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Timeline 
 

Request for Proposals Released   March 7, 2023 by 4pm 
 
Bidders’ Electronic Questions Deadline  March 14, 2023 by 4pm 
 
Answers to Bidders’ Questions Posted  March 21, 2023 by 4 pm 

 
Proposals Due     April 7, 2023 by 4pm  
 
Workforce Development Board Action  May 17, 2023  
 
SEGA Board Action    June 9, 2023 
 
Bidder Notification    June 14, 2023 
 
Contract Begins     July 1, 2023 
 

 
 

Note:  This schedule is subject to change 
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Southeast Michigan Community Alliance (SEMCA) System 
 
SEMCA Background 
 
SEMCA is the administrative entity that oversees the Michigan Works! American Jobs Centers 
(AJC) in Monroe County and Wayne County, excluding the City of Detroit. It is one of 16 
Michigan Works! Agencies (MWA) in the state, which collectively operates almost 100 AJCs 
throughout Michigan. SEMCA has set program-specific priorities within several Requests for 
Proposals (RFPs) with an overall priority to have contract staff and services located at its six (6) 
full service AJCs and one (1) affiliate AJC in the SEMCA region. 
 
SEMCA strives to ensure that its AJCs and related services are employer focused and outcome 
driven, with the placement of job candidates to meet businesses’ hiring needs being of the 
highest priority. Through partnerships, contracted services, oversight and direction, SEMCA 
ensures that systems are in place so that a quality connection is made between businesses 
looking for qualified workers and individuals seeking gainful employment. 
 
Michigan Works! System 
 
The success of the workforce investment system is dependent on the development of true 
partnerships and honest collaboration at all levels and among all stakeholders. The cornerstone 
of the workforce investment system is One-Stop service delivery that unifies numerous 
education, training and employment programs into a single, customer-friendly system in each 
area. The One-Stop System promotes the coordination of programs, services and governance 
structures so that the customer has access to a seamless system of workforce investment 
services. 
 
As a state-designated Workforce Development Board/Agency, SEMCA is governed by the 
Workforce Innovation and Opportunity Act (WIOA). WIOA requires that One-Stop Operators 
must be procured through a competitive process. The main role of the One-Stop Operator 
(OSO) is to coordinate the service delivery of participating One-Stop partners and Service 
Providers. Bidders must reflect their organization’s commitment to deliver services consistent 
with the mission, vision, values and culture of the SEMCA Michigan Works! system. 
 
The system design is based on the following principles: 

• Adherence to a Workforce Development Board (WDB) developed strategic plan that 
encourages a common direction among diverse employment, education and training 
programs.  

• Universality of access by employers and job seekers with multiple access points.  

• Ease of customer access based on population density and other factors that make 
locations convenient for customer use, with a minimum of one physical AJC that has 
programs co-located and offers all of the core services required. 

• Service delivery that is driven by individual customer needs rather than program 
offerings  
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• Demand driven through private sector leadership, which serves the workforce by 
responding to the marketplace. 

• Integration of services across agencies and programs, replacing fragmentation and 
duplication with coordination and consolidation.  

• Customer service focus of staff, facilities, and services supported by customer 
satisfaction measures.  

• Maximum leveraging of resources through co-location and shared operating costs; and 

• Accountability focused on results and documented by performance measures. 
 

Board Overview 
 
Supported by the WIOA, the WDB has a federal mandate to be the lead organization for 
workforce development planning and to arrange for a system of service delivery that meets the 
workforce needs of business and the public alike. In the SEMCA region, the Southeast 
Governmental Alliance (SEGA) Board is the ultimate governing authority for SEMCA’s workforce 
development funds. The SEGA Board has authorized the WDB to advise and recommend policy, 
strategies, and funding related to workforce development. The SEGA Board is responsible for 
appointing members to the WDB. 
 
The WDB is charged by the Governor with implementing the Michigan Works! system and 
provides policy guidance and oversight for all workforce programs in the SEMCA region. It is a 
collaboration of local area employers, educators, labor unions, elected officials and community-
based organizations united to bridge the gap between job seekers and companies in need of 
talent. It is an employer-driven, policy-making entity, charged with the distribution of public 
workforce funds that creates a network of programs designed to address workforce challenges. 
As one of 16 MWAs in the state, SEMCA staffs the WDB and provides oversight to contractors 
delivering workforce development services in the SEMCA region (Monroe County and Out-
Wayne County, excluding the City of Detroit). 
 
SEMCA’s mission is to provide leadership to create a life-long workforce development system 
that is responsive to market demand. Our region is a vital, competitive economy that is 
sustained by regional/private/public partnerships that develop a productive workforce. SEMCA, 
along with the WDB, works to ensure the efficient use of funds, maximize the system’s 
effectiveness and improve collaboration. We address the full workforce development 
continuum, including pipeline development, recruitment, advancement, and retention. SEMCA 
and the WDB are steadfast in their commitment to leverage resources and engage partners 
primed to drive the SEMCA Michigan Works! region as the nation’s leading talent capital. 
 

Solicitation 
 
A. SEMCA has issued this RFP on behalf of SEMCA’s Workforce Board to solicit proposals 

and procure an OSO to coordinate the partners and services for SEMCA’s One-Stop 
Service Centers, also known as American Job Centers (AJCs). 
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B. The bidder that is selected will be awarded a one year initial contract (July 1, 2023-June 
30, 2024) with options to extend annually on July 1, 2024 for a total maximum contract 
period of three (3) years. 
 

C. SEMCA will utilize a Bidders’ Electronic Question option. Bidders may submit questions 
relevant to this RFP electronically to wfd@semca.org by 4 pm on March 14, 2023. 
Inquiries will only be accepted in writing via email (reference “One-Stop RFP” in the 
Subject Line),  and if deemed to be of general usefulness to all potential bidders will be 
responded to on the SEMCA (www.semca.org) website within one week. Should SEMCA 
deem the need to post any additional Q & A or other pertinent information relevant to 
the RFP, it will be posted on the website prior to the RFP submittal deadline. 
 

D. Technical assistance will not be provided during the bid process. 
 

E. This RFP does not commit SEMCA to pay any cost incurred in the preparation of the 
bidder’s proposal. 
 

F. This RFP does not commit SEMCA to award a contract(s) for any of the services 
identified in the RFP. SEMCA reserves the right to accept or reject any or all proposals 
received as a result of this request, or to cancel or amend this RFP in part or in its 
entirety, if it is in the best interest of SEMCA to do so. 
 

G. Funding for this RFP is provided by State of Michigan Department of Labor and 
Economic Opportunity (LEO) and United States Department of Labor (USDOL) through 
SEMCA. This RFP is in accordance with applicable State of Michigan Policy Issuances and 
their subsequent changes, and SEMCA Issuances and Directives, as amended from time 
to time. 
 

H. If Federal or State laws or regulations change the requirements regarding the OSO, the 
winning bidder will be expected to implement any changes as directed by SEMCA. 

   
Proposal Submission 

 
A. All proposals must be sent electronically and sent to wfd@semca.org. The deadline for 

submission is 4 pm on April 7, 2023. You will receive a confirmation email upon 
submittal. 

 
LATE PROPOSALS WILL NOT BE CONSIDERED 

 
B. In the event that bidders are unable to send their proposal electronically, proposals may 

be delivered to the SEMCA offices at 25363 Eureka Road, Taylor, MI 48180.  When 
dropped off, proposals must be delivered in a sealed envelope, which will be date and 
time stamped upon arrival. If delivering proposals, bidders must submit an original 

mailto:wfd@semca.org
http://www.semca.org/
mailto:wfd@semca.org
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proposal along with a USB drive of an electronic copy. Do not use elaborate binding or 
include miscellaneous information and/or promotional materials. Bidders who are not 
currently under contract with SEMCA may submit up to three letters of support, dated 
within 30 days of the issuance of this RFP, from any MWA(s) for which they are currently 
providing services. 
 

C. Proposals must be submitted in the legal name of the organization. Proposals should not 
be submitted in the name of a project. SEMCA will only contract with the legal entity 
named in the proposal. 
 

D. Proposals must follow the instructions as indicated in the RFP. Proposal narratives must 
be limited to a maximum of twenty (20) pages. 

 
E. Any bidder may include a proposed subcontract with another entity within the bidder’s 

proposal. However, the same details that are required in the description of the services 
for the primary applicant must be included in the description for the proposed 
subcontractors. Proposed subcontractors must demonstrate the same capacity to 
perform as would be expected of the primary contractors. 

 

F. All proposals become public information after contracts are awarded and may be open 
for public scrutiny, upon request. Proposals become the property of SEMCA and will not 
be returned to the bidder. 
 

G. Bidders submitting a response to this RFP must be willing and legally able to sign a 
contract that will provide a full indemnification and hold harmless to any liability of 
SEMCA or its governing bodies for any activities conducted by the contractor agency. 
The contractor will be solely responsible for activities and services performed under the 
contract. 
 

H. SEMCA will follow appropriate protest procedures in the event the awarding of a bid is 
questioned or challenged. These procedures are outlined in the SEMCA procurement 
policy and are available at any time upon written request. 

