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Issued By: 
Tri-County Workforce Investment Board, Inc. 

Pullman Commerce Center 
112 Hollywood Drive, Suite 201 

Butler, PA 16001 
 

Submission Deadline: April 21, 2009 
 
 

Providers interested in submitting a proposal must first submit a letter of intent outlining 
a preliminary plan by the close of business (4:30 p.m.) on March 23, 2009.  A Bidder’s 

Conference will be held on Friday, March 27, 2009 at the Kittanning Country Club, 
Kittanning, Pennsylvania at 2:00 p.m. Only those providers who have notified the TCWIB, 
in writing of their intent to submit a proposal may attend the conference.  Proposals will 

not be accepted from those failing to submit a letter of intent. 

 
 

The Tri-County Workforce Investment Board reserves the right to change any of the enclosed specifications as 
required by the United States Department of Labor and the Pennsylvania Departments of Labor and Industry and of 

Public Welfare without prior notice to bidders.  The Tri-County Workforce Investment Board, Inc. also reserves the 
right to reject or accept any and all proposals in whole or in part. 
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Available through a Partnership between 
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I. Background and General Information 
The Tri-County Workforce Investment Board, Inc. (TCWIB), the grant recipient and administrative entity of the 

Workforce Investment Act of 1998 (WIA), is a consortium serving the counties of Armstrong, Butler and Indiana.  

TCWIB contracts with service providers in order to utilize WIA and other funds. The Tri-County Workforce 

Investment Board, in conjunction with the Youth Council is responsible for conducting oversight of local youth 

programs to ensure both fiscal and programmatic accountability.  The goal of the Youth Council is to create a 

collaborative youth development system that prepares youth for lifelong career growth and success. In addition, 

the Youth Council is working for Pennsylvania’s effort of linking youth to the state’s high demand occupations. 

 

As part of this initiative sponsored by the Pennsylvania Workforce Investment Board, the Pennsylvania 

Department of Labor and Industry and the Pennsylvania Department of Public Welfare, TCWIB will fund training 

programs for low-income youth ages 12-18.  The purpose of this proposal is to solicit eligible providers that 

provide services for participants who are below 235% of the poverty guidelines and should involve innovative 

approaches to establishing linkages with other existing programs that focus on the key industry clusters of the Tri-

County Area (manufacturing, information technology, financial services, transportation and logistics, and health 

care).  An Industry Cluster is a group of competing, collaborating and interdependent businesses working in a 

common industry and concentrated in a geographic region.  They draw on shared infrastructure and a pool of 

skilled workers.   

 

TCWIB is specifically interested in funding career exploration and work-based training programs that will 

provide youth information regarding the careers that are available to them in one or more of the region’s 

recognized industry clusters listed above.  Activities and services could include mentoring opportunities, career 

exploration, job shadowing, internship opportunities, field trips, guest speakers, tours of local businesses, 

volunteer opportunities, community service projects, and other activities or services as appropriate.   

 

Funds for the program will be allocated from Temporary Assistance for Needy Families (TANF).  TANF provides 

money for dependent children and their parents or other relatives with whom they live, and for pregnant women.  

TANF payments are funded by federal and state dollars. Contracts will be for a one-year period with the option of 

extending the contract for an additional year up to two additional years based on performance and fund 

availability.   

 

Successful programs will address the following objectives: 

 

1.  Clearly defined goals and an efficiently organized set of components and activities ensuring 

participants can be successful. 

 

2.  Collaborative partnerships with organizations linked to education, intermediary units, intermediary 

organizations, business, labor, social services, community-based organizations, higher education, 

juvenile justice, and government.  Proper documentation of these partnerships will be required. 

 

3. Ability to leverage additional funds and link with existing programs.  Any leveraged or matching 

funds must be clearly identified from the source of said funds.  Proposals are encouraged to form 

crosswalks and bridges with many system partners, in order to offer a full array of services to youth. 

 

4. Coordination with the local PA CareerLink.  The TCWIB views the PA CareerLink as crucial for 

delivery of services in our region.  A CWDS orientation for all program participants must be 

completed. 

 

5. Strong connections to the Industry Partnerships of the TCWIB, the RCEP (Regional Career Education 

Partnership), Project 720 and reform schools, the Pennsylvania Department of Education Academic 

Standards for Career Education and Work, and the STEM initiative (Science, Technology, 

Engineering, and Math). 
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6. Recognize the importance of Career Education for TANF Youth and provide career information 

through partnerships with the Industry Partnerships and the RCEP.  

Who may apply? 

Proposing contractor(s) considered for services may include but are not limited to Local Education Agencies, 

non-profit organizations, faith and/or community based organizations, public organizations, and private 

companies.  It is strongly encouraged to partner with other organizations, if necessary, in order to develop a 

proposal to serve any or all eight counties.  Proposals for innovative activities or programs, consistent with 

TCWIB’s rules and regulations, are encouraged.  The funded proposals will be required to meet specific Federal 

and State regulations for program performance and participant outcomes. 

 

Availability of funds and the period of contract 

This RFP is being solicited on anticipated funds.  Proposals will be awarded between the amounts of $1000 to 

approximately $150,000 based upon the proposal serving one or multiple counties.  Awards may be provided only 

upon the actual availability of the requested funds.  Applications that may be approved are not guaranteed funding 

since the funding for programs is dependent upon the Fiscal Agents receipt of the funds.  Contracts will be 

awarded for the period beginning on July 1, 2009 and ending June 30, 2010. 

 

Who may be served with TANF Fund?   
TANF funds can be expended to serve youth between the ages of 5 and 18 with a household income below 235% 

of the Federal Poverty Income Guidelines. TCWIB will fund programs serving youth from ages 12-18. Youth can 

not exceed age 18 before services begin.  Please include a recruitment plan of how you will reach youth of actual 

TANF households.  Please note: no participant may begin a program until eligibility has been determined. 

 

2009 Family Poverty Guidelines 

Size of Family   Poverty Level  235% 

 

1   $10,830   $25,451 

2   $14,570   $34,240 

3   $18,310   $43,029 

4   $22,050   $51,818 

5   $25,790   $60,607 

6   $29,530      $69,396 

7   $33,270   $78,185 

8   $37,010   $86,974 

 

For each additional add:  $3,740      $8,789 

 

 

Anyone applying for funds under this grant must partner with the designated agency that certifies eligibility.  

Certifying eligibility includes verifying income statements supplied by the participant to the certifying agency. 

 

II. Proposal Instructions 

 

Prior to submitting this proposal, Bidders are advised to thoroughly read this entire Request for Proposals.  

Consideration will not be given to proposals that do not follow the format, do not include the minimum 

requirements specified including the required documentation and certifications, and/or are not submitted by the 

due date and time.   

 

A. Public Notice 
This Request for Proposals has been distributed to organizations that have made a request, in writing, that 

TCWIB provide their organization with applicable procurements.  A public notice of this RFP has been 
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advertised in the Butler Eagle, Kittanning Leader-Times, and the Indiana Gazette.  It can also be 

downloaded from the TCWIB website at www.tricountywib.org.  This document is available for pickup 

between the hours of 8:30 a.m. and 4:30 p.m. at the TCWIB administrative offices located at Pullman 

Commerce Center, 112 Hollywood Drive, Suite 201, Butler, PA 16001. 

 

B. Bidder’s Conference 
Providers interested in submitting a proposal must first submit a letter of intent outlining a preliminary 

plan as well as any questions for the Bidders Conference by the close of business (4:30 p.m.) on March 

23, 2009.  A Bidder’s Conference will be held on, March 27, 2009 at the Kittanning Country Club, 

Kittanning, Pennsylvania at 2:00 p.m. Only those providers who have notified the TCWIB, in writing of 

their intent to submit a proposal may attend the conference.  Proposals will not be accepted from those 

failing to submit a letter of intent. 

