REQUEST FOR PROPOSAL (RFP)

Issue Date:  July 24, 2006 





RFP#:  DRS 07-027 

Title:  


 Community-based rehabilitation services for people with brain injury. 

Issuing Agency:  
Virginia Department of Rehabilitative Services

Community Based Services Division

Brain Injury and Spinal Cord Injury Services
8004 Franklin Farms Drive

Richmond, Virginia 23229
Where Work Will Be Performed:  Statewide

Period of Contract:  From Signature of Contract to June 30, 2009, with option to renew for two additional one-year contract periods.
Sealed Proposals Will be Received Until Monday, August 28, 2006, at 3:00 p.m. For Furnishing The Services Described Herein.

All inquiries for information should be directed to Peter Rigterink at 804/249-4112, TTY 800/552-5019, FAX 804/662-9525.  Questions regarding this Request For Proposals (RFP) will not be received later than ten (10) business days prior to the closing of the solicitation.  IF PROPOSALS ARE MAILED, SEND DIRECTLY TO ISSUING AGENCY SHOWN ABOVE; IF HAND DELIVERED, DELIVER TO: Peter Rigterink, General Services/Purchasing Department, 8004 Franklin Farms Drive, Richmond, VA.
In Compliance With This Request For Proposals And To All The Conditions Imposed Therein And Hereby Incorporated By Reference, The Undersigned Offers And Agrees To Furnish The Services In Accordance With The Attached Signed Proposal Or As Mutually Agreed Upon By Subsequent Negotiation.

Name of Organization: 











Address: 












Contact Person / Title (please print): 









FEI/FIN# 




 E-mail Address: 





Telephone: 





 Fax:






Signature in Ink: 











AMOUNT OF FUNDING REQUESTED: $








Pre-Proposal Conference- N/A 

NOTE:  This public body does not discriminate against faith-based organizations in accordance with the Code of Virginia, § 11-35.1 or against a bidder or Offeror because of race, religion, color, sex, national origin, age, disability, or any other basis prohibited by state law relating to discrimination in employment.
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I.
PURPOSE

The purpose of this Request For Proposals (RFP) is to establish contracts for the provision of community-based rehabilitation services for people with brain injury.  Services to be provided through this RFP may include one or any combination of two or more of the following footprint of “core services” in brain injury: case management services for adults and/or children with brain injury; day / clubhouse model program for people with brain injury; and/or regional brain injury resource coordination (i.e., education, awareness, resource dissemination and development, and local / regional coalition building for systems change).

II.
BACKGROUND

A. 
History

The 2006 General Assembly Budget Amendment (Health & Human Services 

Conference Report: Items 327, #2c and #4c) provides an additional $725,000 from the general fund each year for brain injury services to individuals in unserved or underserved regions of the Commonwealth, as well as $150,000 from the general fund each year to expand case management services for individuals with brain injuries in unserved or underserved regions of the Commonwealth.  

Of the $875,000 in general funds available beginning July 1, 2006, up to $150,000 per proposal per State Fiscal Year will be designated for program services to be determined by the Department of Rehabilitative Services through a competitive Request For Proposals (RFP) process.  Funds appropriated by the General Assembly for SFY 2005-2007 contained a restriction prohibiting any program already receiving $250,000 or more in state general funds from applying for new state general funds.  However, for the purpose of this Request For Proposal (RFP), DRS interprets this to mean that a currently funded organization is not restricted from applying for funds to establish a new  program of services or to expand an existing program of services if it targets an unserved or underserved area of the Commonwealth.  
B. 
Eligible Offerors
Responses to this RFP may be made by Virginia-based organizations, institutions, and researchers.  

C. Small, Women-Owned and Minority Business Participation 

It is the policy of the Commonwealth of Virginia to contribute to the establishment, preservation, and strengthening of small business and businesses owned by women and minorities and to encourage their participation in State procurement activities.  The Commonwealth encourages Contractors to provide for the participation of small businesses and businesses owned by women and minorities through partnerships, joint ventures, subcontracts, or other contractual opportunities.  Submission of a report of past efforts to utilize the goods and services of such businesses and plans for involvement on this contract are required for contracts of (a) $100,000 or more, or (b) over $15,000 where subcontracting opportunities exist. By submitting a proposal, Offerors certify that all information provided in response to this RFP is true and accurate.  Failure to provide information required by this RFP will ultimately result in rejection of the proposal. For further information please go to: http://www.dmbe.virginia.gov/services.html.  Additional information regarding certified “SWAM” vendors is available at www.eVA.state.va.us.    
III. 
STATEMENT OF NEEDS 
A.  
Commitment of Commonwealth of Virginia

The Commonwealth of Virginia recognizes the need to develop and expand community-based rehabilitation services for Virginians with brain injuries, particularly in unserved or underserved areas of the state.  As the lead agency for brain injury, the Department of Rehabilitative Services (DRS) worked collaboratively with the Virginia Brain Injury Council (VBIC) and the Virginia Alliance of Brain Injury Services Providers (VABISP) to develop a footprint of “core services” which provide a foundation for establishing and expanding specialized services within local communities.  The three identified “core services” include: case management; day/clubhouse program; and regional resource coordination.  General costs associated with these services are $150,000 each for a day or clubhouse program, and $75,000 each for a case manager or regional resource coordinator.  Please see Attachment “C”, Clarification of Terms, for more information on the three core services.  

As the advisory group to DRS, the Virginia Brain Injury Council (VBIC) was invited to submit a plan for dissemination of new funding for brain injury services for State Fiscal Year 2007.  The Council’s recommendations were based on estimated numbers of survivors living in an area, current availability of services, and whether or not adequate infrastructure exists to support the establishment and provision of services (i.e., qualified providers, active advocates).  Funding recommendations submitted to DRS gave priority to the Shenandoah Valley, particularly for the expansion of case management services; Southside Virginia; unserved parts of Central and Northern Virginia; Fredericksburg; Northern Neck / Middle Peninsula; and Tidewater / Eastern Shore.  DRS encourages the submission of proposals that will provide brain injury services in these and other unserved / underserved areas.  DRS is committed to developing qualified providers in Virginia by providing training and technical assistance, particularly in unserved and underserved areas. 

Proposals will be limited to $150,000 each, to be funded for an initial period of three years and renewable for two additional one-year periods.  The number of programs to be funded through this RFP will be based on the availability of funding and on the nature and number of responses received.  
B.  Funding Priorities

In addition to the priority services and areas of the Commonwealth listed above, priority will be given to proposals that:
1. Demonstrate the importance of a program for developing or expanding community-based services for people with brain injury that create opportunities and support individuals to become as independent and functionally capable as possible.  
2.
Justify the need for the program by documenting the lack of alternative resources available and by documenting that the project does not duplicate existing programs or services. 

3. 
Include an outcomes measurement system for documenting the individual and aggregate impact of the program / services, including anticipated long-term impact of the program.

4. 
Provide for consumer, family, caretaker, and advocacy involvement in the design, implementation, and evaluation of the program / services, as relevant. 

5.
Emphasize and demonstrate a commitment to collaborative community planning by involving other organizations and service providers, consumer groups, employers, state agencies, and other funding sources, as appropriate.  Demonstrate the ability to effect systems change through the development, strengthening, and coordination of existing linkages in the community; and
6. 
Identify a sustainability plan with specific strategies and a timeline that will be used to continue project activities following the termination of grant funding.  (Note: DRS is required to report annually to the General Assembly on the success of state-funded brain injury services programs in “attracting non-state resources.”) 
C.  Duration and Amount of Funding

The length of time and amount of the funding for each contract awarded under this Request For Proposal (RFP) will depend on the documented need for the program / service, the program / service design, and the quality and soundness of the proposal submitted by the applicant.  Contracts will be awarded in amounts not to exceed $150,000 per State Fiscal Year, July 1 through June 30.  

The Department of Rehabilitative Services (DRS) may assemble a panel of internal and external experts to review and rank proposals received in response to this RFP.  Final decisions regarding the amount and period of funding are made at the sole discretion of the Department of Rehabilitative Services.  

All contract funds are contingent on the availability of state general funds designated for this purpose, and on the demonstrated ability of the contractor to meet established contract goals and objectives as outlined in the contractor’s proposal and as reviewed and accepted by the Department of Rehabilitative Services.  All proposals should include the estimated timeframe for the implementation of program services.  Contract funds that are unexpended at the end of the State Fiscal Year do not carry over to the next year. 