 
Eligible Respondents 
 
Pursuant to 20 CFR 678.600, OSOs may be a single entity (public, private, or nonprofit) or a 
consortium of entities. Proposals will be accepted from eligible entities that can demonstrate 
the capacity to successfully provide the services identified in the RFP. Proposals from sole 
proprietors will not be accepted. Proposals from a collaborative, partnership or other 
combinations of organizations are acceptable, but must identify one organization as the lead 
agency, prime contractor and must specify the assignment of subcontracting relationships. 
 
Eligible single entities include: 
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• An institution of higher education; 

• An Employment Service State agency established under the Wagner-Peyser Act; 

• A community-based organization, nonprofit organization, or workforce intermediary; 

• A private for-profit entity; 

• A government agency; 

• A Local Workforce Development Board, with the approval of the chief elected official 
and the Governor; or 

• Another interested organization or entity, which is capable of carrying out the duties of 
the OSO. Examples may include a local chamber of commerce or other business 
organization, or a labor organization. 

 
Elementary school and secondary schools are not eligible OSOs per 20 CFR 678.600(d), with the 
exception of nontraditional public secondary schools, such as night schools, adult schools, or 
area career and technical education schools. 
 
A WIOA One-Stop Partner is eligible to perform OSO services as part of a consortium if the 
consortium comprises a minimum of two (2) of the other WIOA One-Stop Partners. Entities that 
meet the above-mentioned criteria per 20 CFR 678.600 are eligible respondents to this RFP. 
 
Additionally, entities must satisfy the following criteria to be considered eligible respondents to 
this RFP: 

• Entities must operate in accordance with Federal, State, and local law; 

• Entities must be currently eligible to do business in Michigan with SEMCA; 

• Entities must be willing to comply with 20 CFR 678.600(e), which sets expectations that 
the OSO: 

o Disclose any potential conflicts of interest arising from its relationships with 
training and other service providers; 

o Not establish practices that create disincentives to providing services to 
individuals with barriers to employment who may require longer-term career 
and training services; and 

o Comply with Federal regulations and procurement policies relating to the 
calculation and use of profits, including 20 CFR 683.295, the Uniform Guidance at 
2 CFR part 200, and other applicable regulations and policies; and 

• Entities must possess the technical competence, management expertise, professional 
staff capacity, administrative and fiscal capacity, and demonstrated fiduciary 
responsibility to accomplish the objectives and scope of work stated in this RFP. 

 
Contractors must also:  

• Have no record of fraud, default while under contract, or unresponsiveness to 
performance and contract improvement measures. Contractors who are or have been 
seriously deficient in current or recent contract performance, in the absence of 
circumstances properly beyond the control of the contractor, shall be presumed to be 
unable to meet this requirement. 
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• Have the ability to fulfill contract requirements, including the indemnification and 
insurance requirements. 

• Have the ability to maintain adequate files and records and meet reporting 
requirements. 

• Have the administrative and fiscal capability to provide and manage the proposed 
services and to ensure an adequate audit trail. 

• Have the ability to maintain internal written and electronic budget reporting that is 
updated monthly and is provided to internal program management to assure that they 
are aware of all resources and funding available to achieve program goals. 

• Meet other presentation and participation requirements listed in this RFP. 
 
Minority-owned, Disadvantaged Business Enterprises (DBE) s, and women-owned entities are 
encouraged to respond to this RFP. 
 
Conflict of Interest 
 
In accordance with 20 CFR 678.620(b)(1), an entity serving as OSO may also serve a different 
role within the One-Stop system and perform some or all of these functions when acting in its 
other role, if it has established sufficient firewalls and conflict of interest policies and 
procedures. 
 
Pursuant to 20 CFR 679.430, any entity selected or otherwise designated to perform more than 
one of the functions within the local One-Stop system must develop a written agreement with 
the local WDB and the CEO to clarify how the entity will carry out its responsibilities while 
demonstrating compliance with WIOA and corresponding regulations, relevant Office of 
Management and Budget circulars, the State's conflict of interest policy, and SEMCA conflict of 
interest policy. 
 
Roles and Responsibilities 
 
SEMCA seeks a highly qualified, neutral entity to coordinate services among the various 
required One-Stop partners present at the seven (7) existing AJCs in its workforce system, 
resulting in more streamlined and integrated services for job seeker and business customers. 
The geography of service comprises Monroe and Wayne counties, excluding the City of Detroit. 
 
The required partners in the One-Stop delivery system (WIOA One-Stop Partners) administer 
separately funded programs as a set of integrated streamlined services to customers. A 
Memorandum of Understanding (MOU), negotiated and executed between the local workforce 
development board and the WIOA One-Stop Partners with the agreement of SEMCA, governs 
the operation of the One-Stop delivery system in the local workforce investment area. 
As identified in Section 121(b)(1)(B) of WIOA, the required partners in the One-Stop delivery 
system are the entities responsible for administering the following programs and activities in 
the local area: 
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Pursuant to 20 CFR 678.620(a), the OSO must at a minimum coordinate service delivery by 
required One-Stop Partners and service providers. Local workforce boards may establish 
additional roles of the OSO. 
 
Functions and Responsibilities 
 
The role of the OSO is to work in collaboration with SEMCA to coordinate service delivery 
among the WIOA One-Stop Partners described in this RFP. SEMCA Michigan Works! provides 
job seekers and employers with information and services to positively impact educational, 
employment, and business outcomes. The collective goal of the system is to consistently offer 
seamless services to their shared job seekers and employers. 
 
The OSO shall perform the following functions and responsibilities with guidance from SEMCA: 

1. Coordinate WIOA service delivery across required WIOA One-Stop Partners and service 
providers.  
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2. Convene meetings to support implementation of the Memorandum of Understandings 
(MOU) between WIOA One-Stop Partners.  

3. Under the direction of SEMCA, help facilitate the development and implementation of 
service integration plans at AJCs to share necessary data, reduce duplication of services, 
and leverage program resources to the mutual benefit of partner programs and their 
shared customers, resulting in efficient, effective, and seamless service delivery 

4. Implement a comprehensive customer service strategy to ensure quality service to 
shared job seekers.  

5. Assist WIOA One-Stop Partners with community outreach and the promotion of 
program services. 

6. Coordinate with SEMCA and WIOA One-Stop partners to complete One-Stop center 
certification processes. 

7. Remain informed on Federal and State OSO policies and attend relevant webinars and 
in-person trainings hosted by SEMCA, LEO, the USDOL, and other entities as relevant. 

 
Limitations 
 
Pursuant to 20 CFR 678.620(b)(1) and subject to 20 CFR 678.620(b)(2), a One-Stop Operator 
may not: 

• Convene system stakeholders to assist in the development of the local plan; 

• Prepare and submit local plans (as required under Section 107 of WIOA); 

• Be responsible for oversight of itself; 

• Manage or significantly participate in the competitive selection process for OSOs; 

• Select or terminate OSOs, career services, and youth providers; 

• Negotiate local performance accountability measures; or 

• Develop and submit budgets for activities of the workforce development board of the 
LWIA. 
 

Minimum Requirements 
 
Organizational Capabilities 

 
In operating as a partner in developing the state’s workforce, the Michigan Works! system is 
mandated to follow a model of collaboration and cooperation. At SEMCA Michigan Works!, this 
mandate is taken very seriously. Characteristics of effective collaboration and cooperation 
include:  

• The organization will ensure that management and staff align their activities with the 
direction provided by SEMCA and will cooperate and collaborate with administrative 
staff, other organizations and outside agencies to achieve the goal of “One System” 
which delivers exceptional results. 

• The organization has established partnerships (beyond referrals and information 
sharing), with other community, educational, and governmental organizations and 
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institutions, and is committed to leverage these partnerships to further the efficacy of 
the Michigan Works! system in the SEMCA region.  

• The organization will respond to communications and requests in timeframes given and 
coordinate appropriately with SEMCA staff and other organizations and partners to 
support direction from SEMCA Administration. 

• Questions, issues, or concerns relating to program design, program implementation, 
policies or procedures will be reported to SEMCA Administration as soon as they are 
known. 

• Questions or concerns about financial administration and accounting procedures related 
to funding stream allocations will be directed to the SEMCA Administration financial 
office as soon as they are known. 

• All data regarding the organization’s operations in fulfilling the contract(s) are to be 
provided on request to SEMCA for the purpose of understanding organization’s 
operations and working toward seamless delivery of exceptional service. With the 
exclusion of certain confidential information sources (e.g., individual employee 
personnel records), all operational data will be promptly provided to the SEMCA 
administrative office upon request. 

 
Innovative Program Design Elements 
 
A successful program will include the following program design elements: 

• Develop innovative and creative strategies for coordinating services 

• Collaborate with SEMCA Michigan Works! initiatives and partners 

• Measurement of success should come from an accurate and transparent tool that is 
maintained by potential contractors. To ensure success, a quality assurance and 
improvement process should be maintained and enforced by the successful bidder. 
 

Doing Business with SEMCA 
 
In order to better promote a seamless, customer-friendly service delivery system, all selected 
contractor(s) staff located at the AJC must identify themselves as Michigan Works! Each 
contract must use the common Michigan Works! identifier on all products, programs, activities, 
services, electronic resources, facilities, and related property and new materials.  Any deviation 
from this must receive prior approval from SEMCA Administration. 
 
