RFP-10-12

Attachment C
Statement of Work
Program Monitoring and Data Validation
The selected vendor will provide monitoring and data validation services that must include the following, at a minimum:
· Conduct financial, administrative and programmatic monitoring of the two Workforce Investment Boards in Indiana to assess compliance with the Workforce Investment Act, Trade Adjustment Act, American Recovery and Reinvestment Act (including youth), and Wagner-Peyser Act, their regulations, State law, Indiana Department of Workforce Development (IDWD) policies and directives, and state and local administrative policies and requirements. Scope of work to include monitoring of special programs such as the National Emergency Grant and Summer Youth Program as necessary.   
· Provide accurate, detailed narrative reports related to data collection and findings as well as observations. Correspond with IDWD staff as necessary or requested via email, fax, telephone and in-person meetings. Work directly with IDWD staff in regards to scheduling dates and times of all monitoring visits. Correspond with the U.S. Department of Labor as specifically requested by IDWD. 
· Conduct financial, administrative and programmatic monitoring of all Balance of State Regional Workforce Boards in Indiana to assess compliance with the Workforce Investment Act, Trade Adjustment Act and Wagner-Peyser Act, their regulations, State law, IDWD policies and directives, and state and local administrative policies and requirements.

· Using secret shoppers and customer interviews, determine the customer focus of WorkOne offices, including first impressions of customers, knowledge of workers related to customer needs, and overall impressions of the WorkOne customer experience.

· Conduct report and data element validation in Indiana for the Workforce Investment Act in a manner that will fully meet the compliance requirements of the U.S. Department of Labor/Employment and Training Administration.

· Conduct data element validation in Indiana for the Trade Adjustment Act in a manner that will fully meet the compliance requirements of the U. S. Department of Labor/Employment and Training Administration.

· Conduct data element validation in Indiana for the Wagner-Peyser Act in a manner that will fully meet the compliance requirements of the U. S. Department of Labor/Employment and Training Administration.

Useful Links:

· Links to Acts, policies and directives:

IDWD Policy Search:  http://www.in.gov/dwd/2544.htm
Technical Assistance Bulletins:  http://www.in.gov/dwd/2554.htm
TrackOne Technical Guidance:  http://www.in.gov/dwd/2553.htm
Selected Authorities:  http://www.in.gov/dwd/2567.htm
Trade Adjustment Act Statutes and Regulations:     http://www.doleta.gov/tradeact/statutes_regulations.cfm
Wagner-Peyser Act:  

http://www.doleta.gov/programs/w-pact_amended98.cfm
American Recovery and Reinvestment Act; and, 
American Recovery and Reinvestment Act Youth

· Links to data validation requirements, policies, software and handbooks:
http://www.doleta.gov/performance/reporting/tools_datavalidation.cfm
TECHNICAL PROPOSAL

The Technical Proposal must be divided into the sections as described below.  Every point made in each section must be addressed in the order given.  RFP language should not be repeated within the response. Where appropriate, supporting documentation may be referenced by a page and paragraph number. However, when this is done, the body of the technical proposal must contain a meaningful summary of the referenced material. The referenced document must be included as an attachment to the technical proposal with referenced sections clearly marked. If there are multiple references or multiple documents, these must be listed and organized for ease of use by the State.  
	Abbreviation


	Meaning

	DOL
	United States Department of Labor

	DOL/ETA
	United States Department of Labor / Employment and Training Administration

	DRVS
	Data Reporting and Validation Software (provided by USDOL)

