CONTRACT BETWEEN THE
SOUTH FLORIDA WORKFORCE INVESTMENT BOARD
AND |
 ADULTS MANKIND ORGANIZATION, INC. (AMOR)

AWARDING AGENCYSOUTH FLORIDA WORKFORCE INVESTMENT BOARD
7300 Corporate Center Drive, Suite 500
Miami, Florida 33126-1234

AWARDING OFFICIAL CONTACT INFORMATION
Name: Rick Beasley

Title: Executive Director

Telephone Number: (305) 929-1500

CONTRACTOR

Adults Mankind Organization, Inc. (AMOR)
11025 SW 84™ Street, Building #11

Miami, Florida 33173

TITLE OF CONTRACTOR’S PROGRAM
“Rolling Crest Lake Summer Youth Employment Program”

CONTRACT AMOUNT: INDEX CODE NUMBER:

$55,000.00 51960

CONTRACT NUMBER: CONTRACT PERIOD:

WS-YS-SP-PY’18-60-00 July 18, 2019 — August 31, 2019
ARTICLE

INTRODUCTION AND CONDITIONS PRECEDENT

A, PARTIES TO CONTRACT

This Contract (“Contract”™) is made and entered into by and between the South Florida Workforce [nvestment
Board d/b/a CareerSource South Florida (“SFWIB™) and Adults Mankind Organization, Inc. (AMOR)
{the “Contractor”) (referred to individually as “Party” and collectively as the “Parties™. This Contract
sstablishes a sub-recipient, contractual, independent contractor relationship between the SFWIB and the
Contractor in which the Contractor accepts substantial financial and programmatic responsibilities for the
use of federal, state, and, if applicable, local funds. In consideration of the mutual obligations and covenauts
and other good and valuable consideration, the Parties agree as follows:

B. DEFINITIONS

The Definitions for this Contract can be found in Exhibit F, Definitions. {
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C. EFFECTIVE TERM

This Contract shall commence upon July 18, 2019, irrespective of the date of execution, and terminate at the
close of business on August 31, 2019, unless earlier terminated as provided below.

D. TOTAL PAYMENT

Subject to the availability of funds to the SFWIB, the maximum amount payable for services rendered under
this cost reimbursement Contract shall not exceed $5% 804,00 as set forth in the table below.

Funding Amount
Rolling Crest Lake $55,000.00
TOTAL Allocation $55,000.00

K. STATEMENT OF WORK

The Contractor agrees to render services in accordance with Exhibit A, Statement of Work, attached hereto
and mcorporated herein.

The Contractor shall implement the Statement of Work set forth in Exhibit A, in a manner deemed
satisfactory to the SFWIB, in its sole discretion. Any modification to the Statement of Work shall not be
effective until approved, in writing, by the SFWIB.

F. CONDITIONS PRECEDENT

The Contracior shall provide to the SFWIB, prior to commencement of performance under this Contract, the
following documentation:

L

2.

Articles of Incorporation and Corporate By-Laws (If Applicable).

Board of Directors Requirements. A formal resolution from the Contractor’s Board of Directors or
other document from its governing body authorizing execution of the Contract with the SFWIB to
ensure that the Contractor’s governing body is apprised of the fiscal, administrative, and contractual
obligations of the services funded through the SFWIB.

Ceritficate of Corporate Status, if a Corporation. A certificate of status in the name of the Contractor,
which certifies the following: that the Contractor is organized under the laws of the state of Florida or
another state and registered to do business in the state of Florida; that all fees and all penalties fees,
related to filing of registration, re-instatement, renewal, etc., have been paid; that the Contractor’s
most recent annual report has been filed; that Contractor’s status is active; and that the Contractor has
not filed Articles of Dissolution with the state of Florida or another state.

Limited Liability Company (*LLC "} Affidavit (If Applicable).

Financial and Compliance Audit. The Contractor shall have performed an annual certified public
accountant’s opinion and related financial statements in accordance with the single Audit Act
Amendments of 1996 and compliance with the State of Florida requirements and 2 CFR Chapter I1,
Part 200 Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal
Awards (superseded OMB Circulars A-21, A-87, A-89, A-102, A-110, A-122, A-133 — see, 78 FR
78590-01 (Dec. 26, 2013 The Contractor shall submit an original or electronic copy of the Audit
Report within the time line specitied in 2 CFR Chapter II, Subpart I, § 200.512 {a}).

G, INSURANCE

L.

Non-Gov’t

The Contractor shall maintain the required insurance as specified below, and shall provide to the

SFWIB, proof of such insurance in compliance with the timelines identified in Section 2b below, The
SFWIR shall not disburse any funds until the SFWIB is provided with the necessary certificate(s) of
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insurance, the SFWIB has approved such document(s), and executed the Contract. Such insurance
policies shall be in the amounts indicated below:

Commercial General Liability Insuyrance:

i. Contractor shall secure occurrence-based commercial general liability (“CGL™) insurance
provided by a policy with coverage ‘at least as broad as an unendorsed 1SO CG 00 01 12 04
form, including, but not limited to, coverage for premises, operations and products/completed
operations. Contractor shall ensure that the' limits are at least $1,000,000 per occurrence,
$2,000,000 general aggregate, and $2,000,000 products and completed operations aggregate.
Commercial umbrella or excess liability insurance on a follow-form basis may be used to
satisfy the required liability limits if the primary limits are insufficient.

ii. Contractor shall ensure that the SFWIB and its directors, officers, employees and agents, are
covered as additional insureds without limitation for the CGL policy. Contractor shall provide
primary coverage for additional insureds. Contractor shall ensure that coverage other than CGL
insurance available to South Florida Workforce Investment Board is in excess of Contractor’s
coverage. Such coverage cannot be called upon to contribute to defense or settlement of claims
until Contractor’s coverage has been exhausted by defense or settlement of claims arising out of
or related to Contractor’s performance of the Contract.

Automobile Liability Insurance:

1. For all vehicles including, but not limited to, all owned, non-owned, leased and hired
automobiles by the Contractor, which are utilized in connection with the services provided
under the Contract, auto liability insurance is required with unimpaired coverage limits of at
least One Million Dollars ($1,000,000.00) combined single limit per accident. The
endorsement of PIP must be added.

ii. Non-owners auto liability insurance is required if any personal vehicles are utilized by
employees for use in connection with the services provided under the Contract. Non-owners
auto liability insurance is required regardless of whether or not the employee requests
mileage reimbursement.

Worker’s Compensation Insurance: For each person employed or enrolled by the Contractor, the
Contractor shall secure worker’s compensaiion surance, including, but not limited to, insurance
for participants enrolled in occupational skills training or employability skills training programs and
projects. worker’s compensation insurance shall be secured in an amount that is consistent with
Chapter 440, Florida Statutes. In cases of participant work experience, the State of Florida covers
worker’s compensation for Florida Department of Economic Opportunity (“DEO™) funded work
experience programs administered pursuant to section 445.009(11), Florida Statutes. If worker's
compensation insurance cannot be secured for participants, an alternative insurance approved in
advance and in writing by the SFWIB must be secured.

Employer's Liability [nsurance: The Contractor shall secure employer’s liability insurance with a
limit of no less than $100,000 bodily injury each accident, $100,000 bodily injury by disease each
employee and $300,000 policy limit for bodily injury by disease, on behalf of and in the name of
the Contractor.

Worker's Re-emploviment Assistance (formerly Unemployment Compensation) Insurance {RAI):

The Contractor shall secure worker’s re-employment assistance insurance in accordance with
federal and state laws for each person it employs. The Contractor shall submit the following
docurnents:

i. A copy of the two most recent RT-6 reports (or RT-29 if applicable}, submitted {o the state of
Florida.
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ii. Proofthat RA] taxes were paid to the State of Florida in the two most recent quarters:
¥ Tax summary page or tax impound pages from your P.E.Q., or

>  Bank statements showing payments/electronic funds transfers to the State, or
»  Copies of canceled checks

Ensure that the amounts indicated in the proofs of payment match the amount totals of the RT-6/R'T-
29 reports, ‘

f Fidelity Bond Insurance: The Contractor shall provide fidelity bonding for ALL staff
petsons through the purchase of a blanket fidelity bond in an amount sufficient to cover one
hundred (100) percent of the value of the total Contract amount. The certificate of bonding
insurance must include a statement that names the SFWIB as the Loss Payee for any claim
involving the SFWIB’s funds or as Trustee of the Bond or as an Additional Insured.

2. Submission of the Insurance to the SFWIB:

a. The Contractor shall secure all insurance required under this Contract prior to the provision of
services under the Contract,

b. All Policies and Certificates of Bonding and Insurance must be in the possession of the SEWIB
prior to the execution of the Contract. If the Contractor secures any of the msurance policies,
which have effective dates that are after the beginning effective period of the Contract, then the
beginning effective period shall be equal to the effective date of the latest insurance policy
secured by the Contractor.

¢. The Confractor may not mcur any costs prior to the effective period of performance of the Contract,
If such costs are incurred, they are the sole responsibility of the Contractor and may not be
reimbursed through any funds awarded by the SFWIB.

d. Al insurance policies secured by the Contractor must be issued by companies authorized to do
business in the State of Florida, with the following qualifications:

i. The company must be rated not less than “A” as to management; and not less than Class “VII” as
to financial strength by the latest edition of Best's Insurance Guide, published by A. M. Best
Company, Inc., Oldwick, New fersey, or its equivalent, subject to the approval of the SFWIB;

or

ii. The company shall hold a valid Florida Certificate of Authority as shown in the latest “List of All
Insurance Companies Authorized to do Business in Florida,” issued by the state of Florida
Department of Insurance and shall be members of the Florida Guaranty Fund.

e. All certificates of bonding and insurance submitted to the SFWIB must provide the following
information:

i. The agency/individual/position that is insured/bonded;

ii. The amount of the bond or insurance policy;

iii. The beginning eftective date of the policy and the expiration date of the policy;

iv. A statement, which ensures that the SFWIB will be notified of any canceilation of the policy at
least thirty (30) days prior to said cancellation; and

v. A statement naming the SFWIB as the Loss-Payee or as an additional party insured with
respect to each of the coverages required by this Coentract set forth in sections 1-a, 1-b, 1-d,
and 1-f above.

3. If an insurance policy is cancelled during the effective period of the contract, the SFWIB shall
withhold all payments from the Contractor until a new certificate of insurance is submitted and
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accepted by the SFWIB. The new insurance policy must cover the period commencing from the date
of cancellation of the prior insurance policy.

4. If the Contractor fails to secure the required insurance as a result of such cancellation within ten (10)
calendar days after the effective date of cancellation, the SFWIB may immediately terminate the
Contract.

5. The Coniractor shall notify, in writing, the SFWIB of any changes in insurance coverage, including,
but not limited to, any renewals of existing insurance policies, not later than ten (10) days prior to the
effective date of the changes.

6. Upen review of the Contractor’s Statement of Work, Exhibit A, the SFWIB may increase, waive or
modify, in writing, any of the foregoing msurance requirements. Any request by a Contractor to
decrease, waive or modify any of the foregoing insurance requirements must be approved, in writing,
by the SFWIB prior to any such decrease, waiver or modification.

7. The SFWIB may require the Contractor to furnish additional or different insurance coverage, or both,
as may be required from time to time pursuant to applicable law. Provision of insurance by the
Contractor, in no instance, shall be deemed to be a release, limitation, or waiver of any claim, cause of
action or assessment that the SFWIB may have against the Contractor for any liability of any nature or
of any kind related to performance under this Contract or otherwise.

8. Government Fntities Only: The Contractor, as a self-insured govermmental entity, shall provide to
the SEWIB, a letter stating that it is seif-insured and maintains an ongoing self-insurance program as
allowed under Chapter 284, Florida Statutes, and that such self-insurance also offers protection
applicable fo the Contractor’s officers, employees, servants and agents while acting within the scope of
their employment with the Contractor. The SEFWIB shall not disburse any funds until the SFWIB is
provided with the letter of self-insurance, the SFWIB has approved such document, and executed the
Contract.

H. LICENSING

The Contractor shall obtain and maintain in full force and effect during the term of this Contract any and all
licenses, certifications, approvals, insurance, permits and accreditations, required by the state of Florida, by
the County where the services are being provided, by the local municipality where the services are being
provided, by the SFWIB, and by the federal government. If the Contractor fails to provide the foregoing
within thirty (30} days of written request by the SEWIB, the SFWIB may, in its sole discretion, immediately
terminate this Coniract.

L LEVEL 2 BACKGROUND SCREENING REQUIREMENT

The SFWIB requires and Contractor agrees to comply with all applicable federal, state and/or local laws,
regulations and ordinances regarding background screening of employees, volunieers and subcontracted
personnel. The Contractor’s failure to comply with any applicable federal, state and/or local laws,
regulations, ordinances or Miami-Dade County resolutions, and the SFWIB’s requirements set forth herein
and in the SFWIB’s Policy and Procedure (collectively referred to as “Laws” for purposes of this Section)
regarding background screening of employees, volunteers and subcontracted personnel is grounds for a
material breach and termination of the Contract at the sole discretion of the SFWIB.

Laws include, but are not limited to the National Child Protection Act of 1993, as amended, and as
implemented by sections 943.0542 and 984.01(2), Florida Statutes, and Chapters 39, 402, 409, 394, 407, 393,
397, 984, 985 and 435, Florida Statutes, as may be amended from time to time. The Contractor agrees to
perform background screening through the Florida Department of Taw Enforcement (*FDLE"), Volunteer &
Emplovee Criminal History System (“VECHS™) program.

1. The SFWIB requires and Contractor agrees that the Contractor’s current and prospective employees,
volunteers and subcontracted personnel must complete a Level 2 background screening, and be eligible
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for employment with any SFWIB-funded program as set forth herein, prior to working, volunteering or
doing any work for Contractor related to this Contract and the work set forth in the Exhibit A,
Statement of Work. No later than ten (10) business days prier to employment, volunteerism, or
performance of any work for any SFWIB-tunded program, the Contractor shall furnish the SFWIB with
an Atfirmation/Acknowledgement Form, Attachment 1, which confirms the background screening
was completed for all employees, volunteers and subcontracted personnel who will be volunteering or
working for Contractor on - this Contract and that they are eligible to volunteer or for employment,

pursuant to Chapter 435, Florida Statutes, as may be amended from time to time.

The Level 2 background screening shall include, fingerprinting for statewide ctiminal history records
checks through the FDLE and nationwide criminal history records checks through the Federal Bureau of
Investigation (“FBI™), and may include local criminal records checks through local law enforcement
agencies. To obtain fingerprint based background checks, the Contractor must apply to FDLE and be
qualified to access records provided by FDLE and the FBI, through VECHS. The Contractor shall notify
the SFWIB that it has obtained/not obtained the approval from FDLE within thirty (30) days of Contract
award. The Contractor shall also notify the SFWIB if it is prohibited from disclosing the background
screening records of employees, volunteers and subcontracted personnel to the SFWIB. The SFWIB
reserves the right to perform background screening of Contractor’s staff assigned to the SFWIB’s
CareerSource center(s) at Contractor’s expense. The Contractor shall reimburse the SFWIB for any
expense resufting from background screening of staff by the SFWIB as set forth herein. Such
reimbursement shall be deducted from any payments due to the Contractor.

The Contractor shall not hire persons that may have been found guilty of, regardless of adjudication, or
entered a plea of nolo contendere or guilty fo any offense in Chapter 414, Florida Statutes, relating to
public assistance fraud or Chapter 443, Florida Statutes, relating to unemployment compensation fraud,
or any offense that constitutes domestic violence as defined in section 741.28, Florida Statutes, whether
such act was committed in this state or in another jurisdiction.

The Coniractor shall not hire persons that have been arrested for and are awaiting final disposition of,
have been found guilty of, regardless of adjudication, or entered a plea of nolo contendere or guilty to, or
have been adjudicated delinquent and the record has not been sealed or expunged for, any offense
prohibited under the provisions of section 435.04, Florida Statutes, or similar law of another jurisdictions
relating to the same offenses.

The Contractor shall make the decision to hire or assign to the SFWIB’s funded program(s) persons with
criminal history information unrelated to theft, fraud, or financial crime, on a case-by-case basis, where
the background screening for the Contractor’s current and prospective employee, volunteer, and
subcontracted personnel, is not expressly prohibited by section 435.04, Florida Statutes, or other
applicable law. A Contractor’s decision to hire or assign an individual to the SFWIR’s funded
program(s) does not guarantee the SFWIB will grant the Contractor’s current and prospective
employees, volunteers and subcontracted personnel with access to any SFWIB funded program,
CareerSource center, Access Point, Tech Hire Center, Information Technology system, or prograin files.

The Contractor must submit an Affirmation/Acknowledgement Form, Attachment 1, along with the
background screening results to SFWIB’s Quality Assurance Supervisor no later than ten (10) business
days prior to employment, volunteerism, or performance of any work for any SFWIB-funded program.
The background information will be reviewed by SFWIB staff and a decision on whether or not access
will be granted shall be made within ten (10) business days of receipt of the
Affirmation/Acknowledgement Form.

The Contractor must ensure that each current employee, volunteer, or subcontracted personnel working
in any SFWIB-funded program provides an Affidavit of Good Moral Character, Attachment 5,
subject to penalty of perjury, declaring compliance with the qualification requirements for employment
pursuant to Chapter 435, Florida Statutes, and agreeing to inform the employer immediately if arrested
for any offense while employed by, volunteering for, or subcontracting for the emplover.

Upon learning of the arrest of an employee, volunteer, or subcontracted personnel, the Contractor must
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notify the SFWIB of such arrest by the next business day. The Coniractor will review the circumstances
of the arrest and determine whether the employee, volunteer or subcontracted personnel is eligible for
continued employment. If the current employee, volunteer, or subcontracted personnel is subsequently
found ineligible for continued employment based on criminal history information involving any of the
allegations provided in Sections 3 or 4 above or as outlined in section 435.04, Florida Statutes, the
Contractor shall immediately remove such employee, volunteer, or subcontracted personnel from
volunteering or working in or for any SFWIB-funded program, or having any direct or indirect access to
any SFWIB CareerSource center, Access Peint, Tech Hire Center, Information Technology system, or
program files. Failure to notify the SFWIB, by the next business day, of learning of the arrest of an
employee, volunteer, or subcontracted personnel is grounds for a material breach and termination of the
Contract at the sele diseretion of the SEWIB.

9. Even if applicable law would otherwise permit, as a provision of this Contract, the Contractor agrees not
to hire any persons or permit any persons to begin work or to volunteer or to remain employed,
volunteering, or performing any work for the Contractor related to this Contract and the work set forth in
the Exhibit A, Statement eof Work without submitting the Affirmation/Acknowledgement Form,
Attachment 1.

10. f the Contractor fails to furnish the SFWIB with the Affirmation/Acknowledgement Form,
Attachment i, the SFWIB may withhold further disbursement of funds and this Contract may be subject
to termination at the sole discretion of the SFWIB.

I1. The Contractor shall take necessary precautions to safeguard the background screening records of
employees, volunteers, and subcontracted personnel, the Affirmation/Acknowledgement Form,
Attachment 1, and Affidavit of Good Moral Character, Attachment 5. Background screening results
are exempt from public records and, therefore, must be maintained in a secured and access controiled
area to ensure that the records are accessible only to those authorized to examine such records. The
Contractor shall make all records available to the SFWIB in accordance with Article II-Section H,
Audit, Inspection and Access to Records, of this Contract.

12. The Level 2 background screening records shall be retained as required herein in accordance with
Article III-Section I, Records Retention, of this Contract,

13. From the initial Level 2 background screening date, and every five (5) years thereafter, and upon re-
employment or employment in a new or different position, until cessation of employment,
vohmteerism, or doing any work for the Contractor, the Contractor shall ensure each employee,
volunteer and/or subcontractor that is retained from a previous contract period undergoes this
background screening process.

I IMMIGRATION REFORM AND CONTROL ACT
The Contractor shall comply with the requirements of the Immigration Reform and Control Act of 1986,
which requires employment verification and retention of verification forms for individuals who are hired and
will perform any services under the Contract.

K. CHILD LABOR LAWS

The Contractor shall comply with all applicable federal, state and local child labor laws in carrying out the
terms and conditions of this Contract or modifications hereto.

L. ANTEI-NEPOTISM
The Contractor shall;
1 With respect to individuals employed through the contracted program, not appoint, employ, promote,

or advance or advocate for appointment, employment, promotion, or advancement, in or to a
subsidized position in the Contractor’s business entity any person who is a relative of the Contractor.
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2. Not provide workforce services that include, but are not limited to employment and/or training
services to any person who is a relative of the Contractor or Contractor’s statf.

The defimtions below are incorporated and made a part of this policy.

“Contractor” means the Contractor or employee of the Contractor in whom is invested the authority to
appoint, employ, promote or advance individuals or to recommend individuals for appointment, employment,
promotion, or advancement in the Contractor’s business entity.

“Relative” means an individual who s related to the Contractor as father, mother, son, daughter, brother,
sister, uncle, aunt, first cousin, nephew, niece, husband, wife, domestic partner, father-in-law, mother-in-law,
son-in-law, daughter-in-law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter,
stepbrother, stepsister, half-brother, or half-sister.

M. CERTIFICATION OF CONDUCT

The Contractor shall comply with all federal, state and local laws related to conflict of interest, nepotism and
criminal and fraudulent activities.

N, GRATUITIES

The Contractor shall not accept a gift from, offer to give, or give any gift to, any SFWIB member, SFWIB
employee, SFWIB approved Training Vendor, or to any family member of an STWIB member, SFWIB
employee, or SFWIB approved Training Vendor.

The term “family member” includes, but is not limited to father, mother, son, daughter, brother, sister, uncle,
aunt, first cousin, nephew, niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-law,
brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-
brother, half-sister, grandfather, grandmother, grandson, granddaughter and domestic partner.

The term “gift” shall refer to the transfer of anything of economic value, whether in the form of money,
service, loan, travel, food, beverage, entertainment, hospitality, item or prowise, or in any other form,
without adequate and lawful consideration.

Violation of this provision will constitute a breach of this Contract. In addition to any other remedies
available to the SFWIB, any violation of this provision will result in referral of the Confractor’s name and
description of the violation of this term to the state of Florida, Department of Management Services for the
potential inclusion of the Contractor’s name on the suspended vendors list for an appropriate period. This
provision will survive the Contract for a period of two (2) years after its expiration or termination.

0. CODE OF BUSINESS ETHICS

The Contractor shall comply with Sec. 2-8.1 of the Code of Miami-Dade County requiring contractors to
adopt a Code of Business Ethics. The Contractor shall adopt the Greater Miami Chamber of Commerce
Medel Code of Business Ethics or a similar code and shall submit, prior to the execution of the Contract, a
Code of Business Ethics Affidavit, Exhibit B, attached hereto and incorporated herein by reference as if
fully set forth herein stating the Contractor has adopted a Code that complies with the requirements of Sec.
2-8.1 of the Code of Miami-Dade County.

END OF ARTICLE I
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ARTICLE 11

GENERAL, CONDITIONS

Al APPLICABLE LAWS

The Contractor shall comply with all applicable federal, state and local laws and regulations, as well as all
applicable SFWIB directives, policies and procedures, in the implementation of the terms and conditions of
this Contract or modifications thereto.

B. COMPLIANCE WITH THE HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY
ACT (*HIPAA”)

The Health Insurance Portability and Accountability Act of 1996 (*HIPPA™) requires that covered entities
have and apply approptiate sanctions against members of their workforce who fail to comply with privacy
policies and procedures of the entity or the requirements of 45 CFR § 164.530 (e) (1). Accordingly, it is the
intention of the SFWIB to seek to ensure the confidentiality and integrity of consumer or employee Protected
Health Information (“PHI™) as required by law, professional ethics, and accreditation or licensure
requirements.

Any person or entity that performs or assists the SFWIB with a function or activity involving the use or
disclosure of Individually Identifiable Health Information (“IIHI") and/or PHI shall comply with HIPAA and
the Miami-Dade County Privacy Standards Administrative Order (“AO”) 10-11. HIPAA mandates privacy,
security and electronic transfer standards which include but are not limited to:

Use of information only for performing services required by the Contract or as required by law;

Use of appropriate safeguards to prevent unauthorized disclosures;

Reporting to the SFWIB of any unauthorized use or disclosure;

Assurances that any agenis and subcontractors of Contractor agree to the same restrictions and

conditions that apply to the Contractor and provide reasonable assurances that IIHI/PHI will be held

confidential;

5. Making PHI available to the customer for review and amendment; and incorporating any amendments
requested by the customer;

6. Making PHI available to the SFWIB for an accounting of any authorized and unauthorized
disclosures; and

7. Making all internal practices, books and records related to PHI available to the SFWIB for compliance

audits.

d= L b —

PHI shall be maintained in its protected and confidential status regardless of the form or method of
transmmission (paper records, and/or electronic transfer of data). The Contractor shall give its customers
written notice of its privacy information practices including, specifically, & description of the types of uses
and disclosures that may be made with PHL

Customer and employee PHI shall be regarded as confidential and may not be used or disclosed except to
authorized persons for authorized purposes. Access to PHI shall only be permiited for direct customer care,
approved administrative or supervisory functions or with approval of the appropriate Contractor staff
designated as the Privacy Officer, Executive Director or Human Resource Director of the Contractor.

C, NON-DISCRIMINATION AND EQUAL OPPORTUNITY

As a condition for the award of financial assistance from the Departiment of Labor under Title [ of WIOA,
and the Personal Responsibility and Work Opportunity Reconciliation Act of 1996, the Contractor assures
that it has the ability to comply fully with the nondiscrimination and equal opportunity provisions of the
following laws and will remain in compliance for the duration of the award of federal financial assistance:
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1. Section 188 of the WIOA, which prohibits discrimination against all individuals in the United States
on the bases of race, color, religion, sex {including pregnancy, childbirth and related medical
conditions, transgender status and gender identity, gender expression or sex stereotyping) {except as
otherwise permitted under title IV of the Education Amendments of 1972), national origin (including
litnited English Proficiency), age, disability, or political affiliation or belief, or against beneficiaries on
the bases of either citizenship status or participation in any WIOA Title I - financially assisted program
or activity;

2. Title VI of the Civil Rights Act of 1964 (42 U.5.C 2000d et seq.}, as amended, which prohibits
discrimination on the bases of race, color and national origin;

3. Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794), as amended, which prohibits
discrimination against qualified individuals with disabilities;

4. Title IX of the Education Amendments of 1972 (20 U.S.C. 1681 et seq.), as amended, which prohibits
discrimination on the basis of sex in educational programs;

5. The Age Discrimination Act of 1975 (42 U.S.C. 6101), as amended, which prohibits discrimination on
the basis of age;

6. Section 654 of the Omnibus Budget Reconciliation Act of 1981 (42 U.S.C. 9849), as amended, which
prohibits discrimination on the bases of race, creed, color, national origin, sex, handicapping condition,
political affiliation or beliefs;

7. Titles I (42 U.S.C. 12111 et seq.), 11(42 U.S.C. 12131 et seq.) and II[ (42 U.8.C. 12181 et seq.) of the
Americans with Disabilities Act of 1990, as amended, which prohibit discrimination on the bases of
disability, respectively, by: (a) private employers, state and local govermments, employment agencies
and labor unions that employ I5 or more emplayees; (b) state and tocal government entities (“public
entities”) and requires public entities to provide persons with disabilities an equal opportunity to
benefit from their programs, services and activities; and (c) places of public accommodations and
mandates that places of public accommodations and comumnercial facilities be designed, constructed,
and aitered in compliance with specific accessibility standards;

8. Executive Order (“EO™) No. 11246, “Equal Employment Opportunity” as amended by EOQ No. 11375,
“Amending Executive Order 11246 Relating to Equal Employment Opportunity,” and ag
supplemented by regulations at 41CFR Part 60, “Office of Federal Contract Compliance Programs,
Equai Employment Opportunity, Department of Labor™; and in Department of Labor regulation 29
CFR Parts 33 and 37 as well as 45 CFR Part 80; and Part 92, if applicable;

9. Equal Employment Opportunity in Apprenticeship and Training (29 CFR Part 30); and

10.  Chapter 1A of the Code of Miami-Dade County, Florida which, among other things, prohibits
discrimination in employment and places of public accommodations on the bases of race, color,
religion, ancestry, national origin, sex, pregnancy, age, disability, marital status, familial status, actual
or perceived status as a victim of domestic violence, dating violence and stalking, gender identity,
gender expression, or sexual orientation.

The Contractor also assures that Contractor will comply with 29 CFR Part 38 and all other regulations
implementing the laws listed above. This assurance applies to Contractor’'s operation of the WIOA Title [
and TANF — financially assisted program or activity and to all agreements the Contractor makes to carry out
the WIOA Title T and TANF — financially assisted program or activity. The Contractor understands the
United States has the right to seek judicial enforcement of this assurance.

b. SELF-ASSESSMENT QUESTIONNAIRE

The Contractor shall complete an annual Exhibit C, Self-Assessment Questionnaire, attached hereto and
incorporated by reference herein, and shall provide the documents set forth as Attachinent A of the Self-
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Assessment Questionnaire to the SFWIB’s Otfice of Continuous Improvement not later than thirty (30)
calendar days after the execution of this Contract. Failure to submit the Self-Assessment Questionnaire
within the required time frame shall result in the SFWIB withholding payment under the Contract.

E. TERMINATION

Termination without Cause. The SFWIB may terminate this Contract without cause by providing thirty (30)
days® prior wriiten notice to the Contractor. The Contractor shall be entitled to receive compensation for
services performed in accordance with the conditions set forth herein through and including the date of
termination. However, the SFWIB shall not be liable for any expenses incurred by the Contractor after the
effective date of termination of this Contract. The Contractor shall not be entitled to recover any
cancellation charges, lost profits, indirect costs, or consequential damages incurred as a result of said
termination.

Termination due to the Lack of Funds. I funds received by SFWIB to finance this Contract become
unavatlable or if federal or state funds upon which this Contract is dependent are withdrawn or redirected,
the SFWIB, in its sole discretion, may terminate this Contract upon no less than twenty-four (24) hours’
notice, in writing, to Contractor. Said notice must be delivered by certified mail, return receipt requested or
in person with proof of delivery. The SFWIB shall be the final authority as to the availability of funds and
may not reallocate funds earmarked for this Contract to another program thus causing “lack of funds.” In the
event of termination of this Contract due to the lack of funds, the SFWTB shall compensate the Contractor
for any work completed in accordance with the terms of the Contract prior to the date of the notification of
termination. The Contractor shall not be entitled fo recover anv cancellation charges, consequential
damagss, indirect costs, or lost profits as a result of a termination due o the tack of funds,

Termination for Cause Including Default and Breach of Contract. The SFWIB may terminate this Contract
for defanlt and breach of confract, including, but not limited to, for the reasons identified in Section T,
Breach of Contract. In the event of termination of this Contract for cause, any payments to the Contractor
shall be determined based upon the provisions of Section G-Breach of Contract: SFWIB Remedies.

Rule 60A-1.006(3), F.A.C., governs the procedure and consequences of default. The Contractor shall
continue to perform any work not terminated. The SFWIB’s rights and remedies in this clause are in addition
to any other rights and remedies provided by law or under the Contract. If SFWIB terminates the Contract
for default, the Contracior shall not be entitled to recover any cancellation charges, consequential damages,
indirect costs, or lost profits.

Termination for Circumstances Beyond the Contractor’s Control. Either Party may terminate this Agreement
for circumstances beyond the Contractor’s control including, but not limited to, labor disputes, strikes, fire,
riot, war, terrorism, acts of God, or any other causes beyond the control of the Parties.

In the event of termination of this Contract under this provision, neither Party will be responsible for failure
nor delay in performance of this Contract. Such failure or delay in performance will not result in any
additional charge or costs, under this Contract, to cither Party. The Party seeking termination of the Contract
under this provision shall provide prompt notice of termination to the other Party. In no event shall notice be
provided later than thirty (30) days after the occurrence triggering termination.

F. BREACH OF CONTRACT

If the Contractor fails to comply, in whole or in part, with any provision of the Contract, such failure
constitutes a breach of the Contract. A non-exhaustive list of breaches of this Contract is as follows:

1. The Contractor fails, in whole or in part, to provide the services set forth in Exhibit A, Statement of
Work;
2. The Contractor fails, in whole or in part, to maintain staffing in accordance with Article IIT-Section

M, Staifing Requirements of this Contract;
3. The Contractor ineffectively or improperly uses the SFWIB’s funds provided to the Contractor under
this Contract;
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10.

11.

12.

13.

14.

15.

16.

17.

L8,

9.

21.

22.

26.
27.

28.