 

Staff will be available at the Bidder’s Conference to answer questions and to clarify the requirements of 

the RFP.  Because this is a competitive procurement, staff will not be able to provide information 

regarding quotes from other Bidders or other costs associated with similar projects.  Minutes will be 

recorded during the Bidder’s Conference and will be submitted to those who submitted a letter of intent 

not later than five working days after the conference. 

 

C. Proposal Submission and Specifications 

Proposals are to be enclosed in a sealed envelope or box and addressed to: 

 

 Paul Weifenbaugh 

 Youth Program Coordinator 

 Tri-County Workforce Investment Board, Inc. 

 Pullman Commerce Center 

 112 Hollywood Drive, Suite 201 

Butler, PA 16001 

 (724) 282-9341 

 pweifenbaugh@tcwib.net 

 

D. Submission Instructions 
1. Please indicate on the front of the package, the RFP name (Youth Program) and the name and address 

of the Bidder.  The deadline for receipt of proposals is no later than 4:30 p.m. on April 21, 2009 at 

the TCWIB office.  All Proposals will be date and time stamped.  Proposals may be withdrawn by 

written notice.  Withdrawals will be accepted any time up to the implementation of the contract. 

 

2. Eight (8) copies with numbered pages of the proposal must be submitted – one copy must contain 

original signatures in blue ink, where required.  One copy must be submitted on a CD-ROM.  The 

remaining seven (7) copies may be photocopied.  Each copy must be bound separately with a binder 

clip.  Please do not bind in any other form. 

 

3. Proposals should be stated in a succinct manner.  The Statement of Work should be a maximum of 10 

pages.  Please provide a table of contents and number all pages. 

 

TCWIB is not responsible for any costs incurred by the bidders in the preparation, development and 

submission of the proposal. 

 

 

E. Proposal Format: 
Proposals must be arranged in the following order: 

1. Cover Page 

2. Proposal Narrative including Executive Summary and Statement of Work.  The narrative should 

begin with a table of contents, followed by a one (1) page Executive Summary and the necessary 

http://www.tricountywib.org/
mailto:pweifenbaugh@tcwib.net
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information in the sequence outlined in the “Statement of Work” and should continue with other 

required documents. 

3. Time Line – All proposals must include a time line so that all activates performed can be seen in 

relation to one another and as a whole.   

4. Budget Forms – All proposals must include the attached Budget Forms. 

5. Letters of Support 

6. All TCWIB required attachments – provided with RFP package. 

7. Other miscellaneous attachments such as references, sample curricula, endorsements, reports, etc. 

 

F. Rating Criteria and Process 

In order to receive a rating, proposals must be responsive to the RFP.  To be considered responsive, proposals 

must: 

 

1. Be submitted by the closing date and time 

2. Address all requested information in the RFP 

3. Be presented in the format requested by the RFP 

4. Include all required forms containing original signatures 

5. Include all documentation required by the RFP 

 

Once, opened proposals become the property of the TCWIB and will not be returned to the applicant.  

Proposals determined to be unresponsive will not be rated. 

 
Proposals will be assessed and ranked based on the value of the activities and services being proposed.  The 

Evaluation Committee will consist of designated TCWIB members, Youth Council members, and staff who will 

examine proposals individually and rate each one separately consistent with the rating scale (attached).  During 

the Evaluation Committee meeting, each rating criterion will be discussed and the scores of each rater will be 

tabulated.  Overall scores will be compared and ranked.  The Bidder(s) who accumulates the highest score will be 

recommended for funding.  Bidder(s) recommended for funding may be awarded a contract if all certifications are 

in order, the TCWIB elects to award a contract and both parties agree to the terms of the contract.  This request 

for proposals does not obligate the TCWIB to award a contract.  TCWIB reserves the right to accept or reject any 

and / or all proposals received.  The TCWIB may accept the proposal in whole or in part.  TCWIB also reserves 

the right to modify requested services and program budgets at anytime during the contract period based on fund 

availability.  TCWIB also reserves the right to modify program design anytime during the contract period based 

on requirements from State and Federal laws and regulations. 

 

Please see the Proposal Acceptance/ Contract Award / Appeal Process/ Cancellation Policy for further 

information (attached) 

 

G. Expected Time-Line 

 

The following is the time line guide for the procurement services for Program Year 2009-2010. 

 

Request for Proposals issue date……………………………….…………..….....March 13, 2009 

Intent letter deadline…………………………………….…………..………….....March 23, 2009 

Bidder’s Conference………………………………………………...…………..…March 27, 2009 

Proposal Submission deadline……………………………………...………….……April 21, 2009 

Review and Evaluation...............................................................................April 22-May1, 2009 

Youth Council Meeting…………………………………………...…..................…..May 11, 2009 

Workforce Investment Board Meeting……………..……………...………………May 22, 2009 

Notification to selected providers………………………………………….......…… June 1, 2009 
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III. Performance Measures for Youth Programs 

 

Providers are expected to meet the following performance criteria.  Each provider is responsible for documenting 

the results of their goals and must provide them to TCWIB on a regular basis. 

 

1. At least 85% of youth enrolled into an program are expected to complete the program 

2. 95% of youth that complete a program must return to school, unless they graduate during the 

program 

 

IV. Requested Services for Youth Programs  

 

Activities from the Program Purposes and Program Elements portion of this RFP must be included in all 

proposals and must be age appropriate for the population to be served.  Activities should begin at the execution of 

the contract and continue through the duration of the contract period.  Potential service providers may prefer to 

provide a select service or activity or may choose to offer several activities and services that address the 

requirements of the RFP.  It is the intent of this RFP to request a menu of services as indicated on the following 

page.  TCWIB will be responsible for ensuring that all services are offered to youth through a collaborative model 

and may request at any time during the contract period, depending on fund availability, that those services be 

expanded upon or retracted. 

 

V. Statement of Work 

 

The Statement of Work should provide reviewers with a clear description of the design and cost of the 

project, activity or service, the anticipated outcomes and the bidder’s capability of delivering the proposed 

youth program.  The Statement of Work must be presented in the following manner. 

 

A. Proposal Description:  

Please describe your project, target population, timeline for implementation and delivery of services, methods, 

materials, and activities you wish to provide.  Projects should be innovative and establish linkages with other 

existing programs that focus on one or more of the region’s recognized industry clusters (manufacturing, 

information technology, financial services, transportation and logistics, and health care,). This section should at a 

minimum answer the following questions. 

1. Goals and Project Outcomes: Address the nature of the project/program (e.g. mentoring, basic skills 

or foundation skill training, career exploration, work experience, before and after school programs). 

List the goals and objectives you propose to achieve through the above activities.  Goals and 

objectives must be quantifiable, measurable, and attainable during the period of the contract.  

These are standards that will be set and will be the foundation on which you will be evaluated.  

Indicate at what level of performance, in percentage form, that you intend to achieve for each of the 

goals.  TCWIB will provide the format for all reports during the contract period.  

 

2. Development/Training Outcomes: Describe how the project identifies what skills will be developed 

and stated outcomes and goals will be met and to what degree.  

 

3. Target Population/Geographic Service Area: The TCWIB would prefer to fund programs that are 

able to serve youth in all three of the Tri-Counties.  The youth being served must be between the ages 

of 12 and 18.  Give details on how recruitment of participants will take place for the program.  

Describe in the recruitment plan how you will reach youth of households that are receiving TANF 

funds.   

 

4. Collaboration:  Identify the business, nonprofit organizations, collaborative groups, labor 

organizations, industry associations, education, and workforce partners that are included within the 

proposed partnerships.  Clearly explain the roles of the partners identified and their involvement with 
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the project, as well as any in-kind contributions.  Also explain how the project will include Project 

720 schools, technical schools, local school districts, and the CareerLinks. 

 

Proposals must include Letters of Support and the required documents, certificates, and insurance 

for each party(s) involved.  