The Michigan Works! brand, AJCs must use either the “American Job Center” common 
identifier or use the tagline phrase “a proud partner of the American Job Center network.” 
Either plain text or a logo may be used. If a logo is used, it must be used in accordance with the 
guidelines available at American Job Center - Graphics Style Guide for Partners. 
All selected contractors are required to abide by the Equal Opportunity (EO) standards. The EO 
tagline is to be included in all printed material, including but not limited to agency letterhead, 
newspaper advertisements, brochures and pamphlets, meeting notices, customer program 
application forms, employment application forms, participant/employee recruitment materials, 

https://www.dol.gov/ajc
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locally developed training materials, PowerPoint presentations used for public presentations, 
public service announcements/advertising/press releases/media messages/broadcasts, and 
other routine agency communications ordinarily released to the general public. All phone lines 
used for business at the AJC(s) must use “Michigan Works!” as their outgoing caller ID text. 
 
In addition,  

• SEMCA currently conducts regular best practices meetings. At these meetings 
information regarding new policies is disseminated, project committees are formed, 
management information/data collection and data entry issues are discussed, best 
practices are shared, and ideas are generated to benefit the system. Mandatory 
attendance to these meetings is required of all appropriate staff. 

• As new programs arise, program issues or specialized knowledge is required for the 
system, SEMCA will offer (at no cost to the selected contractor) training in these areas. 

• Those selected as SEMCA contractor(s) must join the Michigan Works! Association and 
are expected to participate in appropriate trainings offered by the Association. The 
contractor(s) selected for this bid must participate in - and provide staff for - any 
activities that SEMCA Michigan Works! is involved with that will attract job seekers and 
business owners and/or enhance the image of our workforce service system. 

• Selected contractor(s) performance, for all programs, will be reviewed on a scheduled 
basis, in accordance with SEMCA Michigan Works! policy. Funding adjustments may be 
made as a result of the performance review. 
 

American Job Center (AJC) Sites 
 
The SEMCA service area includes all of Monroe and Wayne County (excluding the City of 
Detroit). SEMCA Michigan Works! has established AJCs in locations based upon geographic, 
demographic and other relevant criteria. 
 
SEMCA Michigan Works! currently operates AJCs at the following seven (7) locations: 

• Dearborn, 6451 Schaefer Road, Dearborn, MI 48126 

• Highland Park, 144 E. Manchester Street, Highland Park, MI 48203 

• Livonia, 30246 Plymouth Road, Livonia, MI 48150 

• Monroe, 1531 North Telegraph Road, Monroe, MI 48162 

• Southgate, 15100 Northline Road, Southgate, MI 48195 

• Wayne, 35731 West Michigan Avenue, Wayne, MI 48184 

• Grosse Pointe, 17888 Mack Avenue, Grosse Pointe, MI 48230 (affiliate site) 
 

Service Delivery Hours/Closings 
 
Services at the AJC must be available at all times the State of Michigan is open for business, 
unless sites are closed by SEMCA Michigan Works! for public safety (e.g. inclement weather). 
Minimum hours of operation are 8 am to 5 pm, Monday through Friday, with the exception of 
the affiliate site in Grosse Pointe. 
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Workforce Development Professional Staff Qualifications 
 
Management and staff must abide by the following: Workforce Development Professional Staff 
Qualifications Code of Ethics and Professional Practices from the National Association of 
Workforce Development Professionals (NAWDP). Expectations for all workforce development 
professionals include the following: 

• Staff are outcome driven, adherent to the highest standards of customer service, and 
demonstrate respect and positive regard at all times. 
 

• Staff will focus on and adopt the values of: 
o Innovative, visionary practice; 
o empowered teams and individuals; 
o universal access through meaningful partnerships; 
o clear, accurate and timely communication. 

 

• Staff must possess minimum key knowledge, skills, abilities and attributes to operate 
effectively and efficiently. Things such as: 

o Ability to plan, organize and effectively present the entire portfolio of services 
available through Michigan Works! to businesses, job seekers and the 
community; 

o Ability to establish credibility by showing support for and understanding of 
SEMCA Michigan Works! ’s mission and priorities;  

o Demonstrated ability to establish and maintain effective working relationships 
with community leaders, school systems, business organizations and the general 
public;  

o Able to see the “big picture” and transform vision into reality;  
o Ability to multi-task and establish priorities in a rapidly changing environment; 
o Knowledge, understanding and total continuous process improvement; 
o Understanding of quality customer service philosophy and customer 

expectations; 
o Comprehensive knowledge of Michigan Works! services and demonstrated 

knowledge of workforce and economic development principles; and 
 

Staff will be skilled as communicators, problem-solvers, record-keepers with a strong working 
knowledge of funding stream eligibility documentation, procedures and policies. Skills in 
computer technology will be sufficient to enter and retrieve data required for recordkeeping 
and reporting. Education and training of staff will be derived from performance requirements, 
and will be sufficient to justify the designation “professional.”  
 
Code of Ethics and Professional Practices 
 
Management and staff must abide by the Code of Ethics and Professional Practices from the 
National Association of Workforce Development Professionals (NAWDP).  
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Fiscal Management 
 

Financial Information 
 

• All organizations that receive SEMCA funding must comply with the Uniform Guidance 
issued by the Office of Management and Budget on December 26, 2013 and December 
19, 2014 along with DOL's exceptions also published on December 19, 2014. The 
Uniform Guidance is published at 2 CFR Part 200 and DOLs exceptions at 2 CFR Part 
2900. The Uniform Guidance consolidates and updates guidance and requirements 
applicable to Federal awards from earlier documents including OMB circulars A–21, A–
50, A–87, A–102, A–110, and A–122. Michigan’s Talent Investment Agencies Policy 
Issuance 15-12. 

 

• All SEMCA funded contracts between Southeast Michigan Community Alliance Michigan 
Works! and Service Providers will be conducted on a cost reimbursement basis only. 
However, related to for-profit organizations, profit is paid based on pay-for performance 
criteria. 

 

• All SEMCA Service Providers/Contractors are required to conduct internal financial 
management reviews. The purpose is to provide adequate internal controls and ensure 
compliance with the following areas related to SEMCA funds and services: 

o Provisions of the SEMCA and its regulations; 
o Provisions of the SEMCA Contract; 
o Applicable State and Workforce Development Board Policies; 
o Accepted financial management and accounting practices; and 
o Compliance with OMB Uniform Guidance (2 CFR Part 200) and others as 

appropriate. 
Internal financial management procedures shall be sufficient to prevent fraud and abuse. All 
reports of information creating suspicion or instances of criminal misconduct must be reported 
immediately to SEMCA Michigan Works! Internal financial management procedures must also 
ensure that auditable and otherwise adequate records are maintained which support all 
expenditures of SEMCA funds and confirm adherence to policies regarding allowable costs and 
allocations of cost to proper cost categories. Every SEMCA contractor shall document all 
internal financial compliance reviews. 
 

• Contractors are required to establish internal program management procedures to 
assure compliance with contract requirements, delivery of high-quality services to 
eligible individuals and achievement of planned outcomes.  

  

• Contractor’s maximum administrative cost, either direct cost or as part of a cost 
allocation plan, may not exceed 15% without prior approval by SEMCA. 
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• Contractors must demonstrate familiarity with and the ability to abide by the terms of 
SEMCA Michigan Works! contracts, including the requirements for financial 
management. 

 

• As a recipient of SEMCA funds, contractors must have an annual financial and 
compliance audit performed. The audits must be conducted in accordance with auditing 
standards set forth under the OMB Uniform Guidance (2 CFR Part 200). This 
requirement will be met by providing SEMCA Michigan Works! a copy of the annual 
audit according to OMB Uniform Guidance. For-profit contractors must have an annual 
financial and compliance audit performed under Generally Accepted Accounting 
Standards by an independent auditor. A copy of the audit will be forwarded to SEMCA 
Michigan Works! The audit should be submitted within 30 days after the completion of 
the audit, but not later than six months after the end of the audit period. 

  

• Contractors must cooperate with any monitoring, inspection, audit, or investigation of 
activities related to SEMCA contracts. These activities may be conducted by the 
Michigan Labor and Economic Opportunity (LEO), the U.S. Department of Labor (USDOL) 
and SEMCA or their designated representatives. This cooperation includes access to, 
examination of, and/or photocopying of books, records, files, documents, property or 
equipment related to all aspects of SEMCA funded activities under this contractual 
agreement. 

 

• Financial records and documents related to contracts must be maintained and made 
available for monitoring and review by SEMCA. Records and documents must be 
retained, subject to audit, for three years following the final audit of the contract. If any 
aspect of the service is under investigation or in the process of audit resolution and/or 
debt collection, the contractor is required to retain records after the three-year period 
and until the final audit resolution of all disallowed and/or questioned costs are paid or 
accepted as allowable. Please see below: 

 
o General ledger or equivalent; 
o Cash receipts and cash disbursements journals/reports or equivalent; 
o Bank statement, reconciliation, deposit slips and canceled checks for each bank 

account through which SEMCA funds were received or disbursed; 
o All contracts with SEMCA including all amendments; 
o All financial reports and documentation supporting requests for reimbursement; 
o Payroll records including Individual Earnings Record, Employee Withholding 

Authorization (W-4), FICA reporting forms, Federal and State withholding, 
Unemployment taxes, Employee Personnel Files, Time Records an Employee 
Time/Salary Allocation plans; and 

o Invoices and/or supporting data for non-payroll disbursements. 
 

