Thomas P. Miller and Associates
Serving as Independent Procurement Entity For:

Serving Montgomery County, Maryland

WORKFORCE RECOVERY NETWORK 2.0
REQUEST FOR PROPOSAL
Release Date: September 2, 2022
Proposals Due: October 3, 2022 at 12:00 pm ET
Contract Period: January 1, 2023 – December 31, 2023*
*A six-month extension of January 1, 2024 – June 30, 2024 may be possible based on performance.
WorkSource Montgomery (WSM), its programs and contract service providers are Equal Opportunity
employers/programs. Auxiliary aids and services are available upon request to individuals with disabilities.
Programs and initiatives offered by WSM are supported in part by Montgomery County and the American Recovery
Plan Act.
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Section I: Program Description & Background
1. The American Rescue Plan Act
The Workforce Recovery Network (WRN) RFP is supported in part by the Federal American Recovery Plan
Act (ARPA) as well as funding from Montgomery County. WorkSource Montgomery (WSM) received
funding from the Career Advancement Program (CAP) through Montgomery County and the Montgomery
County Economic Development Corporation.
As part of the American Rescue Plan Act (ARPA), the Department of the Treasury directed $3.7 billion in
federal aid to Maryland for the State Fiscal Relief Fund. Governor Larry Hogan and legislative leaders
agreed to a bipartisan funding agreement that outlined how the State’s ARPA funding would be invested
to help Maryland recover from the public health crisis. Efforts are being made to ensure that the funding
is going directly to the people, the businesses, and programs where it will provide positive impact
including efforts to improve public health, address negative economic impacts, and enhance services to
those communities hit most disproportionately by the pandemic. In regard to workforce development,
examples include expansion of apprenticeship and employment training programs, business support
programs, and other programs and supports to assist those negatively impacted by the pandemic.

2. WorkSource Montgomery
WorkSource Montgomery (WSM) focuses on linking local and regional economic development and
workforce efforts in Montgomery County, Maryland. WSM develops a deep understanding of target and
emerging industry demands, creating sustainable workforce solutions that are tailored to the region. This
increases the ability of individuals to compete for higher-quality jobs and employers to compete within
the marketplace.
Vision:
•

Economic development, education, and the system of talent development are aligned locally and
regionally to sustain a vibrant economy in Montgomery County.

Mission:
•
•
•

To meet the talent attraction, development, and retention needs of strategic industries.
To meet the needs of the underemployed and unemployed.
To develop career pathways that lead to sustainable wage jobs and support a thriving mission.

WorkSource Montgomery’s Roles:
•
•
•
•

We catalyze change in the community to build an effective workforce development system.
We are a community facilitator and convener to identify issues and act collectively with partners
to address them.
We act as an intermediary/broker between the supply and demand sides of the workforce system
about current and future skill needs to ensure mutually beneficial relationships and outcomes.
We advocate addressing workforce development issues at the local, state, and national levels.
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3. Thomas P. Miller & Associates, LLC
Thomas P. Miller & Associates (TPMA) has been contracted by WSM to lead the procurement process for
scoring and selecting providers to award. TPMA is a full-service consulting firm based in Indianapolis,
Indiana with over 30 years of experience in workforce development activities, including helping workforce
boards in third party procurements. Through analysis, alignment, and action, TPMA applies our mission
statement of empowering organizations and communities through strategic partnerships and informed
solutions that create positive, sustainable change to every project assigned. For more information of
TPMA’s experience and expertise, please visit us at http://www.tpma-inc.com.
As the contracted entity to lead this procurement process, TPMA serves as a separate and independent
outside entity to conduct the procurement process. TPMA will review all complete, submitted proposals
and evaluate them on a scale coordinated and agreed upon by the WSM. Based on its evaluation, TPMA
will submit its selections and recommendations, along with a description of the selection process and
scoring justification, to the Board for approval.

