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Michigan Works! Southwest Workforce Development Program 
Request for Proposal (RFP) 2024-2 

 
Section 1: INTRODUCTION provides a brief summary of the context within which services requested are to be 

delivered within the Michigan Works! Southwest Area. 
 
Section 2: SCOPE OF RFP provides a description of the manner in which services will be delivered in the 

Michigan Works! Southwest Area, eligibility criteria for service providers, funding levels, period of 
performance, area served, service delivery structure and expected deliverables. 

 
Section 3: SOLICITATION SCHEDULE provides a timeline of key activities that will take place during the 

solicitation process. 
 
Section 4: PROPOSAL REVIEW AND EVALUATION highlights the elements considered in the review and 

evaluation of the proposals. This includes a review of the proposal's compliance with RFP 
Instructions, management capabilities, programmatic capabilities, and performance expectations.  In 
addition, Risk Assessment requirements, reviewing the performance, qualifications and procedures 
of bidding agency are outlined. 

 
Section 5: PROGRAM FEATURES AND DESIGN describes the design of the workforce development network 

for the WIOA Youth services. 
 
Section 6: SERVICE PROVIDER REQUIREMENTS provides description of additional administrative 

requirements.  
 
Section 7: GENERAL ADMINISTRATIVE REQUIREMENTS address the administrative roles and 

responsibilities of the Michigan Works! Agency, Subrecipient information, process for the 
notification of awards and a number of provisions required by federal and/or state law as part of the 
solicitation process. See Reference #2 for detailed information. 

 
Section 8: ASSURANCES, CERTIFICATIONS and STIPULATIONS identifies assurances and certifications 

which are required by state and/or federal law as they pertain to the administration of activities 
authorized by the Workforce Innovation and Opportunity Act and other relevant statutes and 
regulations. See Reference #3 for detailed information. 

 
Section 9: NARRATIVE RESPONSE WORK STATEMENT provides the instructions for the written narrative 

response. 
 
Section 10: STAFFING provides instructions for completion of a profile of each staff assigned to the proposal. 
 
Section 11: PERFORMANCE OBJECTIVES AND SERVICE PLAN provides the format for the identification of 

proposed performance outcomes. 
 
Section 12: BUDGET data provides the instructions and format for completing the budget. 
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REFERENCES 
 
These RFP instructions have incorporated supplemental resources including data and information on local 
workforce development activity. The following are enclosed as references: 
 
Reference #1 Michigan Works! Southwest Network Structure 
Reference #2 General Administrative Requirements 
Reference #3 Assurances, Certifications, and Stipulations 
Reference #4 Michigan Works! Southwest Certification Documents 
Reference #5 Michigan Works! Southwest – Chart of Line Item Descriptions  
Reference #6 Michigan Works! Southwest Workforce Development Board Policy Summaries 
Reference #7 Request for Proposal (RFP) Appeals Procedure 
Reference #8 Michigan Works! Southwest 2024 Workforce Development Board and Michigan Works! 

Administrative Staff 
Reference #9  Demand Driven Approach 
Reference #10  WIOA Federal Performance Measures - Youth 
Reference #11 Resource List 
Reference #12 Michigan Works! Expenditure and Services Activity for PY2020, PY2021, PY2022 
  
Persons preparing responses to the RFP may access appropriate Workforce Innovation and Opportunity Act 
guidance and regulations, along with Uniform Guidance, published reports, and materials as may be available to 
aid in the development of their proposals.  A resource list is included as Reference #11.  
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Section 1 – INTRODUCTION 
 
Michigan Works! Southwest (MWSW) is releasing funding for the delivery of the Workforce Innovation and 
Opportunity Act (WIOA) Youth Services and is placing high expectations that the entity selected will provide a level of 
professional services commensurate to the funding allotted. The selected bidder must have the ability to navigate 
federal and state policies and regulations, develop innovative strategies and perform at the highest possible levels.   
 
The Michigan Works! Network is a demand driven workforce development system that serves businesses as the 
primary customer to ensure that employers have the skilled workers they need. It is based on the fundamental 
premise that in order for the state’s employers to compete successfully in the international marketplace, they need 
better workers, better educated students from our school systems, and better trained individuals coming from our 
public and private training providers. Through the Michigan Works! Demand Driven System we will be able to better 
match employer needs with training provided to workers. A focus on businesses as a primary customer does not 
minimize our commitment to excellent customer service to our job seekers, instead it is through the utilization of this 
demand driven strategy that local businesses are engaged and Michigan Works! Agencies can effectively direct job 
seekers to appropriate training and stable job placements that lead to financial self-sufficiency. 
 
The system includes Michigan Works! Service Centers in all counties across the state providing locally designed and 
operated services to meet local labor market needs. 

• Employers seeking workers can post their job listings on the state-wide public labor exchange; Pure Michigan 
Talent Connect (PMTC) available at http://www.mitalent.org.  

• Job seekers can also post their resumes on PMTC for review by employers who are recruiting workers. 
• Dislocated workers can get help finding new jobs through labor market information and help with job seeking 

skills, such as resume writing assistance, and, as appropriate, in-demand skills training.  
• Individuals receiving public assistance receive help in finding and maintaining employment. 
• Young people can find information and assistance in making the transition from school to higher education or 

a long-term career. 
• Individuals looking for training opportunities can utilize the state-wide Internet-based eligible training 

provider list; Michigan Training Connect (MiTC) available at http://www.mitalent.org/mitc. 
 
The Michigan Department of Labor and Economic Opportunity is the State’s lead agency in the implementation of the 
statewide Michigan Works! Network.  Locally, the County of Kalamazoo (Board of Commissioners) has been 
designated as the Grant Recipient by the State of Michigan to provide for the planning, implementation, delivery, and 
overall management of workforce development services for Branch, Calhoun, Kalamazoo, and St. Joseph Counties.  
 
In accordance with the Workforce Innovation and Opportunity Act, or any successor legislation, Kalamazoo County as 
the local grant subrecipient designated the W.E. Upjohn Trustee Corporation (W.E. Upjohn Institute for Employment 
Research) to act as both Administrative and Fiscal agent for employment and training funds awarded to the service 
area and as governed by Public Act 8 of 1967 agreement between the Michigan Counties of Branch, Calhoun, 
Kalamazoo, and St. Joseph. 
 
