
 
 

 
 
 

Request for Proposals 
#2011-001 

 
 

 To Provide WorkOne Services – Customer Solutions 
 

 
 
 

EmployIndy, EmployIndy programs and contracted providers are Equal Opportunity Employers/Programs. 
Auxiliary aids and services are available upon request to individuals with disabilities. 

 
 

 
 

 
 

 

 
RFP Issue Date:          February 1, 2011 

            Proposal Due Date:     March 16, 2011 
                  12:00 p.m. EST 

 
Services to be provided between: 
April 18, 2011 --- June 30, 2012  

 
 



 

 
WorkOne - Indianapolis 

 
 
 

 
  

Business Solutions 

Placement & 
Recruiting 

Educational 
Recruiting 

Candidate 
Development 

Customer Solutions 



Table of Contents 
 

I. Statement of Purpose .............................................................................................1 
 

II. WorkOne Indianapolis System Overview. ..........................................................2 
 WorkOne Indianapolis System ................................................................................2 
 WorkOne Indianapolis System Modules .................................................................3 
 Module 1, Business Solutions ..................................................................................4 
 Module 2, Placement and Recruiting .......................................................................4 
 Module 3, Educational Recruiting ...........................................................................4 
 Module 4, Candidate Development .........................................................................5 
 Module 5, Customer Solutions ................................................................................5 
 Special Workforce and Youth Initiatives .................................................................6 
 

III. Proposal ..................................................................................................................7 
A. Proposals to this RFP ...............................................................................................7 
B. Submission Requirements ........................................................................................7 

 Technical Qualifications ....................................................................................7 
 Proposal Format .................................................................................................7 
 Proposal Timeline ..............................................................................................8 
 Proposal Components ........................................................................................8 

C. Proposal Summary Page ........................................................................................10 
D. Organization and Staffing ......................................................................................10 
E. Proposal Narrative .................................................................................................10 

 Module 5, Customer Solutions - Questions .....................................................10 
F. Budget ....................................................................................................................11 

 Budget Narrative ..............................................................................................11 
 Budget Worksheet ............................................................................................11 

G. Selection Criteria ...................................................................................................11 
 

IV. Terms & Conditions ............................................................................................12 
 

V. Specifications & Scope of Work .........................................................................13 
Governing Authority  .............................................................................................13 
Environment ...........................................................................................................13 
Program Period  .....................................................................................................14 
Performance Goals .................................................................................................15 
Pay for Performance ..............................................................................................15 
Funding Available ..................................................................................................15 
Video Quality Standards ........................................................................................15 

 
Attachments 

A – Summary Page 
B – Budget Worksheet 
 

Addendums  
1 – WorkOne Indianapolis Management Structure 
2 – Cost Principles 
3 – List of Current WorkOne Products



 
EmployIndy RFP#2011-001 Page 1 of 15 February 1, 2011 

Request for Proposals to Provide Customer Solutions Services 
 
 
EmployIndy (formerly the Indianapolis Private Industry Council, Inc) is the Workforce 
Investment Board responsible for the development of the Marion County workforce. 
EmployIndy is a not-for-profit corporation which convenes community leaders to address 
workforce development issues; and strategically coordinates funding from federal, state and 
private sources to develop a diverse, prepared workforce that meets the needs of existing and 
potential employers. EmployIndy oversees and implements federal, state and local workforce 
development activities of which many occur in One-Stop1

 

 (WorkOne) centers for job seekers 
and employers.   

A key component of this undertaking is the establishment of a network of WorkOne offices 
where employers can find qualified candidates for job openings. The offices also assist job 
seekers in upgrading skills to secure employment. WorkOne offices serve both Marion County 
employers and job seekers and serve as a focal point for convening other partners to assist in 
meeting Marion County’s workforce needs.  
 
 
I. 
 

Statement of Purpose 

EmployIndy is soliciting proposals to provide Customer Solutions services through the WorkOne 
Indianapolis offices, Mobile WorkOne, and virtual WorkOne. Customer Solutions will include 
the research, development, delivery and administration of products for Indianapolis employers 
and job seekers that are designed to improve labor market outcomes in Marion County. Often 
this set of products is referred to as a “One-Stop Toolbox” and consists of job seeker workshops, 
job seeker assessments, employer seminars, webinars, labor market briefs and similar products. 
The scope of these tools and products will be more fully defined by the selected vendor and 
EmployIndy through the vendor’s evaluation of industry best practices and through joint 
modification and selection. 
 
This RFP will describe the WorkOne structure and all five of the service modules comprising the 
Indianapolis WorkOne system.  This overview is for the purpose of providing prospective 
bidders with basic information on the WorkOne system in Marion County and how the Customer 
Solutions module is envisioned as part of the overall system.  The only service module available 
for bid under this RFP is the Customer Solutions module. 
 