D.  Use of Funds

Funding awarded through this RFP will be used to cover allowable costs appropriate to the program design.  Funds may be used for:
· staff  in support of program service activities;

· equipment and supplies in support of program service activities;

· consultation, technical assistance or staff training related to program services;

· rent or lease of space for a start-up business; 
· adaptation of a site to support program service activities;
· administrative / overhead costs that are 10% or less of the total amount of direct expenses;

· other direct and documented costs related to the operation of the program and delivery of services.

Funds may not be used for:

· construction of new buildings;

· renovation to a facility;

·  administrative or indirect costs exceeding 10% of the amount of the total direct expenses, unless justified in the budget / budget narrative.


E.  Human Research Guidelines

The Contractor shall comply, as applicable, with all federal (45 CFR 46) and state (Chapter 5.1 of the Code of Virginia, Section 32.1-162.16 et seq.) legislation and agency regulations (22 VAC 30-40-10 et seq. and 12 VAC 5-20-10 et seq.) for human research.
IV. 
PROPOSAL PREPARATION AND SUBMISSION REQUIREMENTS

Offerors will be required to submit a proposal by Monday, August 28, 2006 at 3:00 p.m. Eastern Standard Time as specified in this Request For Proposals (RFP).  Offerors may be asked to provide additional, clarifying information at any time following submission of a proposal.  The Department of Rehabilitative Services and a review panel, if used, will follow the criteria published in this Request For Proposals (RFP) to determine those projects which most directly and appropriately address the specific funding priorities (see Section IV.B.1-7 below).  Proposals should include:

A. 
RFP Response 

1. Offerors must submit a complete response to this RFP, signed by a legally authorized representative of the Offeror.  One original and five (5) copies of each proposal must be submitted to the issuing Purchasing Agency.  Failure to submit all requested information may result in the Purchasing Agency requiring prompt submission of missing information, a lower evaluation score, or the proposal may be rejected by the Purchasing Agency.  Mandatory requirements are those required by law or regulation or are such that they cannot be waived and are not subject to negotiation. 
2. All information requested by this RFP on the ownership, utilization, and planned involvement of small businesses, women-owned businesses, and minority-owned businesses (Attachment A) must be submitted.  If an Offeror fails to submit this information, the Purchasing Agency may require prompt submission of missing information after the receipt of vendor proposals.

3. The Vendor Data Sheet (Attachment B) must be completed, signed, and returned with the proposal.  
.

B.
Proposal Development, Content, and Format Requirements

Proposals should be as thorough and detailed as possible so that the Department of Rehabilitative Services and a review panel, if used, may properly evaluate the Offeror’s capabilities to provide the required services.  Proposals should not be longer than fifteen (15) pages double-spaced with page numbers, using Times New Roman 12 Font (the fifteen pages do not include the RFP cover sheet, resumes, letters of recommendation/support, and other attachments).  Address the following in the proposal:

1.
Purpose and Significance of Program / Services (two pages)
State the title and overall purpose of the program/services.  Provide a brief description of the program, its importance, and relevance for developing or expanding community-based programs for individuals experiencing brain injury.  State how the program will expand opportunities for such individuals to become as independent and functional as possible in their home communities.
2.  Program Objectives and Benefits Expected (three pages)

State the specific goals and objectives of the proposed program / services.  Define program objectives clearly and measurably.  Describe the outcomes measurement system that will be used to document the impact of the program services.  Provide anticipated outcomes for each of the three State Fiscal Years to be funded (State Fiscal Year 2007 through State Fiscal Year 2009: July 1, 2006 through June 30, 2009).  

3.  Program Design, Methods, and Action Plan (six pages)

List the specific methods and activities that will occur during the initial three-year contract period to achieve the program’s goals and objectives.  Provide a timeline with dates and the sequence of major program tasks and activities, including the development and implementation phases of the program.  As applicable, describe how the program intends to a) involve consumers and advocacy groups in program design, implementation, and evaluation; and b) demonstrate collaboration with consumer groups, other organizations and service providers, state agencies, and other funding sources.  As applicable, provide documentation of the program’s human research guidelines.
4.  Budget, Budget Justification, and Sustainability (three pages)

Prepare and submit a separate budget and for each of the three fiscal years of the initial three-year contract period (State Fiscal Year 2007 through State Fiscal Year 2009: July 1, 2006 through June 30, 2009).  Include a budget with line items and estimated expenditures per line item, projected for accomplishing the program’s goals and activities.  Provide a narrative justification of the need for funds to carry out specific contract activities.  Please note all costs and income sources for the program.  Identify a sustainability plan with specific strategies and a timeline that will be used to continue project activities following the termination of grant funding. (Note: DRS is required to report annually to the General Assembly on the success of state-funded brain injury services programs in “attracting non-state resources.”) 
5.  Organizational Capability (one page)

Describe the mission, history, general achievements of the organization, and capability of the organization to carry out the proposed program.  Resumes for key personnel assigned to the program, no longer than one page each, and letters of recommendation/support may be included as attachments.
6.  Small, Women-Owned and Minority Business Participation 
The Offeror must submit the following three sets of data for small business, women-owned business, and minority-owned business: (a) ownership, (b) utilization of small, women-owned, and minority-owned businesses for the most recent 12 months, and (c) planned involvement of small businesses, women-owned businesses, and minority-owned businesses on this procurement.  (Forms for submission of this data are provided as ATTACHMENT A.)

7.  Vendor Data Sheet
The Offeror must complete, sign, and submit the Vendor Data Sheet.  (Form for submission of this data is provided as ATTACHMENT B.)

V.
EVALUATION AND AWARD CRITERIA

The number of proposals to be funded under this Request For Proposals (RFP) is contingent on the availability of funds and on the number and nature of proposals received.
A.  Evaluation 


1. 
Proposal Review 
Proposals submitted in response to this Request For Proposals (RFP) may be evaluated by a review panel appointed by the Department of Rehabilitative Services (DRS).  Community-based service providers, consumers / consumer advocates, and other individuals with expertise in brain injury services and/or community based program development and management may be included on a review panel or consulted for recommendations by DRS and/or the review panel.  As appropriate and when necessary, expert reviewers who reside outside the Commonwealth of Virginia may be chosen to assure impartiality.

 
2.  Screening Criteria

Proposals will be evaluated as follows:


Purpose and Significance of Program



20 points

Program Objectives and Benefits Expected


20 points

Program Design, Methods, and Action Plan


25 points

Budget, Budget Justification, and Sustainability


15 points

Organizational Capability





15 points

Small, Women-Owned and Minority Business Participation
05 points
(for information on certified “SWAM” vendors: www.eVA.state.va.us)

Total points






100 points
Offerors will be notified by the Department of Rehabilitative Services (DRS) regarding the status of their proposals.  DRS reserves the right to disqualify from consideration any proposal that does not earn a minimum of seventy (70) points on the screening criteria listed above.  Proposals deemed qualified for further consideration may be asked to provide additional clarifying information prior to the contract negotiation process.  

      3.  Final Evaluation and Recommendation for Award
Following evaluation and rating, DRS will award funding to one or more qualifying Offerors whose proposals are deemed most advantageous.
B.   Award


Selection shall be made of the Offeror(s) deemed to be fully qualified and best suited among those submitting proposals on the basis of the evaluation factors included in this RFP.  Negotiations shall be conducted with the Offeror(s) so selected.  Price shall be considered, but need not be the sole determining factor.  After negotiations have been conducted with each Offeror so selected, the Purchasing Agency shall select the Offeror(s) which, in its opinion, has made the best proposal, and shall award the contract to that Offeror.  Should the Commonwealth determine in writing and at its sole discretion that only one Offeror under consideration is fully qualified, a contract may be negotiated and awarded to that Offeror.  The award document will be a contract incorporating by reference all the requirements, terms, and conditions of the solicitation and the contractor’s proposal as negotiated.