Michigan Works! Southwest, a department within the Center for Workforce Innovation and Solutions division of the 
W.E. Upjohn Institute for Employment Research, provides the administrative and fiscal management duties for this 
Michigan Works! Agency.  Michigan Works! Southwest is one of two Michigan Works! agencies that make up the State 
of Michigan’s Prosperity Region 8. Services from the state’s major workforce development programs are to be 
accessible in a seamless manner and a core set of services are to be available, free of charge, to all that seek them. 
Special attention is given to meeting the needs of veterans and individuals with disabilities. Generally, this is achieved 
through One-Stop Service Centers located throughout the State in each Michigan Works! Area. The One-Stop Service 
Centers (also referred to in Michigan as “Michigan Works! Service Centers”) encourage co-location, functional 
alignment, integrated services and a customer focus.   

http://www.mitalent.org/
http://www.mitalent.org/mitc


 6 

Section 2 – SCOPE OF RFP 
 
This section provides a description of the manner in which services will be delivered in the Michigan Works! 
Southwest area, eligibility criteria for subrecipients, funding levels, period of performance, area served, service 
delivery structure, and expected deliverables.  
 
Specifications identified in this RFP are subject to change if funding is not available or if federal and/or state 
statute, regulation, and/or policies require programmatic adjustments at any time prior to the expiration of this 
RFP. 
 
A. SERVICE PROVIDER ELIGIBILITY 

1. An award as a result of this RFP will be made to an organization legally organized to conduct business in 
the State of Michigan and who has demonstrated success in delivering the services proposed. 

2. Organizations that provide, for a fee, vocational or occupational training must be licensed by the State of 
Michigan. 

3. Preferential consideration may be given to organizations located in proximity to the Michigan Works! 
Southwest Area (Branch, Calhoun, Kalamazoo and St. Joseph Counties); who are minority or female 
owned organizations/businesses; or, faith or community-based organizations, or educational 
institutions that are both cost effective and meet criteria for demonstrated effectiveness. 

 
B. FUNDING 

Funding levels identified in this RFP are preliminary estimates to be used for planning purposes and 
represent 90% of the current year’s subrecipient allocation, to provide the services outlined in this RFP. 
These levels do not include carry-over of unexpended funds from prior year. 
 
1. Funding Source  

Workforce Innovation and Opportunity Act of 2014  

2. Funding Levels  

An estimated level of funding for these services, as outlined in this RFP, is: 

Program Year 2024   
WIOA Youth Services  $1,846,545 

 
 

   

 
Funds allocated for WIOA Youth services will cover all costs associated with proposed activities including 
funds to perform required subrecipient administrative functions.  The funds do not include Infrastructure 
Funding Agreement costs. Note: The WIOA requires local boards, with the agreement of the Chief Elected 
Official, to develop and execute Memorandums of Understanding (MOUs) with One-Stop partners 
concerning the operation of the One-Stop delivery system in the local service delivery area. In accordance 
with the WIOA Final Regulations at 678.500, the MOUs must also include an IFA, which details how 
infrastructure costs for the One-Stop delivery system will be funded in the local area. 
 

C. PERIOD OF PERFORMANCE 
1. Operational Period 

The period of this RFP is for three program years. However, Michigan Works! Southwest reserves the 
right to initiate a solicitation earlier if changes in funding or legislation have an impact on program 

Section 2 -- Scope of RFP  
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design elements as described in this RFP Instructions. Funds made available to Michigan Works! 
Southwest for this RFP are for the first year (PY2024). 

 
PY2024: July 1, 2024 through June 30, 2025 
PY2025: July 1, 2025 through June 30, 2026 
PY2026: July 1, 2026 through June 30, 2027 
 

2. Subaward Agreement Period 
The initial subaward issued through this solicitation will be developed for a one-year period. The 
development of agreements for the second year of funding is contingent upon the availability of 
state/federal funding, attainment of satisfactory performance objectives and the negotiation of budgets 
and performance levels.   
 

3. Program Transition 
Should a subaward agreement be awarded to an organization that is not the current service provider of 
WIOA Youth Services in the Michigan Works! Southwest area, the new service provider will be 
responsible for all services and participants associated with the services carried into the program year 
2024 (beginning July 1, 2024) from program year 2023 (ending June 30, 2024). The service provider 
selected to provide WIOA Youth Services is responsible for fulfilling the terms and commitments of any 
participant currently active on the state management information system as of July 1, 2024. A plan will 
be developed to ensure a smooth and efficient transition takes place. Separate transition agreements 
may be negotiated for a period prior to July 1. 2024 to enable these responsibilities to be carried out. 
 
Equipment purchased (copiers, computers, faxes, etc.) with WIOA Youth funding remains the property 
of the WIOA Youth Programs.  If a change in service provider should occur, the existing equipment shall 
be transferred over to the newly awarded service provider at the time of transition.  If a newly assigned 
service provider finds it necessary to upgrade or replace certain equipment, they would need to budget 
for those expenses. An inventory list is available upon request. 
 

D. AREA SERVED 
1. A physical presence for WIOA Youth Services must be maintained at the Michigan Works! Southwest 

Service Centers (also referred to as One-Stop Service Centers) in Branch, Calhoun, Kalamazoo and St. 
Joseph Counties. However due to limited space availability at the Michigan Works! Service Centers, 
specific services may need to be provided from other locations such as schools, community-based 
organizations, neighborhood centers, etc.  

2. The selected recipient is responsible for making arrangements concerning the locations at which the 
services outlined in this RFP are provided. Limited shared office, conference and classroom space will be 
available in the Branch, Calhoun, Kalamazoo, and St. Joseph County Michigan Works! One-Stop Service 
Centers to provide WIOA Youth Services, as necessary. 

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

 
a. While a separate provider will manage the operations of the Michigan Works! Southwest One-

Stop Service Centers, all partners physically housed at each Center have a shared responsibility 
to ensure that all customers receive services at the highest level possible. Partner agencies, 
individually and collectively, establish the “culture” of the One-Stop Service Centers. 
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b. To ensure that Michigan Works! Southwest One-Stop Service Centers maintain a culture that is 
highly respected by customers and peers, each partner is expected to assist in the maintenance 
of One-Stop Operations. Michigan Works! Southwest requires all One-Stop partners to execute a 
Memorandum of Understanding with respect to the roles and responsibilities of partners at the 
One-Stop Service Centers. 

 
E. SERVICE DELIVERY STRUCTURE 

1. Only one service provider will be selected for the award of services identified in this RFP. The successful 
bidder will provide services specified in this RFP in the Michigan Works! Southwest area, inclusive of 
Branch, Calhoun, Kalamazoo, and St. Joseph Counties. 

