VII. Proposal Narrative 

The narrative should provide reviewers with a clear understanding of your organization’s capacity to deliver the services as outlined in the Request for Proposals.

Respondents that want to apply for multiple program models need to submit a separate proposal for each model.

The submitted narrative must address all sections and meet the following specifications:
a) Formatted using 1” margins and no smaller than a 12-point font
b) Include table of contents
c) Cannot exceed 10 single-sided, single spaced pages
d) Pages should be numbered and include a header and footer identifying the respondent’s name and program model
e) Label each section and subsection


SERVICE LEARNING MODEL NARRATIVE

1. Organizational Capacity and Relevant Experience
a) Provide a profile of the applicant organization (including brief history, mission, programs and services, populations served, major funding sources).

b) Provide information on your organization’s experience providing quality services to youth, experience in operating youth workforce development programs, capacity to serve the proposed number of youth, and specific quantitative outcomes from youth workforce development programs over the last five years. How have these outcomes been used to improve program performance?

c) Describe the staffing plan for this program. Include each staff position, the responsibilities of that position, and the characteristics you will look for in the staff to fulfill those roles. How does this program and staffing structure fit within the overarching structure of the organization?

2. Program Components
a) Describe your youth recruitment plan including methods and, to the extent possible, specific dates and locations.  Indicate whether you intend to utilize the services of the WEC for recruitment, enrollment and employment verification.  Describe how you will assess youth interests prior to enrollment to ensure that they are a good match for the program. What is the program’s target population; who do you plan to serve?

b) Detail your enrollment and orientation process. How will you ensure that youth are aware of what is expected of them and prepared for participation in the program?

c) Describe the program’s retention strategy. Beyond wages, what strategies will the program use to keep youth engaged for the duration of the program?

d) Describe in detail the proposed six-week program. Be sure to consider the Core Program Components listed in the model description on page 11, and include:

i. Central Issue. What is the real-world issue that youth will address?

ii. Research and Development. Describe the process youth will follow to research and develop the service and project that they will deliver.

iii. Service. What is the intended direct service or advocacy effort? Will youth have a role in determining this? If so, what will their role be and what process will they follow? What product will youth produce to document their service/advocacy action and the process they engaged in to arrive at that action?

iv. Progress monitoring and reflection. How will youth monitor the quality of service project implementation and progress toward project goals? How will the program provide opportunities for youth to reflect on their service activities?

v. Learning goals. How will the program teach and help youth practice the 21st Century Work Readiness skills? What other specific learning goals, if any, does the program hold for participants and how will these be delivered?

e) Present a schedule for a typical week in the program, as well as a six-week schedule that includes major program milestones (the schedule document does not count toward page limit; include as attachment).

3. Partnerships[footnoteRef:1] [1:  Partners assist in the development and delivery of a program.  These may include additional funders, other youth- serving organizations, or other organizations that assist in delivering a high-quality program. 
] 


a) Please list the partnerships, if any, you have developed to deliver the program. 


b) If the program has already identified potential worksites, what process will you implement to ensure that identified worksites meet PYN’s Worksite Quality Criteria laid out in Appendix A (on page 33)?  If you have yet to identify sites, what process will you use to accomplish the same? 

c) Please describe the roles, responsibilities, and commitments of each partner. (Include a letter of commitment from each organization that has already committed to the program, on organization letterhead, identifying roles, responsibilities, and commitments.)

d) List any other funders – public or private – who are supporting this program or to whom you have applied for support. (Include letters from committed funders documenting their support).


4. Assessment and Evaluation

a) How will you evaluate the effectiveness of the program? (Will you collect information beyond PYN mandated outcomes?) Describe the specific outcomes to be achieved by the proposed project and the measures that will be used to determine the degree to which the outcomes are being accomplished.

b) How will you ensure that all data is submitted to PYN in an accurate and timely manner (including pre/post assessments and satisfaction surveys)? Who in the program will be responsible for data and reporting?


