conduct

procurement in a manner that provides full and open competition. An award will
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be made only to an organization, team, or individual possessing the
demonstrated ability to perform successfully under the terms and conditions of a
contract. The process for evaluating proposals submitted in response to this
Request includes: (1) review, scoring and comment by independent reviewers;
(2) review and recommendation by a committee of the Workforce Solutions
Board; (3) phone interview with Board committee for top two scoring proposers
and; (3) approval by the full Workforce Solutions Board.

. Notification All responders will be notified of the Workforce Solutions Board
recommendation for contract negotiations. The responder approved for funding
by the Board will receive a Letter of Intent to contract for services, pending
successful negotiation with the Board, pre-award survey and finalization of
contracts.

. Process for Requesting a Debriefing and/or Submitting a Protest Workforce
Solutions Board is the responsible authority for handling complaints or protests
regarding the proposal selection process.  This includes, but is not limited to,
disputes, claims, protest of award, source evaluation or other matters of a
contractual nature. Matters concerning violation of law shall be referred to such
authority as may have proper jurisdiction. When Workforce Solutions Board has
agreed upon a selection, all proposers will be notified, in writing, of the results.
Proposers not selected by this procurement process may appeal the decision by
submitting, within ten (10) calendar days of receipt of Board notification of the
procurement decision, a written request for debriefing to obtain information on
the procurement process and how their proposal or offer was received and
ranked. The Board shall acknowledge receipt of the Request for Debriefing in
writing within ten (10) calendar days of receipt, along with the date and time of
the scheduled debriefing. The debriefing shall be scheduled as soon as
possible, and no later than ten (10) calendar days from the receipt of the request
for debriefing. PLEASE NOTE: the Board extends the courtesy of offering a
debriefing to any proposer who is not selected for funding. The ten (10) day time
frame must be adhered to only if a proposer is considering an appeal.

The purpose of the debriefing is to promote the exchange of information, explain
the proposal evaluation system, and help unsuccessful proposers understand
why they were not selected. Board staff will meet with the appealing party and
review the proposal evaluation process or the criteria for selection of proposals
under the RFP, and how the appealing party’s proposal was scored and/or
ranked. The goal of this exchange to provide the proposer with a better
understanding of the procurement process and with information on how to
improve their proposal, and to provide Board staff with important feedback that
can be used to improve future procurements.

Proposals not selected for funding may be appealed only with respect to any fault
or violation of law or regulation regarding the review process. Appeals must be
filed with the Board Executive Director within ten (10) calendar days of the
debriefing. Appeals must be in writing and sent to the Board at the following
address:
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Workforce Solutions - Southeast Texas Board
Administrative Office
Attn: Marilyn Smith, Executive Director
P. O. Box 3607
Beaumont, TX 77704

The appeal must include, at a minimum, the following information: 1) A description
of the Board action being appealed, 2) A citation of the law or regulation allegedly
violated that forms the basis for the appeal, 3) A thorough explanation of the appeal,
and 4) an original signature by the appealing organization’s authorized
representative. Appeals submitted by way of fax or e-mail will not be accepted. If
the appeal does not include the minimum required information, the appealing
organization will be notified and requested to respond accordingly before the
deadline arrives in order for the appeal to proceed. The filing of the complete appeal
with the required time frame is a condition precedent. NO EXCEPTION WILL BE
MADE TO AN APPEALING ORGANIZATION THAT DOES NOT FILE THEIR
APPEAL WITHIN THE PUBLISHED DEADLINE.

Upon receipt of a complete and properly submitted appeal, the Board Executive
Director will arrange for a meeting with the appealing organization’s representatives
(not to exceed three persons), and the Board’s representatives, with a neutral,
objective party present to mediate and resolve the process. The third party will
provide a written disposition of the protest within 30 calendar days via certified mail
to the lead organization representative, the Board representative(s), and the Board
members.