Non-Gov't

The Contractor attempts to meet Contractor’s obligations under this Contract through fraud,
misrepresentation or material misstatement, including, but not limited to, entering part-time
employment opportunities as full-time opportunities, and falsely reporting placements;

The Contractor fails to submit the documentation required under Article 1-Section F, Conditions
Precedent of this Contract in accordance with the time periods set forth therein;

The Contractor does not furnish the Certificates of Insurance as required under Article I-Section G,
Insurance of this Contract or as determined by the SFWIB;

The Contractor does not turnish proof of licensure or certification as required under Article I-Section
H, Licensing of this Contract;

The Contractor fails to comply with the background screening and/or provide proof that the
background screening was completed as required under Article I-Section 1, Level 2 Background
Screening of this Contract;

The Contractor fails to comply with the Anti-Nepotism provision set forth in Article I-Section L,
Anti-Nepotism;

The Contractor fails to comply with the Code of Business Ethics provision set forth in Article I-
Section P, Code of Business Ethics;

The Contractor fails to comply with the Gratuities provision set forth in Axticle I-Section O,
Gratuities;

The Contractor fails to follow the Notification requirements set forth in this Contract under Article {I-
Section J, Netification of Legal Action of this Contract;

The Contractor fails to follow the Notification requirements set forth in this Contract under Article 11-
Section K, Other Notifications of this Contract;

The Contractor refuses to allow the SFWIB full access to records or refuses to allow the SFWIB to
menitor, evaluate and review the Contractor’s services and programs;

The Contractor fails to comply with the requirements set forth in Article I{I-Section G, Florida
Public Records Law;

The Contractor fails to comply with Incident Reporting for abuse, neglect, or exploitation of a child,
aged person, or disabled adult as required under Article ITl-Section R, Abuse, Neglect and
Exploitation Incident Reporting of this Contract;

The Contractor fails to take reasonable measures to protect and secure data pertaining to personal
information in electronic form as required under Article IMl-Section L, Information Security
Obligations of this Contract;

The Contractor fails to comply, in whole or in part, with Article ITI-Section L, Information Security
{bligations;

The Contractor fails to take reasonable measures to protect and secure personai and confidential
information as required under this Contract and any applicable local, state or federal laws and
regulations;

The Contractor does not submit or submits incomplete or incorrect required reports or proof of
compliance with reporting requirements as required by this Contract;

The Contractor fails to respond and/or provide documentation to any of the SFWIB’s requests within
specified due dates, after three (3) written requests by the SFWIB;

The Contractor fails to correct deficiencies discovered during a monitoring, evaluation or review by
the SFWIB and/or any governmental body acting within the scope of its jurisdiction within the time
peried specified by the SFWIB and/or the governmental body;

The Contractor fails to submit, or submits incotrect or incomplete proofs of expenditures to support
disbursement requesis or fails to submit or submits incomplete or incorrect detaited reports of
expenditures or final expenditure reports;

The Contractor fails to comply with Article TV, Section G, Contractor’s Cost Allocation Plan and
Indirect Cost Rate;

The Contractor fails to submit an invoice as set forth in Article IV-Section H, Menthly Inveicing, in
accordance with the time periods set forth therein;

The Contractor unlawfully discriminates under any of the applicable laws;

The Centractor fails, in whole or in part, to cooperate with the SFWIB and partners of the SFWIB in
the implementation of any Memorandum of Understanding (MOU) entered into between the SFWIB
and any partner;

The Contractor fails to meet the terms and conditions of any obligation under any contract or
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29.

30.

otherwise or any repayment schedule to the SFWIB or any of iis agencies or instrumentalities;

The Contractor fails to fulfill in a timely and proper manner any and all of Contractor’s obligations,
covenants and agreements set forth in this Contract; and

The Contractor fails to maintain and ensure its compliance, as applicable, with federal, state, county,
and local laws, which include, but are not limited to, adherence to IRS rules and regulations requiring
timely filing of tax returns and payment of payroll taxes, as applicable, throughout the term of this
Contract or any other contractual agreement the Contractor has with the SFWTB.

Waiver of a breach of any provision of this Contract by the SFWIB shall not be deemed to be a waiver of any
other breach of any other provision and shall not be construed to be a modification of the terms of this
Contract.

G, BREACH OF CONTRACT: SFWIB REMEDIES

If the Contractor breaches this Contract, the SFWIB may pursue any or all of the following remedies:

.

Non-Gov’t

The SFWIB may terminate this Contract by providing written notice to the Contractor of such
termination and specifying the effective date thereof. In the event of termination, the Contractor shall,
upon the SFWIB’s request: (a) return all finished or unfinished docuiments, data studies, surveys and
reparts prepared or obtained by the Contractor with the SFWIB’s funds under this Coniract; (b)
reimburse any funds the SFWIB awarded to the Contractor, which were not lawfully expended, under
this Contract; and (c) terminate or cancel any other contracts entered into between the SEFWIB and the
Contractor. The Contractor shall be responsible for all program and administrative costs associated
with such termination, in addition to the SFWIB’s attorneys’ fees and costs;

The SFWIB may suspend payment, in whele or in part, under this Contract by providing written
notice to the Contractor of such suspension and specitying the effective date thereof. All payments to
the Contractor as of the effective date of suspension shall cease. On the effective date of suspension, if
requested by the SFWIB, the Contractor shall immediately cease to provide services pursuant to this
Contract. If payments are suspended, the SFWIB shall specify in writing the actions that shall be
taken by the Contractor as a condition precedent to resumption of payments and shall specify a date
for compliance. The SFWIB may also suspend any payments, in whole or in part, under any other
contracts entered into between the SFWIB and the Contractor. The Contractor shall be responsible for
all program and administrative costs associated with such suspension, in addition to the SFWIB’s
attorneys’ fees;

The SFWIB may seek enforcement of this Contract by any action at law or equity available to the
SFWIB, including, but not limited to, filing an action in a court of competent jurisdiction. The venue
of any such action shall be in Miami-Dade County, Florida. The Contractor shall be responsible for all
program and administrative costs of the SFWIB associated with such enforcement, in addition to the
SFWIB’s attorneys’ fees and costs through final resolution of the matter including appeal;

If, for any reason, the Contractor attempts to meet Contractor’s obligations under this Contract
through fraud, misrepresentation or material misstatement, the SFWIB may, whenever the SFWIB
deems it to be in the SFWIB’s best interest, terminate this Contract by providing written notice to the
Contractor of such termination and specifying the effective date thereof. In such case, the SFWIB
may terminate or cancel any other contracts the Contractor has with the SFWIB. The Contractor shall
be responsible for ail of the SFWIB’s program and administrative costs associated with any such
termination or cancellation, in addition to the SFWIB’s attorneys’ fees. Any contractor who attempts
to meet its contractual obligations with the SFWIB through fraud, misrepresentation or material
misstatement may be debarred from the SFWIB contracting for a period not to exceed five (5) years;
or

Any other remedy available at law or equity or administratively.
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DAMAGES SUSTAINED

The Contractor shall not be relieved of liability to the SFWIB for damages sustained by the SFWIB caused
by any breach of this Contract by the Contractor, and the SFWIB may withhold any payments to the
Contractor until such time as the exact amount of damages due to the SFWIB are determined. The SFWIB
may also pursue any remedies available at law or equity to compensate for any damages sustained by any
such breach by the Contractor. The Contractor shall be responsible for all program and administrative costs
of the SFWIB associated with such breach, including the SFWIB’s attorneys’ fees.

NOTICES

It is understood and agreed between the Parties that written notice addressed to the Executive Director of the
SFWIB, and mailed or delivered to the address appearing on page one (1) of this Contract and written notice
addressed to the Contractor and mailed or delivered to the address appearing on page one {1) of this Contract
shall constitute sufficient written notice to the respective Party.

NOTIFICATION OF LEGAL ACTION

The Contractor shall notify the SFWIB of legal actions taken against the Contractor or potential actions such
as lawsuits, related to services provided through this Contract or that may impact the Contractor’s ability to
deliver the contractual services, or adversely impact the SFWIB. The SFWIB shall be notified within five
{5) days of Contractor becoming aware of such actions or from the day of the legal filing, whichever comes
first.

OTHER NOTIFICATIONS

The Contractor shall provide prompt notice, not later than thirty (30} days regarding all matters, to the
Exccutive Director of the SFWIB, in writing, of any issues, questions, requests for clarification or any other
matter relating to or affecting the Contractor’s performance under this Contract.

AUTONOMY

Both Parties agree that this Contract recognizes their independence and antonomy and implies no affiliation
of any kind between the Parties. The Contractor is an independent contractor in all respects under this
Contract. It is expressly understood, agreed and intended that the Contractor is only a recipient of funding
from the SFWIB and is not an agency or instrumentality of any kind of the SFWIB. Furthermore, the
Contractor’s, officers, agents, servants, and employees are not officers, agents, servants, or employees of the
SFWIB or any of the SFWIB’s agencies or instrumentalities.

INDEMNIFICATION

1. All Entities Which are Not Florida Governmental Entities. The Contractor shall indemnify and hold
harmless the SFWIB, and its officers, employees, agents, servants, agencies and instrumentalities from
any and all liability, losses or damages, including attorneys’ fees and costs of defense, which the
SFWIB and its efficers, employees, servants, agents, agencies or insfrumentalities may incur as a
result of any and all claims, demands, suits, causes of action or proceedings of any kind or nature
arising out of, relating to or resulting from the performance of this Contract by the Contractor or the
Contractor’s officers, employees, agents, servants, partners, principals, subcontractors or any other
individual performing work on the Contractor’s behalf under this Contract, including but not limited to
DEO staff. The Contractor shall pay all claims and losses in connection therewith and shall investigate
and defend all claims, suits or actions of any kind or nature in the name of the SFWIB, where
applicable, including appeliate proceedings, and shall pay all costs, judgments, and attorneys’ fees
which may issue thereon. The Contractor expressly understands and agrees that any insurance policies
required by this Contract or otherwise provided by the Contractor shall in no way limit the
responsibility to indemnify, keep and save harmless and defend the SFWIB and its officers,
employees, agents, servants, agencies and instrumentalities as herein provided.
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2. Term of Indemnification. The provisions of this indemnification shall survive the expiration or
termination of this Contract.

PRIOR AGREEMENTS

This Contract and its attachments and exhibits incorporate all prior negotiations, correspondence,
conversations, agreements and understandings applicable to the matters contained herein and the Parties
agree that there are no commitiments, agreements or understandings concerning the subject matter of this
Contract which are not contained in this Contract or in its attachments and exhibits. Accordingly, the Parties
agree that no deviation from the terms hereof shall be predicated upon any prior representations or
agreements, whether oral or written.

JOINT PREPARATION

The Parties hereto acknowledge that they have sought and received whatever competent advice and counsel
as was necessary for them to form a full and complete understanding of all rights and obligations herein and
that the preparation of this Agreement has been their joint effort. The language agreed to expresses the
Parties’ mutual intent and the resulting document shall not, solely as a matter of judicial construction, be
construed more severely against one of the Parties than the other.

NO ASSIGNMENT

The Contractor shall not assign this Contract or any rights accruing hereunder in whole or in part without the
express written authorization of the SFWIB, which authorization may be withheld in the sole discretion of
the SFWIB.

AUTHORITY TO EXECUTE AGREEMENT

Each person executing this Agreement represents and warrants that he or she is duly authorized and has full
legal authority to execute and deliver this Agreement. Each Party represents and warrants to the other that the
execution and delivery of the Agreement and the performance of such Party’s obligations hereunder have
been duly authorized and that the Agreement is a valid and legal agreement binding on the other Party and
enforceable in accordance with its terms.

SUBCONTRACTING

k. The Parties hereto agree that no subcontract shall be entered into under or pursuant to this Confract
without the prior written approval of the SFWIB, with said prior written approval issued at the sole
discretion of the SFWIB.

2. In no event shall such prior written approval of the SFWIB relieve the Contractor from the

Contractor’s obligations under this Contract, or change any of the terms or conditions of this Contract.
The Contractor shall ensure that all applicable provisions of this Contract are binding upon all such
subconiractors. It is expressly understood and agreed that the SFWIB shall not be Hable to any
subcontractor(s) for any expenses or liabilities of any kind whatsoever incurred by any person or
entity under any subcontract,

MODIFICATIONS

Any alterations, variations, modifications, extensions or waivers of provisions of this Contract shall only be
valid when they have been reduced to writing, duly approved and signed by both Parties.

SEVERABILITY
if any portion of this Contract is determined by a court of competent jurisdiction to be invalid, the remaining

provisions shall continue to be effective. If, a court determines that any portion of this Contract s invalid,
the SFWIB may terminate this Coniract without cause,
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U, PERSONS WITH DISABILITIES AND ACCESSIBILITY OF FACILITIES

The Contractor shall conduct all activities under this Contract in accordance with the Americans with
Disabilities (ADA) Act of 1990 as amended, Section 504 of the Rehabilitation Act of 1973 as amended, Title -
VI of the Civil Rights Act of 1964 as amended, and the regulations promulgated under such Acts, with
respect to persons with disabilities.

The Contractor shall designate a Disability Services Coordinator to establish and implement internal
procedures to ensure that Contractor and operational statf are knowledgeable about and comply with the
disability-related requirements of WIOA, Section L88; Section 304 of the Rehabilitation Act of 1973, as
amended, and the Americans with Disabilities Act (ADA) of 1990 as amended (42 U.S.C. 12101 et seq.)
P.L. 101-336 which prohibits discrimination on the basis of disability and requires reasonable
accommeodation for persons with disabilities. The Contractor’s staff shall be thoroughly trained in providing
services to individnals with disabilities as it pertains to customer service, reasonable accommodations, and
etiquette.

The Contractor shall assure that programs and activities under this Contract are accessible to individuals with
disabilities without discrimination, by:

1. Making reasonable accommodations;

2. Providing services in the most appropriate integrated setting;

3. Providing auxiliary aids for individuals with vision and hearing impairments during the recruitment,
referral, and assessment of prospective program participants; and

4. Having resource materials available in alternate formats.

The Contractor shall ensure that the physical facilities utilized under this Contract are accessibic at all times
to individuals with disabilities; in accordance with the applicable standards of the State of Florida as set forth
in DEO/Office of Civil Rights “Facility Accessibility Checklist” posted on the DEQ website at:
www. floridajobs.org or shall submit fo the SFWIB an alternate plan to achieve physical accessibility to
individuals with disabilities provided services under this Contract.

END OF ARTICLE 11
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ARTICLE 1T

PROGRAM MANAGEMENT

A. PERFORMANCE

Performance shall be defined as the Contractor having attained the goals and objectives set forth in this
Contract, in accordance with Exhibit A, Statement of Work attached hereto and incorporated by reference
as if fully set forth herein. The Contractor shall be respensible for the recruitment, enrollment and placement
of clients in a sufficient amount to assure that expenditure levels are met for the different funding streams.

B. PROGRAM REPORTS

Data for reports shall be generated from the appropriate Management Information System(s) (“MIS™).
Performance shall only be deemed to have occurred if the Contractor has reported same in the applicable
MIS. The Contractor shall ensure that adequate and timely reports are produced for internal performance
monitoring purposes from the same MIS. '

C. SUPERVISORY CASE REVIEW

The Contractor shall conduct monthly supervisory quality assurance case reviews to assess the performance
of the Program management staff and monitor compliance with the SFWIB’s procedural and performance
requirements. Supporting documentation for these reviews shall be maintained by the Contractor and made
available for menitoring reviews by the SFWIB upon request.

. MONITORING

The Contractor shall permit, at any and all times, the SFWIB, and the SFWIB’s, officers, authorized agents
or employees, to perform random or scheduled monitoring, reviews and evaluations of the services which are
the subject of this Contract, conduct site visits, client assessment surveys, and other techniques deemed
reasonably necessary to fulfill the monitoring function and requirements of the SFWIB including but not
limited to monitoring both fiscal and programmatic compliance with all the terms and conditions of this
Contract,

The SFWIB shall communicate the monitering results and findings to the Contractor through an official
written report and may require coirective action by the Comtractor. - The Contractor shall rectify all
deficiencies cited within the period of time specified in the report. If such deficiencies are not corrected
within the specified time, the SFWIB may suspend payments or immediately terminate this Contract, in the
sole discretion of the SFWIB,

E. FILE MAINTENANCE
I. Case File

The Contractor shall maintain a separate individual case file for each participant served in accordance
with the policies and procedures established by the SEWIB for participants enrolled in any of the
SEWIB-funded programs. This file shall include all required documents as set foith in the SFWIR’s
procedures. These files shall be subject to the Audit, Inspection and Access to Records
requirements under Article III-Section H of this Coniract. All case files shall be electronic only,
hard copy files will not be accepted.

2. Electronic

The Contractor shall update each electronic participant file in the applicable MIS to reflect the most
current activity. Each entry must be supported by scanned copies of the appropriate documentation to
support the entry. Failure to update the electronic case file timely, accurately and with information
based upon actual activity, may result in corrective action, withholding of payment, termination of this

Page 17 of 34 PY’18-19 Contract
Non-Gov’t SYEP



Contract and de-obligation for non-performance.
Medical Records & Disability-Related Information

The Contractor shall keep all medical records and disability-related information, which are part of the
eligibility determination or case management process, in a separate file and in a designated, properly
secured, area. The Contractor shall keep new records in electronic format only and in a secure
medical records folder. The Contractor shall limit access to medical records and disability-related
information to persons authorized by the Centractor. The Contractor shall immediately shred (hard
copy) or delete (electronic) sensitive decuments, which de not become a part of the participant’s
permanent file, to ensure absolute confidentiality. The Contractor shall be liable, for any and all
related costs, if access to medical records is provided and any federal, state, and/or local laws are
breached.

Domestic Violence Records

The Contractor shall keep all domestic violence records, which are part of the eligibility determination
or case management process, in a separate file and in a designated, properly secured area. The
Contractor shall keep new records in electronic format only and i a secure legal record’s folder. The
Contractor shall limit access to domestic viclence records to persons authorized by the Contractor
when it is necessary to perform the services. The Contractor shall immediately shred (hard copy) or
delete (electronic) sensitive documents, which do not become a part of the participant’s permanent file
to ensure absolute confidentiality. The Contractor shall be liable, for any and all related costs, if
access to domestic violence records is provided and any federal, state, and/or local laws are breached.

Background Screening Records

The Contractor shall keep all background screening records, which are part of the case management
process, in a separate file and in a designated, properly secured area. The Contractor shall take
necessary safeguards to keep the background screening records of participants in a secure, access
controlled area to ensure that the records are accessible only to those authorized to examine such
records. The Contractor shall keep new records in electronic format only and in a secure legal records
folder. The Contractor shall limit access to background screening records to persons authorized by
the Contractor. The Contractor shall immediately shred (hard copy) or delete (electronic) sensitive
documents, which do not become a part of the participant’s permanent file to ensure absolute
confidentiality. The Contractor shall be liable, for any and all related costs, if access to background
screening records is provided and any federal, state, and/or local laws are breached.

E. ¥1LE OWNERSHIP

The Contractor understands and agrees that the case files that the Contractor maintains for programs funded
by this Contract are the SFWIB’s property and are maintained by the Contractor for the SFWIB’s benefit.
Therefore, the Contractor shall not dispose of any case files without the prior written consent of the SFWIB.
In the event of the termination or expiration of this Contract, the Contractor shall immediately transmit all
records to the SFWIB upon the request of the SFWIB.

G. FLORIDA PUBLEIC RECORDS LAW

L

Non-Gov't

The Contractor shall allow public access to all documents, papers, letters, or other material subject to
the provisions of Chapter 119, Florida Statutes, made or received by the Contractor in connection with
this Contract, except that public records which are made confidential or exempt from public record
disclosure by law must be protected from disclosure and include, but is not fimited to criminal history
information derived from the U.S. Depariment of Justice. The Contracior’s failure to allow such
public access shall result in the immediate termination of this Contract or any renewal. The Contractor
shall maintain public records stored in electronic record keeping systems in accordance with Chapter
119, Florida Statutes, and Rule 1B-26.003 of the Florida Administrative Code.
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2. Pursuant to section 119.070%, Florida Statutes, the Contractor shall:
a) Keep and maintain public records required by the SFWIB to perform the services;

by  Upon request from the SFWIB’s custodian of public records, provide the SFWIB with a
copy of the requested records or allow the records to be inspected or copied within a
reasonable time at a cost that does not exceed the cost provided in this chapter or as
otherwise provided by law;

¢)  Ensure that public records that are exempt or confidential and exempt from public
records disclosure requirements are not disclosed except as authorized by law for the
duration of the contract term and following completion of the contract if the contractor
does not transfer the records to the SFWIB; and

d}  Meet all requirements for retaining public records and transfer to the SFWIRB, at no cost
to the SFWIB, all public records created, received, maintained and or directly related to
the performance of this Contract that are in possession of the Contractor upon
termination of this Contract, Upeon termination of this Contract, the Contractor
shall destroy any duplicate public records that are exempt or confidential and exempt
from public records disclosure requirements. All records stored electronically must be
provided to the SFWIB, upon request from the SFWIB’s custodian of public records, in
a format that is compatible with the SFWIB’s information technology systems.

3. For purposes of this Section, the term “public records” shall mean all documents, papers, letters, maps,
books, tapes, photographs, films, sound recordings, data processing software, or other material,
regardless of the physical form, characteristics, or means of transmission, made or received pursuant to
law or ordinance or in connection with the transaction of the SFWIB’s official business.

4. IF THE CONTRACTOR HAS QUESTIONS REGARDING THE
APPLICATION OF CHAPTER 119, FLORIDA STATUTES, TO THE
CONTRACTOR’S DUTY TO PROVIDE PUBLIC RECORDS
RELATING TO THIS CONTRACT, CONTACT THE CUSTODIAN
OF PUBLIC RECORDS AT:

Via e-mail: recordsrequest(@careersourcesfl.com
Office of the Executive Director. Telephone: 305-929-1500
South Florida Workforce Investment Board
The Landing at MIA
7300 Corporate Center Drive, Suite 500
Miami, Florida 33126-1234

In the event the Contractor does not comply with the public records disclosure requirement set forth in
section 119.0701, Flortda Statutes and this Section G of this Coniract, the SFWIB shall avail itself of the
remedies set forth in Article I, Sections E — Termination, F — Breach of Confract and G — Breach of
Contract: SFWIB Remedies of this Contract.

A Contractor who fails to provide the public records as required by law, within a reasonable time, may also
be subject to penalties under section 119.10, Florida Statutes.
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AUDIT, INSPECTION AND ACCESS TO RECORDS

The Contractor shall permit the SFWIB or the SFWIB’s designees, the state of Florida and the federal
government or any other duly authorized agent of a governmental agency (“Monitoring Agency™) to audit,
inspect, examine, excerpt, copy or transcribe the Contractor’s client records, financial records, supperting
documents, statistical records, personnel records, records of all disseminations of criminal history
information, and any other documents (including storage media) pertinent to this Contract during the term of
this Contract and for a period of five (5) years following termination of this Contract or final payment
hereunder, whichever is later, to assure compliance with the terms hereof, or to evaluate the Contractor’s
performance hereunder. The Contractor shall also permit any or all these aforesaid entities to monitor all
activities conducted by the Contractor pursuant to the terms of this Contract. The Monitoring Agency may,
in its sole discretion, deem necessary or appropriate such monitoring which may consist of internal
evaluation procedures, examination of program data, evaluation of participant files, special analyses, on-site
reviews or any other procedure.

The Contractor shall provide full and unrestricted access to any and ail records for services paid for under
this Contract to the SFWIB, the state of Florida, or the U.S. Department of Labor, the Compiroller General of
the United States, or any of their duly authorized representatives.

RECORDS RETENTION

Five (5) Year Requirement: The Contractor shall keep all records, accounts, and documents related to the
operation and performance of this Contract or any modification hereto for five (5) years following the
expiration or termination of this Contract. However, it any audit, claim, litigation, negotiation or other
action involving this Contract or modification hereto has commenced before the expiration of the five (5)
year period, the records shall be retained until completion of the action and resolution of all issues which
arise from it, or until the end of the regular tive (5) year period, whichever is later. The Contractor shall
cooperate with the SFWIB to facilitate the duplication and transfer of any of said records or documents
during the required retention period. The Contractor shall advise the SFWIB of the location of all records
pertaining to this Contract upon the request of the SFWIB and shall notify the SFWIB by certified mail
within ten (10} days of moving said records if and when the records are moved to a new location.

The Contractor and any subcontractor shall maintain documentation of expenditures incuired under this
Contract for a period of five (5) years from the date of submission of the final reimbursement request for that
grant year or until the resolution of any audit findings or any litigation related to the Contract, whichever
occurs last.

CONFIDENTIALITY OF RECORDS

1. The Contractor shall maintain the confidentiality of any information regarding program participants
that identifies or may be used to identity program participants and which may be obtained through
proposal forms, interviews, tests, reports from public agencies or counselors, or amy other source. The
Contractor shall not divulge such information, including but not limited to social security numbers,
demographic data (race/ethnicity, sex, age, and disability status), empioyment services records,
supplemental nutrition assistance program records, job corps records, migrant and seasonal farm
worker records, North American Free Trade Agreement-Transitional Adjustment records, Trade
Adjustment Assistance under Trade Act of 1974 records, Worker adjustment and Retraining
Notification Act records, Welfare Transition Program/TANF records, displaced homemaker records,
Labor Market Information individual identifiable data, school readiness records, medical records and
disability related information, unemployment compensafion records, background screening records,
WIOA records as specified in the applicable federal law and implementing procedures, ete. without the
written permission of the participant, or participant’s custodial parent or guardian when authorized by
law, if applicable, except that such information which is necessary, as determined by the SFWIB, for
purposes related to the performance er evaluation of the Contract may be divulged to the SFWIB or
such other persons as the SFWIB may designate who have responsibilities for monitoring or
evaluating the services and performances under the Contract, or to governmental authorities to the
extent necessary for the proper administration of the law and the provision of services. All releases of
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information shall be in accordance with applicable federal and state laws as weil as the policies and
procedures of the SFWIB. . The Contractor shall abide by all applicable federal, state and local laws
and regulations regarding confidential information, including personally identifiable information (PII)
from educational records, as identified in, but not limited to 20 CFR Part 603, 45 CFR Section 203.50,
20 USC 1232g and 34 CFR 361.38. The Contractor shall provide, prior to the execution of this
Contract, a completed Confidentiality Agreement, Attachment 2.

Additionally, when working with education agencies, the Florida Department of Juvenile Justice, the
Florida Department of Corrections, the Florida Division of Vocational Rehabilitation, and other
partners in implementing workforce programs administered by the SFWIB, the Centractor shall follow
confidentiality requirements for each such program including, but not limited to:

o The Privacy Act: 5 USC 5524;

o Social Security munbers: 119.0721 Florida Statutes and 5 USCA 332a;

o Medical documents: 29 CFR 37.37; 20 CFR 1630.14;381.004(3)(e) and (6)(c) Florida
Statutes;

o Employment and Related Services for Persons with Diisabilities: Florida Statute 413;

o Confidentiality requirements governing the protection and use of personal information held
by the Vocational Rehabilitation agency (34 CFR 361.38); and

o Student records: Federal Educational Rights and Privacy Act (FERPA), 20 USC 1232g and
1232h: 34 CFR Part 99,

Confidentiality Forms. The Contracter, in the course of receiving and ufilizing confidential
workforce program information for the purpose of performing Contractor’s duties under this Contract,
shall ensure that all staff, security officers, contractors, subcontractors, and any subsequent
subcontractors and their employees complete the following certification and acknowledgement forms
prior to permitting those individuals to perform any work under or relating to this Contract:

a. The Individual Non-Disclosure and Contidentiality Certification Form, Attachment 3,
attached hereto and incorporated by reference as if fully set forth herein.

b, The Confidentiality Acknowledgement Form, Attachment 4, attached hereto and
mcorporated by reference as if fully set forth herein (applicable for staff with access to
confidential Reemployment Asgistance (RA) information).

All completed forms shall be retained as required herein in accordance with Article III-Section I,
Records Retention of this Contract. The Contractor shall maintain the completed confidentiality
forms in each employee’s personnel file and forward copies to the SFWIB’s 1T Department upon
requesting access to State and/or Local Svstemy(s).

The Background Screening record information derived from the U.S. Department of Justice shall not
be disseminated outside the Contractor’s entity or used for a purpose other than that specified in the
statute authorizing the request, Section 943.0542, Florida Statutes.

VIOLATION OF THE PRIVACY ACT

Funds awarded under this Contract cannot be used in contravention of the 5 USC 552a or regulations
implementing that section.

INFORMATION SECURITY OBLIGATIONS

The Contractor shall abide by the SFWIB's Information Technelegy Security Policies and Procedures.

Non-Gov't

The Centractor (including its officers, employees, subcontractors, agents, partners, principals,
servants, representatives or any other individuals to whom Contractor exposes or authorizes to
access confidential information obtained under this Contract), shall not store, or allow to be stored,
any confidential information on any portable storage media (e.g., laptops, thumb drives, hard drives,
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etc.) or peripheral device with the capacity to store information. The Contractor shall not
¢lectronically transmit, or allow o be transmiited, any personal or contidential information. Failure
to strictly comply with this provision shall constitute a breach of this Contract,

The Contractor shall not engage any third party vendor, company or agent to modify, troubleshoot or
otherwise alter the configuration of network devices, workstations, printers and/or any other device
or hardware attached to the SFWIB’s network and agrees that no other devices, servers,
workstations, tablets, wireless devices, etc., other than those installed by the SFWIB*s {T Unit or
SFWIB’s authorized agent, will be connected to the SWFIB’s network.

During the term of this Contract, the Contractor must obtain signed confidentiality access
agreements, which are required by the SFWIB and/or the DEO for systems access privileges, for any
individual including, but not limited to all of the Contractor’s officers, employees, subcontractors,
agenis, partners, principals, servants, representatives and security officers, prior to their access to
electronic data systems,

The Contractor shall ensure that the Contractor’s staff who has access to client information through
the Employ Miami-Dade (“EMD”)Employ Monroe (“EM™), the One-Stop Service Tracking
{(*OSST™) system(s) and/or any other information systems as required, complete the Information

Security and Awareness Training anpually.

The Contractor shall make every effort to protect and avoid the unauthorized release of any personal
or confidential information, as set forth in Article I1I-Section J, Confidentiality of Records.

The Contractor shall notify the SFWIB in writing of any disclosure of the SFWIB’s and/or the state
of Florida’s confidential information or data by the Contractor, its officers, employees,
subcontractors, agents, partners, principals, representatives or any other individuals to whom
Contractor exposes or authorizes to access confidential information obtained under this Contract,
which is not in compliance with the terms of the Contract (of which it becomes aware).

The Contractor shall also report to the SFWIB any Security Incidents of which it becomes aware,
including those incidents reported to the Contractor by its officers, emplovees, subcontractors,
agents, partners, principals, servants. representatives. For purposes of this Contract, “Security
Incident” means the attempted or successful unauthorized access. use, disclosure, modification, or
destruction of the SFWIB’s or DEO’s information in the Confractor’s possession or electronic
interference with the SFWIB’s operations; however, random attempts at access shall not be
considered a security incident.

The Contractor shall notify the SFWIB’s Help Desk, not later than 24 hours following the
determination of any breach or potential breach of personal and confidential data, as required by the
SFWIB’s Information Technology Security Policies and Procedures, which shall be made available
upon raquest trom the SFWIB’s Help Desk.

In the event of a breach of security concerning confidential personal information involved with this
Contract, the Contractor shall comply with section 501.171, Florida Statutes, as applicable. When
notification to affected persons is required under this section of the statute, the Contractor shall
provide such notification, using the SFWIB’s approved format, not later than seven (7) calendar
days following the determination of any potential breach of personal or confidential data.

For putposes of this Contract, “security breach™ means the unauthorized access of data in electronic
form containing personal data. Good faith acquisition of personal information by an employee or
agent of the Confractor is not a security breach, provided the information is not used for a purpose
unrelated fo the Contractor’s obligations under this Contract or is not subject to further unauthorized
use.
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»  The Contractor shall be wholly liable for security breaches and personal identity theft committed by
its officers, employees, subcontractors, agents, partners, principals, servants, representatives or any
other individuals to whom the Contractor exposes or authorizes to access confidential information
obtained under this Contract, including, but not limited to, volunteers and DEQ employees, The
Contractor shall be liable for: (1) direct payment and/or reimbursement of all costs incurred for
notifying and providing identity theft protection services to customers who may be victims of the
security breaches and personal identity theft; (2) resolving any and all claims related thereto; and (3)
all other costs and damages resulting from security breaches or personal identity theft.

s The Contractor shall notify the SFWIB’s Regional Security Officer(s) at the time of termination or
transterring of an employee. Notification requesting system access removal must be submitted via
email to the Helpdesk at helpdesk@careersourcestl.com with the appropriate system form, as
tollows:

o EMD/EM/OSST - DEO Information Systems Security Agreement/Confidentiality Form.

o Workforce Management System (“WFMS”VInitial Assessment Application (“IAA™) —
CareerSource South Florida’s (“CSSE’s™) Application Development Unit Security Access
Form.

o Florida — Florida Department of Children & Families’ (“DCF’s™) System Access
Authorization Request Form.

» For employees with access to the Connect and/or SunTax systems; The Contractor shall notify the
Regional Security Officer at the time of termination or transferring of an employee. Notification
requesting system access removal must be submitted via email to the Regional DEOQ Manager with
the applicable system form(s), as tollows:

o DEO CONNECT Form ISU-38
O DEO Form ISU-30

» If the employee has security access to multiple sysiems, the Contractor shall submit all
corresponding forms.

» For employees that only have a CSSF network account and/or VPN account, only an email
requesting disabling of the account(s) is required at the time of termination.

Failure to comply with this Section L, Information Security Obligations, shall constitute a breach of this
Contract.

M. STAFFING REQUIREMENTS

The Contractor shall maintain an organizational structure and adequate programmaiic, administrative, and
support staff sufficient to fulfill the Contractor’s contractual obligations hereunder.

N. GRIEVANCE PROCEDURES

The Contractor shali comply with all of the SFWIB’s applicable Grievance and Complaint Procedures and as
required by state and federal law.

The SFWIB’s Grievance and Complaint Procedures can be accessed through the link provided below:

hitpwww careersourcestl.com/GrievanceProcedures/CESF GrievanceProcedures Bnslishupdt

0. LIMITED ENGLISH PROFICIENCY (LEP)

When a significant nutaber or proportion of the population eligible to be served under this Coniract needs
services or information in a language other than English to be effectively informed or to participate in the
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services provided under this Contract, the Contractor shall provide a Certified Interpreter and take steps,
considering the size of the programn and the size and concentration of such population, to make available to
such persons any written and audio-visual material, in the appropriate languages, and in alternate formats for
individuals with a disability, distributed to the public relating to the services provided pursuant to this
Contract.