WORK EXPERIENCE MODEL NARRATIVE

1.	Organizational Capacity and Relevant Experience

a) Provide a profile of the applicant organization (including brief history, mission, programs and services, populations served, major funding sources).

b) Provide information on your organization’s experience providing quality services to youth, experience in operating youth workforce development programs, capacity to serve the proposed number of youth, and specific quantitative outcomes from youth workforce development programs over the last five years. How have these outcomes been used to improve program performance?

c) Describe the staffing plan for this program. Include each staff position, the responsibilities of that position, and the characteristics you will look for in the staff to fulfill those roles. How does this program and staffing structure fit within the overarching structure of the organization?

2. Program Components

a) Describe your youth recruitment plan including methods and, to the extent possible, specific dates and locations.  Indicate whether you intend to utilize the services of the WEC for recruitment, enrollment and employment verification.  Describe how you will assess youth interests and level of work experience prior to enrollment to ensure that they are a good match for the program. What is the program’s target population; who do you plan to serve?

b) Detail your enrollment and orientation process. How will you ensure that youth are aware of what is expected of them and prepared for participation in the program?

c) Describe the program’s retention strategy. Beyond wages, what strategies will the program use to keep youth engaged for the duration of the program?

d) Describe in detail the proposed six-week program. Be sure to consider the Core Program Components listed in the model description on page 13, and include:

i. Target industry. What is the program’s target industry areas?

ii. Pre-employment training. How will the program prepare participants for their experience prior to the start of the job?

iii. Assignment to a trained adult supervisor. How will the program ensure that participants work with an appropriately trained supervisor who understands the program and the skill development that they should reinforce? Explain how the program intends to structure participants’ interaction with their supervisor.

iv. Contextual Learning Strategy. Describe in detail the type of work-based learning project that participants will produce. Give a concrete example of a project and the process participants will go through to create it. 

e) Present a schedule for a typical week in the program, as well as a six-week schedule that includes major program milestones (the schedule document does not count toward page limit; include as attachment).

3.	Partnerships (see footnote 7 on page 19)

a) Please list the partnerships, if any, you have developed to deliver the program.

b) If the program has already identified potential worksites, what process will you implement to ensure that identified worksites meet PYN’s Worksite Quality Criteria laid out in Appendix A (on page 33)?  If you have yet to identify sites, what process will you use to accomplish the same? 

c) Please describe the roles, responsibilities, and commitments of each partner. (Include a letter of commitment from each organization that has already committed to the program, on organization letterhead, identifying roles, responsibilities, and commitments.)

e) List any other funders – public or private – who are supporting this program or to whom you have applied for support. (Include letters from committed funders documenting their support).

4. Assessment and Evaluation

a) How will you evaluate the effectiveness of the program? (Will you collect information beyond PYN mandated outcomes?) Describe the specific outcomes to be achieved by the proposed project and the measures that will be used to determine the degree to which the outcomes are being accomplished.

b) How will you ensure that all data is submitted to PYN in an accurate and timely manner (including pre/post assessments and satisfaction surveys)? Who in the program will be responsible for data and reporting?


INTERNSHIP MODEL NARRATIVE

1.	Organizational Capacity and Relevant Experience

a) Provide a profile of the applicant organization (including brief history, mission, programs and services, populations served, major funding sources).

b) Provide information on your organization’s experience providing quality services to youth, experience in operating youth workforce development programs, capacity to serve the proposed number of youth, and specific quantitative outcomes from youth workforce development programs over the last five years. How have these outcomes been used to improve program performance?

c) Describe the staffing plan for this program. Include each staff position, the responsibilities of that position, and the characteristics you will look for in the staff to fulfill those roles. How does this program and staffing structure fit within the overarching structure of the organization?