Protest of the third party’s disposition of the protest must be filed in writing via
certified mail within ten (10) calendar days of receipt of the resolution of the initial
protest. This communication should contain a thorough explanation of the reason
for the protest of the objective third party’s decision. Upon receipt of the protest, the
Executive Director will contact the organization’s representative to schedule a
meeting with a committee of the Workforce Solutions - Southeast Texas Board. The
committee will review the protest and the written disposition and will formulate a
recommendation that will be forwarded to the Board at its next regularly scheduled
meeting.

The protest will be considered by the Board at its next regularly scheduled meeting,
at which time the protester will be provided the opportunity to address the Board.
The Board’s disposition of the protest will be provided to the organization’s lead
representative in writing via certified mail, and will be final.

6. Right to Make No Awards. The Board specifically reserves the right to vary the
provisions set forth herein anytime prior to the execution of a contract where
such a variance is deemed in the best interest of the Board. The Board reserves
the right to accept or reject any or all proposals submitted; to cancel this Request
in part or in its entirety; or to reissue the Request for Proposals in part or in its
entirety.
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7. Conflict of Interest. Conflict of interest shall be avoided by all proposers in
compliance with 20 CFR 8627.420(c) for all issues regarding this RFP. No
employee or Board member of a proposer shall cast a vote on, nor participate in
any decision-making capacity on the provision of services by such employee or
Board member of a proposer, or any organization that the employee or Proposer
Board member, of a proposer directly represents. No employee or Board
member or a proposer shall vote on, nor participate in any decision making
capacity on any matter which would provide direct financial benefit to that
employee or Board member of a proposer, or to any organization which that
employee or Board member of a proposer directly represents. Workforce
Solutions Board will reject proposals of those proposers who violate this
condition.
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CURRENT STAFFING LEVELS

Salary Ranges for Current Positions

Title Number Range
Managing Directors 2 $93,060
Center Coordinators 3 $51,435 - 65,985
Workforce Specialist Leads 2 $43,230 - 45,505
Workforce Specialists 31 $30,000 - 43,230
Workforce Assistant 1 $39,800

Current Number of Positions per Center

Location Contractor TWC staff Total
Management 3 0 3
Regional Solutions Center 5 1 6
Beaumont 14 4 18
Port Arthur 12 3 15
Orange 5 1 6

Totals 39 9 48
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REQUIRED PROPOSAL ATTACHMENTS

39



WORKFORCE SOLUTIONS — SOUTHEAST TEXAS BOARD

WS 2017-02 RFP FOR THE MANAGEMENT AND OPERATION OF THE WORKFORCE
SOLUTIONS — SOUTHEAST TEXAS CENTER SYSTEM

CERTIFICATION OF LEGAL AND SIGNATORY AUTHORITY

1, , certify that | am the
(Typed Name)

of
(Title) (Typed Name of Organization)
, and that the authority of the organization named herein to
submit the attached proposal is derived from the following provisions (check one):

Bylaws:

Articles:

Governing Board Resolution/Minutes:
Other (specify):

| further certify that who signed the

(Typed Name)
Cover Page of this response on behalf of the above named organization, has the legal
authority to enter into and execute a contract with the Workforce Solutions — Southeast Texas
Board to provide the activities authorized and detailed in this response. | agree to submit
upon request by the Workforce Solutions — Southeast Texas Board such information and
documentation as may be necessary to verify the certification contained herein.

Signature

Typed Name

Typed Title

Date

40



WORKFORCE SOLUTIONS — SOUTHEAST TEXAS BOARD

WS 201-02 RFP FOR THE MANAGEMENT AND OPERATION OF THE WORKFORCE SOLUTIONS-
SOUTHEAST TEXAS CENTER SYSTEM
RESPONSE COVER SHEET

INFORMATION ABOUT RESPONDER

Organization Name

Physical Address
(No P.O. Boxes)

City, State, Zip

Mailing Address

City, State, Zip

Contact Person &
Telephone/Fax number/
E-mail address

Type of Organization oPrivate for-profit oPrivate non-profit  oOther, (describe)

