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[bookmark: _Toc508794356]Introduction

This manual is designed to be used by Department of Rehabilitation (DOR) staff during the competitive solicitation process for distributing grant funds using a Request for Application (RFA). This manual describes the steps for the Grant Solicitation process for grant programs administered through the Department of Rehabilitation. 

The purpose of the Grant Solicitation Manual is to ensure that the solicitation process is responsive to the needs of the public, grant recipients, and those who receive services under the funded grant. The solicitation process for distributing grant funds should be directed by the following guiding principles: 

1. The solicitation process should identify the service delivery that is most responsive to people with disabilities receiving services under the grant. 

2. The solicitation process should be fair and transparent to all stakeholders, including the public and interested parties.

[bookmark: _Toc508794357]Commonly Used Terms and Acronyms

The following is a list of terms and acronyms that are frequently used in this Manual:

· C&PS: Contracts and Procurement Section
· IL: Independent Living
· ILCAD: Independent Living and Community Access Division
· OIB: Older Individuals Who Are Blind
· Program: the program (e.g., ILCAD, OIB) releasing the Request for Applications 
· Program Deputy: the Deputy Director overseeing the Program releasing the RFA
· Program Manager: the Manager of the Program releasing the RFA
· Program staff: Department employees in the Program releasing the RFA
· RFA: Request for Applications (also known as a “solicitation”)
· RFA Program Coordinator: the staff member within the Program releasing the RFA who oversees the development, publishing, scoring, and award procedures of the RFA. 
· RFA Timeline: the schedule of events of every stage of the RFA process, from development to grant award. A version of the RFA Timeline may be published in the RFA
· SME: Subject Matter Expert. An individual that possesses knowledge and/or experience in a Program area (e.g., ILCAD, OIB, TBI), as described and approved in the evaluator selection materials for the RFA (see Section 12: Selecting the Evaluation Panel for more information). This knowledge or experience may be obtained through methods including but not limited to:
· As a previous recipient of the services provided by the program area
· Direct and/or related work experience (paid or unpaid)
· Related training
· Solicitation: RFA
· Stakeholders: individuals and organizations with an interest or concern in the Program or the RFA. Individual programs may retain their own lists of stakeholders and their contact information.
· TBI: Traumatic Brain Injury
· VR: Vocational Rehabilitation

[bookmark: _Toc508794358]PART 1: RESPONSIVE PROCESS

The first guiding principle of the solicitation process is that the solicitation process should identify the service delivery that is most responsive to people with disabilities receiving services under the grant. 
[bookmark: _Toc505867636][bookmark: _Toc508794359]Beginning the RFA Process

DOR employees from the Contracts and Procurement Section (C&PS) work together with DOR Program staff in the RFA process. While Program staff and C&PS generally begin the work and collaborate closely, there are other DOR staff members that may need to be involved in the process at various points before the RFA is released.

The additional DOR staff involved in the RFA process will vary depending on many factors, but may include staff from the Office of Legal Affairs, Deputies, and other impacted DOR Program staff. The Program Manager should work with their Assistant Deputy and Deputy as needed to determine which DOR staff and/or external subject matter expert (SME) should be involved in the particular RFA.

[bookmark: _Toc505867638]Note: DOR may seek external SME(s) to consult on the development of the RFA and scoring criteria and benchmarks. Any external SMEs must comply with Confidentiality and Conflicts of Interest procedures. 
[bookmark: _Toc508794360]Kick-Off Meeting

To facilitate effective collaboration, Program staff will organize a kick-off meeting to start the RFA process. This meeting is structured to discuss the timeline and process of the RFA solicitation as well as all participant’s roles and responsibilities in the process. 

If there are existing grants with the same scope of services, the kickoff meeting must take place prior to the existing grant’s end date to ensure the new grants are in place to eliminate a lapse in services.

Prior to the kickoff meeting, the RFA Program Coordinator shall develop a draft timeline with as many details as possible to present during this meeting. Time can be spent talking about the timeline, expected date of release for the RFA, sufficient time for process including appeals prior to proposed grant start date, as well as issues such as confidentiality, conflict of interest, and bias.

[bookmark: _Toc505867639][bookmark: _Toc508794361][bookmark: _Toc505867640]Timeline

The timeline is an internal structure to help guide the RFA Program Coordinator and staff working on the RFA through the various steps involved in the RFA process. Steps such as Office of Legal Affairs review etc. are vital to staying on track when developing an RFA. It is essential that all involved parties understand the timeline and their role in helping to keep the RFA release timeline on track.
(A sample RFA timeline is referenced in Appendix B)
[bookmark: _Toc508794362]Writing the RFA
[bookmark: _Toc505867641][bookmark: _Toc508794363]Outline of Required Sections in the RFA

A Request for Application (RFA) is comprised of many sections that help the applicant understand what is being offered and what is required, so the response can be prepared to the specified scope and submitted by the designated deadline.

Program staff designing an RFA should include the following sections:

· Authority – What code or section permits the ability to post the grant opportunity

· Background – A brief synopsis on the program that the grant supports 

· Purpose – A succinct description of what the grant is for, the amount of funding available, and the intended outcome with metrics for performance and improvement

· Description of Services – A more in-depth explanation of the components that each applicant should address in their submission, including scope of work, targeted communities, and desired activities

· Minimum Qualifications – A series of guidelines for applicants to determine eligibility and depth and breadth of experience with the topic of the grant funding. 

· Key Action Dates – A table with a timeline of events, responsible party, and due dates, such as the following sample:



	Event
	Responsible Party
	Due Date

	RFA available to prospective applicants 
	DOR
	February 5, 20XX

	Deadline to submit written questions
	Applicants
	February 16, 20XX

	Bidders’ Conference
	DOR and Applicant
	March 2, 20XX

	Addendum “Questions and Answers” posted to the DOR website
	DOR
	March 9, 20XX

	Application Submission
	Applicant
	March 23, 20XX by 3:00 pm

	RFA Screening and Evaluation
	DOR
	March 26-April 20, 20XX

	Notice of Intent to Award
	DOR
	April 27, 20XX

	Last date to file appeal
	Applicant
	May 28, 20XX

	Preparation and execution of grant package
	DOR and Applicant
	June 1 – June 30, 20XX

	Grant Effective Date
	All
	July 1, 20XX




· Risk Management Plan – Applicants must also create a detailed document of assurances for the safety of participants enrolled in the program that would be funded by the grant if required. The applicant must address all of the eight areas listed:

1) Education and Training
2) Policies and Procedures
3) Reporting Systems
4) Background Checks and Fingerprinting
5) Employment of Individuals with Criminal Histories
6) Notification of Personnel Changes
7) Health and Safety Responsibilities
8) Weapons

Proposal Plan – This section provides specific categories and subcategories that the applicant will need to discuss when drafting their responses. Also included in this section are the designated points for each category, providing insight for the applicant on which program components to emphasize. Scoring Categories in a work plan typically include:
· Organizational Structure and Capacity
· Key Personnel
· Core Service Delivery
· Coordination of Services
· Proposed Budget and Budget Narrative

· Proposal Submission – This section instructs the applicants that proposals must be in an accessible format, contain all required elements, and be delivered by or before the submission deadline

· Required Format for Proposal – The guidelines for ensuring accessibility, submitting the proposal in both a printed and accessible electronic format, and how, where and to whom to deliver the envelope containing the proposal

· Electronic Submission – Each proposal must contain an electronic version in addition to the printed copy. A flash drive or emailed copy of the proposal is an acceptable method as outlined in the RFA.

· Review Process, Criteria – This section describes at least two phases of reviewing proposals: 
· The Administrative Review consists of checking each submission for timeliness and completeness of RFA specifications.

· The Evaluation Panel reviews and scores the proposals, using the RFA scoring parameters. It is through these compiled scores that the recommended awardees are determined.
· Award, Protest – This section informs applicants of how and where the award notifications will be posted.

· Appeal Rights for a Protest – Applicants dissatisfied with an award decision may request a review. This section provides information on the steps and timeline to do so.

· Disposition of Proposals – This section informs applicants that documents submitted in response to the RFA become the property of the Department.

· Agreement Execution, Performance – This section outlines the expected start and completion dates for the awardees.

· Additional Requirements – A general section that provides information on topics such as insurance, debarment, tax delinquency and other terms of doing business with the State.

· Attachments – The final sections are reserved for additional materials such as the document checklist, forms and assurances, risk management plan, grant provisions, and so on.

Please reference Appendix C for a sample RFA.

[bookmark: _Toc505867642][bookmark: _Toc508794364]Developing Scoring Criteria

Program staff must develop quantifiable scoring criteria for each RFA. A description of desired services to be provided by grant projects must be clearly listed in the RFA for applicants to reference. Each desired element of the scoring criteria must be assigned a numerical score. The scoring elements described in the RFA, must be designed to un-biasedly select applicants proposals that best fulfill the purpose of the grant funds. The applicant who best describes and clearly relates their program with DOR’s program goals will be more successful in obtaining grant funding.

Program staff must clearly separate eligibility criteria and scoring criteria in the RFA. Eligibility criteria set a minimum standard for grant applications. If eligibility criteria are not met, the application is disqualified from consideration for grant funding. Ineligible grant applications cannot be scored for funding.

The DOR typically distributes a total of 100 points for the RFA scoring categories. The highest points must be assigned to the category outlining the project design and how it meets the grant goals and the applicant’s demonstrated capacity to fulfill those goals through the proposed project. 

For reference, Program staff may review the sample Scoring Criteria in Appendix D.
[bookmark: _Toc505867643][bookmark: _Toc508794365]Developing Scoring Benchmarks

The benchmarks must be included as an attachment in the RFA and provide applicants and evaluators a guide to scoring by describing what content and quality is expected for well-qualified, qualified and unqualified narrative responses. A benchmark instruction provides guidance regarding how to evaluate an applicant’s proposed project. The benchmarks are designed so that a quantitative score can be assigned to each element. 

Each element has a corresponding benchmark. The benchmark contains a description of content and indicators of the application narrative response to the RFA element it is associated with. 

For reference, Program staff may review the sample Benchmark Narratives and Instructions and sample Benchmarks in Appendix E.

[bookmark: _Toc505867644][bookmark: _Toc508794366]Review and Approval Process for the RFA before Posting

· Program staff shall compile the needed elements and construct a draft of the RFA, in tandem with a designated staff member from C&PS.

· Program Manager shall review/edit the completed draft, and return it to Program staff for revision.

· Program staff revises and sends clean version to Program Manager
and C&PS for final review.

· After final review by both program and C&PS, the Program Manager sends the final RFA to the Program Deputy for review and approval.

· Program Deputy notifies Directorate regarding the RFA release date.

· Upon Program Deputy approval, the RFA is posted by C&PS. Program will notify stakeholders concurrently.


OPTIONAL Reviewers:

· [bookmark: _Toc505867654]Office of Legal Affairs (If the RFA is new or substantially different from other RFAs; or RFA topic is high-profile or politically sensitive; or upon the recommendation from Program Deputy or C&PS)
[bookmark: _Toc508794367]Bidders’ Conference

A Bidder’s Conference is an opportunity for potential RFA applicants to clarify information and ask questions about the content of the RFA. The purpose of a Bidder’s Conference is to facilitate a process by which applicants can hear the responses to questions that were received during the Question and Answer period. Additional questions can come up during the Bidder’s Conference which may receive a response if appropriate. The Bidder’s Conference is also an opportunity for DOR to provide updates or changes to the RFA. All information provided at the Bidder’s Conference will also be available via an addendum that must be posted to the DOR webpage.

Program staff must organize and host the Bidders’ Conference. A Bidders’ Conference is a required part of every RFA process.

A. [bookmark: _Toc505867655][bookmark: _Toc508794368]Scheduling the Bidders’ Conference

The Bidders’ Conference is a scheduled event identified on the RFA timeline. The Bidders’ Conference date must be finalized prior to the release of the RFA allowing sufficient time for potential applicants to review, formulate questions and participate. Any changes to the date, time, or format must be made through an addendum to the RFA.

To ensure the RFA timeline is followed accurately, Program staff should coordinate the Bidders’ Conference date, time, location, and call in prior to the release of the RFA. The RFA Program Coordinator must include all available details of the Bidders’ Conference in the RFA.

When scheduling the Bidders’ Conference, the RFA Program Coordinator must consider the availability of DOR staff deemed necessary to participate in the Bidders’ Conference. Such personnel should include Program staff, C&PS staff, and staff from other programs that may be impacted by the RFA. Other Department personnel present at the Bidders’ Conference may include a Department attorney and other interested parties.
B. [bookmark: _Toc505867656][bookmark: _Toc508794369]Answering Applicant Questions

The RFA invites applicants to send in questions prior to the Bidders’ Conference. The deadline for submitting questions to be addressed at the Bidders’ Conference must be included in the RFA timeline.

Applicants direct their questions to the RFA Program Coordinator or the designated point of contact as described in the RFA. The RFA Program Coordinator distributes the questions to the appropriate Department staff to develop a written response.

All questions received by the deadline, including DOR responses, are assembled into the Questions and Answers document that is read at the Bidders’ Conference.

Additional questions may be asked during the conference or received in writing after the deadline, but prior to the Bidders’ Conference. The Questions and Answers document is revised to include the additional questions. The Program Manager must review the revisions to the Questions and Answers document to determine if changes in the RFA are necessary. If major changes to the RFA are needed, the Program Manager shall consult with, as a minimum, the Chief of C&PS and the Office of Legal Affairs to determine if the Program should publish an addendum to the RFA.