As part of the WorkOne Indianapolis system, EmployIndy will be investing, as a result of this 
RFP, Workforce Investment Act (WIA) and American Reinvestment and Recovery Act (ARRA) 
funds for services in WorkOne offices, Mobile WorkOne, and virtual WorkOne. Selected service 
provider(s) must comply with all WIA and ARRA programmatic requirements including WIA 
and ARRA legislation and federal, state and local WIA and ARRA regulations and policies. The 
funds will be made available to provide services in the Marion County, Indiana WorkOne 
Indianapolis system as early as April 1, 2011, through June 30, 2012. Two one-year contract 
renewal options will be available at the discretion of EmployIndy. 
 
 

                                                 
1 One-Stop Centers are described in section 121 of the Workforce Investment Act (WIA) of 1998. 
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II. 
 

WorkOne Indianapolis System Overview 

  
 

WorkOne Indianapolis System 

The WorkOne Indianapolis system consists of WorkOne offices that provide workforce services 
to the employers and job seekers of Marion County. Beyond the physical centers and offices, the 
WorkOne Indianapolis system will soon include other tools and products including a self-service 
labor exchange system, a planned virtual WorkOne office, a mobile WorkOne office, and other 
projects and initiatives that help develop a world class workforce.  Each WorkOne office is 
described in more detail below:  
 

WorkOne East – 2525 North Shadeland Avenue – This office is currently the largest office in 
Marion County. It is a full service office providing the full array of services including 
unemployment insurance. 
 
WorkOne West – 805 East Beachway Drive – This office is currently the second largest 
office in Marion County. It is a full service office providing the full array of services 
including unemployment insurance. This office is in the process of relocating to another 
location on the Westside of Indianapolis. It is envisioned that the new location will have 
additional space, approaching the size of WorkOne East. 
 
WorkOne Parkstone – 9002 North Purdue Road, Parkstone Building, Suite 200 – This office 
was relocated to the above address in December 2010. This location has three training rooms, 
nine employer and client meeting rooms, and high growth sector initiatives. It has most of the 
services provided at the WorkOne East and West offices; however, unemployment insurance 
is only available through self-service. 
 
Mobile WorkOne – The mobile WorkOne office staff will be housed at the WorkOne 
Parkstone office, but most service delivery will be on-site at employer locations, community 
centers, educational facilities, labor halls, and at other community events. The staff for the 
mobile WorkOne office will include personnel from modules 2, 3 & 4 and, when needed, 
may also include personnel from module 1. The mobile WorkOne office will provide a full 
array of services based on the needs of each project or location. The mobile WorkOne office 
consists of staff and equipment, but it is not a vehicle such as a modified recreational vehicle. 
 
Virtual WorkOne – The virtual WorkOne office, also referred to as the virtual WorkOne, is 
under development. The objective is to provide Marion County employers and job seekers 
more convenient access to WorkOne services and resources through the use of a robust 
website and standardized content. The site will be almost exclusively self-service. Services 
such as workshops, labor market information, labor exchange services, unemployment 
services, etc. will be available to those employers and job seekers who do not need extensive 
staff assistance. The virtual WorkOne will connect back to the physical WorkOne system.  

 
The WorkOne Indianapolis system will focus on the needs of the employers without neglecting 
the needs of the job seeker. Attaining this balance where the needs of both employers and job 
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seekers are met will be crucial to a successful workforce delivery system.  To this end, 
EmployIndy has established the following WorkOne Indianapolis strategic objectives: 
 

1. Develop Marion County’s workforce in order to meet the needs of Marion County 
employers, thus matching skilled workers with employer needs and increasing 
employment. 

2. Increase the number of employers that use WorkOne to meet their labor force needs by 
developing customized services for employers that improve their human capital and 
productivity.  

3. Expand outreach to community centers, community-based and faith-based organizations 
to leverage their strengths in providing workforce services to an increased number of 
employers and job seekers. 

4. Increase the quality of the labor supply for Marion County growth industries by 
positively affecting literacy, high school diploma and general education development 
certification attainment, and postsecondary degree and occupational skill credential rates 
for job seekers. 
 

These strategic objectives represent the overall mission of the WorkOne Indianapolis system.  
Each module in the WorkOne Indianapolis system impacts the other four modules; therefore 
system measurements and module measurements are used for performance evaluation.  These 
measurements will be described in the following sections.  It will be critical for the Customer 
Solutions vendor to fully understand the performance measurements for the system and all five 
modules. 
 

  
 

WorkOne Indianapolis System Modules 

The WorkOne Indianapolis system is divided into five functional and interrelated modules. The 
five modules are 1) Business Solutions, 2) Placement and Recruiting, 3) Educational Recruiting, 
4) Candidate Development and 5) Customer Solutions. The purpose of each module with its 
primary responsibilities is outlined below. These descriptions provide a basic conceptual 
overview or vision for WorkOne Indianapolis. Please note that modules 1-4 contain only a basic 
overview as these are not part of this RFP. Customer Solutions is the scope of this RFP and thus 
a fuller description is provided. 
 
The WorkOne Indianapolis system includes two identical system measurements2

 Client Placements   

  to ensure that 
all five modules work collaboratively to assist clients in gaining skilled employees, or 
employment, and to deliver premier customer service.  The system measurements are: 

 Customer Satisfaction  
 
In addition to system measurements each module has specific measurements which are used to 
evaluate module performance.  These are designed around the specific elements each module 

                                                 
2 The system performance measurements may be adjusted at the discretion of EmployIndy. The 
measurements set forth in this document represent the areas that will be measurements of success. 
Adjustments to accommodate collection of performance data and to more accurately define success will 
be made at the discretion of EmployIndy. 
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provides to the WorkOne system.  The module measurements will be addressed in the following 
overview of each module. 
 