The Commonwealth may cancel this Request for Proposals (RFP) or reject proposals at any time prior to award, and is not required to furnish reasons why a particular proposal was not deemed to be the most advantageous (Code of Virginia, 11-65D).
VI.
REPORTING AND DELIVERY INSTRUCTIONS

A.  Contractors shall submit to the Purchasing Agency monthly financial reports and quarterly written program reports that describe progress related to the accomplishment of project objectives and implementation plans.  The specific format and content of the financial and progress reports will be determined by the Purchasing Agency and, as necessary and appropriate, the Purchasing Agency may change the format or increase the frequency of reporting requirements.

B.  Contractors shall submit to the Purchasing Agency quarterly information on their “Participation in State Procurement Transactions by Small Business and Businesses Owned by Women and Minorities.”  This report will specify the actual amount of state contract dollars spent to date with such businesses and the total dollars planned to be contracted with such businesses on this contract.  Forms for submission of this data are provided as attachments to this RFP.  Additional information regarding certified “SWAM” businesses is available at www.eVA.state.va.us. 
C.  Contractors shall submit to the Purchasing Agency, prior to completion of the contract and prior to final payment, a report on the actual dollars spent with small businesses and businesses owned by women and minorities during the performance of this contract.  At a minimum, this report shall include for each firm contracted with and for each such business class (i.e., small, women-owned, minority-owned) a comparison of the total actual dollars spent on this contract with the planned involvement of the firm and business class as specified in the proposal, and the actual percent of the total estimated contract value.  Forms for submission of this data are provided as attachments to this RFP.  Additional information regarding certified “SWAM” businesses is available at www.eVA.state.va.us. 
VII.
GENERAL TERMS AND CONDITIONS:

A.
VENDORS MANUAL:  This solicitation is subject to the provisions of the Commonwealth of Virginia Vendors Manual and any changes or revisions thereto, which are hereby incorporated into this contract in their entirety.  The procedure for filing contractual claims is in section 7.19 of the Vendors Manual.  A copy of the manual is normally available for review at the purchasing office and is accessible on the Internet at www.dgs.state.va.us/dps under “Manuals.”  

B.
APPLICABLE LAWS AND COURTS:  This solicitation and any resulting contract shall be governed in all respects by the laws of the Commonwealth of Virginia and any litigation with respect thereto shall be brought in the courts of the Commonwealth.  The Agency and the Contractor are encouraged to resolve any issues in controversy arising from the award of the contract or any contractual dispute using the Alternative Dispute Resolution (ADR) procedures described in Chapter 9 of the Vendors Manual (Code of Virginia, § 2.2-4366).  The Contractor shall comply with all applicable federal, state and local laws, rules and regulations.

C.
ANTI-DISCRIMINATION: By submitting their proposals, Offerors certify to the Commonwealth that they will conform to the provisions of the Federal Civil Rights Act of 1964, as amended, as well as the Virginia Fair Employment Contracting Act of 1975, as amended, where applicable, the Virginians With Disabilities Act, the Americans With Disabilities Act and § 2.2-4311 of the Virginia Public Procurement Act (VPPA).  If the award is made to a faith-based organization, the organization shall not discriminate against any recipient of goods, services, or disbursements made pursuant to the contract on the basis of the recipient's religion, religious belief, refusal to participate in a religious practice, or on the basis of race, age, color, gender or national origin and shall be subject to the same rules as other organizations that contract with public bodies to account for the use of the funds provided; however, if the faith-based organization segregates public funds into separate accounts, only the accounts and programs funded with public funds shall be subject to audit by the public body. (Code of Virginia, § 2.2-4343.1E).
In every contract over $10,000 the provisions in 1. and 2. below apply:

1.
During the performance of this contract, the Contractor agrees as follows:

a.
The Contractor will not discriminate against any employee or applicant for employment because of race, religion, color, sex, national origin, age, disability, or any other basis prohibited by state law relating to discrimination in employment, except where there is a bona fide occupational qualification reasonably necessary to the normal operation of the Contractor.  The Contractor agrees to post in conspicuous places, available to employees and applicants for employment, notices setting forth the provisions of this nondiscrimination clause.

b.
The Contractor, in all solicitations or advertisements for employees placed by or on behalf of the Contractor, will state that such Contractor is an equal opportunity employer.

c.
Notices, advertisements and solicitations placed in accordance with federal law, rule or regulation shall be deemed sufficient for the purpose of meeting these requirements.

2.
The Contractor will include the provisions of 1. above in every subcontract or purchase order over $10,000, so that the provisions will be binding upon each subcontractor or vendor.

D.
ETHICS IN PUBLIC CONTRACTING: By submitting their proposals, Offerors certify that their proposals are made without collusion or fraud and that they have not offered or received any kickbacks or inducements from any other Offeror, supplier, manufacturer or subcontractor in connection with their proposal, and that they have not conferred on any public employee having official responsibility for this procurement transaction any payment, loan, subscription, advance, deposit of money, services or anything of more than nominal value, present or promised, unless consideration of substantially equal or greater value was exchanged.

E.
IMMIGRATION REFORM AND CONTROL ACT OF 1986: By submitting their proposals, Offerors certify that they do not and will not during the performance of this contract employ illegal alien workers or otherwise violate the provisions of the federal Immigration Reform and Control Act of 1986.

F.
DEBARMENT STATUS: By submitting their proposals, Offerors certify that they are not currently debarred by the Commonwealth of Virginia from submitting bids or proposals on contracts for the type of goods and/or services covered by this solicitation, nor are they an agent of any person or entity that is currently so debarred.

G.
ANTITRUST: By entering into a contract, the Contractor conveys, sells, assigns, and transfers to the Commonwealth of Virginia all rights, title and interest in and to all causes of action it may now have or hereafter acquire under the antitrust laws of the United States and the Commonwealth of Virginia, relating to the particular goods or services purchased or acquired by the Commonwealth of Virginia under said contract.

H.
MANDATORY USE OF STATE FORM AND TERMS AND CONDITIONS 
1.
For Request For Proposals:  Failure to submit a proposal on the official state form provided for that purpose may be a cause for rejection of the proposal.  Modification of or additions to the General Terms and Conditions of the solicitation may be cause for rejection of the proposal; however, the Commonwealth reserves the right to decide, on a case by case basis, in its sole discretion, whether to reject such a proposal.

I.
CLARIFICATION OF TERMS: If any prospective Offeror has questions about the specifications or other solicitation documents, the prospective Offeror should contact the buyer whose name appears on the face of the solicitation no later than five working days before the due date.  Any revisions to the solicitation will be made only by addendum issued by the buyer.

J.
PAYMENT:
1.
To Prime Contractor:

a.
Invoices for items ordered, delivered and accepted shall be submitted by the Contractor directly to the payment address shown on the purchase order/contract.  All invoices shall show the state contract number and/or purchase order number; social security number (for individual Contractors) or the federal employer identification number (for proprietorships, partnerships, and corporations). 

b.
Any payment terms requiring payment in less than 30 days will be regarded as requiring payment 30 days after invoice or delivery, whichever occurs last.  This shall not affect offers of discounts for payment in less than 30 days, however.

c.
All goods or services provided under this contract or purchase order, that are to be paid for with public funds, shall be billed by the Contractor at the contract price, regardless of which public Agency is being billed.

d.
The following shall be deemed to be the date of payment: the date of postmark in all cases where payment is made by mail, or the date of offset when offset proceedings have been instituted as authorized under the Virginia Debt Collection Act.

e.
Unreasonable Charges.  Under certain emergency procurements and for most time and material purchases, final job costs cannot be accurately determined at the time orders are placed.  In such cases, Contractors should be put on notice that final payment in full is contingent on a determination of reasonableness with respect to all invoiced charges.  Charges which appear to be unreasonable will be researched, challenged, and that portion of the invoice held in abeyance until a settlement can be reached.  Upon determining that invoiced charges are not reasonable, the Commonwealth shall promptly notify the Contractor in writing as to those charges it considers unreasonable and the basis for the determination.  A Contractor may not institute legal action unless a settlement cannot be reached within thirty days of notification.  The provisions of this section do not relieve an Agency of its prompt payment obligations with respect to those charges which are not in dispute (Code of Virginia, § 2.2-4363).