[bookmark: _Toc422144114][bookmark: _Toc423431444]After the Program Manager’s review, the revised Questions and Answers document must be published as an addendum to the RFA after the Bidders’ Conference. The publication of the Addendum should be listed in the RFA timeline.
C. [bookmark: _Toc505867657][bookmark: _Toc508794370]Developing Responses to Questions and Comments

Program staff will respond to applicants’ questions and comments in writing via the Question and Answers document. Program staff shall ensure that their written responses are clear and concise. While drafting responses, Program staff may determine that minor changes, such as correction of a typo, need to be made to the RFA. Program staff can note these changes in the Questions and Answers document. The following is an example of how to address a minor change in the Questions and Answers document:

If it is necessary to insert or delete a word, phrase or paragraph in the RFA, it is clearer to the applicants if the answer expresses the change by showing it rather than describing it. So instead of saying, “eliminate the word ‘not’ in front of the word ‘distribute’ in the second sentence of the third paragraph of Element A, rewrite the element in total or rewrite the paragraph containing the error. 
While drafting responses, Program staff may also determine that major changes need to be made to the RFA. If major changes to the RFA are needed, the Program Manager shall consult with, as a minimum, the Chief of C&PS and the Office of Legal Affairs to determine if the Program should publish an addendum to the RFA. 
All questions shall be responded through the Question and Answer addendum posted during the RFA solicitation process.
D. [bookmark: _Toc422144115][bookmark: _Toc423431445][bookmark: _Toc505867658][bookmark: _Toc508794371] Organizing the Bidders’ Questions and Answers 

[bookmark: _Toc505867659]To the extent practical, organize questions and answers that relate to each RFA element. This will help categorize the questions and the answers for program staff, evaluators and applicants.
[bookmark: _Toc508794372]Addendums and Revisions to the RFA
A. [bookmark: _Toc505867660][bookmark: _Toc508794373]Addendum

Clarifications or changes to a solicitation must be transmitted to all participating applicants by an addendum. An addendum documents all changes or revisions to the solicitation and shall include at a minimum the following information: 

· Addendum number, (must be numbered consecutively), solicitation title, and solicitation number 
· Indication of where the revision or change is occurring in the solicitation. This may include deleting and inserting changed solicitation pages 
· Revised or unchanged application opening date

A solicitation may be modified prior to application response due date. Any addenda to the solicitation must be in writing. 

An addendum to a solicitation shall be issued within a reasonable time before the application opening date to allow prospective applicants sufficient time to prepare their applications. If, in the DOR’s judgment, the addendum is significant and applicants will need more time to submit a responsive application, then the date and time for the application opening must be extended in the addendum.
B. [bookmark: _Toc505867661][bookmark: _Toc508794374]Revision(s)

A Revision is required when major changes are made to the scope of solicitation or to the scoring method.

The revision should contain the same degree of specificity for changes that the original agreement contained for the same item.
C. [bookmark: _Toc508794375] Posting Addendums and Revisions

[bookmark: _Toc505867645][bookmark: _Toc505867662]RFAs, addenda, and revisions are posted on the DOR Contracts /Grants Solicitation webpage (http://dor.ca.gov/Public/Grants.html). Organizations that have responded to the Request for Interest notice and stakeholder groups should be notified of the solicitation or addendum by sending an email containing a link to that page after each document is posted on the webpage. Applicants should also be encouraged to select the “DOR’s Contracts and Grants RSS Feed” feature located on the public website to receive updates information related to the posted RFA.
[bookmark: _Toc508794376]Administrative Review

Once the applications are submitted, the Administrative Review Team (ART), which is comprised of a minimum of a program and administrative staff person, begins reviewing the applications received. The ART’s role is to review the original application packages for completeness using the Administrative Review Checklist to ensure all required documents were submitted by the timeline and the applicant has met the minimum requirements to apply for the grant.
The ART assesses if information is illegible or missing. If the RFA contains a penalty disqualification, it would be applied during the review process. If there is minor information that would be considered immaterial to the scoring or evaluation (e.g. signature missing etc.), it shall be noted on Administrative Review Checklist and the applicant may be contacted.
Once the Administrative Review is complete, the applications that met the minimum qualifications are ready to be reviewed and scored by the Evaluation Panel.
[bookmark: _Toc508794377]Technical Review 

The Technical Review Team acts as the consultants to the Evaluation Panel during the evaluation process. The Technical Review Team is comprised of subject matter experts of program and administrative policies as it relates to the RFA process. 
[bookmark: _Toc422144132][bookmark: _Toc423431462]The Technical Review Team is responsible for developing an orientation and instruction guide for the evaluators regarding the process for reviewing and scoring the RFA applications.
During the orientation process, the Technical Review Team ensures the evaluators receive training and instructions regarding the purpose of the grant program, relevant regulatory requirements and the process for evaluating the RFA, answer questions related to the process, and is responsible for reviewing and verifying the Evaluation Panel’s final score for consistency in scoring.

If the Technical Review Team identifies concerns with the consistency in the scoring or scoring process, they must elevate the concerns to the Program Deputy. The Program Deputy may consult with C&PS and the Office of Legal Affairs regarding any concerns and take steps necessary to resolve when necessary. The Program Deputy decides what, if any, action should be taken to address the concerns. The Program Deputy must document the reason for their decision. The Program Deputy decides to rescore in consult w/ contracts and legal and documents reason for rescore. 
[bookmark: _Toc505867647][bookmark: _Toc508794378]Material and Immaterial Deviations

The DOR has established certain requirements with respect to applications submitted by prospective grantees. The use of “shall” “must” or “will” in solicitations, indicates a requirement from which an immaterial deviation, may be waived by the DOR. However, a material deviation cannot be waived and the bid must be rejected and thoroughly documented to support the rejection.

The words “should” or “may” in solicitations indicate items or elements that are not mandatory in nature. A deviation from or omission of a non-mandatory item(s), will not be a cause for a rejection of the bid.

The DOR may reject any or all applications and may waive any immaterial deviation in an application.
A. [bookmark: _Toc505867648][bookmark: _Toc508794379]Material Deviation

A deviation in the application response that affects the amount of the grant, or provides an advantage or benefit not allowed other applicants; a deviation which affects the cost or quality of the services to be provided to the State.

Example: An application which failed to include a “required document,” such as a complete written narrative, would be rejected.

B. [bookmark: _Toc505867649][bookmark: _Toc508794380]Immaterial Deviation

An applicant that meets the requirements and does not have an effect on the amount of the grant, or has not given the applicant an advantage or benefit not allowed other applicants. Such as if the variance is inconsequential and is considered an immaterial deviation.

Example: An applicant included the required documents, however the signature is missing.
[bookmark: _Toc505867650][bookmark: _Toc508794381]Evaluating Applicants’ Financial Status
A. [bookmark: _Toc505867651][bookmark: _Toc508794382]Cash Flow Documentation

To enable DOR to evaluate the agency’s financial stability for the grant program, a detailed financial statement and detailed copies of bank statements issued in the past 90 days is required. Agencies shall have sufficient cash flow to allow operation for at least two months, as reimbursement is in arrears of expenses paid.

The purpose of this application rating criteria is to evaluate if the agency has sufficient reserves to cover its expenses while awaiting reimbursement from DOR for the funded grant. 

The Administrative Review Team with consultation from the Department’s Audit section is responsible for evaluating the applicant’s financial documents.  The evaluation is based upon the following measures: 

· two liquidity measurement ratios (the quick and the current ratio), and

·  if the agency has the liquid funds on hand to cover two months of grant reimbursements.

To make this determination, the grant applicant must supply the Statement of Financial Position (balance sheet) for the most recently completed agency fiscal year and provide complete bank statements from within the last 90 days that illustrates the agency’s cash flow if requested in the Request for Application.

[bookmark: _Toc475513020][bookmark: _Toc485580682][bookmark: _Toc485580786][bookmark: _Toc485581035]Applicant agencies are also required to give a projected estimate of what percentage of grant funds will be used for administrative/indirect costs.
B. [bookmark: _Toc505867652][bookmark: _Toc508794383]Financial Status

A copy of proof of registration with the California Franchise Tax Board for the payment of gross receipts tax or proof of contract of an exception from payment of federal income tax pursuant to the Internal Revenue Code of 1954, 26 USC Section 501(c)(3) is also required as part of the applicant’s solicitation package.

An application can be rejected after review of the financial documents submitted, if the DOR determines an applicant is not fiscally sound.

C. [bookmark: _Toc505867653][bookmark: _Toc508794384]Debarment, Suspension, Ineligibility and Voluntary Exclusion 

State and Federal agencies shall not award assistance to applicants that are debarred or suspended, or otherwise excluded from or ineligible for participation in Federal assistance programs under Executive Order 12549. 

Therefore, debarment and suspension eligibility is verified during the Administrative Review process and prior to grant award.

The grantee also certifies by signing the grant agreement that neither it nor its principals or sub grantees are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any Federal department or agency. (Reference website: http://www.sam.gov).
[bookmark: _Toc508794385]Selecting the Evaluation Panel
This section will provide an overview of the process of selecting evaluators to evaluate applications for the RFA.
Program staff shall begin the evaluator selection process after the scoring criteria is developed and approved by the Program Manager. The scoring criteria must be in place before the Program selects evaluators because the scoring criteria drives the evaluators’ expertise.
[bookmark: _Toc505867664][bookmark: _Toc508794386]Evaluation Panel Composition

Each RFA shall have an evaluation panel with a minimum of 2 members, but preferably 3. Each evaluation panel should include a diverse membership of DOR employees and outside partners, if feasible. Evaluators must be selected from individuals and organizations that have at least a general knowledge of the grant program being solicited and about DOR itself. The following is a sample make-up:

· DOR Subject Matter Expert (SME)
· Community Member/Stakeholder (SME)
· DOR employee(s) from other programs and other divisions
A Subject Matter Expert (SME) is defined as:
An individual that possesses knowledge and/or experience in a program area (e.g., IL, OIB, TBI).  This knowledge or experience may be obtained through methods including but not limited to:
As a previous recipient of the services provided by the program area
Direct and/or related work experience (paid or unpaid)
Related training
This definition applies to Internal (Program) or External Subject Matter Experts.
[bookmark: _Toc505867665]Program staff may identify at least two alternate evaluation panel members as a contingency. These alternate members will only be part of the Evaluator Orientation, and will not score applications or participate in scoring discussions, unless one or more of the selected members can no longer participate. If necessary, the Alternate Panel Evaluator Members may evaluate and score applications as an alternate when necessary.  
[bookmark: _Toc508794387]Criteria for Selecting a Panel
The evaluation panel members shall possess knowledge of and/or work/volunteer experience in at least one, but not be limited to, the following criteria: 
· Program subject matter (e.g. TBI, IL, OIB services)
· Grant programs
· State contracting
· Related program subject matter (e.g. vocational rehabilitation, disability community experience, etc.)
· Providing services to or working with individuals with disabilities
· Non-profit organization 
· Previous participation on a Request for Information (RFI) or RFA panel
Program staff must write the Evaluation Panel solicitation or invitation clearly requesting that the potential evaluators address the listed criteria in their bios/resumes.  
The Program Manager and the RFA Coordinator must receive and review the bios/resumes of all potential evaluators. The Program Manager and RFA Coordinator may choose to interview the potential evaluators as part of the evaluation panel selection process when appropriate.  As part of the review, the Program Manager and RFA Coordinator should confirm the availability of the potential evaluators to score application on the RFA’s timeline.
The Program Manager identifies the proposed evaluators and submits resumes/bios to the program Deputy Director and Chief of C&PS for review and to address any potential concerns or perceptions of conflict of interests.  If concerns or perceptions of conflict of interests arise, the DOR Office of Legal Affairs shall be consulted before final approvals of the selected evaluation panel is made.
[bookmark: _Toc505867671]Once the Evaluation Panel selection is finalized and approved by the program Deputy Director, the Program Manager will notify the Chief of C&PS confirming the final evaluators, names, and resumes/bios.
[bookmark: _Toc508794388]Scoring

A. [bookmark: _Toc505867672][bookmark: _Toc508794389]Benchmarks for Evaluation Panel Use

Each evaluator uses the benchmarks to determine the general quality level of the response (such as: well-qualified, qualified or unqualified); then assign a score by choosing one of the points within the range of the benchmark quality level. The evaluators must carefully document an explanation of the scores that are significantly low or high.

Scoring is accomplished by each Evaluator Panel Member comparing the quality of the applicants’ proposal against each other for each scoring element identified. A score is determined by the quality of the applicants’ proposal’s approach to meet the identified program goals as defined by the scoring criteria and the quality of the narrative response from the applicant describing that approach. Evaluator comments must be clear and pertain to the rating criteria.  All score sheets and comments are reviewed by the Program Grant Coordinator and C&PS as part of the scoring evaluation process.
B. [bookmark: _Toc505867673][bookmark: _Toc508794390]Procedure for a Tiebreaker

The method of the tiebreaker must be provided in the RFA. Below is an example of permissible tiebreakers in the event of a tie bid:

· The Evaluation Panel will break the tie by awarding the grant to the application with the highest score in the most heavily weighted scoring category. If those scores are the same, the Evaluation Panel will break the tie by awarding the grant to the application with the highest score in the second most heavily weighted scoring category. If there is still no apparent winner, continue selecting the most heavily weighted scoring category to break the tie.
[bookmark: _Toc505867674][bookmark: _Toc508794391]Issuing the Notice of Intent to Award
A. [bookmark: _Toc505867675][bookmark: _Toc508794392]Description

Once the scores have been tallied and the awardee(s) identified, the Department issues a formal document announcing the recipients of the grant funds.