  
 

Module 1 – Business Solutions 

Purpose: Ensure that the workforce needs of Marion County employers, in high growth 
industries, are met in a timely manner and beyond the employers’ expectations. 
 
System Role: The Business Solutions module will work with the other modules to recruit, screen, 
and deliver qualified, appropriately trained candidates to help Marion County employers 
successfully staff their operations. The module’s primary function will be the development of 
employer business relationships and the management of employer focused projects. 
 
Business Solutions module measurements are: 

 On the Job Training 
 Project Placements  
 Job Order Fill Rate 

 

  
 

Module 2 – Placement and Recruiting 

Purpose: Meet or exceed the employer needs when matching employers with talent. Document 
the skills and credentials for Marion County’s high growth industries and fill the talent pipeline 
with candidates who have those skills and credentials. 
 
System Role: The Placement and Recruiting module will work with the other modules to 
identify, develop and refer qualified candidates for high growth industries and for other hiring 
projects. Many of these projects will be managed by the Business Solutions module. 
 
Placement and Recruiting module measurements are: 

 On the Job Training  
 Project Placements 
 Job Order Fill Rate  

 

  
 

Module 3 – Educational Recruiting 

Purpose: Connect candidates to secondary education, postsecondary education and training for 
occupational skills. 
 
System Role: The Educational Recruiting module will work with the other modules to maximize 
the number of Marion County job seekers that receive education and training in targeted high 
growth industries and occupations as defined and/or identified by EmployIndy. Educational 
Recruiting will also work with Marion County job seekers on adult basic education, GED 
preparation programs, computer literacy programs and other prevocational training. The 
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WorkOne Indianapolis system will have approximately $2.0 million annually to spend on direct 
client training.  

 
Educational Recruiting module measurements are: 

 WIA Enrollments  
 Enrolled WIA Training  
 Credentials  

 

  
 

Module 4 – Candidate Development 

Purpose: Enroll candidates, assess their readiness for work or education, provide initial 
assessments, and assist them in self-service job search.  
 
System Role: The Candidate Development module will work with the other modules and will 
serve as the “front door” for job seekers. This module will be responsible for most of the 
enrollment activities, candidate development services including assessments, basic employment 
counseling and basic employment barrier removal. 

 
Candidate Development module measurements are 

 WIA Enrollments  
 Enrolled WIA Training  
 Credentials  

 

  
 

Module 5 – Customer Solutions 

Module 5 of the WorkOne Indianapolis system is Customer Solutions. This module represents 
the scope of this RFP. Customer Solutions is an essential component to the overall WorkOne 
system and is described in some detail in order to provide bidders with a full understanding of 
the WorkOne system as it relates to this module. 
 
Purpose: Provide meaningful resources and tools for both employers and job seekers. 
EmployIndy expects that the selected vendor will employ innovative solutions that represent 
both effective and standard methods of, technologies for, and locations for, providing the 
resources and tools. 
 
Examples of resources or tools include, but are not limited to: 

 Development and delivery of workshops and seminars for both employers and job 
seekers; 

 Development of self-service tools for both employers and job seekers; 
 Creation or acquisition of timely labor market briefs and case studies; 
 Development and maintenance of customer-focused social media tools; 
 Research and identification of appropriate assessment tools for both job seekers and 

employers. 
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The development, acquisition and dissemination of these products will be performed in 
conjunction with EmployIndy and the provision of the other four WorkOne modules, and the 
virtual WorkOne. Customer Solutions products will be for employers and jobseekers.  Yet, 
EmployIndy encourages the use of community and faith based organizations, industry 
associations, labor unions, and other partners to more effectively serve the public workforce 
system. 
 
System Role: For the purpose of more effectively meeting the objectives of the WorkOne 
Indianapolis system, the Customer Solutions module will identify the need for and will 
recommend new or updated client resources and tools.  These recommendations with regard to 
new or updated products should be based in national best practices and evaluations of WorkOne 
Indianapolis effectiveness.  Once products are developed, Customer Solutions will ensure that 
the other four WorkOne modules and EmployIndy are aware of changes to products and are 
appropriately trained to apply these changes within each module. 
  
Primary Responsibilities: 

 Research national best practices for workforce development and recommend the most 
promising practices which meet, or may be adapted to meet, the objectives of the 
WorkOne Indianapolis system. 

 Identify varied content delivery methods of promising practices. Develop, deliver, 
and/or procure solutions that utilize these practices and help meet the objectives of 
the WorkOne Indianapolis system. 

 Review WorkOne initiatives, programs and products to identify delivery methods, 
and other solutions to increase customer access and satisfaction. Evaluate the 
effectiveness of all Customer Solutions tools and resources on a regular basis, and 
make improvements as necessary. 

 Ensure all WorkOne modules are aware of and, as necessary, trained on WorkOne 
tools and resources, making certain there is consistent communications from 
WorkOne staff to clients. 