4. RFP Overview
The intent of the Workforce Recovery Network funding is to support organizations serving Montgomery
County residents that have been negatively impacted by the pandemic. The US Department of the
Treasury presumes the following households and communities are impacted by the pandemic: low or
moderate income; experiencing unemployment; increased food or housing insecurity; or those that
qualify for the Children’s Health Insurance Program (CHIPS), childcare subsidies through the Child Care
Development Fund (CCDF) Program, or Medicaid. For additional information, organizations may refer to
the US Treasury Final Rule: https://home.treasury.gov/system/files/136/SLFRF-Final-Rule.pdf
WSM has $1,000,000 ($1 Million) available for year 1 and anticipates ten awards of $100,000 each.
Requests over $100,000 will not be reviewed and scored.
WSM is seeking proposals that are innovative and creative. Funding requests could include expansion of
traditional services such as recruitment, assessment, case management, training, subsidized employment
placements, internships, and supportive services. However, WSM’s funding for this initiative is designed
to be flexible and encourage new ways of offering programs and serving individuals in the county. Funds
cannot be used for capital improvement or to purchase real estate or large equipment. Programming
should fill in gaps brought to light by the pandemic, address issues magnified as a result of the pandemic,
and/or expand innovative ideas piloted during the pandemic. While WSM is seeking to fund new creative
and innovative projects with this funding opportunity, applications to expand or continue existing and
successful programs or models are eligible for submission.
Examples of innovative Workforce Recovery Network projects could include, but are not limited to:
•
•

A local program providing entrepreneurial and culinary training and assistance to help
undocumented residents establish a legitimate, tax-paying small business.
A digital equity initiative that provides technology infrastructure through micro-grants for
program participants who have demonstrated a need for broadband connection to support
remote job search, remote education access, or remote work. Digital literacy skills attainment
training programs to support e-commerce opportunities, virtual services and career exploration.
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•

•
•

•
•

Pre-apprenticeship and apprenticeship programs in high-demand industries to get individuals
exposure and entry into high-wage career pathways with work-based learning and earn-and-learn
opportunities.
Education and training programs that include support for stackable credentials.
Investment in social enterprise models to address a key community need such as childcare,
transportation, food insecurity, housing, etc. that, if implemented successfully, would lead to
proof-of-concept and provide opportunities to scale with additional investments from other
funding sources. The models should include training and clearly define benefit to the participant.
Initiatives related to entrepreneurship to support individuals with entrepreneurial endeavors
through coaching, education, and support.
Virtual reality learning and training models to reach underserved populations.

The selected partners will be required to provide monthly metric reports utilizing WSM’s data system,
WSM Prime1 and quarterly narrative reports to WorkSource Montgomery. The quarterly narrative
reports will inform the Board and staff of recent activities, events, successes, obstacles or challenges,
and plans for the upcoming quarter. Criteria used to demonstrate performance may include, but is not
limited to, total number of participants served; enrollments in education, training, pre-apprenticeship,
or apprenticeship programs; employment placements; earnings; credential attainment; and supportive
services rendered. In order to gather data on wider positive impact of the programming, WSM may
require additional metrics. During the contracting process, WSM will work with the recipient
organizations to identify appropriate performance measures based on funded programming.

5. Target Populations
Programs should be focused on strategic workforce initiatives that assist Montgomery County residents
who have experienced hardship due to the pandemic.
In addition to serving individuals negatively impacted by the pandemic the programs may also serve
individuals who:
•
•
•
•
•
•
•
•
•
•
•

are immigrants, refugees, or asylees
are Opportunity Youth
operate small or minority-run businesses
are low-income
have criminal backgrounds
have disabilities
are experiencing homelessness
are veterans
are English language learners
have barriers to employment, or
are undocumented residents*

1

WSM will provide access to WSM Prime at no cost to the successful bidders. WSM will also provide training and
technical assistance on using the system.
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*Local funds will be used for programs servicing undocumented populations. Programs serving
undocumented residents must include services and outcomes related to entrepreneurial skill
development and establishment of an Individual Taxpayer Identification Number (ITIN).
Programs and services targeting individuals in Montgomery County’s high poverty rate census tracks as
well as the communities near the pending Purple Metro Line are encouraged.2 Additionally, programs
that provide services for small and minority-owned businesses are eligible for this funding opportunity.