I, ABUSE, NEGLECT, AND EXPLOITATION INCIDENT REPORTING

The Contractor shall inimediately report knowledge or reasonable suspicion of abuse, neglect, or exploitation
of a child, aged person, or disabled adult to the Florida Abuse Hotline on the statewide toli-free telephane
number ([-800-96ABUSE) or via the web reporting option at http://www.dcf.state. fl.us/abuse/report/, or via
fax at 1-800-914-0004, or via TDD {800) 453-5145 as required by Chapters 39 and 415, Florida Statutes, this
provision is binding upon both the Contractor and Contractor’s employees. Failure to comply with this
Section P, Abuse, Neglect and Exploitation Incident Reporting, shall constitute a breach of this Contract,

Q. PUBLIC ANNOUNCEMENTS AND ADVERTISING

The Contractor shall not produce, publish for public consumpiion or distribute any publicity or information
about Contractor’s programs or program participants without prior review and written approval by the
SFWIB. All radio and television advertisements, paid and unpaid, public service announcements, social
media, or general newspaper articles shall be coordinated through, and preapproved by, the SFWIB, and
shall state that the program is funded through the SFWIB. The Contractor that receives funds from the
STWIB, regardless of the name under which the program is operated, must state that the program is funded
by the SFWIB in all public communication media.

The Contractor shall prominently incorporate the name and the ofticial logo of the SFWIB when developing
collateral materials or publicity, such as radio, print or television coverage, any form of media press releases,
advertising or any informational materials concerning the Contractor's program. Collateral materials such as
fetterhead, business cards, envelopes, informational pamphlets and brochures, tlyers, posters, and other such
itemns, shall be in compliance with the SFWIB’s policies and procedures, that ensure compliance with, but
are not limited to, CareerSource Florida, Ine.’s Florida Workforce System Statewide Brand Strategic Policy,
and pre-approval requirements.

When issuing statements, press releases, requests for proposals, bid solicitations, and other documents
describing the project or programs funded in whole or in part with federal money, the Contractor shall
clearly state: (1) the percentage of the total cost of the program or project which will be financed with federal
money; (2) the dollar amount of federal funds for the project or program; and (3) percentage and dollar
amount of the total costs of the project or program that will be financed by non-governmental sources.

The Contractor shall incorporaté the “American Job Center” or “a proud paritner of the American Job
Center netwerk” on all primary electronic resources, including websites, used by the one-stop delivery
system (20 CFR § 662,100), and on any newly-printed, purchased, or created materials pursuant to 20 CFR
678.900a). Each one-stop delivery system must include “a proud partner of the American Job Center
network” identifier on all:

1. Primary electronic resources used by the one-stop delivery system, and on any newly printed,
purchased, or created materials;

2. Products, programs, activities, services, facilities, and related property and new materials used in the
one-stop delivery system.

The logo for “a proud partner of the American Job Center network” is available at www.dol. pov/ajc.

END OF ARTICLE 111
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ARTICLE 1V

FISCAL MANAGEMENT

A, INTERNAL CONTROLS AND ACCOUNTING RECORDS

The Contractor shall maintain the Contractor’s books and records in accordance with Generaily Accepted
Accounting Principles (“GAAP”); “Standards for Internal Control in the Federal Government” issued by the
Comptroller General of the United States; the “Internal Controf Integrated Framework™ issued by the
Committee of Sponsoring Organizations of the Treadway Commission; and to institute fiscal controls to
account for all monies received from the SFWIB and spent to perform the Contractor’s obligations under this
Coniract.

The Contractor shall maintain records, books, and documents, including electronic storage media and
electronic records that identify the SFWIB’s funds and which contain information pertaining to authorized
expenditures, obligations, de-obligated balances, assets, liabilities, outlays or expenditures and income.

The Contractor shall ensure that accounting records reflect the separation of all programs/activities it
administers, or for which it receives funding and that a clear audit trail exists showing the benefit received
trom each expenditure as it relates to the applicable program/activity.

B, PROGRAM INCOME
1. Program Income Shall Be Forthwith Remitted to the SFWIB

The Contractor shall report and remit Program Income as defined in Exhibit ¥, Definitions, attached
hereto and incorporated by reference herein, realized in operating a program under this Contract, or
any meodification hereto, and to the SFWIB at the end of each quarter during which the income was
realized.

The Coentractor shall ensure that the audit performed in accordance with Article I, Section F-5 shall
contain a schedule detailing program income realized under this Contract.

2. Contractor’s Use of Program Income

WIOA regulations require that Program Income be added to the total Contract award and used to
provide the same services as stated in the original Contract. If Program Income is added to the
Contractor’s budget in accordance with the modification provisions under this Contract, that income
must comply with the terms and conditions governing all funds awarded under this Contract.

The Contractor must remit program income, for non-WIOQA funds, in excess of one hundred
dollars ($100.60) to the STWIB not later than thirty (30) days after the end of guarter.

C. RETURN OF FUNDS

The Contractor shall return to the SFWIB any overpayments due to unearned funds, earned funds that
exceeded actual expenditures or funds disallowed that were disbursed to the Contractor by the SFWIB and
any interest attributable to such funds pursuant to the terms and conditions of this Contract. If the Contractor
or its independent auditor discover that an overpayment has been made, the Contractor shall repay said
overpayment immediately without prior notification from the SFWIB. If the SFWIB first discovers any
overpayment has been made, the SFWIB’s Executive Director will notify the Contractor in writing of such
findings. If the Contractor fails to repay the SFWIB for the overpayment within thirty (30) calendar days
following either the Contractor’s discovery of or the SFWIB’s notification of the overpayment, the
Contractor shall also pay SFWIB interest at the lawful rate of interest on the outstanding balance after the
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E.

earlier of SFWIB’s notification or Contractor’s discovery. The SFWIB shall have the right at any time to
offset or deduct from any payment due under this or any other contract or agreement any amount due to the
SFWIB from the Contractor under this or any other contract or agreement.

DEOBLIGATION FOR NON-PERFORMANCE

The SFWIB, in its sole discretion, may adjust the Coniract award amount through a decrease, up to and
including the total amount of funds awarded to the Contractor, when and if the SFWIB determines that the
Contractor’s total program costs will not be expended in accordance with the amount of funds awarded.

VOLUNTARY DEOBLIGATION

The Contractor may request a decrease of the total amount of funds awarded when it has been determined by
the Contractor that funds may not be expended during the period of performance as set forth under this
Contract. If requesting a decrease, the Contractor must submit a written request to the SFWIB’s Executive
Director specifying the amount and the reason for the decrease. Approval of a decrease shall be in the sole
discretion of the SFWIB.

BUDGET SUMMARY

The Contractor agrees that Exhibit H, Budgets for Administrative Costs and Program Costs, attached
hereto and incorporated herein, validates that the Contractor’s projected costs are reasonable, allowable,
allocable and are in accordance with cost principles set forth in 2 CFR Part 200, Subpart E.

The Contractor shall incur costs and expend funds eamed under this Contract in accordance with Exhibit H,
Budgets for Administrative Costs and Program Costs. The Contractor acknowledges and understands that the
SFWIB’s approval of its budget, the Contractor’s execution of this Contract and receipt of funds for
workforce services, does not render the SFWIB liable for payment or reimbursement of costs incurred by the
Contractor for budgeted line items under this Contract.

The Contractor shall ensure that the budget(s) for administrative costs does not, under any circumstances,
exceed ten percent (109%) across the SFWIB’s funding streams, or the Indirect Cost Rate, whichever is less.

The Contractor may shift funds within the Contractor’s program line item budget. Notwithstanding the
above, if the Confractor wishes to shift funds greater than: (1) fifteen percent (15%) of any budgeted
position’s salary; or (2) fifteen percent (15%). but not less than $950.00, in any line item, the Contractor
shall obtain SFWIB’s Executive Director’s prior written approval.

The SFWIB’s approval of Exhibit H, Budgets for Administrative Costs and Program Costs is given
based on limited facts presented as justification for the proposed expenditure and prior to the actual
expenditure. As such, if actual expenditures are not in accordance with the facts presented for the proposed
expenditure or federal requirements, the SFWIB may question or disallow the expenditure, notwiihstanding
the prior approval of the same.

The Contractor’s authorized representative shall approve all budget modifications in writing and then shall
forward the budget modification to the SFWIB’s Contract Manager for processing and approval. The
assigned Contract Manager shall be set forth in the letter awarding funds for this Contract, incorporated by
reference herein. Budget modifications approved by both the Contractor and the SFWIB shall replace
Exhibit H as Exhibit H-1, a copy of which shall be attached hereto and incorporated by reference as if fully
set forth herein.

Any expenditure made and/or incurred prior to the SFWIB’s written approval of a written budget
modification request may be disallowed in the sole discretion of the SFWIB,

The Contractor shall amend the budget, if applicable, and submit to the SFWIB not later than August 15,
2019.
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The Contractor shall notify the SFWIB’s Confract Manager and accountant, in writing, of all staffing
changes (including, but not limited to adding names of staff filling vacant positions). Staffing changes
(including, but not limited to adding names of staff filling vacant positions) shall be incorporated in the
budget not later than the next available modification period set forth herein.

Only one staff can be delegated to a budgeted position, except where a transition occurs, the incoming staff
may also occupy the budgeted position for a pertod not to exceed one month in duration, nor the total
budgeted salary for the position.

Final line-item adjustment(s) shall be allowed as set forth in Article I'V-Section K, Financial Closecut.

1.

]

CONTRACTOR’S COST ALLOCATION PLAN AND INDIRECT COST RATE

Indirect Cost Rate: The publication of Title 2 CFR Part 200, “Uniform Administrative Requirements,
Cost Principles, and Audit Requirements for Federal Awards,” released on December 26, 2013, requires
that every sub-award of federal funds from pass-through entities (i.e. the SFWIB) to the sub-recipient
must include, among other elements, an Indirect Cost Rate.

In conformity with Title 2 CFR. Part 200, the Contractor shail submit one of the foltowing to the SFWIB
along with the program budget (as described in Article IV, F):

A. If the Contractor does not have an approved Indirect Cost Rate:

o The Contractor shall develop and submit to the SFWIB’s Finance Unit an initial indirect cost
rate proposal. Detailed guidelines for preparing an Indirect Cost Rate proposal are contained in
CareerSource Florida Administrative Policy Number 86. Additional information can be found
at:

hitp:/fwww. floridajobs. org/docs/defauli-source/201 6-gurdance-
papers/lwdb indirectcostadminpolicy final -20160805.pdf?sfvrsn—2

B. If the Contractor has an approved Indirect Cost Rate from a federal agency or pass-thru entity, the
Contractor shall submit a copy of the Indirect Cost Rate approval letter from said agency or pass-
thru entity to the SFWIB.

Please note, an Indirect Cost Rate Proposal is mandated only if the Contractor includes indirect costs in
the Exhibit H-Budget for Administrative Costs and Program Costs. However, if indirect costs are
not inchuded, a proposal is not required.

Cost_Allocation Plan: The Contractor’s operating expenditures shall be cost allocated across ail
applicable funding streams.

The Contractor shall submit a detailed Cost Allocation Plan (“CAP™), or cost policy statement as
appropriate to the SFWIB in accordance with the guidance that can be accessed through the link
provided below.

hin A www. Horidaiobs.org/ EMSA S/ Monmttoring/ Avencvlssued/Cost%20A location® 2 0Plan% 2 0CGuida

neelp2(3-%

ZORWE pdf

Non-Gov't

The CAP is a document that specifies the allocation methods used for distributing all costs of an
organization. A plan for allocating shared costs is required to support the distribution of those costs to
grant and non-grant programs. All of the Contractor’s costs must be included in the plan. Official
accounting records must support all costs. An agency-wide budget should be presented that depicts all
shared cost. The Contractor shall submit the Cost Allocation Plan to the SFWIB within the lesser of 30
davs of Contract execution or along with the program budget.

A CAP is not required if the Contractor’s award amount(s) is specitic to a single program and from a
funding stream where there will be no shared costs. If the Contractor elects the de minimis rate (10%
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indirect costs as indicated in Administrative Policy Number 86) a CAP is not required, but a cost policy
staternent would be required.

The cost policy statement that is required as part of the indirect cost rate proposal and the CAP may be
incorporated inte one docutnent.

Federal funds awarded under this Contract may not be used to meet the matching or cost-sharing
requirements of other Federal grant programs unless expressly authorized by federal law.

Approval of Indirect Cost Rate: The SFWIB will negotiate with the Contractor and approve the
indirect cost rate. Indirect costs can only be charged to an award based on an approved indirect cost rate,
However, the approval of indirect costs by the SFWIB is not intended to identify the circumstances or
dictate the extent of federal participation in the financing of particular awards.

The results of the indirect cost rate negotiation will be formalized in a written agreement between the
SFWIB and the Contractor.

The Contractor shall maintain appropriate supporting documentation for the Contractor’s cost allocation
and Indirect Cost Rate calculations in accordance with the records retention requirements set forth in
Article ITI-Section H, Audit, Inspection and Access to Records and Article ITi-Section I, Records
Retention. Failure to maintain the appropriate docwmentation and to follow the submitted and approved
plan may result in cost disallowances by the SFWIB.

Failure to comply with this Section G may be considered a breach of this contract and can lead to
disallowance of indirect/administrative costs and/or other remedies for non-compliance as specified in
Article FI-Seetion G, Breach of Contract: S'WIB Remedies.

H. MONTHLY INVOICING

L.

v

Non-Gov't

Requests for Payment. The SEFWIB shall pay all costs or services incurred by the Contractor that are
allowable under 2 CFR Chapter II, Part 200 Uniform Administrative Requirements, Cost Principles,
and Audit Requirements for Federal Awards, this Contract and applicable SFWIB policies and
procedures, as may be amended from time to time. :

To receive payment, the Contractor shall submit monthly an original invoice package which shail
include an original signed Comtract Invoice (Exhibit I), attached hereto and incorporated by
reference herein, monthly General Ledger (for the current month being billed, or a prior month(s)
General Ledger for any costs not previously billed), and Payroll Register for the month being billed.

The Contractor must submit the original invoice package not later than the seventh (7") business day
of the month following the month in which the services were provided. The Contract Invoice shall
reflect only the expenses incwrred and paid by the Contractor for the month that the services were
tendered. Upon satisfactory submission, review and approval of the complete invoice package with the
required supporting documentation, the SFWIB shall pay the Contractor via Electronic Fund Transfer;
the sole judge of the satisfaction of the submission will be the SFWIB. The Contractor shall complete
an Authorization Agreement for payments via Direct Deposits, which may be requested from the
SFWIB’s finance unit.

Failure to submit original signed invoices, General Ledger, and Payroll Register, in a manner deemed
correct and acceptable by the SFWIB and by the due date (the seventh (7"1) business day of the month
following the month in which the services were provided), shall be considered a breach of this
Contract.

The Contractor shall maintain originals of cancelled checks or a legal copy of the cancelled checks,
itemized invoices, receipts, payroil registers and any evidence of indebtedness as proof of
expenditures. These documents shall be maintained by the Contractor in accordance with Article in,
Section I-Records Retention and Article IIL Section H, Audit, Inspection and Access to Records.
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Processing the Request for Pavment. The Parties agree that the processing of a payment request by
the Contractor shall be completed by the SFWIB within fifteen (13) business days, or less, of receipt of
submission of the request along with the complete required invoice package. Processing the payment
request within fifteen (15) business days is contingent upon complete and satisfactory submissions of
the required invoice package and supporting documentation, which have been approved by the
SFWIB. The Contractor’s shall maintain sufficient financial resources to meet the expenses incurred
during the period between the provision of services and payment by the SFWIB.

Non-Gov't

L LATE INVOICING
Invoices submitted after the due date as specified in Section H- Monthly Invoicing above, shall
automatically be charged as described below:
» TInvoices submitted five (5) calendar days or less following the due date shall automatically be charged
five percent (5%) of the amount invoiced;
o Invoices submitted more than five (5) calendar days following the due date shall automatically be
charged an additional five percent (3%5) of the amount invoiced.
A confractor experiencing problems accessing/submitting their invoice on time shall contact the Aduit
Programs Manager or Adult Programs Supervisor mmmediately. Failure to make contact with the
program manager or program supervisor can resuit in a penalty being assessed.
J. PARTICIPANT COSTS
1. The Contractor shall designate an amount for participant costs from the funding award which shall be

available through the use of the WFMS. The Contractor shall include said allocation in the Contractor’s
budget. The Contractor shall have the ability to increase or decrease the initial allocation amount in
subsequent budget submissions.

Utilization of Funds

@

The SEWIB shall make the participant costs available to the Contractor through the use of the
WEMS.

The Contractor shall pay for participant costs directly and seek reimbursement under this Contract
from the SFWIB. To seek reimbursement for participant costs the Contractor shall issue vouchers
not later than Aueust 31, 2019 at noon (12:00 p.m.).

»  The Contractor shall effectively manage and spend the participant costs funds (Training, OJT, PWE,

{ransportation and support services) allocated during this Contract period.

¢ The Contractor shall monitor and reconcile ail WFMS issued voucher payments, void those

vouchers and close the programs where the participant has withdrawn from training.

s The Coniractor shall be responsible for the under and over-utilization of the funds provided for

participant costs.

¢ The SFWIB may menitor Contractor’s utilization of these funds. The SFWIB may also de-obligate

or re-obligate said funds, if the Contractor demonstrates an inability to effectively manage the funds
allocated.

@ The Contractor shall monitor the WFMS® aliocations. The Contractor shall be solely responsible for

any portion of the allocation that ts over-utilized during the term of this Contract. The SFWIB shall
ot retmburse the Contractor for any costs incurred over the participant allocations m WFMS.
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¢ The Contractor shall request, in wrnting, to the SFWIB any changes to the allocated amount for
WFEFMS® participant costs.

¢ The Coniractor may request, in wiiting, to transfer funds among the participant cost categories
(PWE, transportation and support services).

¢ The approved transfers must be reflected in the next available budget modification following the
schedule set forth in Article IV, Section F-Budget Summary.

K, FINANCIAL CLOSEOUT

The Contractor shall comply with all provisions of the SFWIB’s Financial Closeout Procedures, Exhibit
G, attached hereto and incorporated by reference herein, upon the expiration or termination of this Contract.
The Contractor shall complete and submit the Financial Closeout not later than thirty (30) calendar days after
the expiration or termination of this Contract. If the Contractor fails to submit the required cleseout package
and adequate supporting documentation by the specified due date, all costs included in the Financial Closeout
may be disallowed by the SFWIB in its sole discretion.

For funds awarded for the period of July 18, 2019 through August 31, 2019, the Financial Closeout
required by the SFWIB shall be compieted and submitted not later than thirty (30) calendar days after the
expiration of this Contract. Non-receipt of the required closeout package and supporting documentation by
the specified due date shall result in the disallowance of all costs included in the Financial Closeout.

Final line-item budget adjustment(s), by funding stream and function (administrative and programmatic), not
including staff incentives shall be allowed to be submitted with the Financial Closeowt, only if the
variance(s) does not exceed ten percent (10%) of the amount budgeted in the line item and the net effect of
the changes, in the total funding is zero.

Pursuant to the terms of this Contract and in consideration of the total amounts earned and paid to
the Coniractor for performance, upon submission of the Financial Closeout Package, the Contractor
hereby remises, releases, and discharges the SFWIB, its officers, agents, and employees, of and from
all liabilities, obligations, claims, and demands whatsoever related to, under or arising from this
Contraet,

The Contractor’s submission of the Financial Closeout Package is a compiete release and waiver of
any and all liability, claims or causes of action that allegedly resulted from engagement of and/or
performance under this Contract and acknowledges the SFWIB has fuily performed and satisfied any
and all of its obligations due under this Con¢ract,

END OF ARTICLE IV
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SIGNATORY FORM

THE PARTIES HERETO ARE DULY AUTHORIZED TO EXECUTE THIS CONTRACT ON BEHALF OF
THE RESPECTIVE PARTIES:

AUTHORIZED SIGNATURES FOR:  Adults Manrkind Orpanization, Inc. (AMOR)

PROGRAM ENTITLED: “Rolling Crest Lake Summer Youth Employment Program”
CONTRACT NUMBER: WS-YS-SP-PY’'18-60-00

(These Signatures shall be the same as those names that appear in the List of Authorized Signatures Provided in the
Operational Documents on file with the South Florida Workforce Investment Board)
(For Use Only When Contractor [s a Corporation)

Signature of President or Vice-President

G-13-19
Date Date
2a. Carmen Carulla 2b.
Typed Name of President or Vice-President
3a. President 3b.
F l Title of President or Vice-President
A Y b,
Slgnatum of Person Attestmg Signature of Person Attesting
S1gnatu.re that Appears on Line 1a Signature that Appears on Line 1b

SOUTH FLORIDA WORKFORCE INVESTMENT BOARD

o N

Rick Beasfey” ] Date
Executive Director, SFWIB

sl
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AFFIRMATION/ACKNOWLEDGEMENT FOR

{Mame af Contractor)

Attachment 1.

affirms and acknowledges that the individuals listed below meet the

minimum requirements as set forth by SFWIB staffing procedure transmittal available on line
{(www.careersourcesfl.com/resources/supportingdocuments/policytransmitals) for the position in which
they are being hired for and that a Level 2 Background screening was conducied for the foliowing
employees with the employment decision indicated below:

*Name and Titie of Authorized Representative

Signature of Authorized Representative

Dafe

Name of Employee Confirm Screening | Anticipated Criminal
Applicant Date or Actual History
Meets Job Hire Date {Yes/No)
Qualifications
SFWIB Staff

Signature of Recelving Representative

Date

Background screenings that provide criminal history information on a current or prospective employee,
volunteer or subcontracted personnet must be submitted to the SFWIB Quality Assurance Supervisor.
* The signatory should be fully and duly authdrized to execute agreements on behalf of the Contractor named

above,

November 15, 2018




Attachment 2
CONFIDENTIALITY AGREEMENT

Department of Economic Opportunity (DEO) policy concerning safeguarding confidential information
obtained from applicants, participants, employers and other sources is based on legislative direction and
federal and state statutes and rules. These confidential records may include, but not limited to, personal
identifying information of program applicants, recipients, or participants such as names, social security
numbers, payroll information, employer information and resource and referral information, which are
private and confidential under federal and state laws and rules, including 20 Code of Federal Regulations
(CRF) 603.9, 45 CRF 205.50, 7 CFR 272.1¢, sections 414.295 and 443.1715(1) Florida Statutes (F.S.),
and rule 73B-1, Florida Administrative Code (FAC).

Disclosure of this information, including information received electronically, by phene calls or other
communication is protected by law. The Contractor shall not disclose or allow access to this information
unless such action is required and necessary for the performance of official duties pursuant to any contract
or agreement awarded to the Contractor by South Florida Workforce Investment Board (SFWIB).

In compliance with the requirements of 20 CFR 603.9(b)(v)(A), the Contractor agrees to instruct all
personnel having access to any disclosed information about the confidentiality requirements of the
information, the requirements of 20 CFR 603.9(b), 45 CFR 205.50, 7 CFR 272.1¢, sections 414.295 and
443.1715(1), F.S., the potential criminal charges individuals could face if convicted for the willful
unauthorized use or disclosure of the information specified in sections 775.082 or 775.083, F.S.; agrees to
store and process this information in such a way that unauthorized persons cannot view or obtain the
information by any means; and agtrees to dispose any confidential information obtained, and any copies
thereof made by the Contractor or its employees or agents after the purpose for which the information is
disclosed is served in accordance with the provisions of 20 CFR 603.9(b)(vi).

By signing this agreement, the Contractor agrees to abide by DEO, state and federal statutes, policies
and rules described above, and SFWIB policies and procedures, and that the Contractor and any of its
employees or agents will not release or disclose any confidential information while providing services for
SFWIB.

Confidential Information Certificate

I have reviewed the foregoing and my signature below indicates I understand the requirements described
above and accept responsibility for complying with it.

Adults Mankind Organization, Inc.
Company Name (type or print)

G-13-19

Authorized Representative signature Date




Attachment 3

Individual Non-Disclosure and Confidentiality Certification Form

I understand that I will or may be exposed to certain confidential information, including but not
limited to, personal identifying information of individuals who receive public assistance,
employment and unemployment insurance records maintained by the Department of Economic
Opportunity (Department or DEO} made available to my employer, for the limited purpose of
performing its official public duties pursuant to a Contract for Services and Non-Disclosure and
Confidentiality Certification agreement.

These confidential records may include the name (or other personally identifiable information),
social security numbers, wage, unemployment and employment data and public assistance
information which are protected under federal and state law. Such information is confidential and
may not be disclosed to others. In order to perform my public duties associated with the program
requirements set forth under contract or agreement, | understand that I may be granted access to
confidential data managed and confrolled by entities that are not party to this agreement. Prior to
receiving access to such systems, I acknowledge and agree to abide by the following standards:

1. I will comply with all security requitements imposed as a condition of use for any
system(s) to which I may be granted access.

2. [ will use access to the systems only for purposes authorized by law to secure information
to conduct official program business consistent with my official public duties.

3. I will not disclose my user identification, password, or other information needed to access
the systems to any party nor shall I give any other individual access to information
secured.

4. If T become aware that any unauthorized individual has or may have obtained access to

my user identification, password, or other information needed to access systems to which
I have been granted access, I will immediately notify the South Florida Workforce
Investment Board’s (SFWIB) Security Officer.

5. I will store any disclosed confidential information in a place physically secure from
access by unauthorized persons.

6. I will store and process disclosed information maintained in electronic format, such as
magnetic tapes or discs, in such a way that unauthorized persons cannot obtain the
information by any means.

7. I will undertake precautions to ensure that only authorized personnel are given access to
disclosed information stored in computer systems.

8. I will not share with anyone any other information regarding access to the systems unless
[ am specifically authorized by the SFWIB.

9. I will not access or request access to any social security numbers, personal information,
wage, employer, unemployment or employment data unless such access is necessary for
the performance of my official duties.



Attachment 3

10. I will not disclose any individual data to any parties who are not authorized to receive
such data except in the form of reports containing only aggregate statistical information
compiled in such a manner that it cannot be used fo identify the individual(s) or
employers involved.

11 I will retain the confidential data only for that period of time necessary to perform my
public duties. Thereafter, I will either arrange for the retention of such information
consistent with federal or state record retention requirements or destroy such data, and
any copies made, after the purpose for which the information is disclosed is served in
such a way to prevent the information from being reconstructed, copied, or used by any
means.

12 I certify or affirm | have received training on the confidential nature of the data to which
I am being granted access to, the safeguards required for access privileges, and the
penalties invelved for any violations or have received written standards and instructions
in the handling of confidential data from my employer, the Department or SFWIB. T will
comply with all confidentiality safeguards contained in such training, written standards,
or instructions, including but not limited to, the following: a) protecting the
confidentiality of my user identification and password; b} securing computer equipment,
disks, and offices in which confidential data may be kept; and ¢) following procedures for
the timely destruction or deletion of confidential data.

13. I understand that if I violate any of the confidentiality provisions set forth in the written
standards, training, and/or instructions I have received, my user privileges may be
immediately suspended or terminated. I also understand that applicable state and/or
federal law may provide that any individual who discloses confidential information in
violation of any provision of that section may be subject to criminal prosecution and if
found guilty could be fined, be subject to imprisonment and dismissal from employment.
I have been instructed that if T should violate the provisions of the law, I may receive one
or more of these penalties.

Should I have any questions concerning the handling or disclosure of confidential information, I

shall immediately ask my supervisor or SFWIB security officer for guidance and comply with
their instructions.

Employee Signature; Date:

Print Employee Name:

Address:

Work Telephone:

E-Malil:




Attachment 4

CONFIDENTIALITY ACKNOWLEDGEMENT

As a representative of {Contractor’s Name) providing services to the South Florida
Workforce Investment Board (SFWIB) under confract number for the purpose of
provision of Workforce Services, I understand that | may have access confidential Reemployment Assistance (RA) information
in meeting contractual obligations. By signing this form, I acknowledge that I will adhere to the State of Florida’s RA
confidentiality provisions specified in section 443.1715, Florida Statutes (F.5.) and 20 Code of Federal Regulations (CFR) Part
603,9. [ understand that any individual that receives confidential Florida RA information who violates the provisions of the
Florida statutes stated above commits a misdemeanor of the second degree, punishable as provided in sections 775.082 or
775.083,F.S.

In complying with these provisions, [ further acknowledge the fol]ouiing:

[, T have been instructed on the confidentiality of the Florida RA information for which T may be exposed and the
confidentiality requirements specified in section 443.1715, F.S.

2. 1 acknowledge, understand, or affirm I shall only use confidential RA information gathered, used, or seen for the limited
purposes specified in the statement of work of contract: or as otherwise authorized by
faw in order to perform my official duties required by the contract and shall not use such information for any other

purpose,

3. I acknowledge, understand, or affirm that confidential RA information may only be disclosed in accordance with the
provisions of section 443.1715, F.S.

4, I acknowledge, understand, or affirm that confidential RA information shall be stored in a place physically secure from
access by unauthorized persons,

5. Iacknowledge, understand, or affirm that confidential RA information in electronic format, such as magnetic tapes or discs
should be stored and processed in such a way that unauthorized persons cannot retrieve the information by means of
computers, remote terminals or other means.

6. [Iacknowledge, understand, or affirm that I must take precautions to ensure that only authorized personnel are given access
to confidential RA information,

7. T acknowledge and understand that making a false representation in order to obtain a social security number in vielation of
section 119.0721, Florida Statutes, commits a felony of the third degree, punishable as provided in section 775.082 or
section 775.083, Florida Statutes.

I hereby certify that I have read and understand this acknowledgment and I have received any necessary clarification from my
supervisor. I also understand that any violation of these laws or requirements may result in disciplinary action(s) by my
supervigor and/or criminal prosecution.

Signature Date

Printed Name of Representative Printed Name of Company
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State of Florida

Before me this day personally appeared

AFFIDAVIT OF GOOD MORAL CHARACTER

County of

who, being duly

{Applicant's/Employse’s Name}

sworn, deposes and says:

As an applicant for employment with, an employee of, a volunteer for, or an applicant to volunteer with

, | affirm and attest under penalty of perjury that |

meet the moral character requirements for employment, as required by the Florida Statutes and rules, in that:

t have not been arrested with disposition pending or found guilty of, regardless of adjudication, or entered a
plea of nolc contendere or guilty to or have been adjudicated delinquent and the record has not been sealed or
expunged for, any offense prohibited under any of the following provisions of the Florida Statutes or under any
similar statute of another jurisdiction for any of the offenses listed below:

Section 393.135
Section 394.4593
Section 415.111
Section 741.28
Section 777.04
Section 782.04
Section 782.07

Section 782.071
Section 782.09
Chapter 784
Section 784.011
Section 784.03
Section 787.01
Section 787.02
Section 787.025
Section 787.04(2)
Section 787.04(3)

Section 790.115(1}
Section 790.115(2)()
Section 794.011
Former Section 794.041
Section 794.05
Chapter 798

Section 798.02
Chapter 800

Section 806.01
Section 810.02
Section 810.14
Section 810.145
Chapter 812

Section 817.563
Section 825.102
Section 825.1025
Section 825.103
Section 826.04
Section 827.03
Section 827.04
Former Section 827.05
Section 827.071

CF 1649, PDF 11/2018 [66C-13.023 and 85C-13.025, F.A.C/]

Relating to:

sexual misconduct with certain developmentaily disabled clients and reporting of such sexual misconguct
sexual misconduct with certain mental health patients and reporting of such sexual misconduct

adult abuse, neglect, or exploitation of aged persons or disabled adulis or failure to report of such abuse
criminal offenses that constitute domestic viclence, whether committed in Florida or another jurisdiction
attempts, solicitation, and conspiracy to commit an offense listed in this subsection

murder

manslaughter, aggravated manslaughter of an elderly person or disabled adult, or aggravated manslaughter
of a child

vehicular homicide

killing an unbarn child by injury to the mother

assault, battery, and culpable negligence, if the offense was a felony

assault, if the victim of offense was a minor

battery, if the victim of offense was a minor

Kidnapping

false imprisonment

luring or enticing a child

taking, enticing, or remaving a child beyond the state limits with criminal intent pending custody proceeding
carrying a child beyond the state lines with criminal intent to avoid producing a child at a custody hearing or
delivering the child to the designated perscn

exhibiting firearms or weapons within 1,000 feet of a school

possessing an electric weapon or device, destruciive device, or other weapon on school property
sexual baitery

prohibited acts of persons in familial or custodial authority

unlawful sexual activity with certain minors

prostitution

lewd and lascivious behavior

lewdness and indecent exposure

arson

burglary

voyeurism, if the offense is a felony

video voyeurism, if the offense is a felony

theft andfor robbery and related crimes, if a felony offense

fraudulent sale of controlled substances, if the offense was a felony

abuse, aggravated abuse, or neglect of an elderly person or disabled adult

lewd or lascivious offenses committed upon cr in the presence of an elderly person or disabied adult
exploitation of disabled adults or elderly perscns, if the offense was a felony

incest

child abuse, aggravated child abuse, or neglect of a child

contributing to the delinquency or dependency cf a child

negligent treatment of children

sexual performance by a child

CONTINUED ON NEXT PAGE
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Section 843.01
Section 843.025

Section 843.12
Section 843.13
Chapter 847
Section 874.05(1)
Chapter 893

Section 916.1075
Section 944,35(3)
Section 944.40
Section 944.46
Section 944 .47
Section 985.701
Section 985.711

resisting arrest with violence

depriving a taw enforcement, correctional, or correctional probation officer means of protection or
communication

aiding in an escape

aiding in the escape of juvenile inmates in correctional institution

obscene literature

encouraging or recruiting another to join a criminal gang

drug abuse prevention and control, anly if the offense was a felony or if any other person involved in the
offense was a minor

sexual miscanduct with certain forensic clients and reporting of such sexual conduct

inflicting cruel or inhuman treatment on an inmate resulting in great bedily harm

escape

harboring, concealing, or aiding an escaped prisoner

introduction of cantraband into a correctional facility

sexual misconduct in juvenile justice programs

contraband introduced into detention facilities

THE FOLLOWING APPLIES ONLY TO THOSE APPLICANTS FOR MENTAL HEALTH POSITIONS

fn addition to the Chapter 435, F.S., listed offenses, the following offenses are also applicable for “Mental
Health Personnel” screened pursuant to section 394.4572, F.S., defined as “program directors, professional
clinicians, staff members, or volunteers working in a public or private mental health program or facility who
have direct contact with individuals held for examination or admitted for mental health treatment.” The
additional offenses apply only to “Mental Health Personnel” as determined pursuant to Section
408.809, F.S. as listed below

Chapter 408

Section 408.8065(3)

Section 409.920
Section 409.8201
Section 777.04
Section 817.034
Section 817.234
Section 817.481
Section 817.50
Section 817.505
Section 817.568
Section 817.60
Section 817.61
Section 831.01
Section 831.02
Section 831.07
Section 831.09
Section 831.30
Seaction 831.31

Section 885.03
Section 896.101

Relating to:

felony offenses contained in Chapter 408

offers service or skilled service without valid license when licensure is required, or knowingly files a false or
misleading license or license renewal application, or submits false or misleading information related to
application

Medicaid provider fraud

Medicaid fraud

attempts, solicitation, and conspiracy to commit an offense listed in this subsection

fraudulent acts through mail, wire, radio, electromagnetic, photoelectronic, or photooptical systems
false and fraudulent insurance claims

obtaining goods by using a false or expired credii card or other credit device, if the offense was a felony
fraudulently obtaining goods or services from a health care provider

patient brokering

criminal use of personal identification information

obtaining a credit card through fraudulent means

fraudulent use of credit cards, if the offense was a felony

forgery

uttering forged instruments

forging bank bills, checks, drafts or promissory notes

uttering forged bank bills, checks, drafts, or promissory notes

fraud in obtaining medicinal drugs

the sale, manufacture, delivery, or possession with the intent to sell, manufacture, deliver any counterfeit
controlled substance, if the offense was a felony

racketeering and collection of unlawful debts

the Florida Money Laundering Act

| also affirm that | have not been designated as a sexual predator pursuant to s. 775.21, F.S.; a career offender
pursuant to s. 775.261, F.5.; or a sexual offender pursuant to s. 943.0435, F.S., unless the requirement to
register as a sexual offender has been removed pursuant to s. 943.04354, F.S.

| understand that | must acknowledge the existence of any applicable criminal record relating to the above lists
of offenses including those under any similar statute of another jurisdiction, regardless of whether or not those
records have been sealed or expunged. Further, | understand that, while employed or volunteering at

in any position that requires background

screening as a condition of employment, | must immediately notify my supervisor/employer of any arrest and
any changes in my criminal record involving any of the above listed provisions of Florida Statutes or similar

CF 1849, PDF 11/2018 [65C-13.023 and 65C-13.025, F.A.C.]
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statutes of another jurisdiction whether a misdemeanor or felony. This notice must be made within one
business day of such arrest or charge. Failure to do so could be grounds for termination.

| attest that | have read the above carefully and state that my attestation here is true and correct that my
record does not contain any of the above listed offenses. | understand, under penalty of perjury, all
employees in such positions of trust or responsibility shall attest to meeting the requirements for qualifying for
employment and agreeing to inform the employer immediately if arrested for any of the disqualifying offenses.
| also understand that it is my responsibility to obtain clarification on anything contained in this affidavit which |
do not understand prior to signing. | am aware that any omissions, falsifications, misstatements or
misrepresentations may disqualify me from employment consideration and, if | am hired, may be grounds for
termination or denial of an exemption at a later date,

SIGNATURE OF AFFIANT:

Sign Above OR Below, DO NOT Sign Both Lines

To the best of my knowledge and belief, my record contains one or more of the applicable disqualifying
acts or offenses listed above. | have placed a check mark by the offense(s) contained in my record. (If
you have previously been granted an exemption for this disqualifying offense, please attach a copy of the letter
granting such exemption.} (Please circle the number which corresponds to the offense(s) contained in your
record.)