 Collaborate with all WorkOne modules to identify the need to develop, procure, or 
update tools and resources. 

 
Customer Solutions module measurements are: 

 Product Deployment Rate – The percentage of new or significantly upgraded 
products that are deployed each month versus a defined target. 

 Resource Utilization Rate – The frequency of use of each resource. 
 

  
 

Special Workforce and Youth Initiatives 

EmployIndy is constantly seeking funds that will enable it to enhance workforce system 
offerings in Marion County.  In recent years EmployIndy has successfully secured funding for 
such initiatives as YouthBuild, Healthcare Careers Initiative, PriorITize and STEMWorks.  All 
initiatives interface with the WorkOne Indianapolis system in some form and therefore require 
the support of Customer Solutions.  This includes EmployIndy’s WIA youth funded programs 
such as Jobs for America’s Graduates (JAG) and YouthWorks Indy. 
 
 



 
EmployIndy RFP#2011-001 Page 7 of 15 February 1, 2011 

III. 
 

Proposal  

A. 
 

Proposals to this RFP 

Respondents to this RFP are asked to submit proposals that address module 5, Customer 
Solutions, only. Successful respondents who contract with EmployIndy for services will be 
considered as vendors. 
 
Respondents are encouraged to partner with other organizations to provide EmployIndy and the 
WorkOne Indianapolis system with comprehensive Customer Solutions services.  EmployIndy is 
seeking responses which demonstrate workforce, staffing, and career development expertise, 
proficiency in engaging employers and job seekers, and innovative solutions for effective and 
efficient content delivery, standardization, and engagement. 
 
B. 

 
 Submission Requirements 

Technical Qualifications 
 
To be eligible for consideration, individuals or organizations submitting proposals may not 
have a financial or policy interest in EmployIndy and must demonstrate that they: 
1. Have experienced staff or subcontractors to provide the services described in this 

proposal or must show the ability to acquire such staff. 
2. Have experience in performing similar types of services in the public or private sector. 
3. Are able to contract with EmployIndy for the timely delivery of the services. 
4. Can demonstrate the delivery of the specific workforce development services specified in 

the Customer Solutions module. 
5. Knowledge and understanding of Federal Fair Labor Standard Act and Indiana 

Department of Employment and Training Act (IC 22-4 et seq.) and accompanying rules, 
regulations and policy directives regarding the Workforce Investment Act programs 
issued by the Indiana Department of Workforce Development. 

6. Knowledge and understanding of the applicable cost principles as outlined in Addendum 
2 – Cost Principles. 

 
Proposal Format 
 
1. All bidders must provide one original and five copies of their proposal.  
2. The proposal must be written in Microsoft Word for Windows and submitted in hard 

copy along with a copy of the response on a CD. (Please do not “write protect” the CD). 
Proposals must be typed in 12 point font, double-spaced with one inch margins and on 
letter size paper (8 ½ x 11).  

3. Pages must be numbered in the footer at the bottom center of each page in “Page X of Y” 
format. The applicants name must also be listed in the footer at the bottom right of each 
page. Font size for the required footer may be 10 point. 

4. Applications can be submitted by regular mail, express courier delivery, or hand delivery, 
but may not be faxed or transmitted by email. 
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Proposal Timeline3

 
 

The deadline for submission is March 16, 2011, by 12:00 noon.  Proposals should be submitted 
to: 
   Veronica Davis 
   EmployIndy 

Market Square Center 
151 North Delaware Street, Suite 1600 
Indianapolis, IN 46204 
 

Any questions regarding this request for proposal must be submitted in writing by letter, fax 
(317) 639-0103 or e-mail to vdavis@employindy.org  by the Submission of Questions due date 
shown in the RFP timeline below.  Questions and responses will be posted on the EmployIndy 
web site at www.employindy.org.  Potential bidders should check the EmployIndy web site 
regularly for posted correspondence.  
 
An optional bidder conference will be held on February 15, 2011at 2:30 p.m. The location will 
be the First Floor Conference Room, 251 East Ohio Street, Indianapolis, Indiana. 
Representatives of EmployIndy will give a brief presentation on the conceptual model set forth 
in the RFP and will accept questions. All questions will be answered in writing and posted to the 
EmployIndy web site with all other questions and responses related to this RFP.  
 
A “letter of intent to bid” is to be submitted to EmployIndy by 5:00 p.m. on February 18, 2011. 
The letter should be brief and clearly identify the respondent. The “letter of intent to bid” should 
be sent to the proposal address listed above. The “letter of intent to bid” will be viewed 
favorably, but is not mandatory for this solicitation. 
 
EmployIndy has reserved time for bidder presentations in the RFP timeline. However, 
EmployIndy reserves the right to schedule bidder presentations at any time after the submission 
of the proposals. The purpose of the presentation is to obtain clarity for the review and selection 
process. Presentations will be part of the formal proposal review, evaluation and scoring. 
Presentations may be limited to a select number of proposals that are considered finalists. 
 