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

 
F. TYPE OF AGREEMENT 

Agreements resulting from this solicitation will be “cost-reimbursement.” 
 
G. DELIVERABLES  

Deliverables are those items that must be achieved within the timeframe of the subaward agreement period 
to enable full payment of expenses. Deliverables do not replace performance measures and all performance 
measures are not defined as deliverables. Payments will be based on achievement of deliverables in a 
manner agreed by Michigan Works! Southwest and the service provider. These may include, but are not 
limited to: 
1. Establishment of services at the Michigan Works! Southwest Service Center in each county. 

2. Appropriate expenditure of funds made available in the subaward agreement, in alignment with state 
policy. 

3. Cost per participant (not less than 90% of subaward agreement level). 

4. Cost per entered employment (not less than 90% of subaward agreement level). 

5. Achievement of the WIOA Performance Measure goals set in the subaward agreement for activity 
occurring during the period the service provider contracted services. 

6. Not less than 80% accuracy on all data validation reviews.  
 

H. PAYMENT ADJUSTMENTS 
Michigan Works! Southwest reserves the right to withhold payment equal to five percent (5%) of reported 
expenditures through the subaward agreement period if the deliverables established in the subaward 
agreement are not achieved. 
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Section 3 – SOLICITATION SCHEDULE 
 
A. SCHEDULE OF SOLICITATION ACTIVITIES 

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

 
RFP Instructions Released  

 
Tuesday, March 7, 2024 

Technical Assistance Deadline Tuesday*, March 12, 2024 by 4:00 p.m. EST  
Technical Assistance Responses Available Thursday*, March 14, 2024 by 4:00 p.m. EST 
Notice of Intent to Bid Due Friday, March 15, 2024 by 4:00 p.m. EST 
Proposals Due Friday, April 12, 2024 by 4:00 p.m. EST 

Award Announcements Approximately Friday, April 26, 2024  
 
In addition, based on the discretion of the Michigan Works! Southwest Workforce Development Board RFP 
Review Committee, an interview process of bidders may be implemented and individual interviews with 
each bidding organization may be scheduled. 
 
This schedule will be adhered to as closely as possible. However, Michigan Works! Southwest reserves the 
right to make revisions without prior notification. 

 
B. SUBMISSION DETAILS AND DEADLINE 

1. Proposals must be submitted by 4:00 p.m. EST on Friday, April 12, 2024. 
 

Proposals must include signature in an electronic copy via e-mail to MIWorks @upjohn.org.  Please note: 
RFP 2024-2 in the subject line. 
 
a. It is the responsibility of the interested bidder to ensure that the proposal is received by Michigan 

Works! Southwest by the date and time specified above.  
b. Proposals must be complete, legible, and technically accurate at the time of submission. Each 

proposal will be reviewed as submitted. After a proposal is submitted, it may not be modified prior 
to review, unless requested by Michigan Works! Southwest. 

c. A proposal may be withdrawn from consideration for funding if such a request to do so is 
transmitted to Amanda Rosenberg at MIWorks@upjohn.org. Please note: RFP 2024-2 in the subject 
line. 

C. LATE PROPOSALS 
Proposals received by Michigan Works! Southwest after 4:00 p.m. EST on the date specified may not be 
considered for award under this solicitation.  

 
D. TECHNICAL ASSISTANCE 

Organizations are responsible for the content and development of their own proposal. Individuals preparing 
responses to the RFP may access appropriate Workforce Innovation and Opportunity Act guidance, 
regulations, Federal Management and Budget Circulars, published reports, and materials as may be available 
to aid in the development of their proposals.  A resource list is also included as Reference #11.  
 
1. Technical Assistance Timeline 

Technical assistance will be provided through 4:00 p.m. EST, Tuesday, March 12, 2024. The Technical 
Assistance Contact identified below will receive questions.  Only written questions submitted via email 
will be accepted. Responses that may have an impact on the interpretation or clarification of these RFP 
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Instructions will be posted on the Michigan Works! Southwest website. 
 

2. Technical Assistance Contact 
For purposes of administering this solicitation, the individual responsible for responding to any 
question that may arise during the preparation of proposals in response to this RFP is: 
 
Amanda Rosenberg at MIWorks@upjohn.org. Please note: RFP 2024-2 in the subject line.  
 

E. PROPOSAL CONTENT AND ORGANIZATION  
All proposals shall be prepared to assure consistency and uniformity in terms of appearance and content. All 
proposals must be submitted in accordance with the following specifications. 
 
• Proposals must be single-spaced in 11 point font with 1” margins all around. 
 
• Pages for the narrative response (Form D) should be numbered consecutively. 
 
• Charts and/or graphs may be used if they convey required information. These should be provided as 

attachments. 
 
• Supplementary documentation as required by these RFP instructions is to be included as attachments to 

the proposal.  However, do not provide additional information if it does not directly support the 
proposal narrative. 

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

1. Cover Sheet and Proposal Certification (Form A) (Do not provide a separate cover letter) 
2. All Risk Assessment materials 
3. Performance Objectives (Form B) 
4. WIOA In-School (IS) Youth Budget Documents (Form C1) 

• 1A - Wage and Benefit Detail – WIOA IS Direct Services 
• 1B – Wage and Benefit Detail – WIOA IS Training 
• 1C – Wage and Benefit Detail – WIOA IS Work Experience 
• 2 – Budget Detail Worksheet 
• 3 – Budget Summary 
• 4 – Expenditure, Enrollment, and Termination Schedule  

5. WIOA Out-of-School (OSY) Youth Budget Documents (Form C2) 
• 1A – Wage and Benefit Detail – WIOA OSY Direct Services 
• 1B - Wage and Benefit Detail – WIOA OSY Training 
• 1C – Wage and Benefit Detail – WIOA OSY Work Experience  
• 2 – Budget Detail Worksheet 
• 3 – Budget Summary 
• 4 – Expenditure, Enrollment, and Termination Schedule  

  5.  Budget Narrative (Form C5) 
6. Narrative Response for Statement of Work (Form D) 
7. Conflict of Interest Statement (Form E) 
8. Staffing Description, Resumes, Organizational Chart 
9. Proposed Programming Flowchart 

 
 
 
 
 

mailto:MIWorks@upjohn.org
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Section 4 – PROPOSAL REVIEW AND EVALUATION 
All bidding organizations must submit documentation required of the Risk Assessment as part of the submitted 
proposal. 
 