SIGNATURE OF AFFIANT:

Swomn to and subscribed before me this day of , 20

SIGNATURE OF NCTARY PUBLIC, STATE OF FLORIDA

{Print, Type, or Stamp Commissiocned Name of Notary Public)

(Check one)
[:]Affiant personally known to notary

OR

[ Affiant produced identification
Type of identification produced:

CF 1649, PDF 11/2018 [65C-13.023 and 85C-13.026, F.A.C.] Page 3 of 3



Exhibit A

STATEMENT OF WORK
ADULTS MANKIND ORGANIZATION, INC. (AMOR)
ROLLING CREST LAKE, INC. (RCL) SUMMER YOUTH EMPLOYMENT PROGRAM
JULY 18, 2019 THROUGH AUGUST 31, 2019

The Contractor hereby agrees to provide services as described herein in compliance with the conditions herein
stated:

I. INTRODUCTION

The aim of the South Florida Workforce Investment Board (SFWIB) is to assist youth in (1) obtaining a
high school diploma or equivalent General Education Development (GEDY}; (2) transitioning into a career
opportunity, career pathway opportunity and/or post-secondary education; and (3) gaining employment
leading to self-sufficiency.

The RCL Summer Youth Employment Program (SYEP) shall provide thirty-two (32) registered
participants up to one-hundred and forty (140) hours Paid Work Experience (PWE) to include the Pre-
Employment Work Readiness Training.

1I. PROGRAM DESCRIPTION

The RCL youth residents ages 15-18, residing in the Rolling Oaks, Crestview and Lake Lucerne
neighborhoods of Miami Gardens; will be provided summer employment opportunities to enhance their
wotl-readiness skills while earning income. The main focus of the SYEP is to provide access to
occupational skill opportunities and increase employment, job retention and earnings by developing work
related activities that will prepare youth to effectively compete in the global economy.

The program outcome is to enroll the RCL’s youth residents, ages 15-18 that have been determined eligible
to maximize employment opportunities that will prepare youth to effectively compete in the workforce.

III. PROGRAM PARTICIPATION

Eligible youth shall only be paid for actual hours of participation at the worksite and the twenty (20) hour
Pre-Employment Work Readiness Training. Youth are prohibited from any overtime work assignments and
shall not be requested to work overtime. Youth shall not be paid during the summer for sick, vacation, or
holiday wages.

A. Hours and Wage Rate

The Contractor shall pay the wages of eligible youth ages 15-18 their participation in the SYEP at an
hourly wage rate of $9.00 for a maximum one-hundred and forty (140) hours for work based
activities.

B. Tracking Participation
The Contractor shall:

» Collect hard copies of sign in and out logs every two (2) weeks, which shall include the hours of
participation at the employer’s worksite locations to verify actual worksite participation hours for
each youth.

Page 1 of 4
Adults Mankind Organization, Inc. {(AMOR)
PY’19-20 Statement of Work
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e Maintain appropriate payroll documentation verifying issuance and receipt of payroll check via
Direct Deposits (ACH Credits).

IV. ROLES AND RESPONSIBILITIES

The
A,

Contractor shall be responsible for the following, which include, but are not limited to:

Intake and Eligibility Determination;

To participate in the SYEP, all youth must meet the required program eligibility criteria listed below:
o Between the ages of 15 through 18;

¢ Is a resident of Rolling Oaks, Crestview and Lake Lucerne neighborhoods of Miami Gardens;

o A citizen of the United States or an eligible non-citizen who is authorized by the Immigration and
Naturalization Service;

o In compliance with the Selective Service Act (only relevant for males at least 18 years of age and
born after December 31, 1959); and

o Identified as a low-income individual:
¢ Low-income is verified by:
= Living in a high poverty area; and/or
w  Receiving free and/or reduced lunch.
Utilize the Initial Application, EMD/EM, to document the provision of services as part of the students
tracking process.

Ensure students are registered in EMD/EM system as follows:

A complete EMD/EM registration must include all of the following components: a complete and
current General Information section containing a verified residential and mailing address, a valid
telephone number, and e-mail address. The students must also have been assigned an occupation title
and occupation code (O*NET code). Additionally, staff must complete the Background Wizard
section to include the Education Profile, the Employment History with previous hourly wages, and
O*NET code. To complete the registration, the students must have an active/online resume that is
viewable to employers, with a valid telephone number and e-mail address.

If the applicant is not registered then staff shall need to provide them with a paper registration form
and ensure complete registration in the EMD/EM system.

Y. PROGRAM SERVICES

The

Contractor shal:
Accept participants referred from the SFWIB and RCL who registered and meet eligibility criteria.
Provide Pre-Employment Work Readiness Training.

Develop worksites for work experience activities internships, and perform all administrative
requirements such as worksite orientation, monitoring of worksites, worksite inspections, worksite
evaluations, payroll functions, supervisor and participant interviews, etc,

Collect all required documents as set forth herein.
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Exhibit A

¢ Manage an internal monitoring process to ensure that services are delivered in accordance with the
administrative and programmatic requirements of the SEFWIB.

* Manage payroll for youth participants will be accomplished by the contractor, The Contractor shall
comply with all workers” compensation laws and regulations. Coverage for workers’ compensation
will be supported by the State of Florida.

¢ Collect information on the hours worked and/or attended in work readiness training by each youth.

¢ Issue a payroll check via Direct Deposits (ACH Credits) to the participant and maintain appropriate
payroll register/general ledger verifying issuance and receipt of the payroll check. Direct Deposits
{ACH Credits) are to be issued to participants only and not to any relatives or friends.

» Strictly enforce the Child Labor Laws, if the SYEP youth is below the age of 18. Refer to the
Department of labor’s website for specific guidelines.

VI. PROGRAM LOCATION

The Contractor shall enroll the SYEP participants at various worksites locations within the Rolling Oaks,
Crestview and Lake Lucerne neighborhoods of Miami Gardens.

VIL. PERFORMANCE

The Contractor shall be responsible for achieving the tollowing performance:

: S ..;-;-:PERFORMANCENIEASURES Sl B STA
Deterrmne ehglblhty for a minimum of thirty-two {32) el1g1ble students 100%
Complete the required Wagner-Peyser application in EMD/EM for a minimum of 100%
thirty-two (32} eligible youth,

Provide twenty hours (20) of Pre-Employment Work Readiness Training to include 100%
an essay to thirty-two (32) eligible youth.

Provide program orientation to a minimum of thirty-two (32) eligible youth, 100%
Provide Paid Work Experience (PWE) to a minimuom of thirty-two (32) eligible 100%
youth.

VIII, DATA ENTRY REQUIREMENTS

The Contractor shall be responsible for entering data in the EMD/EM (which captures information on the
eligibility program activities, case management and program exists) and Workforce Management System
(WFMS) as required by the SFWIB.

I1X, RECORDS MAINTENANCE

The Contractor shall maintain complete files for cach youth who participates in the SYEP. These files must
be retained after completion of the RCL SYEP as set forth in Artiele III, Section E~File Maintenance;
Section G-Florida Public Records Law; Section H-Audit, Inspection and Access to Records; and
Seection I-Records Retention of the Contract.

The following must be documented and shall be maintained in youth file for each participant, but are not
limited to:

1,  Eligibility Documentation:
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Name
Address
Birthdate/Age
Residency/citizenship/alien status/worlk authorization
Social Security Number

e TR

2. Work-Based Activities Documentation:

Emergency Medical Treatment

Sign-In and Sign-Out Log

Timesheet

Summer Worksite Agreement

South Florida Workforce Grievance Procedure and Statewide Discrimination-Complaint
Processing Information

Worksite Maturity Skills Evaluation

Authorization for Photography/Videos

Youth Employment Program Parent Consent

Authorization to Obtain Confidential Information & Permission for Release of Written Records
and/or Information

oo oe

=

X. ADDITIONAL REQUIREMENTS

The Contractor is responsible for assuring that the RCL SYEP Guidelines, and the SFWIB Programmatic
and Fiscal requirements and performance standards as set forth herein.

A, Incident Reporting

1. The Contractor shall inform the SFWIB immediately should an incident, accident or injury occurs
involving the youth,

2. The Contractor shall immediately report knowledge or reasonable suspicion of abuse, neglect, or
abandonment of a child, aged person or disabled adult to the Florida Abuse Hotline on the statewide
toli-free telephone number (1-800-96-ABUSE) as set forth in Article III, Section P-Abuse,
Neglect and Exploitation Incident Reporting of the Contract.

XI. METHOD OF PAYMENT

A. The method of payment for services rendered under the Contract shall set forth in Article IV, Section
H-Monthly Invoicing of this Contract,

B. The amount payable to the Contractor shall not exceed $55,000.00 under this Contract. The award
will cover the management of program services for the RCL’s SYEP.
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CODE OF BUSINESS ETHICS AFFIDAVIT

Code of Miami-Dade County Section 2-8.1(i)

I, being duly sworn, hereby state and certify that this firm has adopted a Code of Business Ethics that is fully
compliant with the requirements of Section 2-8.1(1) of the Code of Miami-Dade County, as amended. I further

acknowledge that failure to comply with the adopted Code of Business Ethics shall render any contract with Miami-
Dade County voidable, and subject this firm to debarment from County work pursuant to Section 10-38(h)(2) of the
Code of Miami-Dade County, as amended. I further acknowledge that failure to submit this affidavit shall render

this firm ineligible for contract award.

M@M Sepk. 3 2019
Date

Signature of Affiant
AANANANENRIAN
Federal Employer Identification Number

Carmen Carulla - Board President

Printed Name of Aftiant and Title
Adults Mankind Organizaticon, Inc.

Printed Name of Firm

11025 SW 84 Street, Cottage 11, Miami, 33173
Address of Firm

Mt fay of _Septembeng 19

SUBSCRIBED AND SWORN TO (or affirmed) before me this =)
He/She is personally known to me or has presented as identification.
M Type of identification
& 2 — "fz T ST DI
- S1gnature of ]\}étary Serial Number
g
@a{wz&@/{ fffaw»fi}ff 7 /é%/’b//‘:}" 2t A
Print or Stamp Name of Notary Plratlon Date
\;\\\\ L m;,,!
\*\% E-S b GA% "l'},
& 20 "
G SOV 0%
SERRTY
> AT @ .
Florid $ ITE U7 axE
fe L ariaa =41 - e '.:K =
Notary Public — State of %’* %}% , ﬁ:w:{?\z | fé’,f § |
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”,”%‘.-»é- %Q‘$

F-9



ADMINISTRATIVE CHECKLIST FOR CONTRACT COMPLIANCE
SELF-ASSESSMENT QUESTIONNAIRE

Program Year:

Agency’s Fiscal Year Ending:

Agency name, address, e-mail, telephone and fax numbers;

This certification is to assure CareerSource South Florida (CSSF) that the contracted Agency has adequate
administrative procedures in place to ensure that funds disbursed by CSSF will be safeguarded as
outlined in the Office of Management and Budget (OMB) Circulars and the Code of Federal Regulations
(CFR). This certification is not a waiver concerning Administrative, Programmatic, or Quality Assurance
Monitoring. CS5F reserves the right to conduct on site monitoring of contracted Agencies, as it deems
necessary.

Please answer all questions by checking off the applicable box. If you need to provide additiona
information or cannot respond to a question, please attach an explanation on a separate page or contact
Dulce M. Quifiones, CFE, CFSA, FCWP-1, Contracts Compliance Supervisor, CSSF Office of Continuous
Improvement (OCI) at {305) 929-1530.

A letter precedes each of the items in this questionnaire as foilows:

M = Mandatory or required item denotes items that are the minimum standards and for which full
compiiance is reguired.

R=  Recommended item or denotes best practice items that, while not required, are considered best
practice in the administration of grants.

Please provide a brief explanation on any negative response indicated.

OCI Seff-Assessment Questionnaire/ Dask Monitaring Review, Page 1 of 23
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I Prior Assessiments & Corrective Actions I

Objective:
7o determine the Agency's prior performance and its ability to implement new procedures as needed fo
improve management and meet contractual requirements.

M — Review last year's assessments of the Agency’s Administration and answer the
following questions:

M - Were the prior assessment results shared with management? C [
Yes No %/;T—I
M - Was A Corrective Action Plan submitted by the Agency? P ]
es No %/;
M - Was the Corrective Action Plan submiited on time? 1 [
Yes No IN%I
M - Were the proposed corrective actions acceptable to the funding agency? ] 7
Yes No %
M - Were the corrective actions implemented? 1 ] l_;l
Yes No N/A
If Yes, when?
If No, please elaborate (attach additional pages as needed)
M - Did the corrective actions implemented correct the problem(s)? 1 ] [N7_—l
Yes No A

If No, please elaborate (attach additional pages as needed)

M - Are there any findings, areas of concerns, or other issues that need to be 1 [
revisited or reviewed during the current year? Yes No %N

If Yes, please elaborate (attach additional pages as needed)

Additional Comments:

OCT Seff-Assessment Questionnaire/ Desk Monitoring Review, Page 2 of 23

Revised date: 8/3/18



Administration and Governance

| Board of Directors (BOD) [

Objective:
To determine the capabifities, cultural competency and involvement of the Agency’s Board of Directors (BOD)
to serve the target populations and that thelr procedures folfow those recognized as best practice.

M - Is there a complete and updated BOD list available? To be considered complete,
the BOD list should include each member’s position, field of expertise, direct contact #@I k!o—l kl?l\"
information (address, phone, e-mail, and fax), gender, race, ethnicity, and
expiration term of the position.

R - Does the membership of the BOD include expertise that would promote the proper
operation of the Agency and further the goals of the program? Yes No  N/A
The BOD should include individuals with experience in administration, contracts,
and fiscal management. In addition, the BOD should include individuals with
experience in pursuing the program goals (i.e. physician for heaith programs, a
teacher for training programs, or child development expert for Head Start

Programs)

R - Is the BOD ethnically representative of the populations served by the Agency?

R - Does the Agency provide pre-service and in-service training to Board members?

R - Does the BOD have a well-developed structure (committees)?
List the active committees and names of the members

s R AL
ElERER
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R - Does the Agency have a clearly defined Strategic Plan? .

Yes  No N}A
R - Does the BOD receive and review an Annual Report from the Agency’s Staff? ]

Yes  No N%A

Additional Comments:

BOD Meetings, Minutes and Resolutions | s e TR

Objective:
To determine the level of involvement of the Board of Directors; and that their procedures follow those
recognized as best practise.

R - How often does the BOD meet? (Check one) - ]

OCI Self-Assessment Questionnaire/ Desk Monitaring Review, Page 3 of 23
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Full Board ____ Monthly ___Annually Yes No  N/A

_ Quarterly __ Semi-annually
____ Other (specify)
Executive Board __ Monthly ___Annually
_ Quarterly __ Semi-annually
. ___ Other (specify)
Committees __ Monthly . Annually
__ Quarterly —_ Semi-annually
____ Other (specify)

Please indicate the dates of the last three {3) BOD meetings:

M - Are meeting minutes detailed and complete? ]

R - Do minutes indicate that budgetary, financial, and programmatic information is

M - Does an authorized representative of the BOD sign the minutes?

presented to the board? L@S—l

M - Are BOD resolutions properly executed and documented in the meeting minutes?
ges
M - Are BOD resolutions signed by an authorized BOD representative? )

18] 30 E
ElEE=LERED

Comments:

Agency Policies I

Objective:

To ensure that the Agency has a set of policies that establish proper operating procedures and adherence
to the law governing its operations. A well developed set of policies and procedures safeguard the Agency
and its funders by clarifving expected behavior. These poficies may be included in the employee manual.

M - Does the Agency have a written Personnel Policy?

s oo N
M - Does the Agency have an Accounting Policy and Procedures Manual? ]

Yes
M - Does the Agency have a written Drug-Free Workplace Policy? ]

Yes

M - Does the Agency have a written Equal Employment Opportunity Policy?

D

M - Does the Agency have a written Florida Clean Indcor Air Act Policy?

M - Does the Agency have a written Family and Medical Leave Policy?

M - Does the Agency have written procedures to protect client confidentiality?

D

M - Does the Agency have a written policy regarding Nepotism?

D

M - Does the Agency have clear pelicies addressing access to public records?

[ ptl sl el ol
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M - Does the Agency have an Affirmative Action policy?

LI

QCI Self-Assessment Questionnaire/ Desk Monitoring Review, Page 4 of 23
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Yes No N/A

M - Does the Agency have written Client Grievance procedures? ] ]
Yes No I%I
M - Does the Agency have written guidelines or a methodology to distribute [ ] [ 1 ]
incentive payments? Yes N/A

No

M - Does the Agency have a written Code of Ethics?
M - Does the Agency have a written policy regarding Conflict of Interest? ] 3

Yes Na IN7;
M - Does the Agency have a written Sexual & Unlawful Harassment Policy? [

Yes Q IN—TE
R —.Does the Agency have written emergency plans/procedures? (This may be a ] [
requirement for some funders)

Yes No N/A
M -~ Does the Agency have a written Health Insurance Portability and ] 1 [
Accountability Act (HIPAA) Policy, to include information related to appropriate
sanctions against workforce members who violate its privacy policies and Yes No MN/A
procedures or the Privacy Rule?
M — Does the Agency have a written Policy related to Florida Statute 112.3187
- the Whistleblower’s Act? —

Yes No N/A
M — Does the Agency have a written Policy to include information related to the 3 1 [
reporting knowledge or reasonabie suspicion of abuse, neglect, or exploitation
of a child, aged person, or disabled adults? Yes No N/A

Additional Comments:

Organizational Structure |

Objective:

Availability and familiarity with the Agency’s By-Laws and Articles of Incorporation are considered best
practices in the admininstration of a non-profit organization. In addition, a clear organizational chart
provides an overview of the chain of command helpful both for the internal staff and outside reviewers.

M - Is the Agency registered with the State of Florida Secretary of State?

bes? ! fod

M - Are the Agency’s Articles of Incorporation available for review?

e

M - Are the Agency's By-Laws available for review?

<
1]
151

]

R - Is there an organizational chart available that reflects the current organization of

the Agency and provides clearly delineated chain-of-command?

R - Is there an organizational chart for the program(s} funded and does it provide a

clearly delineated chain-of-command?

el
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Additionai Comments:
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| Client Participation | R f
Objective:
7o identifythe Agency’s efforts to involve the populations served in the operations of the agency and in
the manner services are provided.,
R - Does the Agency perform any Needs Assessment activities? 1
. . v ke R
R - Does the Agency have a mechanism in place to monitor and respond to client -
comments and compiaints in a systematic matter? Yes fNo \;WKJ
R - Dees the Agency have procedures to involve the consumer in the decision
making process? Check all that apply %’e_s" klo_l kmg
__ Consumer representatives in BOD?
___ Community Advisory Board or Committee?

__ Consumer Evaluation Survey?
___ Other? Please explain:

Additional Comments:

Personnel

1 General | R T L __'
Obhjectives:
These questions provide an overview of the capabilities of the Agency in managing human resources
issues and establising and following its own procedures as required by best practises.

M - Are the policies and procedures included in the Personnel Policy followed?

ves {6 A
M - Does the Agency have established Job Qualifications that adhere to CSSF ]
contractual requirements? Yes %l [W—KI
M - Are employee records securely stored (under lock & key)? ]

Yes lNB'J \WK]

M - Are Equal Employment Opportunity, Worker's Compensation, Family and Medical
Leave Act, Child Labor Act, Fair Labor Standard Act, Minimum Wage, Migrant
Seasonal Workers Protection, E-Verify and other mandated or relevant posters
conspicuously displayed by the agency?

M - Review staffing levels and current vacancies. Does the agency have problems
with staff turnover? 3

ol
Gl
=l

2l
]

IF Yes, has the agency taken steps to resolve the issue?

A
]
=l

3
Explain and provide documentation, if available, to document the Agency’s
efforts. (attach additional pages as needed)

Additional Comments;

OCI Self-Assessment Questionnaire/ Desk Monitoring Review, Page 6 of 23
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| Personnel/Employee File | o A _ ]
Objective:
To ensure 'that the Agency properly documents how employees are screened for a particular position,
how employees are informed of the policies governing their work and how they would be evaluated. In
addition, these questions seek to determine the Agency’s capability to maintain required docurnentation
and abide by requirements regarding their staff such as testing, qualifications, licenses, and training.
Select a random sample of employee files and review them to determine whether the following
documentation is present and current. Note that Agencies that subcontract with individuals must keep
similar files for the subcontracted individuals and those are to be reviewed following the same guidelines
as personne files,
M - Signed job application (resume is not sufficient) or subcontract detailing the

scope of services to be provided.

M - Proof of education (copies of diplomas, degrees, and/or transcripts).

]

—
D
W

]

o]
e
w0

M - Required licenses and/or certifications (if applicable, they must be current).

Hizh

M - Background screening (must be renewed according to program requirements).
This may be required for some staff working with children or youth.
M — Signed job description with performance standards.

~
D
%3]

2l

M - Annual Performance/Employee Evaluation. ]
Yes
M - U.5. Citizenship and Immigration Services Form 1-9, ]
Yes
M — Current W-4, ]
Yes
M - Proof of achievement of required hours of training (i.e. Tier 1).
Yes
M - Proof of receipt of the Agency's Policy & Procedures by the employees. ]
Yes
M - Drug-free workplace statement. ]
Yes

R ~ Evidence of Heaith Insurance Portability and Accountability Act (HIPAA) training.

R — Evidence of Information Security Obligations training.

D
n

6 3l

]
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R — Evidence of Privacy Policies and Procedures training.

sSIEENE =R

ol

Additional Comments;

Payroll Records | e T T \
Objective.
7o determine If the Agency has appropriate procedures to track the payroll costs and that these coincide
with those approved by the funding agency.
M - Does staff, including management, document their work hours through a time

sheet or punch clock? Ees go g?%—‘—{

M - Are time records signed by both the employee and/or the supervisor? 1]

O« Self-Assessment Questionnaire/ Desk Monitoring Review, Page 7 of 23
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Yes No N/A

M - Payroll Registers:

~ Do they include staff name, salary, hours worked, payroll period, and l?_|
€5 &Vo \Wﬂ"

deductions?

_ z H . 2
. Do they reflect employee’s time allocation among programs?
Yes No N/A

M — Personnef activity reports (PARS) or equivalent forms:
- Reflect an after-the-fact determination of the actual activity of each [] [—3 [

employee?

—  Account for the total activity for which employees are compensated?

—-  Completed at least monthly?

If No, please explain. (attach additional pages as needed)

=]

M - Do employees’ positions and salaries match the budget approved by the funding T
es \No;l N7A

agency?

M - For employees charged to the program, does the recorded time worked matches

time paid as reflected in the payroll register? % iiW] N/A

Additional Comments:

Payroil Taxes

Objective:

To ensure that the Agency is calculating and remitting all payrolf taxes, including unemployment
compensation, to the appropriate agencies in a timely manner.

M - Are withholding and FICA taxes deposited on a timely basis and in accordance p F
25 [0} H/%

with pavyroll register data?

M - Was the Quarterly IRS Form #941 properly completed, submitted, and payroll

taxes timely remitted to the regulatory agency? (Trace payment to bank Yes No N/A

statement)

M - Was the Quarterly Florida Form #UCT-6 properly completed, submitted and ] ]
Unemployment Compensation taxes timely remitted to the regulatory agency? Yes No

(Trace payment to bank statement)

M - Is the Yearly IRS Form #990 properly completed, submitted, and paid on time? ]

(Trace payment to bank statement) Yes
M — Were all Tax or Insurance payments made on time (by due date)?
Yes

INo
W R
If No above, were interest and penalties assessed against the agency?
Ved b fod

If interest and penalties were assessed, were these costs allocated to any public E;:I E‘/;l
es Q

funding source?

OCl seif-Assessment Questionnaire/ Desk Monitoring Review, Page 8 of 23
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| Payroll Taxes

M - Are IRS W-2 Forms distributed in a timely manner to current and prior
employees? ’ﬁl \NO_J ll\Wﬁ'l
M - Were the IRS 1090 Forms distributed in a timely manner to all contract [
employees? Yes No \WK‘
M — Was the Social Security fifing done in a timely manner? —] [ l%l
Yes  No N

Additional Comments:

| Other Personnel Related Payments L

B

Objective: To ensure that fringe benefit payments are made in a ffme/y manner that avords penames and

ansures continued coverage and compliance with current requlations

M — Are payments to the following made in a timely manner?
— Health Insurance Provider

—  Life Insurance Provider

i o]

— Dental Insurance Provider

3

-~ Vision Insurance Provider

-~ Other Insurance Provider(s). Please [ist:

3

M - If the Agency offers a retirement plan, are employee contributions and/or

Ml

employer contribution deposited/submitted in a timely fashion? Yes
M — If the Agency offers a defined contribution retirement plan, and has at least 100 ]
eligible (need not be participating) staff, was an audit of the plan completed? Yes

o B & & & A
sURI S S]]

Additional Comments:

Fiscal

' General [T

Objective;
To obtain a picture of the Agency’s overall fiscal capabifities.

M - Are internal policies and precedures as listed in the Agency’s Accounting Policy F:I ]
s No 7%

and Procedures Manual followed? This can be established by interviewing staff to
gauge familiarity with the manual or by choosing a sample of policies and testing
adherence {o it.

M - Review the distribution of fiscal duties {i.e. who approves the expense, who cuts l

1

|

the check, who mails the payment). Is the distribution of duties adequate to Yes
safeguard assets?

MNo

N/A

M - Chart of Accounts:

- Does it include general ledger account codes, account descriptions and 1

account status?

— Does it support proper allocation by having revenue and expense categories ]

CCT Self-Assessment Questionnaire/ Desk Monitoring Review, Page 9 of 23
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properly identified by program? Yes No  N/A
— Does it have an unallowable cost code to properly identify unallowable costs? L3 O
Yes No  N/A

M - Indirect Cost.
— Is there a cost allocation plan in writing and is it representative of the ;es 0 %/l’_ﬂ

ailocation used?

M - Review the Agency’s cost allocation plan for reasonableness (i.e. are the indirect |

costs charged to the program representative of the program’s size as compared
to others operated by the agency?). Is it in compiiance with the Title 2 Code of
Federal Regulations, Subpart F, and Appendix IV to Part 2007

Additional Comments:

Yes

No

N/A

Bank T

Objective:

To ensure that the Agency has the appropriate cash flow to meet the needs of the program, that its
management keeps abreast of the Agency’s cash flow, and that it has taken steps to protect itself from

fraudufent activities.

M - Review bank statements to determine the cash flow position of the Agency.

. i N B I B B
- Do bank statements reflect returned checks due to insufficient funds? Yes No  N/A

I
~ Do bank statements reflect a positive balance at the end of the month? Yes  No lN 7 Ai
M - Are bank statements reconcited monthly? O ]
Yes No N/A
M - Are adjustments properly documented and explained? ] T 1 [
Yes No  N/A
M - Do the preparer and the immediate supervisor sign the reconciliation? | 1 ]
' Yes No  N/A
M - Are checks pre-numbered? 1 [ [
Yes No N/A

R - Do checks have an expiration date? To limit liability, it is recommended that [ 7] [ ] [
check be marked with an expiration date, for example “Void after 90 days.” Yes No N/A
{Some funders have guidelines and requirements as to what the vatid period of a
check may be.)

M - Does Agency have a policy for signing checks (i.e. checks in excess of x amount 1 [
require two signatures)? Yes No N/A
Nate Agency’s palicy:

R - Are blank checks and the specimen signature stamp stored securely (under lock ] 1
and key)? Yes No  N/A

R - Are voided checks mutifated in some manner (i.e. signature section removed, i
perforated)? Yes No  N/A

Additional Comments:

OCI Self-Assessment Questionnaire/ Desk Monitoring Review, Page 10 of 23
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| Journals & Ledgers l - : ' ]
Objective:
To ensure that the Agency has an accounting system that propetfly tracks all financial activities for the
program.
M - Does the Accounting System include these major components:
~ Cash Receipts Journal? (i.e. deposit log, receipts book)

2l

Cash Disbursements Journal? (i.e. check register)

2l

es
Accounts Payable?

Accounts Receivable?

General Ledger?

|
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M - Are entries to journals performed in a timely manner (approximately 30 days)?

i

@l
SR AL
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M - Are Receipts and Disbursements reconciled monthly with the General |edger?

M - Are adjustments properly documented and explained (journal entries)?

]
D
w0

Additional Comments:

Budget ‘ . P C S L . j
Objective:
To ensure that the Agency’s expenditures match those approved by the funder and that the budget
maiches the needs of the program.
M - Does the Agency maintain an agency-wide budget by funding source and

expenditure category? Yes No H??X
R — Does the Agency prepare a cash-flow analysis (expenditures vs. revenues) at ]

least quarterly? %es No N%A

M - Does the Agency prepare a Budget Variance Report or otherwise track ] ]
expenditures versus budgeted amounts on a regular (not more than quarterly) Yes RNo N'7A—|
basis?

M — Do expenditure rates follow those expected from the budget approved by the

|‘;es Eo R]%

funder?
If No, can the Agency explain variances or is there a plan of action to reailocate
resources? Yes No

Additional Comments:

| Accounts Payabie [ e e R T T %
Objective:
To ensure that payments are properly documented and that the Agency have procedures to protect jts
assets from unnecessary expenditures such as penalties and duplicate payments.
Select a random number of charges from the general ledger provided and test to

OCI Seff-Assessment Questionnaire/ Desk Monitoring Review, Page 11 of 23
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determine the following:

R - Are payments generated by an original invoice?

[

ot
93]
[*4]

M — Do invoices detail the number of units, description, unit cost, and total?

]

=]
m
1}

M — Is payment approved by authorized staff/management?

i

=
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M — Are invoices effectively cancelrled to avoid duplicate payments? (i.e. marked
“Paid”)

]

-
D
in

M — Do check and invoice amounts agree?