Designated staff from C&PS will post the Notice of Intent to Award onto the Department’s website (http://www.dor.ca.gov/Public/Intent-2-Award-Notices.html).
B. [bookmark: _Toc505867676][bookmark: _Toc508794393]Content

A Notice of Intent to Award contains the following information:
· Names of the successful organizations
· Length of the contract/grant period
· Guidelines for reviewing the funding decisions, information about applicants’ appeal rights, and requesting public records
· Contact name and email for additional information regarding the award decision

A sample template of a Notice of Intent to Award is provided in Appendix A
C. [bookmark: _Toc505867678][bookmark: _Toc508794394]Approval Process to Issue the Notice

· Program staff shall compile the needed elements and draft a Notice of Intent to Award, in tandem with a designated staff member from C&PS.

· Program Manager shall review/edit the completed draft, and return it to Program Staff for revision, if needed.

· Program Staff revises and sends a clean version to Program Manager and C&PS for final review.

· After final review by both program and C&PS, Program Manager sends to Program Deputy for review and approval.

· Program Deputy alerts Directorate about Notice of Intent release date.

· Upon Program Deputy approval, C&PS staff collaborates will post Notice onto external website.

· [bookmark: _Toc505867629]OPTIONAL Reviewers: Office of Legal Affairs (If the RFA is new or substantially different from other RFAs; or RFA topic is high-profile or politically sensitive; or upon the recommendation from the Program Deputy or C&PS)

[bookmark: _Toc508794395]Record Keeping and Retention Guidelines

Program and C&PS will save all documents in a shared Public “G” drive folder established at the onset of each RFA Process. All documents related to the RFA solicitation shall be saved in this centralized folder.

This folder must contain all documents related the solicitation including the final solicitation, scoring sheets, benchmarks, confidentiality agreements, pertinent communications, including emails, with grantee(s), addendum, revisions, etc. Applications may be saved to the G drive by Program by saving the electronic version submitted by the applicants.

Once the grant has been awarded, a copy of all executed grants must be placed in the shared folder.

Program staff must retain the following documents in a centralized area in the program area as well as on the G drive for period of (7) years as follows:
· Original applications and electronic application (Scan and place on G drive)
· Original copy of grant 
· communications with the grantee(s), including pertinent emails 

C&PS will maintain an original signed copy of the grant(s), any addendums and any official notifications associated with the grant agreement. 

Records shall be retained for seven (7) years after the end of the grant term. C&PS shall retain grant documents in-house for a total of three (3) fiscal years then forward to the State Records Center for four (4) additional years. (SCM Volume 1, Section 9.16 & SAM 1614)
[bookmark: _Toc505867679][bookmark: _Toc508794396]Appeals

[bookmark: _Toc505867680]The RFA must include a reference to California Code of Regulations, title 9, section 7334(d)[footnoteRef:2] which states:   [2:  Be sure to check whether this regulation is changed so that language matches.] 


(d) Applicant Appeals.
(1) Any applicant for a grant who is dissatisfied with the decision of the Department relative to an application for or discontinuation of grant funding may request a review by the Department. The request shall be in writing, clearly identify all issues in dispute, contain a full statement of the applicant's position with respect to each issue, and contain pertinent facts and reasons in support of the applicant's position. The request shall be submitted to the Department within 30 days of the date of the notification of action.
(2) The Department's Grant Review Committee reviews all such requests. The Committee shall be appointed by the Chief Deputy Director and shall consist of up to three Departmental employees, selected at the Chief Deputy Director's discretion. The Committee shall review the request and shall notify the appellant in writing of the decision within 30 days of the date of the request.
(3) The decision of the Grant Review Committee is final.

The RFA shall contain information about the RFA applicants’ appeal rights and appeal procedure. Suggested language for the Appeal Rights section of the RFA is included at the end of this section. The RFA can also describe how the appeal will be reviewed, which applicants will be notified of the appeal, and under what circumstances and how the affected applications may be rescored. 

Applicants can email appeals to GrantappealCommittee@dor.ca.gov. For this reason, C&PS staff must regularly check the GrantappealCommittee@dor.ca.gov inbox while an RFA process is underway and for 30 calendar days after the Notice of Intent to Award is issued.

As soon as an appeal is received, the staff member assigned to check the appeal inbox above shall immediately notify the appropriate Program Deputy and the Chief Deputy Director to request the appointment of a Grant Review Committee. Program staff shall also immediately notify the Office of Legal Affairs to request that an attorney advise them during the appeal process.

The Chief Deputy Director shall immediately appoint a Grant Review Committee that will consist of up to three Department employees, selected at the Chief Deputy Director’s discretion.

Once its members have been appointed, the Grant Review Committee will send a notification letter to the appellant, Program staff, and any intended grantee whose grant award could be affected by the appeal. The notification letter will include:

· The names and titles of the individuals on the Grant Review Committee
· The method for communicating with the Committee (e.g., submission by email only, appointing a single contact person, requiring that parties copy each other on all communication with the Committee)
· Notice that intended grantees may also respond to the appeal in writing to the Chief Deputy Director
· The deadline by which information must be submitted to the Committee in relation to the appeal
· The information and documents on which the Committee will base its decision, including the RFA and any documents submitted for review
· The date on which the Grant Review Committee’s decision will be issued
· A copy of the appeal submitted
· A statement notifying all parties that the decision of the Grant Review Committee is final under California Code of Regulations, title 9, section 7334(d)(3).

The Department attorney assigned to the appeal will work with Program staff to respond to the appeal and to present Program’s position to the Committee.

The Committee will review the appeal, any responses to the appeal by Program and affected applicants, and any records relevant to the appeal. The Committee will deliver its decision within 30 calendar days of the date of the applicant’s appeal request. The Committee will notify all affected parties of its decision in writing. The decision of the Committee is final.

Suggested language for inclusion in the Appeal Rights section of the RFA is below: 

APPEAL RIGHTS FOR REVIEW
The California Code of Regulations, title 9, section 7334(d) describes an applicant’s appeal rights. Applicants who are dissatisfied with a decision of DOR relative to an application may request a review by the DOR Grant Review Committee. The request for review must be in writing and must:
· Clearly identify all issues in dispute;
· Contain a full statement of the applicant’s position with respect to each issue; and
· Contain pertinent facts and reasons in support of the applicant’s position.

The written request must be submitted to DOR within 30 calendar days of publication of Notice of Intent to Award on the DOR website.

A written request for appeal must be submitted by email or mail to the Department’s Chief Deputy Director. The request may be mailed to:
Chief Deputy Director
Attn: Grant Review Committee
Department of Rehabilitation
721 Capitol Mall
Sacramento, CA 95814 

A written request for appeal may also be emailed to GrantappealCommittee@dor.ca.gov. All communications between appellant, affected applicants, and DOR must be in writing and delivered via mail or email.

Any intended grantee whose grant award may be affected will be notified of the appeal. The intended grantee(s) will be permitted to respond to the appeal in writing to the Grant Review Committee.

The appellant and any intended grantee whose grant award may be affected by the appeal will be notified of the identities of the individuals appointed to the Grant Review Committee, the deadline by which information must be submitted to the Committee in relation to the appeal, and the information and documents on which the Committee will base its decision, including the RFA and any documents submitted for review.

If the Committee determines that the evaluators made a procedural error or omission that had a substantial effect on the outcome of the overall scoring, that evaluator prejudice affected the evaluation and scoring process, or that scoring was not supported by the evidence, the Committee may re-score the applications affected by the appeal. The Committee may also recommend or require that another evaluation panel score the applications.

The Committee will deliver its decision within 30 calendar days of the date of the applicant’s appeal request. The Committee will notify all affected parties of its decision in writing. The decision of the Committee is final.
[bookmark: _Toc508794397][bookmark: _Toc505867685]Grant Review Committee 

This section is intended as a guide to the members of the Grant Review Committee. This section will be provided to the Grant Review Committee in the event of an applicant appeal.

California Code of Regulations, title 9, section 7334(d) states:  
(d) Applicant Appeals.
(1) Any applicant for a grant who is dissatisfied with the decision of the Department relative to an application for or discontinuation of grant funding may request a review by the Department. The request shall be in writing, clearly identify all issues in dispute, contain a full statement of the applicant's position with respect to each issue, and contain pertinent facts and reasons in support of the applicant's position. The request shall be submitted to the Department within 30 days of the date of the notification of action.

(2) The Department's Grant Review Committee reviews all such requests. The Committee shall be appointed by the Chief Deputy Director and shall consist of up to three Departmental employees, selected at the Chief Deputy Director's discretion. The Committee shall review the request and shall notify the appellant in writing of the decision within 30 days of the date of the request.
(3) The decision of the Grant Review Committee is final.

Under this regulation, the Chief Deputy Director will appoint a Grant Review Committee of up to three Department employees to review any applicant appeals.


[bookmark: _Toc505867686][bookmark: _Toc508794398]Initial Notification Letter

Once its members have been appointed, the Grant Review Committee will send a notification letter to the appellant, Program staff, and any intended grantee whose grant award could be affected by the appeal. The notification letter will include:
· The names and titles of the individuals on the Grant Review Committee
· The method for communicating with the Committee (e.g., submission by email only, appointing a single contact person, requiring that parties copy each other on all communication with the Committee)
· Notice that intended grantees may also respond to the appeal in writing to the Chief Deputy Director
· The deadline by which information must be submitted to the Committee in relation to the appeal
· The information and documents on which the Committee will base its decision, including the RFA and any documents submitted for review
· The date on which the Grant Review Committee’s decision will be issued
· A copy of the appeal submitted
· A statement notifying all parties that the decision of the Grant Review Committee is final under California Code of Regulations, title 9, section 7334(d)(3).
[bookmark: _Toc505867687][bookmark: _Toc508794399]What information does the Grant Review Committee review?

The Committee will review the appeal, any responses to the appeal by Program and affected applicants, applications of relevant parties, and the RFA.
	
Depending on the issues raised in the appeal, the Committee can also review the Grant Solicitation Manual, evaluator bios, score sheets, scoring guidelines, and other documents related to the RFA. The Committee can choose to make any documents it is reviewing available to the appellant, Program, and affected applicants during the course of the appeal.
[bookmark: _Toc505867688][bookmark: _Toc508794400]What action can the Grant Review Committee take?

After reviewing the appeal, responses, and related information, the Committee makes its decision. The Grant Review Committee must  document the reasoning behind its decision. The Committee can decide to uphold the grant award to the organization indicated on the Notice of Intent to Award.

If the Committee finds that the applications should be rescored, it can recommend or require that a new evaluation panel rescore the applications. In this case, the new scores resulting from the rescoring are not part of the Committee’s decision. Therefore, the results of the rescoring are not final and may be appealed.

The Committee can also decide to rescore the applications itself. In this case, the new scores are part of the Committee’s decision. Therefore, the new scores are final and not subject to appeal. If the Committee rescores the applications itself and finds that its scores affect the award outcome, the Committee can decide to change the grant award accordingly.

[bookmark: _Toc505867689][bookmark: _Toc508794401]Issuing a decision

The Committee will deliver its decision within 30 calendar days of the date of the applicant’s appeal request. The Committee will notify all affected parties of its decision in writing. The decision of the Committee is final.
[bookmark: _Toc508794402]PART 2: FAIR AND TRANSPARENT PROCESS

The second guiding principle of the solicitation process is that the solicitation process should be fair and transparent.

To keep the solicitation process fair and transparent, individuals involved in the RFA should comply with the following policies related to confidentiality, bias, conflicts of interest, and incompatible activities. The policies are designed to preserve the public trust in DOR and its grant-making activities. Individuals involved in the RFA include, but are not limited to, Program and C&PS staff working on the RFA, external SMEs, and potential and selected evaluation panel members. 

This section includes the contents of an Information Sheet that Program staff can provide to potential evaluators to explain the policies related to confidentiality, bias, conflicts of interest, and incompatible activities. The Appendix to the GSM includes a sample Certification Form for evaluators to sign, certifying that they understand and agree to the Department’s policies related to confidentiality and conflicts of interest.
[bookmark: _Toc508794403]Confidentiality

Any individual involved in any aspect of the RFA process – from planning and development through final awards – must keep all unpublished information about the RFA confidential until the Notice of Intent to Award (Notice) is issued. The purpose of this policy is to ensure that information related to the RFA is published and distributed fairly to all applicants and the public.

Department staff shall not discuss applications or the evaluation process with applicants or members of the public until after the Notice has been issued. Department staff shall explain to evaluators the need for confidentiality throughout the RFA evaluation process. Department staff shall instruct potential and actual evaluators that they are not permitted to share or discuss any information about the applications, scoring process, or scores with any applicants or members of the public until the Notice of Intent to Award has been issued. Any external SMEs involved in the RFA must comply with these procedures as well.
[bookmark: _Toc508794404]Bias

Bias means a preference for or against any applicant. Individuals involved in the RFA, including program staff, evaluators, and any external SMEs, shall not be biased toward or against an applicant for the RFA. 

Even if bias is not present, Program staff should also avoid the appearance or perception of bias on the part of an individual involved in the RFA. The appearance of bias may exist if an individual involved in the RFA is or was connected to an applicant for the RFA as an employee, board member, volunteer, recipient of services, or in another fashion. The appearance of bias may also exist if the individual has a relative connected to an applicant. 

If the appearance of bias exists on the part of any staff member, the Program should consult with the C&PS and the Office of Legal Affairs regarding the appearance of bias. The individual in question may still work on the RFA if the Program documents in writing why it believes actual bias does not exist and if the Program Deputy approves the individual’s continued involvement in the RFA. These policies also apply to any external SMEs involved in the RFA.
[bookmark: _Toc508794405]Conflicts of Interest

[bookmark: _Toc508794406]What is a conflict of interest, generally?