 

5. Sustainability/Replication Opportunities: Explain how this project will be replicated and sustained 

for the future.  Describe how the project demonstrates potential to provide adequate services to the 

community and what would be the future potential for funding opportunities to sustain and expand the 

program.  Make clear how this project will assist the success of the TCWIB’s Strategic Plan.  

 

6. Other Requirements:  The factors listed below should be addressed within the proposal. 

 

a. Staffing: TCWIB is seeking providers with staff experience in working with youth.  All staff 

must possess the appropriate and necessary credentials and certifications as required for 

conducting services and/ or training in the State of Pennsylvania.    Providers should describe the 

role of the staff involved in the project and provide a job description for each position to be 

funded by this proposal.  Include resumes of existing staff who will be involved with the 

program.  Provide an explanation of how staff will be selected for the proposed program.  List the 

adult to youth ratio.  The ideal ratio should be reasonable and effective.  Provide copies of staff 

licensure or certification required to provide proposed services in the State of Pennsylvania. 

 

All staff interacting with youth must also possess an Act 34 Criminal History Background 

Clearance and Act 151 Child-Abuse Clearance. Providers of youth activities comply with 

Section 1-111 of the Pennsylvania School Code.  Specifically, Section 1-111 requires that all 

applicants for school employment, including those of independent contractors, but excluding 

employees who do not have direct contact with students, must obtain a criminal background 

check.  All applicants are required to submit a Request for Criminal Record Check to the 

Pennsylvania State Police.  Applicants who are non-state residents or have not been a resident 

of Pennsylvania for at least two years immediately preceding the date of application for 

employment must also obtain a criminal background check from the Federal Bureau of 

Investigation (FBI). In addition to the criminal background check, Sections 6354-6358 of the 

Public Welfare Code (Act 151) requires that all applicants for school employment, both 

Pennsylvania residents and non-residents, also obtain a Child Abuse History Clearance.  

 

b. Facilities: The provider’s facilities must be conducive to safety, appropriate for the planned 

activities and must be in compliance with the Americans with Disabilities Act.  The location of 

the facility should be within easy access to the target population and accessible to public 

transportation if possible.  Providers should describe the facilities they intend to use for their 

project and provide the location of the facilities. Documentation must be included to ensure the 

facilities comply with ADA standards.  A Letter of Intent must be submitted with the proposal for 

any facilities not personally contracted by the provider.  All facilities must be currently licensed 

and up to date with all applicable building codes. 

 

c. Transportation: Transportation may be provided by a central operator or by the provider 

submitting a proposal, whichever is the most cost effective and beneficial to the youth.  TCWIB 

will not fund the purchase of buses, vans or any other modes of transportation, but will fund the 

cost of operating existing transportation.  It is the responsibility of the provider to procure the 

transportation services needed by the targeted group being served.  Proof of insurance for all 

transportation carriers is required.  Providers must describe the procedure for transporting youth 

on a daily basis if necessary and define the actions taken to ensure that licensed and bonded 

carriers will be utilized.  If daily transportation is being provided, describe the daily anticipated 

schedule and the provisions for transporting youth with special needs. 
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d. Administration and Record Keeping: Describe your organizations previous experience in 

providing youth programs and services, particularly for at-risk youth.  What administrative 

capacity does your organization currently possess?  What has your past performance been in 

providing services to youth, whether under the Job Training Partnership Act, WIA or other 

funding sources?  Supply a detailed description of the records you will maintain, their location, 

and state your willingness to provide access to these records.  How will you document 

disciplinary action(s) taken and what is the basis for administering disciplinary action(s).  Service 

providers will be required to maintain records on each participant and will make these records 

available to TCWIB, the State and Federal officials and auditors.  Records will include a copy of 

the participant’s application, all State required employment forms, assessment results, Individual 

Service Strategies, referrals, status changes, terminations, goals, weekly performance and 

attendance reports, disciplinary reports, evaluations, payroll documentation and any other records 

pertinent to the youth.  All records for the program must be retained for a three (3) year period.  

Records will be public and must be made available upon written request. 

 

e. Insurance: Funded service providers must carry a Comprehensive General Liability policy 

written on an occurrence basis under a standard ISO CGL or BOP form without restriction as to 

location or operations with a $3,000,000 limit of liability and naming TCWIB as “additional 

insured” with “waiver of subrogation” against TCWIB, to be carried at all times during the 

performance of this contract. 

Funded service providers must provide evidence of a fidelity (employee dishonesty) bond 

in an amount of $100,000 on any/all employees handling funds related to this contract.  The bond 

limit for employees handling WIA funds will be increased to $500,000. 

Funded service providers shall maintain commercial automobile liability insurance in the 

amount of $1,000,000 covering all owned, non-owned and hired automobiles. 

Funded service providers shall maintain workmen’s compensation insurance with 

statutory limits covering all employees including those subsidized under this contract during the 

entire term of this contract. 

Funded service providers shall maintain a $5,000,000 commercial umbrella policy over 

their Commercial General Liability and Automobile Liability with no greater than $10,000 

retained limit during the entire term of this contract. 

Evidence of these coverage's must be provided in the form of a certificate of insurance 

prior to contract execution with at least 10 days notice of cancellation given in writing.  Coverage 

must be provided by a carrier with A.M. Best rating of A or better. 

 

f. Incentives: Describe how you will calculate and award incentives to program participants. Will 

they be monetary or non-monetary? If monetary, what will be the amount paid, and for what 

period of time it will be paid?  If so, describe the incentive and provide information regarding 

funding sources. 

 

g. Special Populations: Will your organization be seeking to focus on special populations of youth 

such as those with physical and/or mental disabilities, or language barriers?  How will these 

barriers be addressed in the proposed program?  What provisions will be made to accommodate 

special populations in terms of transportation, curriculum, work place assistance, and in other 

areas of the programming structure?  How will these youth be identified and on what basis will 

they be determined to possess additional barriers?  Indicate the past experience your organization 

has with the proposed population and your involvement in the recruitment of these youth for the 

proposed program. 

 

h. Subcontracting: In order to expand services and deliver the most comprehensive programs, 

Service Providers may subcontract with others.  All subcontracts must be identified in advance 

and be approved by the TCWIB.  Service Providers may not subcontract all services and activities 

required by this Request for Proposals.  Subcontractors must meet all licensing requirements and 

provide all required documents, certifications and insurance, and shall agree to comply with all 
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Federal and state regulations and TCWIB’s policies and procedures.  Subcontractors must enter 

into a Memorandum of Understanding with all parties involved. 

 

i. Reporting/Evaluation: Providers will be required to submit a written progress report to the 

TWCIB monthly with statistics and invoices, as well as a final report at the end of the project.  

TCWIB will provide the reporting criteria to the provider at the time of contracting.  Additional 

reports may also be required for submission to the State.  Evaluations and accomplishments 

reported to the TCWIB will be reviewed for accuracy by the TCWIB staff. 

 

j. Safety: All service providers must comply with applicable safety and child labor laws.  TCWIB 

will monitor programs for compliance with these laws.  All supervisors and participants are 

responsible for following the Child Labor Laws.  A copy of the Child Labor Law Abstract must 

be provided and posted at all locations where TCWIB youth activities occur.  The Child Labor 

Laws must also be posted in a conspicuous location at each of these sites.  Youth participants 

must be provided a copy of the Child Labor Laws at the time they enroll in any program.  The 

Laws should be reviewed with the youth and they must sign-off on a document assuring that they 

understand the laws and intend to follow them.  Any supervisor, trainer, mentor, tutor, etc. must 

also receive a copy of the Laws prior to any youth being assigned to their location.  The 

supervisors of the youth programs must also be trained in first aid and CPR.  Before work begins 

at any worksite, job specific safety training for supervisors of youth participants must also be 

provided.  The supervisors should discuss safety issues with the participants prior to the start of 

any work.  The TCWIB will perform initial site visits for all worksites prior to the start of 

employment to determine if hazards exist.  The supervisors of the youth programs will be 

required to hold safety meetings with participants to discuss topics related to the work they are 

performing.   