	EEO
	Equal Employment Opportunity

	IDWD
	Indiana Department of Workforce Development

	Max
	Maximum

	PC
	Personal Computer

	RFP
	Request for Proposal

	TAA
	Trade Adjustment Assistance Act

	VETS
	Veterans Employment and Training Services

	WIA
	Workforce Investment Act

	WP
	Wagner-Peyser Act


A.  Monitoring
1. Describe plans for conducting on-site financial, administrative and programmatic monitoring reviews of the eleven Regional Workforce Boards in Indiana to assess compliance with the WIA, TAA, WP, regulations, State laws, IDWD policies and directives, and state and local administrative policies and requirements.  The following points should be addressed specifically:
a. Fiscal monitoring
i. Cost allocation plans
ii. Internal controls
iii. Cash and check disbursements
iv. Financial reporting
v. Cash management
vi. Salary and bonus limitations
vii. Payroll

viii. Recordkeeping

ix. Program income

x. Budget controls

xi. Allowable costs

xii. Accuracy of financial reports
xiii. Match

xiv. Source documents

xv. Participant training resource management

xvi. Expenditures compared to available resources

b. Administrative monitoring

i. Procurement

1. plans

2. RFP – competitive/non-competitive

3. prior approval

4. cost price analysis

5. sub awards

6. contract clauses

ii. Contract management

iii. Sub-recipient monitoring and corresponding resolution
iv. Property management

v. EEO contract clauses

vi. Governance

vii. Record retention/access

viii. Conflict of interest

ix. By-laws/Articles of Incorporation and Board composition and minutes

c. Programmatic monitoring (with specifics by funding stream)
i. Client files for:

1. TrackOne usage
2. source documents

3. eligibility and justification for funding steams of services provided

4. comprehensive assessment

5. service strategy development

6. allowable activities/expenditures

7. coordination of available resources

8. EEO/Grievance compliance

9. VETS compliance including priority of service

ii. WorkOne offices

1. adherence to regional integration plan

2. information security

3. customer and staff security

4. signage

5. availability of adequate parking

6. client satisfaction

7. team member input

8. immediate client engagement and processing

iii. Regional operator

1. regional integration plans

2. complaint logs

3. sub-recipient monitoring reports

4. sub-recipient audit resolution

5. record retention/access/security compliance

6. fraud, waste and abuse

7. compliance with State law and IDWD policies

2. Describe plans for conducting financial, administrative and programmatic monitoring of the Marion County Workforce Investment Board to assess compliance with the WIA, TAA, WP, regulations, State laws, IDWD policies and directives, and state and local administrative policies and requirements.  The following points should be addressed specifically: 
a. Fiscal monitoring
i. Cost allocation plans
ii. Internal controls
iii. Cash and check disbursements
iv. Financial reporting
v. Cash management
vi. Salary and bonus limitations
vii. Payroll

viii. Recordkeeping

ix. Program income

x. Budget controls

xi. Allowable costs

xii. Accuracy of financial reports

xiii. Match

xiv. Source documents

xv. Participant training resource management

xvi. Expenditures compared to available resources

b. Administrative monitoring

i. Procurement

1. plans

2. RFP – competitive/non-competitive

3. prior approval

4. cost price analysis

5. sub awards

6. contract clauses

ii. Contract management

iii. Sub-recipient monitoring and corresponding resolution

iv. Property management

v. EEO contract clauses

vi. Governance

vii. Record retention/access

viii. Conflict of interest

c. Programmatic monitoring (with specifics by funding stream)
i. Client files for:

1. TrackOne usage

2. eligibility and justification for services provided

3. comprehensive assessment

4. service strategy development

5. allowable activities/expenditures

6. coordination of available resources

7. EEO/Grievance compliance

8. VETS compliance including priority of service

ii. WorkOne offices

1. adherence to regional integration plan

2. information security

3. customer and staff security

4. signage

5. availability of adequate parking

6. client satisfaction

7. team member input

8. immediate client engagement and processing

iii. Workforce Investment Board
1. By-laws/Articles of Incorporation

2. board composition

3. board functions

4. youth council

5. program oversight

6. regional integration plans

7. adherence to sunshine provisions

8. adherence to limitations in Act

9. complaint logs

10. sub-recipient audit resolution

11. record retention/access/security compliance

12. fraud, waste and abuse

13. compliance with state law and IDWD policies

3. Describe plans for conducting monitoring of the State Workforce Innovation Council serving as the Balance of State Workforce Investment Board to assess compliance with the WIA, TAA, WP, regulations, State laws, IDWD policies and directives, and state and local administrative policies and requirements.  The following points should be addressed specifically:
a. Workforce Investment Board composition
b. Youth Council
c. governance 
d. board functions 
e. program oversight