California state law describes that a conflict of interest exists if a decision will have a financial impact on the individual involved in the decision. Some of the laws related to conflicts of interest are provided for reference below. For the purposes of individuals involved in the RFA process, a conflict of interest may exist if there is a financial connection or a personal connection between the individual and an applicant for the RFA. 

An individual may have a conflict of interest in relation to the RFA process if the individual has a personal or financial connection to an applicant for the RFA.

Some examples of a personal connection are: 
· Having a family member employed, current or in past, by an applicant organization
· Serving on the board of an applicant organization
· Current or past employee of the applicant organization

Some examples of a financial connection are:
· Receiving payment from an applicant organization 
· Having a family member receive payment from an applicant organization.

Department staff should be sensitive to both actual and perceived conflicts of interest. If Department staff believe they may have a conflict of interest in relation to their involvement in an RFA process, they should notify the RFA Program Coordinator. The RFA Program Coordinator may contact the Program Deputy and the Office of Legal Affairs if further analysis is needed. If the Program Deputy determines that a conflict of interest exists, the staff member cannot participate in the RFA process.

Finally, Department staff involved in the RFA must complete a Statement of Economic Interest (“Form 700”) if they are required to do so by the Department’s Conflict of Interest Code (see Cal. Code Regs., tit. 9, chapter 14). Department staff involved in the RFA must provide a copy of their most recent “Form 700” to Program or to C&PS upon request. All staff involved in the RFA should also fill out and submit a Certification Form (see Appendix), regardless of whether or not they have filed a Form 700.

[bookmark: _Toc508794407]Select state laws related to conflicts of interest

Cal. Code Regs., tit. 2, sec. 18700 states: A public official at any level of state or local government has a prohibited conflict of interest and may not make, participate in making, or in any way use or attempt to use his or her official position to influence a governmental decision when he or she knows or has reason to know he or she has a disqualifying financial interest. A public official has a disqualifying financial interest if the decision will have a reasonably foreseeable material financial effect, distinguishable from the effect on the public generally, directly on the official, or his or her immediate family, or on any financial interest described in subdivision (c)(6)(A-F) herein.

Cal. Gov. Code sec. 87100 states: No public official at any level of state or local government shall make, participate in making or in any way attempt to use his official position to influence a governmental decision in which he knows or has reason to know he has a financial interest.

Cal. Gov. Code sec. 87103 states, in part: A public official has a financial interest in a decision within the meaning of Section 87100 if it is reasonably foreseeable that the decision will have a material financial effect, distinguishable from its effect on the public generally, on the official, a member of his or her immediate family…
[bookmark: _Toc508794408]Incompatible Activities

Incompatible activities are defined in law and regulation in Cal. Gov. Code sec. 19990 and in Cal. Code Regs., tit. 9, section 7142. Individuals involved in the RFA should not engage in any employment or other activity which is incompatible with their duties related to the RFA. 

In particular, evaluators should not engage in any employment or other activity which is incompatible with their duties as an evaluator for the RFA. Program staff should provide all potential evaluators with information on incompatible activities before the evaluators are empaneled. Program staff may use the Information Sheet for Evaluators below for this purpose. All potential evaluators should be instructed that they are expected to comply with the incompatible activities information provided. If a potential evaluator feels that they cannot comply, they must contact the RFA Program Coordinator as soon as possible. A potential evaluator who cannot comply with the incompatible activities information cannot serve on the evaluation panel. Finally, if the potential evaluator is a Department employee, Program staff should confirm a copy of the employee’s DR641 is on file before the evaluators are empaneled. 
[bookmark: _Toc508794409]Addressing Bias and Conflicts of Interest with Evaluators

Program staff should communicate with potential evaluators about bias and conflicts of interest before the evaluation panel members are selected. Program staff should explain to potential evaluators what conflicts of interest are, and the need to avoid them. Program staff should also explain the need to avoid bias and the appearance of bias. Program staff may use the contents of the Information Sheet below for this purpose.
[bookmark: _Toc508794410]Reviewing Evaluator Information

Program staff should review the bios and resumes of each potential evaluator to determine if a conflict of interest, bias, or the appearance of bias exists. When finalizing the members of the evaluation panel, Program staff should review bios, resumes, and other information submitted to determine if a potential evaluator has a connection to an applicant that may cause the evaluator to be biased in their review of the applications. An individual shall not serve on the evaluation panel if they are biased toward or against any applicant. 

Program staff should also be careful to avoid the perception or appearance of bias on the part of an evaluator. If the appearance of bias exists on the part of any evaluator, the Program should consult with the C&PS and the Office of Legal Affairs regarding the appearance of bias. The individual in question may still serve as an evaluator if the Program documents in writing why it believes actual bias does not exist and if the Program Deputy approves the evaluator’s continued involvement in the RFA. 

Program staff may ask the potential evaluators follow-up questions about their connections to any applicant. There are certain connections that, on their own, do not constitute a conflict of interest. For example, a potential evaluator may have attended the same social function as an employee or board member of an applicant organization. This connection alone does not constitute a conflict of interest. Also, social media connections such as Facebook “likes,” Twitter follows or retweets, or LinkedIn connections do not on their own constitute a conflict of interest.

To determine if a conflict of interest, bias, or the appearance of bias exists, Program staff may ask evaluators questions such as:
· Does the potential evaluator work for an applicant, either as an employee or as a volunteer? Have they worked for an applicant in the past?
· Does the potential evaluator serve on the board of an applicant, or did they ever do so in the past?
· Does the potential evaluator have a financial connection to an applicant? For example, are they paid by the applicant as an employee, contractor, lobbyist, etc.?
· Will the potential evaluator face a monetary gain or loss as a result of the grant award? 
· Does the potential evaluator have a family member who works or worked for an applicant?
· Does the potential evaluator have a family member who serves or served on the board of an applicant?
· If letters of recommendation were submitted with applications, is the evaluator associated with one of the recommenders?

An evaluator that answers “yes” to any of the above questions or discloses an association to an applicant should be reviewed further to determine if they can serve on the evaluation panel. If Department staff have further questions about a potential evaluator’s ability to serve on the evaluation panel, they should consult with the RFA Coordinator, Program Supervisor, and the Office of Legal Affairs as needed. The individual in question may still serve as an evaluator if the Program documents in writing why it believes that there is no bias or conflict of interest and if the Program Deputy approves the evaluator’s continued involvement in the RFA.

[bookmark: _Toc508794411]Evaluator Certification and Other Documentation

Potential evaluators must certify that they do not have a conflict of interest with any of the applicants for the RFA and that they understand the requirement to keep all information confidential. The contents of a sample Certification Form is included in Appendix F to this Manual. The certification must be signed before the evaluators meet to review applications. The signed forms shall be collected by Program staff before the evaluators are empaneled. If Program staff wish to use an alternative form, they should consult with the Office of Legal Affairs and the C&PS. Program staff should also document in writing the reason for the use of the alternative form.

If the evaluator is a State employee, Program staff shall request the evaluator’s most recent Statement of Economic Interests (STD 700 or “Form 700”), if the evaluator is required by law to submit one. Program staff must receive this form before the evaluation panel is empaneled. State employee evaluators must also sign the Certification Form and provide the signed form to Program staff before the evaluators are empaneled.

[bookmark: _Toc508794412]Information Sheet for Evaluators

This section is the contents of an information sheet that Program staff can provide to potential evaluators to explain its policies regarding confidentiality, bias, and conflicts of interest. Program staff may provide this information to evaluators via email, on letterhead, or in another appropriate and accessible format. Program Staff should provide this Information Sheet to potential evaluators before the evaluators meet to review the applications for the RFA. 

Introduction
The following information is being provided to you to explain [Program’s] policies regarding confidentiality, bias, and conflicts of interest for [RFA]. Should you have any questions, you may contact [Program staff]. To serve as an evaluator, you will also need to review and sign the attached Certification Form.

Confidentiality
Potential and actual evaluators are not permitted to share or discuss any information about the applications, scoring process, or scores with any applicants or members of the public until the Notice of Intent to Award has been issued. By assisting in the review of [RFA], you are assuming a personal responsibility to maintain the confidentiality of the review process.

To protect the confidentiality of [RFA], you must comply with the following confidentiality standards: 
1. Do not reveal the fact that you have been contacted to participate in the evaluation process to anyone outside of the Department of Rehabilitation (Department), beyond obtaining the necessary clearances for the working time involved.
2. Do not discuss the details of your participation in the grant evaluation process to anyone outside of the Department.
3. Do not discuss any aspect of this grant evaluation with anyone except the [Program] staff and the other evaluation panel members. 
4. Do not keep any evaluation materials or notes in your personal possession without approval from the [Program] staff.
5. When the review is over, do not reveal that you participated in the grant review.

A violation of any of the above confidentiality standards may result in cancelation of scores and your dismissal from the evaluation panel.

Bias
Bias means a preference for or against any applicant. Individuals who serve on the evaluation panel shall not be biased toward or against an applicant for the RFA. If you have not already done so, please provide [Program staff] with your bio and resume for their review. [Program staff] may contact you with further questions about the information in these documents.

The Department also seeks to avoid the perception or appearance of bias on the part of an evaluator. The perception or appearance of bias may exist if you were or are connected to an applicant for the RFA as an employee, board member, volunteer, recipient of services, or in another fashion. The appearance of bias may also exist if you have a relative connected to an applicant. If you feel that you have a connection to an applicant that may cause the perception or appearance of bias, please contact [Program staff] to discuss this further.

Conflicts of Interest
California state law describes that a conflict of interest exists if a decision will have a financial impact on the individual involved in the decision. For the purposes of RFA evaluation panel members, a conflict of interest may exist if there is a financial connection or a personal connection between the panel member and an applicant.

Some examples of a personal connection are: 
· Having a family member employed, currently or in the past, by an applicant organization
· Serving on the board of an applicant organization, currently or in the past
· Being a current or former employee of the applicant organization

Some examples of a financial connection are:
· Receiving payment from an applicant organization 
· Having a family member receive payment from an applicant organization.

To participate in the evaluation process, you must comply with the following conflict of interest standard:
· You may not participate in the evaluation process for this RFA if you have knowledge that you or a family member has a personal or financial connection to any applicant.
· If this is the case, inform [Program staff] immediately.

A violation of any of the above conflict of interest standards may result in cancelation of scores and your dismissal from the evaluation panel.

Incompatible Activities

Evaluators are not permitted to engage in any employment or other activity which is incompatible with their duties as an evaluator for the RFA. You may reference Cal. Gov. Code sec. 19990 and Cal. Code Regs., tit. 9, section 7142 for Department’s definition of incompatible activities. Examples of activities that might be incompatible with your duties as an evaluator are: 
· Using your position as an evaluator for your own private gain or advantage
· Using your position as an evaluator to provide confidential information to someone who is not authorized to receive the information
· Soliciting, receiving, or accepting any money, gift, favor, loan, or other item of value from anyone other than the State for the performance of your duties as an evaluator
· Serving as a member of the Board of Directors, as an employee, as a consultant, as an official, or in any policy making capacity with any applicant for the RFA

If you feel that you may be engaged in an incompatible activity, you must contact [Program staff] as soon as possible before the evaluators meet to score the applications. Failure to notify [Program staff] of your participation in an incompatible activity may result in a cancelation of scores and your dismissal from the evaluation panel. 

Reference Appendix E for a sample Certification Form
[bookmark: _Toc508794413]Responding to Public Records Act Requests

Under the California Public Records Act (PRA), anyone is entitled to view or obtain a copy of a public record maintained by DOR. (See Cal. Gov’t. Code sec. 6250 et. seq.) A request for records may be made at any time and in any format. There is no special form for PRA requests.
From the time that the Notice of Intent to Award is posted, Program staff should expect that applicants and other members of the public may request records related to the RFA.

All documents related to the RFA process are public record. So once the Notice is issued, Department staff may disclose documents related to the RFA, including applications and score sheets, to the public. For more information about this, please refer to the Public Records Act Requests section. 

[bookmark: _Toc508794414]Receiving a PRA request

A request for records under the PRA may be made to DOR’s Communications Office. Communications will send a copy of the request to the RFA Program Coordinator and the Program Manager.

Alternatively, a request for records under the PRA may come directly to Program staff. As soon as Program staff receives a request for records, they must contact Communications at Legislation.Communications@dor.ca.gov. Program staff shall provide Communications with a copy of the PRA request and the date on which the request was received. If an attorney in the Office of Legal Affairs has been assigned to this RFA, notify them of the PRA request as well.

[bookmark: _Toc508794415]Gathering records to respond to a PRA request

Under state law, the Department is required to respond to PRA requests within ten calendar days. Communications will work with you to clarify exactly what documents are being requested and to respond to the PRA request. Communications will instruct Program staff on how to gather and send  the necessary records to Communications.

To quickly gather records to respond to a PRA request, Program staff should save documents relevant to the RFA as they are created. Program staff should ensure that these documents comply with the DOR Accessibility Standards. Most emails are also subject to disclosure under the PRA, so staff may create a special folder in Outlook dedicated to emails related to the RFA.

[bookmark: _Toc508794416]What is subject to disclosure under the PRA? 

Most documents created for an RFA will be subject to disclosure under the PRA. This includes, but is not limited to, scoring instructions, evaluator bios, and score sheets.

Most emails are also subject to disclosure under the PRA, with the exception of attorney-client privileged communications. If any communications related to the RFA were to or from a Department attorney, contact the assigned attorney to discuss the PRA request. The attorney may want to review the emails being disclosed before the emails are sent to the requestor.

The Department may receive a PRA request for information that is known, but for which a record does not exist. A response stating that there is no such written record may be appropriate. On the other hand, a response that answers the question may be made in the interest of transparency, unless some harm would result from doing so.