• Proof of insurance is not a requirement for the submission of a proposal; however, 
successful respondents will be required to obtain all insurances specified/required by 
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SEMCA and provide same with proper Certificates of Insurance prior to commencing 
work under a contract resulting from this RFP. 

 

• All non-expendable property/equipment with a life expectancy of one year or more or a 
unit cost of $1,000.00 or more, which is purchased or leased with SEMCA funds must be 
approved in writing by SEMCA prior to purchase or lease. Contractor agrees to comply 
with the Uniform Guidance (2 CFR Part 200), and all applicable SEMCA property policies.  
 

• Contractor agrees not to dispose of or transfer property/equipment purchased with 
SEMCA funds until written authorization is received from SEMCA. The contractor will be 
responsible for maintaining an accurate inventory of all SEMCA property/equipment in 
their possession. 
 

• The respondent assures, with respect to operation of the SEMCA-funded services or 
activities and all agreements or arrangements to carry out the SEMCA-funded project or 
activity, that it will comply fully with the nondiscrimination and equal opportunity 
provisions of the Workforce Innovation and Opportunity Act, the Nontraditional 
Employment for Women Act of 1991; Title VI of the Civil Rights Act of 1964, as 
amended; Section 504 of the Rehabilitation Act of 1973, as amended; the Age 
Discrimination Act of 1975, as amended; Title IX of the Education Amendments of 1972, 
as amended; and with all applicable requirements imposed by or pursuant to 
regulations implementing those laws, including but not limited to 29 CFR Part 34. The 
United States has the right to seek judicial enforcement of this assurance. 

 

• To ensure compliance with the E-Verify requirements of the General Statutes of 
 Michigan, all contractors, including any subcontractors employed by the 

contract(s), by submitting a bid, proposal or any other response, or by providing any 
material, equipment, supplies, services, etc., attest and affirm that they are aware and 
in full compliance with Article 2 of Chapter 64, (NCGS 64-26(a)) relating to the E-Verify 
requirements. 
 

• Individuals employed in work-related activities under SEMCA must be compensated in 
accordance with applicable law, but not less than the higher of the rate specified in the 
Fair Labor Standards Act of 1938 or the applicable state minimum wage law. 
 

• We encourage service providers to consider implementing salary incentive programs for 
their staff, linked to the SEMCA performance requirements. Service providers must 
develop cost allocation plans that properly allocate costs between 
management/administrative functions and operations, as well as among the various 
federal revenue sources that fund SEMCA contracts.  
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Financial Forecasting 
 
The contractor agency shall provide to the SEMCA fiscal department, on a quarterly basis, a 
forecast of their anticipated ability to expend their budget allocation by the end of the program 
year. To ensure accuracy, it is essential that the contractor include both fiscal and program staff 
in the preparation of the financial forecast. 
 
Post Award Required Documents 
  
The contractor agency shall be required, within 30 days of notification by SEMCA, to provide 
the following: 

A. A detailed budget for the program year, with necessary supporting documents, 
including staffing plan/org chart 

B. Proof of insurance identifying SEMCA as an additional insured 
 

Additional Requirements 
 
Notice to Prospective Vendors/Subcontractors 

 
SEMCA is a federal contractor obligated to take affirmative action to employ women, 
minorities, disabled individuals, and veterans. SEMCA is also required to inform those with 
whom it conducts business that they, too, may have such obligations. 
 
You should know that, by operation of law, as well as by this notification, the Equal 
Employment Opportunity Clause required under Executive Order 11246, (41 C.F.R. 60-1.4), the 
affirmative action commitment for special disabled veterans and veterans of the Vietnam Era 
set forth in 41 [C.F.R. 60-300.44(f)(1)(ii)], the Affirmative Action Clause for Section 503 of The 
Rehabilitation Act of 1973 set forth 41[C.F.R. 60-741.44(f)(1)(ii)], and the related regulations of 
Secretary of Labor, (41 C.F.R.)., Chapter 60, are incorporated in all of our contractual 
relationships.  
 
This notification does not necessarily mean that your business has any or all of the affirmative 
action obligations referenced above. This will depend upon a number of factors, including the 
dollar amount of our transaction(s) and the size of your workforce. This provides that if the 
laws’ jurisdictional requirements are met, you will abide by any and all of your affirmative 
action responsibilities. The governing agency on affirmative action requires that we maintain 
this type of documentation to show that SEMCA is in compliance with the law itself. 
 
Upon submission of this proposal, the financial institution agrees that it will comply with the 
Federal Civil Rights Act of 1964, as amended; the Federal Civil Rights Act of 1991, as amended; 
the Americans with Disabilities Act of 1990, as amended; the Elliot-Larson Civil Rights Act, 
Article 2, Act No. 453, Public Act of 1976, as amended; the Michigan Handicapper’s Civil Rights 
Act, Article 2, Act No. 220; Public Act of 1976, as amended; and all other applicable Federal, 
State, and Local laws and regulations. Specifically, contractors and service providers are 
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required not to discriminate against any employee or applicant for employment with respect to 
such person’s hire, tenure, terms, conditions, or privileges of employment, or any other matter 
directly or indirectly related to employment because of such person’s race, color, religion, 
national origin, ancestry, age, sex, or disability as defined by law. Breach of this covenant may 
be regarded as material breach of the contract or purchase agreement and may be processed 
as processed as provided under the State of Michigan laws. 
 
Questions regarding this section should be referred to Katherine Brady-Medley, EEO Officer at 
kate.bradymedley@semca.org  

 
General Information 

 
A. Regulatory, operational documents and plans mentioned in this RFP are available for review 

at www.semca.org. 
 

B. SEMCA recognizes that changes, in both program and funding, are possible due to new or 
revised legislation and/or policy, and will incorporate changes as necessary. Accordingly, all 
funding is contingent on the availability of funds and continued authorization for program 
activities from the funding source, the Michigan Department of Labor & Economic 
Opportunity (LEO). SEMCA will allocate contract funding upon authorization from the LEO. 
At SEMCA’s discretion, total funds available will be apportioned according to program 
needs, demographics, and/or any other factors SEMCA deems relevant. Contractors will be 
required to submit a revised budget within thirty (30) days of SEMCA’s allocation of 
funding. 

 
C. SEMCA will require submission of additional information including, but not limited to, 

bidders’ cost allocation plan, inventory listing, proof of insurance and bonding prior to 
contract execution. SEMCA, at its discretion, may require a pre or post-award review of 
facilities, staffing and program design. SEMCA will contact the bidder at least two (2) days in 
advance of the visit. The bidder will be expected to have at least one (1) knowledgeable and 
authorized staff member available to respond to SEMCA’s questions. 

 
D. SEMCA may require any bidder to submit additional information or other revision to their 

proposal if SEMCA determines that is in its best interest to do so. 
 

Proposal Evaluation 
 

Proposals will be primarily evaluated based upon the bidder’s Program Design, 
Administrative/Management Capacity, Financial Capability, and Contractor Experience. SEMCA 
reserves the right to consider factors outside of the RFP that it deems relevant in making its 
final selection of a contractor that will serve the best interest of the SEMCA One-Stop System, 
its customers, and the communities it serves. 

 

mailto:kate.bradymedley@semca.org
http://www.semca.org/
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A committee will review all proposals to determine if they meet a minimum qualifications 
threshold as determined by SEMCA. The proposals determined to best meet SEMCA’s needs 
will be reviewed for further consideration and/or recommendation to SEMCA’s Chief Executive 
Officer, who will make final recommendations to the WDB and SEGA. 

 
Successful bidders will be notified in writing upon board approval. Bidders will be contacted to 
schedule subsequent negotiations if necessary. 

 
The proposal components will be evaluated and weighted as follows: 
Respondent Qualifications   25% 
Program Design    30% 
Administrative/Management Capacity 20% 
Financial Capability and Budget  25% 
 
Special Notes: Organization awarded a contract will be required to accommodate any and all 
changes that may occur from time to time in program design, performance, and policies. 
 

Proposal Questions and Required Attachments 
 

All Required Submittal Documents 
Proposals must include the following documents (as applicable) to be considered complete and 
eligible for review: 
 

• Proposal Cover Page 

• Executive Summary 

• Program Narrative (response to program questions) 

• Key Staff Resumes and/or Job Descriptions 

• Letters of reference/recommendation 

• Budget 

• Budget narrative 

• Certification Signature Page 

• Required Forms 
 

Notice to All Bidders: 
1. If you are a new bidder, please respond to the questions based on what you propose to do 

and any relevant experience for each question. 
 

2. Current contractors must respond regarding their current practice with additional 
information or future plans, as necessary. 