f. sunshine provisions

g. limitations

h. conflict of interest

i. compliance with State and federal law
4. Key Staff

a. Identify key staff that will conduct monitoring and identify the area(s) they will be involved with (financial, administrative, and programmatic).  Provide specific knowledge and experience of each staff particularly as it relates to WIA, TAA and WP and at what governmental level the experience was gained.  
5. Scheduling Reporting and Documentation

a. Propose a detailed schedule to meet the monitoring functions described in the proposal.
b. Vendor must submit a complete monitoring report including work papers and related documentation to IDWD staff no later than 10 business days after completion of annual, onsite monitoring or special program monitoring.     
c. Describe how results of monitoring will be reported to facilitate inclusion in comprehensive oversight reports prepared by IDWD staff.

d. Describe the work papers, guides and other documentation that will be delivered to IDWD, with the ownership of these documents residing with IDWD.
B. Customer Focus of WorkOne Offices
1. Secret Shopper and Customer Interviews

Describe plans and methodologies that will be used to determine the customer focus and customer experience with WorkOne offices and describe the information that will be made available to IDWD as a result of these efforts.
C.  Data Validation
1. System Use
IDWD will install and maintain DRVS and TAA data validation software.  A cubicle at the administrative office of IDWD will be available for the use of the vendor.  The cubicle will have a networked PC with access to DRVS, TAA data validation software, Indiana Career Connect, TrackOne and a wage download data text file with data dictionary.
The vendor will use these resources to produce data validation deliverables required by DOL.  This will include importing data into DRVS and the TAA data validation software, generating the samples, creating the worksheets, and running the required data validation reports (using DRVS and the TAA data validation software).

Describe the vendor capabilities for understanding of these resources and capabilities for using these resources.
2. WIA Data Validation 
An estimate of the WIA data element validation sample size is 975-1275 cases.  Describe plans for conducting WIA data element validation for PY 2008 and report and data element validation for PY 2009. At a minimum the following items must be included:  importing data (including how import errors will be handled), report validation (assuming DRVS is not used to create the WIA reports), preparing a procedure manual, developing data element pass/fail criteria, validating wage fields, creating validation sample lists and worksheets, maintaining consistency throughout the review, verifying locations of case files for site visits, arranging site visits, conducting on-line validations and site visit validations, and entering the data collected into DRVS.  The WIA data validation reports will be submitted by IDWD staff.  The vendor responsibility for the reports meeting DOL/ETA requirements so they are accepted by DOL/ETA should be described.  WIA report validation must be completed and reported to DOL/ETA by October 15 each year.  WIA data element validation must be completed and reported to DOL/ETA by the following January 30.
3. TAA Data Validation 
An estimate of the TAA data element validation sample size is 125-175 cases.  Describe plans for conducting TAA data element validation. At a minimum the following items must be included:  importing data (including how import errors will be handled), preparing a procedure manual, developing data element pass/fail criteria, validating wage fields, maintaining consistency throughout the review, verifying locations of case files for site visits, arranging site visits, conducting on-line validations and site visit validations, and entering the data collected into the TAA data validation software.  The TAA data validation report will be submitted by IDWD staff.  The vendor responsibility for the report meeting DOL/ETA requirements so they are accepted by DOL/ETA should be described.  TAA data element validation must be completed and reported to DOL/ETA by January 30 each year.

4. WP Data Element Validation 
The sample size for Wagner-Peyser data element validation is 25 cases each year.  Describe plans for conducting WP data element validation beginning with PY 2009 data validation. At a minimum the following items must be included:  importing data (including how import errors will be handled), preparing a procedure manual, developing data element pass/fail criteria, validating wage fields, maintaining consistency throughout the review, conducting on-line validations, and entering the data collected into the DRVS software.  The WP data validation report will be submitted by IDWD staff.  The vendor responsibility for the report meeting DOL/ETA requirements so they are accepted by DOL/ETA should be described.  WP data element validation must be completed and reported to DOL/ETA by August 15 each year.