2.
To Subcontractors:  

a.
A Contractor awarded a contract under this solicitation is hereby obligated:

(1)
To pay the subcontractor(s) within seven (7) days of the Contractor’s receipt of payment from the Commonwealth for the proportionate share of the payment received for work performed by the subcontractor(s) under the contract; or

(2)
To notify the Agency and the subcontractor(s), in writing, of the Contractor’s intention to withhold payment and the reason.

b.
The Contractor is obligated to pay the subcontractor(s) interest at the rate of one percent per month (unless otherwise provided under the terms of the contract) on all amounts owed by the Contractor that remain unpaid seven (7) days following receipt of payment from the Commonwealth, except for amounts withheld as stated in (2) above. The date of mailing of any payment by U. S. Mail is deemed to be payment to the addressee.  These provisions apply to each sub-tier Contractor performing under the primary contract.  A Contractor’s obligation to pay an interest charge to a subcontractor may not be construed to be an obligation of the Commonwealth.

3.
Each prime Contractor who wins an award in which provision of a SWAM procurement plan is a condition to the award, shall deliver to the contracting Agency or institution, on or before request for final payment, evidence and certification of compliance (subject only to insubstantial shortfalls and to shortfalls arising from subcontractor default) with the SWAM procurement plan.  Final payment under the contract in question may be withheld until such certification is delivered and, if necessary, confirmed by the Agency or institution, or other appropriate remedies may be assessed in lieu of withholding such payment.

K.
PRECEDENCE OF TERMS:  The following GENERAL TERMS AND CONDITIONS, VENDORS MANUAL, APPLICABLE LAWS AND COURTS, ANTI-DISCRIMINATION, ETHICS IN PUBLIC CONTRACTING, IMMIGRATION REFORM AND CONTROL ACT OF 1986, DEBARMENT STATUS, ANTITRUST, MANDATORY USE OF STATE FORM AND TERMS AND CONDITIONS, CLARIFICATION OF TERMS, PAYMENT, shall apply in all instances. If there is a conflict between any General Terms and Conditions and any Special Terms and Conditions in this solicitation, the Special Terms and Conditions shall apply.

L.
QUALIFICATIONS OF OFFERORS: The Commonwealth may make such reasonable investigations as deemed proper and necessary to determine the ability of the Offeror to perform the services/furnish the goods and the Offeror shall furnish to the Commonwealth all such information and data for this purpose as may be requested.  The Commonwealth reserves the right to inspect Offeror’s physical facilities prior to award to satisfy questions regarding the Offeror’s capabilities.  The Commonwealth further reserves the right to reject any proposal if the evidence submitted by, or investigations of, such  Offeror  fails to satisfy the Commonwealth that such Offeror is properly qualified to carry out the obligations of the contract and to provide the services and/or furnish the goods contemplated therein.

M.
TESTING AND INSPECTION: The Commonwealth reserves the right to conduct any test/inspection it may deem advisable to assure goods and services conform to specifications.

N.
ASSIGNMENT OF CONTRACT: A contract shall not be assignable by the Contractor in whole or in part without the written consent of the Commonwealth.

O.
CHANGES TO THE CONTRACT: Changes can be made to the contract in any of the following ways:

1.
The parties may agree in writing to modify the scope of the contract.  An increase or decrease in the price of the contract resulting from such modification shall be agreed to by the parties as a part of their written agreement to modify the scope of the contract.

2.
The Purchasing Agency may order changes within the general scope of the contract at any time by written notice to the Contractor.  Changes within the scope of the contract include, but are not limited to, things such as services to be performed, the method of packing or shipment, and the place of delivery or installation.  The Contractor shall comply with the notice upon receipt.  The Contractor shall be compensated for any additional costs incurred as the result of such order and shall give the Purchasing Agency a credit for any savings.  Said compensation shall be determined by one of the following methods:

a.
By mutual agreement between the parties in writing; or

b.
By agreeing upon a unit price or using a unit price set forth in the contract, if the work to be done can be expressed in units, and the Contractor accounts for the number of units of work performed, subject to the Purchasing Agency’s right to audit the Contractor’s records and/or to determine the correct number of units independently; or

c.
By ordering the Contractor to proceed with the work and keep a record of all costs incurred and savings realized.  A markup for overhead and profit may be allowed if provided by the contract.  The same markup shall be used for determining a decrease in price as the result of savings realized.  The Contractor shall present the Purchasing Agency with all vouchers and records of expenses incurred and savings realized.  The Purchasing Agency shall have the right to audit the records of the Contractor as it deems necessary to determine costs or savings.  Any claim for an adjustment in price under this provision must be asserted by written notice to the Purchasing Agency within thirty (30) days from the date of receipt of the written order from the Purchasing Agency.  If the parties fail to agree on an amount of adjustment, the question of an increase or decrease in the contract price or time for performance shall be resolved in accordance with the procedures for resolving disputes provided by the Disputes Clause of this contract or, if there is none, in accordance with the disputes provisions of the Commonwealth of Virginia Vendors Manual.  Neither the  existence of a claim nor a dispute resolution process, litigation or any other provision of this contract shall excuse the Contractor from promptly complying with the changes ordered by the Purchasing Agency or with the performance of the contract generally.

P.
DEFAULT: In case of failure to deliver goods or services in accordance with the contract terms and conditions, the Commonwealth, after due oral or written notice, may procure them from other sources and hold the Contractor responsible for any resulting additional purchase and administrative costs.  This remedy shall be in addition to any other remedies which the Commonwealth may have.

Q.
INSURANCE: By signing and submitting a bid or proposal under this solicitation, the bidder or Offeror certifies that if awarded the contract, it will have the following insurance coverage at the time the contract is awarded.  For construction contracts, if any subcontractors are involved, the subcontractor will have workers’ compensation insurance in accordance with §§ 2.2-4332 and 65.2-800 et seq. of the Code of Virginia.  The bidder or Offeror further certifies that the Contractor and any subcontractors will maintain these insurance coverages during the entire term of the contract and that all insurance coverage will be provided by insurance companies authorized to sell insurance in Virginia by the Virginia State Corporation Commission.
MINIMUM INSURANCE COVERAGES AND LIMITS REQUIRED FOR MOST CONTRACTS:

1. Workers’ Compensation - Statutory requirements and benefits.  Coverage is compulsory for employers of three or more employees, to include the employer. Contractors who fail to notify the Commonwealth of increases in the number of employees that change their workers’ compensation requirements under the Code of Virginia during the course of the contract shall be in noncompliance with the contract.

2.
Employer’s Liability - $100,000.
3. Commercial General Liability - $1,000,000 per occurrence.  Commercial General Liability is to include bodily injury and property damage, personal injury and advertising injury, products and completed operations coverage.  The Commonwealth of Virginia must be named as an additional insured and so endorsed on the policy.

4.
Automobile Liability - $1,000,000 per occurrence. (Only used if motor vehicle is to be used in the contract.)

R.   ANNOUNCEMENT OF AWARD:  Upon the award or the announcement of the decision to award a contract over $50,000, as a result of this solicitation, the Purchasing Agency will publicly post such notice on the DGS/DPS eVA web site (www.eva.state.va.us) for a minimum of  ten (10) days.

S.
DRUG-FREE WORKPLACE: During the performance of this contract, the Contractor agrees to (i) provide a drug-free workplace for the Contractor's employees; (ii) post in conspicuous places, available to employees and applicants for employment, a statement notifying employees that the unlawful manufacture, sale, distribution, dispensation, possession, or use of a controlled substance or marijuana is prohibited in the Contractor's workplace and specifying the actions that will be taken against employees for violations of such prohibition; (iii) state in all solicitations or advertisements for employees placed by or on behalf of the Contractor that the Contractor maintains a drug-free workplace; and (iv) include the provisions of the foregoing clauses in every subcontract or purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or vendor. 


For the purposes of this section, “drug-free workplace” means a site for the performance of work done in connection with a specific contract awarded to a Contractor, the employees of whom are prohibited from engaging in the unlawful manufacture, sale, distribution, dispensation, possession or use of any controlled substance or marijuana during the performance of the contract.

T.
NONDISCRIMINATION OF CONTRACTORS:  An Offeror or Contractor shall not be discriminated against in the solicitation or award of this contract because of race, religion, color, sex, national origin, age, or disability, faith-based organizational status, any other basis prohibited by state law relating to discrimination in employment or because the Offeror employs ex-offenders unless the state agency, department or institution has made a written determination that employing ex-offenders on the specific contract is not in its best interest.  If the award of this contract is made to a faith-based organization and an individual, who applies for or receives goods, services, or disbursements provided pursuant to this contract objects to the religious character of the faith-based organization from which the individual receives or would receive the goods, services, or disbursements, the public body shall offer the individual, within a reasonable period of time after the date of his objection, access to equivalent goods, services, or disbursements from an alternative provider.