 
3. After the bid process is closed, all SEMCA contractors are expected to be part of a uniform 

franchise system that operates for the good of the SEMCA region. This will require multiple 
SEMCA-funded agencies to work together.



 

 

 

Proposal Questions 

 

Executive Summary (2 pages maximum) 

 
The Executive Summary must be submitted on the responding organization’s letterhead and 
must include: 

• An overview of the organization’s qualifications, including the number of years it has 
successfully provided services, the type of services provided, the types of clients served, 
and the geography of service. 

• A description of the partnership model and all partners if responding as a consortium, 
with the lead partner clearly identified. 

• An overview of your proposed strategies and methods for performing the functions and 
responsibilities of the One-Stop Operator as outlined in this RFP and delivering the 
outcomes described. 

• The amount of funding requested. 
 
Respondent Qualifications (4 pages maximum) 
 
1. What is your organization’s interest in and capacity for performing One-Stop Operator 

services in the SEMCA service area? 

a. Briefly describe your organization’s governance and management structure, vision 
and mission, objectives, and major programs and/or services. Briefly describe your 
organization’s history, including the number of years in operation, past services 
provided, and customers and geographies served. Explain how your organization’s 
vision, mission, and objectives align with this funding opportunity. 

b. If submitting a response as a consortium, explain your rationale for the partnership 
model and how collaboration will be managed. Identify the lead consortium partner 
and describe the roles and responsibilities of each partner. Attach a detailed MOU 
between all consortium partners. 

c. If subcontractors are included in the proposal, explain your rationale for their 
inclusion and describe the roles and responsibilities of each subcontractor. Attach a 
detailed MOU with each subcontractor included in the proposal. 

 
2. What experience does your organization have providing services relevant to the functions 

and responsibilities of the One-Stop Operator as outlined in this RFP, including services 
similar in scope, complexity, and scale? 

a. Describe your organization’s project management experience within the past three 
(3) years. Describe the nature and scope of the work performed and quantify the 
scale of work in terms of contract amount and number of personnel and/or 
participating entities. 

b. Describe your organization’s relationship management experience within the past 
(3) years, including experience (1) developing and facilitating complex partner 



 

 

 

relationships; (2) facilitating collaboration across multiple partners; (3) negotiating; 
and/or (4) resolving conflicts and mediating between partners. 

c. Describe your experience developing and implementing continuous improvement 
processes within the past three (3) years. Describe the nature and scope of the 
processes implemented and quantify the work in terms of contract amount, 
complexity and scale of processes, and/or other relevant parameters. Describe 
methodologies and technologies used. 

d. Describe your organization’s relevant industry experience within the past three (3) 
years, including experience: (1) operating workforce development programs; (2) 
operating social service programs; (3) working with WIOA One-Stop Partners; and/or 
(4) contracting with governmental or quasi-governmental agencies. 

e. Describe your organization’s experience working in the SEMCA region and/or the 
surrounding Southeast Michigan region within the past three (3) years. Explain your 
understanding of the social and economic challenges facing the region and describe 
how your organization has provided or tailored services to address these challenges. 

f. Attach up to three (3) letters of reference that attest to your organization’s 
experience in the areas described in (a) through (e) above. (Optional and not 
included in page maximum)  

 
Program Design (6 pages maximum) 
 

1. How will your organization deliver the One-Stop Operator scope of services outlined by 
this RFP in the Functions and Responsibilities section? 

a. Describe the strategies, methods, and specific activities your organization will 
undertake to successfully perform each of the functions and responsibilities of 
the One-Stop Operator as outlined in this RFP. 

b. Describe the work your organization will undertake during the first 90 days of 
the contract period to learn current circumstances and effectively plan work 
streams and timelines for the remaining contract period. 

c. Describe how you will measure customer satisfaction for One-Stop customers. 
Please provide any examples of tools that you currently use or intend to use.  

d. Describe what specific actions and measures you will take to improve customer 
satisfaction for job seekers and employers.  

 
 

2. How will your organization maintain neutrality in its dealings with each of the WIOA 
One- Stop Partners and all other relevant partners and stakeholders in performing the 
functions and responsibilities of the One-Stop Operator? 
a. In the interest of neutrality, preference will be given to respondents who are NOT 

current providers of program services under WIOA Title I-B or Title II at a One-Stop 
center (or affiliate site) within the SEMCA area. If your organization is a current 
provider of program services under WIOA Title I-B or Title II at a One-Stop center 
(or its satellite site) within The Partnership’s system, describe your proposed 
policies and procedures for ensuring neutral treatment of all One-Stop Partners and 



 

 

 

other relevant partners when performing the functions and responsibilities of the 
One-Stop Operator. 

b. If you did not respond to part (a) above, identify any conflicts of interest that may 
arise from your organization’s performance of One-Stop Operator services in the 
SEMCA area and your proposed policies and procedures for ensuring neutral 
treatment of all One-Stop Partners and other relevant partners when performing 
the functions and responsibilities of the One- Stop Operator. 

 
Administrative/Management Capacity (4 pages maximum) 
 
1. What are the qualifications of individual staff who will perform the work of the One-Stop 

Operator, and how does the organization develop staff professionally? 
a. Provide the name and title of each individual staff who will perform the services of 

the One-Stop Operator. Describe the relevant education and training, professional 
experience, skills, and other characteristics that qualify each to perform the 
proposed role. Attach a current resume (with up-to-date information on current title 
and functions) for each proposed staff. Attach a job description for each proposed 
staff position that has not yet been hired. 

b. Describe your organization’s professional development policies and practices. How 
will your organization develop proposed staff to ensure that they maintain current 
knowledge and skills required for the scope of work? What development activities 
and resources does your organization provide internally to staff? What external 
development activities and resources do you make available to staff? Describe how 
managers and supervisors support staff development. 

 
2. What is your staffing plan for successfully performing each of the functions and 

responsibilities of the One-Stop Operator as outlined in this RFP? 
c. Specify the annual percent FTE budgeted for each staff (specify title) who will 

perform the work of the One-Stop Operator. Provide a detailed explanation of the 
role each staff will play in executing the proposed program design. 

d. Describe the management and reporting structure that will govern the work of the 
proposed staff. 

e. Describe how your organization will evaluate individual staff performance on 
executing the proposed program design for One-Stop Operator services. Describe 
your practices for staff performance review and improvement, including any 
specific evaluation criteria or tools that may be used. 

 
Financial Capability and Budget (4 page maximum) 

 
1. Describe your organization’s fiscal capacity. Provide the organization’s total annual budget, 

and briefly describe any current projects valued at over $100,000. 
 
2. Does your organization have an accounting system that allows for the proper recording of 

project financial transactions, including the allocation of expenditures in accordance with 



 

 

 

the respective components, disbursement categories, and sources of funds? If not, what 
accounting system will be used for the project? 

 

3. Submit the required budget and provide a brief budget narrative. 
 

 Required Forms 
 

Signature designates agreement with all of the following: 

• Assurance and Proposal Certification 

• Signature Page 

• “Certification Regarding Lobbying” certification 

• “Certification Regarding Debarment and Suspension” certification 

• EEO Is The Law 
 

Assurances and Proposal Certification 
 

General Assurances 
 
The bidder assures that, if awarded workforce development funding based on this proposal, all 
programs and activities will comply with: 

a. The Personal Responsibility and Work Opportunity Reconciliation Act of 1996, all 
applicable State and Federal rules and regulations governing programs under the Act 

b. The Age Discrimination Act of 1975, as amended 
c. Section 504 of the Rehabilitation Act of 1978, as amended 
d. Title IX of the Education Amendments of 1972, as amended 
e. Title VI of the Civil Rights Act of 1964, as amended 
f. Section 3 of the Military Selective Service Act 
g. The Michigan Occupational Safety and Health Act (MIOSHA) #154, of 1974 as 

amended 
h. Public Act 278 of 1980, as amended 
i. The Michigan Civil Rights Act, P.A.  453 of 1976, as amended 
j. Grove City Civil Rights Bill, S557-PL-100-259, as amended 
k. The Michigan Handicappers Civil Rights Act, P.A. 220 of 1976 as amended. 
l. Equal Employment Opportunity requirements expressed in 

i.  Executive Directive 1975-3 (signed 6/20/75) 
ii. Executive Directive 1975-6 (signed 12/2/75) 
iii.   Executive Directive 1979-4 (signed 9/7/79) 

m. The Michigan Youth Employment Standards Act, PA 90, as amended, or the federal 
Child Labor Regulations, Part 570, as amended, whichever is more stringent 

n. Executive Order 1259, Debarment and Suspension, 29 CFR Part 98, Section 98.510 
o. Michigan Minimum Wage Law of 1964, Act 154, as amended. 
p. Michigan Department of Labor, Employment Standards, Overtime Compensation 

Rules R 408.721-408.735. 



 

 

 

q. Michigan Payment of Wages and Fringe Benefits Act 390 of 1978,  as amended 
r. Michigan Workers Disability Compensation Act of 1968, and  Administrative Rules, 

as amended 
s. Michigan Open Meetings Act 15.261 et. seq., as amended 
t.  Michigan Contracts with Employers Engaging in Unfair Practices  Public Act  1989 No. 