Federal EIN

Texas State Comptroller ID
Number

INFORMATION ABOUT RESPONSE

Organization Mission
Statement

Organization Fiscal Period

AUTHORIZATION FOR SUBMISSION

Typed Name & Title of
Authorized Signatory

Signature & Date




WORKFORCE SOLUTIONS - SOUTHEAST TEXAS BOARD
WS 2017-02 RFP FOR THE MANAGEMENT AND OPERATION OF THE WORKFORCE SOLUTIONS-
SOUTHEAST TEXAS CENTER SYSTEM
ASSURANCES AND CERTIFICATIONS

Each organization or individual that submits a proposal in response to our Request for
Responses warrants and assures:

1. The information contained in this proposal is true and correct;

2. The costs described in the proposal budget accurately reflect the proposer's cost of providing
services or goods;

3. No employee, member of a government board or board of directors, or any other individual
associated with an organization or individual person offering a proposal under this Request for
Responses has offered or will offer any gratuities, favors, or anything of monetary value to any
member of the Workforce Solutions - Southeast Texas Board or any employee of the Workforce
Solutions — Southeast Texas Board for the purpose of or having the effect of influencing the
decisions of the Workforce Solutions — Southeast Texas Board with respect to the organization or
individual's proposal or any other proposal.

4. No employee, member of a governing board of board of directors, or any other individual associated
with an organization or individual person offering a proposal under this Request for Responses has
engaged or will engage in any activity which may be construed in restricting or eliminating
competition for funds available under this Request for Responses.

Each organization or individual that submits a proposal also warrants and assures that:
1. The organization or individual possesses the legal authority to offer this proposal:

2. If the proposer is an organization, a resolution, motion, or similar action has been duly adopted or
passed as an official act of the proposer's governing body authorizing the submission of this
proposal; and

3. No person will be excluded from patrticipation in, be denied the benefits of, be subjected to
discrimination under, or be denied employment in the administration of or in connection with any
program operated with funds from this Request for Responses because of race, color, religion, sex,
national origin, age, disability, sexual orientation, or political affiliation or belief.

Each organization or individual that submits a proposal also warrants and assures that they will,
as a condition to award of financial assistance under a Workforce Solutions — Southeast Texas
Board Contract, with respect to operation of Workforce Solutions — Southeast Texas Board
funded programs or activities and all agreements or arrangements to carry out Workforce
Solutions — Southeast Texas Board funded programs or activities:

1. Comply with all requirements of the Workforce Investment Act of 1998, including the Nontraditional
Employment for Women Act of 1991, relevant portions of the public welfare programs under the
Social Security Act, and the Personal responsibility and Work Opportunity and Reconciliation Act;
welfare to work programs under the Budget

2. Reconciliation Act of 1997; and the implementing regulations associated with the aforementioned
statutes.
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Comply with all requirements of 29 CFR Part 98 (Debarment and Suspension; Drug Free
Workplace); 29 CFR Part 93 (Lobbying Certification); 29 CFR Parts 33 and 34 (Non-Discrimination
and Equal Opportunity Requirements); provisions of the grants/agreements under which the State of
Texas and the Workforce Solutions — Southeast Texas Board have received funding for this Request
for Proposal process; and provisions of the grant/ agreement that will result from this Request for
Proposal process.

Comply with the requirements of Title IV of the Civil Rights Act of 1964, Section 504 of the
Rehabilitation Act of 1973, as amended; the Age Discrimination Act of 1975, as amended,; Title IX of
the Education Amendments of 1972, as amended; and the Americans with Disabilities Act of 1990,
and all applicable requirements imposed by or pursuant to regulations implementing those laws;

. Comply with federal cost principles as described in Office of Management and Budget 2 CFR Chapter
I, Chapter II, Part 200, et al. Uniform Administrative Requirements, Cost Principles and Audit
Requirements for Federal Awards.

Comply with all requirements of any relevant policies issued by the US Departments of Agriculture,
Education, Health and Human Services, and Labor, the State of Texas, or the Workforce Solutions —
Southeast Texas Board which concern the operation of programs and services funded under each
appropriate funding source (WIOA, Food Stamp Employment and Training, TANF and others).

Copies of the statutes and regulations described above are available from the Board on request.

The United States has the right to seek judicial enforcement of the requirements listed above.

