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Southeast Michigan Community Alliance (SEMCA) 
 

REQUEST FOR PROPOSALS 
WayneLINC Communication Deliverables 

 

Proposals will be received until Monday, July 22, 2024, 4 p.m. 

 

This RFP is also available at our website: 

www.semcamiworks.org/rfp-rfq/ 

 

 

 

 

 

 

 

 

 

 

SEMCA Michigan Works! is a proud partner of the American Job Center network  
and Equal Opportunity Employer/Program supported by State of Michigan and federal funds.  

Auxiliary aids and services are available upon request to individuals with disabilities – 800.285.WORKS (9675) TTY/TDD 711. 

 

 

http://www.semcamiworks.org/rfp-rfq/
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SECTION 1: SUBMISSION GUIDELINES & IMPORTANT DATES 

Contact: Jodi Williams, jodi.williams@semca.org 

Timetable: 

A. Request for Proposals Release Date: June 25, 2024 
B. Deadline for Submitting Questions:  

a. Method for submitting questions: E-mail questions to jodi.williams@semca.org by 
5 p.m. EST on July 3, 2024, with the subject line: “Questions Submission: 
WayneLINC Communication Deliverables” 

i. Questions about this RFP will not be answered individually. All answers to 
questions received by the date specified above will be posted on SEMCA 
website under the “RFP/RFQ” section by July 10, 2024. 

ii. Phone calls related to this RFP will not be accepted or addressed. Questions 
must be submitted via email as described above. 

C. Deadline for Submitting Proposals: July 22, 2024 
D. Delivery Method for submitting proposals: Email bids to jodi.williams@semca.org. In 

email subject line, please include: “Proposal for WayneLINC Communication Deliverables”. 
E. Right to Reject: SEMCA reserves the right to reject any proposals received in response to 

this RFP if funding becomes unavailable or other unforeseeable circumstances occur. A 
contract for the accepted proposal will be based upon the factors described in this RFP and 
may include any or all parts of the proposal. 

F. Contract Period: The contract period is one year from the start of the contract, with the 
potential to be renewed.  

G. Contract and Payment Schedule: 
Upon receipt of competitive quotes, SEMCA will select a vendor, develop a contract 
proposal, and set contract terms, including a payment schedule based on services 
delivered and benchmarks. This is not an RFP for a retainer contract. All billing must reflect 
actual work completed. SEMCA requires that all services be listed within bidder proposals 
showing hourly rates for each individual service. (Additional details and requirements listed 
in Section 4: Proposal Requirements). 

H. Notification of Award: A decision selecting the successful bidder will be made within one 
(1) week of the closing date for the receipt of proposals. Upon conclusion of final 
negotiations with the successful bidder(s), all offerors submitting proposals in response to 
this Request for Proposal will be informed, in writing, of the decision.   

mailto:jodi.williams@semca.org
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SECTION 2: STATEMENT OF PURPOSE AND SEMCA VENDOR ROLES 

SEMCA is issuing this request for proposals from qualified marketing agencies or firms to develop 
and execute a marketing campaign targeting job seekers to inform them about the services and 
opportunities available through WayneLINC. The primary goal is to increase awareness and 
engagement among job seekers and encourage them to utilize WayneLINC services. 

About SEMCA and WayneLINC:  

SEMCA is a public non-profit corporation whose service area encompasses all of Monroe County 
and Wayne County, excluding the City of Detroit. SEMCA is a designated Michigan Works Agency 
that delivers and/or procures employment, education, and training services from public and private 
organizations throughout the region. Most of SEMCA’s programs are funded by the State of 
Michigan’s Department of Labor and Economic Opportunity and delivered by SEMCA contractors. 
Primary funding is from the federal Workforce Innovation and Opportunity Act (WIOA) that 
establishes local partnerships between elected officials and workforce development boards to 
oversee effective uses of funding and to provide strategic guidance and coordination of workforce 
development services in local labor market areas. SEMCA’s customers include employers and 
unemployed or underemployed persons and youth from our designated service area. 

WayneLINC is a comprehensive platform offering various services and opportunities to Wayne 
County job seekers funded by American Rescue Plan Programs (ARPA). WayneLINC includes four 
Scopes of Service: 

• Career Navigators provide intake services, coaching, and career planning services.  

• The Underrepresented Populations Program helps underrepresented workers gain and 
maintain employment by addressing their specific challenges and needs. This includes   
veterans, refugees, individuals with disabilities, immigrants, and individuals who were justice 
involved. 