 

B. Time Line: Proposals must include a timeline so that all activities to be performed can be seen in relation to 

one another and as a whole. The deadline for expenditure of this grant is June 30, 2010. 

 

C. Organizational Capacity/ Demonstrated Performance: A written statement of Demonstrated Performance 

must be included with all proposals.  The statement must include: 

 

1. Reasonableness of Costs – A summary of how costs were determined and why they are 

necessary. 

2. Record of Performance – A summary of the Service Provider’s prior experience 

performance. 

3. Business and Ethics and Fiscal Accountability – A summary of the Service Provider’s 

ability to deliver services and to account for funds. 

4. Organization, Experience, Accounting, Operational Controls and Technical Skills – a 

summary of the organizational structure, quality of staff and organizational controls in 

place that ensure the proper delivery of services and the protection of funds. 

5. Fiscal Viability – A copy of the most recent audit report must be attached. 

 

Providers must include a description of your organization.  Indicate how long you have been in existence.  Offer a 

brief account of the nature of programs, activities and services your organization has provided in the past, 

particularly those pertaining to the Workforce Investment Act or other youth employment and education 

initiatives.  Provide documentation regarding the results of these programs, activities and services.  Describe you 

organization’s strengths and weaknesses.  Describe how you will account for TWCIB funds awarded to your 

organization.  Explain your accounting systems and the qualifications of the staff who will account for the funds.  

References, including names, organizations, addresses and telephone numbers must be provided. 
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D. Budgetary Information: Describe how your organization arrived at the program costs being proposed.   

 What services will be included in the budget for the proposed program?  

 What will in-kind contributions and/ or public private partnerships provide for?   

 What will the cost be per youth served by the program?   

 What is the amount and percentage for profit/ and or indirect costs, if any?   

 

This RFP includes the format of a line-item budget that must be completed for all proposed services.  All budgets 

will be evaluated based on cost-effectiveness and completeness.  Costs for programs under the Workforce 

Investment Act and Temporary Assistance for Needy Families must meet the criteria outlined in the OMB 

Circular A-122, Cost Principles for Non-Profits.  A Line Item Budget is a detailed breakout of the proposed 

program.   

This budget provides back up for the categories of Administration, Training and Supportive Services.  Definitions 

of these categories are as follows: 

 

▪ Administration – Costs associated with management and supervision of the project.  Costs may 

include staff salaries, fringe benefits, supplies, property, rent, utilities and other reasonable 

expenses associated with the management and supervision of the project. 

▪ Training – Training is a planned, systematic sequence of instruction or other training experience 

on an individual or group basis under competent supervision, which is designed to impart skills, 

knowledge or abilities to prepare individuals for employment.  Costs must be directly beneficial 

to the actual training, education and subsequent placement of the participant.  Costs may include 

staff salaries and fringe benefits or personnel directly engaged in providing training; books and 

other teaching aids; classroom space and utility costs; equipment, materials and supplies for use 

by participants while in training. 

▪ Supportive Services – These are services which are necessary to enable an eligible individual, 

who cannot pay for such services, to participate in a training program.  Examples of such services 

include:  transportation, medical services, etc. 

 

Be advised that TCWIB monitors all programs during the contract period.  Contractors may be required to 

provide documentation of expenses related to the negotiated budget.  The Departments of Labor and Welfare 

requires that property and equipment purchased with WIA/TANF funds must be used for the authorized purposes 

and all property and equipment purchased by a contractor, with WIA/TANF funds shall become the property of 

TCWIB. 

VI.  Proposals Acceptance / Contract Award / Appeal Process / Cancellation 

 

A. Proposal Acceptance: This request for proposals does not obligate the TCWIB or Board of County 

Commissioners to award a contract.  TCWIB reserves the right to accept or reject any and / or all proposals 

received.   

 

Any award resulting from this request will be based on the effectiveness of the agency or organization in 

delivering comparable or related services to the designated age group based on demonstrated performance 

including their ability to meet performance goals, cost, quality of training and services.  Cost will be of 

primary importance.  Responsiveness to the requirements of the RFP, experience developing and conducting 

similar projects, the quality of staff involved and references will be taken into account.  See the Rating 

Criteria.   

 

The TCWIB reserves the right to waive informalities in offers received. 

 

If at the time a proposal is submitted, required certifications or documentation is not available; an explanation 

must be provided.  Prior to a contract being granted, the bidder must provide the required documents. 

 

If unable to comply with the Assurances included as an attachment; a proposal should not be submitted. 
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B. Awarding the Contract: TCWIB may grant a contract based on the proposal(s) received, without negotiation 

of such proposals.  TCWIB also reserves the right to request additional information or a presentation in 

support of the written proposals. 

 

The primary method of contracting utilized under the Workforce Investment Act of 1998 and by the Tri-

County Workforce Investment Board, Inc. is the Cost Reimbursement concept.  The cost reimbursement 

contract provides payment based on the actual costs incurred by the subcontractor in operating the training 

program, as long as costs are included in the approved budget.  A cost reimbursement contract requires:   

 

1. Line item budget for cost control, program monitoring and audit (please see Statement of 

Work for more details on line item budget) 

2. Costs allocated among the cost categories (administration, direct training, training related 

support services costs) with a maximum allowable amount of 10% in the administration 

category. 

3. Monthly invoices due to TCWIB for actual costs incurred by the subcontractor 

(according to the approved budget). 

4. Sufficient documentation for all costs incurred. 

5. TCWIB has final approval of all contract costs before funds are distributed. 

 

C. Appeal Process: Upon the WIB selection of a contractor, TCWIB staff will notify the unsuccessful offerer of 

the same. 

 

STEP ONE: 
Within ten (10) calendar days of the date of the notification letter, unsuccessful offerers may file an appeal 

with TCWIB.  This appeal will be directed to the staff person who first received the proposal. 

 

A debriefing may be scheduled within not more than five (5) working days.  The debriefing will consist of a 

review of the selection process and the reason(s) the offered was not selected.  Information presented to the 

appellant will be limited to the proposal only.  The appellant is not entitled to copies of the rating sheets, other 

proposals, the sub-committee notes, or the notes of negotiation. 

 

STEP TWO: 
The appellant may within five (5) calendar days of the debriefing notify TCWIB of a request for WIB review.  

This notice shall be in writing and shall list the reason(s) for the request along with any supporting 

documentation. 

 

The same will be forwarded to the full WIB for consideration at the next scheduled meeting or for Executive 

Committee action as may be directed by the WIB at the time of appeal.  Failure of the WIB to state, to whom 

the matter is directed, will be construed as authority of the Executive Committee to act. 

 

The decision may be to (1) accept the appeal and reconsider the award or (2) reject the appeal and let stand 

the original award. 

 

STEP THREE: 
The unsuccessful offerer has the right to file an appeal with the Governor of the Commonwealth of 

Pennsylvania. 

 

D. Non-appropriation and Cancellation: All agreements are subject to the availability of Federal funding and 

can be cancelled by TCWIB upon 30 days written notice. 
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TRI-COUNTY WORKFORCE INVESTMENT BOARD, INC. 
RATING SHEET FOR TANF YOUTH PROPOSALS 

 
Program/Service(s) Proposed:           
 
Potential Provider:             
 
Reviewer:              
 
Date Rated:       Score:       Rank:    
 
Raters:  Evaluate each of the following areas and record your score in the blank provided at the 
end of each questions.  If full points are not awarded, explain your evaluation in the comments 
section.   
 
1. The bidder is offering activities and/or services that address the program design, program elements 
and purposes required by the RFP. 
 