U.
eVA Business-To-Government Vendor Registration:  The eVA Internet electronic procurement solution, website portal www.eVA.virginia.gov, streamlines and automates government purchasing activities in the Commonwealth.  The eVA portal is the gateway for vendors to conduct business with state agencies and public bodies.  

All vendors desiring to provide goods and/or services to the Commonwealth shall participate in the eVA Internet e-procurement solution either through the eVA Basic Vendor Registration Service or eVA Premium Vendor Registration Service.  All Offerors must register in eVA; failure to register will result in the bid/proposal being rejected.  

a.
eVA Basic Vendor Registration Service:  $25 Annual Registration Fee plus the appropriate order Transaction Fee specified below.  eVA Basic Vendor Registration Service includes electronic order receipt, vendor catalog posting, on-line registration, electronic bidding, and the ability to research historical procurement data available in the eVA purchase transaction data warehouse.


b.
eVA Premium Vendor Registration Service:  $25 Annual Registration Fee plus the appropriate order Transaction Fee specified below.  eVA Premium Vendor Registration Service includes all benefits of the eVA Basic Vendor Registration Service plus automatic email or fax notification of solicitations and amendments.


c.
For orders issued prior to August 16, 2006, the Vendor Transaction Fee is 1%, capped at a 

maximum of $500 per order.

d.
For orders issued August 16, 2006 and after, the Vendor Transaction Fee is:


(i)
DMBE-certified Small Businesses:  1%, capped at $500 per order.


(ii)
Businesses that are not DMBE-certified Small Businesses:  1%, capped at $1,500 per 

order.

V.     AVAILABILITY OF FUNDS:  It is understood and agreed between the parties herein that the agency shall be bound hereunder only to the extent of the funds available or which may hereafter become available for the purpose of this agreement.

VIII.
SPECIAL TERMS AND CONDITIONS

A.
AUDIT:  The Contractor shall retain all books, documentation, records, and other documents relative to this contract for five (5) years after final payment, or until audited by the Commonwealth of Virginia, whichever is sooner.  The Purchasing Agency, its authorized agents, and/or state auditors shall have full access to and the right to examine any of said materials during said period.

B.
AVAILABILITY OF FUNDS:  It is understood and agreed between the parties herein that the Purchasing Agency shall be bound hereunder only to the extent of the funds available through for this purpose or which may hereafter become available for the purpose of this agreement.

C.  AWARD: Selection shall be made of one or more Offeror(s) deemed to be fully qualified and best suited among those submitting proposals on the basis of the evaluation factors included in this Request for Proposals.  Negotiations shall be conducted with the Offeror(s) so selected.  Price shall be considered, but need not be the sole determining factor.  Following negotiations, the Purchasing Agency shall select one or more Offeror(s) which, in its opinion, submitted the best proposal(s), and shall award the contract(s) to such Offeror(s). The Commonwealth may cancel this Request for Proposals or reject proposals at any time prior to award, and is not required to furnish reasons why a particular proposal was not deemed to be the most advantageous (Code of Virginia, § 2.2-4359D).  The award document is a contract incorporating by reference all the requirements, terms, and conditions of this solicitation and the Contractor’s proposal as negotiated.
D. CANCELLATION OF CONTRACT:  The Purchasing Agency reserves the right to cancel or terminate any contract in part or in whole without penalty, upon sixty (60) days written notice to the Contractor.  If the initial contract period is for more than 12 months, the contract may be terminated by either party, without penalty, after the initial twelve (12) month contract period upon thirty (30) days written notice to the other party.  Any contract cancellation notice shall not relieve the Contractor of the obligation to deliver and/or perform on all outstanding orders issued prior to the effective date of cancellation.
E.  IDENTIFICATION OF PROPOSAL ENVELOPE: The signed proposal should be returned in a separate envelope or package, sealed and identified as follows:

From:                                                               


8/28/2006
3:00 P.M. EST
 Name of Offeror





    
  
Due Date
Time

 Street or Box Number




 
City, State, Zip
____07-027____________





                       

Request For Proposal Number

Community based rehabilitation services for people with brain injury.









RFP Title



Title of Request For Proposal

Name of Contract Officer:
Peter Rigterink, General Services / Purchasing Department              
The envelope should be addressed as directed on Page 1 of the solicitation.  Proposals may be hand delivered to the designated location in the office of the Purchasing Agency issuing the solicitation.  No other correspondence or other bids/proposals should be placed in the envelope.

F.  SMALL, WOMEN, AND MINORITY OWNED BUSINESSES SUBCONTRACTING AND REPORTING: 
        
Where it is practicable for any portion of the awarded contract to be subcontracted to other suppliers, the Contractor is encouraged to offer such business to small, women, and/or minority-owned (SWAM) businesses.  The Contractor agrees to report the use of SWAM subcontractors by providing the Purchasing Agency at a minimum the following information:  name of firm, phone number, total dollar amount subcontracted, category type (small, women, or minority-owned), and type of product/service provided.  Names of firms may be available from the Purchasing Agency and/or from the Division of Purchases and Supply.  Additional information regarding certified “SWAM” vendors is available at www.eVA.state.va.us.    
               

            G.   PRIME CONTRACTOR RESPONSIBILITIES:  The Contractor shall be responsible for completely supervising and directing the work under this contract and all subcontractors that he/she may utilize, using his/her best skill and attention.  Subcontractors who perform work under this contract shall be responsible to the prime Contractor.  The Contractor agrees that he/she is as fully responsible for the acts and omissions of his/her subcontractors and of persons employed by them as he/she is for the acts and omissions of his/her own employees.


H.  MANDATED REPORTERS FOR ADULT PROTECTIVE SERVICES: 


Contractors who are determined to be mandated reporters for adult protective services according to §63.2-1606(A) of the Code of Virginia, effective July 1, 2004, shall comply with all terms and conditions of the Code.  Mandated reporting to adult protective services is required of “…any person employed by or contracted with a public or private agency or facility and working with adults in an administrative, supportive, or direct care capacity…”
I.  RENEWAL OF CONTRACT:  Contracts awarded under this Request For Proposal (RFP) may be for an initial three-year period, with the option to renew for two additional one-year contract periods, upon approval by the Purchasing Agency and written agreement of both parties.  Such renewals are subject to the terms of the current contract, and should be done within a reasonable period of time prior to the expiration of the contract (approximately 60 days).  No contract funded under this Request For Proposals (RFP) shall exceed a total contract period of five years (initial three-year contact period, plus two one-year renewal periods).   If awarded only for an initial one-year period, there is no guarantee that a contract will be renewed.  
IX. METHOD OF PAYMENT

1. Payment will be made to the Contractor on a on a quarterly allotment basis.  The Contractor shall receive an initial payment at the beginning of the contract period equal to one-fourth (1/4) of the total annual amount of funding awarded to the Contractor for each State Fiscal Year (July 1 through June 30).  
2. The Contractor shall submit a monthly financial expenditure report by the 10th of the month following the month in which services were rendered.  The financial expenditure report shall include a Microsoft Excel spreadsheet containing the Contractor’s approved line item budget and the month’s expenditures for each line item.  The specific format and content of the spreadsheet shall be approved by the Purchasing Agency prior to submission of the first monthly expenditure report.  The Purchasing Agency reserves the right to change the format and content of the financial expenditure report, as it deems appropriate.  
3. The Contractor shall submit a quarterly program report showing progress made toward goals and objectives in the Contractor’s submitted proposal.  Subsequent quarterly allotments shall not be made to the Contractor until the Purchasing Agency has received the previous month’s expenditure report, year to date expenditures, and the written quarterly progress report, due by the 10th of the month following the end of each quarter.  The Purchasing Agency reserves the right to change the format and content of the quarterly program report, as it deems appropriate.
4. The Contractor shall submit an End of Year Report showing financial expenditures by line item for the entire State Fiscal Year, as well as a cumulative annual progress report describing contract activities and achievement of contract goals and objectives during the State Fiscal Year.  The End of Year Report is due to the Purchasing Agency within thirty (30) days of the end of each contract year (July 30).