2. Program Components

a) Describe your youth recruitment plan including methods and, to the extent possible, specific dates and locations.  Indicate whether you intend to utilize the services of the WEC for recruitment, enrollment and employment verification. Describe how you will assess youth interests, level of work experience, and preparation prior to enrollment to ensure that they are a good match for the program. What is the program’s target population; who do you plan to serve?

b) Detail your enrollment and orientation process. How will you ensure that youth are aware of what is expected of them and prepared for participation in the program?

c) Describe the program’s retention strategy. Beyond wages, what strategies will the program use to keep youth engaged for the duration of the program?

d) Describe in detail the proposed six-week program. Be sure to consider the Core Components listed in the model description on page 14, and include:


i. Pre-interview and employment training. How will the program prepare participants for their experience prior to the interview and start of the job?

ii. Assignment to a trained adult supervisor. How will the program ensure that participants work with an appropriately trained supervisor who understands the program and the skill development that they should reinforce? Explain how the program intends to structure the participants’ interaction with the supervisor.

iii. Learning goals and professional development. What types of workshops will you deliver to address the three required content areas: career exploration and assessment, post-secondary readiness, and work-readiness skills? What specific content will the workshops deliver and what methods will be used to deliver them? What are the workshop’s specific learning goals? (Please provide a detailed answer even if you would prefer to receive workshop information from PYN).

iv. Contextual Learning Strategy. Describe a potential work-based learning project or work portfolio that youth could complete and the process that they would follow to produce it.  

e) Present a schedule for a typical week in the program, as well as a six-week schedule that includes major program milestones (the schedule document does not count toward page limit; include as attachment).

3.	Partnerships (see footnote 7 on page 19)

a) Please list the partnerships, if any, you have developed to deliver the program.

b) If the program has already identified potential worksites, what process will you implement to ensure that identified worksites meet PYN’s Worksite Quality Criteria laid out in Appendix A (on page 33)?  If you have yet to identify sites, what process will you use to accomplish the same? 

c) Please describe the roles, responsibilities, and commitments of each partner. (Include a letter of commitment from each organization that has already committed to the program, on organization letterhead, identifying roles, responsibilities, and commitments.)

d) List any other funders – public or private – who are supporting this program or to whom you have applied for support (Include letters from committed funders documenting their support).

4. Assessment and Evaluation

a) How will you evaluate the effectiveness of the program? (Will you collect information beyond PYN mandated outcomes?) Describe the specific outcomes to be achieved by the proposed project and the measures that will be used to determine the degree to which the outcomes are being accomplished.

b) How will you ensure that all data is submitted to PYN in an accurate and timely manner (including pre/post assessments and satisfaction surveys)? Who in the program will be responsible for data and reporting?


VIII. Budget Information

Budget Forms:  The budget form (provided in a separate Excel spreadsheet) must be included in the application.  Please note that the budget form contains two worksheets (each with a separate tab at the bottom of the open file/workbook).  Both worksheets must be completed.  Successful respondents may be required to give further budget information at the time of contract negotiations.  

Instructions for Completing the Budget Forms:  The budget form (provided in a separate Excel spreadsheet), which can be downloaded at www.pwib.org, www.philadelphiacouncil.org, or www.pyninc.org, can be completed electronically (with formulas) or on a hard copy according to the following instructions:

(a)	Using Formulas:
· The budget form has two worksheets (each with a labeled tab at the bottom).  Respondents should only fill in applicable cells.  The formulas will automatically calculate the totals.
· The first worksheet is the budget summary page.  Information on this page includes provider name, program name, contract dates, and budget expense information.  
· The second worksheet is the revenue worksheet.  Only the applicable items should be completed. 

b)	Without Formulas (hard copies of the budget only for organizations that will not complete the budget form using the Excel format):
· All applicable sections of the budget summary and revenue worksheets must be completed. 
· All calculations must be properly made.

Please note that non-direct costs cannot be allocated based on percentages listed in the budget.

If there are any questions when filling out the budget form, please contact Joanne Sabasino, Senior Budget Analyst, at 267-502-3709 or contracts@pyninc.org. 

Budget Narrative:  In addition to the budget form, a budget narrative of three pages or less describing each of the costs included in each budget line must be included in the application.