Meets Multiple Purposes  Meets No Purpose 
 20  --  0       (Score out of 20) 
 
Comments:               
 
              
  
    
2. The proposed program involves quality, innovative approaches and meets the requirements of the 
RFP. 
 
High Quality   Low Quality 
Very Innovative  No Innovation 

15  --  0       (Score out of 15) 
 
Comments:               
 
               
 
 
3. The bidder is offering activities and/or services that address multiple industry clusters 
(manufacturing, information technology, financial services, transportation and logistics, and health 
care). 
 
Addresses Multiple  Addresses No    
Industry Clusters  Industry Clusters 

15  --  0       (Score out of 15) 

 
Comments:               
 
               
 
4. The bidder is offering innovative, quality services to a significant number of youth between the ages 
12-18. 
 
Significant Population  No Significant Population 

15  --  0       (Score out of 15) 
 
Comments:               
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5. The proposed outcomes meet or exceed those outlined in the RFP and are quantifiable and 
measurable. 
 
Goals Exceed RFP   Goals Below RFP 

10  --  0       (Score out of 10) 
 
Comments:               
 
               
 
 
6. The proposal is part of a collaborative effort and provides for in-kind contributions from the bidder. 
 

Yes    No 
10   --  0       (Score out of 10) 

 
Comments:               
 
               
 
 
7. The bidder includes collaboration with local Project 720, technical, and high schools. 
 

Yes    No 
10   --  0       (Score out of 10) 

 
Comments:               
 
               
 
 
8. The bidder includes collaboration with local businesses and industry cluster consortia. 
 

Yes    No 
10   --  0       (Score out of 10) 

 
Comments:               
 
 
9. The bidder incorporates the CareerLink into their services model. 
 

Yes    No 
10   --  0       (Score out of 10) 

 
Comments:               
 
               
 
 
10. The project incorporates a sustainability/replication plan. 
 

Yes    No 
10   --  0       (Score out of 10) 

 
Comments:               
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11. The bidder’s descriptions of staff positions are suitable for the program being proposed. 
 
Very Qualified  Unqualified 

5  --  0       (Score out of 5) 
 
Comments:               
 
               
 
 
12. The ratio of staff to youth for the proposed services and activities is adequate to ensure quality. 
 
Very Sufficient  Not Sufficient 

5  --  0       (Score out of 5) 
 
Comments:               
 
               
 
 
13. Facilities are appropriate including ADA accessibility for the activities and services being proposed. 
 
High Degree    No Suitability 
Of Suitability 

5  --  0       (Score out of 5) 
 
Comments:               
 
               
 
 
14. Transportation is provided in appropriate instances. 
 
Very Adequate  Not Adequate 

5  --  0       (Score out of 5) 
 
Comments:               
 
               
 
 
15. The bidder has the administrative capability to operate proposed activities and services. 
 
Very Adequate  Not Adequate 

15  --  0       (Score out of 15) 
 
Comments:               
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16. The bidder plans to offer incentives to youth participants. 
 

Yes    No 
10   --  0       (Score out of 10) 

 
Comments:               
 
               
 
 
 
 
17. The bidder plans to make provisions to accommodate special populations. 
 

Yes    No 
10   --  0       (Score out of 10) 

 
Comments:               
 
               
 
 
18. The bidder has prior successful experience and an established record of meeting performance. 
 
Extensive Experience  No Experience 
Outstanding Performance  No Performance 
  15  --  0       (Score out of 15) 
 
Comments:               
 
               
 
 
19. The bidder submitted proposal on time and the proposal contained all documents required by the 
RFP as stated on the Screening Form. 
 

Yes    No 
5   --  0       (Score out of 5) 

 
Comments:               
 
               
 
 
 
 
 
 
 
 
 
EVALUATION TOTALS: 
 
TOTAL POINTS RECEIVED      OUT OF 200 
 
Rated By:                Date:      

    Signature 
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TRI-COUNTY WORKFORCE INVESTMENT BOARD, INC. 
FINANCIAL SUMMARY RATING SHEET FOR TANF YOUTH PROPOSALS 

 
Program/Service(s) Proposed:           
 
Potential Provider:             
 
Reviewer:              
 
Date Rated:       Score:       Rank:    
 
Raters:  Evaluate each of the following areas for each budget category and record your score in the 
blank provided at the end of each questions.  If full points are not awarded, explain your evaluation in 
the comments section.  Consider total costs, number of clients, necessity of costs, and reasonableness 
of costs. 
  
Objective Costs – Based on submitted cost figures  

 
The proposed costs are competitive with other comparable programs.  
 
Lowest Bid   Highest Bid 
 

35  --  0       (Score out of 35) 
 
 
Comments:               
 
 
Subjective Costs – Based on analysis of the proposed costs 
 
The proposed costs are justified and practical with other comparable programs. 
         
Very Reasonable  Not Reasonable 
 

65  --  0       (Score out of 65) 
 
 
Comments:               
 
 
 
 
 
 
 
EVALUATION TOTALS: 
 
TOTAL POINTS RECEIVED       OUT OF 100 
 
 
Rated By:         Date:       
    Signature 
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COVER PAGE 

First page of the Proposal 

 
NAME OF ORGANIZATION:              
 
MAILING ADDRESS:            
 
              
    
              
 
ADMINISTRATIVE CONTACT PERSON / TITLE:         
 
TELEHPONE NUMBER:    FAX NUMBER:      
 
EMAIL ADDRESS:             
 
TITLE OF PROPOSED PROGRAM:           
 
SHORT DESCRIPTION OF PROGRAM:          
 
________________________________________________________________________________________________   
 
________________________________________________________________________________________________   
 
              
 
              
 
 

I, _____________________________________________, certify that, as the official representative for the above named organization, I have read and 

understand the Year-Round Youth Program Request for Proposal including the evaluation criteria.  I have also read and understand the attached proposal and 

verify that the information contained in the proposal is an accurate description of the activities and / or services to be provided to the Tri-County Workforce 
Investment Board.  I agree to the conditions and certifications required of the Service Providers by the TCWIB.  I further certify that to the best of my 

knowledge the organization on whose behalf this proposal is being presented has not been prohibited from submitting proposals.  All documents submitted 

are current and are originals or copies of unaltered originals.   

 
SIGNED:         DATE:      

 
TITLE:              

 
TYPED NAME:        
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Tri-County Workforce Investment Board, Inc, 

Youth Services 

Proposed Budget Summary 
    

SERVICE PROVIDER:   

    

Program:    

    

    

    

Return to:  

Tri-County Workforce Investment Board, 

Inc.  

  Pullman Commerce Center  

  112 Hollywood Drive, Suite 201  

  Butler, PA 16001  

  Attn:  Youth Program Coordinator  

    

  CATEGORY COST 

 1 Cost Per (off the shelf price)  

 2 Staff Costs  

 3 Fringe Benefits  

 4 Materials / Training Program  

 5 Materials - Office Supplies / General  

 6 Equipment  

 7 Facilities  

 8 Communications  

 9 Insurance / Bonding  

 10 Staff Travel  

 11 Consultants  

 12 Accounting / Audits  

 13 Legal Services  

 14 Photocopying / Printing  

 15 Supportive Services  

 16 Indirect Costs  

 17 Subcontracts  

 18 Other Costs  

  TOTAL  COSTS  
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Youth Services 

Proposed Budget 

 

 

1 
 

Cost Per ( off the shelf price)    

 Item Cost per Item Total 

  
 

  

      
      

2 Staff Costs     

 Position 
 

# of Staff # of 
Hours 

# of 
weeks 

Total 

      

      

      

      

      

      

      

TOTAL     $                                           

      
      

3 Fringe Benefits     

 Type of  Benefits Ra te Total 

      

      

      

      

      

      

      

TOTAL 
 

    $                                       
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4 Materials/ Training Program    