A. COMPLIANCE REVIEW  
1. RISK ASSESSMENT  
Risk Assessments will be reviewed by Michigan Works! Southwest and will examine the performance of each 
bidding organization based on a review of qualifications, past performance and procedures. Criteria to be 
evaluated include: 

        The bidding organization’s prior experience with the same or similar subawards; 

I. The results of previous audits, including whether or not the subrecipient receives a Single 
Audit in accordance with Subpart F - Audit Requirements of the OMB Uniform Guidance, and 
the extent to which the same or similar subaward has been audited as a major program; 

II. Whether the bidding organization has new personnel or new or substantially changed 
systems; and 

III. The extent and results of Federal awarding agency monitoring (e.g., if the subrecipient also 
receives Federal awards directly from a Federal awarding agency). 

 To exhibit these criteria, Risk Assessment materials to be submitted should include: 

a. Procurement process and procedures of the bidding organization.  If not applicable, a signed 
statement agreeing to accept the procurement and property management policy of Michigan 
Works! Southwest. Information regarding Michigan Works! Southwest Local Workforce 
Development Board Policies is included as Reference #6. 

b. Internal controls and management procedures of the bidding organization.   

c. Cost Allocation Plan/Methodology. 

d. Audit and Management Letters. 
 

All bidders must provide a copy of the most recent audit of the agency, or in the absence of an audit, a 
statement from a CPA that the agency/organization's accounting system and internal control procedures are 
adequate for the purpose of accounting for and reporting of Federal revenues and expenditures in compliance 
with generally accepted accounting principles and Federal requirements. 

 
i. Monitoring performance reports, as applicable, performed by an outside agency/third 

party. 

ii. All bidding agencies must provide copies of monitoring reports, performance reports, 
program (non-financial) audits and similar reports, that attest to your agency’s 
operational capabilities. The documents must be relevant (i.e., address program 
operations that are the same as or substantially equivalent to those proposed) and 
current (i.e., not older than two years). 

 
If none of these documents are available, the bidding agency must provide a description of how program 
activities and operations are reviewed for quality and customer satisfaction. 
 

iii. Proof of Legal Status 

All bidding agencies must have active registration on the System for Award Management 
website, https://www.sam.gov.  Please note that there is no cost to register on this site. 

https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=f8d8ea8c6a1489517575db691be0d202&term_occur=16&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:33:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=fc38ec96e3dffd2a5e63c7bfd1694f16&term_occur=9&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:33:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=f1f1b4a640dc616b66bdbbd2d6740573&term_occur=1&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:33:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=f8d8ea8c6a1489517575db691be0d202&term_occur=17&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:33:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=a56842fe7ffc1adf97444068765fa6be&term_occur=3&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:33:200.331
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=f8d8ea8c6a1489517575db691be0d202&term_occur=18&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:33:200.331
https://www.sam.gov/
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All agencies that are not current subrecipients of Michigan Works! Southwest must include 
documentation that shows Board resolution specifying who within your organization is assigned 
the authority to execute subaward agreements and revisions to subaward agreements. 

Certification Documents Requiring Signature/Affirmation 
The following documents must be incorporated into any agreement developed resulting from 
this solicitation.  

• They must be executed by the organization through signature and affirmation. (See 
Reference #3, “Assurances, Certifications & Stipulations”)   

• Certification Regarding Lobbying for Contracts, Grants, Loans, and Cooperative 
Agreements (See reference #4) 

• Certification Regarding Debarment, Suspension, Ineligibility, Voluntary Exclusion Lower 
Tier Covered Transactions (See reference #4) 

 
Per this evaluation, the identification of a bidder deemed to be high risk does not eliminate a proposal from 
consideration.  It simply requires additional steps to be taken to address any real or apparent risk. 

 
Per 2CFR Part 200.207, high risk is defined as:  when an applicant or recipient has a history of failure to comply 
with the general or specific terms and conditions of a Federal award; when an applicant or recipient fails to meet 
expected performance goals as described in 2CFR Part 200.210; information contained in a Federal award; or 
when an applicant or recipient is not otherwise responsible. 

 
B. TECHNICAL REVIEW 
Proposals will be reviewed by Michigan Works! Southwest to determine:  

• Timeliness of submission of all required documents, 

• Adherence to all the RFP Instructions, 

• All required documents and responses are complete, and 

• Any requested references and supplemental documentation are provided and are 
complete. 

 
Upon completion of Technical/Compliance Review by Michigan Works! Southwest, and having determined 
that the bidding agency met the minimum standards in regard to compliance, the Michigan Works! 
Southwest Agency Administrative staff and Michigan Works! Southwest Workforce Development Board RFP 
Committee will move forward with a complete merit review in the following areas: Management 
Capabilities, Programmatic Capabilities, Program Outcomes, Budget Plan and Overall Assessment.  

 
C. EVALUATION AND SCORING 

 
MANAGEMENT CAPABILITIES (35%) 

The RFP evaluation will examine the management performance of each agency based on a 
review of the organization’s qualifications and experiences described in response to these RFP 
Instructions and any of the documentation provided with the proposal.  

 
Previous experience with the bidding organization and the Risk Assessment evaluation will also 
be taken into consideration when scoring this section.  

 
PROGRAMMATIC CAPABILITIES (35%) 

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

PROGRAM OUTCOMES (10%) 
Performance objectives (Outcome expectations, expenditure and service level plan, etc.). 

 
BUDGET ASSESSMENT (15%) 

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

 
OVERALL ASSESSMENT (5%) 

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

D. REVIEW AND APPEAL PROCESS 
Bidders wishing to appeal the final funding decision resulting from this solicitation must submit their 
written request to the RFP Technical Assistance Contact at Michigan Works! Southwest Agency (Upjohn 
Institute), 300 S. Westnedge Avenue, Kalamazoo MI 49007-4630, within ten (10) calendar days following 
the date of the written notification of the funding recommendation. 
 
The request for appeal shall include a clear description of the grievance and basis for appeal.  The request 
shall be signed by the bidder’s authorized signatory.  
 