278, as amended 
u. The Americans with Disabilities Act. 
v.    2 CFR 200 and other applicable OMB circulars 

  
All other applicable Federal and State legislation 

w. Any other laws, regulations and stipulations listed in the Michigan Works! System 
Plan and in effect between the Workforce Development Agency, State of Michigan 
and Counties (System Plan available upon request) of the Consortium. 

 
Further, the bidder, if awarded the contract, assures that: 
   

y. With respect to terms and conditions affecting, or rights provided to, individuals 
who are participants in activities supported by funds provided under this Act, such 
individuals shall not be discriminated against solely because of their status as 
participants. 

z. Participation in programs and activities financially assisted in whole or in part under 
this Act shall be open to citizens and nationals of the United States, lawfully 
admitted permanent resident aliens, lawfully admitted refugees and parolees, and 
other individuals authorized by the Attorney General to work in the United States. 

aa. Programs funded under the Act will be administered in full compliance with 
safeguards against fraud and abuse as set forth in TANF & TANF Regulations. 

ab. Full compliance with the SEMCA Michigan Works! Equal Employment Opportunity 
(EEO) and Affirmative Action (AA) policy as stated below is assured if funding is 
awarded based upon this proposal 

 
Prevention of Fraud and Program Abuse 
 
To ensure the integrity of the Workforce Development Agency programs, special efforts are 
necessary to prevent fraud and other program abuses. Fraud includes deceitful practices and 
intentional misconduct, such as willful misrepresentation in accounting for the use of program 
funds. "Abuse" is a general term which encompasses improper conduct which may or may not 
be fraudulent in nature. While the Workforce Development Agency law and regulations are 
specific, possible problem areas could include the following:  conflict of interest, kickbacks, 
commingling of funds, charging fees to participants and employers, nepotism and child labor, 
political patronage, political activities, sectarian activities, unionization and anti-unionization 
activities/work stoppages and maintenance of effort. Proposals which are found to violate the 
abuse standards will not be funded. Bidders who receive contracts will be required to report 
immediately any violations in these areas or in problem areas, which may later be defined. 
 



 

 

 

Monitoring 
 
SEMCA and its funding organizations will be monitoring, auditing, and evaluating services 
provided under this Request for Proposals throughout the contract period. Selected contractors 
must allow agency staff or its agent full access to all files and records relating directly to agency 
funds, participant case files, accounting files and records, and to any related files and records 
associated with proper accounting of such funds and participants. 
 
Audit Provisions 
 
Selected contractors receiving federal/state funds must, under certain circumstances, arrange 
to pay for audits of their organizations and programs. Therefore, it is important that each 
contractor (1) determine it must audit its organizations and programs, and (2) provide sufficient 
funds in its budget if it must conduct audits. The guidelines described below should enable each 
contractor to determine its audit responsibilities and provide for audit costs in its budget if 
necessary. Contractors who are non-profit corporations are required to have an audit 
completed in accordance with 2 CFR 200. Single audits will be required for review by SEMCA 
staff. LEO interprets this new section of the regulations to require that such organizations have 
an annual financial and compliance audit with an internal control review either: (1) performed 
on a program-specific basis in accordance with generally accepted government auditing 
standards, or (2) which includes federal funds within the scope of their organization-wide audit.  
Private-for-profit commercial organizations shall review federal 2 CFR 200 for guidance on how 
the audit may be structured. 
 
Administrative Entity/SEGA Held Harmless 
 
Bidders submitting a response to this RFP must be willing and legally able to sign a contract that 
will provide a full indemnification and hold harmless to any liability of SEGA or its governing 
bodies for any activities conducted by the contractor agency. The contractor will be solely 
responsible for activities and services performed under the contract. 
 
The bidder, if awarded a contract, shall maintain at its expense during the term of the contract 
the following insurance: 

• Workers' Compensation Insurance with the Michigan statutory limits and employer's 
liability insurance with a minimum limit of $500,000 each accident. 

• Comprehensive General Liability Insurance with a combined single limit of 
$1,000,000 each occurrence for bodily injury and property damage. Policy shall include 
contractual liability coverage, and personal injury coverage 
 

Certification Regarding Debarment and Suspension 
 
A prospective recipient of federal assistance funds, in accordance with Executive Order 12549, 
Debarment and Suspension, 29 CFR Part 98, Section 98.510, and Executive Order 12689, 2 CFR 
215 Appendix A8, page 26297 is required to certify with an official signature on the Debarment 



 

 

 

and Suspension form that neither it nor its principals are presently debarred, suspended, 
proposed for debarment, declared ineligible, or voluntarily excluded from participation in a 
transaction with any federal department or agency. 
 
Certification Regarding Lobbying 
 
Prospective recipients of federal assistance funds must certify with an official signature on the 
Certification Regarding Lobbying form that no federally appropriated funds have been used or 
will be used by the prospective recipient for the purpose of lobbying. 
 
Records, Reporting, and Review 
 
Contract(s) awarded as a result of this RFP will be required to comply with records and 
reporting systems established by SEMCA for the purpose of documenting and evaluating 
program operations. In addition, program records and operations are subject to on-site review 
and/or transcription, in whole or in part, by representatives of SEMCA the WDB, SEGA, LEO and 
USDOL. 
 
Supplemental Nepotism Clause 
 
The bidder must assure that during the time period of the proposed program, no individuals 
who are members of the immediate family of the bidder's staff or governing board will be 
enrolled as program participants in the offered program. Immediate family member is defined 
as: father, mother, sister, brother, child, aunt, uncle, nephew, niece, grandmother or 
grandfather. 
 
Independent Broker of Training Services 
 
The successful bidder must act as an "independent broker" of training programs and services.  
That is, coaches should have no vested interests in promoting or advocating enrollment or 
participation in any particular training program or service. While agencies delivering other 
training programs and services are not precluded from bidding for delivery of case management 
services, they must be able to demonstrate conclusively that they can act as an independent 
brokers within the Michigan Works! “One-Stop” system. 
 
Proposal Certifications  
 
These certifications must be signed by a representative of the applicant organization who is 
authorized to do so. Persons in an administrative, monitoring or oversight policy-making 
capacity with workforce programs should not appear as signatory to this RFP. 
 
 
 
 



 

 

 

I hereby certify: 
 

a. that the applicant organization understands and assures compliance with specific 
assurances and certifications contained in this RFP if awarded funding on the basis of 
this proposal;  

 
b. that all information contained in this proposal in response to questions concerning 

the applicant organization, its operation, and its proposed program, is true and 
accurate;  

 
c. that completion of this proposal is an application for funding and does not ensure 

that the proposed program will be funded;  
 

d. that if selected for funding, the applicant organization will be bound by the 
information contained herein as well as by the terms and conditions of the resultant 
contract or agreement; 

 
e. that to the best of its knowledge and belief, the cost data are accurate, complete, 

and current at the time of agreement on price. This price shall be valid for a 
minimum of six months after submission. 

 
 

 



 
 

 

Proposal Certifications  
 
These certifications must be signed by a representative of the applicant organization 
who is authorized to do so. Persons in an administrative, monitoring or oversight 
policy-making capacity with workforce programs should not appear as signatory to 
this RFP. 
 
I hereby certify: 
 

a. that the applicant organization understands and assures compliance with 
specific assurances and certifications contained in this RFP if awarded 
funding on the basis of this proposal;  

 
b. that all information contained in this proposal in response to questions 

concerning the applicant organization, its operation, and its proposed 
program, is true and accurate;  

 
c. that completion of this proposal is an application for funding and does not 

ensure that the proposed program will be funded;  
 

d. that if selected for funding, the applicant organization will be bound by the 
information contained herein as well as by the terms and conditions of the 
resultant contract or agreement; 

 

e. that to the best of its knowledge and belief, the cost data are accurate, 
complete, and current at the time of agreement on price.  This price shall 
be valid for a minimum of six months after submission. 

 

Signature: 
 

Date: 

Name: Title: 
 

Organization: 
 

 



Signature Page 
 

General Template (specific signature page for each service in program RFP’s) 
 

Legal Name of Bidding Organization: 
 

Date Organization was Established: 

Address: 

City: State: Zip Code: 

Phone: DUNS or EIN: 

List Bidder d/b/a/ Name(s) 
 
 

Contact Person: Phone: 

Website Address: 

Type of Organization: (Check all that apply) 

 Government   Sole Proprietorship  Corporation 

 Private Non-Profit  Partnership  Other (Specify) 

 School District  Private for Profit  

 

Bidders should specify the particular geographic area within the SEMCA Michigan Works!  service area that they are 
proposing to serve and/or state that they are willing to be placed at any location based upon the discretion of SEMCA 
Michigan Works! (Check all that apply) 

 Dearborn, 6451 Schaefer Road, Dearborn, MI 48126  Southgate, 15100 Northline Road, Southgate, MI 48195 

 Livonia, 30246 Plymouth Road, Livonia, MI 48150  Wayne, 35731 West Michigan Avenue, Wayne, MI 48184 

 Monroe, 1531 North Telegraph Road, Monroe, MI 
48162 

 Grosse Pointe, 17888 Mack Avenue, Grosse Pointe, MI 
48230 

 Highland Park,144 E. Manchester Street, Highland Park, MI 48203 

 ***Are willing to be placed at any location based upon the discretion of SEMCA Michigan Works! 

 

Proposed Budget 

Proposed Budget $ 

Proposed Budget $ 

Proposed Budget Total $ 

                   

Certification: 
 
That the bidding organization understands and will comply with the specific assurances and certifications contained in 
this proposal. The information contained in this proposal represents the organization and its proposed operating plans 
and budget necessary to conduct the proposed SEMCA Michigan Works! activities described herein. I acknowledge 
that I have read and understand the requirements of the Request for Proposal (RFP) and that the organization is 
prepared to implement the proposed activities as described. The bidding organization understands that this proposal is 
an application for funding and does not ensure subsequent funding. That if selected for funding, the bidding 
organization will be bound by the information contained herein as well as by the terms and conditions of the resultant 
contract. I certify that I am authorized to sign this proposal on behalf of the organization submitting the proposal, and 
further certify that the responding entity named above waives any right to claims against SEMCA Michigan Works! and 
the SEMCA Workforce Development Board members in their individual capacities. 
 