 Type of Training 
Materials 

Cost   Total 

      

      

      

      

      

      

      

TOTAL     $                                  

      
      

5 Materials- Office Supplies/ General   

 Type of Office Supplies Cost   Total 

      

      

      

      

      

      

      

TOTAL     $                                           

      
      

6 Equipment     

 Type of Equipment Cost   Total 

      

      

      

      

      

      

      

TOTAL     $                                           
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7        Facilities     

 Type of Space Cost   Total 

      

      

      

      

      

TOTAL     $                                        

      
      

8       Communications    

 Type Cost   Total 

      

      

      

      

      

      

TOTAL     $                                           

      
      

9       Insurance/Bonding    

 Type Cost   Total 

      

      

      

      

      

TOTAL     $                                           

      
      

10        Staff Travel     

 # of miles Cost   Total 

      

      

      

      

      

      

      

TOTAL     $                                           
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11       Consultants     

 Type of Service Cost   Total 

      

      

      

      

      

      

      

TOTAL     $                                           

      
      

12      Accounting/Audits    

 Type of Service Cost   Total 

      

      

      

      

      

TOTAL     $                                           

      
      

13 Legal Services     

 Type of Service Cost   Total 

      

      

      

      

      

      

TOTAL     $                                           

      
      

14     Photocopying/Printing    

 Type and Number 
of Reproductions 

Cost   Total 

      

      

      

      

      

      

TOTAL     $                                           
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15       Supportive Services    

 Type of Service Cost   Total 

      

      

      

      

      

      

      

TOTAL     $                                           

      

16 Indirect Costs     

 Type of Costs Cost   Total 

      

      

      

      

      

      

      

TOTAL     $                                           

      

17 Subcontracts     

 Purpose of contract Cost   Total 

      

      

      

      

      

      

TOTAL     $                                           

      

18 Other Costs     

 Type of Cost Cost   Total 

      

      

      

      

      

      

      

TOTAL     $                                          
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REQUIRED CERTIFICATIONS INFORMATION 

 
Please answer the questions as they apply to your organization.  Circle the correct response, fill in the blank, or place an “X” 

in the blank(s), accordingly.  Supplementary information may be attached to this page, stating the item being referenced.   

 
1. Is the organization owned or controlled by a parent company?  (Not applicable to public entities.)  YES   NO    N/A  

 

2. Federal Employer’s Identification Number (FEIN):_________________Pennsylvania U.I. Number: _________________ 

                                                                                                                  

3. Is the organization a ____public agency ____corporation  _____sole proprietorship  ____profit  ____not for profit? 

        

4. Is the organization a ____small and/or ____minority/ ____ female-owned business?  (Not applicable to public entities.) 

 

5. Is the organization registered with state or local licensing authorities:  YES    NO    N/A 

 

6. What is the name of the person(s) who can contractually bind the organization and/or is authorized to negotiate on behalf of the organization:                                                                                                                                                                        

 

NAME: __________________________ TITLE: _________________________ 

 

ADDRESS: _______________________________________________________ 

 

CITY: ___________________________ STATE: ________________ ZIP:___________ 

 

TELEPHONE: _______________________________ FAX: _______________________ 

 

7.    Is the organization bound by federal, state, or local affirmative action / EEO rules?  YES   NO   N/A 

 If yes, has the organization filed all required EEO reports to appropriate government agencies: YES   NO   N/A 

 

8.    Is the organization a Drug Free Workplace?   YES     NO 

 

9. Is the organization currently, or has it ever been, debarred or suspended under federal and / or state   

       declarations from participating in receipt of funds under a contract?   YES     NO  

 

10. Do you certify that the organization will not enter into contracts with subcontractors who are debarred or      

        suspended from federal and/or state transactions?   YES    NO 

 

11.  Does the organization agree not to use contract funds for lobbying?    YES      NO 

 

12. Does the organization have the financial capability and accounting structure necessary for the project? YES  NO 

 

13.  Does the organization carry worker’s compensation coverage for its employees?  YES   NO 

         

14. Is the organization capable of providing audits, financial statements and / or other proof of fiscal accountability   

       and stability to the TCWIB?  YES   NO    - If NO, attach explanation.       

 

15. Does the organization have any financial relationship with any member of the Board of Directors and / or staff of 

the Tri-County Workforce Investment Board?  YES   NO    - If YES, attach explanation.    

 

 

SIGNED _____________________________________________   ________________________________________ 

                                                    Name                                                                                   Title 

                         

              ______________________________________________   ________________________________________  

                                            Organization                                                                                 Date                                                   
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CERTIFICATION REGARDING 
DEBARMENT, SUSPENSION, INELIGIBILITY AND VOLUNTARY 

EXCLUSION - LOWER TIERED TRANSACTIONS 
 
 

 
 
 
 
 
 This certification is required by the regulations implementing Executive Order 12549, Debarment and 
Suspension, 20 CFR Part 98, Section 98.510, Participant's responsibilities.  The regulations were published as 
Part VII of the May 26, 1988 Federal Register (pages 19160 - 19211). 
 
 
 (BEFORE COMPLETING CERTIFICATION, READ INSTRUCTION FOR CERTIFICATION) 
 
 
 
(1) The prospective recipient of Federal assistance funds certifies, by submission of this proposal, that neither 
it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily 
excluded from participation in this transaction by any Federal department or agency. 
 
 
(2) Where the prospective recipient of Federal assistance funds is unable to certify to any of the statements in 
this certification, such prospective participant shall attach an explanation to this proposal. 
 
 
 
 
 
 
 

______________________________________________________________________________ 
NAME AND TITLE OF AUTHORIZED REPRESENTATIVE 

 
 
 
 

______________________________________________________________________________ 
Signature               Date 
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INSTRUCTION FOR CERTIFICATIONS 
 
 
1.  By signing and submitting this proposal, the prospective recipient of Federal assistance funds is 
providing the certification as set below. 
 
2.  The certification in this clause is a material representation of fact upon which reliance was placed 
when this transaction was entered into.  If it is later determined that the prospective recipient of Federal 
assistance funds knowingly rendered an erroneous certification, in addition to other remedies available 
to the Federal Government, the Department of Labor (DOL) may pursue available remedies, including 
suspension and/or debarment. 
 
3.  The prospective recipient of Federal assistance funds shall provide immediate written notice to the 
person to whom this proposal is submitted if at any time the prospective recipient of Federal assistance 
funds learns that its certification was erroneous when submitted or has become erroneous by reason of 
changed circumstances. 
 
4.  The terms "covered transaction," "debarred," "suspended," "ineligible," "lower tiered covered 
transaction," "participant," "person," "primary covered transaction," "principal," "proposal," and 
"voluntarily excluded," as used in this clause, have the meanings set out in the Definitions and Coverage 
sections of rules implementing Executive Order 12549.  You may contact the person to which this 
proposal is submitted for assistance in obtaining a copy of those regulations. 
 
5.  The prospective recipient of Federal assistance funds agrees by submitting this proposal that, should 
the proposed covered transaction be entered into, it shall not knowingly enter into any lower tiered 
covered transaction with a person who is debarred, suspended, declared ineligible, or voluntarily 
excluded from participation in this covered transaction, unless authorized by the DOL. 
 
6.  The prospective recipient of Federal assistance funds further agrees by submitting this proposal that 
it will include the clause titled "Certification Regarding Debarment, Suspension, Ineligibility and 
Voluntary Exclusion - Lower Tier Covered Transactions," without modification, in all lower tier covered 
transactions and in all solicitations for lower tier covered transactions. 
 
7.  A participant in a covered transaction may rely upon a certification of a prospective participant in a 
lower tier covered transaction that it is not debarred, suspended, ineligible, or voluntarily excluded from 
the covered transaction unless it knows that the certification is erroneous.  A participant may decide the 
method and frequency by which it determines the eligibility of its principals.  Each participant may but is 
not required to check the LIST OF PARTIES EXCLUDED FROM PROCUREMENT OR NON-
PROCUREMENT PROGRAMS. 
 