5. Data Validation Schedule
The vendor may be responsible for assisting IDWD staff with data element validation of WIA and TAA for PY 2008.  For PY 2009 the vendor will be responsible for all data validation responsibilities for WIA, TAA, and WP.  Required data validation reports will be prepared by the vendor, and submitted by IDWD staff after review.
Provide a detailed project schedule specifying the planned dates for each major step for PY 2009.  The project schedule should provide sufficient time for IDWD staff to review the reports before submittal to DOL to meet DOL deadlines.
6. Qualifications of Key Staff

Identify key staff who will conduct data validation.  Provide specific knowledge and experience of each staff particularly as it relates to WIA, TAA and WP.  Experiences with data and data systems, validation of data, and programmatic knowledge of WIA, TAA and WP should be included, along with knowledge and experience related to TrackOne, ICC, and wage systems.

7. Documentation

Complete documentation of all aspects of data validation must be available to DOL/ETA when they monitor the compliance of Indiana with the data validation requirements for WIA, TAA and WP.  Please describe the documentation which will be provided to IDWD and include the delivery dates as part of the data validation schedule.
D.  Cost Proposal

Costs of providing oversight monitoring and data validation services will be billed at an hourly rate.  The hourly rate will include all travel, supplies and other costs.  In addition, an annual maximum cost will be established for each major deliverable.  This is the maximum that will be billed for completion of the deliverable in a year.
For proposal scoring purposes, this maximum annual cost will be used.  Please include the following cost proposal forms:
	

	Conduct financial, administrative and programmatic monitoring of Marion County Workforce Investment Board (per year)

	Staff to be engaged
	Hourly Rate
	Maximum Hours Per Year to Complete
	Hourly Rate x Max Hours

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Maximum Annual Cost Proposed for Function
	


	

	Conduct monitoring of the State Workforce Innovation Council serving as the Balance of State Workforce Investment Board (per year)

	Staff to be engaged
	Hourly Rate
	Maximum Hours
	Hourly Rate x Max Hours

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Maximum Annual Cost Proposed for Function
	


	

	Conduct financial, administrative and programmatic monitoring of Eleven Regional Workforce Boards (per year)

	Staff to be engaged
	Hourly Rate
	Maximum Hours
	Hourly Rate x Max Hours

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Maximum Annual Cost Proposed for Function
	


	

	Conduct secret shopper/customer interview research (per year)

	Staff to be engaged
	Hourly Rate
	Maximum Hours
	Hourly Rate x Max Hours

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Maximum Annual Cost Proposed for Function
	


	

	Workforce Investment Act Data Validation (per year)

	Staff to be engaged
	Hourly Rate
	Maximum Hours
	Hourly Rate x Max Hours

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Maximum Annual Cost Proposed for Function
	


	

	Trade Adjustment Act Data Element Validation (per year)

	Staff to be engaged
	Hourly Rate
	Maximum Hours
	Hourly Rate x Max Hours

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Maximum Annual Cost Proposed for Function
	


	

	Wagner-Peyser Data Validation (per year)

	Staff to be engaged
	Hourly Rate
	Maximum Hours
	Hourly Rate x Max Hours

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Maximum Annual Cost Proposed for Function
	


Please include the following cost proposal summary form:
	
	One Year Total

	Monitor Marion County Workforce Investment Board
	

	Monitor 11 Regional Workforce Boards
	

	Monitor Balance of State Workforce Investment Board
	

	Conduct Secret Shopper/Customer Interview Research
	

	Workforce Investment Act Data Validation
	

	Trade Adjustment Act Data Element Validation
	

	Wagner-Peyser Act Data Validation
	

	Maximum Total Proposed Annual Cost


	


E.  Conflict of Interest
1. Describe any potential conflict of interest the vendor may encounter while conducting this work for IDWD, and the steps the vendor will take to prevent any conflict of interest.
2. All individuals competing work for this project will be required to complete and submit to IDWD a financial interest statement.  Describe the willingness of the vendor to comply with this requirement.
The State reserves the right to determine whether a conflict of interest exists.
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