Name of Signatory Official (printed):    
   

Title: 

Signature of Signatory Official: Date: 
 

 



 

FINANCIAL MANAGEMENT-HISTORICAL 

 
Give a description of your financial stability and any comments you wish to make about your 

credit rating, your payment policies, and any recognition you may have received from 

accrediting or other bodies for organization or financial excellence. Has your organization 

experienced any financial difficulty in the past five years? (Response should not exceed the 

following space.) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If your agency has not been audited within the last two years, provide an explanation of why an 

audit has not been completed.  (Response should not exceed the following space.) 

 

 

 



Pre-Award Risk-Base Assessment Tool 

1 

 

 

 

 

Purpose: To assist fiscal and program staff in effectively monitoring risks associated with grants made with federal 
pass- through funds to subrecipients. The focus is to ensure that grant programs meet the following requirements: 
adhere to the grantor’s guidelines and agreements, remain within budget, carry out the scope of services, and 
ensure that proper internal controls are in place. 

 

Procedure: Pre-Award/First Year - Sub-Recipient will self-evaluate, assigning a score based on their agencies 
past/present experience. This will enable SEMCA to produce a total score for risk assessment. Scoring is based on 
an evaluation of the grantee’s award application, internal controls and past history with grant awards. Scores will 
then be added to determine if the level of risk is high, medium or low. 

 
Post Award/Subsequent Years – The assessment tool will be completed by SEMCA based on the previous years 
experience by SEMCA Fiscal staff. Scores will then be added to determine if the level of risk is high, medium or low. 

 

Risk Assessment: The risk score determines the order in which staff will evaluate the grant program and/or 
perform a site visit. 

• A score of 35 – 74 requires intensive follow-up and improvement based on a thorough evaluation of the grant 
project and execution of the approved action plan, 

• A score of 26 – 34 requires evaluating areas that need improvement and improving those areas based on the 
approved action plan, 

• A score of 25 or less generally identifies that the program is at lower risk for potential waste, 
mismanagement, non-compliance or fraud. 

 

Grantee Name:  

Grant Award Number:  

Grant Project Name:  

  

  

Risk assessment completed by:  

Date assessment completed:  

Project Year: From the date of the signed contract or agreement between Year 1 ( 0-12 months) 
the SEMCA and the subrecipient Year 2 (13-24 months) 

 Year 3 (25-36 months) 
 Year 4 (37 months or more) 

Total Score/Level: ( )  High   Medium  Low 

 

Risk Level Monitoring Plan Guidelines 
High 

(35 – 74) 
Monitoring Plan: Staff completing the assessment will identify factors that contributed to the high risk score. SEMCA staff will 
prepare and distribute a report that outlines non-compliance issues and areas that require improvement. The report will be 
distributed to the CEO, COO, CFO, CIO and Program Manager. The grantee shall respond to SEMCA with a Corrective Action Plan 
within 15 calendar days. The Fiscal Staff will then provide a schedule of the evaluation process and site visits. The grantee may 
be required to submit more frequent progress/performance/financial reports until further notice. 

 
The grantee shall receive technical assistance upon request. 
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Medium 
(26 – 34) 

Monitoring Plan: Staff will identify factors that contributed to the medium risk score, prepare and distribute a report that 
outlines areas of non-compliance and areas that require improvement. The report will be distributed to the CEO, COO, CFO, CIO 
and Program Manager. The grantee shall respond with a Corrective Action Plan within 15 calendar days. The Fiscal Staff will then 
provide a schedule of the evaluation process and/or site visits. The evaluation and follow-up may be conducted via desk audit. 
The grantee may be required to submit more frequent progress/performance/financial reports until further notice. 

 
The grantee shall receive technical assistance upon request. 

Low 
(13 – 25) 

Monitoring Plan:  Staff will continue to monitor progress/performance/financial reports for accuracy, timeliness, and no 
significant program changes. 

 
A grant evaluation or site visit may be conducted. 

 

GRANTEE DATA Score Indicator 

1. Grantee’s Organization (Grant Agreement Signatory and/or Parent Organization)  

Within the past 10 years, the grantee agency has > 3 years of experience with grants from SEMCA and 

demonstrates an active interest in the program to the Grant Program Coordinator and Grant 

Administrator(s) 

1  

Within the past 10 years, the grantee agency has 1-2 years of experience with SEMCA and demonstrates an active 
interest in the program to the Grant Program Coordinator and Grant Administrator(s) 

2  

Within the past 10 years, the grantee agency has limited experience with SEMCA and demonstrates an active 
interest in the program to the Grant Program Coordinator and Grant Administrator(s) 

3  

Within the past 10 years, the grantee agency has limited experience with SEMCA and demonstrates no active 
interest in the program to the Grant Program Coordinator and Grant Administrator(s) 

4  

Grantee agency hinders the policy and/or requirements of the grant program 5  

2. Agency Experience Managing Any Type of Grant Funds  

Over ten years of experience 1  

Five to ten years of experience 2  

Two to five years of experience 3  

Less than two years of experience 4  

No past experience 5  

3. Agency Experience Administering this Project  

Grantee’s 3rd or 4th project year AND original program director (person with oversight responsibility) 1  

Grantee’s 2nd or 3rd project year; not original program director (person with oversight responsibility) 2  

Grantee’s 1st or 2nd project year AND original program director (person with oversight responsibility) 3  

Grantee’s 1st or 2nd project year; not original program director (person with oversight responsibility) 4  

High turnover of program director and/or key staff (more than 2 key staff turnovers within 18 months) 5  

4. Program Requirements  

Agency has provided services and met all program objectives specified in the contract’s scope of services 
/agreement for the past 12 months 

1  

Agency has provided services and met most of the program objectives specified in the contract’s scope of 

services/agreement for the past 12 months 
2  

Agency has provided services but has failed to meet most of the program objectives specified in the 

contract’s scope of services/agreement for the past 12 months 
3  
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Key staff lacks the experience, necessary knowledge, skills and abilities to perform the job duties. 4  

High turnover of key staff (more than 1 key staff turnover within 18 months) 5  

5. Single Audit  

Single audit with no findings 1  

Single audit with significant deficiency finding(s) 2  
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Single audit with material weakness finding(s) 3  

Single audit with both material weaknesses and significant deficiency findings 4  

No single audit performed 5  

6. Results of Previous Grant Monitoring or Other Site Visits  

None or minor findings; timely corrective action taken 1  

Some minor findings; timely corrective action not taken 2  

Some moderate findings; timely corrective action taken 3  

Moderate to significant findings; timely corrective action not taken 4  

Not previously monitored 5  

7. Amount of Grant Award for this Project  

Annual Financial Obligation of $0 – $29,999.99 1  

Annual Financial Obligation of $30,000.00 – $39,999.99 2  

Annual Financial Obligation of $40,000 - $99,999.99 3  

Annual Financial Obligation of $100,000 – $249,999.99 4  

Annual Financial Obligation of $250,000.00 or more 5  

8. Grantee Shall Complete the Grantee Evaluation for Internal Controls Questionnaire  

Grantee Evaluation of Internal Controls questionnaire shows few or no internal control weaknesses 1  

Grantee Evaluation of Internal Controls questionnaire shows several internal control weaknesses 2  

Grantee Evaluation of Internal Controls questionnaire shows major internal control weaknesses  3  

9. Subcontracts (If yes, ask about their monitoring efforts)  

Grantee does not subcontract 1  

Grantee has or will have 1 – 2 subcontracts 2  

Grantee has or will have 3 – 4 subcontracts 3  

Grantee has or will have 5 or more subcontracts 4  

PROGRAMMATIC COMPLIANCE  

10. Regular Participation in Required Trainings/Meetings  

Agency director and/or key staff attend all required trainings/meetings 1  

Agency director and/or key staff attend most required trainings/meetings 2  

Agency director and/or key staff attend some required trainings/meetings 3  

Agency director and/or key staff rarely attend required trainings/meetings 4  

Agency director and/or key staff do not attend required trainings/meetings 5  

11. Communication  

Agency director and/or key staff always respond to SEMCA’s requests in a timely manner 1  

Agency director and/or key staff usually respond to SEMCA’s requests in a timely manner 2  

Agency director and/or key staff rarely respond to SEMCA’s requests 3  
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12. Progress and Performance Measure Reports (Start of Program through Current)  

Timely submission; reporting mostly exceeds the requirements   1  

Timely submission; reporting mostly meets the requirements 2  

Timely submission; reporting mostly does not meet the requirements 3  

Late submission; reporting mostly meets the requirements 4  

Late submission; reporting mostly does not meet the requirements, or did not submit 5  

FINANCIAL MANAGEMENT  

13. Financial Reporting  

Financial reporting is always timely and accurate 1  

Financial reporting is timely and accurate most of the time 2  

Financial reporting has not been timely or accurate 3  

14. Budget  

Project is practically on-budget 1  

Project is not on budget, and the reason(s) have been justified 2  

Project is not on budget and the reasons have not been satisfactorily justified 3  

 

Comments: 
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Certification Regarding Lobbying 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 Congress, or an 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 modification of any federal contract, grant, loan, 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 sub-awards at all tiers (including 
subcontracts, sub-grants and contracts under grants, loans, and cooperative 
agreements), and that all sub-recipients 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, and U.S. Code.  Any person who fails to file the required certification shall 
be subject to a civil penalty of not less than $10,000, and not more than $100,000, 
for each such failure. 
 