For questions regarding disclosure of records under the PRA, contact Communications or the Office of Legal Affairs.

[bookmark: _Toc508794417]Releasing records in response to a PRA request

Communications is responsible for the release of records to the requestor. Communications will instruct you on how to provide them with the records so they can prepare them for release.



[bookmark: _Toc505867690][bookmark: _Toc508794418]Appendix A: Sample Notice of Intent to Award
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Date: XXXX

NOTICE OF INTENT TO AWARD

Youth Transitions
IL-XX-XXX

Under the authority of Title VIIB, section 713 of the Rehabilitation Act of 1973, the 2017-2019 State Plan for Independent Living (SPIL) sets forth goals and objectives for the development of independent living services in California. The SPIL indicates the commitment of the State Independent Living Council (SILC) and the California Department of Rehabilitation (DOR) to fund projects that supports Youth Transition to postsecondary life serving youth with disabilities between the ages of 14 through and including 24, and which can be used as models for provision of Youth Transition services throughout the California Independent Living (IL) Network.

The California Department of Rehabilitation (DOR) intends to award grants of up to $XXX,XXX each, renewable for up to a 24 month period upon satisfactory performance as determined by the DOR and the availability of federal funds for this purpose, to the following organizations:

· XXXX
· XXXX
· XXXX

Applicants have 30 days to request a review of the funding decisions, in accordance with California Code of Regulations, Title 9, Section 7334 and Section X of the RFA.
Consequently, the funding is not guaranteed until there has been a final determination of any such appeals.

The DOR’s website at http://dor.ca.gov/Requesting-Public-Records.html contains guidelines for requesting public records. For further information, please contact the Independent Living and Community Access Division via email at: xxxxx@dor.ca.gov, or contact XXXX at 916-xxx-xxxx.
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Edmund G. Brown Jr., Governor 
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State of California
Health and Human Services Agency


STATE OF CALIFORNIA
DEPARTMENT OF REHABILITATION
INDEPENDENT LIVING AND ASSISTIVE TECHNOLOGY
REQUEST FOR APPLICATIONS 
RFA IL-XX-XX
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CALIFORNIA DEPARTMENT OF REHABILITATION
Independent Living and Assistive Technology Section

REQUEST FOR APPLICATIONS (RFA) IL-XX-XXX
Title VII B – CFDA # XXXX

YOUTH TRANSITION GRANT


I. [bookmark: _Toc470182145][bookmark: _Toc475513003][bookmark: _Toc485581008][bookmark: _Toc506981888][bookmark: _Toc506986967][bookmark: _Toc506990519][bookmark: _Toc506990626][bookmark: _Toc506990801][bookmark: _Toc506991151][bookmark: _Toc508794420]AUTHORITY:
Under the authority of Title VIIB, section 713 of the Rehabilitation Act of 1973, the 2017-2019 State Plan for Independent Living (SPIL) sets forth goals and objectives for the development of independent living services in California. The SPIL indicates the commitment of the State Independent Living Council (SILC) and the California Department of Rehabilitation (DOR) to fund a 501(c)(3) not-for-profit organization to develop a project that supports Youth Transition to postsecondary life serving youth with disabilities between the ages of 14 through and including 24. The SPIL is available on the Internet at the State Independent Living Council, http://www.calsilc.org/spil.html

[bookmark: _Toc470182146][bookmark: _Toc475513004][bookmark: _Toc485581009][bookmark: _Toc506981889][bookmark: _Toc506986968][bookmark: _Toc506990520][bookmark: _Toc506990627][bookmark: _Toc506990802][bookmark: _Toc506991152][bookmark: _Toc508794421]II.	BACKGROUND:
The federal Workforce Innovation and Opportunity Act (WIOA) (Public Law 113-128), signed into Law in July 2014, emphasizes serving youth with disabilities by providing them with more opportunities to promote self-awareness and esteem, develop advocacy and self-empowerment skills and explore career options.
 
Youth with disabilities are often isolated and lack mentors and role models who would support and encourage them identify opportunities after completing high school studies. Just over half of all students with disabilities graduate, while the dropout rate for students with learning disabilities is three times higher than for non-disabled students. In 2015, the unemployment rate of persons with a disability was 10.7 percent, compared with 5.1 percent for persons with no disability. The employment-population ratio for persons with a disability was 17.5 percent, compared with 65 percent for persons with no disability. Youth with disabilities need guidance to prepare for an independent future, secondary education, and a career. The Independent Living Network, which includes the SILC and 28 Independent Living Centers (ILCs), is uniquely positioned to assist in the development of youth with disabilities who aspire to independence outside of the social welfare program participation context. The Independent Living philosophy values of peer support, consumer control, civil rights, integration, equal access and advocacy provide vehicles for training and empowering young people.

[bookmark: _Toc475513005][bookmark: _Toc485581010][bookmark: _Toc506981890][bookmark: _Toc506986969][bookmark: _Toc506990521][bookmark: _Toc506990628][bookmark: _Toc506990803][bookmark: _Toc506991153][bookmark: _Toc508794422]	III. PURPOSE OF THIS RFA:

The purpose of this new grant program through this RFA is to design and implement a Youth Transition Program within California’s Independent Living (IL) Network for youth with disabilities which can serve as a model for service delivery at ILCs across the state. This grant will assist young individuals with disabilities between the ages of 14 through and including 24 with supports and resources to facilitate a successful transition from high school to postsecondary education training programs, careers, community involvement, independent living, and leadership roles, thus increasing the probability of employment outcomes and independent living.

DOR and SILC have designated this RFA to fund one not for profit organization a $XXXX grant for a period of 24 months effective XXXX,  to provide transition services to youth with disabilities between the ages of 14 through and including 24. This will be a cost reimbursement agreement wherein all expenses incurred in carrying out activities related to this grant, such as personnel, operating costs, and reasonable accommodation expenses, are the sole responsibility of the grant recipient. 
The overall goal of this project includes creating a quality program that excites youth and promotes a positive experience for youth with disabilities. They will gain knowledge on leadership, self-initiative, and personal development. Program outcomes will provide the youth with working knowledge of available reasonable accommodations and personal rights. After participation in this program, youth with disabilities will be able to clearly articulate his or her individual strengths, disabilities, and any necessary accommodations. The primary purpose of this RFA is to develop models for youth services that will be shared within the IL Network and will be used to train other ILC staff and management so they may develop youth programs in their centers.

[bookmark: _Toc470182148][bookmark: _Toc475513006][bookmark: _Toc485581011][bookmark: _Toc506981891][bookmark: _Toc506986970][bookmark: _Toc506990522][bookmark: _Toc506990629][bookmark: _Toc506990804][bookmark: _Toc506991154][bookmark: _Toc508794423]	IV. UTILIZATION OF QUALIFIED INDIVIDUALS WITH DISABILITIES
 
The law that funds the core services of ILCs requires that 51 percent of the Board of Directors and decision making staff must be people with disabilities. Therefore, the DOR is encouraging potential grantees to reflect this ILC requirement in their organizational leadership and staff who will be carrying out the program under this RFA.

Disabilities include, but are not limited to:

· Physical Disabilities
· Intellectual Disabilities and Developmental Disabilities
· Sensory Disabilities
· Mental Health Disabilities

[bookmark: _Toc475513007][bookmark: _Toc485581012][bookmark: _Toc506981892][bookmark: _Toc506986971][bookmark: _Toc506990523][bookmark: _Toc506990630][bookmark: _Toc506990805][bookmark: _Toc506991155][bookmark: _Toc508794424]V.	DESCRIPTION OF SERVICES:

	The successful grantee will build the capacity to provide a relevant, 	responsive program for youth with disabilities so that the youth achieve 	successful transitions, including postsecondary education training 	programs, careers, community involvement, independent living, and 	leadership roles.

Program outcomes will provide the youth with working knowledge of available reasonable accommodations and personal rights. The student will be able to clearly articulate his or her individual strengths, disabilities, and any necessary accommodations. 

As services are better tailored to youth, more will be served by the IL Network and increased capacity will be measured using objective data including:

· Increased numbers of youth served reflected in quarterly and annual IL Network reports
[bookmark: _Toc506991156][bookmark: _Toc508794425]Existence of youth services at ILCs where none previously existed;
· New memorandums of understanding between ILCs and partner organization aimed at increasing services to youth.
· Trainings to other ILCs in youth service delivery.
· Support to other ILCs in the development of youth services.
· Develop partnerships with Special Education Local Plan Area (SELPAs) and Local Educational Agency (LEAs).
· Partnerships with the Youth Leadership Forum (YLF).

[bookmark: _Toc475513009][bookmark: _Toc485581013][bookmark: _Toc506981893][bookmark: _Toc506986972][bookmark: _Toc506990524][bookmark: _Toc506990631][bookmark: _Toc506990806][bookmark: _Toc506991157][bookmark: _Toc508794426]VI. KEY ACTION DATES

	Event
	Responsible Party
	Due Date

	RFA Release Date 
	DOR
	XXXX

	Proposers Conference
	DOR
Proposer
	XXXX

	Addendum “Questions and Answers” posted to the DOR website
	DOR
	XXXX

	Proposal Submission
	         Proposer
	XXXX

	RFA Screening and Evaluation
	           DOR
	XXXX

	Notice of Intent to Award
	         DOR
	XXXX

	Last date to file protest
	         Proposer
	XXXX

	Preparation and execution of grant package
	       DOR,
        Proposer
	XXXX

	Grant Effective Date
	        All
	XXXX


	

[bookmark: _Toc475513008][bookmark: _Toc485581014][bookmark: _Toc506981894][bookmark: _Toc506986973][bookmark: _Toc506990525][bookmark: _Toc506990632][bookmark: _Toc506990807][bookmark: _Toc506991158][bookmark: _Toc508794427]VII. MINIMUM QUALIFICATION FOR PROPOSERS

Proposers submitting proposals must be a 501(c)(3) community based nonprofit organization that has experience providing self-advocacy services to youth with disabilities. 

Collective experience of key personnel, identified as individuals who will have the primary responsibility for the delivery of services, must meet the following minimum qualifications:

1) Experience with working with youth with disabilities,
2) Experience with assessing the needs of youth with disabilities, 
3) Experience with working with the DOR and the IL Network,
4) Experience in developing and implementing service delivery models,
5) Experience with working in partnership with other providers of services to youth, such as LEAs, Disabled Students Programs and Services (DSPS), or SELPAs, and;
6) Experience in providing training and support to other organizations in the delivery of services for youth with disabilities.

Two letters of reference will be required from two different partner programs, such as, but not limited to, ILCs, LEAs, DSPS offices, or SELPAs that confirm the applicant’s ability to develop service delivery models for youth with disabilities.
[bookmark: _Toc475513010]
[bookmark: _Toc485581015][bookmark: _Toc506981895][bookmark: _Toc506986974][bookmark: _Toc506990526][bookmark: _Toc506990633][bookmark: _Toc506990808][bookmark: _Toc506991159][bookmark: _Toc508794428]VIII. RISK MANAGEMENT PLAN 

[bookmark: _Toc485580664][bookmark: _Toc485580768][bookmark: _Toc485581016][bookmark: _Toc506981896]A risk management plan refers to a document which addresses the process of identifying, analyzing, controlling, and mitigating risks so as to reduce the likelihood or impact of negative events a youth participating in a program may be subject to.

[bookmark: _Toc485580665][bookmark: _Toc485580769][bookmark: _Toc485581017][bookmark: _Toc506981897]All grant applications must contain a Risk Management Plan that addresses how the applicant organization will maintain the safety of the youth participating in the proposed program. In order to be awarded a contract, the Risk Management Plan must address all of the elements listed below:

1) Education and Training
2) Policies and Procedures
3) Reporting Systems
4) Background Checks and Fingerprinting
5) Employment of Individuals with Criminal Histories
6) Notification of Personnel Changes
7) Health and Safety Responsibilities
8) Weapons

Please refer to Attachment 3 Risk Management Plan for specific instructions on how to draft a Risk Management Plan designed specifically for the applicant’s proposed program for submittal.

All employees, volunteers, interns, subcontractors, and others who provide services under the grant contract must have a background check, including criminal history information based on fingerprints obtained from the California Department of Justice (DOJ) and Federal Bureau of Investigation. Applicants may find information on applying to become an applicant agency authorized to receive criminal offense record information at the DOJ’s website, Finger Print Background Check: https://oag.ca.gov/fingerprints
 
[bookmark: _Toc506981898][bookmark: _Toc506986975][bookmark: _Toc506990527][bookmark: _Toc506990634][bookmark: _Toc506990809][bookmark: _Toc506991160][bookmark: _Toc508794429]IX. WORK PLAN: 100 POINTS POSSIBLE

All grant applications must contain a Work Plan that addresses how the applicant organization will carry forth this RFA per the areas outlined below. The work plan shall be in the following format:
· Typed
· Double-spaced
· Maximum of 14 pages
· Arial 14 point font

The work plan must address the following areas described:

[bookmark: _Toc506981899][bookmark: _Toc506986976][bookmark: _Toc506990528][bookmark: _Toc506990635][bookmark: _Toc506990810][bookmark: _Toc506991161][bookmark: _Toc508794430]A. Organizational Structure and Capacity (20 points possible)
· Describe the organization’s mission, goals, values and the organization’s geographic service area.
· Describe the organization’s ability to develop and share with statewide partners the youth service models developed in this RFA.
· Describe how the organizational structure will lead to effective delivery of youth services. 
· Describe how the organization exemplifies IL values of peer support, consumer control, civil rights, integration, equal access, and advocacy.
· Describe how the organization attempts to reflects the ILC requirement that 51 percent of the organizations decision making staff must be people with disabilities.