• The Subsidized Training and Employment Program (STEP) coaches help participants obtain 
training, skills, and credentials in key industries while receiving assistance. 

• The Return-to-Work Program provides individuals with supportive services to help eliminate 
barriers to training and employment.         

WayneLINC services will be available at numerous locations across Wayne County, offering over 
100 training courses at no cost. These include courses in logistics, welding, construction, and 
others.  

As we aim to expand our reach and impact, it is essential to effectively communicate the 
availability and benefits of WayneLINC to the target audience. 
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SEMCA and Vendor Roles and Responsibilities  

SEMCA responsibilities will include: 

• Serve as the primary owner of all marketing products developed. 
• Serve as the primary contact and be responsible for decisions made about all marketing 

activities. 
• Serve as the project manager of all activities conducted – all activities performed by the 

selected vendor will be under the direction of SEMCA staff. 
• Provide direction for all development and editing needs.  

Vendor responsibilities will include: 

• Fulfillment of contract terms for the entire scope of work listed in this RFP or for select 
project items. 

• Participation in work group discussions to further the development of WayneLINC’s brand 
and projects. This may include answering questions and providing progress updates. 

• Work with the SEMCA team and, at times, other SEMCA partners regarding the project(s). 
• Provide training to the SEMCA team regarding use of the products created/maintained. 
• Provide monthly reporting to SEMCA, as identified by SEMCA staff. 
• Assign a single lead point of contact for the SEMCA account and projects. 
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SECTION 3: SCOPE OF WORK & DELIVERABLES 
 
All WayneLINC products developed with the selected vendor will be owned by SEMCA. The partners 
who contribute content will not have direct access to the products to make changes but will go 
through SEMCA to do so.  
 
Under the supervision of SEMCA staff, the selected contractor will work to accomplish the 
following WayneLINC communication deliverables.  
 
Deliverables for WayneLINC: 

a. Develop a comprehensive marketing strategy targeting job seekers to promote 
WayneLINC services. 

b. Create engaging and informative content that highlights: 
i.   The range of services available through WayneLINC. 

ii.   How and where job seekers can access these services. 
iii.   Eligibility criteria for utilizing WayneLINC services. 

c. Produce marketing materials tailored to the target audience, such as but not limited 
to: 

i.   Public Service Announcement (PSA) or video. 
ii.   Brochures/flyers. 

iii.   Articles and images for web/apps. 
d. Identify and leverage channels where job seekers are most likely to engage, 

including but not limited to: 
i.   Provider locations.  

ii.   American Job Centers (AJCs). 
iii.   Social media platforms. 
iv.   Relevant websites.  

e. Make recommendations for media buys. 

 

Proposals should include a commitment to open communication with SEMCA about delivery dates, 
launch dates, and any contingency plans should delivery dates need to be adjusted.  

All proposals to this RFP should also include itemized pricing (the hourly rates for each) for the 
above work as well as bundled pricing options that could provide any cost savings. Responses 
should be organized by topic areas listed above. If the proposal does not include the above noted 
statements and pricing structure breakdown, the proposal may be disqualified from the bidding 
process. 
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SECTION 4: PROPOSAL REQUIREMENTS 

Proposal Format: 

For a proposal to receive funding consideration, the application included in this packet must be 
answered completely. Proposers should take care in following the format of the application. Use 
narrative and/or include attachments where requested. Adherence to this format is essential since 
evaluation criteria is based on the structure of the RFP. Failure to follow the requested format could 
result in your proposal's disqualification. 

Proposals should be prepared as simply as possible and provide a concise description of the 
bidder’s capabilities to produce deliverables. The proposal should be no longer than fifteen (15) 
pages total and include the following: 

1. Cover page (form included in RFP) 
2. Executive summary 
3. Past performance and experience 
4. Description of deliverables 
5. Staffing and working with SEMCA 
6. Timeline 
7. Total cost 
8. Completed bidders cover and signature sheets (forms included in RFP) 
9. Certifications (form included in RFP) 

 

Bid Review Process 

The application is a preliminary mechanism used to determine the suitability of a service provider 
for funding. The review process involves: 

A. Preliminary Screening 
To be considered for funding you must complete the entire application. Based on your 
response, an evaluation team will determine whether further consideration of the 
application is warranted. 