5. The Contractor shall retain all written documentation of expenditures incurred and services rendered through the contract, for a period of five years, subject to review or audit by the Purchasing Agency or the Commonwealth of Virginia at any time.  If a discrepancy is discovered during an audit, or if appropriate and sufficient back-up documentation is not made available upon request, then the Purchasing Agency may require the Contractor to reimburse the Commonwealth for the amount equal to the discrepancy or equal to the undocumented expenditure(s). 
6. A legally authorized official of the Contractor shall sign all monthly, quarterly, and annual financial and progress reports.  All payments will be made in accordance with the Virginia Prompt Payment Act.  Financial expenditure reports and progress reports shall be submitted to: 
Department of Rehabilitative Services

ATTN: Brain Injury & Spinal Cord Injury Services
8004 Franklin Farms Drive 

Richmond, VA  23229

X. PRICING SCHEDULE

The Offeror shall provide the services in accordance with the solicitation requirements, terms and conditions contained herein and as reflected in the Offeror’s budget proposal.  The Offeror agrees to perform all services as described herein for amount noted below:

$_____________________________________________________.

XI. ATTACHMENTS

A:  Participation in State Procurement Transactions by Small Business and Businesses Owned by Women and Minorities


B:  Vendor Data Sheet
C: Clarification of Terms 
D: Guidelines for Community-Based Programs Serving Individuals with Brain Injury

E: International Center for Clubhouse Development (ICCD) Standards                                             ATTACHMENT A:  Participation in State Procurement Transactions
by Small Business and Businesses Owned by Women and Minorities
The following definitions will be used in completing the information required by one or more of the three categories of businesses contained in this Attachment as applicable to your firm:  (1) Participation by Small Businesses; (2) Participation by Businesses Owned by Women; and (3) Participation by Businesses Owned by Minorities.  (For additional information on certified “SWAM” business, go to www.eVA.state.va.us.) 
Definitions

Period is the specified 12-month period for which the information provided in this list is applicable and valid.  The period will be specified as month and year.

Firm Name, Address, and Phone Number is the name, address, and business phone number of the small business, women-owned business, or minority-owned business with which the Offeror has contracted or done business with over the specified period or plans to involve on this contract, as applicable.

Contact Person is the name of the individual in the specified small business, women-owned business, or minority-owned business who would have knowledge of the specified contracting and would be able to validate the information provided in this list.

Type of Goods or Services is the specific goods or services the Offeror has contracted for from the specified small, women-owned, or minority-owned business over the specified period of time or plans to use in the performance of this contract, as applicable.  The Offeror will asterisk (*) those goods and services that are in the Offeror’s primary business or industry.
Dollar Amount is the total dollar amount (in thousands of dollars) the Offeror has contracted for or has done business with the listed firm during the specified period or plans to use on this contract, as applicable.

% Total Company Expenditures for Goods and Services is calculated by dividing the dollar amount of business conducted or contracted for with the indicated firm over the specified period by the total expenditure of the Offeror over the specified period for goods and services.

% of Total Contract is calculated by dividing the estimated dollars planned for the indicated firm on this contract by the total Offeror estimated price of this contract.

1. Participation by Small Businesses
A. Offeror certifies that it (  ) is/ (  ) is not a small business concern.  For the purpose of this procurement, a small business is a concern, including its affiliates, which is independently owned and operated, is not dominant in the field of operation in which it is contracting and can further qualify under the criteria concerning number of employees, average annual receipts, or other criteria, as prescribed by the United States Small Business Administration.

B. List small businesses with which the Offeror has contracted or done business and dollar amounts spent with each of these businesses in the most recent 12-month period for which data are available.  Offerors are encouraged to provide additional information and expand upon the following format:

Period:  From  




To  


	Firm Name, Address, and Phone Number
	Contact Person
	Type of Goods or Services
	Dollar Amounts
	% Total Company Expenditures for Goods and Services

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


1. Participation by Small Business (Continued)
C. Describe Offeror’s plans to involve small businesses in the performance of this contract, either as part of a joint venture, as a partnership, as subcontractors, or as suppliers.  Offerors are encouraged to provide additional information and expand upon the following format:

	Firm Name, Address, and Phone Number
	Contact Person
	Type of Goods or Services
	Dollar Amounts
	% of Total Contract

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2. Participation by Businesses Owned by Women
A. Offeror certifies that it (  ) is/ (  ) is not a women’s business enterprise or women-owned business.  For the purpose of this procurement, a women-owned business is a concern that is at least 51% owned by a woman or women who also control and operate it.  In this context, “control” means exercising the power to make policy decisions, and “operate” means being actively involved in the day-to-day management.

B. List businesses owned by women with which the Offeror has contracted or done business and dollar amounts spent with each of these businesses in the most recent 12-month period for which data are available.  Offerors are encouraged to provide additional information and expand upon the following format:

Period:  From  




To  


	Firm Name, Address, and Phone Number
	Contact Person
	Type of Goods or Services
	Dollar Amounts
	% Total Company Expenditures for Goods and Services

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2.  Participation by Businesses Owned by Women (Continued)
C. Describe Offeror’s plans to involve businesses owned by women in the performance of this contract either as part of a joint venture, as a partnership, as subcontractors, or as suppliers.  Offerors are encouraged to provide additional information and expand upon the following format:

	Firm Name, Address, and Phone Number
	Contact Person
	Type of Goods or Services
	Dollar Amounts
	% of Total Contract

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3. Participation by Businesses Owned by Minorities
A. Offeror certifies that it (  ) is/ (  ) is not a minority business enterprise or minority-owned business.  For the purpose of this procurement, a minority-owned business is a concern that is at least 51% owned and controlled by one or more socially and economically disadvantaged persons.  Such disadvantages may arise from cultural, racial, chronic economic circumstances or background, or other similar cause.  Such persons include but are not limited to blacks, Hispanic Americans, Asian Americans, American Indians, Eskimos, and Aleuts.

B. List businesses owned by minorities with which the Offeror has contracted or done business and dollar amounts spent with each of these businesses in the most recent 12-month period for which data are available.  Offerors are encouraged to provide additional information and expand upon the following format:

Period:  From  




To  


	Firm Name, Address, and Phone Number
	Contact Person
	Type of Goods or Services
	Dollar Amounts
	% Total Company Expenditures for Goods and Services

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3.  Participation by Businesses Owned by Minorities (Continued)
C. Describe Offeror’s plans to involve minority business in the performance of this contract either as part of a joint venture, as a partnership, as subcontractors, or as suppliers.  Offerors are encouraged to provide additional information and expand upon the following format:

	Firm Name, Address, and Phone Number
	Contact Person
	Type of Goods or Services
	Dollar Amounts
	% of Total Contract

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


ATTACHMENT B:  Vendor Data Sheet

Note:  The following information is required as part of the response to this solicitation.  Failure to complete and provide this sheet may result in finding the proposal nonresponsive.

1. Qualification:  The vendor must have the capability and capacity in all respects to satisfy fully all of the contractual requirements.

2.
Vendor’s Primary Contact:   

















Name








Telephone Number

3.
Years in Business:  Indicate the length of time you have been in business providing this type of good or service:  __________ Years
 ________ Months

4.
Vendor Information
FIN or FEI Number if company, corporation, or partnership:   

Social Security Number if individual:  

5.
Indicate below at least four (4) current or recent accounts (commercial or governmental) that the Offeror’s company is servicing, has serviced, or has provided similar goods.  Include the length of service and the name, address, and telephone number of the point of contact.

A. Company Name/Address:  

Contact Person:  

Project:  


Telephone Number:  
Fax Number:  

Dates of Service:  






$ Value:  


B. Company Name/Address:  

Contact Person:  

Project:  


Telephone Number:  
Fax Number:  

Dates of Service:  






$ Value:  


C. Company Name/Address:  

Contact Person:  

Project:  


Telephone Number:  
Fax Number:  

Dates of Service:  






$ Value:  


D. Company Name/Address:  

Contact Person:  

Project:  


Telephone Number:  
Fax Number:  

Dates of Service:  






$ Value:  


I certify the accuracy of this information:

Signed  












Date  

Title_______________________________________________
ATTACHMENT C:  Clarification of Terms

Advocacy: Under this Request For Proposal (RFP), the following advocacy services may be provided with the exception of legal and legislative advocacy: 
· Legal advocacy involves using the judicial system to protect the rights of people with disabilities; 

· Legislative advocacy involves seeking legislative enactment that would enhance the rights of and/or opportunities for people with disabilities; 
· Personal advocacy involves one-on-one advocacy to secure the rights of an individual with a disability and his or her family or support person(s); 

· Self advocacy involves assisting an individual to acquire the skills and knowledge to advocate effectively on his or her own behalf; and 

· Systems advocacy involves developing or changing policy or practice that affects people with disabilities. 