[bookmark: _Toc485580668][bookmark: _Toc485580772][bookmark: _Toc485581020][bookmark: _Toc506981900][bookmark: _Toc506986977][bookmark: _Toc506990529][bookmark: _Toc506990636][bookmark: _Toc506990811][bookmark: _Toc506991162][bookmark: _Toc508794431]B.  Key Personnel (20 Points possible)
· Provide a resume or duty statement for all positions (both administrative and programmatic) which are integral to providing services to youth.
· List the experience and training for each staff currently in one of these relevant positions or the experience and training that will be required of staff to be hired in these relevant positions.
· Describe how the required duties, training, and experience of all relevant positions will result in effective program development and delivery of services to youth with disabilities.
· List the number of hours per month that each of the key positions will work on this grant project, if awarded.

[bookmark: _Toc485580669][bookmark: _Toc485580773][bookmark: _Toc485581021][bookmark: _Toc506981901][bookmark: _Toc506986978][bookmark: _Toc506990530][bookmark: _Toc506990637][bookmark: _Toc506990812][bookmark: _Toc506991163][bookmark: _Toc508794432]C. Core Service Delivery (25 Points possible)
· Describe how youth will be selected to receive services, where will the services be provided, how many youth will be served, and how these items were selected to maximize impact of services.
· Describe how the services will be provided (individually, in a group, both, etc.) and how this approach facilitates the success of youth.
· Describe the techniques, approaches, and methods to be used in performing and successfully providing the following services to youth participants:
· Mentoring and confidence building
· Life skills training
· Life and career assessment and planning
· Self-advocacy training
· Leadership development and personal development

[bookmark: _Toc506981902][bookmark: _Toc506986979][bookmark: _Toc506990531][bookmark: _Toc506990638][bookmark: _Toc506990813][bookmark: _Toc506991164][bookmark: _Toc508794433]D. Coordination of Services (15 Points possible)
· Describe how the organization will create dynamic relationships with other organizations, such as vocational rehabilitation programs, SELPAs, LEAs, and ILCs in the organization’s geographic area.
· Describe how the organization will collaborate with youth, YLF alumni, state agencies and community organizations serving youth.
· Describe how the organization will package and disseminate the best practices and youth service delivery models developed through this program to the broader ILC Network.

[bookmark: _Toc505930695][bookmark: _Toc506981903][bookmark: _Toc506986980][bookmark: _Toc506990532][bookmark: _Toc506990639][bookmark: _Toc506990814][bookmark: _Toc506991165][bookmark: _Toc508794434]E. Proposed Budget and Fiscal Planning (20 points possible)
· Provide an all agency budget that describes the organization’s existing revenues, revenue sources, and allocation of revenues.
· Describe the activities, processes, and procedures that the organization engages in to ensure ongoing financial solvency and safeguard against unforeseen financial hardships.
· Describe how the organization will maximize use of resources for program services and minimize unnecessary administrative costs.
· Provide a budget narrative line and item cost proposal worksheet that demonstrates how resources made available through this grant will be allocated.
· Describe how the organization will manage and track federal funds as outlined according to the required percentages; i.e. no more than 40% on State Leadership activities and no less than 60% funds on State Level activities.
· Applicant will include the following chart in their RFA response, showing a summary of the percent that will be directed towards the required activities. NOTE: This budget summary should not include the allocated SSR state leveraged funding of $xxxx per year and should only reflect the federal funds.
	Activity
	Percentage
	Allocated Budget Amount

	A. Training & Technical Assistance
	
	

	B. Public Awareness
	
	

	C. Coordination & Collaboration
	
	

	SUBTOTAL STATE LEADERSHIP:
	40%
	

	D. Device Loan
	
	

	E. Device Demonstration
	
	

	F. Reutilization
	
	

	G. Alternative Financing Program
	
	

	SUBTOTAL LEVEL:
	60%
	




[bookmark: _Toc475513012][bookmark: _Toc485581023][bookmark: _Toc506981904][bookmark: _Toc506986981][bookmark: _Toc506990533][bookmark: _Toc506990640][bookmark: _Toc506990815][bookmark: _Toc506991166][bookmark: _Toc508794435]X. PROPOSAL SUBMISSION REQUIREMENTS

Proposers must follow all proposal format instructions in providing all required information in an accessible format.

Submission of a complete Proposal requires timely DOR receipt of both printed and accessible electronic copies.

Proposals that do not contain all of the required elements, or those in which the printed copy and electronic copy content do not match, or do not comply with the given instructions or criteria for the RFA will be considered non-responsive and may be disqualified from the evaluation process.

[bookmark: _Toc475513013][bookmark: _Toc485581024][bookmark: _Toc506981905][bookmark: _Toc506986982][bookmark: _Toc506990534][bookmark: _Toc506990641][bookmark: _Toc506990816][bookmark: _Toc506991167][bookmark: _Toc508794436]XI. REQUIRED FORMAT FOR A PROPOSAL

Proposals must be in accessible formats. Further information on making documents accessible is available at the following website: California Department of Rehabilitation - Making Documents Accessible. http://www.dor.ca.gov/DisabilityAccessInfo/How-do-I-Construct-Accessible-Documents.html

This requirement applies to all elements submitted in printed and electronic formats. Elements submitted in a non-accessible format may be considered non-responsive, and disqualified from the evaluation.

To be considered for award, proposals must comply with the instructions and criteria given. Each proposal must contain one (1) original and four (4) complete printed copies of all items being submitted, as well as one (1) accessible Word compatible electronic version on a flash drive.

The proposal envelope must be plainly marked with the RFA number and title, your organization’s name, and the words “DO NOT OPEN,” as shown in the following format:

Department of Rehabilitation
RFA IL-XX-XXX
Youth Outreach Transition Grant
Your Organization’s Name
DO NOT OPEN

Mail or deliver proposals via U.S. Postal Service, United Parcel Service, Federal Express or personal delivery, to the following address:

Department of Rehabilitation
RFA IL-XX-XXX
Attention: Independent Living Section
XXXX
721 Capitol Mall, 4th floor
Sacramento, CalifornIa 95814
DO NOT OPEN

Proposals not submitted in a sealed envelope and marked as indicated will not be considered for contract award.

[bookmark: _Toc475513014][bookmark: _Toc485581025][bookmark: _Toc506981906][bookmark: _Toc506986983][bookmark: _Toc506990535][bookmark: _Toc506990642][bookmark: _Toc506990817][bookmark: _Toc506991168][bookmark: _Toc508794437]XII. SUBMISSION OF REQUIRED ELECTRONIC FLASH DRIVE COPY:

Electronic submissions must be made following the same schedule outlined for the hard copy proposal.

Flash drive must be included in the envelope with the hard copy proposal.

[bookmark: _Toc475513015][bookmark: _Toc485581026][bookmark: _Toc506981907][bookmark: _Toc506986984][bookmark: _Toc506990536][bookmark: _Toc506990643][bookmark: _Toc506990818][bookmark: _Toc506991169][bookmark: _Toc508794438]XIII. REVIEW PROCESS AND CRITERIA

[bookmark: _Toc485580675][bookmark: _Toc485580779][bookmark: _Toc485581027][bookmark: _Toc506981908][bookmark: _Toc506986985][bookmark: _Toc506990537][bookmark: _Toc506990644][bookmark: _Toc506990819][bookmark: _Toc506991170][bookmark: _Toc508794439]Phase 1 – Administrative Review

Proposals will be reviewed and evaluated for timeliness and completeness of RFA specifications. In this review stage, reviewers will compare the contents of each proposal to the Required Documents Checklist and ensure that the minimum qualifications are met. Proposals that do not contain all of the required items listed on the Required Documents Checklist may be considered non-responsive, and disqualified from the evaluation.

[bookmark: _Toc485580676][bookmark: _Toc485580780][bookmark: _Toc485581028][bookmark: _Toc506981909][bookmark: _Toc506986986][bookmark: _Toc506990538][bookmark: _Toc506990645][bookmark: _Toc506990820][bookmark: _Toc506991171][bookmark: _Toc508794440]Phase 2 – Evaluation Panel

The Evaluation Panel members are qualified employees of departments who have knowledge of or experience with services provided by youth transition programs in the State of California, or individuals from outside of state service who have “technical expertise” as current or former practitioners of the activities described in this RFA. The Evaluation Panel will review and score the proposals in accordance with the RFA scoring criteria. 

1. The DOR’s goal is to award one grant contract to ensure Youth Transition Services are available to youth in California through the IL Network. The DOR reserves the right to reject all proposals. The DOR is not required to award any contracts.
B. One (1) contract may be awarded to the highest scoring proposal.
C. Tiebreaker: In the event there is a tie, the Evaluation Panel will break the tie by awarding the grant to the application with the highest score in the most heavily weighted scoring category. If those scores are the same, the Evaluation Panel will break the tie by awarding the grant to the application with the highest score in the second most heavily weighted scoring category. If there is still no apparent winner, continue selecting the most heavily weighted scoring category to break the tie.

[bookmark: _Toc485580677][bookmark: _Toc485580781][bookmark: _Toc485581029][bookmark: _Toc506981910][bookmark: _Toc506986987][bookmark: _Toc506990539][bookmark: _Toc506990646][bookmark: _Toc506990821][bookmark: _Toc506991172][bookmark: _Toc508794441]Rating/Scoring 	Criteria Maximum Possible Points

Organizational Structure and Capacity	20

Key Personnel	20

Core Services                                                                      25

Coordination of Services                                                     15

Proposed Budget & Budget Narrative	20

Total Possible Points	100

[bookmark: _Toc475513016][bookmark: _Toc485581030][bookmark: _Toc506981911][bookmark: _Toc506986988][bookmark: _Toc506990540][bookmark: _Toc506990647][bookmark: _Toc506990822][bookmark: _Toc506991173][bookmark: _Toc508794442]XIV. AWARD AND PROTEST

1. Notice of the proposed award shall be posted in a public place in the document case in the lobby of the DOR, located at 721 Capitol Mall, Sacramento, California 95814, for five (5) working days prior to award of the grant.

1. If a bidder declines to accept an award, the DOR reserves the right to make an award to subsequent proposers per the evaluation process.
[bookmark: _Toc475513017]
[bookmark: _Toc485581031][bookmark: _Toc506981912][bookmark: _Toc506986989][bookmark: _Toc506990541][bookmark: _Toc506990648][bookmark: _Toc506990823][bookmark: _Toc506991174][bookmark: _Toc508794443]XV. APPEAL RIGHTS FOR A REVIEW

The California Code of Regulations, title 9, section 7334(d) provides appeal rights for awards. Applicants who are dissatisfied with a decision of the DOR relative to an application may request a review by the DOR Grant Review Committee. The request for review must be in writing and:
1. Clearly identify all issues in dispute;
1. Contain a full statement of the applicant’s position with respect to each issue; and
1. Contain pertinent facts and reasons in support of the applicant’s position.
The written request must be submitted to the DOR within 30 days of releasing the Notice of Intent to Award by email to: 

GrantappealCommittee@dor.ca.gov

The DOR Grant Review Committee reviews all such requests and is appointed by the Chief Deputy Director. The DOR Grant Review Committee shall consist of up to three (3) DOR employees or appointees, selected at the Chief Deputy Director’s discretion. The DOR Grant Review Committee shall review the request and notify the requesting party in writing of the decision within 30 days of receipt of the request. The decision of the Grant Review Committee is final. 

[bookmark: _Toc485581032][bookmark: _Toc506981913][bookmark: _Toc506986990][bookmark: _Toc506990542][bookmark: _Toc506990649][bookmark: _Toc506990824][bookmark: _Toc506991175][bookmark: _Toc508794444]XVI. DISPOSITION OF PROPOSALS

Upon proposal opening, all documents submitted in response to this RFP will become the property of the State of California, and will be regarded as public records under the California Public Records Act (Government Code section 6250 et seq.) and subject to review by the public.

Unsuccessful or disqualified proposal packages may be returned upon request and at the applicant's expense.

[bookmark: _Toc475513018][bookmark: _Toc485581033][bookmark: _Toc506981914][bookmark: _Toc506986991][bookmark: _Toc506990543][bookmark: _Toc506990650][bookmark: _Toc506990825][bookmark: _Toc506991176][bookmark: _Toc508794445]XVII. AGREEMENT EXECUTION AND PERFORMANCE

Performance shall start no later than 30 days, or on the express date set by DOR and the grantee, after all approvals have been obtained and the Grant Agreement is fully executed. Should the grantee fail to commence work at the agreed upon time, DOR, upon five (5) days written notice to the grantee, reserves the right to terminate the Agreement.

In addition, the grantee shall be liable to the State for the difference between Proposal price and the actual cost of performing work. All performance under the Agreement shall be completed on or before the termination date of the Agreement.

[bookmark: _Toc475513019][bookmark: _Toc485581034][bookmark: _Toc506981915][bookmark: _Toc506986992][bookmark: _Toc506990544][bookmark: _Toc506990651][bookmark: _Toc506990826][bookmark: _Toc506991177][bookmark: _Toc508794446]XVIII. ADDITIONAL REQUIREMENTS

Once grants have been awarded, grantees will be required to adhere to the following additional requirements: 

1. INSURANCE

1. Coverage Term – Coverage needs to be in force for the complete term of the Grant Agreement. If insurance expires during the term of the grant, a new certificate must be received by the State at least ten (10) days prior to the expiration of this insurance. Any new insurance must still comply with the original terms of the grant.

1. Policy Cancellation or Termination and Notice of Non-Renewal – Insurance policies shall contain a provision stating coverage will not be cancelled without 30 days prior written notice to the State. In the event Grantee fails to keep in effect at all times the specified insurance coverage, the State may, in addition to any other remedies it may have, terminate this Grant upon the occurrence of such event, subject to the provisions of this Grant.