B. Follow-up / Fact Finding Documentation 
Upon analysis of your completed application and budget, you may be asked by SEMCA to 
submit additional information or details to the evaluation team. You may also be asked to 
provide a presentation or demonstration of your organization’s abilities to successfully fulfill 
the proposal requirements. 

C. Evaluation Process 
Proposals will be scored using a pre-determined scoring matrix by a formal evaluation 
committee. Vendors with the top proposals may be asked to participate in an interview or 
asked to provide further information/clarification. Recommendations from SEMCA will be 
made for final approval. 
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Proposal Content and Evaluation 

Based on information submitted, your suitability to deliver service will be rated in the following 
manner: 

• Past performance and experience: 25 points maximum 
Please provide an organizational overview of experience, examples of relevant products 
(past and present) and otherwise demonstrate the credentials and capacity to perform the 
desired work and achieve identified goals. Provide 3 references from past contracts of 
similar work. Please provide the same information for any individuals or businesses outside 
of your own organization that will be contracted for any portion of this project. 

• Description of deliverables: 20 points maximum 
Describe how your organization intends to fulfill the scope of work and deliverables 
associated with this project. Describe how your approach will meet the expectations 
identified in the previous sections. Indicate if any work will be contracted to other 
organizations.  

• Staffing and working with SEMCA: 10 points maximum 
SEMCA expects the service provider to have professional staff presently in their employ who 
have credentials (education and/or experience) and the capacity to perform the required 
services. Clarify what is expected of SEMCA staff and what is expected of the vendor for a 
successful partnership. In addition, provide description of the firm, including professional 
qualifications of the principals involved in administering the project including names, titles, 
and role in the project plus their specific experience. Do not include the resumes and 
professional qualifications for individuals who will not be assigned to the project. 

• Timeline: 20 points maximum 
Bidders should provide a timeline of activity for deliverables after the contract has been 
awarded. Provide a list of any assumptions made regarding the timeline. 

• Total Cost: 25 points maximum 
Since the basis of the award to service providers is a competitive process, SEMCA expects 
to fund the bidder who delivers the best quality of service at the most cost-effective price. 
Proposers must submit the expenses related to producing each of the items identified in the 
scope of work/deliverables including the hourly rates. 

SEMCA is not authorized to pay in advance for work not completed. SEMCA can only pay for 
completed work based on benchmarks and as described in the payment schedule. 

Evaluation Scoring 

Past performance and experience 25 
Description of deliverables 20 
Staffing and working with SEMCA 10 
Timeline 20 
Total Cost 25 
Total Points 100 

Please do not add any additional attachments. 
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SECTION 5: REQUIRED DOCUMENTS  

The following forms must be completed and submitted with proposals. These forms will not 
count towards the total page limit.   

 
PROPOSAL COVER PAGE 

Response to Request for Proposals for: 
WAYNELINC COMMUNICATION DELIVERABLES 

August 1, 2024 through July 31, 2025 
 

E-mail this cover page and proposal to: jodi.williams@semca.org. 

Identifying Information 

 A.  ________________________________________________________________________________ 
Name of Organization  

 
  ________________________________________________________________________________ 

Street Address  
 
  ________________________________________________________________________________ 

City     State/Zip    County 

 
 B.   ________________________________________________________________________________ 
  Contact Representative and Title  
  

C.    ________________________________________________________________________________ 
 Phone Number   
 

D.    ________________________________________________________________________________ 
 Email 
 

E. ________________________________________________________________________________ 
 EIN# 

 
The Southeast Michigan Community Alliance is seeking an organization qualified and experienced 
in providing a comprehensive package of services. For maximum flexibility, continuity, and 
efficiency, SEMCA may contract with one or with multiple organizations to provide the deliverables 
as outlined in this Request for Proposal. 
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PROPOSAL SIGNATURE SHEET 
 
Please complete this form and return it as part of the Request for Proposal. 
 
 
 
Signed Statement of Authority 
 
I, am the                                                                                       , ________________________________________ 

             (Type name of official)                                                    (Type title of official) 

of                                                                                         .  I am authorized to make the following proposal 
         (Type name of agency or organization)  

on behalf of                                                                                                 . 

       (Legal name of organization) 

 
I hereby certify that: 

The applicant organization understands and will comply with the specific assurances and 
certification contained in this proposal; and further, that the applicant organization understands 
and will comply with the federal rules and regulations as required by American Rescue Plan 
Programs (ARPA). 
 