The request will be processed through the established appeal process for the Michigan Works! Southwest 
Area (Reference #7, Request for Proposal (RFP) Appeals Procedure). 
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Section 5 – PROGRAM FEATURES AND DESIGN 
 
Overview 
The bidder shall design and offer services that reflect the principle of the legislation: A no-wrong door youth 
workforce system that offers seamless access to resources, programs, and wrap-around services; offers 
guaranteed paid work experiences for youth people; and coordinates with critical partners, including but not 
limited to employers, sector-based industry coalitions, workforce intermediaries, labor unions, and 
philanthropy – committed to high quality career pathways for youth workers.  

 
It is expected that all successful WIOA Youth Services include the following design elements: focus on 
accountability for outcomes, focus on building a youth workforce development system, target and serve high 
need areas, focus on youth with barriers to employment, ensure youth have access to the required WIOA 
elements, partner with employers, partner with school districts and career and technology programs and 
centers, and development of innovative outreach and intake activities.  

 
The successful bidder shall provide year-round Youth Services. Participants shall receive classroom training, 
academic remediation where necessary, employability skills training, and work-based experiences. In-school 
youth not working may have an opportunity to obtain summer work experience toward the end of the school 
year. Those in internships or regular work experience would remain in those jobs. 

 
The program design should meet all required WIOA Youth elements. 
 
Required Elements 
The following required program elements must be made available to all WIOA Youth participants: 
 

1. Tutoring, study skills training, instruction and evidence-based dropout prevention and recovery 
strategies that lead to completion of the requirements for a secondary school diploma or its 
recognized equivalent (including a recognized certificate of attendance or similar document for 
individuals with disabilities) or for a recognized postsecondary credential. 

2. Alternative secondary school services, or dropout recovery services, as appropriate. 

3. Paid and unpaid work experiences that have academic and occupational education as a component 
of the work experience, which may include the following types of work experiences: 

o Summer employment opportunities and other employment opportunities 
availablethroughout the school year. 

o Pre-apprenticeship programs. 

o Internships and job shadowing. 

o On-the-job training opportunities. 

4. Occupational skill training, which includes priority consideration for training programs that lead to 
recognized post-secondary credentials that align with in-demand industry sectors or occupations in 
the local area involved, if the local board determines that the programs meet the quality criteria 
described in the WIOA Section 123. 

5. Education offered concurrently with and in the same context as workforce preparation activities and 
training for a specific occupation or occupational cluster. 

6. Leadership development opportunities, including community service and peer-centered activities 
encouraging responsibility and other positive social and civic behaviors. 

7. Supportive services. 
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8. Adult mentoring for a duration of at least 12 months that may occur both during and after program 
participation. 

9. Follow-up services for not less than 12 months after the completion of participation. 

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

11. Financial literacy education. 

12. Entrepreneurial skills training. 

13. Services that provide labor market and employment information about in-demand industry sectors 
or occupations available in the local area, such as career awareness, career counseling, and career 
exploration services. 

14. Activities that help youth prepare for, and transition to, post-secondary education and training. 

The mandatory program elements must be made available; either directly from the successful bidder or from 
another partnering agency. All mandatory elements do not have to be provided to all youth participants, as 
program design and management shall determine the appropriate elements for each youth based on 
assessment, individual service strategy, academics, goals, etc. 

Prior to the signing of a subaward agreement, the successful bidder will be required to submit a Memorandum 
of Understanding (MOU) with each community entity that will be assisting in providing, in whole or in part, any 
of the required elements. The MOU shall include a written description of each element provided including the 
method of referral. The format for this MOU will not be prescribed but each should follow a consistent format. 
 
Eligibility 
Eligibility requirements can be found in the State of Michigan, WIOA Manual. 
Five Percent Income Exception 
Per the State of Michigan WIOA Manual, up to five (5) percent of covered individuals served by the WIOA Youth 
program may be individuals who do not meet the income criteria for eligible youth, as long as all other eligibility 
criteria are met. Because not all Out-of School (OSY) are required to be low-income, the five percent low-income 
exception under the WIOA is calculated based on the five percent of youth enrolled in a given program year who 
would ordinarily be required to meet the low-income criteria.   
 
For example, a local area enrolled 200 youth and 100 of those youth were OSY who were not required to meet 
the low-income criteria, 50 were OSY who were required to meet the low-income criteria, and 50 were in-school 
youth (ISY).  In this example, the 50 OSY required to be low income and the 50 ISY are the only youth factored 
into the 5 percent low-income exception calculation. Therefore, in this example, 5 of the 100 youth who 
ordinarily would be required to be low-income do not have to meet the low-income criteria based on the low-
income exception. 
 
Case Management  
The successful bidder must emphasize the long-term development of young people. Program design should 
reflect an age continuum of services that generally plans for the needs of youth aging through the program.  
 
At a minimum, the successful bidder is required to:  

 
• Provide for an objective assessment of each youth participant that meets the requirements of the WIOA 

Section 129(c)(1)(A) and includes a review of the academic and occupational skill levels, as well as the 
service needs and strengths of each youth for the purpose of identifying appropriate services and career 
pathways for participants and informing the Individual Services Strategy (ISS): 

https://app.leo.state.mi.us/ppg/file-download.html?file_id=39
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• Develop and update, as needed, an individual service strategy (ISS) based on the needs of each youth 
participant that is directly linked to one or more indicators of performance described in the WIOA 
Section 116(b)(2)(A)(ii) that identifies career pathways that include education and employment goals 
that considers career planning and the results of the objective assessment, and that prescribes 
achievement objectives and services for the participant: and 

• Provide case management of youth participants, including follow-up services. 
 
Assessment 
All youth participants are to be provided an objective assessment of academic levels, skill levels, and service 
needs, including a review of basic skills, occupational skills, prior work experience, employability, interests, 
aptitudes (including interests and aptitudes for nontraditional jobs), supportive service needs, and 
developmental needs of such participant, for the purpose of identifying appropriate services and career 
pathways for each participant. 
 
A new assessment of a participant is not required if the provider carrying out such a program determines it is 
appropriate to use a recent assessment of the participant conducted pursuant to another education or training 
program.  
 
The objective assessment: 
 

• Is an ongoing process and should not be viewed as a one-time event; 

• Should include interviews, career guidance instruments, basic skills assessments, and observations; and 

• Should inform the development of the ISS. 

The WIOA requires all eligible youth to be provided with an objective assessment which includes a review of 
academic skill levels, however, allowable assessments for the determination of academic skill levels and basic 
skills deficiency during the objective assessment are no longer limited to NRS approved assessments. The State, 
in alignment with the approved Title II assessment options approved by the U.S. Department of Education, will 
now accept additional testing sources for the purposes of academic skill assessment and determination of basic 
skills deficiency.  However, assessments that are not National Reporting System (NRS) approved may not be 
recorded for Educational Functioning Level (EFL) gains under the Measurable Skills Gain (MSG) performance 
metric.  
 