Contractor’s Certification and Budget Information:  An authorized representative of the applicant organization must sign the Contractor’s Certification and Budget Information form provided as Attachment 4.  The signed form should be included in the application, in front of the budget form.

Cost Per Participant:  Each model has a maximum PYN cost per participant for program operations (which does not include youth wages).  Cost caps in each category are as follows:

	SUMMER MODELS

	OPERATING COST PER PARTICIPANT
	WAGES PER PARTICIPANT

	SERVICE LEARNING
	$400
	$870

	WORK  EXPOSURE
	$400
	$870

	INTERNSHIP
	$400
	$870



Total PYN Budget Amount: This amount is equal to the cost-per-participant (c/p/p) cap, for both operating cost and wages, multiplied by the number of participants.  For example, if submitting for the Service Learning Model for 25 participants, the maximum contract budget is $31,750 (25 participants x $400 = $10,000 (operating) + 25 x $870 = $21,750 (youth wages))

Administrative or Indirect Costs:  Respondents may include administrative or indirect costs, according to the following guidelines: 

Administrative Cap: Administrative costs are not to exceed 10% of the total budget. All dollars must be allocated as either administration or programming.  All costs associated with direct delivery of services to youth, including site monitoring, payroll, training, etc. are considered programmatic costs.  

Administrative costs are those costs not directly associated with service delivery (e.g., a percentage of the Executive Director’s salary).
OR
Indirect Costs: Only organizations with approved indirect cost rates may budget indirect costs, not to exceed 10%.  Successful respondents will be asked for documentation of this rate at the time of contract negotiations. Agencies that do not have a federally approved rate must allocate expenditures as administrative or programmatic.

Consultants and Sub-Providers: Scopes of services and budgets will be required for all consultants and sub-providers at the time of contract negotiation.

Youth Payments: The Philadelphia Youth Network will centrally administer all payments to youth via a web-based youth payroll system, except for those youths on employer payrolls. Participating youth will be paid a wage for their participation based on the program design. Whenever appropriate, employers should assume a portion of the youth subsidy.
 
Providers will be required to record the hours worked for each participant on a PYN-issued timesheet and submit weekly payroll files electronically via this system.  This year, payment shall be issued to youth via an electronic payroll debit card. Successful respondents who serve youth with significant cognitive and/or developmental challenges may opt out of the electronic payment option.  
 
Respondents should complete the wage line for the amount requested in wages for participating youth.  

Workers Compensation: Workers Compensation Benefits are provided for all participants who receive payments through the Philadelphia Youth Network.  In this case, PYN is the documented employer of record. 


IX. Attachments and Appendices

All of the forms can be completed electronically by tabbing through the fields.  For blank fields, you can type in text or numbers.  For check boxes, simply click on the box to check it.   Alternatively, the forms can be printed and the responses entered by typewriter or handwritten (legibly). 

Attachments that are separate Excel spreadsheets (budget form) can be downloaded at www.pwib.org, www.philadelphiacouncil.org, or www.pyninc.org.

Please use Attachment 2: Proposal Checklist to ensure that you have included all required documentation in the order specified.





ATTACHMENT 1


NOTIFICATION OF INTENT TO APPLY


***THIS PAGE IS DUE ON OR BEFORE December 23, 2011 4:30PM***
SEND BY FAX TO: 267-502-3878

[bookmark: Text1]Name of organization: 	     	      		     				
Address of organization: 	            		
Street address: 	     
City, State, Zip: 	             		

Contact Person: (Any information relating to this RFP will be sent to the person listed below)
Name:	     			
Title: 	     	
Phone: 	     				
Fax:	     		
E-mail: 	     

Please indicate which program model, and how many proposals, you intend to submit under: 

	SUMMER YOUTH  PROGRAM MODEL CATEGORIES
	PROPOSALS WE INTEND TO SUBMIT

	SERVICE LEARNING
	[bookmark: Check39][bookmark: Text2]|_|  # of proposals      

	WORK EXPERIENCE
	[bookmark: Text3]|_|  # of proposals      

	INTERNSHIP
	[bookmark: Text4]|_|  # of proposals      



TOTAL PROPOSALS TO BE SUBMITTED:					         
ATTACHMENT 2


PROPOSAL CHECKLIST

Since proposals with incomplete or missing sections will not be considered for funding, please take the time to complete this checklist to ensure that all of the following information is included in your proposal package.