Brain Injury: 

Acquired brain injury is an injury to the brain that occurs after birth, resulting in total or partial functional disability or impairment.  Acquired brain injuries are either traumatic or nontraumatic:  
· Traumatic brain injury (TBI) is an acquired (occurring after birth) brain injury caused by an external physical force that may produce a diminished or altered state of consciousness resulting in total or partial functional disability or impairment.  Traumatic brain injury includes open and closed head injuries and may result in mild, moderate, or severe impairments in the following areas: cognition, language, memory, attention, reasoning, abstract thinking, judgment, problem-solving, sensory, perceptual and motor abilities, psychosocial behavior, physical functions, information processing, and speech.  Traumatic brain injury does not include congenital (existing at birth) or degenerative (worsening over time) brain injury.
· Non-traumatic brain injury is an acquired (occurring after birth) brain injury caused by strokes, tumors, infection, anoxia and hypoxia, metabolic disorders and exposure to toxic substances through inhalation, skin absorption or ingestion.  Nontraumatic brain injury may result in mild, moderate, or severe impairments in the following areas: cognition, language, memory, attention, reasoning, abstract thinking, judgment, problem-solving, sensory, perceptual and motor abilities, psychosocial behavior, physical functions, information processing, and speech.  Nontraumatic brain injury does not include brain injuries that are congenital (existing at birth or induced by birth trauma) or degenerative (worsening over time) brain injury.   
Case management services:  a service delivery model that involves a structured, comprehensive assessment of the needs of an individual and his/her support system; development of supports and strategies to address identified needs; and coordination/monitoring of service delivery to ensure optimal opportunity for success.  The case manager, the person receiving services, and the individual’s support team jointly develop a plan to identify and address an individual’s personal goals and objectives.  Case management ensures that individuals move from one service to another as needed, avoiding long gaps in service.  An individual’s need for this service will vary from requiring brief episodes to long term service coordination.  Case management matches an individual with the support services needed to maximize his or her independence and quality of life, such as medical, psychological, transportation or vocational services, recreational and social opportunities, and a variety of other services.  

Clubhouse:  Clubhouse members work side-by-side with staff to carry out the daily operation of the clubhouse through a “work-ordered day” which leads to improved work skills and behaviors that support community and vocational reentry.  The clubhouse model provides a peer-driven, supportive environment that aids individuals in their physical, cognitive, and emotional recovery and improves social and work-related skills.  Membership in the clubhouse is voluntary and lifelong; members may attend as often as they wish (up to five days a week).  See http://www.iccd.org for additional information on the clubhouse model.
Community-based:  The term “community-based” describes services that are delivered in natural environments among family, friends, peers, coworkers, and the public without disabilities.  In contrast with center- or facility-based services, community-based services are regularly provided in areas and locations frequented by people with and without disabilities and in which people with disabilities have the opportunity to be equal participants.  
Community-based rehabilitation programs/services: The term “community-based rehabilitation programs/services” describes rehabilitation programs whose services are provided in regular community settings and/or whose purpose is to assist individuals to return to regular community settings. 

Community support services: Funds to purchase community support services through this Request For Proposals (RFP) are considered to be “funds of last resort” – i.e., no other documented sources of funding are available for the service.  Services should focus on meeting an individual’s personal goals and on increasing access to and independence in community activities, resources, and relationships.  Funds can be used to purchase or provide needed support such as behavior and mental health services, employment services (vocational / avocational), leisure and recreation coaching services, life skills training, personal assistance, respite care, transportation, and other services as necessary and appropriate.  Services may be provided in a variety of settings and activities, such as volunteer positions, educational classes, social or recreational events, and civic organizations.  Assistance may also be obtained with learning to use a public transportation system or becoming more independent in the home environment.  As a person gains expertise in participating in activities of choice, supports are gradually reduced.  
Day Program:  In a day program, individuals with brain injury have the opportunity to participate up to five days a week in structured activities in a supportive environment.  Activities may include vocational tasks, community outings, computer training, and social/recreational activities.  A day program is typically more staff-driven than a clubhouse program (see “clubhouse” above).  
Information and referral (I&R): a service that provides information and links people to appropriate services to meet their needs.  The goal of I&R is to facilitate access to services and overcome barriers to needed resources.  Information and referral is accomplished by providing verbal, written, and other forms of information to the person requesting assistance.

Peer support:  involves informal counseling, guidance, and information provided to a person with a disability by another person with a disability.  Peer support, or peer counseling, may be involve one-time or ongoing contact in which a person with a disability receives emotional support and strategies for successfully managing daily activities based on another person’s experiences and knowledge.  Peer support helps people find needed services/supports.  Peer support is provided by Centers for Independent Living across the state or by individuals who serve as peer counselors within an informal support network.  

Regional Resource Coordination: Regional Resource Coordination services are provided by a person with brain injury knowledge and expertise in unserved and underserved areas.  A Regional Resource Coordinator identifies resources and builds coalitions to address local needs; provides training, education, and public awareness activities; and establishes information and referral, outreach, and advocacy activities within a local community.

Support team: an individual’s family, friends, or anyone who provides the person with emotional, financial, and social support.

Transition: the process of moving from a hospital or rehabilitation setting to a community-based setting such as home or a transitional living center.  For school-age individuals, transition may refer to the process of returning to school following discharge from the hospital or the process of entering employment or higher education following graduation from high school.  
ATTACHMENT D: Guidelines for Community-Based
Programs Serving Individuals with Brain Injury
The following guidelines will be used by the Department of Rehabilitative Services (DRS) as one method of evaluating state-funded community-based programs serving persons with brain injury. Program administrators should use these guidelines as a program assessment tool as they develop and operate their programs. 

1. The program uses person-centered philosophy and practices in designing and maintaining program operations.  Participants have supports and services available that are based on their individual needs and preferences.

2. The program uses eligibility criteria which are flexible and which do not screen out applicants unless significant safety issues exist.

3. The program solicits active consumer participation in all areas of the program, including:

· hiring staff and conducting staff performance evaluations;

· determining program format and hours of operation;

· program evaluation and quality improvement.

4.
Each participant has a written service plan which outlines the individual’s personal goals, strategies for reaching the goals, and a time frame for achieving the goals.  The service plan is reviewed at least quarterly with the individual and other support persons chosen by the individual.
5.
Participants may choose to be involved with the writing of all records and reports concerning their participation in the program.


6.
The program seeks opportunities for inclusion in community activities as desired by participants.  Linkages are made with natural supports that can facilitate community integration.

7. 
A brochure, prepared by program participants and staff, is distributed to all consumers.  The brochure contains such information as:

· program vision, mission, and description of services;

· hours of operation and logistical information;

· name of contact person(s) for program;

· grievance and appeals process;

· nondiscrimination statement;

· rights and responsibilities of participants; and 
· program rules.


8.
Participants are aware of and have access to appropriate methods for the resolution of conflicts.
9. 
Community activities are based on the concept of normalization and natural proportions (i.e., the percentage of people with disabilities naturally occurring within the general population).  The characteristics of the community setting are used to determine the appropriate number of participants (e.g., the purpose and type of activity, behavioral expectations, physical and environmental factors, etc.). 

10.
Program offices are located in a community setting convenient to regular community opportunities such as public transportation, shopping, restaurants, recreational activities, etc.

11.
Program offices are physically accessible to persons using wheelchairs and other assistive mobility devices.  Communication technology is available to individuals with visual or hearing impairments.

12.
The program has an active Advisory Board made up of members chosen by participants and staff which meets on a regular basis to provide support and community advocacy to the program.

13.
The program has an outcome measurement system that evaluates program efficiency and effectiveness, as well as individual consumer satisfaction and consumer progress.