When measuring EFL gains after program enrollment under the MSG indicator, local programs must use a 
National Reporting Standards approved assessment for both the EFL pre- and post-test to determine an 
individual’s educational functioning level.  There are no exceptions to this requirement.  
 
The MWAs may only administer one of the following assessments for the EFL component of the MSG 
performance measure:  
  

1. Test for Adult Basic Education 11-12 (TABE).  
2. Comprehensive Adult Student Assessment System (CASAS) Reading GOALS.  
3. CASAS Math GOALS.  

 
Individual Service Strategy (ISS) 
An Individual Service Strategy (ISS) must be completed and entered on the statewide management information 
system for each participant, consistent with the requirements of the statewide management information system. 
The ISS will specify obligations of both the participant and the successful bidder. The ISS is a detailed, unique, 
individual strategy for each participant that is the basis for the overall case management strategy, hat must 
include, at a minimum: 
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1) An employment goal; -AND-  

2) Appropriate achievement objectives, including educational goals; -AND-   

3) Appropriate services that take into account information learned from the objective assessment; 
-AND-  

4) A direct link to one or more indicators of performance described in WIOA  
Section 116(b)(2)(A)(ii); -AND- 

5) Identification of appropriate career pathways that include education and employment goals; –
AND- 

6) Consideration of career planning and the results of the objective assessment; -AND- 

7) Prescribed achievement objectives and services for the participant. 
 
The ISS shall be a “living document,” to be reviewed and updated on an ongoing basis.  The career planner 
should use the ISS to update strategies and activities as they occur and/or as life changes require, and to 
document referral and contact information for services obtained from partner organizations. The participant 
must receive a copy of the plan signed and dated by both the participant and career planner.  When the plan is 
significantly modified, a new copy of the ISS should be signed and dated by both parties and provided to the 
participant. 
 
The WIOA calls for customer-focused services based on the needs of the individual participant. This includes the 
creation of career pathways for youth in all Title I Youth programs, including a connection to career pathways as 
part of a youth’s ISS in the Youth formula-funded program. 
 
One-Stop Services for Youth  
Youth must have access to the Michigan Works! Service Centers (MWSC) and may use the services provided by 
the Centers. Services, at a minimum, should include: uploading resumes on Pure Michigan Talent Connect 
(http://www.mitalent.org/), searching for jobs that are available, access to information in the Resource Room, 
and access to other career-related information. When appropriate, Youth should also be included in Job Fairs 
conducted at the Service Centers or coordinated by Michigan Works! Southwest and held at alternate in-person 
and virtual locations. 
The Youth Service provider must maintain a presence at the Michigan Works! One-Stop Service Centers. 

The ongoing use of the Service Centers shall be an integral part of a participant’s career development and job 
search activities. 

 
Participant Files 
Each WIOA Youth participant shall have a case file with detailed information on basic and occupational 
skills, work experience, interests, supportive service needs, assessment results, eligibility documentation, 
and case notes documenting active case management and follow-up, including how service decisions are 
made, and other information that will help create a strategy for success. Thorough case file maintenance 
and documentation by case notes are essential to the effective provision of case management, as they assist 
with managing and supporting participants’ progress. 
 
The subrecipient will ensure that each participant file contains documentation sufficient to evaluate the 
participants activities and progress through the program as well as verify all U.S. DOL program data validation 
elements.  Per the WIOA Manual, certain information is required by federal regulations and state policy for all 
the WIOA program participants.  The following information is required and must be maintained in a hard copy 
or printable electronic format in the permanent case file for each WIOA Youth participant: 
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• A signed and dated copy of the WIOA Registration Form.  This form may not be filled out in pencil. 

• Copies of documentation of eligibility and criteria used for verification of eligibility, unless the 
information can be retrieved electronically. 

• A copy of Educational Functioning Level test scoring sheets that show the date, total score, and grade 
level equivalent for each test, as well as the name and version of the assessment instrument utilized for 
each participant who has received such testing.   

• Written notice of exit for an ineligible participant (if appropriate). 

• “Equal Opportunity is the Law” statement signed by the participant or a signed acknowledgement that 
the participant received a copy of the statement. 

• A signed and dated copy of an acknowledgement that the participant has reviewed or received a copy of 
the MWA’s grievance and complaint procedure. 

• A signed and dated copy of the MWA’s release of information form. 

• A minor work permit, if a minor participates in a work experience activity. 

A signed and dated copy of notification about how registration information will be used to evaluate 
effectiveness of programs through data sharing between other State of Michigan data systems is 
required. 

• ISS or Educational Development Plan. 

• Objective assessment results, including the name of the assessment instrument(s) utilized. 

If legislation changes during the course of the contract for these services that require additional documentation, 
that documentation will automatically be added to the required documentation list. In In addition, medical and 
disability information should be maintained as directed in the WIOA Manual and in local WDB Policy.  
 
Business Solutions Team (BST) 
All service providers in the Michigan Works! Southwest Area will be expected to partner with the Michigan 
Works! Southwest Business Solutions Team (BST) and partake in BST activities.   
 
The BST concept is a key strategy that can move workforce development programs towards a more demand 
driven network and provide greater value to customers, the job seeker and business. The BST concept has three 
features: 

 
• A focus on Business as the driver and primary customer; 
• A team of workforce development professionals committed to relationship development with 

businesses; and 
• Strategic collaboration with regional economic development and education partners to provide 

business solutions to businesses. 
 

The BST concept requires the workforce development network to place businesses as the primary customer.  
A strong relationship with businesses through which business solutions are provided, leverages an 
increasing number of jobs for people served, thereby serving the needs of both employers and job seekers.  
Listed below are objectives of successful workforce development network interactions with businesses: 

• Assess where jobs are, and will be, in the near and long-term future; 

• Assess skills required to fill jobs available today and in the future; 

• Provide individualized business solutions in partnership with other local, state and federal 
workforce development, economic development and education partners; and 

• Provide industry sector-based business solutions in partnership with other local, state and federal 
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workforce development, economic development and education partners.   
A focus on businesses as the primary customer does not limit or decrease the attention to excellent 
customer service to job seekers. On the contrary, a focused strategy to engage with businesses around the 
objectives above enables staff to better direct job seekers to appropriate training and stable job placements 
that lead to financial self-sufficiency. The BST concept propels the network towards creating and sustaining 
the jobs that serve our customers and, in the process, take a stronger leadership role in our region’s overall 
quality of life (See Reference #9, Demand Driven Approach). 