1. Deductible – Grantee is responsible for any deductible or self-insured retention contained within their insurance program.

1. Primary Clause – Any required insurance contained in this grant shall be primary, and not excess or contributory, to any other insurance carried by the State.

1. Insurance Carrier Required Rating – All insurance companies must carry a rating acceptable to the Department of General Services Office of Risk and Insurance Management. If the Grantor is self-insured for a portion or all of its insurance, review of financial information including a letter of credit may be required.

1. Endorsements – Any required endorsements requested by the State must be physically attached to all requested certificates of insurance and not substituted by referring to such coverage on the certificate of insurance.

1. Inadequate Insurance – Inadequate or lack of insurance does not negate the grantee’s obligations under the grant. 

1. [bookmark: _Toc506981916][bookmark: _Toc506986993][bookmark: _Toc506990545][bookmark: _Toc506990652][bookmark: _Toc506990827][bookmark: _Toc506991178][bookmark: _Toc508794447]DEBARMENT, SUSPENSION, INELIGIBILITY AND VOLUNTARY EXCLUSION 

Federal and State agencies shall not award assistance to applicants that are debarred or suspended, or otherwise excluded from or ineligible for participation in Federal assistance programs under Executive Order 12549. By signing the Agreement, grantee certifies that neither it nor its principals or sub grantees are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any Federal department or agency. (Reference website: http://www.sam.gov).

1. [bookmark: _Toc475513021][bookmark: _Toc485580683][bookmark: _Toc485580787][bookmark: _Toc485581036][bookmark: _Toc506981917][bookmark: _Toc506986994][bookmark: _Toc506990546][bookmark: _Toc506990653][bookmark: _Toc506990828][bookmark: _Toc506991179][bookmark: _Toc508794448]PROHIBITION ON TAX DELINQUENCY

Any Agreement that a state agency enters into after July 1, 2012, is void if the grant is between a state agency and a grantee, or subcontractor,  whose name appears on either list of the 500 largest tax delinquencies pursuant to Section 7063 or 19195 of the Revenue and Taxation Code. (Public Contract Code section 10295.4). In accordance with Public Contract Code section 10295.4, agencies are required to cancel Agreements with entities that appear on either list. 

(Franchise Tax Board) https://www.ftb.ca.gov/aboutFTB/Delinquent_Taxpayers.shtml,
(Board of Equalization) http://www.boe.ca.gov/cgi-bin/deliq.cgi

1. [bookmark: _Toc475513022][bookmark: _Toc485580684][bookmark: _Toc485580788][bookmark: _Toc485581037][bookmark: _Toc506981918][bookmark: _Toc506986995][bookmark: _Toc506990547][bookmark: _Toc506990654][bookmark: _Toc506990829][bookmark: _Toc506991180][bookmark: _Toc508794449]RISK MANAGEMENT PLAN 

[bookmark: _Toc475513023]The Grantee’s Risk Management Plan will be attached and made a part of the Grant as Exhibit F.


















[bookmark: _Toc485581038][bookmark: _Toc506981919][bookmark: _Toc506986996][bookmark: _Toc506990548][bookmark: _Toc506990655][bookmark: _Toc506990830][bookmark: _Toc506991181][bookmark: _Toc508794450]ATTACHMENT 1
Proposal Organization and Required Document Checklist

A complete proposal package must consist of the items identified below. Complete this checklist to confirm the items are included in your proposal. Place a check mark or “X” next to each item that you are submitting to the State. For your proposal to be responsive, all required documents listed below must be returned with bid. This checklist must also be returned with your bid package.

Name/Description
_____	Required Attachment Check List (Attachment 1)

_____	Cover Sheet (Attachment 2) signed by authorized 					representative

_____	Proposal Narrative and/or Work Plan (maximum of 14 pages) 
		5 printed originals 
_____	Cost Application Worksheet with breakdown of funds toward 			state 	level and state leadership activities (60% state level; 40% 			state 	leadership)
_____	Statement of Assurances

_____	Articles of Incorporation

_____	Organization’s bylaws

_____	Proof of insurance coverage

_____	Statement of Financial Position (balance sheet) for the most recently completed fiscal year and bank statement from within the last 90 days.

_____	Risk Management Plan (Attachment 3)

_____	Two Letters of Reference

_____	Staff resumes or Duty Statements for key personnel or position identified who will provide RFA related duties during the grant period

_____	Non Profit Status Letter – Internal Revenue Service and California Franchise Tax Board (if applicable)

_____	Corporation – Proof of good standing and qualification to conduct business in the State of California

[bookmark: _Toc475513024]At the time of award each successful bidder will be required to submit a Payee Data Record (STD 204).































[bookmark: _Toc485581039][bookmark: _Toc506981920][bookmark: _Toc506986997][bookmark: _Toc506990549][bookmark: _Toc506990656][bookmark: _Toc506990831][bookmark: _Toc506991182][bookmark: _Toc508794451]	ATTACHMENT 2
Cover page sheet


1. Applicant (Organization): 
______________________________________________________
Address ____________________________________________________
City___________________ County ___________ ZIP Code ___________ 
Tax ID Number _______________________________ 

2. Project Director: 
Name ______________________________
Title ________________________________
Telephone __________________________ 

3. Grant Administrator: 
Name______________________________ 
Title_______________________________ 
Telephone ___________________________ 

4. Contact person for proposal, if different than Project Director: 
Name _____________________________ 
Title _______________________________ 
Telephone ___________________________ 

The applicant certifies that, to the best of his or her knowledge and belief, the data in this proposal are true and correct. 

Name of Authorized Official
Print _________________________ 
Signature _________________________________ Date _____________ 
[bookmark: _Toc475513026][bookmark: _Toc485581040]
[bookmark: _Toc506981921][bookmark: _Toc506986998][bookmark: _Toc506990550][bookmark: _Toc506990657][bookmark: _Toc506990832][bookmark: _Toc506991183][bookmark: _Toc508794452]ATTACHMENT 3

Risk Management Plan

The specific sections identified below of the bidder’s Risk Management Plan must be included in the proposal submission. All proposers will be required to submit their entire Risk Management Plan.

For each of the elements listed below provide the applicable portion(s) of the Risk Management Plan that contains the information required for the element. 

4.1	Education and Training of Staff
Identify the section(s) and pages(s) of the Risk Management Plan that contains the details on how staff will be trained on topics, such as protecting students from abuse and recognizing, responding to, and reporting abuse.

4.2	Policies and Procedures 
Attach the portion(s) of the Risk Management Plan that contain the policies and procedures that ensure:  
•	Check in and checkout procedures (parents, conservators, and 	guardians authorized to pick up students, restrictions on 	unauthorized 	persons)
•	Supervision and services are provided with a minimum of two 	staff 	present
•	Prohibition of one-on-one contact
•	First Aid Plan
•	Transportation Plans
•	Allowable modes of transportation
•	Standards for vehicles, drivers, training, passenger safety, and 	checklists
•	Insurance coverage to ensure the health, safety, and protection 	during transport for consumers
•	Respect of privacy participants, staff, and volunteers
•	Collection and security of health, medical, and emergency 	information
•	Student confidentiality
•	Medications and administration of medications during program 	hours
•	Emergencies
•	Medical, fire, evacuation, intruder, earthquake, extreme weather, emergency transportation notification to parents or legal guardians
•	How policies and procedures are communicated to workers who may not read or speak English
•	Media inquiries
•	Program transparency, including communicating with parents, conservators and guardians who may not read or speak English.

4.3	Reporting System
Attach the portion(s) of the Risk Management Plan that contains the reporting systems and training, including reporting incidents within organization and to DOR and to authorities pursuant to mandated reporting laws. 

4.4	Background Check and Fingerprinting
Attach the portion(s) of the Risk Management Plan that contain details on how the bidder evaluates the results of the background checks of employees, interns, contractors, volunteers or others who will provide services or have a supervisory responsibilities over youth participants under this Agreement.

4.5	Employment of Individuals with Criminal Histories
Attach the portion(s) of the Risk Management Plan that contain details on the following:
a)	Description of how the bidder will not either directly employ, on a contract, or volunteer basis any adult or juvenile person for a teaching or mentoring position if he or she has ever been convicted of any of the following felony offenses (the contractor is to use the background information from DOJ and FBI to make these determinations):
•	Any crime specified in Penal Code section 290 which generally includes offenses of a sexual nature such as rape, sodomy, child molestation and indecent exposure, and attempts to commit such crimes;
•	Murder
•	Battery
•	Sexual battery
•	Elder or Dependent Adult abuse
•	Mayhem
•	Kidnapping
•	Assault with a deadly weapon or with force by means to produce great bodily injury
•	Child abuse
•	Poisoning or adulterating food, drink, medicine, pharmaceutical 	products; or water supplies
•	Spousal rape
•	Intercourse based on fraudulent representation to create fear
•	Robbery

b)	Details of how the bidder will ensure that they shall not employ, 	contract, or utilize as volunteers:
•	Individuals with Criminal Histories on supervised parole or active probation, or Post Release Community Supervision; 
•	Individuals with Criminal Histories at any time if they are required to 	register as a sex offender pursuant to Penal Code section 290 or if 	such ex-offender has an offense history involving a “violent felony” as defined in subparagraph (c) of Penal Code section 667.5

c)	Details of the applicant’s background evaluation process and criteria for all potential employees, interns, contractors, volunteers, or peer mentors including, but not limited to, criminal offense record information. 

d)	Details about individuals with criminal histories whose assigned 	duties are to involve administrative or policy decision-making; 	accounting, procurement, cashiering, auditing, or any other business-	related administrative function shall be fully bonded to cover any 	potential loss to DOR and the State of California.

4.6	Notification of Personnel Changes
	Attach the portion(s) of the Risk Management Plan that contain the 	details of the applicant’s procedures to notify DOR, in writing, of 	changes of any personnel hired for the purpose of providing services 	within three (3) business days. Job descriptions shall be included for 	positions not yet staffed.

4.7	Health and Safety Responsibilities
	Attach the portion(s) of the Risk Management Plan that contain 	details on how the bidder will ensure the health and safety and 	protection of all Program participants to be served. 

4.8	Weapons
Attach the portion(s) of the Risk Management Plan that contains the details on how the applicant will ensure program participants, interns, volunteers, employees and contractors will not carry any weapons on site(s) where youth program is provided (including any fieldtrips) and will assume sole responsibility for any acts of its employees, interns, volunteers and contractors while providing DOR services.


























[bookmark: _Toc508794453][bookmark: _Toc485581018][bookmark: _Toc475513011]Appendix C: Scoring Sample

	IX. WORK PLAN: 100 POINTS POSSIBLE

All grant applications must contain a Work Plan that addresses how the applicant organization will carry forth this RFA per the areas outlined below. 

The work plan must address the following areas described:

[bookmark: _Toc485580667][bookmark: _Toc485580771][bookmark: _Toc485581019]A. Core Service Delivery (40 Points possible)
· Describe how youth will be selected to receive services, where will the services be provided, how many youth will be served, and how these items were selected to maximize impact of services.
· Describe how the services will be provided (individually, in a group, both, etc.) and how this approach facilitates the success of youth.

B. Delivery Method (20 Points possible)
Describe the techniques, approaches, and methods to be used in performing and successfully providing the following services to youth participants:
· Mentoring and confidence building
· Life skills training
· Life and career assessment and planning
· Self-advocacy training
· Leadership development and personal development

       C. Expected Outcomes (20 Points possible)
· Describe how the delivery method will drive the number of consumers served.
· Describe how your agency will report the outcomes to DOR.
		
D. Budget and Narrative(15 points)
· Using the budget spreadsheet provided, list the job title and salary for each position that will provide services under this contract. Also include additional items that will be paid for with contract funds, such as, training material, travel (if allowed).
· Each line item on the spreadsheet must be accompanied by a brief narrative. For example, describe the services that each job title will provide under the contract. 

[bookmark: _Toc485580670][bookmark: _Toc485580774][bookmark: _Toc485581022]E. Key Personnel (5 Points possible)
· Provide a resume or duty statement for all positions (both administrative and programmatic) which are integral to providing services to youth.




[bookmark: _Toc508794454]Appendix D: Sample Scoring Benchmarks and Instructions
1. [bookmark: _Toc508794455]Benchmark Narratives for RFA Application Scoring


Generic Descriptions for: Well Qualified, Qualified, Not Qualified	

Not Qualified:

A Not Qualified narrative is a weak and insufficient response. The facts or details may be inaccurate; too few of the category criteria(s) are addressed, or so vague that the response does not adequately address the question. The narrative is so sparse on relevant details that it shows either an insufficient understanding or experience, or an insufficient plan to accomplish the task. Therefore the narrator would be seen as unable or unsuccessful and below the level of knowledge, understanding, or experience required for the topic. 

Qualified:

A Qualified narrative is satisfactory and addresses many of the category criteria(s). It provides enough information that the narrator demonstrates understanding of the issue and has a basic and acceptable ability or plan to address the goals and outcome of the program. Following the proposed plans and actions in this narrative would lead to a reasonable and acceptable response. Overall, this response is basic, correct, and addresses the criteria, even if not as thoroughly or in as much detail as a Well Qualified response.  

Well Qualified:

A Well Qualified narrative is strong, well formulated and is a really good or excellent response. The information presented is thorough, detailed and it shows an advanced or mature understanding of the listed category criteria(s). This level of knowledge and ability suggests the narrator has thought through each topic and provided a comprehensive and well thought-out plan. The narrative demonstrates extensive experience or understanding, and it is usually systematic and sequential. It addresses all of the category criteria(s) and addresses each topic and gives you confidence that the applicant is well qualified to function in this area of knowledge or ability. 