M — Are invoices paid in a timely manner? (i.e. within 30 days)

<]
]
0

M — Are cancelled or imaged checks (front and back) available?

M ~ For Tax-exempt Agencies ONLY,
Is the Agency paying Sales Taxes?
If YES, is the Agency filing for Sales Tax refunds from the State Department of
Revenue?

R

L1 L 8 ol
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Comments:

Petty Cash | B : I

Objective:
To ensure that cash expenditures are only used to meet small emergency needs and that the policies
governing the petly cash are designed to safeguard the assets of the program and the Agency,

M — Does the Agency use a petty cash fund for any program expenses? ;:I i;]:l @
8]

If No or N/A, skip this section.

If Yes, review petty cash policies and procedures for the following:

— 15 the petty cash fund balanced periodically? e

]l

— Is petty cash used ONLY for small purchases (less than $15)?

]
41}
[7;]

— Does Agency have a policy to perform “surprise” checks on the fund?

i

e

- Is there documentation that such policy is implemented?

]

<]
{D
[13]

- 1s the petty cash funding replenished ONLY by check?

-
m
L]

- Are the petty cash funds securely stored {under lock & key)?

]

-
]
n

- Are the expenses authorized and signed by a person other than the custodian
or person receiving money?

]

=]
(0]
0

- Is documentation available to back up the expenditures of the petty cash
funds?

]

i
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EENEN === E=TED

=]
0]
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Additional Comments:
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Documentation Protocols ]

Objective.
7o ensure that the Agency has policies in place to protect itself and its clients by
safeguarding its documentation and storing it as required by faw.

M — Does the Agency have a policy to maintain and store documentation as required
by law and the individual funders?
Note that each program, funder, and the IRS have different storage
requirements. In addition, fiscal documentation and client files may have
different storage requirements under the same contract. When documents fall in
more than one category, they must be stored for the longest period required.

M - Does the Agency have policies to safeguard client confidentiality?

N T I I B
Yes No N/A

M — Are hard copy files kept under lack and key?

Yes  No  N/A

Additional Comments:

Electronic Recordkeeping | =

M — Poes the Agency have Electronic Recordkeeping Pohues & Procedure57

M — Do Electronic Recordkeeping Policies & Procedures include a narrative of the
system, location and media in which electronic records are maintained and
retention requirements? (F.A.C. Rule 1B-26.003 — Electronic Recordkeeping)

M -~ Do the Agency’s electronic recardkeeping systems meet state requirements for
public access to records in accordance with F.5. 119 - Public Records and
501.171 — Security of Confidential Information?

(1 3 £
Yes No N/A

M — Does the Agency back-up electronic records on a regular and consistent basis in
accordance with F.A.C. Rule 1B-26.003 — Electronic Recordkeeping? Is it
documented?

L1071 [

Yes No  N/A

M — Are electronic records stored in accordance with F.A.C. Rule 1B-26.003 —
Electronic Recordkeeping? (i.e. away from magnetic fields, including generators,
elevators, transformers, loudspeakers, microphones, headphones, magnetic
cabinet latches and magnetized tools)

Yes No N/A

M — Are electronic records labelled in accordance with F.A.C., Rule 1B-26.003 —
Electronic Recordkeeping? (Should include at minimum: name of organizational
unit  responsible for the data, system title, special security

requirements/restrictions on access and software used at time of creation.) S S N I
Yes  No  N/A
M - Are the users of electronic recordkeeping systems sufficiently trained in the
operation, care, and handling of the equipment, software, and media used in the
system? N T N |
Yes  No N/A
M - Are the electronic records scheduled for destruction disposed of in a manner that
ensures any information that is confidential or exempt from disclosure, including
proprietary or security information cannot practicably be read or re-constructed? [ ] [ 1 [ 1

Yes  No N/A
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M — Are computerized records password protected? 1 ]

Yes No RN/A

Additional Comments:

Procurement |

Objective:

To ensure that materials and services purchased with grant funds are properly reviewed and approved
and are utifized by the program incurring the expense. In addition, practices such as using products with
recyaled materials support socially desirable causes.

M — Does the Agency have written procurement policies (may be part of the Fiscal or
Administrative Policy & Procedures manual), including emergency purchasing Yes k!o_[ kl??Y‘

procedures?
M — Do the policies require written quotes for purchases?
Please specify the qualifying characteristic that, according fo agency policies, Ees F N?%

triggers the need for written quotes (i.e. amount, type of equipment, sub-
contract, etc.):

M - Do purchase orders clearly identify the pregram/center for which the purchase is ] [
being made? Yes  No

R — Do purchases require the approval of management? ] F
Yes 0

M — For State Contracts ONLY:
— Per Chapter 946, Florida Statutes, the Prison Rehabilitative Industries and
Diversified Enterprises {(PRIDE) is considered as a source of goods.
— Where possible, products or materials with recycled content is used.

1]

- Small and Minority Businesses are utilized, when possible, as sources of
materials, equipment construction, and services per section 287.0945, Florida
Statutes.

EIEIEIR=1E]

D
%3]

CHEREY
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Additional Comments:

| In-Kind Contributions | o e e

Objective:

To identify the Agencys efforts in collaboration and ensuring that in-kind requirements for each funding
source are met and do not conflict with each other.

To ensure that in-kind contributions are utilized in accordance with the intention of the contributor,

M — Does the Agency receive in-kind contributions?
If No or N/A, skip this section. : %@J k!b_l N/A

If Yes, review far the following:

M — Does the Agency have procedures in place to record receipt of in-kind 1 [
contributions (materials, services or cash)? Yes HNo %77&

M - Are in-kind contributions properly allocated to the program for which they are ]
made? Yes

contributor?

P
No

M - Are in-kind contributions utilized in accordance with the intent of the %@I lpwl ]
|

M — Are contributions reasonably valued? l
0CI Self-Assessment Questionnaire/ Desk Monitoring Review, Page 14 of 23
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_ Yes  No N/A
M - Are in-kind contributions reported to funders appropriately and accurately?
Ve bl

M — Are the procedures utilized by the Agency sufficient to ensure that contributions .
are only reported once? Yes No  N/A

Additional Comments:

| Travel Expenses [ e T T
Objective:
To ensure that travel expenses are properly reviewed and approved and that reimbursement procedures
comply with best practices and single audit requirements. _
M - Does the Agency have policies and procedures in reference to staff travel?

eS

M - Does out-of-town travel require prior approval by appropriate management staff
and funding source? a

M — Are travel expense reimbursement requests properly documented with original
invoices, boarding passes, receipts, maps, and other documentation as
applicable?

M - Is the Agency using appropriate rates for items that have a fixed reimbursement
rate such as per diem or mileage rates?

M — Do forms used to claim local travel reimbursement provide at least the following:

Hjzhich
S 3L

o
n

]
el

-
- D
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- Odometer reading for trip starts and finish,
- Destination {including name and address)

— Purpose/Reason

- Statement sighed by employee that report is true and accurate

— Supervisor approval

]
RIS S0 A A A

M — Is the agency following the Department of Economic Opportunitiés (DEQ) State
Travel Manual dated 9/26/11?

Additional Comments:

el s a0 80
SICEEIEIE]
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Program Revenues i . cu 5 —'
Objective:

To ensure that revenues generated through the program are properly managed and re-invested in a
manner consistent with the intent of the funder.

M — Does this program generate revenues?
if No or N/A, skip this section. l‘?_les kj_lo kr[l\J
If Yes, review procedures to determine the following:
— Does the Agency have procedures for collection of such revenue (i.e. fees,
;es Eo g?%

interests)?
- Are revenues promptly deposited in the bank account of the program (within
48 hours)? Yes kio \Wlﬂ"

- Does the Agency prepare a periodic (monthly or quarterly) revenue flow
OCI Self-Assessment Questionnaire/ Desk Monitoring Review, Page 15 of 23
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report? Yes No  N/A
—  Are these revenues re-invested in program activities or otherwise expended
as allowed by the program funder? %es N_Io kmxj
R - Does the agency reconcile reimbursements received from funders against the
amounts billed? ' Yes !Tio_l \W?SJ

Additional Comments:

Froperty e

Objective:
To ensure that the Agency properly documents, tracks, and safequards the fixed assets purchased with
public funds.

Perform only if the Agency has been funded, in current ar prior funding cycles, for fixed assets such as
equipment, building, or building improvements. This test includes fixed price contracts where rates were
based on calculations that included capital expenditures.,

M — Does the fixed asset register include the following information and is signed and
dated by the preparer:
- Description of the equipment

]

=]
1]
23]

— Manufacturer’s serial number, model number, or other identification number

— Acquisition date and unit acquisition cost

— Funding source that holds the title

(D
5]

o] 4] a

- Location and condition of the equipment

3 |

- Custodian of the equipment

D
wn

- Disposition data, including date and method of disposal

M —Is a physical inventory taken and recorded on an annual basis?

]

e
o]
th

M — Are property records reconciled to the Generai Ledger at least once annually?

i

sl
1]
145]

M — Perform a physical inventory of a sample drawn from the fixed assets register.
Do they agree? Note any discrepancies.

3 |

M — Are fixed assets being used in accordance with funding intent?

]

-]
1]
w

M — Are fixed assets paid for by the funders paid in fulf and free from liens?

]

<
D
w

M - Do disposal procedures include prior approval from funder?

]

-~
D
w

o] o]
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M - Were fixed assets purchased within the contract period in which they were
anproved / funded?

i

"
(D
A

=
o

M - Does the agency have a written fixed assets policies and procedures?

Yes

=
O
=
S
I

Additional Comments:
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|

Property |

| Sub-Contractors |

Objective;

To ensure that payments made fo subcontractors and consultants are properly documented and
supported by properly executed contracts and/or agreements. To ensure that work performed by agents

outside the Agency meet the needs of the program and the intent of the funders.

Perform only if there are sub-contracts in place being paid with funding from the current contract year,
Note: Reviewer should differentiate between subcontracts for indirect and direct services (i.e. equipment

maintenance versus medical treatment) in reviewing the following:

M - Are sub-contracts allowed under this funding? Some funding sources do not
allow the use of sub-contracts to deliver direct services.

o

M - Was the sub-contract submitted to the funding source for approval prior to
entering into the contract if required?

M - Do authorized individuals from both the Agency and the sub-contractor sign the
sub-contract?

L el gl

]
D
&

M — Does the sub-contract include specific details regarding the scope of work and
the payment method?

3 |

R — Is the sub-contract subject to annual renewal?

M — Are sub-contractors required to carry liability insurance?

]

M- Does the sub-contract include language to allow the termination of the same
before its expiration? It should include, at a minimum, language that allows
termination due to lack of performance by the sub-contractor or due to funding
cuts or termination.

=N =TT
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M- Does the sub-contract contain all clauses and provisions required by the program
regarding record retention, privacy, access to records, and others? This test
applies mostly to sub-contracts for direct services to clients/customers.

Additicnal Comments:

i1
]
=]

Licenses & Accreditation . |

Objective:

To ensure that the Agency has received the appropriaté ficenses and such fo meet the needs of the

program and comply with local, state, and federal statutes.

M - Are occupational licenses current and apprapriate for the use?

N

Yes  No

M — Do inspection reports show any areas of concern or non-compliance?
If Yes, has the Agency taken steps to correct these areas?

If No, please elaborate:

]
] 7]

e5

2l

es

M - If the services offered require special operational licenses, are they current and
appropriate?

i

es

M - Required Licenses:
Expiration

Expiration

sUR] STE1ED

il

b
es %]%I
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Expiration

Expiration

v el fom
v el fa

Additionai Comments:

| Insurance

-]

Objective;

To ensure that the Agency has adequate insurance to cover ts risk exposure in a manner that ensures
continued operations regardiess of lawsuits or catastrophes.

M — Review the Agency’s Accord Form to determine which policies are in place. The Agency should have

the following:

— Commercial General Liability - Company Rating:
Expiration Date: Amount:

—  Property (only if capital equipment exists) - Company Rating:

Expiration Date: Amount:

- Worker's Compensation - Company Rating:

Expiration Date: Amount:

~  Automobife Liability - Company Rating:

Expiration Date: Amount:

—  Professional Liability Insurance - Company Rating:
Expiration Date: Amount:

— Director's & Officers - Company Rating:

Expiration Date: Amount:

- Fidelity Bond - Company Rating:

Expiration Date: Amount:

v b s
v o fm
v bl oAl
Ve be? bl

L1 1 ]
Yes No N/A
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Additional Comments:

| Credit Card Transactions

i

Objective:

To ensure that the policies governing the use of corporate credit cards are designed to safeguard the
assets of the program and the Agency and not used to circuvent normal purchasing policies,

Complete this section if corporate credit cards have been issued in the Agency’s name:

M — Does the Agency perform monthly account reconciliation for all credit card

accounts?

M — Are original receipts attached to the statement?

= w5l
= el

M — Review the number, size, and type of transactions. Are they reasonable and do

not circumvent normal purchasing policies and controls?

ey

M - Does the Agency have a written agreement with employees who are issued a

corporate credit card? If Yes, answer the following:

S1eL el

] gl
el

e
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| Credit Card Transactions |

- Does the agreement require the employee to submit original receipts for
expenses charged to the card?

- Does the agreement require that the employee return the card at the end of
employment or at any time prior to separation?

— boes the agreement include provisions to ensure that employees pay for
personal items or other non-allowable expenses charged to the credit card?

i

-
4%}
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M — Does the Agency maintain a list of who has been issued credit cards and their
corresponding credit card number?

0 &0 0 &

i
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M — Are corporate credit cards that are loaned to employees controlled through a log
or some other mechanism, indicating date loaned, person’s name, purchase
amount, and description, and date returned.

]
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M — Does the agency have written credit card policies and procedures governing the
credit cards? If applicable.

=< | =<
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Yes
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Additional Comments:
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Exhibit C

DECLARATIONS - TO BE COMPLETED BY ALL CONTRACTORS

Please provide a complete accounting of all transactions of business compieted during the past twelve
(12) months between your Agency and other entities or businesses owned or controlled by members
of the Board of Directors and / or senior management. Please provide copies of representative
invoices for these transactions and describe what steps were taken to ensure that the amounts paid
were reasonable and competitive.

Are there any Board Members employed by any business or entity that has conducted any financial
transactions with your Agency during the past twelve (12) months? If so, please provide an
accounting and copies of representative invoices for these transactions; also explain what steps were
taken to assure that the amounts paid were reasonable.

Please list all civil litigation pending against your Agency. If applicable, include a statement as to the
amount of each claim, and whether the potential loss would be covered by insurance.

Are any amounts or reports due to the Internal Revenue Service (IRS) and/or the State of Florida that
have not been paid or filed? Specify amounts, reports, and due dates.

Please list alf persons and their titles currently authorized to sign contraci(s) with CSSF on behalf of
your Agency.

Please list your independent auditor, contact person, office address, telephone, fax number, and e-
mail address.
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7. Has there been any change in structure / operations of your Agency over the past year? If yes,
please describe in detail.

8. Has there been staff turnover in key positions? If yes, what are the affected positions and reasons for
the turnover?

9. Has there been any client grievances / complaints filed against your Agency? If yes, what was the
nature of the grievances, dates, and other pertinent information? Explain in detail.

10. Do you operate satellite sites? If so, how many locations? Is the management of the sateliite offices
decentralized or centralized?
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Exhibit C

CERTIFICATION:

I hereby certify that the answers provided in this self-assessment document are true and
accurate to the best of my knowledge. I understand that falsification or misrepresentation of
any form on any question is considered a breach of contract, which may lead to the
immediate terminaticn of all contracts with CSSF.

Sighature — President/Executive Director Date

Print Name — President/Executive Director

Signature - Chairpersan of the Board Date

Print Name - Chairperson of the Board

Signature - Controller/Fiscal Director Date

Print Name - Controller/Fiscal Director

Revised date: 6/29/17
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ATTACHMENT A
LIST OF DOCUMENTS TO BE PROVIDED FOR ADMINISTRATIVE DESK REVIEW

1. Most recent independent audit and Management Letter, if applicable. If already submittéd to
CSSF, please provide date submitted

2. Most recent financial reports to management to include:
a. Current chart of accounts
b. Trial balance

Balance sheet

Income statement

Expenditure report

oo N

Budget variance report

Aging schedule of accounts receivable and payable

o

Agency-wide operating budget for Program year 18-19
i. Fixed assets trial balance.
j.  The most recent agency-wide general ledger and the two preceding months.
Minutes of the three (3) most recent board, finance committee, or any other committee meetings.

4. The two (2} mast recent Employer’s Quarterly Federal Tax Return submitted to the IRS (Form
941) and the Florida Department of Revenue Employer's Quarterly Report submitted to the State
of Florida (Form RT-6), as well as copies of supporting documentation evidencing the deposit of
payroll taxes and payment of Unemployment Compensation taxes.

5. A copy of check registers for each bank account for the most recent three (3) month period.

Complete copies of the bank statements and corresponding reconciliations for each account for
the most recent three {3) month period.

7. Complete copies of the corporate credit card statements for. each account for the most recent
three (3} month period, if applicable.

Payroll registers for the last two (2) pay periods.
Cost Aliocation Plan and Indirect Cost Rate Aareement, if applicable.

10. An employee roster that includes positions, titles, professional licenses / certifications, assigned
departments, and percentage allocated, if applicable.

11, A current roster listing the members of the Board of Directors, to include position, addresses,
telephone numbers, e-mail addresses, fax number, gender, race, ethnicity and term expiration,

12. Copies of any Subcontractor or Professional Agreements, whose costs have been charged in whole
or in part, directly or indirectly, to CSSF funds.

13. Copies of current leases.

14. If program income was earned, please provide the allocation of the revenue to program funds or
its disposition.

Note: If any item above is not applicable, please mark "N/A” next to the item and briefly explain why it is
not appiicable to the Agency.
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Exhibit F

DEFINITIONS

Administrative Cost: Costs that are associated with the overall management and administration of the program and are
not related to the provisions of services to participants.

Adult Basic Education: Adult Basic Education (ABE) programs serve individuals whose skills are less than ninth-
arade-level or who have limited English preficiency. ABE Programs offer heip with reading, writing, math, ESL. and
other skills that can be used in the workforce.

Adult Education: Services or instruction below post-secondary level for students who (a) have attained 16 years of age;
{b) are not enroiled or required to be enrolled in secondary school under State law; and (c) (1) lack sufficient mastery of
basic educational skills to enable the learners to function effectively in society; (2} do not have a secondary school
diploma or its recognized equivalent, and have not achieved an equivalent level of education; or (3) are unable to speak,
read, or write the English language.

Adult Mentoring: The process of matching an adult advisor with a youth participant in order to assist the youth in
successtully completing services for a minimum duration of twelve (12) months. The role of a mentor may also inciude
assisting the youth in transitioning imto employment with the ultimate aim of job retention. It is one of the fourteen
required youth program elements.

Advanced Training: An occupational skills employment/training program, not funded under Title I of the WIOA,
which does not duplicate training received under Title I. Includes only training outside of the One-Stop system (WIOA
and partners), i.e.. training following exit. .

Aging Out of Foster Care: Youth aging out of foster care are those individuals that at age 18, are no longer eligible for
adult supervised care.

Alien: A foreign-bom person who has not qualified as a citizen of the country. Aliens may be residents or non-residents
of the United States.

Allowable Costs: Those costs which are necessary, reasonable and allowable under applicable Federal, state and local
law for the proper administration and performance of the services to be provided under this Contract. The Contractor
payments or reimbursements under this Contract are for ailowable costs only.

Alternative Education: A student need based school or program that is an alternative to the school in which the student
would normatly attend.

Amendment: Sce Modification.

Applicant: Applicants are those persons seeking services under the youth program, who have filed a cotnpleted
application and for whom a formal eligibility determination was made, where applicable.

Apprenticeship Training: A forma!l process by which individuals learn their jobs through a combination of classroom
instruction and On-the-Job Training (OJT) from a skilled expert in their specific job.

Assessment: The process of evaluating a participant to determine basic academic skills, work and job readiness skills,
computer literacy, career interests and aptitudes, personal strengths and challenges and support service needs. Also, the
process of gathering, combining and evaluating a variety of informatior used to make a career or employment related
decision with a participant. The goal is to accurately evaluate the youth in order to develop an appropriate service
strategy to meet the individual needs.

Audit: A systematic review by a CPA or other duly certified and licensed individual or organization to determine and
report whether Contractor’s tinancial operations are being properly conducted, financial reports are being presented
fairly and applicable laws and regulations are being complied with.

Background Screening: Search of an individual’s criminal records. A background check may include the search of
driving records, former employer references, and character references. Background screenings shall comply with all
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Exhibit ¥

applicable federal, state and/or local laws, regulations and ordinances regarding background screening of employees,
volunteers and subcoentracted personnel,

Barriers to Employment: A physical condition or personal situation that make it hard to find or keep a job. Any
demonstrated characteristics of a youth that interferes with his'her ability to participate in the labor market arena or
prohibits their opportunities for employment and/or promotion.

Basie Skills: Essential academic and personal abilities that enable a person to succeed in school and the workplace,
Traditional referred to as basic education skiils - reading, writing, and arithmetic. In recent years, educators and
employers have expanded the definition to include a number of cognitive and interpersonal abilitics, including the
capability to think and solve problems, communicate information in oral. written, and electronic forms, work effectively
alone and in teams, and take personal responsibility for self-development. Individuals with the lowest skill levels for
services to adults (16 and over) with limited basic skills.

Basic Skills Deficient: An individual who computes or solves problems, reads, writes, or speaks English at or below the
eighth grade level or is unable to compute or solve problems, read, write, or speak English at a level necessary to
function on the job, in the individual’s family or in society. Also, an individual who has English reading, writing, or
computing skills at or below the 8" grade level on a generally accepted standardized test and is unable to compute or
solve problems, or read, write or speak English . at a level necessary to function, in the individual’s family, or in society.

Basic Skiils Goal: A goal that once attained will demonstrate a measurable increase in basic education skills that include
reading comprehension, math computation, writing, speaking, listening, problem solving, reasening, and the capacity to
use these skills, '

Below Grade Level: Educational attainment that is one or more grade levels or credits below the grade level appropriate
to the age of the individual.

Business Day: A regular workday, Monday through Friday, from 8:00 a.m. to 5:00 p.m. local time in Miami, Florida
other than Saturday, Sunday, or a holiday recognized by the SFWIB.

CareerSource centers: Florida's One-Stop centers. The comerstone of the workforce system, a center that delivers
unified training, education, and employment programs and services into a single, customer-friendly system within each
community.

Career Counseling: The process of increasing a youth’s awareness and understanding of the relationship between the
youth’s interests, aptitudes, current skill level and knowledge and the range and requirements of career options that are
available o the youth.

Career Exploration: Career exploration is designed to provide some in-depth exposure to career options. Activittes
may include identifying potential careers through the study of career opportunities in particular fields, job shadowing
and internships and other work experiences, career fairs, field trips to employer’s place of business and review of local
labor market information.

Career Exposure: Activities that provide actual work expertence connecting classroom leaming to work.

Career Ladder: A group of related jobs or occupations linked together by common or complementary skills that
provide workers with career advancement opportunities and employers with a pipeline of trainable employees,

Career Pathways: A combination of rigorous and high-quality education, training, aligns with the skill needs of
industries in the economy of the State or regional economy, counseling to support an individual in achieving the
individual's education and career goals, organizes education, training and other services to meet the particular needs of
an individual in a manner that accelerates the educational and career advancement of the individual to the extent
practicable, helps an individual enter or advance within a specific occupation or occupational. A clear sequence, or
pathway, of education coursework and/or training credentials aligned with employer-validated work readiness standards
and competencies that allow workers {o advance to increasingly higher levels of education and employment. Career
pathways provide a framework for weaving together basic and post-secondary education and workforce training,
inciuding adult educaticn, job-training, and college programs, that currently are separated into silos, and cornecting
those services to employers™ workforce needs.
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Exhibit F

Career Planner: One-on-one assistance and career counseling, Individual Employment Plans jointly developed by the
participant to identify job search goais and needed services. Merged core services and intensive services with no service
sequence 6 most effectively serve participanis o ensure access to necessary workforee innovation opportunity activities
and support and completion of the program. ,

Career Planning: Structured exercise undertaken to identify one’s objectives, marketable skills, strengths and
weakness.,

Certificate: A certificate is a document that is awarded in recognition of an individual’s attainment of measurable
technical or occupational skills necessary to gain employment or advance within an occupation. Certificates are awarded
a state educational agency or a state agency responsible for administering vocational and technical education within a
state, an institution of higher education described in section 102 of the Higher Education Act, a professional, industry or
employer organization using a valid and reliable assessment of an individual's knowledge, skills and abilities, a
registered apprenticeship program, Job Corps centers that issue certificates, a public regulatory agency, i.e., FAA
certification, state certified asbestos inspector.

Case Management: The provision of a client-oriented approach in the delivery of services, designed to prepare and
coordinate comprehensive educational and employment plens for participants to ensure access to necessary workforce
investment activities and support services and successful completion of the program.

Citizen, U.5.: All persons born in the United States, or whose parents are U.S. Citizens, or who have been naturalized by
the U.S. Governmens.

Classroom Training: Academic and/or occupational training conducted in an institutional setting,

Code of Federal Regulations (CFR): A codification of general and permanent ruies/regulations that have been
compifed by the Office of the Federal Register and is divided into fifty (50) titles, which cover broad areas subject to
Federal regulation.

Co-Enrollment: The state of being a participant in two or more programs at the same time period.
Collaboration: A mutually beneficial alliance of groups/agencies that come together to achieve common goals.

Community Based Organization (CBO): A non-profit organization that originates and is developed locally to serve the
needs of the community in which it is based. Services provided are varied and can include health, education, housing,
and employment training. A Community Based Organizations is representative of a community or a significant segment
of a community and that has dernonstrated expertise and effectiveness in the field of workforce investment.

Competency: A performance standard to be attained in a specific area. Each area has an established set of competencies
participants are to attain to meet the certification requirements for each activity in which they are enrolled.

Competency-Based Education: An outcomes-oriented approach in which student mastery of learning outcomes is
assessed and certified through observational methods, such as task performance, exams, demonstrations, or other direct
measures of proficiency. Credentials are awarded based on the mastery of specific competencies as demonstrated
through performance-based assessments.

Comprehensive Guidance and Counseling Services: Comprehensive Guidance and Counseling Services provide
individualized counseling to participants, which includes. substance and alcohol abuse counseling mental health
counseling and referral to partner programs, as appropriate,

Computer: An internally programmed, automatic device that performs data processing. Refers to the desktop and
laptop computers that mest people use. When referring to a desktop model, the term "computer” as used herein refers to
the motherboard, CPU, metmory (or RAM), hard drive, video card, monitor, keyboard, mouse, and all other componenis
attached and/or contained within the case.

Computing Devices: Machines used to acquire, store, analyze, process, and publish data and other information
electronically, including accessories {or “peripherals™ for printing, transmitting and receiving, or storing electronic
information (2 CFR Part 200.20).

Page 3 of 21 Youth Definitions
PY 2019-2020



Exhibit I

Contextualized Learning Strategies: Instruction that embeds traditional academic content (e.g., reading, writing,
mathematics) within a context that is meaningful to students’ daily lives and/or interests; real-world experiences are
integrated into the curriculum, and knowledge, skills, and abilities are developed in the context in which they will be
used.

Continuous Improvement: Commitment to improving performance using a team approach fo decision-making using
systematic collection and analysis of performance data.

Contract Management: Includes activities that provide reasonable assurance that the contractor complies with the
terms, conditions and other performance requirements of the contract; includes the monitoring and analysis of
information to determine if performance is consistent with the contract provisions.

Contractor: The organization that enters into a contract with the SEWIB,

Cost Allocation Plan: A pian that identifies and distributes the cost of services, departments and/or functions according
to benefits received. It is a means to substantiate and support how shared costs of a program are charged to a particular
cost category.

Cost Reimbursement Contract: This is an agreement format that provides for the reimbursement of all allowable costs
that have been identified and approved in the contract budget; confractors must maintain documentation sufficient to
support the costs. This contract provide for payment of aliowable incurred costs, to the extent prescribed in the contract,
These contracts establish an estimate of total cost for the purpose of obligating funds and establishing a ceiling that the
contractor may not exceed (except at its own risk) without the approval of the contracting officer,

Credential: A credential is defined as a nationally recognized degree or certificate or state/locally recognized degree or
certificate. Credentials include, but are not limited to a high school diploma, GED or other recognized equivalents, post-
secondary degrees/certificates, industry recognized skill certificates and leensure or other industry recognized
certificates. State recognized or regulated licenses or certificates shall also be included covering positions such as
nursing, cosmetology, teaching, police or corrections as well as a wide variety of other positions and skill sets.

Credential Attainment; The percentage of those participants enrolled in an education or training program (excluding
those in On-the-Job Training (OJT) and customized training) who attain a recognized postsecondary credential or a
secondary school diploma, or its recognized equivalent, during participation in or within one year after exit from the
program. A participant who has attained a secondary school diploma or its recognized equivalent is included in the
percentage of participants who have aitained a secondary school diploma or its recognized equivalent only if the
participant also is employed or is enrolled in an education or training program leading to a recognized postsecondary
credential within one year after exit from the program.

Credential Rate: The number of older youth who exit and are employed, enrolled in post-secondary education or
advanced training in the first quarter affer exit and received a credential by the end of the third quarter after exit divided
by the number of youth who exit during the same period. Credentials can be obtained while a persen is still participating
in services and up to a year following exit.

Customer Satisfaction: This measure is designed to assess the level of satisfaction experienced by customers who
participate in the SFWIB program.

Data: A representation of information. knowledge, facts, concepts, computer software, computer programs, or
instructions. Data may be jn any form, in storage media or stored in the memory of the computer or in transit or
presented on a display device.

Data Collection: The coilection and recording of imformation pertinent to the contract, including but not limited to
participant and employer demographics. services and outcome data information.

Data in Transit: Data being transferred via the following, but not limited to, networks (e.g. the Internet), mobiie
telephones, wireless microphones, wireless intercom systems, Bluetooth devices, etc.

Data Storage: The act of saving electronic, audio/visual, oral, and written information to an electronic or conventional
location for archival purposes.
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Drata Transmission: The act of sending electronic, audio/visual, oral, and written information to a specified location(s).

Date of Participation: Represents the first day, following a determination of eligibility, that the participant begins
receiving a service funded by the program.

Department of Children and Families (BCF): The Florida state agency that provides various social services to assist
groups including the following: Children, Adults, Retfugees, the Homeless, Disabled individuals, the Elderly and
Domestic Violence/Human Trafficking Victims.

Department of Economic Opportunity (DEO): The Flerida State agency that administers funds and programs from the
U. 8. Department of Labor and Health and Human Services,

Dependent: One who relies upon another person for support,

Diploma or Equivalent: Number of younger youth whe attained secondary schoo! diplema or equivalent by the end of
the first quarter after exit divided by the number of younger youth who exit during the same period (except for those still
remaining is secondary school at exit). Youth ages 14-18 Diplomas or Equivalent Attainment Rate — This measure
monitors the total number of participants who enter the WIOA youth program, receive services prior to the age of 19 and
obtain a diploma.

Disabled Youth: A youth who has a physical (motion, vision, hearing), emotional/behavior disorder (including
substance abuse) or mental (learning or developmental) impairment which substantially limits the youth’s major life
activities or has a record of such impairment, or is regarded as having such an impairment, but which does not resuit in
substantial impediment to empioyment. Or, the youth may have a disability, which is an impediment to employment.

Disabilities: The 1990 Americans with Disabilities Act defines individuals with disabilities as including any individual
who: {1) has a physical or mental impairment that substantially limits one or more of the mator life activities of that
individual; (2) has a record of an impairment described in paragraph (1); or (3) is regarded as having an impairment
described in paragraph (1). This definition includes any individual who has been evaluated under Part B of the
Individuals with Disabilities Education Act and determined to be an individual with a disability who is in need of special
education and related services; and any individual who is considered disabled under section 504 of the Rehabilitation
Act of 1973, At the secondary level, counts of disabled students are typically based on whether a student has an
Individualized Education Plan (IEP). At the postsecondary level, counts of disabled students are typicaily based on
student self-reports of disabling conditions.

Documentation: The physical evidence that is obtained during the verification process, including written confirmation
by an authorized agency or organization of one or more WIOA elipibility criteria, and which reflects the individual’s
status as of the date of registration for such eligibility criteria. Such evidence would be hard copies of documents,
completed telephone/documents inspection forms and signed seif-certification statement.

DUNS: “Data Universal Numbering System (DUNS) number”, means the 9-digit number assigned by Dun and
Bradstreet, Inc. (D&B) to identify unique business eutities, which is used as the identification number for Federal
Contractors.

Earning Gains: A performance measure that is used to monitor the average gain in eamings of WIOA youth
participants age 19-24 after entering employment. Of those older youth who are employed i the first quarter affer exit
and who are not enrolled in post-secondary education or advanced fraining in the third quarter after exit. Total post-
program carnings minus pre-program carings divided by the number of older youth who exit during the same period.

Economieally Disadvantaged: An individual who received an income, or is a member of family that received a total of
family income, that. in relation to family size, does not exceed the bigher of the paverty line: or seventy percent {70%)
of the lower living standard income level.

Educational Functioning Level: The six Adult Basic Education (ABE) and six English as a Second Language (ESL)
levels describe sets of skills and competencics that participants entering as that level demonstrate in the areas of reading,
writing, numeracy, speaking, listening, functional and workplace skills. Participants are placed in levels based on their
performance on standardized tests.
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Educational Gain: An increase in the educational functioning level of an individual as evidenced by the score attained
in a post-test as compared to the score attained in a pre-test administered at entry into the program,

Electronic Data Systems: See Information Technology Systems,

Eligible Provider: The term “eligible provider”, used with respect to: i} Training services, means an erganization, such
as a public or private college and university, or commurity-based organization whose application has been approved for
the State list of training services as identified under section 122 (2) (3) of the Act; 2) Intensive services, means a
provider who is identified or awarded a contract as described under section 134 (d) (3) (B) of the Act; 3) Youth
activities, means a provider who is awarded a grant or a contract under section 123 of the Act; or 4) Other workforce
investment activities, means a public or private entity selected to be responsible for such activities. such as a one-stop
operator designated or certified under section 121 (d) of the Act.