6. Eligible Applicants
Eligible applicants include entities or consortiums of entities based in Montgomery County as well as those
based in neighboring communities but with a clear history of effective service delivery within Montgomery
County. Neighborhood-level non-profits, community-based organizations, faith-based organizations,
workforce intermediaries, or training providers are eligible to apply. Both for-profit and non-profit entities
are eligible to apply. Non-profit organizations must provide an IRS Tax Exempt Verification letter.
Applicants must provide proof of good standing with the State of Maryland. All eligible applicants must
be registered in the System for Award Management Exclusions (SAM Exclusions) system maintained by
the General Services Administration (GSA)3.
Additionally, all applicants must provide proof of insurance, including:
•
•
•
•
•

General liability $1,000,000 occurrence
Hired/non-owned auto $1,000,000
Workers compensation $100,000
Additional insurance on general liability and commercial automobile liability: MCWDB and
WorkSource Montgomery
Waiver of subrogation

Upon award, successful bidders will be granted a five-day period to acquire any additional proof of
insurance required for the proposed program.
Applications that do not include all required documents will not be reviewed or scored. Successful
applicant organizations from Round 1 of WRN funding are eligible to apply for this RFP, however only new
or additional programs will be considered eligible.
The applicant must be able to demonstrate relevant previous experience, staffing capacity, and the
commitment to successfully implement or expand a program or initiative. WSM recognizes that smaller
organizations may not have the capacity to manage large, federally-funded contracts but have distinct
expertise working with job seekers facing significant barriers. In this circumstance, WSM will be available
to provide coaching and technical assistance to ensure successful grant management and execution.
All applicants must disclose any potential conflicts of interest arising from their relationships with training
or other service providers. In addition, all applicants must ensure that they do not and will not establish
practices that create disincentives to providing services to individuals with barriers to employment that
may require longer-term services, such as intensive employment, training, and education services.
2
3

See Attachment E for map of high poverty census tracts in Montgomery County.
For more information on registering, including a registration checklist, please see: https://sam.gov.

6 | Page

Further, WSM will declare entities ineligible if they are presently debarred, suspended, proposed for
debarment, declared ineligible or voluntarily excluded from participation in this transaction by any State
or Federal department or agency. Respondents must disclose any legal judgments, claims, arbitration
proceedings, lawsuits or other legal proceedings pending or outstanding (unresolved) against the
organization, its owners, officers, or principals. Respondents must comply with Section 504 of the
Rehabilitation Act of 1973, the Federal Drug-Free Workplace Act of 1988, and the Americans with
Disabilities Act to be eligible.

7. Project Timeline & Funding
The table below provides a timeline of activities for this procurement. In the event dates are changed,
TPMA will provide notice through the procurement portal: https://www.tpma-inc.com/procurementworksource-montgomery/.
Activity
RFP Release
Deadline for Bidder Questions
Response to Bidder Questions Posted
Letter of Intent Deadline
Proposal Deadline (email submission only)
Oral Presentation Invites (see Section 3)
Notification to All Bidders
Contract Begin Date

Date
09/02/2022
09/12/2022 by 4:00 pm ET
09/16/2022
09/23/2022
10/03/2022 by 12:00 pm ET
11/14/2022
12/07/2022
01/02/2023

WorkSource Montgomery will notify contract awards to the successful respondents effective no later than
December 7, 2022. The contract amount for the 12 months shall not exceed $100,000.
●
●
●

●

●

●

Subject to performance and fund availability, the selected contractor(s) may be eligible for up to
one (1), 6-month extension with an updated budget subject to WSM approval.
Budget line items require detailed explanation.
All funding of this RFP is contingent upon WSM fund availability and may change based on
increases/decreases in federal, state, or local allocations, de-obligation of funds, new initiatives,
and decisions of WSM.
For the awarded contract, the submitted proposal, with any negotiations, will become part of the
official contract file. Any commitments made in the proposal will be part of the contract and will
be binding on the contractor.
The contract will be awarded as a line-item cost reimbursement. No expenses are reimbursable
until a contract or letter of authorization has been issued to incur costs as of a specific date.
Grantees will submit invoices monthly. Provided all required documentation is in order, vendors
can expect payment within 30 days thereafter. Examples of supporting documentation for payroll
may include payroll registers, receipts, and bill summaries that detail components reflecting costs
used on the project.
Up to ten percent of the requested funds may be utilized for administrative costs. Administrative
costs are those that are not related to the direct provision of services to participants and
employers. These costs can relate to either personnel or non-personnel. Examples may include
but are not limited to costs associated with systems and functions related to accounting, financial,
property management, personnel management, payroll, and monitoring.
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●