BY SIGNING | ACKNOWLEDGE THAT | HAVE READ THESE ASSURANCES AND CERTIFICATIONS
AND THAT | AM AUTHORIZED TO BIND THE ORGANIZATION | REPRESENT TO THESE

REQUIREMENTS SHOULD THIS RESPONSE BE ACCEPTED FOR FUNDING BY THE WORKFORCE

SOLUTIONS — SOUTHEAST TEXAS BOARD.

Signature

Typed Name & Title

Responding Organization

Date
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TEXAS CORPORATE FRANCHISE TAX CERTIFICATION

Pursuant to Article 2.45, Texas Business Corporation Act, State agencies may not award grants
to for profit corporations that are delinquent in making state franchise tax payments. The
following certification that the corporation entering into this grant award is current in its franchise
taxes must be signed by the individual authorized on Form 2031, Corporate Board of Directors
Resolution, to sign the grant award for the corporation.

The undersigned authorized representative of the corporation being awarded a grant herein
certifies that the following indicated statement is true and correct and that the undersigned
understands making a false statement is a material breach of the grant award and is grounds for
grant award cancellation.

Indicate the certification that applies to your corporation:

The Corporation is a for-profit corporation and certifies that it is not delinquent in its
franchise tax payments to the State of Texas.

The Corporation is a non-profit corporation or is otherwise not subject to payment of
franchise taxes to the State of Texas.

Signature

Typed/Printed Name and Title of Authorized Representative

Date
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TEXAS SALES AND USE TAX CERTIFICATION

Pursuant to § 2155.004, Government Code, a state agency may not accept a bid or award a
grant award to any individual not residing in this state or business entity not incorporated in or
whose principal domicile is not in this state unless: the individual or business entity holds a
permit issued by the comptroller to collect or remit all state and local sales and use taxes that
become due and owing as a result of the individual's or entity's business in this state certifies
that it does not sell tangible personal property or services that are subject to the state and local
sales and use tax.

The undersigned authorized representative of the corporation being awarded a grant herein
certifies that it (indicate the statement that applies to your corporation):

holds a permit issued by the comptroller to collect or remit all state and local sales and
use taxes that become due and owing as a result of the individual's or entity's business in
this state; or

certifies that it does not sell tangible personal property or services that are subject to the
state and local sales and use tax.

Under Section 2155.004, Government Code, the undersigned certifies that the indicated
statement is true and correct and understands that making a false statement is a material
breach of the grant award and is grounds for grant award cancellation.

Business Name and Address

Typed/Printed Name and Title of Authorized Representative

Signature Date
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WORKFORCE SOLUTIONS - SOUTHEAST TEXAS BOARD
WS 2017-02 RFP FOR THE MANAGEMENT AND OPERATION OF THE WORKFORCE SOLUTIONS-
SOUTHEAST TEXAS CENTER SYSTEM
ADMINISTRATIVE MANAGEMENT SURVEY

Please answer the following questions regarding your administrative management system and attach a copy of the
documents requested. The Workforce Solutions — Southeast Texas Board requires current issuances of all
documents. Additional information may be requested at the time of a pre-award survey.

Yes, No, N/A

1. (a) Does your organization have a certificate of nonprofit status?
(Attach a copy)

(b) Does your organization have current Articles of Incorporation or
Charter? (Attach a copy)

2. Does your organization have written personnel policies? (Attach a copy)
3. Do your written personnel policies contain procedures for:

(a) Open employee recruitment, selection and promotional opportunities
based on ability, knowledge and skills;

(b) Providing equitable and adequate compensation;
(c) Training to employees to assure high quality performance;

(d) Retaining employees based on the adequacy of their performance, and
for making adequate efforts for correcting inadequate performance;

(e) Assuring fair treatment of applicants and employer in all aspects of
personnel without regard to political affiliation, race, color, international
origin, sex, age, physical handicap or religious creed, with proper regard
for their privacy and constitutional rights as a citizen;

(f) Assuring that employees are protected against coercion for partisan
political purposes and are prohibited from using their official authority
for the purpose of interfering with or affecting the result of an election or
nomination for office?