 
Priority of Service for Veterans and Eligible Spouses  
Michigan Works! Southwest makes a concerted effort to ensure veterans and eligible spouses receive priority of 
service at point of entry and throughout all stages of education, employment, and training services. Local 
policies and procedures are in place to ensure the integration of priority of service for veterans and eligible 
spouses into services.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 20 

Section 6 – SERVICE PROVIDER REQUIREMENTS 
 
The bidding organization shall, as part of the Risk Assessment Review described in Section 4, A. #1. submit their 
“Internal Controls and Management Procedures” necessary to ensure that the tasks and functions listed below 
are discharged in a timely and accurate manner and which maintain the highest level of integrity. 
 
A. MONITORING AND OVERSIGHT 

The bidding agency shall have in place a “System of Internal Monitoring” which will be conducted to ensure 
compliance and progress in managing program and administrative goals.  
 
The use of an electronic format for reporting participant information does not remove the responsibility of 
the service provider to maintain tangible documentation adequate to support participant receipt of program 
information, request and receipt of supportive services, and attendance and participation in assigned 
activities.  
 
1. Internal Monitoring Mechanisms and Responsibilities 

  Internal monitoring will include at a minimum: 
 Compliance with Federal, State and local policies and regulations 
 Required program reports and assessments 
 Monthly financial reports, invoices and budget changes 
 Participant status change notices, ISS updates and competency documentation 
 Participant follow-up and tracking 
 Participant attendance, responsibilities, and evaluation of progress 
 Outreach and recruitment 
 Performance outcomes 
 Quarterly Report Analysis (QRA) outcomes 
 Participant job readiness and competency attainment 
 Monitoring work site safety and compliance with established work training agreement 
 Proper case noting on the states management information system 
 Accuracy and timeliness of time sensitive activities 
 Monitoring of file content 
 Monitoring of data elements for data validation 
 Complete procurement and record management 

 
2. External Monitoring Responsibilities 

Michigan Works! Southwest retains the overall authority for monitoring the performance of activities 
within this subaward. Michigan Works! Southwest staff will monitor program and fiscal activity. 
Monitoring activities will be conducted through on-site evaluations and the desktop review of program 
reports. The Workforce Development Board may have the opportunity to attend and provide feedback 
on activities conducted under this agreement. 

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

3. Reports/Monitoring Tools 
Submission of the following reports/information are required and the information shall be submitted in 
Microsoft Word or Excel format in accordance with the deadlines provided. The following reports will be 
utilized for the review/assessment of activities. In all cases of performance relating to participant 
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activity, only that data generated through the state management information system shall be considered 
as "official.” 

 
 Annual Accessibility of Program Activities Report- Initial submission by the subrecipient of an 

assessment of their accessibility of program activities as well as the physical accessibility of their 
location (s).  The forms and format of this report will be provided by Michigan Works! Southwest. 

 Quarterly  Reports - Service provider narrative description of performance during the preceding 
quarter using a focused list of questions provided by Michigan Works! Southwest.  

 Invoiced and Uninvoiced Cost Reports - Provided by the subrecipient to report accrued and actual 
expenses for a specified period.  

 Special Reports/Requests - Occasionally requested to provide specific information regarding 
activities conducted under the contract. Time frames for submittal shall be included with request. 
 

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

 
1. The system must utilize data generated through the state developed system of measuring customer 

satisfaction to implement service improvements;  
 

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

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

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

 
 
B. STATE MANAGEMENT INFORMATION SYSTEM  

The state management information system for participant tracking and reporting is used for all programs 
operated through the Michigan Works! Network. Data entry requirements for both initial information and 
any subsequent changes or updates are critical. Information must be entered accurately and in a timely 
manner (within 2 business days of when the relevant information becomes known). Inaccurate data or a 
delay in the entry of data can result in a severe impact on the MWA’s outcomes that are driven by specific 
calendar dates. It is therefore critical that service providers ensure that the state management information 
system functions are adequately staffed with personnel that have a good working knowledge of the state 
management information system functions, requirements, and the WIOA Electronic Participant Management 
Information Guide (E-PMIG) along with the WIOA Manual and that this function is a priority for those staff 
assigned to the state management information system.  
 
The awarded subrecipient will enter and maintain information in the state management information system 
and shall ensure timely and accurate collection and reporting of participant data, including, but not limited 
to: 
 
 Completion of Enrollment, Status Change and Exit 
 Completion of training documentation 
 Maintenance of participant information 
 Complete and regular updates of the IEP/ISS 
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 Completion of case notes that document case manager/participant interaction, activity progress, issues 
that may be impacting participant progress, supportive services, follow-up services, and any other items 
that document decisions or issues impacting the participant. 

 Completion of performance outcome updates including those related to Measurable Skills Gain (MSG), 
post-exit employment information, and credentials 
 

C. GRIEVANCE PROCEDURES 
The awarded subrecipient will establish and implement a written procedure to handle client complaints and 
grievances.  The procedures will ensure that clients have the opportunity to present any complaints or 
grievances and clearly outline the process that must be followed for both an initial grievance as well as 
opportunities for appeal.  A copy of these procedures MUST be provided to Michigan Works! Southwest 
upon award. (See Reference #6, WDB Policy Summary) 

 
E. CONFLICT OF INTEREST 

To ensure that the subrecipient, the Michigan Works! Southwest Administrative Staff, and the Michigan 
Works! Southwest Workforce Development Board have full protection from apparent or real conflict of 
interest; the proposal must include a completed and signed Form E “Conflict of Interest Statement.”  
 
The identification of an apparent or real conflict of interest with the Michigan Works! Southwest Workforce 
Development Board or Michigan Works! Agency staff on this form does not eliminate a proposal from 
consideration.  It simply requires additional steps to be taken to address any real or apparent conflict of 
interest. 
 

F. EQUAL OPPORTUNITY PROCEDURES 
 

Equal Opportunity 
The awarded subrecipient (organization) is required to have procedures in place for ensuring compliance 
with federal and state Equal Opportunity, Affirmative Action, and Non-Discrimination requirements (see 
reference #3), including the manner in which they are applied to the hiring, retention, and promotion of 
staff. Bidders must describe how these practices would be applied to program customers in their proposal 
response. (See Form D). 
 