8.  Nothing contained in the foregoing shall be construed to require establishment of a system of records 
in order to render in good faith the certification required by this clause.  The knowledge and information 
of a participant is not required to exceed that which is normally possessed by, a prudent person in the 
ordinary course of business dealings. 
 
9.  Except for transaction authorized under "paragraph t of these instructions, if a participant in a 
covered transaction knowingly enters into a lower tier covered transaction with a person who is 
suspended, debarred, ineligible, or voluntarily excluded from participation in this transaction, in addition 
to other remedies available to the Federal Government, the DOL may pursue available remedies, 
including suspension and/or debarment. 
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CERTIFICATION OF CONTRACTOR RESPONSIBILITY 

 

 This certification is required by the regulations implementing Management Directive #216.9 of the Governor's Office.  The 

Directive is to ensure that the contractors are competent and responsible and that the contracting process is free of fraud, waste, and 

abuse, to identify, declare ineligible, and sanction contractors that have rendered deficient performance or engaged in other activities that 

adversely affect their fitness to contract. 

 

 The contractor certifies they have never been nor are presently under or subject to debarment, suspension, or any other 

disciplinary action pertaining to federal or state contracts, grants, programs, or funds, and specifically have not been declared ineligible to 

be awarded a contract, nor suspended, nor debarred from doing business with the Commonwealth for any of the following reasons; 

 

  1.  Non-conformance with contract specifications; 

  2.  Late delivery/completion schedules; 

  3.  Seriously improper contracting conduct; 

  4.  Violation of Antitrust Statutes; 

  5.  Civil judgment against the contractor; 

  6.  Violation of Commonwealth contract terms; 

  7.  Violations of campaign contribution laws; 

  8.  Violations of environmental laws; 

  9.  Violations of labor laws; 

 10. Violations of discrimination laws; 

 11. Providing false or misleading information to Commonwealth 

       offices; 

 12. Debarment from doing business in another state or with 

       federal government; 

 13. Delinquency in Commonwealth tax obligations; 

 14. Delinquency in the repayment of outstanding disallowed 

       costs; 

 15. Commission of crimes indicating a lack of business 

       integrity; and 

 16. Other causes affecting responsibility as a contractor. 

 

 Failure to disclose any of the above conditions will result in the cancellation of this contract when such condition is brought to the 

attention of Administration, Inc. 

 

 This provision applies to all contracts in excess of $5,000 or to cases involving aggregate amounts in excess of $15,000 in a fiscal 

year. 

 

 A "contractor" is defined as any person or entity that has furnished or seeks to furnish goods, services, or leases space, or who 

has performed or seeks to perform construction activity for the Commonwealth or designated agencies of which Administration, Inc. is one 

of the designees. 

 

 I certify the information provided is true and correct to the best of my knowledge and information.  I am also aware that the 

information is subject to review and verification.  Such procedures may require my submission of documents to substantiate information 

provided.  

 

_______________________   ___________________________________ 
Date       Signature 

 

                   _________________________________      

       Typed name  

 

                  _________________________________   

       Title 
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TRI-COUNTY WORKFORCE INVESTMENT BOARD, INC. 
POLICY IN REGARD TO SEXUAL HARASSMENT 

 
 It is the policy of the Tri-County Workforce Investment Board, Inc., that sexual harassment of its 
employees, applicants for employment, or program participants in any form is unacceptable and will not be 
tolerated.  This includes harassment defined both as "quid pro quo" and "hostile environment." 
 
 "Quid pro quo" sexual harassment includes unwelcome sexual advances, requests for sexual favors, and 
other verbal, visual or physical conduct of a sexual nature.  No supervisor or other shall threaten or insinuate, 
either explicitly or implicitly, that employee's or applicant's refusal to submit to sexual advances will adversely 
affect that person's employment, work status, evaluation, wages, advancement, or any other condition of 
employment, training or career development.  Similarly no employer shall promise, imply, or grant any preferential 
treatment to another employee or applicant for engaging in sexual conduct.  This type of sexual harassment also 
includes graphic verbal commentaries about an individual's body or a display in the workplace of sexually 
suggestive objects or pictures. 
 
 "Hostile environment" harassment involves discrimination based on sex in such cases where the 
discrimination has created a hostile or abusive work environment.  Acts of physical aggression, intimidation, 
hostility, or unequal treatment based on sex are examples or "hostile environment."  Again, this is deemed by 
TCWIB to be unacceptable behavior and as such will not be tolerated. 
 
 An employee who feels that he or she is a victim of sexual harassment, including but not limited to any of 
the conduct listed above, by any supervisor, management official, other employee, client or any person in 
connection with employment of the employee, or training of the participant, should bring the matter to the 
immediate attention of his or her immediate supervisor.  An employee who is uncomfortable for any reason in 
bringing such a matter to the attention of his or her supervisor should report the matter to the Sexual 
Harassment/Equal Employment Opportunity Officer.  The Sexual Harassment Officer will promptly investigate all 
matters of allegations of sexual harassment in as confidential manner as possible and advise, both, the Executive 
Director for TCWIB and the Executive Committee of the Workforce Investment Board of any findings. 
 
 An employee or agent of TCWIB, Inc., who is determined, after an investigation, to have engaged in 
sexual harassment in violation of this policy, will be subject to appropriate disciplinary action, up to and including 
dismissal.  Such disciplinary action will be determined by the Tri-County Workforce Investment Board for TCWIB 
employees. 
 
 Subcontractors or their agents or employees of the subcontractor found to have engaged in sexual 
harassment in violation of this policy, may subject themselves to termination of all existing contracts with TCWIB 
and may result in suspension and/or debarment from further contracts with TCWIB, the Commonwealth of 
Pennsylvania, and/or the United States Government. 
 
 Disciplinary action for subcontractors will be recommended by the Tri-County Workforce Investment Board 
to appropriate Commonwealth and/or Federal Agencies for concurrence. 
 
 Any individual wishing to file a complaint should do so without fear of retaliation.  It is the policy of TCWIB 
that no action shall be taken against the complaining party, regardless of the outcome of the investigation.  Filing 
a complaint shall not affect the employment, work status, evaluations, wages, advancement, duties, training or 
any other condition of employment or training or career development of the complaining party. 
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 TCWIB's Sexual Harassment Officer is Ms. Marsha Bowser.  She can be reached at the address below by 
mail or telephoning Monday through Friday between the hours of 9:00 a.m. and 4:00 p.m. prevailing ET: 
 
 

Tri-County Workforce Investment Board, Inc. 
112 Hollywood Drive 

Butler, Pennsylvania 16001 
(724) 282-9341 

 
 
 In instances where the complaining party is either dissatisfied with the decision of TCWIB's Sexual 
Harassment Officer or for any reason deemed necessary by the complaining party, they may file directly with; 
 
 

The Department of Labor 
Directorate of Civil Rights 

200 Constitution Avenue, N.W. 
Washington, D.C. 20210 

(202) 523-7026 
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TCWIB, INC. 
POLICY ON INFECTIOUS DISEASE OF THE 

BLOOD AND OTHER LIFE-THREATENING ILLNESSES 
Adopted 10/21/92 

 
 
Part I. - Policy Statement 
 
 The purpose of this policy is too ensure a positive and supportive work and training environment for 
TCWIB employees, WIA / TCWIB participants and applicants, with life-threatening illnesses.  Life-threatening 
illnesses include but are not limited to HIV/AIDS, hepatitis -B, cancer, and heart disease.  The policy applies to 
those individuals wishing to continue to engage in as many of their normal pursuits as their condition allows 
including work and/or training. 
 