4. Can your organization revise its present written personnel policies to
include the above procedures?

5. Do your written personnel policies contain a prohibition against nepotism?

6. Do your written personnel policies contain a prohibition against employees
using their positions for private gain for themselves or other parties?

7. Does your organization have an authorized, written travel policy for employees
and authorized agents that provides for reimbursement for mileage and per
diem at a specified rate? (Attach a copy)

8. Does your organization have a written employee grievance procedure used
to resolve employment complaints?

9. Does your organization have the capacity or staff to produce and maintain
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participant records and other information as needed by the Board?

10. If certain costs are determined to be disallowed, does your organization
have a procedure or source for reimbursing such costs?

11. Is your organization governed by a Board/Council? (Attach a list)

12. Does your organization operate under local rules or by-laws? (Attach a copy)
13. Has your Board/Council reviewed and approved this proposal? (Attach a copy)
14, Does your organization have a current approved Fidelity Bond? (Attach a copy)
15. Does your organization have an EEO/Affirmative Action Plan? (Attach a copy)
16. Does your organization have a Compliance Monitor?

| certify that the information | have provided on this form and the accompanying attachments is an
accurate and true representation of the administrative management systems of this organization.

Sighature

Typed Name

Title

Organization

Date
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WS 2017-02 RFP FOR THE MANAGEMENT AND OPERATION OF THE WORKFORCE
SOLUTIONS - SOUTHEAST TEXAS CENTER SYSTEM
FISCAL MANAGEMENT SYSTEMS SURVEY

Answer the following questions regarding your fiscal management system and attach a copy of the documents
specifically requested. The information submitted should contain sufficient information to demonstrate your
organization's capability in the area surveyed. Additional information may be requested.

Yes, No, N/A
1. Do you have an indirect cost plan with current approval by a cognizant agency?
(Attach a copy)
2. Does your organization have written accounting procedures?
3. Is your organization in good standing with the State of Texas regarding taxes, fees,etc.?
4, Does your accounting system provide control and accountability over all

funds received, property and other assets?
5. Can your accounting system provide for financial reports on an accrual basis?

6. Does your accounting system provide for identification of receipt and
expenditure of funds separately for each funding source?

7. Are your accounting records maintained in such a manner as to facilitate
the tracking of funds to source documentation of the unit transaction?

8. Does your accounting system procedures include determining the allowability
and allocability of costs in accordance with the provisions of WIOA regulations
and the TWC Financial Manual for Grants and Contracts ?

9. Are State and Federal funds advanced to you deposited in a bank with
FDIC coverage?

10. Do you make timely monthly reconciliation of your bank account(s)?

11. Are these reconciliation’s made by the same person who performs the
record keeping for receipt and disbursement transactions?

12. Do you have written procedures and internal controls established for the
procurement of goods and services?

13. Is documentation (i.e., Time sheets, etc.) properly kept to support each
payroll disbursement?

| certify that the information | have provided on this form and the accompanying attachments is an
accurate and true representation of the fiscal management systems of this organization.

Signature

Typed Name

Title

Organization

Date
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WS 2017-02 RFP FOR THE MANAGEMENT AND OPERATION OF THE WORKFORCE SOLUTIONS -
SOUTHEAST TEXAS CENTER SYSTEM
CERTIFICATIONS

Lobbying

This certification is required by the Federal Regulations, implementing Section 1352 of the Program Fraud and
Civil Remedies Act, Title 31 U.S. Code, for the: Department of Agriculture (7 CFR Part 3018), Department of
Labor (29 CFR Part 93), Department of Education (34 CFR Part 82), Department of Health and Human Services
(45 CFR Part 93).

The undersigned certifies 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 Congress, or an employee of a
Member of Congress in connection with the awarding 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 grant award, 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, and
officer or employee of Congress, or an employee of a Member of Congress in connection with this federal
grant award, 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 sub-awards at all tiers (including sub-grant awards, sub-grants, and grant awards under grants, loans,
and cooperative agreements) and that all sub-recipients shall certify and disclose accordingly.

Debarment, Suspension, and Other Responsibility Matters

This certification is required by the Federal Regulations, Implementing Executive Order 12549, Government-
wide Debarment and Suspension, for the: Department of Agriculture (7 CFR Part 3017), Department of Labor
(29 CFR Part 98), Department of Education (34 CFR Part 85), Department of Health and Human Services (45
CFR Part 76).