●

●

●

●

Upon request, up to ten percent of the approved budget is available as an advance, to applicants
to cover initial expenses directly related to the awarded project. Awardees seeking this funding
advance must request the funds during contracting with WSM.
No matching funds are required for consideration. However, applicants are welcome to include
information about additional funds that are leveraged to support the proposed programs and
services.
WSM recognizes that some personal technology resources may be needed to achieve program
goals. Durable equipment costing more than $5,000 or other large capital investments will not be
approved for funding.
The issuance of this solicitation in no way commits WSM to pay any cost for the preparation and
submission of a proposal. The Bidder assumes all costs of preparation of the proposal and any
presentation necessary for the proposal process.
WSM may elect to reject all proposals if scope of work is not adequately addressed, fund request
is not appropriate for scope of services, or for other reasons deemed appropriate by WSM.

Section 2: Scope of Work
I. Statement of Need (10 points)
1. Clearly identify the problem you are trying to solve, or the need you are attempting to meet.
Include quantitative data to tell your story.
2. Briefly describe your proposed programming and solution and how it will address the statement
of need including the positive impact you will have on the community and pandemic impacted,
Montgomery County residents.

II. Organizational Experience & Capacity (15 points)
1. Describe your organization’s mission, goals, activities, accomplishments, and expertise. Identify
the number of years that your organization has been in business under the present name, as well
as related prior business names.
2. Describe the organization’s experience and success in delivering services in similar programs
and/or to similar populations.
a. Provide detailed information regarding your organization’s experience contracting with
federally funded agencies for the same or similar services.
b. Include current and past contracts that were in effect within the last three (3) years.
Specify whether such contracts are currently in effect, were successfully completed, or
were terminated prior to completion.
3. Describe the organization’s staffing or employee leasing/sharing plan and include an
organizational chart.
a. What are (or will be) the qualifications of all key management and program staff who will
conduct the proposed services? Describe expertise in managing, coaching, and motivating
participants with unique needs and significant barriers.
b. For positions already filled, attach a current resume of the staff person serving in such
capacity. Indicate the percentage amount of the position’s total work time to be devoted
to this program.
4. Describe the facility or facilities where the program is to be principally operated.
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a. Describe accessibility by public transportation routes and accommodations for ADA
compliance.

III. Performance & Accountability (15 points)
1. List and explain the intended outcomes for your proposed program service delivery model with
and without the requested funding. Include how many participants you intend to serve
throughout the duration of the contract period and other metrics used to determine success of
the program. (Examples of other success metrics and outcomes measurements may include:
number of individuals placed in education, training, employment, apprenticeship, etc.; number
earning credentials, etc.).
a. Describe wider and/or longer term impact your program may have to Montgomery
County and residents.
2. Describe how your organization will manage measurement, achievement, and documentation of
performance standards.
NOTE: All awarded projects will have reporting requirements based on the program’s scope of
work. Reporting requirements are a required component of the proposal, and final determination
of required reporting outcomes will be negotiated at contract award.
3. Describe the project’s case management strategy for providing consistent support, followthrough for service plans and referrals, and tracking for individual clients.
4. Indicate your plan for ensuring performance outcomes are attained and data is used to achieve
continuous quality improvement.

IV. Partnerships & Community Engagement (15 points)
1. Describe existing relationships that the organization may have with area employers, communitybased organizations, and agencies and how those relationships will benefit individuals in the
program.
2. Describe any community partnerships needed to ensure successful implementation of the
program service delivery model (described in detail below).
a. Do you have relationships with these agencies/organizations already? If not, please explain
your plan to solidify those partnerships swiftly to begin programming by the intended
contract start date.
b. Please include signed Memorandums of Understanding (MOUs) where possible.
3. Describe how you plan to recruit and use volunteers and partners to expand services and offerings
beyond what staff can provide.