[bookmark: _Toc508794456]Instructions for Using the Benchmarks for Scoring Narratives

a. The evaluator must review and ensure the narrator understands the questions and evaluation criteria outlined for the RFA. If the evaluator is unclear, please consult the assigned program technical expert for the RFA.

b. Once the evaluator has read and understood the question, focus on the Benchmarks. For each question there are three categories or quality levels of responses: the response is failing (not qualified), it is satisfactory (qualified), or it is excellent (well qualified). Every applicant response must fall into one of the three categories: The specific definition of each of those categories in the RFA the evaluator is reviewing is called the “Benchmark Narrative” and is found in the document of the same title. 

c. Before reading the application narrative and scoring a question, each of the three Benchmark paragraphs should be read to have a clear understanding of what will define and describe a response at each of the three levels.

d. The evaluator must decide, for every response, how “strong” the response was within its Benchmark level. Was it at the bottom of that Benchmark, in the middle, or at the top level of the Benchmark when compared to other applications?  The evaluator should ask themselves those questions, and use the content of the applicant narrative to determine  awarding of points that match the benchmarks (e.g. Well Qualified, Qualified, or Not Qualified). For example, if the response was Qualified (passing), was it “just barely passing” or was it a stronger response?




[bookmark: _Toc508794457]Benchmark Scoring

Evaluators will use a 5-point Likert scale to score the narrative responses. 0 is the lowest value and 5 is the highest value. The evaluators are guided by a benchmark for each category that explains a well-qualified response, a somewhat qualified response, and an unqualified response. 

	Raw score
	Benchmark range

	5 point scale
	

	0-1
	Unqualified

	2-3
	Qualified

	4-5
	Well-qualified


	#
	Response
	Sample Weights
	Possible score
	Possible total per element

	1
	Organizational Structure and Capacity
	5
	5
	25

	2
	Key Personnel
	7
	5
	35

	3
	Core Services
	4
	5
	20

	4
	Coordination of Services
	4
	5
	20

	Total possible Score
	100







[bookmark: _Toc508794458]Benchmarks

A. Organizational Structure and Capacity

Well Qualified (4-5)
· Fully addresses all elements under this category in the RFA
· Clearly describes the organization’s capacity to effectively develop a youth service models and share the model with statewide partners
· Clearly describes the organization’s ability to train, coach, and support other ILCs to provide these services once established.
· Clearly describes the organizational structure which will lead to effective delivery of youth services.
· Clearly describes how the organization’s structure reflects IL values and IL requirements of consumer control
· There are no administrative screening comments regarding documents from the application package and no negative information from the documents provided.

Somewhat Qualified (2-3)
· Addresses at least three elements 
· Describes the organization’s ability to develop and share youth service models with statewide partners
· Describes the organization’s ability to train, coach, and support other ILCs to provide these services once established.
· Describes the organizational structure which will lead to effective delivery of youth services.
· There may be administrative screening comments regarding documents from the application package; however the comments do not describe a significant impediment for the applicant to do business or provide the services described in the application.

Not Qualified (0-1)
· Addresses less than three elements.
· Fails to describe the organization’s ability to share youth service models with statewide partners
· Fails to describe the organization’s ability to train, coach, and support other ILCs to provide these services once established.
· Fails to describe the organizational structure which will lead to effective delivery of youth services.
· There may be administrative screening comments regarding documents from the application package, or the documents contain information demonstrating that the applicant is unable to do business in the State of California or provide the services described in the application.

B. Key Personnel

Well Qualified (4-5)
· Fully addresses all elements under this category in the RFA
· For all staff supporting services to youth, complete resumes or duty statements are provided.
· Clearly describes the experience and training for each staff supporting the activities to be carried out in this grant.
· Clearly describes how the required duties, training, and experience for each relevant staff will result in effective program development and delivery of services to youth with disabilities.
· For staff providing services to youth, an estimate of the number of hours each identified staff will work on the grant is listed.
· There are no administrative screening comments regarding the documents provided.

Somewhat Qualified (2-3)
· For staff supporting services to youth, resumes or duty statements are provided, although less detailed, shorter in length, or abbreviated.
· Generally less clarity and fewer details about the experience and training for each staff supporting the activities to be carried out in this grant.
· Provides a general, less specific, description of how the required duties, training, and experience for each relevant staff will result in effective program development and delivery of services to youth with disabilities.
· For staff providing services to youth, relevant experience and training is listed, but might be less qualified by college degrees or experience than those in the well-qualified response.
· There are minimal administrative screening comments regarding lack of details but there is sufficient information to conclude that key personnel are adequate for the assigned responsibilities.

Not Qualified (0-1)
· Minimum qualifications or duty statements are missing or insufficient.
· Staff training and/or qualifications are not detailed.
· Narrative fails to provide evidence to show the organization’s personnel are qualified or how their time will be used.
· Negative administrative comments call attention to inadequate documentation.

C. Core Services

Well Qualified (4-5)
· Fully addresses all elements under this category in the RFA
· Clearly describes an efficient plan that provides all youth services identified in the applicant’s proposal
· Clearly explains the strategies (how youth will be selected to receive services, where will the services be provided, how many youth will be served) by which resources are leveraged to maximize impact of services.
· Clearly describes how participant’s needs are addressed by the service delivery model.
· Clearly describes techniques, approaches, and methods used in providing mentoring, life skills training, confidence building, life and career assessment and planning, leadership, self advocacy training, and personal development services.
· Clearly addresses the SPIL priorities of services to the following identified underserved populations: Individuals with hearing, cognitive, and visual disabilities; Asian-Americans and Latinos; Members of the LGBTQI community; Speakers of Tagalog and Armenian services to inland areas of the state, or where the region served has a higher share of individuals with disabilities living in poverty.
· There are no administrative screening comments regarding the documents provided.

Somewhat Qualified (2-3)
· The response does not include as much detail as a well-qualified response, but provides a general description of a plan that provides the youth services identified in the applicant’s proposal.
· Does not fully or clearly address all of the strategies (how youth will be selected to receive services, where will the services be provided, how many youth will be served) by which resources are leveraged to maximize impact of services.
· Does not include as much detail as a well qualified response regarding the description of how participant’s needs are addressed by the service delivery model.
· Does address all of the items regarding the description of the techniques, approaches, and methods used in providing mentoring, life skills training, confidence building, life and career assessment and planning, leadership development, self advocacy training, and personal development services.
· Addresses, but may be lacking in detail or specificity,  the SPIL priorities of services to the following identified underserved populations: Individuals with hearing, cognitive, and visual disabilities; Asian-Americans and Latinos; Members of the LGBTQI community; Speakers of Tagalog and Armenian services to inland areas of the state, or where the region served has a higher share of individuals with disabilities living in poverty.
· There are no administrative screening comments regarding the documents provided.
.

Not Qualified (0-1)
· Does not include a description of a plan that provides all youth services identified in the applicant’s proposal.
· Does not address the methods by which resources are leveraged to maximize impact of services.
· Does not include describe the techniques, approaches, and methods used in providing mentoring, life skills training, confidence building, life and career assessment and planning, leadership development, self advocacy training, and personal development services.
· Does not address, or only briefly mentions, the SPIL priorities of services to the following identified underserved populations: Individuals with hearing, cognitive, and visual disabilities; Asian-Americans and Latinos; Members of the LGBTQI community; Speakers of Tagalog and Armenian services to inland areas of the state, or where the region served has a higher share of individuals with disabilities living in poverty
· Negative administrative comments call attention to inadequate documentation.

D. Coordination of Services
Well Qualified (4-5)
· Fully addresses all elements under this category in the RFA
· Clearly describes steps to be taken by the organization to create dynamic relationships with youth services organizations in their community.
· Identifies which youth services organizations will be partners and how these partnerships will support the activities to be carried out in this RFA
· Clearly describes specific strategies to be used by the organization to package and disseminate the best practices and youth service delivery models developed through this program to the broader ILC Network.
· There are no administrative screening comments regarding the documents provided.

Somewhat Qualified (2-3)
· The response addresses at least two elements.
· Generally describes steps to be taken by the organization to create dynamic relationships with youth services organizations in their community.
· Response may not specifically identify which youth services organizations will be partners.
· Generally describes how the organization will package and disseminate the best practices and youth service delivery models developed through this program to the broader ILC Network.

Not Qualified (0-1)
· No answer to the question, or addresses less than two elements.
· The description of steps to be taken by the organization to create dynamic relationships with youth services organizations in their community is vague or missing.
· The description of how the organization will package and disseminate the best practices and youth service delivery models developed through this program to the broader ILC Network is vague or missing.
· Negative administrative comments call attention to inadequate documentation.


[bookmark: _Toc508794459]Appendix E: Sample Certification Form



[RFA Number and Title]

Name of Potential Evaluator:
Occupation/Title:
Organization/Place of Employment:
Work Address:
Phone Number: 
Fax Number:
Email: 

By assisting in the evaluation of applications for [RFA], I understand that I am assuming a personal responsibility to maintain the confidentiality and impartiality of the review process. 

CONFLICT OF INTEREST
I certify that I have no personal or financial interest and no present or past relationship to any applicant which would be incompatible with my participation in any activity related to the planning or grant solicitation processes for [RFA]. For the duration of my involvement in or as a direct result of my involvement in this RFA, I agree not to accept any gift, benefit, gratuity or consideration, or begin a personal or financial interest in a party who is applying, or associated with an applicant, for this RFA.

CONFIDENTIALITY
To protect the confidentiality of [RFA], I agree to comply with the following confidentiality standards: 
1. I will not reveal that I have been contacted to participate in the evaluation process to anyone outside of the Department of Rehabilitation (Department), beyond obtaining the necessary clearances for the working time involved. 
2. I will not discuss the details of my participation in the grant evaluation process to anyone outside of the Department.
3. I will not discuss any aspect of this grant evaluation with anyone except the [Program] staff and the other evaluation panel members.
4. I will not keep any evaluation materials or notes in my personal possession without approval from the [Program] staff. 
5. When the review is over, I will not reveal that I participated in the grant review.

I certify that I will keep confidential and secure and will not copy, give, or otherwise disclose to any party outside of the empaneled evaluators and Department of Rehabilitation staff, all information concerning the planning, processes, development, or procedures of the RFA which I learn in the course of my duties on the RFA evaluation panel. I understand that the information to be kept confidential includes, but is not limited to, unpublished evaluation criteria, administrative requirements, concepts and discussions, and written or electronic materials. I understand that if I leave this process before it ends, I must still keep all RFA information confidential. I agree to follow any instructions provided by [Program] relating to the confidentiality of [RFA] information.

I fully understand that any unauthorized disclosure I make may be a basis for civil or criminal penalties and/or disciplinary action (including dismissal for State employees). I understand that confidentiality is critical to the evaluation process. I understand that the evaluation process or the RFA may be canceled if information critical to the process or outcome is disclosed. I understand that I may be dismissed as an evaluator if information critical to the process or outcome is disclosed. I understand that DOR may cancel the RFA or the evaluation process at its discretion.

I agree to advise [Program staff] immediately in the event that I either learn or have reason to believe that any person who has access to RFA confidential information has or intends to disclose that information in violation of this agreement.

I understand that a violation of any of the above confidentiality and conflict of interest standards may result in cancelation of scores and my dismissal from the evaluation panel.
			

Signature:
Date:



[bookmark: _Toc508794460]Appendix F: RFA Process


Step One: 
Request to initiate RFA to award grant contracts with FMB, Office of Legal Affairs, Executive Mgmt.

Step Two:
Program Staff, with C&PS support, works with community partners to identify challenges, best practices, desired nature, goals and results of grant services and process changes to grant selection and administration.

Step Three:
Program Deputy Director and Program Management  Mgmt./Program establish program goals and/or changes with stakeholder input.

Step Four:
Using Grant Solicitation Manual Policy, Process and Templates Program Staff prepares draft RFA and forwards to the C&PS for review.


Step Five:
C&PS Reviews draft RFA and updates for current contract requirements.

Step Six:
Office of Legal Affairs  reviews draft RFA.

Step Seven:
Program Deputy Reviews and Approves RFA for Release?
If yes, proceed to Step Nine.
If no, return to Step Four.

Step Eight:
Grant Evaluation Panel Recruitment is initiated.

Step Nine:
	The RFA is released, the Bidder’s conference is held, and all 	questions are answered, etc

Step Ten:
	Grant Evaluation Panel is Selected.

Step Eleven:
Applications are received, reviewed for eligibility by the Administrative 	and Technical Review team and scored by the Evaluation Panel.

Step Twelve: 
	Evaluators review proposals and scores. The scores are reviewed by 	the final scores are summarized and reviewed by Technical review 	team to determine any potential discrepancies of the evaluators 	scoring.

Step Thirteen:
	The list of proposed grant awards and final scores is submitted to the 	Program Deputy Director for review and approval. The Directorate is 	notified of the outcome before posting the Intent to Award.

Step Fourteen:	
The Notice of Intent to Award is released and the 30 day protest 	period is observed.

Step Fifteen:
All protests and appeals are resolved.

Step Sixteen:  
	Proposed Grantees are notified of the grant award selection and 	amount awarded to start process to initiate the grant agreement.

Step Seventeen:
The grant agreements are completed by the Grant Program
using the program grant template and approved grant provisions.

Step Eighteen:  
	Grantee Awardees verification of federal and tax debarment is re-	verified. Grants are sent to the grant awardees for final signature.

Step Nineteen:
	Grants are submitted to the Chief of C&PS for 	review and Signature then submitted to Accounting for encumbrances purposes.

Step Twenty:
	Grants are executed and sent to grant awardees.
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