Program Accessibility 
The awarded subrecipient may be required to complete a “Self Evaluation: Program Accessibility” (See Section 
6, A. #3).   
 

G. STAFF DEVELOPMENT 
The service provider will ensure that staff assigned to specific functions are both qualified and trained to 
perform the task(s).  They shall ensure that current and new staff are: 
• Informed of the overall Michigan Works! Network and One-Stop Center services;  
• Informed and kept current of policy and compliance requirements of the WIOA Youth programs;  
• Informed and continuously updated on the technical requirements for the specific task(s) to which they 

are assigned; and 
• Provided the opportunity to participate in MWA trainings and/or activities that will enhance their skills 

in performing their job and overall knowledge of the workforce development system. 
     

H. RECORD RETENTION 
Program records must be retained for a period of three years following the date on which the expenditure 
report containing the final expenditures charged to any program year's allotment is submitted to the US 
Department of Labor, Employment and Training Administration by the State of Michigan. This date is 
extended until existing audit/litigation problems are resolved. (Reference #6, WDB Policy Summary) 
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Section 7 – GENERAL ADMINISTRATIVE REQUIREMENTS 
 
GENERAL ADMINISTRATIVE REQUIREMENTS address the administrative roles and responsibilities of the 
Michigan Works! Southwest Agency, and process for the notification of awards and a number of provisions 
required by federal and/or state law as part of the solicitation process. (See Reference, #2 “General 
Administrative Requirements” for detailed information.) 
  



 24 

Section 8 – ASSURANCES, CERTIFICATIONS, AND STIPULATIONS 
 
ASSURANCES, CERTIFICATIONS and STIPULATIONS identifies assurances and certifications which are 
required by state and/or federal law as they pertain to the administration of activities authorized by the 
Workforce Innovation & Opportunity Act and other relevant statutes and regulations. (See Reference #3, 
“Assurances, Certifications, and Stipulations” for detailed information and Reference #4 for Michigan Works! 
Southwest Certification Documents.) 
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Section 9 – NARRATIVE RESPONSE WORK STATEMENT 
 
Expectations for the Michigan Works! Southwest Network and implementation of WIOA Youth Services in the 
local area have been identified in these RFP instructions. The narrative response must take into consideration 
not only what your organization would be directly responsible for, should your proposal be accepted, but also 
the level of reliance on other components of the local Michigan Works! network and the community.  
 

USE FORM “D” FOR YOUR NARRATIVE RESPONSE 
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Section 10 – STAFFING 
 
F. DESCRIPTION OF STAFFING 

For staff assigned to provide services, in whole or in part, provide the following information that describes 
the level of staffing. These staff will also be listed on the “Staff Wage and Benefit Detail.”  

 
1. Position Title & Staff Name  (Assigned by the organization) 

2. Position Classification                (Professional, paraprofessional, technical, managerial, clerical) 

3. Full-time Equivalency   (Express fractions as decimals, i.e., ½ time as .50 FTE) 

4. Areas of Responsibility   (Identify primary functions that will be assigned to this position) 

 5. Qualifications      (Identify skills, attributes and/or prior experiences for the individual  
          filling this position) 

6. Credentials      (Identify credentials that are required for this position and a brief   
         explanation of how these credentials relate to this position) 

G. RESUME 
Provide an updated resume for all staff assigned to these projects. 
 

H. ORGANIZATIONAL STRUCTURE 
Provide a chart that depicts the organizational relationship of the positions identified above. Include the line 
of supervision, staff names, position title and FTEs for each position.  
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Section 11 – PERFORMANCE 
 
Complete Form B, “Performance Objectives” by inserting your proposed performance goals.  
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Section 12 – BUDGET 
 
A. BUDGET INFORMATION AND FORMS 

The forms contained in this RFP have been produced in an electronic spreadsheet format (Microsoft Excel). 
The individual forms are presented as separate “worksheets” and are electronically linked to each other. 
Therefore, they are intended to be completed in the order presented. Instructions pertaining to data entry in 
specific cells are included on each form. Please review the “Instructions” tab prior to completing any of 
the Budget Forms. 

 
1. Staff Wage and Benefit Detail (Form C-1): The Staff Wage and Benefit Detail provides a breakdown of 

the wage and fringe benefit cost for each position funded for the proposed services. The detail from this 
form provides the detail necessary to complete the Budget Detail Worksheet.  

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

3. Budget Summary (Form C-3): This form provides the summary of line item cost, by cost category. 
Information presented on this form is extracted from the Budget Worksheet. 

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

B. BUDGET INFORMATION 
1. Period of Budget - The budget should reflect expenses for the period of performance stated in the 

proposal. The duration of this funding cycle extends from July 1, 2024 through June 30, 2025. 

2. Budget Presentation - A line item budget is required for all proposals. 

3. Budget Narrative (Form C-5) - The narrative will provide a description of the elements of each line 
item on the “Budget Detail Worksheet.” Please follow specific directions when completing the narrative 
descriptions.  Examples of responses are provided. 
 

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

D. ALLOWABLE COSTS 
Only costs directly related to the operation of the Workforce Innovation and Opportunity Act (WIOA) 
program, allowable per 2 CFR 200 and properly supported with back-up data and records will be allowable 
charges to the program. For shared time or shared facilities arrangements, where staff charges, facilities, 
utilities, supplies, etc. are to be funded by more than one source, a cost allocation plan must be included with 
each proposal (See subsection E below). 
 
Indirect Costs 
Each item of cost incurred for the same purpose shall be treated consistently in like circumstances either as 
a direct or indirect cost in order to avoid possible double-charging of Federal awards.  Guidelines for 
determining direct and indirect costs charged to Federal awards are provided in OMB 2 CFR Part 200 
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Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards; 
Subpart E – Cost Principles §200.413 and §200.414.  
 
If bidding agency is requesting for indirect costs to be considered, a complete justification of indirect 
charges is to be submitted as an attachment to Form D, at the time of submission. 
 

E. LINE ITEM DESCRIPTIONS 
A “Chart of Line Item Descriptions” provides a description of the types of cost that are most likely to be 
included in the respective line item of the budget documents. Because these definitions may differ from the 
descriptions that may be used by other organizations, please consult Reference #5, “Michigan Works! 
Southwest– Chart of Line Item Descriptions” when assigning costs to your budget line items. 
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