V. Program Service Delivery Model (20 points)
1. Describe how you will help ensure an efficient use of the funding while maximizing services
provided for individuals in your program.
2. Describe the target geographic area for your proposed program, including specific neighborhood
and resident needs.
3. Services for Jobseekers:
a. Identify the program’s target population(s) and describe the problems they face due to
the pandemic. Explain the challenges and barriers they will have to overcome to succeed.
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b. What are your plans regarding outreach to promote services to the target population(s)?
c. How will your program assess and understand participants’ basic skills and educational
levels, technical competencies, work experience, career interests and goals, and specific
barriers to successful completion of training and/or attainment of employment.
d. What strategies will you employ to promote participant retention for the duration of
programming?
e. How will best practices with both jobseekers and employers be incorporated in the design
and delivery of services?
4. Services for Employers (as applicable):
a. How will employer engagement be handled to identify and improve employer resources
in connecting with your programs and services? Include any previous experience with
employers.
b. Describe your vision for area employers and how workforce needs can be utilized to
strengthen existing system.
c. What plans do you have to promote and sustain business engagement? What methods
will be used to explain and communicate successes with WSM, as well as to the public?
d. What plans will be made to integrate various business engagement strategies and
programs, and how will these be handled to avoid duplication and the risk of multiple
partners calling on the same employer(s)?
5. What methods of service delivery will be implemented to ensure that WSM goals regarding
placement and credentials are met or exceeded?

VI. Technology, Data, & Reporting (10 points)
1. Describe past success with tracking program performance and/or outcomes. Include a description
of previous performance measures and outcomes from other successful initiatives.
2. Describe your experience with capturing and reporting performance information.
3. Will your proposed program service delivery model require data sharing agreements with other
agencies to accurately report on participant outcomes? If so, please describe how you will obtain
and enforce such agreements to ensure quality data and reporting.
4. Describe your organization’s approach to management of information systems, connectivity, and
confidentiality?

VII. Financial & Fiscal Capabilities & Budget (15 points)
1. Describe your organization’s experience in managing federal and/or state funds, philanthropic
grants, and other types of financial resources.
a. Please include the experience of currently employed fiscal staff have in administering
such programs.
2. Describe how your organization ensures compliance with Federal financial management
standards.
a. How will financial information be made available for monitoring and auditing purposes?
3. Explain your anticipated per-participant cost levels for the proposed program.
a. Please include reasoning behind this in the Budget Narrative.
4. The amount requested through this Request for Proposals must not exceed $100,000.00 for the
contract year and be submitted by completing the Budget Form (Attachment C).
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a. The Budget Narrative must be typed and placed in the proposal following the Budget
Form (Attachment C). The amount requested should at no point in time exceed the
amount of the contract. The Budget Narrative should provide a detailed description of
each line item. Administrative costs and indirect cost rates should not exceed 10%.
Additionally, funds cannot be used for capital improvement or to purchase real estate or
large equipment. Clearly identify the use of any in-kind services or description of
leveraged funds being used to support the activities.
i. Provide reports for your organization’s last two years of audits. (For applicants
without an audit report, providing the two most recent years of filed Form 990s
and the IRS 501(c)3 determination latter will be sufficient.)

Section 3: Submission & Evaluation
1. Bidder’s Questions
All questions that interested parties may have can be directed to the third-party procurement agent,
TPMA at procurement@tpma-inc.com with the subject line: Questions for WorkSource Montgomery
Workforce Recovery Network RFP. Questions must be submitted via email between September 1, 2022
and September 12, 2022 at 12:00pm ET. Responses to questions will be posted by September 16, 2022,
on the TPMA procurement portal website, along with other relevant information, including the RFP,
attachments, procurement timeline, contact information, etc. The procurement portal website is:
https://www.tpma-inc.com/procurement-worksource-montgomery/.
An entity’s failure to submit a complete proposal or to respond in whole to RFP requirements will result
in the proposal being deemed non-responsive and thus ineligible for funding. A proposal may also be
deemed “non-responsive” if the submitted price is found to be excessive or inadequate as measured by
criteria stated in the RFP, or the proposal is clearly not within the scope of the project described and
required in the RFP. Again, requests for over $100,000 will not be reviewed and scored. WSM reserves
the right to cancel this procurement at any time, for any reason.