Applicant Organization: 
 

Typed Name of Authorized Representative/Certifying Official: 
 

Title: 
 

Signature of Authorized Representative/Certifying Official: 
 

Date: 
 

 



 
 

 

Certification Regarding Debarment, Suspension, Ineligibility,  
Voluntary Exclusion Lower Tier Covered Transactions 

 

 
This certification is required by the regulations implementing Executive Order 12549, 
Debarment and Suspension, 29 Code of Federal Regulation (CFR) Part 98.510, 
Participants' Responsibilities.  The regulations were published as Part VII of the May 
26, 1988, Federal Register (pages 19160-19211).  2 CFR 180 is also applicable. 
 
This certification is also required by the regulations implementing Executive Order 
12689, Debarment and Suspension, 3 CFR 1989 Compiled, p. 235. 
 
(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. 

 

Applicant Organization: 
 

Typed Name of Authorized Representative/Certifying Official: 
 

Title: 
 

Signature of Authorized Representative/Certifying Official: 
 

Date: 
 

 
 



EQUAL OPPORTUNITY IS THE LAW 

It is against the law for this recipient of Federal financial assistance to discriminate on the following bases: against 
any individual in the United States, on the basis of race, color, religion, sex (including pregnancy, childbirth, and 
related medical conditions, sex stereotyping, transgender status, and gender identity), national origin (including 
limited English proficiency), age, disability, or political affiliation or belief, or, against any beneficiary of, applicant 
to, or participant in programs financially assisted under Title I of the Workforce Innovation and Opportunity Act, on 
the basis of the individual’s citizenship status or participation in any WIOA Title I–financially assisted program or 
activity.  

The recipient must not discriminate in any of the following areas:  deciding who will be admitted, or have access, 
to any WIOA Title I–financially assisted program or activity; providing opportunities in, or treating any person with 
regard to, such a program or activity; or making employment decisions in the administration of, or in connection 
with, such a program or activity.  

Recipients of federal financial assistance must take reasonable steps to ensure that communications with 
individuals with disabilities are as effective as communications with others. This means that, upon request and at 
no cost to the individual, recipients are required to provide appropriate auxiliary aids and services to qualified 
individuals with disabilities.  

WHAT TO DO IF YOU BELIEVE YOU HAVE EXPERIENCED DISCRIMINATION 

 
If you think that you have been subjected to discrimination under a WIOA Title I–financially assisted program 
or activity, you may file a complaint within 180 days from the date of the alleged violation with either:     

Ms. Katherine Brady-Medley, Equal Opportunity Officer 

Southeast Michigan Community Alliance Michigan Works! (SEMCA) 

25363 Eureka Rd. 

Taylor, MI  48180 

Phone:  (734) 229-3506 

TTY/TDD: 711 

-----or----- 

 

Ms. Naomi M. Barry Pèrez, Director 

Civil Rights Center (CRC) 

U.S. Department of Labor 

200 Constitution Avenue NW, Room N-4123 

Washington, DC 20210 

 

 

If you file your complaint with the recipient, you must wait either until the recipient issues a written Notice of 
Final Action, or until 90 days have passed (whichever is sooner), before filing with the Civil Rights Center (see 
address above).  If the recipient does not give you a written Notice of Final Action within 90 days of the day on 
which you filed your complaint, you may file a complaint with CRC before receiving that Notice. However, you 
must file your CRC complaint within 30 days of the 90-day deadline (in other words, within 120 days after the 
day on which you filed your complaint with the recipient).  If the recipient does give you a written Notice of Final 
Action on your complaint, but you are dissatisfied with the decision or resolution, you may file a complaint with 
CRC. You must file your CRC complaint within 30 days of the date on which you received the Notice of Final 
Action.  
 

Federal Contractor: 
 

Signature of Authorized Representative/Certifying Official: 
 

 


	Legal Name of Bidding Organization: 
	Date Organization was Established: 
	Address: 
	City: 
	State: 
	Zip Code: 
	Phone: 
	DUNS or EIN: 
	List Bidder dba Names: 
	Contact Person: 
	Phone_2: 
	Website Address: 
	Type of Organization Check all that applyRow1: 
	Government: 
	Sole Proprietorship: 
	Type of Organization Check all that applyRow2: 
	Private NonProfit: 
	Partnership: 
	Other Specify: 
	Type of Organization Check all that applyRow3: 
	School District: 
	Bidders should specify the particular geographic area within the SEMCA Michigan Works  service area that they are proposing to serve andor state that they are willing to be placed at any location based upon the discretion of SEMCA Michigan Works Check all that applyRow1: 
	Dearborn 6451 Schaefer Road Dearborn MI 48126: 
	Bidders should specify the particular geographic area within the SEMCA Michigan Works  service area that they are proposing to serve andor state that they are willing to be placed at any location based upon the discretion of SEMCA Michigan Works Check all that applyRow2: 
	Livonia 30246 Plymouth Road Livonia MI 48150: 
	Bidders should specify the particular geographic area within the SEMCA Michigan Works  service area that they are proposing to serve andor state that they are willing to be placed at any location based upon the discretion of SEMCA Michigan Works Check all that applyRow3: 
	Monroe 1531 North Telegraph Road Monroe MI 48162: 
	Bidders should specify the particular geographic area within the SEMCA Michigan Works  service area that they are proposing to serve andor state that they are willing to be placed at any location based upon the discretion of SEMCA Michigan Works Check all that applyRow4: 
	Bidders should specify the particular geographic area within the SEMCA Michigan Works  service area that they are proposing to serve andor state that they are willing to be placed at any location based upon the discretion of SEMCA Michigan Works Check all that applyRow5: 
	Proposed Budget: 
	fill_34: 
	Proposed Budget_2: 
	fill_36: 
	Proposed Budget Total: 
	fill_38: 
	Name of Signatory Official printed: 
	Signature of Signatory Official: 
	following space: 
	audit has not been completed Response should not exceed the following space: 
	Signature: 
	Date: 
	Name: 
	Title: 
	Organization: 
	Applicant Organization: 
	Typed Name of Authorized RepresentativeCertifying Official: 
	Signature of Authorized RepresentativeCertifying Official: 
	Federal Contractor: 
	Grantee Name: 
	Grant Award Number: 
	Grant Project Name: 
	Risk assessment completed by: 
	Date assessment completed: 
	Year 1  012 months: 
	Year 2 1324 months: 
	Year 3 2536 months: 
	Year 4 37 months or more: 
	Total ScoreLevel: 
	High: Off
	Medium: Off
	Low: Off
	High 35  74: 
	Medium 26  34: 
	Low 13  25: 
	GRANTEE DATA: 
	Indicator1: 
	Indicator2: 
	Indicator3: 
	Indicator4: 
	Indicator5: 
	Indicator1_2: 
	Indicator2_2: 
	Indicator3_2: 
	Indicator4_2: 
	Indicator5_2: 
	Indicator1_3: 
	Indicator2_3: 
	Indicator3_3: 
	Indicator4_3: 
	Indicator5_3: 
	Indicator1_4: 
	Indicator2_4: 
	Indicator3_4: 
	4: 
	5: 
	1: 
	2: 
	3: 
	4_2: 
	5_2: 
	1_2: 
	2_2: 
	3_2: 
	4_3: 
	5_3: 
	1_3: 
	2_3: 
	3_3: 
	4_4: 
	5_4: 
	1_4: 
	2_4: 
	3_4: 
	1_5: 
	2_5: 
	3_5: 
	4_5: 
	1_6: 
	2_6: 
	3_6: 
	4_6: 
	5_5: 
	1_7: 
	2_7: 
	3_7: 
	1_8: 
	2_8: 
	3_8: 
	4_7: 
	5_6: 
	1_9: 
	2_9: 
	3_9: 
	1_10: 
	2_10: 
	3_10: 
	Text1: 
	Text2: 
	Text3: 