The undersigned certifies that neither it nor its principals:

(1) Are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded
from participation in this transaction by any federal department or Agency.

(2) Have not within a three-year period preceding this grant award 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 grant award 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 with
commission of any of the offenses enumerated in Paragraph (2) of this certification; and,

(4) Have not within a three-year period preceding this grant award had one or more public transactions
terminated for cause or default.
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Drug-Free Workplace
This certification is required by the Federal Regulations, implementing Sections 5151-5160 of the Drug-Free
Workplace Act, 41 U.S.C. 701, for the Department of Agriculture (7 CFR Part 3017), Department of Labor (29
CFR Part 98), Department of Education (34 CFR Part 85), and Department of Health and Human Services (45
CER Part 76).

The undersigned certifies that it shall provide a drug-free workplace by:

(a) Publishing a policy statement notifying employees that the unlawful manufacture, distribution,
dispensing, possession or use of a controlled substance is prohibited in the workplace and
specifying the consequences of any such action by an employee;

(b) Establishing an ongoing drug-free awareness program to inform employees of the dangers of drug
abuse in the workplace, the Board’s policy of maintaining a drug-free workplace, the availability of
counseling, rehabilitation and employee assistance programs, and the penalties that may be
imposed on employees for drug abuse violations in the workplace;

(c) Providing each employee with a copy of the policy statement;

(d) Notifying the employees in the policy statement that as a condition of employment under this grant
award, employees shall abide by the terms of the policy statement and notifying the employer in
writing within five days after any conviction for a violation by the employee of a criminal drug
statute in the workplace;

(e) Notifying the Agency within ten days of receipt of a notice of a conviction of an employee; and,

() Taking appropriate personnel action against an employee convicted of violating a criminal drug
statute or requiring such employee to participate in a drug abuse assistance or rehabilitation
program.

Certification
These certifications are a material representation of fact upon which reliance is placed when entering
into this transaction. Signature by an authorized representative of the awardee and return of this
document to the Agency are prerequisites for finalizing the award.

Where the undersigned awardee is unable to certify to any of the statements above, an explanation
shall be attached.

The undersigned certifies that the indicated statements are true and correct and understands that
making a false statement is a material breach of the grant award and is grounds for grant award
cancellation.

The person signing this grant award on behalf of the awardee hereby warrants that he/she has been
fully authorized to execute this grant award on behalf of the awardee and to legally bind the awardee
to all the terms, performances and provisions herein set forth.

Signature Date

Typed Name and Title of Authorized Representative

Organization
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APPENDIX E: AVAILABLE FUNDS AND BUDGET FORMS
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FY 2018 Estimated Funding Summary for Workforce Centers

Estimated FY

Type of Funding Notes 2018
Contract ends December 31, 2018.

National Emergency - Oil and At least $205,000 should be for

Gas Training. 311,000

WIOA Adult 674,725

WIOA Dislocated Workers 465,400

WIOA Youth In-school 109,844
CRT/OJT/Paid Work Experience must

WIOA Youth Out of-school be at least 192,500 646,231

CHOICES 644,160

Food Stamps Employment

(SNAP) 180,000

Food Stamps ABAWD only 71,611

NCP 208,160

Total 3,311,131

The above listed amounts represent estimates and are subject to change and do not represent an

obligation.
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BUDGET DETAIL SHEET PART C

| Responder's Name:

Fringe Benefits (list components, details and cost)
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BUDGET DETAIL SHEET PART D

| Responder's Name:

Other Personnel Costs

1. Staff Development

2. Staff Travel

3. Staff Incentives

4. Other
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BUDGET DETAIL SHEET PART E

| Responder's Name:

Non-Personnel Costs Estimated Cost

Office Supplies

Printing

Communications (cell phones)

Indirect

Other (provide detail)

Total
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BUDGET DETAIL SHEET PART F

|Responder's Name:

Transition Costs (if applicable)

Management Fee and /or Profit (details)
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