2. Letter of Intent
Due to the anticipated number of applicants for this funding opportunity, WSM and TPMA are requiring
that all applicants submit a Letter of Intent by September 23, 2022 expressing their intentions to submit
a proposal. Letters should include the name of the organization, a primary contact, and target
population(s) to be served.

3. Proposal Instructions
The Scope of Work should be completed entirely, should not exceed 15 pages, and be typed in 12-point
font, single-spaced, 1” margins on all sides, page numbers, and table of contents. Once completed,
interested parties must submit their proposal electronically as one PDF file to TPMA at
procurement@tpma-inc.com. The subject line should read: WorkSource Montgomery Workforce
Recovery Network Proposal. Please organize your proposal in the following manner for each component:
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•
•
•
•
•
•
•
•
•

•

Attachment A: Cover Page
Attachment B: Conflict of Interest Form
Attachment C: Budget Form & Narrative
Attachment D: Reference Form and Letters
Proof of Insurance
o See Section 1.5 of this RFP for details
Documentation of Organization Registration
o For non-profits, an IRS Tax Exemption Verification letter is required
Documentation of good standing with the State of Maryland
Organizational Chart & Staff Resumes
Two Years of Audited Financial History or equivalent
o See Section 2.VII.4.a.i (Scope of Work, Financial & Fiscal Capabilities & Budget) of this RFP
for details
Proposed/Scope of Work

Bids that fail to follow this order risks losing points in their overall score.

4. Evaluation and Award
Proposals will be evaluated by TPMA, as the third-party procurement agent, to ensure each submission
meets all criteria outlined in this RFP. The procurement team will develop and use a scoring matrix that is
agreed upon by WorkSource Montgomery to evaluate each proposal. Each section of the Scope of Work
is worth the following number of points:
Section
Statement of Need
Organizational Experience & Capacity
Performance & Accountability
Partnerships & Community Engagement
Program Service Delivery Model
Technology, Data, & Reporting
Financial & Fiscal Capabilities & Budget
PROPOSAL TOTAL
Oral Presentations (see below)

Points
10
15
15
15
20
10
15
100
15

All items that are mandatory (e.g., inclusion of attachments, financials, etc.) are considered pass/fail.

5. Oral Presentations
At the discretion of WorkSource Montgomery, Proposers may be invited to participate in oral
presentations. Proposals that receive a score of 70 out of 100 available points during the initial proposal
scoring will be considered for this funding opportunity. Contingent on available funding, some programs
not scoring 70 or above may be invited to deliver an oral presentation at the discretion of WSM.
Oral presentations can earn a maximum of 15 additional points and will be scored on their ability to
effectively deliver the proposed program, including, but not limited to: the organization’s ability to
collect and monitor success metrics, adhere to ARPA and WSM guidelines and goals, handle the financial
requirements of the funding request, and other considerations.
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6. Notice of Award
All respondents will be notified by email as to their award status. Unsuccessful respondents who wish to
obtain information on the evaluation of their proposal should submit a written request to:
procurement@worksourcemontgomery.com. Unsuccessful respondents are encouraged to re-apply for
future opportunities.

7. Appeals Process
Any disagreements resulting from this procurement process can be addressed to: Nate’ Gordon, Deputy
Director, Administrative Services, ngordon@worksourcemontgomery.com. Appeals must be made
within 14 calendar days of notification of non-award.

8. Fiscal Review
WorkSource Montgomery will work with their finance team to conduct a fiscal review of all finalists to
review proposal budgets, organization audits, and responses to questions related to fiscal operations.
WorkSource Montgomery reserves the right to review and request further information regarding the
respondent’s financial situation. WorkSource Montgomery reserves the right to assess the risk posed by
any recent, current, or potential litigation, court action, investigation, audit, bankruptcy, receivership,
financial insolvency, merger, acquisition, or other event that might affect an organization’s ability to
operate the requested program.

9. Past Program Performance
TPMA may review a respondent’s performance on any previous and/or existing grant agreement(s) as
well as check references submitted from other grantors. Achievement of grant agreement outcomes,
along with compliance with programmatic and fiscal guidelines and timelines may be evaluated. The
review team may perform an in-depth evaluation of all responsive proposals based upon the criteria
herein. Prior to its final funding decision, WorkSource Montgomery may also: 1) meet with
representatives of the responding entity to discuss the proposed program and budget; 2) identify and/or
negotiate program or budget changes the responding entity must make as a condition of funding; and 3)
identify other documentation the entity must provide as a condition of funding.