Lligible Training Provider List (ETPL): A state_:wide collection of providers that are approved to give services through
the One-Stop system. These lists contain consumer information, including cost and performance information for each of
the providers. so that participants can make informed choices on where to use their Individual Training Accounts.

Employment and Training Administration (ETA): Department of Labor (DOL)-Employment and Training
Administration, the part of DOL with direct responsibility for WIOA programs.

Eligibitity: The process used fo obtain information about an applicant’s eligibility status at the time of registration and to
identify and evaluate information, which are necessary for the participant’s eligibility determination for WIOA and/or
TANF scrvices. At the time of enrollment, a participant must be a legal U.S. resident, between the ages of 14 through 24.
If the participant is a male and 18 or older, he must also be registered with the Selective Service,

Emancipated Minor/Youth: A youth, age 16-17, whose parents have entirely surrendered the right to the care, custody
and earnings of such minor, no longer are under any duty to support or maintain such minor. and/or have made no
provision for the support of such minor.

Employ Miami-Dade (EMD)/Employ Monroe (EM): Formerly Employ Flotida (EF). EMD/EM is a powerful on-line
labor exchange tool which connects employers 1o jobseekers while providing access to workforce tools, resources and
tocal workforce experts. The site offers job listings posted by CareerSource centers or employment providers and also
uses “spidering” technology to capture openings from recruiting pages of company websites throughout the state.

Employability Skills: Also referred to as Job Readiness Skills, Soft Skills, or Work Readiness Skills; a set of skills and
behaviors that are necessary for any job such as, social competence, job seeking and interview skills, workplace norms,
contlict resolution, and communication skills, to name a few.

Employed at Participation: An individual employed at the date of participation is one whe: did any work at all as a
paid employee on the date participation occurs (except the individual is not considered employed if: a) he/she has
received a notice of termination of employment or the employer has issued a Worker Adjustment and Retraining
Notification (WARN) or other notice that the facility or enterprise wilt close, or by he/she is a transitioning service
member; did any work at all in his/her own business, prefession, ar farm; worked 15 hours or more as un unpaid worker
ir an enterprise operaied by a member of the family; or was not working, but has a job or business from which he/she
was temporarily absent because of illness, bad weather, vacation, labor-management dispute, or personal reasons,
regardiess of whether paid by the employer for time off., and regardless of whether secking another job.

Employed in Quarter after Exit: An individual is considered employed if Unemployment Insurance (U} wage records
for the quarter after exit show earnings greater than zero. Ul wage records will be the primary data source for tracking
employment in the quarter after exit. When supplemental data sources are used, individuals shouid be counted as
employed if, in the calendar quarter after exit, they did any work at all as a paid employee,

Enrollee/Eligible Youth: A youth who has been deemed eligible and is formally enrolled in the youth program. An
ndividual who is not less than age 14 and not more than age 24, low-income, with one or more of the foliowing
categories: deficient in basic literacy skills, a school dropout, homeless, a runaway, or a foster child, pregnant or a
parent and/or an offender.
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English Language Learner: An individual who has limited ability in reading, writing, speaking, or comprehending the
English language, and (1) whose native language is a language other than English; or (2) who lives in a family or
community environment where a language other than English is the dominant language (often capitalized as English
Language Learner or abbreviated to ELL).

Enroliment Date: The point at which the administrative registration process is completed and the first service
commences. The first service could be an individual assessment and the development of an individual service strategy.
The date on which an individual began to receive program services after initial screening for eligibitity and suitabiljty,

Entrepreneurial Skills Training: Entrepreneurial Skills Training provides the basics of starting and operating a smaif
business. This training helps youth develop the skills associated with entrepreneurship and the gig economy, such as the
ability to take initiative, creatively seek out and identify business opportunities, develop budgets and forecast resource
needs, understand various options for acquiring capital and the trade-offs associated with each option, and communicate
effectively and market oneself and one’s ideas.

Evaluation: A systematic and organized review of gathered documentation, details, evidence and other information to
determine the validity, accuracy, standing and merits and/or deficiencies of its content.

Exclusions: Participants who exit from services because they are incarcerated, institutionalized, deceased, or have a
family care/health/medical condition that prevents them f{rom participating in services, are relocated to a mandated
program; of are a reservist called to active duty should be exctuded from the pertormance measures for their appropriate
funding stream as well as the customer satisfaction surveys.

Exit: Determined as follows: a participant who has a date of case closure, completion or known exit from WIOA funded
or non-WIOA funded partner services within the quarter (hard exit) or a participant who does not receive any WIOA,
funded or nen-WIOA funded partners service for ninety days and is not scheduled for future services except follow-up
services (soft exit). The separation of a participant exiting the youth programs, which can either, be a positive or
negative exit, This individual is no longer receiving employment, training or services funded under WIQA.

Fxit Date: The last date of which WIOA funds or partner services are received by a participant, excluding follow-up
services. For so-called “soft exits”, date of exit is the last day of actual services and not the date of the end of the 90 day
period of inactivity.

Ixit Quarter: Represents the calendar quarter in which the date of exit is recorded for the participant. Quarter in which
the last date of service (except follow-up services) takes place.

Faith Based Organization (FBO): Organization whose founding, governance, or membership is derived from a
religious institution or religiousiy-affiliated entity,

Family: The term “family” means two or more persons related by blood, marriage, or decree of court, who are living in
a single residence, and are included in one or more of the following categories:

- A husband, wife and dependent children;
- A parent or guardian and dependent children;
- A husband and wife.

For purposes of this definition:

- A step-child or a step-parent is considered to be related by marriage;
- One or more persons not living in the single residence but whe are claimed as a dependent on the family's most
recent federal income tax return will be presumed to be, unless otherwise demonstrated, a member of the family.

Family Income: All income received by zll members of the family during the six-month period prior to
application/registration, annualized by multiplying the six-month income by two (6 month income x 2}, The composition
of the family is determined as of the date of the application/registration. Therefore, the income of prior family members
who may have comprised part of the family during the past six months, but are no longer members of the household (i.e.,
divorced, separated or deceased spouse, or other family member) would not be counted for income determination

Page 7 ot 21 Youth Delinitions
Y 2019-2020



Exhibit F

purposes. Only the income of members of the current family should be counted and applied against the current family
size.

Family of Oue: The following may be considered a family of one for the purpose of determining eligibility: An adult or
youth with a physical, mental, learning, or emotional/behavioral disability. (This includes substance abuse. The disability
must be documented if pertinent to eligibility).

- An individual 14 years of age or older not living with his/her family and receiving less than fifty percent (50%) of
his/her maintenance from the family.

- An individual 18 years of age or older living with his/her family who received less than fifty percent (50%) of his/her
maintenance frem the family and is not the principal earner nor the spouse of the prineipal.

Family Size: The maximum number of family members during the income determination period. For a separated or
divorced applicant, income shall be pro-rated depending on the length of time during the last six months the applicant
lived with the other wage earner. The “actual” family size is the actual number of members in the family without regard
to an eligibility test. The “eligible” family size refers to the number in the family for income eligibility purposes. For
instance, a disabled child living with his or her parents can be considered a “family of one” under current guidelines.

Financial Literacy: Supporting the ability of participants to create household decisions budgets initiate savings plans
and make informed financial about education, retirement, homeownership wealth building other savings goals.
Supporting the ability to manage spending, credit and debt, including credit card debt, effectively, increasing awareness
of the availability and significance of credit reports and credit scores in obtaining credit, inciuding determining their
accuracy (how to correct inaccuracies in the reports and scores) and their effect on credit terms supporting the ability to
understand, evaluate and compare financial products, services and opportunities and supporting activities that address
the particular financial literacy providing the support through the development, distribution of muitilingual financial
literacy and education material.

Five Percent (5%) Exception: Up to five percent (5%} of youth participants served by youth programs may be
individuals whe do not meet the income criterien for eligible youth provided that they are within one or more of the
following categories: school dropout, basic skills deficient, cne or more grade levels below the grade level appropriate
to the individual’s ages, pregnant or parenting, possess one or more disabilities, homeless, runaway, offender or face
serious barriers to employment as identified by the Local Board.

Follow-up Services: Follow-up services are provided to youth after program exit and support youth development,
retention and advancement in long-term employment and educational placements. Follow up services for youth may
include: leadership development and support service activities, regular contact with a youth participant’s employer,
assisiance in securing betier paying jobs, career development and further education, support groups, adult mentoring. and
tracking the progress of youth in employment after training. All youth must receive some form of follow up services for
a minirnum dusation of twelve (12) months after exit from the WIOA program.

Foster Care Youth: A youth 14-18 years of age on whose behalf state or local governmental payments are made. This
may include youth who have been made a ward of the state by a court, including those in the following categories:
youth state institutions, youth in community group homes, youth in foster homes and parolees,

GED (General Education Development): The term also refers to the General Education Development certificate
awarded by the state to persons who have passed a specific examination.

GED Preparation: A type of pre-placement activity intended to prepare an enrollee for passing the GED} examination.
This includes any preparation for high school graduation examinations. A minimum of five (3) hours per month is -
required in this activity in order to constitute participation.

Global Exclusion: A participant who is hard exited has a planned gap in service that will exceed ninety (90) days. This
individual is not considered an exiter and does not count in performance.

Graduate: A person who has successfully completed a course or level of study and been awarded a certificate, diploma
or degree.

Guardian: An adult with court ordered responsibility for another person.
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Hard Exit: Term used to refer to a customer that formally completes or withdraws from services.

High-Growth Industry/Occupation: An industry and/or occupation that meets one or moere of the following factors: 1)
it is projected to add substantial numbers of new jobs to the economy; 2) it is being transformed by technology and
innovation requiring new skiil sets for workers; 3) it is a new and emerging industry or occupation that is projected to
grow; or 4} it has a significant impact on the economy overal! or on the growih of other industries and occupations.

High Poverty Area (HPA): Under the Workforee Innovation and Opportunity Act (WIOA), a youth who lives in a High
Poveriy Area is automatically considered to be a low-income individual for the purpose of providing WIOA services. A
High Poverty Area is a Census tract, a set of contiguous Census tracts, Indian Reservation, tribal land, or Native Alaskan
Village or county that has a poverty rate of at least thirty perceat (30%) as set every five vears using American
Community Survey (ACS) five-Year data.

Hligh School: An acadentic program, operated by a state-approved entity, covering relevant course work for grades 9-12
or 10-12, as decided by the state or local school district.

High School Diplema or Equivalent: A GED or High School (H.5.) equivalency diploma recognized by the State.
Note: The date of attainment should be the date on the diploma or equivalency certificate. For the Younger Youth
Diploma Attainment Rate, this date must be no later than the end of the first quarter after exit.

High School Dropout: An individual who is no longer attending any school and who has not received a secondary
school diploma or its recognized equivalent. A youth’s dropout status is deterrnined at the time of application and
remains in effect throughout program participation.

High School Graduate: A youth who has received a high school diploma, but who has not attended any post-secondary
vocational, technical, or academic school.

Hispanic or Latino: A person of Mexican, Puerto Rican, Cuban. Central or South American, or other Spanish culture or
origin, regardless of race.

Homeless Individual or Homeless Children and Youths: An individual who meets any of the following criteria:
{A) Lacks a fixed regular and adequate nighttime residence; this includes a participant who:

Is sharing the housing of other persons due to loss of housing, economic hardship, or a similar reason;

Is living in a motel, hotel, trailer park, or campground due to a lack of alternative adequate accommodations:
Is living in an emergency or transitional shelter;

Is abandoned in a hospital; or

e. Is awaiting foster care placement;

oo

(B) Has a primary nighttime residence that is a public or private place not designed for or ordinarily used as a regular
sleeping accommodation for human beings, such as a car, park, abandoned building, bus or train station, airport, or
camping ground;

(C) Is a migratory child who in the preceding 36 months was required to move from one school district to another due to
changes in the parent’s or parent’s spouse’s seasonal employment in agriculture, dairy, or fishing work: or

(D} Is under 18 years of age and absents himself or herself from home or place of legal residence without the permission
of his or her family (i.e. runaway youth).

(Note- A participant imprisoned or detained under an Act of Congress or State law does not meet the definition.
Additionally, a participant who may be sleeping in a temporary accommodation while away from home should not, as a
result of that alone, be recorded as homeless).

Indirect Cost Proposal; Documentation prepared by an organization to substantiate its claim for the reimbursement of
indirect costs. This proposal provides the basis for the review and negotiation leading to the establishment of an
organization’s indirect cost rate.

Indirect Cost Rate: An indirect cost rate is a percentage {indirect cost pool/direct cost base) used to distribute indirect
costs to all cost centers benefiting from those costs.
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Im-kind Services: The value of services that are provided by the contactor at nio cost to the program.

In-School Youth: An enrollee who at the time of enroliment is attending a regular, juntor high or alternative high school
or who is attending post-secendary school such as junior or four year college, and is not basic skills deficient, Also
includes an enroilee who is not attending any school, and who has either graduated from high school or holds « GED and
is not basic skills deficient and not unemployed and not underemployed.

An individual who is (1) attending school (as defined by State law}, (2) not younger than age 14 or oider than age 21 at
time of enrollment, (3) low-income, (4) basic skills deficient, (5) an English language learner, (6) an offender, (7)
homeless as defined by the Violence Against Women of 1994 or a homeless child or youth (as defined in the Homeless
Assistance Act, (8) a runaway, (9} foster child or has aged out of the foster care system, (10) pregnant & parenting(11) a
youth who is disability, (12} an individual who requires additional assistance to complete an educational program or to
secure or hold employment.

in-School Youth Program: SFWIB's In-School Youth program is a comprehensive, year-round, multi-year academic and
career linkage program that fargets high school youth who are most at-risk of dropping out-of-school. In-School Youth are
defined as an eligible young person, ages 14-21, who has not received a high-school degree or its recognized equivalent
{(GED) and is attending high school or alternative school at the time of enroilment.

Incentives: Incentives can be cash or other items as approved by SFWIB that are usually awarded to youth for
successful completion of one or more components of the program.

Individual with a barrier to Employment: A member of 1 or more of the following populations: (A) Displaced
homemakers; {B) Low-income individuals; (C} Indians, Alaska Natives, and Native Hawaiians; as such terms are
defined in sectien 166: (D) Individuals with disabilities. including youth who are individuals with disabilities; (E) Older
Individuals; (F) Ex-offenders; (G) Homeless individuals {(as defined in section 41403(6) of the Violence Against Women
Act of 1994 (42 TL.5.C. 14043¢-2(6)), or homeless children and youths (as defined in section 725(2) of the McKinney-
Vento Homeless Assistance Act (42 U.S.C. 11434z (2)); (H) Youih who are in or have aged out of the foster care
system; (I) Individuals who are English language learners, who have low levels of literacy, and are facing substantial
cultural bamiers.; (J) Eligible migrant and seasonal farm workers, as defined in section 167(i); (K) Individuals within 2
vears of exhausting lifetime eligibifity under part A of title I'V of the Social Security Act (42 U.S.C. 601 et seq.); (L)
Single parents (including single pregnant women): (M) Long-term unemployed individuals; (N) Such other groups as the
Governor involved determines to have barriers to employment.

Individual Employment Plan (TEP}: The individual employment plan is an ongoing strategy jointly developed by the
pariicipant and the case manager that identifies the participant's employment goals, the appropriaie achievement
objectives, and the appropriate combination of services for the participant to achieve the employment goals.

Individual Training Accounts (ITA): An expenditure account established on behalf of an eligible participant in WIOA
Title 1B adult and dislocated worker programs to purchase training services from eligible providers they select in
consultation with the case manager, counselor or coordinator.

Individual Service Strategy (ISS): The tool used to document an enrollee’s service plan through histher program
participation. The 158 may be updated at any point during an enrollee’s participation in order to best serve an enrollee’s
reeds. The ISS should include benchmark(s), goal(s), activity description(s), and type(s) of pre-placement activity. For
example, an enrotlee’s benchmark could be that his/her reading proficiency is two grade levels below his/her current
grade in school. The goal is to increase reading proficiency by two grade levels; the activity description is to attend four
months of a reading class remediation.

Industry Focus Learning: Industry focus Iearning is designed to provide exciting learning environuments that will engage
vouth Interests and stimulate youth desires to pursue career possibilities in a specific industry. Industry focus provides
hands-on learning activities that immerse youth in learning by deing, through a curriculum that does not feel like traditional
classroom instriction. Industry focus learning should convey a sense of what it feels like to work in a specific industry.
Tndustry focus should expose the youth to facilities, equipment, technical environments, materials, products or creations that
they would not otherwise come in contact with in their everyday surroundings.

Industry Recognized Credentials: The term credential refers to certification of an individual’s attainment of
measurable technical or occupational skills necessary to obtain employment or advance within an occupation. Industry-

Page 10 of 21 Youth Definitions
PY 2019-2020



Exhibit F

recognized credentials are either developed or endorsed by a nationally-recognized industry association or organization
of are sought or accepted by employers within the industry sector for purposes of hiring or recruitment, The credential
must be awarded by a third party, such as an educational institution or a professional, industry, or employer organization.
Industry-recognized credentials demonstrate core competencies and meet industry standards for specific industry
occupations. Examples of industry-recognized credentials include: Associates and Bachelor’s degrees: Registered
Apprenticeship certificates; occupational licenses (typically, but not always, awarded by State government agencies);
industry-recognized or professional association certifications, also known as personnel certifications; and other
certificates of skills completion for specific skill sets or competencies within one or more industries or occupations. For
more information on credential, degrees, and certificate attainment. please refer to Training and Employment Guidance
Letter {TEGL) No. 15-10.

Industry Theme: Topics of study that incorporate industry- and/or occupation-specific core competencies and that
enhance a participant’s ability to enter a specific career or career pathway.

information Systems: Sec Information Technology Systems.

Iuformation Technology Systems: Computing devices, ancillary equipmert, software, firmware, and similar
procedures, services (including support services), and related resources (2 CFR Part 200.58).

Initial Assessment: To determine whether the program can benefit the individual (suitability) and identify activities and
services that would be appropriate, an assessment of the participant is necessary. Initial assessment is part of the overail
intake process and includes the initial determination of each participant’s employability, aptitudes, abilities and interests.
through interviews, testing and counseling.

Initial Unsubsidized Placement: The firs: unsubsidized employment opportunity entered into by an enroliee while
participating in the youth program. This placement must iast at least two weeks before it constitutes a placement. This
includes mifitary and qualified apprenticeship placements. Qualified apprenticeship programs are those approved and
recorded by the ETA/Bureau of Apprenticeship and Training or by a recognized State Apprenticeship Agency. Approval
is by certified registration or other appropriate written credential.

Institutionalized: Term used to refer to a participant that is residing in an institution or facility providing twenty-four
{24) hour support such as a prison or hospital and is expected to remain in that institution for at least ninety days.

Intake: The process of collecting basic information which is commonly collected by all program partners {e.g., name,
address, phone number, SSN) and all required activities up to the decision of eligibility or ineligibility for an individual
program,

Internship: A pre-placement activiey that consists of onsite work experience designed to improve an enrollee’s
occupational skiils and readiness for the world of work. A structured work-based leamning experience connected to a
participant’s area of career interest. [nternships involve youth in a one-on-one relationship with an employer that
provides hands-on learning in the area of the youth's career interest.

Job Corps: A 1.5, Department of Labor funded comprehensive educational and job training program for at-risk youth,
ages 16-24. The program provides disadvantaged youth with integrated academic, vocational and social skills training in
order to gain independence and receive quality long-term jobs of to further their education.

Job Placement: Services provided te assist a youth in obtaining a specific placement i unsubsidized employment.

Job Readiness Training: A pre-placement activity consisting of site-defined, structured classroom-based activities that
are designed to imprave an enrollee’s work readiness skills for those enrollees who are determined to be deficient in
work readiness skilis. A minimum of five (5) hours per month is required in this activity in order to constitute

participation.

Job Shadowing: A participant [ollows an employee for one or more days to learn about a particular occupation or
industry. Participants can explore a range of career objectives.

Labor Force Status: Denotes whether the youth is attached. or not attached. to the labor force,
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Labor Market Area: An economically integrated geographic area within which individuals can reside and find
employment within a reasonable distance or can readily change employment without changing their residence. Such an
area shall be identified in accordance with criteria used by the Bureau of Labor Statistics of the Department of Labor in
defining such areas or similar criteria established by a Governor.

Labor Market Information: Occupational supply and demand information identifying areas of growth or decline for
the labor market and the assessment of the effects of such growth or decline. The body of information that deals with the
functiening of labor markets and the determination of the demand for and supply of labor. It inciudes, but is limited to
such key facters as changes in the level and/or composition of economic activity, the population, employment and
unemployment, income, earnings, wage rates and fringe benefits.

Last Expected Service: Occurs when the participant completes the activities outlined in his or her individualized
service strategy or career plan and there are no additional services expected other than suppertive or follow-up services.
Last expected service may also occur in situations where the participant voluntarily or involuntarily discontinues his or
her participation in services outlined in the service plan.

Last Expected Service Date: This date is used to determine when a participant becomes a part of the sampling frame
for the customer satisfaction survey. In many instances, this date will be the same as the exit date, In situations where a
case was ended, reopened within ninety (90) days of the original closure date, and then ended again, the date used to
determine inclusion i the sampling frame is the initial last expected service date. This date is also the date that triggers
follow-up services as long as no additional services are provided (other than supportive or follow-up services) ninety
(90) days following this date.

Lawfully Admitted: The status of having been lawfully accorded the privilege of residing permanently in the United
States as an immigrant in accordance with the immigration laws, such status not having changed (USC §).

Leadership Development: A youth development activity, which encourages responsibility, decision-making,
employability, citizenship, like skills, community service and other positive social behaviors. One of the ten required
youth program elements. Leadership skills are those skills characteristic of productive workers and good citizens,

Legal Alien: A person who is a citizen of another country but who has permission from the government to live in the
United States. Not all legal aliens are authorized to work in the U.S,

Life Skills Training: A youth development activity designed to equip a youth with the skills to succeed in life. This may
include, but is not Hmited to, household management, personal finance and budgeting, parenting and pregnancy
prevention, cultural history and diversity, anger management and parenting training. Activities and training that assist
the youth to develop marketable work habits.

Limited English Proficiency (LEP): Inability of an applicant, whose native language is not English, to effectively
communicate in English, resulfing in a barrier to employment.

Literacy: An individual's ability to (1) read, write, and speak in English, and (2) compute and solve problems, at fevels
of proficiency necessary (at or above the 8th grade level as measured on a generaily accepted standardized test) to
function on the job, in the family, and in society.

Living in a High Poverty Area: People living in poverty tend to be clustered in certain regions, counties, and
neighborhoods rather than being spread evenly across the Nation. Research has shown that the poor living in areas where
poverty is prevalent face impediments beyend those of their individual circumstances. Concentrated poverty contributes
to poor housing and health conditions, higher crime and school dropout rates, as well as employment dislocations. As a
result, economic conditions in very poor areas can create limited opportunities for poor residents that become self-
perpetuating.

Living Wage: An carning level that supports self-sutficiency without reltance on public and private subsidies,

Low-income Individual: An individual that (A) receives, or is a member of a family that receives, cash payments under
a Federal, State, or local income based public assistance program; (B) received an income, or is @ member of a family
that received a total family income, for the 6-month period prior to application for the program that, in relation to family
size, does not exceed the higher of: (i} the poverty line, for an equivalent period; or (ii) Seventy percent (70%) of the

Page 12 ot 21 Youth Definitions
PY 2019-2020



Exhibit ¥

lower living standard income level, for an equivalent peried; (C) is a member of a household that receives food stamps;
(D) qualifies as a homeless individual; (E) 1s a foster child; or {F)} is an individual with a disability whose own income
meets the requirements of a program but who is a member of a family whose income does not meet such requirements.

An individual who (1) received, or is a member of a family that is receiving, or in the past 6 months has received,
assistance through the suppiemental nutrition assistance program (SNAP), (2) temporary assistance for needy family
program { TANFY), (3) supplemental security income pragram (SSI), (4) state or local income-based public assistance, (3)
is in & family that does not exceed the higher of the poverty line or seventy percent (70%) of the lover living standard
income level, (a homeless individual (as defined in section 41403 (6) of the Violence Against Women Act of, (6)), or a
homeless child or youth {as defined under section 725 (2) of the McKinney-Vento Homeless Assistance Act (7) receives
or is eligible to receive a free or reduced price lunch or (8) an individual with a disability whose own income mests the
income requirement of clause (ir), but who is a member of a family whose income does not meet this requirement.

Lower Living Standard Income Level (LLSIL): WIOA defines the LLSIL as "that income level (adjusted for
regional, metropolitan, urban, and rural differences and family size) determined annually by the Secretary of Labor
based on the most recent lower living family budget issued by the Secretary.”

Management Information System (MIS): Refers to a computer-based system designed to store, transmit, and process
client data to support the activities of the program and to provide managers with the tools for organizing, evaluating and
efficiently run the program (i.e. EMD, EM, OSST, WFMS, etc.).

Measureable Skills Gain: The percentage of program participants who, during a program year, are in an education or
training program that leads to a recognized postsecondary credential or employment and who are achieving measurable
skill gains, defined as documented academic, technical, occupational, or other forms of progress, towards such a
credential or employment.

Measurement Date: The date on which an enrollee is held to all of the applicable WIOA outcome measures. The
measurement date is determined by the earliest date on which an enrolice has: completed all of his/her pre- placement
activities as specified by their Individual Service Strategy (ISS); been placed; or has not participated in any youth
development activities for three consecutive months. At such a point, an enrollee is held to all of the applicable WIOA
oufcome measures.

Median: The number that is in the middle of the series of numbers, so that there us the same quantity of numbers above
the median as there are below the median,

Median Earnings Indicator-2"! Quarter After Exit Quarter: The median earnings of program participants who are in
unsubsidized employment during the second quarter after exit from the program, as established through direct Ul wage
record match, Federal or military employment records, or supplemental wage information.

Mentor: A caring adult who is matched with a student, who meets with the student once a week to assist with
academics, provide college and career guidance and strengthen the student’s social skills. Mentors provide students with
valuable guidance, motivation and life lessons.

Mentoring: Serving as a model for others who are inexperienced; inciudes both the physical modeling of a task or
behavior as well as the mental {thinking) steps required to effectively perform the task or behavior. Includes one-on-one,
group, and/or service-based mentoring in which program participants are matched with adult mentors in the selected
high-growth industry(ies) or occupation(s). Mentors should have frequent contact with program participants over a
prolonged period of at least one year and should provide guidance in navigating their identified career pathway.

Migrant or Seasonal Farm Worker (MSFW): A migrant farm worker, a migrant processing worker, or a seasonal
worker,

Military Selective Service Act: A federal law, which required that all males born on or after January 1, 1960 register
with the Selective Service System on their 18th birthday.

Minimum Wage: The lowest wage set by Congress or a state, whichever is higher, which an employer may pay
employees. Certain occupations are except from the minimum wage laws including farm workers, restaurant wait staf?,
and babysitters.
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Modification: A {etter or formal modification/amendment executed by both Parties, which provides for a change to the
terms and conditions of this Contract or to the services to be provided under this Contract,

Menitoring: The process of observing andior reviewing performance may include on-site observation, review of
paperwork and files, interviews with staff or customers, telephone conversations and formal evaluation of compliance
clements. A basic review of contracts to determine whether or not services were in fact provided in accordance with the
defined Statement of Work and Contract terms and conditions,

Native Hawaiian or Other Pacific Islander: A person having origins in any of the original peoples of Hawaii, Guam,
Samoa, or other Pacific Island.

Nepotism: When a person employs or appoints a family member.

Net Wages: Earnings received by an individual after taxes, social security and other deductions are taken out of their
paychecks,

Nontraditional Employment: Refers to occupations or ficlds of work for which individuals from one gender comprise
less than twenty-five percent (25%}) of the individuals employed in each such occupation or field of work.

Not Employed at Participation: A youth is considered not employed at the date of participation when he/she (a) did no
work at all a3 a paid employee on the date participation oceurs, (b) has received a notice of termination of employment.

Occupational Skills: Primary occupational skills encompass the proficiency to perform actual tasks and technical
functions required by certain occupational figlds at entry, intermediate or advanced levels. Secondary occupational skills
entail familiarity with and use of set-up procedures, safety measures, work-related terminology, record keeping and
pager work formats, tools, equipment and materials, and breakdown and clean-up routines.

Occupational Skills Goal: A measurable increase in primary occupational skills that encompass the proficiency to
perform actual tasks and technical functions required by certain eccupational fields at entry, intermediate or advanced
levels.

Occupational Skills Training: To count as a placement for the Youth Common Measures. advanced and occupational
skills training constitutes organized programs of study that provide specific vocational skills that lead to proficiency in
performing actual tasks and technical functions required by certain occupational fields at entry, intermediate, or
advanced leveis. Such training should: (1} be outcome-oriented and focused on a long-term goal as specified in the
Individual Service Strategy, (2) be long-term in nature and comnence upon program exit rather than being short-term
training that is part of services received and (3) result in attainment of a certificate.

Offender: An individual who is or has been subject to any stage of the criminal justice process for whom services may
be beneficial or whe requires assistance in overcoming barriers to employment resulting from a record of arrest or
conviction.

On-the-Job Training (OJT): Paid full-time employment in which the employer provides training to a participant in
order for the participants to learmn the skills necessary to perform the job,

One-Stop Service Tracking (OSST): The One-Stop Serviee Tracking system (OSST) is the case tracking system for
the CAP and SNAP programs to track case management activities and to provide data for state and federal level
reporting.

Out-of-School Youth: A youth who at the time of enrollment is not younger that the age of 16 or clder than the age of
24, who is within the age of compulsory school attendance, but has not attended school for at least the mest recent
complete school year calendar quarter, attending post-secondary school and is basic siills deficient, an English language
learner or who is not attending secondary or post-secondary school and has no diploma, who is a school dropout, or has a
diploma and is basic skills deficient, unemployed or underemployed, or an individual who is subject ta the juvenile or
system. Alternative school youth are not considered Qut-of-School Youth.

Outreach: An effort by program staff to encourage individuals in the service delivery area to use the program services.
Outreach efforts also involve the coilection. publication and dissemination of information on program services available
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in the community system to assure universal access to core services including eligibility information for services beyond
core services.

Participant: An individual who has registered and been determined eligible for participation upon intake and who is
receiving services under an authorized WIOA youth program, {i.e., employment, fraining, or other services provided
under WIOA (including follow-up services)).

Participant File: A file containing the application, enrollment, status changes and termination forms, documentation of
eligibility, individual service strategy and progress/case/counseling notes on a participant and any other documentation
required,

Participation: When an enrollee takes part in any one of the youth development activities and meets the minimum level
of participation in a given month.

PELL Grané: Popular name for the federal PELL Grant program whose primary objective is to provide funding to
financially needy postsecondary and undergraduate students (and post-secondary students who have demonstrated a
financial need) in order to meet educational expenses.

Performance-Based Contracting: A method of contracting in which successful completion of certain benchmarks by
the enrolled population obligates the ewarding agency to make certain predetermined paytments.

Performance Improvement Plan (PIP): A plan to improve performance set forth by South Florida Workforce
Investment Board (SFWIB}) that will remain until the deficiency(s) is/are corrected.

Post-Secondary Education: A program at an accredited degree granting institution that leads to an AA, AS, BA, BS.
Programs offered by degree granting institutions that do not lead to an academic degree (e.g., certificate programs) do
not count as a placement in post-secendary education, but may count as a placement in “advanced training/occupational
skills training.”

Post-Secondary Transcript/Report Card: A transcript or a report card demonstrating the following based upon
enrotiment status: Full Time Student-completion of a minimum of twelve (12) hours for one (1) semester, Part Time
Student-completion of a minimum of twelve (12) credit hours over the course of two {2) consecutive semesters during a
program year.

Post Test: A test administered to a participant at regular intervals during the program.

Potential Drop-Out: A potential drop is an individual aged 14-21 who is enroiled in a secondary school or other
educational program and who, for one or more of the reasons list is in danger of dropping cut-of-school: poor attendance
record, one grade level below, academic difficullies, pregnant, parenting teen, chemical dependency, juvenile offender,
homeless, youth with a disability and/or limited English proficient.

Poverty Level: The level of income established by the Department of Health and Human Services at which a person or
family is living in poverty.

Pre-enrolment Assessment: A process to determine the employability and training needs of participants before
etirolling them into the program. Individual factors considered during pre-enrollment assessment inciude: a Judgment of
vocational interests, abilities, previous education and work experience, income requirements, and personal
circumstances. '

Pre-Employment Skills: A progression of instructional modules in which youth master and demonstrate proficiency in
areas such as: interview skiils. resume writing, work place readiness skills, and workplace standards.

Pregnant or Parenting Youth: An individual who is under 25 years of age and who is pregnant, or a youth female or
male who is providing custodial care for one or more dependents under age 18.

Pregnant Youth: A female youth age 14-24 whe is carrying an unborn fetus.
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Pre-Test: A fest used to assess a participants a participant’s basic literacy skills, which is administered to a participant
up to six (6) months prior to the date of participation, it such pre-test scores are available, or within sixty (60) days
following the date of participation.

Project Based Learning: Learning experience that engages youth in complex, real world grojects through which the
youth develop and apply skills and knowtedge, which takes effort and persistence over time, the result of this experience
is a product that matters to the youth and is usually seen by the public. Development of a project that is youth driven and
includes career related |earning, appropriate workplace behaviors, decision making and problem solving techniques,
effective teamwork and the application of academic learning to real world settings.