ATTACHMENT E:  International Center for

Clubhouse Development (ICCD) Standards

The International Standards for Clubhouse Programs, consensually agreed upon by the worldwide International Center for Clubhouse Development (ICCD) community, define the Clubhouse Model of rehabilitation. The principles expressed in these Standards are at the heart of the clubhouse community’s success in helping people with mental illness to stay out of hospitals while achieving social, financial and vocational goals. The Standards also serve as a kind of “bill of rights” for members and a code of ethics for staff, board and administrators. The Standards insist that a clubhouse is a place that offers respect and opportunity to its members.

The Standards provide the basis for assessing clubhouse quality, through the International Center for Clubhouse Development (ICCD) certification process.  Every two years the worldwide clubhouse community reviews these Standards, and amends them as deemed necessary. The process is coordinated by the ICCD Standards Review Committee, made up of members and staff of ICCD-certified clubhouses from around the world.
MEMBERSHIP

1. Membership is voluntary and without time limits.

2. The clubhouse has control over its acceptance of new members. Membership is open to anyone with a history of mental illness, unless that person poses a significant and current threat to the general safety of the clubhouse community.

3. Members choose the way they utilize the clubhouse, and the staff with whom they work. There are no agreements, contracts, schedules, or rules intended to enforce participation of members.

4. All members have equal access to every clubhouse opportunity with no differentiation based on diagnosis or level of functioning.

5. Members at their choice are involved in the writing of all records reflecting their participation in the clubhouse. All such records are to be signed by both member and staff.

6. Members have a right to immediate re-entry into the clubhouse community after any length of absence, unless their return poses a threat to the community.

RELATIONSHIPS

7. All clubhouse meetings are open to both members and staff. There are no formal member only meetings or formal staff only meetings where program decisions and member issues are discussed.

8. Clubhouse staff are sufficient to engage the membership, yet few enough to make carrying out their responsibilities impossible without member involvement.

9. Clubhouse staff have generalist roles. All staff share employment, housing, evening and weekend, and unit responsibilities. Clubhouse staff do not divide their time between clubhouse and other major work responsibilities.

10. Responsibility for the operation of the clubhouse lies with the members and staff and ultimately with the clubhouse director. Central to this responsibility is the engagement of members and staff in all aspects of clubhouse operation.

SPACE

11. The clubhouse has its own identity, including its own name, mailing address and telephone number.

12. The clubhouse is located in its own physical space. It is separate from any mental health center or institutional settings, and is impermeable to other programs. The clubhouse is designed to facilitate the work-ordered day and at the same time be attractive, adequate in size, and convey a sense of respect and dignity.

13. All clubhouse space is member and staff accessible. There are no staff only or member only spaces.

WORK-ORDERED DAY

14. The work-ordered day engages members and staff together, side-by-side, in the running of the clubhouse. The clubhouse focuses on strengths, talents and abilities; therefore, the work-ordered day is inconsistent with medication clinics, day treatment or therapy programs within the clubhouse.

15. The work done in the clubhouse is exclusively the work generated by the clubhouse in the operation and enhancement of the clubhouse community. No work for outside individuals or agencies, whether for pay or not, is acceptable work in the clubhouse. Members are not paid for any clubhouse work, nor are there any artificial reward systems.

16. The clubhouse is open at least five days a week. The work-ordered day parallels normal working hours.

17. All work in the clubhouse is designed to help members regain self worth, purpose and confidence; it is not intended to be job specific training.

18. Members have the opportunity to participate in all the work of the clubhouse, including administration, research, intake and orientation, reach out, hiring, training and evaluation of staff, public relations, advocacy and evaluation of clubhouse effectiveness.

EMPLOYMENT

19. The clubhouse enables its members to return to paid work through Transitional Employment and Independent Employment; therefore, the clubhouse does not provide employment to members through in-house businesses, segregated clubhouse enterprises or sheltered workshops.

TRANSITIONAL EMPLOYMENT
20. The clubhouse offers its own Transitional Employment program, which provides as a right of membership opportunities for members to work on job placements in business and industry. As a defining characteristic of a clubhouse Transitional Employment program, the clubhouse guarantees coverage on all placements during member absences. In addition the Transitional Employment program meets the following basic criteria.

a. The desire to work is the single most important factor determining placement opportunity.

b. Placement opportunities will continue to be available regardless of success or failure in previous placements.

c. Members work at the employer’s place of business.

d. Members are paid the prevailing wage rate, but at least minimum wage, directly by the employer.

e. Transitional Employment placements are drawn from a wide variety of job opportunities.

f. Transitional Employment placements are part-time and time-limited, generally 15 to 20 hours per week and from six to nine months in duration.

g. Selection and training of members on Transitional Employment is the responsibility of the clubhouse, not the employer.

h. Clubhouse members and staff prepare reports on TE placements for all appropriate agencies dealing with members’ benefits.

i. Transitional Employment placements are managed by clubhouse staff and members and not by TE specialists.

j. There are no TE placements within the clubhouse. Transitional Employment placements at an auspice agency must be off site from the clubhouse and meet all of the above criteria.

SUPPORTED AND INDEPENDENT EMPLOYMENT
21. The clubhouse assists and supports members to secure, sustain and subsequently, to better their employment.

22. Members who are working independently continue to have available all clubhouse supports and opportunities including advocacy for entitlements, and assistance with housing, clinical, legal, financial and personal issues, as well as participation in evening and weekend programs.

FUNCTIONS OF THE HOUSE

23. The clubhouse is located in an area where access to local transportation can be assured, both in terms of getting to and from the program and accessing TE opportunities. The clubhouse provides or arranges for effective alternatives whenever access to public transportation is limited.

24. Community support services are provided by members and staff of the clubhouse. Community support activities are centered in the work unit structure of the clubhouse. They include helping with entitlements, housing and advocacy, as well as assistance in finding quality medical, psychological, pharmacological and substance abuse services in the community.

25. The clubhouse is committed to securing a range of choices of safe, decent and affordable housing for all members. The clubhouse has access to housing opportunities that meet these criteria, or if unavailable, the clubhouse develops its own housing program. Clubhouse housing programs meet the following basic criteria.

a. Members and staff manage the program together.

b. Members who live there do so by choice.

c. Members choose the location of their housing and their roommates.

d. Policies and procedures are developed in a manner congruent with the rest of the clubhouse culture.

e. The level of support increases or decreases in response to the changing needs of the member.

f. Members and staff actively reach out to help members keep their housing, especially during periods of hospitalization.

26. The clubhouse assists members to further their vocational and educational goals by helping them take advantage of adult education opportunities in the community.  In addition, clubhouses provide in-house educational programs that significantly utilize the teaching and tutoring skills of members.
27. The clubhouse has a method and takes responsibility for objectively evaluating its effectiveness.

28. The clubhouse director, members, staff and other appropriate persons participate in a three-week training program in the Clubhouse Model at a certified training base. Consultations by the Faculty for Clubhouse Development are provided to all programs seeking to implement the Clubhouse Model.

29. The clubhouse has recreational and social programs during evenings and on weekends. Holidays are celebrated on the actual day they are observed.

30. The clubhouse provides an effective reach out system to members who are not attending, becoming isolated in the community, or hospitalized.

FUNDING, GOVERNANCE AND ADMINISTRATION

31. The clubhouse has an independent board of directors, or if it is affiliated with a sponsoring agency, has a separate advisory board comprised of individuals uniquely positioned to provide fiscal, legal, legislative, consumer and community support and advocacy for the clubhouse.

32. The clubhouse develops and maintains its own budget, approved by the board or advisory board prior to the beginning of the fiscal year and monitored routinely during the fiscal year.

33. Staff salaries are competitive with comparable positions in the mental health field.

34. The clubhouse has the support of appropriate mental health authorities and has all required licenses and certifications. The clubhouse seeks and maintains effective relationships with family, consumer and professional organizations. 

35. The clubhouse holds open forums and has procedures which enable members and staff to actively participate in decision making regarding governance, policy making, and the future direction and development of the clubhouse.

INTERNATIONAL CENTER FOR CLUBHOUSE DEVELOPMENT

425 West 47th Street

New York, New York  10036-2304

Telephone:
212-582-0343

Facsimile:
212-397-1649

e-mail:
ICCDNYC@compuserve.com
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