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INSTRUCTIONS TO AGENCIES APPLYING FOR

2018 SPECIALIZED TRANSPORTATION FUNDING

SENIOR SHUTTLE SERVICE

FROM RACINE COUNTY HUMAN SERVICES
1. DEADLINE:
Proposals are due no later than October 6, 2017. 
Proposals may be mailed or delivered to:

Human Services Department

Racine County Dennis Kornwolf Service Center

1717 Taylor Avenue

Racine, Wisconsin 53403

Attention:  Contract Services

If mailed, proposals should be sent registered mail.  Proposals delivered to HSD shall be left at the 1 South Reception Desk, Human Services Department entrance of the Racine County Dennis Kornwolf Service Center.  A dated receipt will be given upon request for all proposals delivered to the Department.  Proposals may also be emailed to:  HSDProposals@goRacine.org.
2. Applicants who are mailing or hand delivering proposals must submit a copy of the applicable Bid/Program Specification with the original application and one copy.  Applications must be typed on application form.  Additional pages should be typed on white paper not to exceed 8-1/2" x 11".  

3. Based on what is advantageous to the County, the Racine County Human Services Department reserves the right to accept or reject any or all proposals received; to cancel in part or its entirety this RFP; to rebid any or all parts of this RFP if proposals received are not acceptable.

4. All agencies will be notified of HSD's intent to contract by November 1, 2017.  Unsuccessful agencies will also be notified at this time.

5. Proposals not meeting the deadline indicated above will not be considered.  Unless requested by HSD, no additional information will be accepted from an applicant agency after the deadline for submittal.

6. A completed application will consist of all numbered pages appropriate to you.  

7. Attached to the Application for Funding are ADMINISTRATION BID SPECIFICATIONS (Item #11) that are required for all individual bids.  Agencies submitting an application for 2018 are required to sign assurances that these conditions will be met and/or to show evidence of action taken to meet these requirements.

8. Agency representatives may be asked for further information relative to program costs, unit rates or service delivery after receipt of proposal.  Representatives should be prepared to meet with HSD staff if necessary to address these or other questions on submitted proposals.

1. APPLICANT STATUS

Indicate your agency status, new versus 2017 contract agency.  Are you profit, public, independent or private nonprofit?

2. APPLICANT AGENCY

Complete all information relative to the agency for which bid is submitted.

3. PERSON RESPONSIBLE FOR SUBMISSION OF APPLICATION

Complete all information requested.

4. PERSON RESPONSIBLE FOR FISCAL MANAGEMENT

If prepared budget was developed by someone other than contact person, indicate person responsible for budget preparation.

5. SERVICES PROVIDED

Check all that apply.

6. PROGRAM SUMMARY

For each standard program for which you are applying, a separate section should be completed including the bid/program number found in the upper right hand corner of the Bid/Program Specification.

7. PROJECT BUDGET:
Please refer to the Allowable Cost Policy Manual for definitions of line item accounts.


A separate budget should be completed for all services included in your funding proposal.  Except for agencies that receive all their funding from HSD, we are not requesting a total agency budget at this time.  If you are awarded a contract, you may be asked to submit your agency's budget for 2017 that will show all revenue sources distributed to program expenses.  For the purposes of this proposal, we are only interested in costs of programs fundable by HSD.


Complete each line item indicating the estimated expenses using definitions of allowable costs from the Allowable Cost Policy.

8. BUDGET NARRATIVE

Indicate by position all employees, cost and full-time equivalent, and the program for which the position in your proposal is being charged.

9. PROGRAM CHECKLIST 

10. PROGRAM EVALUATION

The program evaluation section should specify measurable expectations of the program effectiveness.  This should include what the evaluation measurements will be, how the measurements will be completed, and the period of time the evaluation will cover.

11. ADMINISTRATION BID SPECIFICATIONS
THERE SHALL BE SOUND ADMINISTRATIVE POLICIES AND PROCEDURES SO THAT ADEQUATE SUPERVISION IS PROVIDED, FISCAL MANAGEMENT IS ENSURED, AND CLIENT DATA ROUTINELY GATHERED AND PROPERLY FILED, IN ACCORDANCE WITH APPLICABLE STATE AND FEDERAL REGULATIONS.


a.
All agencies awarded contracts will maintain a double-entry bookkeeping system on a modified-accrual basis.  (See Allowable Cost Policy & Provider Agency Audit Guide).


b.
All agencies awarded contracts will be required to submit a certified audit report that shows expenses and revenues for the contract period by major line item and distributed among the services provided.



Exceptions: 
Contracts under $25,000 may be waived.  Hospitals regulated by the rate review process are exempted from meeting this audit requirement.  Corporate audits with accompanying statement of expenses and revenues will be accepted when the local agency is an office of a large parent corporation.  

c.
All agencies awarded contracts must comply with reporting requirements of the Human Services Department.


d.
All agencies awarded contracts must comply with the uniform schedule of fees as defined in S.46.03 (18) Wis. Stats. and Administrative Code HSS 1.01-1.06.  All agencies awarded contracts for the Comprehensive Older Americans Act Amendments shall comply with the requested donation requirements.  


e.
All agencies awarded contracts shall keep in force a liability insurance policy issued by a company authorized to do business in the State of Wisconsin and licensed by the Wisconsin Insurance Department.  Upon execution of a contract, agency will provide Racine County with written verification of the existence of such insurance.


f.
All agencies awarded contracts shall comply with civil rights/affirmative action guidelines in hiring and promotion of employees.  Copies of appropriate documents must be submitted with signed contract.