Program: Activities and services to be provided by the Contractor under and pursuant to this Contract.

Program Cost: The Contractor’s cost to deliver the contracted services excluding administrative costs. Costs associated
with the management of the program funded by this Contract that directly and immediately benefit program customers
and are necessary for effective delivery of services.

Program Design and Service Delivery: Describes the work to be performed by ali Contractor’s under the terms and
conditions of this Contract.

Program Elements: are high quality services for in-school and out-of-school youth beginning with career exploration
and guidance, continued support for educational attainment, opportunities for skills training, and culminating with a
good job aleng a career pathway or enrollment in post-secondary education.

Program Income: Interest earned on any advances under this Contract, income generated as a result of use or fees
charged for the rental of real or personal property, fees for services performed, conferences, the sale of commeodities or
iterns developed with contract funds, or from the participants activities under the contract except for QJT, or revenue in
excess of costs earned by organizations other than commercial organizations,

Program Year (PY): The pericd between July 1 of a calendar year and June 30 of the following calendar year.

Public Assistance: Financial cash payments made by federal. state or local program to individuals who meet specific
income criteria.

Quarter: A czlendar quarter is a three-month period within a calendar year. The first quarter is from the first day of
January through the last day of March; the second quarter is from the first day of April through the last day of June; the
third quarter is from the first day of July through the last day of Septemnber: and the fourth quarter is from the first day of
Qciober through the last day of December.

Reactivation: Moving an enrollee from inactive status fo active status. An enrollee is reactivated when their health or
medical condition no longer prevents participation in the program, or when they have not participated for twelve (12)
months, but begin participating again. An enrollee who has not vet been placed who is inactivated upon ieaving the
target area may be reactivated upon returning to the target area.

Reading/Math Remediation: A pre-placement activity consisting of classroom instruction designed to improve an
enrollee’s reading and/or math skills for those enrollees who are determined to be basic literacy skills deficient. Basic
education skills include reading comprehension, math computation, writing, speaking, listening, problem solving,
reasoning, and the capacity to use these skills. A minimum of five hours per month is required in this activity in order to
constitute participation.

Reasonable Costs: A cost may be considered reasonable if the nature of the goods or services acquired or applied, and
the amount involved therefore, reflects the action that a prudent person would have taken under the circumstances
prevailing at the time the decision to incur the cost was made.

Recruitment: The point, at which a provider has met with a potential enrollee, informed them of the youth program,
invited them to participaie in the program, and has established eligibility of such individual for the program.

Referral: To direct an individual or program participant to another contractor, community based organization or agency
or other community resources to receive services, information or assistance.
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Registered Apprenticeship: A unigue, flexible training system that combines job-related technical instruction with
structured on-the-job learning experiences. Upon completion of a Registered Apprenticeship program, participants
receive an industry-issued, nationally-recognized, portable credential that certifies occupational proficiency. Registered
Apprenticeship requires a written plan designed to move an apprentice [rom a low- or no-skill entry-level position to full
occupational proficiency. Registered Apprenticeship programs must meet parameters established under the National
Apprenticeship Act.

Registration: Registration is the process of collecting information to support a determination of eligibility. Eligibility
data must be collected on individuals during the registration process. At the point of registratior, participants are
counted for performance measurement purposes. All youth participants must be registered.

Re-employment Assistance (formerly Unermployment Compensation) Insurance (RAl): RAI is a federal-state
program jointly financed through federal and state employer payroll taxes (federal/state RAI taxes).

Replacement: An unsubsidized job placement entered into by an enrollee after leaving or losing a prior unsubsidized
job placement.

Residence; A person’s primary or permanent dwelling or home. If a person is institutionalized or incarcerated, their
place of institutionalization or incarceration is their primary residence.

Runaway Youth: A runaway youth is an individual 21 years of age or less who has absented themselves from home or
piace of legal residence without the permission of parent(s) or legal guardians.

School-Based Learning: School wide classroom instruction based on high academic and business defined occupational
skiil standards.

School Dropout: An individual who is no lenger attending any school and who has not received a secondary school
diploma or it recognized equivalent. Youth enrolled in alternative schools are not school dropouts.

Secondary Transcript/Report Card: For each school year, a transcript or a report card of a consumer in HS or a GED
program demonstrating that they achieved a D~ or above for all classes taken and are in good academic standing. The
report card must not indicate the participant dropped out-of-school, was removed from the institution, or any other
conditions that indicate removal on academic or conduct grounds.

Sector-Based Strategies: High growth, high wage industries that take a comprehensive, broad-based approach to
identifying and addressing skills needs across key industries within a region rather than focusing on the workforce needs
of individual employers on a case-by-case basis. Often result in the formation of industry partnerships, which are
employer-led partnerships with support from workforce development, economic development, and education partners.

Selective Service: All males who are af least 18 years of age and who are not in the armed services on active duty must
be registered for the selective service. A youth who becomes 18 years of age while participating in a WIOA youth
program must register within thirty days of his 18" birthday.

Service Learning/Community Service Learning: A teaching and learning strategy that actively engages participants in
meaningful and personally relevant service activities that simultaneously teach civic responsibility and strengthen
communities. Learning activities incorporate participant reflection and are designed to develop work readiness skills and
positive behaviors, such as leadership, time management, teamwork, and respect for authority and fellow participants.

Skills Progression; Successful passage of an exam required for a particular occupation or progress in attaining trade-
related benchmarks. Examples include Pass Career Readiness Certificate (CRC) or National Counselor Examination
(NCE) exams, obtaining Commercial Driver’s License (CDL.), and passing a welding certification exam .

Small Learning Community: Smailer. autonomous groups of students and teachers in a more personalized learning
environment that can better meet the needs of students. Generally, the same teachers and siudent remain together from
grade to grade. Teachers in these units usually have common planning time to allow them to develop interdisciplinary
projects and keep up with the progress of their shared students.

Page L7 of 21 Youth Definitions
PY 2019-2020



Exhibit F

Soft Exit: Participant does not receive a WIOA funded or partner service for ninety days and is not scheduled for
services other than follow-up.

Soft Skills: Also referred to as Employability Skills, Job Readiness Skills, or Work Readiness Skills; a set of skills and
benhaviors that are necessary for any job such as, social competence, job seeking and interview skills, workplace norms,
conflict resalutien, and communication skills, to name a few. Workplace standards of behavior needed to interact and
cooperate effectively with co-workers and the general public.

Source Decumentation: Hard copy documentation, which proves a youth eligibility requirements.

Secial Security Disability Insurance (SSDI): Pays benefits to individuals that have worked in the past, paid Social
Security taxes, and are currently unable to work for a year or more because of a disability. SSDI is considered income
replacement,

South Florida Workforee Investment Board (SFWIB): Chartered by the State of Florida. is one of 24 regional
Workforce Boards in Florida. It is the regional workforce development board representing Miami-Dade and Monroe
counties. Workforce Florida, Inc., and the Agency for Workforce Innovation (AWI) oversee all regional workforce
boards in Florida.

Statement of Work (SOW): Describes the work to be performed by the Contractor under the terms and conditions of
this Contract.

Storage Device: A computer storage device is any type of device or hardware that is capable of storing data and
inciudes, but is not limited to laptops, hard drives. external hard drives that connect via Firewire and USB, disks, Flash
memory devices, such as USB keychain drives or iPod nanos, MP3 players, digital cameras, compact flash and SD
cards. tape drives, personal digital assistants (PDA’s), smart phones, etc.

Summer Work—Activities: which serves to provide useful work experience, employability skills training and academic
enrichment activities such as projects and industry focus centers during the summer months, to assist youth to enhance
their long-term employability potential.

Support Services: Services necessary to enable an mdividual to participate in a WIOA program, but who cannot afford
to pay for such services. Such services may include transportation. childcare, dependent care and other reasonabie
expenses required for participation in youth programs. In addition, the following support services may be included for
youth: finkages to community services, counseling on a variety of personal, financial or legal problems occurring during
participation, assistance with transportation, assistance with child care, referrals to medical services. assistance with
housing, assistance with uniforms or other appropriate work attire, work related tool costs, including such items as eye
glasses and protective eye gear. Support services are offered to WIOA/TANF eligible participants depending on funding
availability.

TABE: The Test for Adult Basic Fducation, or TABE is the authorized testing instrument used to assess youth: Out-of-
Scheol Youth are assessed for literacy/numeracy educational fimetioning levels and In-School Youth are assessed for
basic skills deficiencies.

TANF-Temporary Assistance for Needy Families: Primary federal cash-assistance program for qualified families with
children. A TANF recipient is in receipt of income or money payments pursuant to a state plan approved under the
Soctal Security Act.

Targeted Populations: Targeted youth populations includes, but are not limited to: youth aging out of the foster care
system. foster care youth, youth offenders, youth with disabilities, parenting youth. dropouts, migrant youth,
emancipated youth, In-School and Qut-of-School Youth and etc.

Teen Parent: A male or female, age 14-20, who is legal parent of a child or an unborn fetus.

Title I Youth Education and Employment Rate-2"' Quarter After Exit Quarter: The percentage of youth
participants in education or training activities, or in unsubsidized employment during the second quarter after exit.
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Title I Youth Eduacation and Employmeni Rate-4™ Quarter After Exit Quarter: The percentage of yourh
Participants in education or training activities, or in unsubsidized employment during the fourth quarter after exit.

Training Milestone: Satisfactory or better progress towards skill advancement while participating in an OJT, Registered
Apprenticeship program or Business Enterprise program.,

Training Services: Services include WIOA funded and non-WIOA funded partner-training services. These services
include: cccupational skills training, training for nontraditional employment, on the job training, programs that combine
workplace ftraining with related instructions, which may include cooperative education programs, training programs
operated by the private sector, skill upgrading and retraining, entrepreneurial training, fob readiness training, education
and literacy activities in combination with other training, and customized training conducted with a commitment by an
employer or group of employers to employ an individual upon successful completion of the training.

Underemployed: An individual who is working part-time but desires full time employment or who is working in
employment not commensurate with the individual’s demonstrated level of educational attainment.

Unemployed: An ndividual who is without a job and who wants and is available for work. The determination of
whether an individual is without a job shall be made in accordance with the criteria used by the Bureau of Labor
Statistics (BLS) of the Department of Labor in defining individuals as unemployed.

Unemployment Insurance (Ul): Currently known as Re-cmployment Assistance Insurance (RAI).

Unsubsidized Employment: Full or part-time employment in which wages are paid to a participant that is not
financially supported by Federal, State or local funding sources.

Vendor: An entity responsible for providing generally required goods or services to be used in the WIOA program.
These goods or services may be for the recipient’s or sub-recipient’s (i.e., service providers) own use or for the use of
participants in the prograim.

Verification of a Placement: Placements occurring after enrollment in the program are counted and reported once they
are verified, rather than once they occur.

Veteran (WIOA Law Section 101 (49}(A)): An individual who served in the active military. naval, or air service, and
who was discharged or released from such service under conditions other than dishonorable.

Veteran (Recently separated) (WIOA Law Section 101 (49)(B)): Any veteran who applies for participation under
this title within 48 mounths after the discharge or release from active military, naval, or air service.

Vocational Exploratien Training: A process to find out, by testing or counseling, what job occupations will best fit a
customer’s abilities and needs.

VYocational/Technical Training: A long-term occupational training consisting of specific ciassroom and work-based
study in a specific occupation lead to a degree or certificate.

Wages: Earnings paid to an individual by an employer for services performed,

Wagner-Peyser- Employment Service programs: Employment Service basic labor exchange and other services
funding source. Employmenti Services are provided in the Florida Workforce Centers focated across the Region.

Welfare Recipieni: An adult or youth listed on a weifare grant who (or whose family) receives cash payments under
TANF. General Assistance, or the Refugee Assistance Act of 1980 at the time of eligibility determination,

Work-Based Learming: Educational training that combines rigorous academic preparation with hands-on career
development experiences to conrect classroom instruction to the world of work and future career opportunities.

Work-Based Training: Activities offered which are designed to enable youth to gain exposure to the working world.
Short-term learning opportunities that take piace at a worksite and provide experiences and activities for youth to
understand the relevance of what {s learned in the classroom and connect it to what it takes to be successful in the
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workpiace. Activities can take place at private, for-profit, non-profit or public sector. Activities can be paid or non-
paid.  Activities must be relevant to the youth’s individuaiized service strategy plan and include but not limited to:
career expleration, work experience, structured training and mentoring at job sites, internships, job shadowing, and
project based leaming. .

Work Experience Activity: Work experience is a planned, structured, learning experience that takes place in a work
place for a limited period of time and it may be paid or unpaid, in the private for profit sector, non-profit sector or the
public sector. Work experience is designed to enable a youth to gain exposure to the working world. Tt is one of the ten
required youth program elements.

Workforce Innovation and Opportunity Act (WIOA): Legistation that laid the framework for delivery of workforce
services at the state and Jocal level to jobseckers who need the services. WIOA is designed to heip jobseekers access
employment, education, training, and support services to succeed in the labor market and to match employers with the
skilled workers they need to compete in the global economy. These core programs are included in WIQA:

« Employment and Training Programs (Title I):

» Disadvantaged Youth Services

» Economically Disadvantaged Adult Services

+ Dislocated Worker Programs

» Re-employment Services under Wagner-Peyser

+ Disabled persons employment support through Vocational
» Rehabilitation Services

Work Maturity Skills: Skills required meeting employer expectations for dependability and productivity and ete. to
enable youth to retain their jobs.

Work Readiness Skiils: Also referred to as Employability Skills, Job Readiness Skilis, or Soft Skills; a set of skills and
behaviors that are necessary for any job such as. social competence, job seeking an interview skills, workplace norms,
conflict resolution, and communication skilis. to name a few.

Work Readiness Skills Goal: A measurable increase in work readiness skills including world of work awareness, labor
market knowiedge, occupational information, career planning and decisicn-making, and job search techniques (resumes,
mterviews, job applications and follow up letters). They also encompass survival/daily-living skills such as renting an
apartment, opening a bank account and using public transportation. They also include: positive work habits, appearance,
attitudes, working well with others, following instructions and completing a job task, accepting constructive criticism,
showing initiative and reliability and assuming the responsibilities involved in maintaining a job. This component aiso
entails developing motivation and adaptability, abtaining etfective coping and problem-solving skills, and acquiring an
improved self-image.

Workforce Management System (WFMS) (formerly SAMS): The system for tracking participant’s training related
information. i.e., expenditures and performance data and that enables career advisors to create, modify and track budget

accounts and expenditures for participants receiving support services.

Wrap-Around Support Services: Services that are designed to address needs and ensure participant success. Services
may inciude, but are not limited to, childcare, transportation, tools, or work clothes.

Young Adult: An individual between the ages of 18 through 24.

Youth: An individual between 14 and 24 vears of age, inclusive. Younger youth are between 14 and 18 years of age and
Older Youth are between 19 and 24 vears of age.

Youth (Older): A participant who is age 19-24 at registration and meets all other WIOA youth program eligibility
requirements.

Youth (Younger): A participant who is between [4-18 years of age at time of registration and meets all other youth
program eligibility requirements.
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Youth Activity: To help low-income youth, between the ages of 14 and 24, acquire the educational and occupational
skills, training, and support needed to achieve academic and employment success and successfully transition into careers
and productive adulthood.

Youth Attainment Measure: The purpose of this measure is to aﬁaiyze goal attainment rates of all in-school and any
out-of-school youth whe are assessed to be in need of basic skills, work readiness skills, or occupational skills. The goal
attainment date must be within one year of the goal set date.

Youth Develepment: A process which prepares young people to meet the challenges of adolescence and adulthood
through a coordinated, progressive series of activities and experiences which help them to become socially, morally,

emotionally, physically and cognitivety competent.

Youth Summer Employment Opportunity: A summer worksite learning experience, which provides direct linkages
between academic and occupational learning.

Youth Voucher: A document that has an assigned monetary value that is utilized to pay for a specified training course.
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Exhibit G

FINANCIAL CLOSEOUT PROCEDURES

Purpese

The purpose of this procedure is to document and provide guidance to Contractors and the SFWIB’s staff on
the required process to close out contracts at the expiration or termination date.

Policy

A,

The Contractor shall complete and submit a Financial Closeout for each contract on or before thirty
(30) calendar days after the Contract expires, or upon termination of the Contract. For example, if the
contract expires June 30, the Financial Closeout will be due to the SFWIB on or before July 30.

B,  If the Contractor’s Final Expenditure Report indicates that payments were made to the Contractor in
excess of the actual costs of providing contracted services or if the actual expenditures surpass the
budgeted amount, the Contractor shall refund the difference to the SFWIB within thirty (30) calendar
days of SFWIB’s notification of overpayment. If the Contractor does not timely repay the difference,
the Contractor shall pay the SFWIB the maximum lawful rate of interest allowed in the state of Florida
on the outstanding amount.

C.  The following required Financial Closeout documents shall be submitted by the Contractor:

1. Final Expenditure Repott (Enclosure 1).

2. Yearto Date Reconciliation between specified line items in (Enclosure 2) by fund and actual
expenditures by line item.

3. Year to Date General Ledger for the SFWIB’s expenditures only.

4. Indirect Cost Reconciliation.

D. Upon the request of the Contractor, the SFWIB’s accountant shall provide technical assistance to the
SFWIB on completing the Financial Closeout.

E.  The Contractor shall complete and submit to SFWIB an annual fiscal audit report within six (6) months
after the end of the fiscal year and in compliance with 2 CFR Chapter II, Subpart F, §200.512(a).

Procedure

A.  Salaries/Wages
The Contractor’s staff persons may be paid for absences (vacations, sick leave, etc.), if such a provision
for payment is included in the Contractor’s personnel policies and procedures manual that was
submitted as part of the operational documents. The Contractor is encouraged to allow staff to take
time off rather than issue payment for leave time,

The Contractor’s staff persons may be paid for unused vacation time upon termination from the
program. This payment shall be charged to staff salaries unless such payment, when added to the total
salary, exceeds the maximum salary established in the operating budget.

B. Insurance

The Contractor shall keep in force all insurance policies, which are applicable to its program(s).
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Exhibit G
Professional Service, Sub-Contract & Rental Agreements

Within thirty (30) days following the end of the Contract, the Contractor shall cancel ali of the following
services, which will not be applicable to any future contract with the STWIB;

I. All professional service agreements and sub-contract agreements paid by funds generated from
this Contract;

2. All rental contracts associated with office space, equipment, and/or vehicles and maintenance
contracts which are paid with funds generated from this Contract; and

3. All utility services associated with the operation of Contractor’s program (ie. telephone,
electricity, water) paid by funds generated from this Contract.

Completion of Financial Closeout

1. Final Expenditure Report (Enclosure 1):

The Contractor shall submit an actual expenditure report within thirty (30) days following the end
of the Contract. This report must reflect;

* A summation of the cumulative expenditures incurred by the Contractor for providing the
contracted services.

* A summation of the cash reimbursements and credits received by the Contractor for
providing the contracted services.

* The difference between the approved expenditures and the reimbursements received by
the Contractor. This difference will reflect either an amount that is due and payable to the
Contractor or an overpayment that the Contractor received that is due and payable to the
SFWIB.

2. Xear to Date Reconciliation between specified categories by fund, budget line item and
actual expenditures (Enclosure 2):

Actual expenditures billed to the SFWIB should be equal to or less than line item budget. The
SFWIB Year to Date General Ledger must be submitted as supporting documentation with the
closeout package.

3. Indirect Cost Reconciliation: (Enclosure 2) The Contractor shall complete the indirect cost
reconciliation by comparing the indirect costs charged to the actual indirect cost paid. Refunds
may be requested for overages.

The SFWIB’s Accountant Responsibility

The SFWIB’s accountant assigned to the contract will provide the Contractor with technical assistance
to complete the Financial Closeout, upon request.

The SFWIB’s accountant will perform the following functions:
1. Verify that all required enclosures are completed accurately, signed and dated.

2. Verify the Contractor’s total expenditure against the financial records and the budget amounts to
confirm there are no overages.
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Exhibit G

Contractor Name: ' Prepared By:

Program Name: Index Code:

CUNMMULATIVE PROGRAM EXPENDITURES

Year to Date Expenditures Approved by the SFWIB (from Payment Requests) $ -
$ -
Purchases made by the SFWIB on behalf of the Contractor $ -
Less: Year to Date Late Invoicing Amount $ -
Total Expenditures $ -
CUMMULATIVE PAYMENTS
Year to Date Cash Payments Received from the SFWIB for $ -
Purchases made by the SFWIEB on behalf of the Contractor 3 -
Total Payments b -
BALANCE DUE TO CONTRACTOR (if not applicable enter zero) $ -
or
BALANCE DUE FROM CONTRACTOR (if not applicable enter zero) [3

Please detail any balance(s) due from Contractor by invoice packages:

Pursuant to the terms of this Contract between the Contractor listed above and the SFWIB, and in consideration of the total
amounts earned and paid to the Contractor for performance, which equals $ the Contractor remises,
releases, and discharge the SFWIB, its officers, agents, and employees, of and from all liabilities, obligations, claims, and
demands whatsoever under or arising from this Contract. The Contractor’s submission of the Financial Closeout
Package is a complete release and waiver of any and all liability, claims or causes of action that allegedly resulted
from engagement of and/or performance under this Confract and acknowledges the SFWIB has fully performed
and satisfied any and all of its obligations due under this Contract.

By signing this report, I certify to the best of my knowledge and belief that the report is true, complete and accurate and the
expenditures, disbursements and cash receipts are for the purposes and objectives set forth in the terms and conditions of the
federal award. | am aware that any false, fictitious, or fraudulent information or the omission of any material fact, may
subject me to criminal, civil or administrative penalties for fraud, false statements, false claims or otherwise.

Name of Official Authorized to Sign the Contract

Signature of Official Authorized to Sign the Contract /Date
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CONTRACT INVOICE
Contractor Name: Prepared By:
Index Code: Telephone #;
Location Code: Invoice Date:

Program Code;

Invoice Period:

‘Roliing Crest

o)

Acct# /
S001|STAFE SALARIES

5054 |FICA

5064 [MICA

50541 Retlrement Plan

5054 {Workers Compensation

8054 |Unempigyment Compensation

5054 | Health

5054 | Dental

5054 | Disakility

5054 | Life

TOTAL FRINGES
S

e |om [ [en [on |om jom am [4n |

TOTAL SALARIES & FRINGES

5205 |Consulting Fee (Pragram-Related)

5207 | Other Professional Services [spacify)

5209 [Temporary Agency-Staff

5210 Storage Expensedron Mountain/Archives

52111Building Lease/Rent

5213]Equipment L sass/Rent

5215{Equipment Repair & N 158

5215 | Building Repalr & Mainfenance

5217 | Securlty

521%|Printing {outsids)

5221| Office & Computer Sypplies (incl. Rapreduction)

44 [ 1en fon

5223 |Postags

5225 | Eleetriclty

5227 Telephone {Includisg Cell

5229 |Intamet Service

£230|Staff Background Screening ({Incl. Drug Testing & Finger Printing)

5231 | Advertising

o [en ben

5241t ocal Travel {incl. Toll & Psrking)

5243{0ut of Tewn Travel

5245 [Staff Training

5247 |Mestings & Canferances

§24% |Cleaning Supplies

5250 |General Liability Insurance

5251 |Autg Insurance

5253 |Property Insurance

5254 [Crime insurance

6266 tFlood Insurance

5256 |Bonding Insurance

5402{Capital Equipment {natincl, Software & Hardware}

5404 | Non-Capital Equipment {not Incl, Software & Hardware)
5405|Capltal Seftware & Hardware

5406 | Non-Capital Software & Hardwara

5520|Participant Background & Fingerprinting

3524 | Participant Field Trips (nclude bus, admisslon)

5525 | Participant Training Matarials & Supplies
5535 | Participant Tutaring

o [ |or |40 |en

jom [en jun [ [en e |en

5537 | Participant Clothing

5575 | Partieipant Leadership

5580 |Particlpant End of Year Activities

5585 {Participant Nutrition/Snacks

5613 |Corfimon Area Maintenance

5618 |Alarm Service

5619 |Garbage Disposal

5520 |Watay & Sewser

5821 |Pest Control

5680 | Childeare Services

5530 | WFMS- Paid Work Exparlance (Year Round}

Oiher {Plazss specity)

e - -Jotal Other Expenditures| . - -
.TOTAL"PRBGRAM'COSTS.“.-
pa! oo
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Acct# //]

CONTRACT INVOICE

4780

Indirect Cosfs

Dther Administralive Costs{Please spasify)

Total Exeendimrss

FOTAL ADMINISTRATIVE COSTS

-ADM -

Rolliﬁg Crest -

[FoTaL PROGRAM 1 s I's i
[[TOTAL ADMINISTRATIVE, 13 I5 i3
TOTAL PAYABLE I I3 s s

The salary information and distribution across program funding streams are accurate and supported thraugh
detailed personnel activity report that meet the Uniform Guidance.

We understand that fallure to maintaln tha required supporting documsniatian for staff tims and all related
expenses will result in payment disaliowances that will either be deducted from future contract payments and f ar
payzbia in full to the South Florida Workforce Investment Board.

By slgning this report, | certify to the best of my knowledge and befief that the report is true, comple and accurate and the expenditures,

disbursements and cash receipts ave for the purposes and objectives set forth In the terms and conditions of the Federal award. | am awars
that any false, fictitious, or frardulent information or the omissfon of any material fact, may subject me to criminal, ¢ivll or administrative

Name of Person Authorized to Sign RelmbursementiJustification Packages

Signature of Persen Authorized te Sign
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BUDGET: PROJECTED PROGRAM COST

Exhibit H

[ Total

2019-2020

|

Total ]

Agency Name: Adulks Mankind Organization, Inc.
Project Nama: Rofllng Crest Lake Summer Youth Employment Program
Pariod: 07/18/2019 to 0873372019
Programmatic Funds Awarded: £55 000 100% Award 07/01/19 to O8/31/10
Funding Seurce; Rolling Crestiake .+ Tatal .“_...9.21 Co ._wnh 100% Award - - Breakdown \_
Total Satary
al-Weekly 9% Allocated to Allocatad to
0 Position_ ame Allotment ot pp Budgat Budgat hiic) Amount % | Amount %a Amount % Ameunt
Programs Director trene Falnas 225,00 3 £75.00 100.0% 675,00 100% 675.00 - 100% 67500 | 100% &75.q0 [Aounent wil begin 07/28/19 through 03/31/1¢, 3 p.p.
b 1 h 08/35/18, 3 p.p.
Director of Employment Servicss Afidio Ganao 235,00 3 575.00 100.0% §75.00 100% 675.00 - $00% 575.00 | 100% 675,00 [Alotment will bagin 07/18/19 through 08/34/15, 3 p.p
¥auth Program Coordipator Alica Gastila__ 225,00 3 675,00 100.0% 675.00 100% 675.00 - 100 675,00 | 100% 675,60 |[Allotment vl bagin 07/18/19 throuigh 08/33/15, § 7.p.
QA Supervisor Karin Diaz 200,00 3 500.00 100.0% 500.00 100% £00.00 - 100% £00.00 | 100% 600,00 {Allatment will begin 07/18/18 though 08/31/15, 3 P-p.
in .07, 08/31/19, 3 p.p.
Specialist Rosa Cardenas 200,00 3 600.00 100.0% 600.09 100% 600.00 - 100% 50000 | 100% 600,00 |lotment will begin07/13/19 through 08/31/15, 3 p.p
n 02, Yy 0B731/15, 3.9.9.
TrainerCaseer Advisor Jennifer Martin 275,00 3 825.00 100.0% 825.00 |_ 100% 825,00 - 100% B25.00 f  100% azs,00 [Alotment will begin G2/18/19 through 08/31/13, %9.p
3pp.
Placement Spegialist Elena Santana 275.00 3 B25.00 100.9% A25.00 100% 825.00 - 100% 82500 | 100% 825,00 [ANomment W Dbegln 07/18/19 Uwough 08/31/18, 3 p.p.
Allobment will begin 07/18/1% theough 08/31/12, 2 p.p.
Placement Speclalist ¢ Marinez 275.00 3 825.00 100.0% _825.00 100% 825,00 - 100% 825.00 | 100% 825.00 s oh o8/ "
il 3pp.
Program Specialist Marla Casteneda 200,00 3 500.00 100.0% 500.00 100% 600.00 - 100% 500,00 | 100% s00.0p [AoTeNt wi begin O7/48/1 through 08/31/13, 3 pp
Proqram Spec Sylvina Garcr 200.00 3 500,00 100,0% 506.00 100% 500.00 - 100% €00.00 || 100% 500,00 || Allciment sl bagin 67716719 throydn 08/31/19. 3 p.0,
0E, LB
Career Advisor Lourdes Pomar __ 200.00 3 600.00 100.0% 600.00 | 100% 660,00 - 100% 500,00 | 100% 500,60 [ANoEment wil begln 07/18/13 through BE/31/19, 2 p.p.
X Allotrnent will begin 07/18/19 through 08/31/19, 3 p.p.
Program Specialist M Carmen Jimenez 150.09 3 450.00 100.0% 450,00 100% 450,00 - 100% 450.00(  100% 450.00
5001 YOTAL FTE/Salacies 7,550.00 12.60 7,950.00 - 12.00 7,950.00 | 312.00 7,950.00
FTE: 12,60
_Fringe Benefits:
a/Mica Rate: 7.65% 7,950.00 £08.00 100% 605,00 - 100% £05.00 | 100% 609.00
Workman's Comp Rate:.0.25% Avg, Based on salaries ofis 7,550.00 20.00 100% 20.00 - 100% 20.00 | 106% 20.00
Retirement Percentage of Staff Salarles .
Unemployment Rirte : 141% for New staff only - - -
5054 TOTAL Fringe Benefits 623.0 § 628.00 $ - ] 629.00 k] 629200




BUDGET: PROJECTED PROGRAM CCGST

Aduits Mankind Organization, Inc
Rolling €rest { ake Summer Youth Employment Frogram

Agency Name:
Project Name:

Exhibit H

| Total |

2019-2020

Total |

Periad; 07/18/2019 ts C3/31/2019
Programmalic funds Awarded: $55.000 . 100% Award 07/01/15 ko DB/31/19
Funding Source; Rolling Crast Lake Total 100% Award
Operating Expenses: Monthiy Annual Cost
Space
Supp| ies P o 1 | [
5221 Office and Computer Supplies tfiles, pens, paper, staples, clips, etc, § BO000 % £00.00 100%] § 600,00 100% 500,00 100% £00.00
5223 Postage Requfar 100 stamps @.55 % 5500 % 55.00 100%)| § 55.00 100% 55.00 100%: 55.00
5248 Claaning S § 10000 $ 10000 | 100%]| ¢ 100,08 100% 100,00 | 100% 100.00
Eguipment : e -
5213 Eguipment Lease/Rent {Copier jocated at Kendall Office, 415 per month, expected usage 20% for 3 months} ] 1,245.00 % 83.00 100%; 4 a0 100% B3.00 100% 83.00
21§ Equipmenl Maintenange (Repairs & Maintenance Equipment) $ 40.00 40.00 1005 40.00 100% | 40.00 100% 40.00
Travel _
5241 tocal Travel (ingl. Tafl & Parking) Rate: .45 per mil See parrative H 445,00 § 445.00 108% § 445,00 100% 445,00 100% 44500
Professiapal Services {list each) .
5207 Trainers - Subcontsact 13 - $ - 3 - - -
5230 Staff Background Sgreening (incl, Drug Testing & Fingar Printing} $60 per finqerprinting for staff/ainer ¥ h $ - —_— -
5991 _Affrition woeer s - - =
5548 Particlpant Payro]l Frocessing Fees 510 per participants for 32 particlpants k3 320.00 100%} 5§ 32000 s - 100%| $ 320.00 100% 330,00 [Frocessing fees from Wells Fargo far participant chacks.
TOTAL Operating Expenses $  1,643.00 3 164300 $ - $ 1,643.00 1,643.00
Participant Costs -
5520 Participant Background B, Fingerprinting Sumemer carny worksite requilving Leved 2 screening 3 - b 100%) § - $ - £ hd -
55085  Participant Hutrltion/Snacks 3 - ¥ - 100%) £ - 50%| § - 50%] § - 100%! -
32 Participants wlll begin training In the new program year,
therefare all 140 hours for 32 participants will be worked an
5552 Sumimer Wages 32 youth at $9 for 140 hours H 40,320.00 § 40,320.00 100%3 § 40,320.00 $ - 100%| § 40,320.00 100% 40,320.00 fipald afer 07/01/12 through QE/17/19. A
5552 Summer Fringes % 3,084.00 % 3,084.00 100%| § 3,084.00 $ - 100%| $ 3,085.00 100% 3,085.00 }|7.65% of grass wages
TOTAL Participant Costs [s 53,504.00 < 43,404.00 $ - $ 43,405,00 43,405.00
Yatal Program Budget [ % 5362500 4 53,625.00 5 - 1% 53,627.00 53 62700
Administration % 1,373.00 1,371.00 - 1,373.00 1,373.00
Total Budget [$ ss998.00] [s _ss00800] 1s- 1T ['s %5,000.00 [ 55,000.00
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BUDGET: PROJECTED ADMINISTRATIVE COST

Exhibit H

Agency Name: Adults Mankind Organization, Inc.
Project Name: Rolling Crest Lake Summer Youth Employment Program
Period: 07/18/2019 to 08/31/2019
Programmatic Funds Awarded: __ $300,000
Funding Source: Rolling Crest Lake
Rolling Crest Lake
07/18/19to
08/31/19 TOTAL
%% Amount % Amount 9% Amount

Allocation Base (Please show calculation)

Salaries $ - 4 7,950.00 7,950.00

Fringes - 629.00 629.00

$ : - $ 8,579.00 8,579.00

Indirect Cost Rate: 2018 16.00% - 1,373.00 1,373.00
Attrition - - -
TOTAL ADMINISTRATIVE COST - 1,373.00 $ 1,373.00




Adults Mankind Organization, Inc.
Rolling Crest Lake Summer Youth Employment Program
July 18, 2019 through August 31, 2019
Budget Narrative

$55,000 was awarded to provide services under the Rolling Crest Lake Summer Youth
Employment Program. The program provides 32 youth residing in the Homeowner
Association of Roling Crest Lake, o paid summer youth employment program of 140
hours, inclusive of Work Readiness Training (20 hours).