Request for Proposal Timeline 
 
 Issue RFP February 1, 2011 
 Optional Bidder Conference 2:30 p.m. February 15, 2011 
 Submission of Questions  12:00 Noon February 18, 2011 
 Optional Letter of Intent to Bid 5:00 p.m. February 18, 2011 
 Proposal Due Date 12:00 Noon March 16, 2011 
 Bidder Presentations (dates tentative) March 28-31, 2011 
 Target Contract Date  April 15, 2011 

 
Proposal Components 

 
To be considered for funding, all applications submitted must adhere to the following 
requirements: 

  

                                                 
3 All times posted are eastern daylight savings times. 

mailto:vdavis@employindy.org�
http://www.employindy.org/�
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Components 

 
Evaluation Criteria 

Maximum 
Pages 

Proposal 
Summary Page  

 Summary document (RFP Attachment A) 1 

Organization 
and Staffing 

 Description of organizational experience, capacity, and 
qualifications including details on all successful projects 
that are similar in nature and scope 

 Description of experience, capabilities and understanding of 
accounting requirements for contracts involving federal and 
State of Indiana funding  

 Profiles of the organization’s staff to provide requested 
services and identification of the roles of specified 
personnel 

 Organizational chart (as an attachment) with key personnel 
identified 

 Most recent audit report or audited financial statements (as 
an attachment) 

 

 
3 
 

Proposal 
Narrative 

1. The specific questions asked under Proposal Narrative 
must be addressed 

2. Plans to achieve performance goals 
3. Implementation plan for the module including proposed 

product recommendations, quality control, and 
development & delivery schedules 

4. Methods for coordinating with the other four system 
modules 

5. Innovative ideas that could be implemented in support of 
the overall concepts, strategies and objectives stated in this 
RFP 

6. Solution quality, efficiency and effectiveness 
 

 
 
 

10 
 

Budget 
(Attachment 
B) 

 A budget narrative that explains and supports the detail 
contained in the budget worksheet. 

 Budget Worksheets (Attachment B) (as attachments) 
 

 
3 
 

Attachments*  Organization Audit Report 
 Organizational Chart 
 Staff Resumes or Qualifications (if personnel is not on staff 

– job or position descriptions) 
 Budget Worksheets 
 List of three (3) professional references with names, 

addresses, and current telephone numbers of contact 
persons for whom similar work has been performed 
 
*Attachments listed above will not count against the page 
limit 

 

 
 

  
TOTAL PAGES (excluding attachments) 

 
17 
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C. 
 

Proposal Summary Page 

The required proposal summary page is included in this RFP as Attachment A.  Attachment A 
should be completed with the required information and included as the cover page to the 
proposal. 
 
 
D. 
 

Organization and Staffing 

This portion of the proposal is to provide information about the responding organization and its 
staff.  The objective is to measure the stability of the organization, the experience with similar 
engagements and the quality of the staff that will be utilized in this engagement.  In short, that 
the respondent has the ability, resources and expertise to successfully operate the Customer 
Solutions module in a progressive WorkOne Indianapolis system. 
 
The respondent is to present a narrative that addresses their ability to provide the services as 
outlined in this RFP.  The narrative should, at a minimum, address the points in the technical 
qualifications portion of this RFP.  The organization and staffing aspects that make the 
respondent highly qualified for consideration should be addressed in this section. In addition, an 
organizational chart that includes key personnel names, resumes (or qualifications) for key 
personnel/positions, job descriptions and a copy of the organization’s most recent financial audit 
must be provided.  If partnering with other entities, a description of the relationship of the 
entities, roles, and partnership organization chart are also required. 
 
E. 
 

Proposal Narrative 

The Proposal Narrative will allow the respondent to provide information specifically about the 
services to be provided. The questions in this section allow the respondent to demonstrate 
knowledge in workforce development and how implementation and operation will occur to 
maximize performance. The respondent must answer each question. The respondent may provide 
a general narrative at the beginning. That narrative will be included in the page limitation. 
 
Module 5, Customer Solutions - Questions 
 

1. Describe the methodology that will be utilized to identify the most promising best 
practices for adaptation and implementation in WorkOne Indianapolis.  For example, 
there has been recent media regarding integration of Generation Y into the workplace and 
the cultural differences between them and Baby Boomers.  Please describe the process 
which will be utilized to identify promising best practices on this issue and how 
WorkOne Indianapolis might adapt best practices to assist employers in addressing the 
generation gap in their workforce. 

2. Propose innovative delivery methods, resources, and/or tools which will be developed, 
delivered, and/or procured to help meet the objectives of the WorkOne Indianapolis 
system. 

3. Explain in detail the process to evaluate the effectiveness of WorkOne Indianapolis tools 
and resources. 

4. Describe how WorkOne modules will be made aware of the available tools and resources 
and ensure consistent communication with clients. 
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5. Explain how Customer Solutions will collaborate with all WorkOne modules to identify 
the need to develop, procure, or update tools and resources. 

6. Recommend process for measuring resource utilization.  Describe techniques that will be 
implemented to determine and correct low usage, or if the resource has come to the end 
of its product life cycle. 
 

F. 
 

Budget 

The contract for services under this RFP will begin no later than April 15, 2011 and end on 
June 30, 20124

 
.  