10. Accessibility and Equal Opportunity
TPMA and WSM is committed to equal access for all customers to all services. All contractors must ensure
equal opportunity to all individuals. No individual shall be excluded from participation in, denied the
benefits of, or subjected to discrimination under any Workforce Innovation and Opportunity Act or
American Rescue Plan Act funded program or activity because of race, color, religion, sex, national origin,
age, disability, English proficiency, sexual orientation, political affiliation or belief. All entities are expected
to demonstrate full compliance with the Americans with Disabilities Act Amendments Act of 2008
(ADAAA) and all other equal opportunity laws. This includes ensuring contract staff receive accessibility
training and may involve developing accessibility plans. All respondents must ensure all written materials
and communications include the statement: “Reasonable accommodations and auxiliary equipment and
services are available upon request.”
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Attachment A: Cover Sheet
Please complete this mandatory cover sheet accordingly.
Organization Name

Address

Phone Number
Number of Years in Business
FEIN #
DUNS #
Acknowledgement that Proposing Entity is up to date on taxes and
not currently debarred or suspended.
Type of Organization
(check all that apply)

YES

NO

Contact Person

Contact Person’s Email Address

Signatory Authority Signature

Proposed Budget Amount:
$__________________________________
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Attachment B: Conflict of Interest Form
By submitting a proposal, the authorized signatory authority of the bidding entity certifies to his/her
knowledge and belief that there is no conflict of interest (real or apparent) inherent in the bid or in
delivering the scope of work if WorkSource Montgomery awards a contract. A conflict of interest would
arise if any individual involved in the preparation of this proposal and delivery of services has a financial
or other interest or would be likely to gain financially or personally from the award of a contract. The same
would hold true for any member of the individual’s family, partner, or an organization employing or about
to employ any of the above as a direct result of the successful award of a contract under the RFP.
WorkSource Montgomery reserves the right to disqualify a bidding entity should a conflict of interest be
discovered during the solicitation process.

_____________________________________________________________________________________
Signatory Authority Name

Signature

Date

Note: This form is a mandatory required document to be considered for the contract.

15 | Page

Attachment C: Budget
Please complete the mandatory budget form and narrative explanation below for applicable line items.
Program Staff Salaries

$

Program Staff Benefits

$

Staff Travel

$

Operational (supplies, communication, etc.)

$

Facilities and Technology Costs

$

Work Experience Costs

$

Participant Training Costs

$

Supportive Services Costs

$

Other Program Costs

$

Administrative or Indirect Expenses (maximum
is 10% of personnel costs)
TOTAL BUDGET REQUEST (max. $100,000.00)

$
$

Budget Narrative: Please provide a detailed explanation for each budget line item to justify the cost.
Examples of explanations include job titles, wage rate, hours worked/charged, types of benefits and rates,
estimated mileage/visits to locations, office and other supplies, and agency program operation or
program costs.

All funding of this RFP is contingent upon WorkSource Montgomery and/or partner agreements having
fund availability and may change based on increase/decrease in allocations, de-obligation of funds, new
initiatives, and decisions of the WorkSource Montgomery.
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Attachment D: References
Bidders are required to provide three letters of references who can verify their experience, along with a
contact phone number or email. References should be for experience in the past 5 years.

Reference #1 Name: ________________________________________________________________

Title and Organization: ______________________________________________________________

Phone # and email: __________________________________________________________________

Reference #2 Name: ________________________________________________________________

Title and Organization: ______________________________________________________________

Phone # and email: __________________________________________________________________

Reference #3 Name: ________________________________________________________________

Title and Organization: ______________________________________________________________

Phone # or email ___________________________________________________________________

List the agency contact information for all current contracts or contracts for the past 3 years. Do not
duplicate those listed as references.
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Attachment E: High Poverty Census Tracts in Montgomery County

For more information on Census Tracts in Montgomery County, please see:
https://data.montgomerycountymd.gov/Elections/Census-Tracts/rnqg-vnam
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