Each copy of the proposal must include the following, in the order listed:

|_|	Cover Sheets: Attachment 3, all three pages, fully completed and signed by the authorized agency representative.

|_|	Narrative: Maximum of 10 single-sided, single-spaced pages; formatted using 1” margins and no smaller font than 12 pt; addressing all model relevant sub-sections listed in Section VII, Proposal Narrative.

|_|	Program Schedules: Typical weekly schedule; and six-week program schedule.

|_|	Contractor’s Certification and Budget Information (Attachment 4, signed by authorized agency representative).

|_|	Budget Forms: Complete Excel form.

|_|	Budget Narrative: A description of costs associated with each budget line, not to exceed three pages.

|_|	Letters from collaborating organizations: If applicable, describing their specific role(s) and/or commitments for the activities for which PYN support is requested.

|_|	Letters from other funders: If applicable, documenting their commitment to support the proposed activities.

Package includes:

|_|	Hard copy:  One Original 

|_|	Electronic copy: One CD or flash drive with electronic copies of all materials other than audit and 990, IRS letter, and proof of insurance. INCLUDE: cover sheets (Attachment 3), proposal narrative, program schedule, contractor’s certification and budget information, budget forms, budget narrative, letters of from collaborating organizations, and letters from other funders.   

|_|	Audit and 990:  Two copies of the past year’s organizational audit, including the accompanying financial statements and management letter. Two copies of most recent IRS Form 990. (This is only applicable to new applicants.)  

|_|	Proof of Legal Status: IRS Letter of Determination or other

|_|	Proof of Insurance (Commercial Package Only)


ATTACHMENT 3


PROPOSAL COVER SHEETS

Page 1 – Program Summary
[bookmark: Text5]Name of organization (applicant):     
[bookmark: Text6]Title of Proposed Program:      
[bookmark: Text7]Application category (choose one):      	
	
|_|  SERVICE LEARNING			
	|_|  WORK EXPERIENCE	
	|_|  INTERNSHIP	

Number of slots: 	     			Primary zip codes:      			

Budget Overview
	Operating cost per slot
	$      
	
	Total operating request (cost per slot * # of slots)
	$      

	
	
	
	
	

	Youth wages per slot
	$      
	
	Total wage request (wages per slot * # of slots)
	$      

	
	
	
	
	

	Total cost per slot (per slot operating cost + per slot wage cost)
	$      
	
	Total request (total operating request + total wage request)
	$      



[bookmark: Text37]Executive Summary of Program - 2,000 characters maximum.  Please include:  (1) brief description of program, (2) specific/special populations served, (3) geographic focus, if any, (4) industry sectors targeted, if relevant, and (5) any other special features of your program.  If funded, this description will be used to provide a description of your program to the general public.
     











	PROPOSAL COVER SHEETS

	Page 2 - Contact Information

	Name of organization (applicant):
	     
	

	Street address:
	     
	

	City, State, Zip:	
	     
	

	
	
	



	*Authorized Representative 
(person who can legally sign contracts for organization – signature required, below)

	Name:
	     

	Title:
	     

	Phone:
	     

	Fax:
	     

	E-mail:  
	     

	
Organization Contact 
(for questions about agency or 
application in general)	
	
Fiscal Contact 
(for questions about the budget)


	Name:
	     
	Name:
	     

	Title:
	     
	Title:
	     

	Phone:
	     
	Phone:
	     

	Fax:
	     
	Fax:
	     

	E-mail:
	     
	E-mail:
	     