Respondents must provide detailed costs for the services outlined in this RFP using both the 
budget worksheet (Attachment B) and a budget narrative. 
 
Budget Narrative 
 
Within the Proposal Narrative each respondent must include a Budget Narrative. The Budget 
Narrative is intended to describe the services and products that are covered for the budgeted 
dollars and/or payment points at the major component level. 
 
Example 1: The Payment Point A in the amount of $##,000 covers the costs of the 
development of three workshops, the delivery of ## workshops, the creation and posting of 
labor market briefs and case studies, etc. 
 
Example 2: The development of standard informational workshops will be billed at $### 
each. We will develop five of these informational workshops during the first month for a total 
cost of $#,000. 
 
Budget Worksheet (Attachment B) 
 
As outlined in the budget worksheet, the respondent must present the total costs for providing 
services and the costs for each major component within the scope of the proposal. The 
following should be included: 

• Identify the major components or deliverables as viewed by the vendor 
• Provide costs for each major component 
• Provide projected people-hours of each major component 
• Provide a brief description of the component deliverables 

 
The proposed payment points and schedule of payments should be presented on the 
worksheet. Final payment points and schedule of payments will be negotiated during the 
contracting phase. 

 
G. 
 

Selection Criteria 

All bidders are advised that each proposal will be evaluated based on responsiveness to this RFP.  
Proposals will be reviewed for completeness, clarity and adherence to stated requirements.  
Proposals will be rated based on the selection criteria and in rank order from the highest to 
lowest.  Selections for contract negotiations will normally be made in rank order.  However, to 
                                                 
4 At the discretion of EmployIndy the contract may be modified to add two one-year extensions. 
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ensure availability of quality services, EmployIndy reserves the right to select lower ranked 
proposals when warranted.  Such selection of proposals shall be made at the sole discretion of 
EmployIndy.  
 
The top bidders or “finalists” from the Organization and Staffing, Proposal Narrative and Budget 
scoring will be brought in for presentations. During the presentations, evaluators will score the 
presentation for each module and may adjust original scores based on clarifying data provided 
during the presentation. At a minimum the presentation will consist of a short formal 
presentation and a question/answer period. 
 
The evaluation will be worth a maximum of 130 points. The available points by evaluation factor 
are shown in the following chart: 
 

Evaluation Factors Maximum 
Points 

Organization and Staffing 25 
Proposal Narrative  50 
Budget  25 
Presentation (scoring for finalists only) 30 
Total Points 130 

 
 
IV. 
 

Terms & Conditions 

1. A bidder or its principals shall be in good standing, not debarred or suspended, proposed for 
debarment, declared ineligible or otherwise excluded from entering into a financial 
agreement of federal or state funds. 

 
2. Local, small, minority and women owned businesses are encouraged to respond and shall not 

be discriminated against during proposal review. 
 
3. EmployIndy is an equal opportunity employer.  All bidders shall certify the same. 
 
4. The bidder certifies and agrees that it will provide and maintain a drug-free workplace.   
 
5. Issuance of the Request for Proposal does not commit EmployIndy to award a contract, to 

pay costs associated with proposal development or to procure or contract for goods and/or 
services.  Payment for services will be negotiated. 

 
6. EmployIndy reserves the right to reject any and all proposals if it is in the best interest of 

EmployIndy to do so and waive any minor informalities or irregularities in the RFP process. 
EmployIndy shall be the sole judge of these irregularities.   

 
7. For the top-ranked bidder(s) selected, references or other points of contact as necessary will 

be made and any comments will be used to complete the evaluation process.  EmployIndy 
reserves the right to enter into negotiations with one or more bidders as a result of the RFP 
evaluation process and enter into a best and final negotiation with one or more of the bidders.  
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8. EmployIndy will consider non-responsive any submittal for which critical information is 
omitted, lacking or represents a major deviation from the RFP. 

 
9. Proposals received after the due date and time will be considered non-responsive and will not 

be reviewed or evaluated. 
 
10. Other issues of grievances, hearing resolutions and authority shall be addressed prior to 

award of contract and relevant issues may be stated within contract.  EmployIndy reserves 
the right to negotiate proposed outcomes, budget, and other matters prior to execution of the 
contract. 

 
11. Bidders shall certify either no real or apparent conflict of interest exists in carrying out the 

scope of work described, or where conflict(s) of interest may exist; such potential conflicts 
must be clearly disclosed in the proposal.  

 
 
V.  
 

Specifications & Scope of Work 

EmployIndy expects a system that aggressively targets the development of the workforce for 
Marion County employers and provides excellent services to job seekers. The Customer 
Solutions provider will be expected to provide outstanding products and to deliver and support 
them as an integral part of the WorkOne Indianapolis system. Bidders should demonstrate the 
ability to meet these expectations in the response to this RFP.  
 