All responses to the Request for Proposals concerning the applicant’s organization and its 
operation are true and accurate. 
 
The applicant organization understands that this proposal does not commit SEMCA to awarding 
any contract and/or paying costs including those incurred in preparing this proposal. 
 
If selected, the applicant organization will be bound by the information contained in the Request for 
Proposal as well as the terms and conditions of the resultant contract. 
 
 
 
Signature                                                                                            Date 
 
 
Type Name 
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Attachment I 

 
Certification Regarding Debarment, Suspension, Ineligibility and Voluntary 
Exclusion 

 

This certification is required by the regulations implementing Executive Order 12549, Debarment 
and Suspension, 29 CFR Part 98, Section 98.510, Participants' responsibilities. The regulations 
were published as Part VII of the May 26, 1988, Federal Register (pages 19160-19211). 

 

(BEFORE COMPLETING CERTIFICATION, READ ATTACHED INSTRUCTIONS WHICH ARE 
AN INTEGRAL PART OF THE CERTIFICATION) 

 

(1)         The prospective recipient of federal assistance funds certifies, by submission of this 
proposal, that neither it nor its principals are presently debarred, suspended, proposed 
for debarment, declared ineligible, or voluntarily excluded from participation in this 
transaction by any Federal department or agency. 

 

(2)          Where the prospective recipient of federal assistance funds is unable to certify any of the 
statements in this certification, such prospective participant shall attach an explanation 
to this proposal. 

 

 

 

Agency 

 

 

Name and Title of Authorized Representative 

 

 

Signature                                                                                                   Date



INSTRUCTIONS FOR CERTIFICATION 

1. By signing and submitting this proposal, the prospective recipient of Federal assistance funds is 
providing the certification as set out below. 

2. The certification in this clause is a material representation of the fact upon which reliance was 
placed when this transaction was entered. If it is later determined that the prospective recipient of 
Federal assistance funds knowingly rendered an erroneous certification, in addition to other 
remedies available to the Federal Government, the U.S. Treasury Department may pursue available 
remedies, including suspension and/or debarment. 

3. The prospective recipient of Federal assistance funds shall provide immediate written notice to the 
person to which this proposal is submitted if at any time the prospective recipient of Federal 
assistance funds learns that its certification was erroneous when submitted or has become 
erroneous by reason of changed circumstances. 

4. The terms "covered transaction,” “debarred,” “suspended,” “ineligible,” “lower tier covered 
transaction," "participant," "person," "primary covered transaction," "principal," "proposal," and 
"voluntarily excluded," as used in this clause, have the meanings set out in the Definitions and 
Coverage sections of rules implementing Executive Order 12549. You may contact the person to 
whom this proposal is submitted for help obtaining a copy of those regulations. 

5. The prospective recipient of Federal assistance funds agrees by submitting this proposal that, 
should the proposed covered transaction be entered, it shall not knowingly enter any lower tier 
covered transaction with a person who is debarred, suspended, declared ineligible, or voluntarily 
excluded from participation in this covered transaction, unless authorized by the U.S. Department of 
Treasury. 

6. The prospective recipient of Federal assistance funds further agrees by submitting this proposal that 
it will include the clause titled "Certification Regarding Debarment, Suspension, Ineligibility and 
Voluntary Exclusion - Lower Tier Covered Transactions," without modification, in all lower tier 
covered transactions and in all solicitation for lower tier covered transactions. 

7. A participant in a covered transaction may rely upon a certification of a prospective participant in a 
lower tier covered transaction that it is not debarred, suspended, ineligible, or voluntarily excluded 
from the covered transaction, unless it knows that the certification is erroneous. A participant may 
decide the method and frequency by which it determines the eligibility of its principals. Each 
participant may but is not required to check the List of Parties Excluded from Procurement or Non-
procurement Programs. 

8. Nothing contained in the foregoing shall be construed to require establishment of a system of 
records to render in good faith the certification required by this clause. The knowledge and 
information of a participant is not required to exceed that which is normally possessed by a prudent 
person in the ordinary course of business dealings. 

9. Except the transactions authorized under paragraph 5 of these instructions, if a participant in a  
covered transaction knowingly enters into a lower tier covered transaction with a person who is 
suspended, debarred, ineligible, or voluntary excluded from participation in this transaction, in 
addition to other remedies available to the Federal Government, the U.S. Department of Treasury 
may pursue available remedies, including suspension and/or debarment. 