 It is the policy of TCWIB and its agents to support the needs of employees, applicants, and participants 
with life-threatening illnesses as long as these individuals are able to meet acceptable performance standards, 
and medical evidence indicates that their medical conditions are not a threat to themselves or other.  It is the 
responsibility of TCWIB and it's agents to be sensitive to employees with life-threatening illnesses and ensure that 
they are treated consistently with other employees while providing a safe working environment for employees, 
applicants, and participants. 
 
 TCWIB and its agents will not discriminate against individuals with life-threatening illnesses in the hiring, 
placing, conducting performance appraisals, assigning benefits, or terminating from employment or training on the 
basis of their medical condition.  Also covered under this section are those individuals perceived as having 
HIV/AIDS, and those individuals who are related to, are caregivers for, or are associated with HIV/AIDS persons. 
 
 TCWIB reserves the right to:  provide reasonable accommodations; ensure the safety of employees, 
applicants, and participants; assess an individual's ability to meet acceptable performance standards. 
 
Part II. - Guidelines and Procedures 
 
Existing Staff and Participants: 
 
 When TCWIB's Executive Director or Equal Opportunity Officer become aware of an employee or 
participant with a life-threatening illness, a decision will be made by the TCWIB Personnel Committee as to 
whether a statement should be obtained from the employee's attending physician.  The purpose of the statement 
will be to determine that the continued presence at work will pose no threat to other employees, applicants, or 
participants.  TCWIB reserves the right to require an examination by a medical doctor appointed by TCWIB. 
 
 Any information regarding an employee's or participant's health condition is personal and confidential and 
reasonable precautions will be taken to protect the privacy of the individual. 
 
 TCWIB employees and participants who are diagnosed with a life-threatening illness may continue to work 
if they are deemed medically able to work and can meet acceptable performance standards.  TCWIB and its 
agents will provide reasonable accommodations if necessary to enable these employees to continue working.  A 
reasonable attempt will be made to transfer employees or participants with life-threatening illnesses who request 
a transfer and are experiencing undue emotional stress. 
 
WIA / TCWIB Applicants: 
 
 In similar fashion, TCWIB will not discriminate against applicants on the basis of life-threatening illnesses; 
Pre-applications will not contain questions requiring applicants to provide TCWIB with such information. 
 
 
Part III. - Grievance Procedure 
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 If a TCWIB employee, applicant, or participant with a life-threatening illness believes that he/she has been 
discriminated against on the basis of a life-threatening illness, they should contact TCWIB's Equal Opportunity 
Officer, Marsha Bowser, at: 
 
  Tri-County Workforce Investment Board, Inc. 
  112 Hollywood Drive 
  Butler, Pa 16001 
  (724) 282-9341 
 
 
 Additionally, the person may also file a complaint directly with: 
 
  The Equal Employment Opportunity Commission 
  1801 L Street, N.W. 
  Washington, D.C. 20507 
  (800) 669-4000 
 
 
 All health related issues will be handled in a confidential manner. 
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STATEMENT OF RECEIPT 
 

TRI-COUNTY WORKFORCE INVESTMENT BOARD INC. 
POLICIES ON SEXUAL HARASSMENT 

AIDS AND OTHER LIFE THREATENING ILLNESSES 
 

 
 
 
 I hereby certify that I have read, understood, and received copies of Tri-County Workforce  
 
Investment Board’s policies regarding sexual harassment and AIDS and other life-threatening 
 
illnesses and acknowledge so with my signature. 
 
 
 
 
 
 
 
 
 
 
 
_______________________________________  _________________________ 
   Signature       Date 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CERTIFICATION REGARDING LOBBYING 
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CERTIFICATION FOR CONTRACTS, GRANTS, LOANS 

AND COOPERATIVE AGREEMENTS 
 

 
 
 
 The undersigned certifies, to the best of his or her knowledge and belief, that: 
 
(1)  No federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any 
person for influencing or attempting to influence an officer or employee of an agency, a Member of Congress, an 
officer or employee of an agency, a employee of a Member of Congress in connection with the awarding of any 
federal contract, the making of any federal grant, the making of any federal loan, the entering into of any 
cooperative agreement, and the extension, continuation, renewal, amendment, or cooperative agreement. 
 
(2)  If any funds other than federal appropriated funds have been paid or will be paid to any person for influencing 
or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of 
Congress, or an employee of a Member of Congress in connection with this Federal contract, grant, loan, or 
cooperative agreement, the undersigned shall complete and submit Standard Form-LLL, "Disclosure Form to 
Report Lobbying," in accordance with its instructions. 
 
(3)  The undersigned shall require that the language of this certification be included in the award documents for 
all* subawards at all tiers (including subcontracts, subgrants and contracts under grants, loans, and cooperative 
agreements) and that all* subrecipients shall certify and disclose accordingly. 
 
 This certification is a material representation of fact upon which reliance was placed when this transaction 
was made or entered into.  Submission of this certification is a prerequisite for making or entering into this 
transaction imposed by Section 1352, Title 31, U.S. Code.  Any person who fails to file the required certification 
shall be subject to a civil penalty of not less that $10,000 and not more than $100,000 for each such failure. 
 
 
 
               
  _________________________________________________________             __________ ________   
Grantee / Contractor Organization                Program/Title 
 
 
 
                
Name of Certifying Official    Signature                 Date 
 
 
 
 
Note: In these instances, "All," in the Final Rule is expected to be clarified to show that it applies to covered 

contract/grant transactions over $100,000 (per OMB). 
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Financial Management Assurances Chart 

 
The following chart is an outline of assurances required by the Tri-County Workforce Investment Board, Inc. for all 

contractors who participate in any program funded through the WIA/TANF. 

 

ASSURANCES YES NO 
1. Assurances that the contractor’s financial management system satisfactorily accounts for 

and documents the receipt and disbursement of all WIA/TANF funds; 

 

  

2. Assurances that information pertaining to subgrants and contract awards, obligations, 

unobligated balances, assets, and income will be maintained by the contractor; 

 

  

3. Assures that the contractor has effective internal controls in place to safeguard assets and 

assure their proper use (including property location and usage); 

 

  

4.  Assures that the contractor will maintain source documentation to support accounting 

records that will permit the tracing of funds to a level of expenditure adequate to establish that 

funds have not been used in a violation of the applicable restrictions on the use of such funds; 

 

  

5. Assures that the contractor financial system will permit the tracing of program income and 

potential stand-in costs and other funds that are allowable; 

 

  

6. Assures that the contractor will maintain a comparison of actual expenditures with budgeted 

amounts for each subgrant and contract and that this comparison will be used to assess 

program progress and success; 

 

  

7. Assures that the contractor will prepare and submit the required financial reports in a timely 

manner; 

 

  

8. Assures that all persons authorized to receive or deposit WIA/TANF funds, or to issue 

financial documents, checks or other instruments of payment for WIA/TANF program costs, 

will be bonded in accordance with Federal and State regulatory requirement for protection 

against loss; 

 

  

9. Assures that the contractor will be mandated to operate programs in compliance with 

regulations and policies outlined in the Act, Federal Regulations, and State Department of 

Labor and Industry, Welfare, and/or Education; 

 

  

10. Assures that there is no excess cash on hand and that procedures exist for maintaining and 

monitoring the minimum amount of cash on hand to efficiently improve the timing and 

control of disbursements; 

 

  

11. Assures that all financial and program records, including any supporting documents will 

be retained for at least three (3) years from the date of submission of the closeout reports for 

each program by the contractor; 

 

  

12. Assures that all audit findings that impact the WIA/TANF program will be resolved and 

that corrective action for all such findings is instituted within six (6) months after receipt of 

the audit report; and 

 

  

13. Assures that the contractor will maintain an audit resolution file documenting the 

disposition of reported questioned costs and corrective actions taken for all findings. 

 

  

 

          

 Signed by:  _____________________________________________________________ 