	
Program Contact 
(for questions about the proposed 
program during its operation)
	
Technology/Computer Contact 
(for questions about electronic transfer of information, e.g. youth payroll)	

	Name:
	     
	Name:
	     

	Title:
	     
	Title:
	     

	Phone:
	     
	Phone:
	     

	Fax:
	     
	Fax:
	     

	E-mail:
	     
	E-mail:
	     


Signature of Authorized Representative* (required):
X_________________________________________




PROPOSAL COVER SHEETS

Page 3 – Additional Applicant Information

Organization Information 
1. [bookmark: Check36][bookmark: Check37]Is your organization incorporated as a:    |_| non-profit   or   |_| for-profit?  
2. [bookmark: Text14][bookmark: Text13]Federal tax ID number or name and Federal tax ID number of legal entity that will act on behalf of the organization:          
[bookmark: Check16][bookmark: Check17]Is your organization (or the legal entity identified above) certified by the City’s Minority Business Enterprise Council?    Yes |_|      No |_|
3. Have any of the applicant’s Federal, State or City contracts or grants ever been terminated or suspended (either totally or partially) for any reason? 
[bookmark: Check18][bookmark: Check19]Yes |_|      No |_| (If yes, please explain on separate sheet)
4. Is applicant in receivership or bankruptcy, or are any such proceedings pending?
[bookmark: Check20][bookmark: Check21]Yes |_|      No |_|(If yes, please explain on separate sheet)
5. Has the applicant’s organization ever been cited, fined, or reprimanded for any law or code violations or has any business license been suspended or revoked? 
[bookmark: Check24][bookmark: Check25]Yes |_|      No |_|(If yes, please explain on separate sheet)
6. Has the applicant agency and its staff or director ever been barred from entering contracts with Federal or State government agencies?
[bookmark: Check22][bookmark: Check23]Yes |_|      No |_| (If yes, please explain on separate sheet)
7. [bookmark: Check14][bookmark: Check15]Will the applicant subcontract any of the training or work efforts?   |_| Yes      |_| No 

Conflict of Interest/Union Concurrence
8. Does the applicant have any connection with the Philadelphia Workforce Investment Board, Philadelphia Council for College and Career Success, Philadelphia Youth Network or its Board of Directors?
[bookmark: Check26][bookmark: Check27]Yes |_|      No |_| (If yes, please explain on separate sheet)
9. [bookmark: Text15]List all unions that may be associated with this project:           
10. If necessary, does your agency have union approval of the proposed project? 
[bookmark: Check28][bookmark: Check29]Yes |_|      No |_|      Not applicable |_|     (If yes, please attach a copy of written proof)



ATTACHMENT 4

	
CONTRACTOR’S CERTIFICATION AND BUDGET INFORMATION


In addition to the required Budget Form and Narrative, an Authorized Representative of the applicant organization must sign this Contractor Certification form.  Successful Bidders may be required to submit more detailed budget information at the time of contract award as well.

CONTRACTOR’S BUDGET CERTIFICATION
I certify that all the information provided in this budget is both complete and accurate to the best of my knowledge.  Additionally, this form will be revised and re-submitted at a later date should unforeseen cost factors necessitate changes.  I also understand that if selected as a contractor, I may be required to submit further detailed budget information.


Authorized Representative Signature: ________________________________________ 

[bookmark: Text8]Name:	      	

[bookmark: Text9]Title:	     	

[bookmark: Text10]Date:	      


Please sign this form and include it in the application 
in front of the Budget Summary and Budget Narratives.

Budget: The budget form is provided as a separate Excel spreadsheet. It can be downloaded at the same locations as the RFP: www.pwib.org; www.philadelphiacouncil.org; www.pyninc.org. Remember to include this electronic file on the CD or flash drive when submitting the proposal.

Budget Narrative The Budget Narrative should briefly explain the costs associated with each budget item.

Questions about the budget: If you have any questions about completing the budget document, please contact contracts@pyninc.org.
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