 
Governing Authority 

By statute, EmployIndy has the responsibility for developing the workforce of Marion County.  
EmployIndy establishes both policy and operational processes as mandated by WIA. 
Respondents to this RFP are expected to be familiar with the contents of WIA and Federal 
Regulations guiding the WIA program. They should also be familiar with State laws and State 
and EmployIndy policy concerning workforce development, the Wagner-Peyser program and 
other partner programs. Many of these can be found via the U. S. Department of Labor’s site at 
http://www.doleta.gov and the DWD site at http://www.in.gov/dwd/. The terms and conditions of 
this RFP and resulting contracts may change based on any Federal or State legislative changes. 
 

 
Environment 

1. Service Area - The service area is Marion County. The system will serve the employers 
and job seekers in Marion County. Since Marion County is part of a larger labor market 
area, services to individuals and employers outside of Marion County may occur, but the 
target area is Marion County.  

 
2. Offices -See WorkOne Indianapolis System in Section II. Overview

 
.  

Daily traffic volumes in the WorkOne offices can vary greatly based on the 
unemployment rate, general state of the economy and day of the week. The monthly 
average for all offices is about 22,000 with about 240,000 annual visitors. These numbers 
just measure the current traffic flow and do not reflect actual targets. 
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3. Programs – The following major programs will be operated through the WorkOne East 
and West offices – Disabled Veteran Outreach Program (DVOP), Local Employment 
Veteran Representative (LVER), Unemployment Insurance (UI), Trade Adjustment 
Assistance (TAA), Wagner-Peyser (W/P) and Workforce Investment Act (WIA) Adult, 
Dislocated Worker and Youth. Other community partners include, but are not limited to 
Housing and Urban Development (HUD), JobCorp, Vocational Rehabilitation, 
Community Block Grants, National Veteran Grants and may be included in the service 
mix if they offer employment and training grants and cost share the facility.  

 
4. Community – EmployIndy and WorkOne Indianapolis actively engage residents of 

Marion County where they work, live, and socialize.  Outreach may be conducted 
through the Mobile WorkOne office or a network of community and faith based 
organizations.  Therefore, the Customer Solutions tools and resources must be available 
in a way that is accessible by all partners and non-WorkOne office programs.   

 
5. Staffing – The staffing of the WorkOne offices will consist of Operator staff 

(EmployIndy), service providers for modules 1 though 4, DWD staff, some partner staff, 
and staff of the Customer Solutions module (if recommended).  
 

6. Management – The management structure for WorkOne Indianapolis has been described 
in Section II Overview. Additional details on the functional management guidelines that 
will be followed can be found in DWD Policy 2007-43, 
http://www.in.gov/dwd/files/2007-43.pdf). The overall objective will be to structure the 
system so that it works as a single unit to meet the needs of both the Marion County 
employers and workforce.  

 
7. Equipment – Each office currently has furniture and equipment. All of the furniture and 

equipment belongs to the system and will be available for operational purposes regardless 
of the selected entity. As the WorkOne Operator, EmployIndy will be responsible for 
ensuring that adequate furniture and equipment is available. Special or unique needs 
should be addressed in the proposal. 

• The Eastside office has 5 training/conference rooms; 2 of the rooms are equipped 
with PCs - approximately 15-20 PCs per room. In addition, clients have access to 
about 25 PCs in the lobby and information resources areas. The Eastside also has 
2 flat screen TVs in the information resource and lobby areas. 

• The Park Stone office has 10 training/conference rooms; 3 of the rooms are 
equipped with PCs - approximately 15 PCs per room. In addition, clients have 
access to about 24 PCs in the lobby and information resources areas. Park Stone 
also has a flat screen TV and a smart board in the lobby area. 

• The Westside office has 3 training/conference rooms; 1of the rooms are equipped 
with PCs - approximately 20 PCs. In addition, clients have access to about 20 PCs 
in an information resources area. The Westside also has 1 flat screen TVs in the 
lobby area. 

 

 
Program Period  

The intent of this RFP is to contract with a vendor or vendors to develop and deliver Customer 
Solution services for the WorkOne system of Marion County. The intent is to have a contract 
period that begins no later than April 1, 2011, and ends on June 30, 2012. Furthermore, it is the 
intent to allow up to two, one-year extension at the discretion of EmployIndy. 

http://www.in.gov/dwd/files/2007-43.pdf�
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Performance Goals 

Performance measurements were explained in the WorkOne Indianapolis System Overview.  
Actual target outcomes will be negotiated with the selected respondent based on EmployIndy 
expectations and the content of the proposal.  This may include further definition of the selected 
module measurements and/or how the respondent will impact the system measurements.   
 

 
Pay for Performance 

Contracts resulting from this procurement will be structured with pay for performance clauses. 
The exact pay for performance clause used will be determined through contract negotiations. Pay 
for performance criteria may involve both system measurements to insure that all modules are 
working in coordination and module measurements. 
 
Funding Available5

 
 

Funding availability may vary based on federal WIA allocations, the availability of non-WIA 
funding and other factors. Following is EmployIndy’s estimated funding level by Program Year 
for the initial term of the contract. Actual funding levels will be specified by contracts that are 
executed as a result of this RFP. 
 
Approximately $500,000 will be made available for the period covered by this contract. If 
multiple providers are selected, the $500,000 will be the total dollar amount available.  
 

 
Video Quality Standards 

Video quality standards are presented below under video specifications. These are considered 
minimum standards. EmployIndy may consider higher standards if recommended by a bidder 
and justified. 
 
Video Specifications: 

• Size: 640x480 
• Medium Quality: 400 kbps 
• Audio: 96 kbps (stereo) 
• Non-interlaced 
• format: .flv 

 
 

                                                 
5 Other WIA and non-WIA funds sometimes become available. Allocation of this “other funding” may be 
awarded to the successful respondents to this RFP when in the judgment of EmployIndy the “other 
funding” is congruent with the objectives and activities addressed in this RFP. Such actions will be 
addressed through contract modifications.  



 

Attachment A  
 

Summary Page 
 

Request for Proposal #2011-001 - WorkOne Services – Customer Solutions 
 
Organization: 
Address: 
 
Phone Number: 
Fax Number: 
 
Contact Person: 
 
Provide a Brief Description of Organization: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cost Summary April 18, 2011  
  through 
  June 30, 2012  
 
 
          $_______________  
 
 
 
 
 
Authorizing Official: ________________________________________________ 

    Signature/Date 
 

    ______________________________________________ 
    Typed Name/Title 



 

Attachment B                    
 

Request for Proposal #2011-001 - WorkOne Services – Customer Solutions 
 

Budget Worksheet 
 
 

 
Respondent Name: ________________________________________________________ 
 
Instructions: The budget worksheet is to show the total price for services and products to be 
provided with a more detailing of costs per major component and a proposed payment schedule. 
 
 
  April 18, 2011  
  through 
 June 30, 2012 
  
 
Total Vendor Price _____________  
 
 
Below, provide detailed costs by major product and/or service components including a proposed 
payment schedule.



 

Addendum 1 – WorkOne Indianapolis Management Structure 
 
 
 

WorkOne Leadership with 
Associated State and Customer Solutions Leadership 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

WorkOne 
General 

Manager A 

EmployIndy  
Senior Director 

WorkOne 
Operations 

IDWD  
Director 

North Operations 

WorkOne 
General 

Manager B 

Module 5 Customer 
Solutions 

Lead 



 

Addendum 2 – Cost Principles 
 
 
 
 
 

Applicable Cost Principles 
 

For the cost of a: Use the principles in: 
 
State, local or Indian tribal government 
 

 
2 C.F.R Part 225 (formerly OMB 
Circular A-87) 

 
Private nonprofit organizations, as 
defined by OMB Circular A-122 
 

 
2 C.F.R Part 230 (formerly OMB 
Circular A-122) 

 
Universities 
 

 
2 C.F.R Part 220 (formerly OMB 
Circular A-21) 

 
Hospitals 
 

 
45 C.F.R Part 74, App. E 

 
Commercial organizations 
 

 
48 C.F.R. Part 31 

 
 

  



 

Addendum 3 - List of Current WorkOne Products 

Products: 

For an on-line list with brief description go to http://www.indyworkone.org/workshops.aspx) 

• From Hard Time to Full Time  
• GED and Adult Basic Education 

Classes  
• Interviewing Skills  
• Job-Search Strategies  
• Career Planning  
• Professional Resume Development  
• Job-Searching Techniques  
• Advanced Usage of Indiana Career 

Connect  
• Basic Computer Concepts-Part 1 
• Basic Computer Concepts-Part 2  
• Knowledge is power!  
• Job Search and Networking Group  
• Mindleaders Open Lab  
• Training Information Session  
• Indiana Career Connect  
• Financial Aid Workshop  
• Young Adult Job Club  
• Young Adult: Overcoming Challenges 

and Being Successful on the Job  
• Young Adult Finding & Applying for 

Jobs and Following Up with Employers  
• Young Adult Resume Development  
• Young Adult Service 

Orientation/Testing  
• Young Adult GED  
• Mindleaders Orientation  
• Open Computer Lab  
• Resume Development  
• Education & Funding  
• After Hours Networking Event  
• Career Assessment Testing  
• TABE & COP's Assessment Testing  
• TABE & COP's Assessment Test 

Results  

• Vocational Rehabilitation  
• Extended Benefits  
• Apollo 13 Orientation  
• Healthcare Career Initiative 

Assessment/Discovery  
• REA  
• Preparing for CareerDay @ The 

Brickyard  
• TABE Testing  
• COPs System Assessment Testing  
• Assessment Results  
• Intro to Microsoft Word  
• Intro to Microsoft Excel  
• Basic Computer Skills  
• Resume For Professionals  
• Microsoft Excel II  
• Microsoft Word II  
• Microsoft PowerPoint  
• Networking Group  
• WorkOne's Top 10 Series  
• WorkOne's Top 10 Interviewing for 

Success  
• WorkOne Top 10 Resume Update  
• WorkOne Top 10 Job Search Strategies  
• Posting a Resume in Indiana Career 

Connect  
• Utilizing the Tools in Indiana Career 

Connect  
• Introduction to Networking  
• Social Networking  
• Posting an Resume in Indiana Career 

Connect  
• Utilizing the tools in Indiana Career 

Connect  
• Training Orientation  
• Strategies for Job Seekers Over 40  

 

http://www.indyworkone.org/workshops.aspx�
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