Staff will be pulled from existing programs, and will be given additional dufies under this
program, additional aliotments {stipends) have been budgeted under this program. The
foliowing staff and summary of their allotments is itemized below.

. T;sfal Salary
Bi-Weekly . %o Alibcated to Allocated to
Pasition Name Allptment #of PP Salary for the period Budget Budget
Frograms Director Irene Farinas 225.00 3 675.00 100.0% 675,00
Diraclor of Employment Senvices Ardio Genag 225.00 3 675.00 100.0% 675.00
Youth Program Coordinater Alica Castille 225.00 3 675.00 100.0% 675,00
QA Superiser Karin Diaz 200.00 3 600.00 160.0% 600.00
MIS Specialist Rosa Cardenas 200.00 - E) 500,00 100.0% 600,00
Traingri(areer Advisor Jennifer Martin 275.00 3 825.00 100.0% 825,00
Placement Spacialist Elena Sartana 275.00 3 825.00 100.0% #2500
Placement Spaciaiist Elias Martinez 275.00 3 825.00 100.0% 825.00
Program Specialist Maria Casteneda 200.00 3 600.00 100.0% 600.00
Program Speciafist Syivna Garcia 200.60 3 600.00 100.0% 600,00
Career Advisor Lourdes Pomar 200.00 3 600,00 100.0% £500.00
Program Specialist M. Carmen Jimanez 150.00 3 450,00 100.0% 450,00
Subtotal $7.950

Payroll taxes for Social Security and Medicare calculated as follows:
$7,950(Salaries) x 7.65% (Fica/Mica) = 5609

Worker's compensation insurance: $7,950 |Salaries) at 0.25% = $20

Office supplies for the programmatic services, including supplies for the work readiness
fraining, are estimated $600. Supplies includs files, folders, paper, paper clips, staples,
sticky notes, pens, pendcils, etc.

Postage used to mail information clients, employers, and partners; and calculated ot 100
stamps @ 0.55 cent, $55.

Equipment rental is for 1 copy machine located in the Kendall office, the monthly rent for
5 machines is $2,075, or 415 per machine., We estimate that 10% of the copies made will
be for the summer program. Therefore $415 per month for 2 months at 10% = § 83.

Equipment maintenance is budgeted esfimating 1000 of copies per month for 2 months
@ .01 = $40.
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Adults Mankind Organization, Inc.
Rolling Crest Lake Summer Youth Employment Program
July 18, 2019 through August 31, 2019
Budget Narrative

Local Travel - Staff is eligible to receive mileage reimbursement for the miles driven in
order to accomplish their assigned work duties. In accordance with CareerSource South
Fiorida travel policy, employees are reimbursed after submitting appropriate Mileage
Form, documeniing their miles and reason for vehicle usage. Therefore, local fravel
estimated as follows:

Approximately 1000 miles will be driven across the 8 pay periods @ $0.445 = $445,
Payroll Processing Fees chorged by Benefit Mall, our 3 party payroll processer, 1o

process ond issue payroll checks. We estimate ihat each pariicipent will incur $10 of
processing fees, for 32 participants, yields $320.

Paid Work Experience — ($234,454) is calculated as follows:

Summer Work Experience

Wages (32 youth for an average of 140 hours @ $7/nour} = $ 40,320
Payroll taxes (7.65% of wages earned) = 3.085
Total work experience $.43,405

Administrative Costs - $1,373

The adminisirative cost is calculated using the approved indirect Cost Rate of 16% over
direct salaries and benefits.  Administrative costs include essenfial functions that must
occur for the agency. such os accounting, payroli, budgelfing, and adminisirative
oversight. The calculation for admin costs is as foliows:

Cost Categories Amount
Direct Salaries $7.950
Fringes &29
Total Base 8,579
Attrition®) 0.
Indirect Cost Rate 16% 51,373

Page 2 of 2



Form w-g

{Rev. October 2018}
Depariment of the Treasury
Internal Revenue Service

Request for Taxpayer
Identification Number and Certification

> Go to www.irs.gov/FormW9o for instructions and the Jatest information.

Give Form to the
requester. Do not
send to the IRS.

Adults Mankind Organization, Inc,

1 Name (as shown on your income tax return). Name Is required on this line; do not teave this line blank.

2 Business name/disregarded entity name, if different from above

foliowing seven boxes.

l:l Individuai/sole proprietor or C Corporation

single-member LLC

Print or type.

] Otner {see instructions) »

D 3 Corporation

[] Limited liability company. Enter the tax classification {C=C corporation, S=S corporation, P=Partnershig} »

MNote: Check the appropriate box in the line above for the tax classification of the single-member owner. Do not check
LLC if the LLGC Is classified as a single-member LLC that ks disregarded from the owner unless the owner of the LLC is .
another LLG that is not disregarded from the owner for U.5. federal tax purposes. Otherwise, a single-member LLG that code f any)
Is disregarded from the owner should check the appropriate box for the tax classification of its owner.

3 Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the | 4 Exemptions (codes apply only to

certain entitles, not individuals; see
instructions on page 3):

D Partnership D Trust/estate

Exerpt payee code {if any) 501(c)3

Exemption from FATCA reporting

{Applies to acoounts maintained oufside the (LS.}

5 Address {number, street, and apt, or suite no.) See instructions.
11025 SW 84 Street, Cottage 11

See Specific Instructions on page 3.

Requester’s name and address {optional)

6 City, state, and ZIP code
Miami, FL 33173

7 List account number(s) here {optional)

Taxpayer ldentification Number (TIN}

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid
backup withholding. For individuals, this is generally your social security number (S8N). However, for a
resident alien, sole praprietor, or disregarded entity, see the instructions for Part |, later. For other - -
entities, it is your employer identification number (EIN). if you do not have a number, see How to get a

TIN, later.

Note: If the account is in more than one name, see the instructions for line 1. Also see What Name and [ Employer identification number J

Number To Give the Requester for guidelines on whose number o enter.

| Social security number

or

5le| -l2l8{s5|1]7]1]3

N Cerification

Under penalties of perjury, | certify that:

1. The nurnber shown on this form is my correct taxpayer identification number (or | am waiting for a number o be issued to me); and
2. | am not subject to backup withhoiding because: (a} | am exempt from backup withholding, or (b} | have not been notified by the Internal Revenue
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dlwdends or (c) the IRS has notified me that | am

no longer subject to backup withholding; and
3. tam a U.S. citizen or other U.S. person (defined below); and

4, The FATCA code(s) entered on this form {if any) indicating that 1 am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been natified by the IRS that you are currently subject to backup withholding because
you have failed to report al! interest ang dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid,
acquisition or abandonment of secured property, cancellation of debt, contributions to anindlvidual retirement arrangement (RA}, and generally, payments
other than interest and dividends, you are not requ:red o sign the cer‘tlficatlon but you must provide your correct TIN, See the instructions for Part |, later.

Slgl‘l Signature of
Here

General lnstructiions

Section references are to the Internal Revenue Code unless otherwise
noted.

Future developments. For the |atest information about developments
related to Form W-8 and its instructions, such as legislation enacied
after they were published, go to www.irs.gov/FormWa.

Purpose of Form

An individual or entity (Form W-8 requester} who is required to file an
information return with the 18S must obtain your correct taxpayer
identification number (TIN) which may be your social security number
(SSN, individual taxpayer tdentification number (ITIN), adoption
taxpayer identification number (ATIN), or employer identification number
(EIN), to report on an information return the amount paid io you, or other
amount reportable on an information return. Examples of information
returns include, but are not limited to, the following.

+ Form 1099-INT (interest earned or paid)

Date » 515’///5/2

» Form 1088-DIV {dividends, including those from stocks or mutual
funds)

* Form 1088-MISC (various types of income, prizes, awards, or gross
proceeds)

* Form 1099-B {stock or mutual fund sales and certain other
transactions by brokers)

* Form 1099-8 {proceeds from real estate transactions)
« Form 1099-K (merchant card and third party network transactions)

« Form 1098 (home mortgage interest), 1098-E {student loan interest),
1098-T fuition)

* Form 1088-C (canceled debt)
» Form 1088-A (acquisition or abandenment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident
alien), to pravide your correct TIN,

If you da not return Form W-8 1o the requester with a TIN, vou might
be subject to backup withholding. See What is backup wﬂhholdmg,

Cat, No. 10231X
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By signing the filled-out form, you:

1. Certify that the TIN you are giving is correct {or you are waiting for a
number to be issued),

2. Certify that you are not subject to backup withho!ding, or

3. Claim exemption from backup withholding if you are a U.S. exempt
payee. |f applicable, you are also certifying that as a U.5. person, your
allocable share of any partnership income from a U.S. trade or business
is not subject to the withholding tax on forelgn partners' share of
effectively connected income, and

4. Certify that FATCA code(s) entered on this form (if any} indicating
{hat you are exempt from the FATCA reporting, is correct. See What is
FATCA reporting, |ater, for further information.

Note: If you are a U.S. person and a requester gives you a form other
than Form W-9 to request your TIN, you must use the reguester’s form if
it is substantially similar to this Form W-8.

Definition of a U.S. person. For federal tax purpeses, you are
considersd a U.S. person if you are:

= An Individual who is a U.S. citizen or U.S. resident alien;

= A parinership, corporation, company, or association created or
organized in the United States or under the laws of the United States;

* An estate (other than a foreign estats); or
* A domestic trust {as defined in Regulations section 301.7701-7).

Special rules for parinerships. Partnerships that conduct a trade or
business in.the United States are generally required to pay a withholding
tax under section 1446 on any foreign pariners’ share of effectively
connected taxable income from such business. Further, in certain cases
where a Form W-9 has not been received, the rules under section 1446
require a partnership to presume that a partner is a foreign person, and
pay the section 1448 withholding tax. Therefore, if you are a U.S. person
that is a partner in a parinership conducting a trade or business in the
United States, provide Form W-9 to the parinership to establish your
U.S. status and avoid section 1446 withnolding on your share of
partrership income.

In the cases below, the following person must give Form W-9 to the
partnership for purposes of establishing its U.S. status and avoiding
withholding on its allocable share of net income from the partnership
conducting a trade or business in the United States.

= |n the case of a disregarded entity with a U.S. owner, the U.S. owner
of the disregarded entity and not the entity;

* In the case of a grantor trust with a U.S. grantor or other U.S. owner,
generally, the U.S. grantor or other U.S. owner of the grantor trust and
not the frust; and

« In the case of a U.S. trust {other than a grantor trust), the U.S. trust
{other than a grantor trust) and not the beneficiaries of the trust.

Foreign person, If you are a foreign person or the U.S. branch of a
foreign bank that has elected to be treated as a U.S. person, do not use
Form W-8. Instead, use the appropriate Form W-8 or Form 8233 (see
Pub. 515, Withholding of Tax on Nenresident Aliens and Foreign
Entities).

Nonresident alien who becomes a resident alien. Generally, only a
nonresident alien individual may use the terms of a tax treaty to reduce
of efiminate U.S. 1ax on certain types of income. However, most tax
treaties contain a provision known as a “saving clause.” Exceptions
specified in the saving clause may permit an exemption from tax to
continue for certain types of income even after the payse has otherwise
becoeme a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an exception
confained in the saving clause of a tax ireaty to claim an exemption

from U.S. tax on certain types of income, you must attach a statement
tc Form W-9 that specifies the following five items.

1, The treaty country. Generally, this must be the same treaty under
which you claimed exemption from tax as a nonresident alien.

2, The trealy article addressing the income,

3. The article number {or location) in the tax treaty that contains the
saving clause and its exceptions.

4, Thes type and amount of income that qualifies for the exemption
from tax.

5, Sufficient facis to justify the exemption from tax under the terms of
the treaty articie.

Exarmnple. Article 20 of the U.5.-China income tax treaty allows an
exemption from tax for scholarship income received by a Chinese
student temporarily present in the United States, Under U.S. law, this
student will become a resident alien for tax purposes if his or her stay in
the United States exceeds 5 calendar years. However, paragraph 2 of
the first Protocol to the U.5.-China treaty (dated April 30, 1984} zllows
the provisions of Article 20 to continue to apply even after the Chinese
student becomes a rasident alien of the United States. A Chinese
student who qualifies for this exception {under paragraph 2 of the first
protocol} and is relying on this exception to ciaim an exemption from tax
on his or her scholarship or fellowship incorme would attach to Form
W-9 a staternent that includes the information described above to
support that exemption.

If you are a honresident alien or a foreign sntity, give the requester the
appropriate completed Form W-8 or Form 8233,

Backup Withholding

What is backup withholding? Persons making certain payments to you
must under certain conditions withheid and pay to the IRS 24% of such
payments. This is called "backup withholding.” Payments that may be
subject to backup withholding include interest, tax-exempt interast,
dividends, broker and barter exchange transactions, rents, royalties,
nonemployee pay, payments made in settlement of payment card and
third party network transactions, and certain payments from fishing boat
operators. Real esiale transactions are not subject to backup
withhelding.

You wili not be subject to backup withhelding on payments you
recelve If you give the requester your correct TIN, make the proper
certifications, and report all your taxable interest and dividends on your
tax return.

Payments you receive will be subject to backup withholding if:
1. You do not furnish your TIN to the requester,

2. You do not certify your TIN when required (see the instructions for
Part Il for details),

3. The IRS tells the requester that you furnished an incorrect TIN,

4. The IRS tells you that you are subject to backup withholding
because you did not report all your interest and dividends on your tax
return (for reportable interest and dividends only), or

5. You do not certify to the requester that you are not subject 1o
backup withholding under 4 above (for reportable interest and dividend
accounts opened after 1983 oniy).

Certain payees and payments are exempt from backup withholding.
See Exempt payee code, later, and the separate Instructions for the
Requester of Form W-8 for more information.

Also see Special rules for parinerships, earlier,

What is FATCA Reporting?

The Foreign Account Tax Compliance Act (FATCA} requires a
participating foreign financial institution to report all United States
account holders that are specified United States persons. Certain
payees are exempt from FATCA reporiing. See Exemption from FATCA
reporting code, later, and the Instructions for the Requester of Form
W-8 for more information.

Updating Your Information

You must provide updated information to any person to whom you
claimed to be an exempt payee if you are no longer an exempt payee
and anticipate recelving reportable payments in the future from this
person. For example, you may need to provide updated infermation if
you are a C corporation that elects to be an S corporation, or if you no
Jonger are tax exempt. In addition, you must furnish a new Form W-3 if
the name or TIN changes for the account; for example, if the grantor of a
grantor trust dies.

Penalties

Faifure to furnish TIN. I you fail to furnish your correct TIN to a
requester, you are subject to a penalty of $50 for each such failure
uniess your falture is due to reasonable cause and not {0 willful neglect.

Civil penatty for false information with respect to withholding. If vou
make a false statement with no reasonable basis that resuits in no
backup withholding, you are subject to a $500 penalty.
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Criminal penalty for falsifying information. Wiilfully falsifying
certifications or affirmations may subject you to criminal penalties
inciuding fines and/or imprisonment.

Misuse of TiNs. If the requester discloses or uses TINs in viclation of
federal law, the requester may be subject to civit and criminal penalties.

Specific Instructions

Line 1

You must enter one of the following on this line; do not leave this line
blank. The name should match the name cn your tax returmn.

If this Form W-9 is for a joint account {other than an account
maintained by a foreign financial institution (FFY}, list first, and then
circle, the name of the person or entity whose number you entered in
Part | of Form W-9. If you are providing Foerm W-8 to an FFi te document
a joint account, each holder of the account that is a U.S. person must
provide a Form W-2.

a. Individual, Generally, enter the name shown on your tax return. If
you have changed your last name without informing the Social Security
Administration (SSA) of the name change, enter your first name, the last
name as shown on your social security card, and your new last name.

Note: ITIN applicant: Enter your individual name as it was entered on
your Form W-7 application, line 1a. This should also be the sarme as the
name you entered on the Form 1040/1040A/1040EZ you filed with your
application,

b. Sole proprietor or single-member LLC. Enter your individual
name as shown on your 1040/1040A/1040EZ en line 1. You may enter
your business, trade, or “doing business as” (DBA) name on line 2.

¢. Partnership, LLC that is not a singie-member LLC, C
corporation, or S corporation. Enter the entity’s name as shown on the
entity's tax return on line 1 and any business, trade, cr DBA name on
line 2,

d. Other entities, Entsr your name as shown on required U.S. federal
tax documents on line 1. This name should mateh the nama shown on the
charter or other legal document creating the entity. You may enter any
business, trade, or DBA name on line 2.

e. Disregarded entity. For U.S. federal tax purposes, an entity that is
disregarded as an entity separate from its owner is treated as a
“disregarded entity.” See Regulations section 301.7701-2(c}2)(iil}. Enter
the cwner's name on line 1. The name of the entity entered on line 1
should never be a disregarded entity, The name on line 1 should be the
name shown o the income tax return on which the income should be
raported. For example, if & foreign LLC that is treated as a disregarded
entity for U.S. federal tax purposes has a single owner thatis a U.S,
person, the U.8. owner's name is required 1o be provided on line 1. If
the direct owner of the entity is aiso & disregarded entity, enter the first
owner that is not disregarded for federal tax purposes. Enter the
disregarded entity*s name on line 2, “Businsss name/disregarded entity
name.” If the owner of the disregarded entity is a foreign person, the
owner must complete an appropriate Form W-8 instead of a Form W-2.
This is the case even if the foreign person has a U.S. TIN.

Line 2

if you have a business name, trade name, DBA name, or disregarded
entity name, you may enter it on line 2.

Line 3

Check the appropriate box on line 3 for the U.S. federal tax
classification of the person whose name is entered on line 1. Check only
one box on iine 3.

Page 3
IF the entity/person on line 1is | THEN check the box for. ..
a(n)...
* Corporaticn Corporation
* Individual

individual/sole proprietor or singie-

* Sole proprietorship, or membper LLC

* Single-member limited Hability
company {LL.C) owned by an
individual and disregarded for U.S.
federal tax purposes.

¢ LLG treated as a partnership for | Limited liability company and enter
U.S. federal tax purposes, the appropriate tax classification.

» LLC that has filed Form 8832 or | (P= Partnership; C= C carporation;
2553 1o be taxed as a corporation, | of 8= S corporation}

or

* LLC that is disregarded as an
entity separate from its owner but
the owner is another LLC that is
not disregarded for U.S. federal tax

PUIrpoSes.
* Partnership Partnership
= Trust/estate Trust/estate

Line 4, Exemptions

If you are exempt from backup withholding and/or FATCA repotting,
enter in the appropriate space on line 4 any code(s) that may apply to
you.

Exempt payee code.

« Generally, individuals (including sole proprietors) are not exempt from
kackup withhelding.

* Except as provided below, cerporations are exempt from backup
withholding for certain payments, including interest and dividends.

» Corporations are not exempt from backup withhoiding for payments
made in settlernent of payment card or third party network transactions.

* Corporations are not exempt from backup withholding with respect to
atforneys’ fees or gross proceeds paid to attorneys, and corporations
that provide medical or health care services are not exempt with respect
to payments reportable on Form 1088-MISC.

The foliowing codes dentify payees that are exempt from backup
withholding. Enter the appropriate code in the space in line 4.

1—An arganization exemnpt from tax under section 501(a), any IRA, or
a custodial account under section 403(b)(7) if the account satisfies the
requirements of section 401(f){2}

2.-The United States or any of its agencies or instrumeantalities

3 —A state, the District of Columbia, a U.S. commonwealth or
possession, or any of their political subdivisions or instrumentalities

4-—p foreign government or any of its political subdivisions, agencies,
or instrumentalities

5—A corporation

A dealer in securities or commodities required to register in the
United States, the District of Columbia, or a U.S. commonwealth or
possession

7—A futures commission merchant registered with the Commeodity
Futures Traging Commission

8- A real estate invesiment trust

S —An entity registered at all times during the tax year under the
Investment Company Act of 1940

10—A common trust fund operated by a bank under section 584(a)
11—A financial institution

12— A middleman known in the investment community as a nominee or
custodian

13—Atrust exempt from tax under section 864 or described in section
4947
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The following chart shows types of payments that may be exempt
from backup withholding. The chart appiies to the exempt payees listed
ahove, 1 through 13.

[F the payment is for. .. THEN the payment is exempt

for...

Interest and dividend payments All exempt payees except

for 7

Broker transactions Exermnpt payees 1 through 4 and 6
through 11 and all G corporaticns.
S corporations must not enter an
exempt payee code because they
are exempt only for sales of
noncovered securities acquired

prior to 2012.

Barter exchange transactions and
patronage dividends

Exempt payees 1 through 4

Payments over $800 required to be | Generally, exempt payses
reporied and direct sales over 1 through 5°

$5,000"

Payments made in settlemant of
payment card or third party network
transacticns .

Exempt payees 1 through 4

* See Form 1098-MISC, Miscellaneous Income, and its instructions.

2 However, the following gayments made to a corporation and
reportable on Form 1099-MiSC are not exempt from backup

withholding: medical and health care payments, atiorneys’ fees, gross
proceeds paid to an attorney reportable under section 6045(), and
payments for services paid by a federal executive agency.

Exemption from FATCA reporting code. The following codes identify
payees that are exempt from reporting under FATCA. These codes
apply to persons submitting this form for accounts maintained outside
of the United States by ceriain forelgn financial institutions. Therefore, if
you are only submitting this form for an account you held in the United
States, you may ieave this field blank. Consult with the person
reguesting this form if vou are uncertain If the financial institution is
subject to these requirements. A requester may indicate that a code is
not required by providing you with a Form W-9 with “Not Applicable” {or
any similar indication} writien or printed on the line for a FATCA
exemption code.

A—An organization exempt from tax under section 501(a) or any
individual retirement plan as defined in section 7701{(a){37)

B —The United States or any of its agencies or instrumentaiities

C— A state, the District of Columbia, a U.S. commonwealth or
possession, or any of their political subdivisions or instrumentalities

DA corporation the stock of which is regufarly traded on ong or
more established securities markets, as described in Regulations
section 1.1472-1(e)(1)§)

E—A corporation that is a member of the same expanded affillated
group as a corporation described in Regulations section 1.1472-1{c)(1}{i)

F—A dealer in securities, commodities, or derivative financial
instruments (including noticnal principat coniracts, futures, forwards,
and options) that is registered as such under the laws of the United
States or any siate

G —A real estate investment trust

H—A regulated investment company as defined in section 851 cran
entity registered at all times during the tax year under the Investment
Company Act of 1940

| —A commeon trust fund as defined in section 584(a)
J—A bank as defined in section 581
K—A broker

L—A trust exempt from: tax under section 664 or described in section
4847(a)(1)

M—A tax exempt trust under a section 403(b) plan or section 457(g)
plan

Note: You may wish to consult with the financlal institution reguesting
this form to determine whether the FATCA code and/or exempt payee
code shouid be completed.

Line 5

Enter your address (number, street, and aparimant or suite number).
This is where the requester of this Form W-9 will mail your information
returns. If this address differs from the one the requester already has on
file, write NEW at the top. If a new address is provided, there is still a
chance the old address will be used until the payor changes your
address in their records.

Line 6

Enter your city, state, and ZiP code.

Part I. Taxpayer ldentification Number (TIN)

Enter your TIN in the appropriate box. !f you are a resident alien and
you de not have and are not eligible io get an SSN, your TIN is your IRS
individual taxpayer identification number (ITIN). Enter it in the social
security number box. if you do not have an [TIN, see How to get a TIN
below.

If you are a sole proprietor and you have an EIN, you may enter sither
your SSN or EiN.

If you are a single-mermber LLC that is disregarded as an entity
separate from its owner, enter the owner’s S8N (or EIN, if the owner has
one). Do not enter the disregarded entity’s EIN, if the LLC is classified as
a corporation or partnership, enter the entity’s EIN.

Note: See What Name and Number To Give the Requester, later, for
further clarification of name and TIN combinations.

How to get a TIN. If you do not have a TIN, apply for one immediately.
To apply for an S8N, get Form 8S8-5, Application for a Social Security
Card, from your local SSA office or get this form online at
www.SSA.gov. You may also get this form by calling 1-800-772-1213,
Use Form W-7, Application for IRS Individual Taxpayer ldentification
Number, to apply for an [TIN, or Form §5-4, Application for Employer
jdentification Number, to apply for an EIN. You can apply for an EIN
online by accessing the IRS website at www.irs.gov/Businesses and
clicking on Employer Identification Number (EIN) under Starting a
Business. Go to www.irs.gov/Forms to view, download, or print Form
W-7 and/or Form S5-4. Or, you can go to www.irs.gov/OrderForms to
place an order and have Form W-7 and/or S3-4 mailed to you within 10
business days.

if you are asked to complete Form W-9 but do not have a TIN, apply
for a TIN and write “Applied For® in the space for the TIN, sign and date
the form, and give it to the requester. For interest and dividend
payments, and certain paymenis made with respect to readily fradable
instruments, generally you will have 60 days to get a TiN and give i to
the requester before you are subject to backup withholding on
paymenis. The 60-day rule does not apply to other types of payments.
You will be subject to backup withholding on all such payments until
you provide your TIN to the requester.

Note: Entering “Applied For” means that you have already applied for a
TIN or that you intend to apply for one socn.

Caution: A disregarded U.S. entity that has a foreign cwner must use
the appropriate Form W-8,

Part ll. Certification

To establish to the withholding agent that you are a U.S. person, or
resident alien, sign Form W-8. You may be requested to sign by the
withhotding agent even if item 1, 4, or 5 below indicates otherwise.

For a joint account, only the person whose TIN is shown in Part |
should sign (when required). In the case of a disregarded entity, the
person identified on line 1 must sign. Exempt payees, see Exempt payee
code, earlier.

Signature requirements. Complete the certification as indicated in
items 1 through 5 below.
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1. interest, dividend, and barter exchange accounts opened
before 1984 and broker accounts considered active during 1983.
You must give your correct TIN, but you do not have to sign the
certification.

2. Interest, dividend, broker, and barter exchange accounts
opened after 1983 and broker accounts considered inactive during
1983. You must sign the certification or backup withholding will appty. If
you are subject to backup withholding and you are merely providing
your correct TIN to the requester, you must cross out item 2 in the
cerification before signing the form.

3. Real estate transactions. You must sign the certification. You may
cross cut item 2 of the certification.

4, Other payments. You must give your comrect TIN, but you do not
have to sign the certification uniess you have been notified that you
have previously given an incorrect TIN, “Other payments” include
payments made in the course of the requester’s trade or business for
rents, royalties, goods {other than bills for marchandise), medical and
health care services {including payments to corperations), payments to
a nonemployee for services, payments made in settlement of payment
card and third party network transactions, payments to certain fishing
boat crew members and fishermen, and gross proceeds paid to
attorneys (ncluding payments o corporaiions).

5. Mortgage interest paid by you, acquisition or abandonment of
secured property, canceliation of debt, qualified tuition program
paymenis {under section 529), ABLE accounts (under section 5284,
IRA, Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions. You must give your correct
TIN, but you do not have to sign the certification.

What Name and Number To Give the Requester

For this type of account: Give name and SSN of:

ry

. Individual The individuai

The actual owner of the account or, if
combinad funds, the first individuai on

the account’

n

Two or more individuals {joint
account) other than an account
maintained by an FFI

[

., Two or more U.S. persons
(inint account mairitained by an FF1)

Each holder of the account

4. Custodial account of a minor The minor®
{Uiniform Gitt to Minors Act)
5. a. The usual revocable savings trust | The gramtorrtrus,'fee1
{grantor is also trustes)
b. So-called trust account that is not| The actual owner’

a legal or valid trust under state law

=2}

. Sole proprietorship or disregarded
entity owned by an individual

The owner®

7. Grantor trust filing under Optional
Ferm 1088 Filing Method 1 {see
Regulations section 1.671-4p)2)(}
{A)

The grantor”

For this type of account: Give name and EIN of:

o

Disregarded entity not owned by an | The owner

individual

@

. A valid frust, estate, or pension trust | Legal enﬁty’el

10. Corporation or LIC electing
corporate status on Form 8832 or

The corporation

Form 2553

11, Assoclation, club, veligious, The organization
charitable, educational, or cther tax-
exempt organization

12. Partnership or multi-member LLC The partnership

13, A broker or registered nominee The broker or nominee

For this type of account:
14. Account with the Department of
Agriculture in the name of a public
entity {such as a state or local
government, school district, or
prison} that receives agricultural
program payments

Give name and EIN of;
The public entity

15. Grantor trust filing under the Form
1041 Filing Method or the Optional
Form 1099 Fiiing Method 2 (see
Regulations section 1.671-4b)2) (B

The trust

' List first and circle the name of the person whose number you furnish.
If anly one person on a joint account has an SSN, that person’s number
must be furnished.

2 Circle the minor’s name and furnish the minor’'s SSN.

® You must show your individual name and you may also enter your
business or DBA name on the “Business name/disregarded entity”
name line. You may use either your SSN or EIN (if you have one), but the
RS encourages you to use your SSN,

* st first and circle the name of the trust, estate, or pension trust. (Do
not furnish the TIN of the personal representative or trustee unless the
legal entity itself is not designated in the account title.) Also see Special
rules for partnerships, earlier.

*Note: The grantor also must provide a Form W-9 to trustee of trust,

Note: If no name is circled when more than cne name is listed, the
number will be considered to be that of the first name listed.

Secure Your Tax Records From Identity Theft

Identity theft occurs when semeone uses your personal information
such as your name, SS8N, or other identifying information, without your
permission, to commit fraud or other crimes, An identity thief may use
your SSN to get a job or may file a tax return using your SSN 1o receive
a refund.

To reduce yeur risk:
+ Protect your SSN,
* Ensure your employer is protecting your SSN, and
* Be careful when choosing a tax preparer.

If your tax records are affected by identity theft and vou recelve a
notice from the IRS, respond right away to the name and phone number
printed on the IRS notice or letter.

If your tax records are not currently affected by identity theft but you
thirk you are at risk due 10 a lost or stolen purse or wallet, questionable
credit card activity or credit report, contact the RS Identity Theft Hotline
at 1-800-808-4490 or submit Form 14038

Far more information, see Pub, 5027, Identity Theft Information for
Taxpayers.

Victims of identity theft who are experiencing econormic harm or a
systemic problem, or are seeking help in resclving tax problems that
have not been resolved threugh normal channeis, may be eligible for
Taxpayer Advocate Service (TAS) assistance, You can reach TAS by
calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD
1-800-829-4059.

Protect yourself from suspicious emails or phishing schemes.
Phishing is the creation and use of email and websites designed to
mimic legitimate business emails and websites. The most common act
is sending an email fo a user falsely claiming to be an established
legitimate enterprise in an attempt 1o scam the user into surrendering
private information that will be used for identity theft,
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The IRS does not initiate contacts with taxpayers via emalls. Aiso, the
IRS does net request personal detalled information through email or ask
taxpayers for the PIN numbers, passwards, or similar secret access
information for their credit card, bank, or other financial accounts.

If you receive an unsalicited email claiming to be from the IRS,
forward this message to phishing@jrs.gov. You may also report risuse
of the IRS name, logo, or other IRS property to the Treasury Inspector
General for Tax Administration (TIGTA) at 1-800-366-4484. You can
forward suspicious emails to the Federat Trade Commission at
spam@uce.gov or report them at www.fic.gov/complaint. You can

contact the FTC at www.fic.gov/idtheft or 877-IDTHEFT {B77-438-4338).

i you have been the victim of identity theft, see www./dentityTheft.gov
and Pub. 5027.

Visit www.irs.gov/identify Theft to learmn more about identity theft and
how to reduce your risk.

Privacy Act Notice

Section 6108 of the Internal Revenue Code requires you to provide your
correct TIN to persons (including federal agencies) who are required to
file information returns with the IRS te report interest, dividends, or
certain other income paid to you; mortgage interest you paid; the
acguisition or abandonment of secured property; the cancellation of
debt; or contributions you made to an IRA, Archer MSA, or HSA. The
person collecting this form uses the information on the form to file
information returns with the 1RS, reparting the above information.
Routine uses of this information include giving it to the Department of
Justice for civil and criminal litigation and to cities, states, the District of
Columbia, and U.S. commenwealths and possessions for use in
administering their laws. The information aiso may be disclased to other
countries under a treaty, to federal and state agencies to enforce civil
and criminal laws, or to federal law enforcement and intsligence
agencies to combat terrorism. You must provide your TIN whether or
not you are required to file a tax return. Under section 3408, payers
must generally withhold a percentage of taxable interest, dividend, and
certain other payments to a payee who does not give a TIN to the payer.
Certain penalties may also apply for providing false or fraudulent
information.
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AGENCY: Adults Mankind Oreanization, Inc. DATE: 09/13/19

ORGANIZATIONAL RESPONSIBILITIES

Provide the names(s) and telephone number of the person(s) who has been designated the responsibility
within the following areas;

POSITION NAME TELEPHONE NUMBER & E-MAIL
Chairman of the Board Carmen Carulla (305)607-5817 carmenl645(@yahoo.com
Executive Director of :
the Agency Ana Someillan (305)271-5121 asomeillan@adultmankind.com
Project Director irene Farinas (305)271-5121 ifarinas@adultmankind.com
Affirmative Action Officer Ana Someillan (305)271-5121 asomeillan@adultmankind.com
Personnel Officer Ana Someillan (305)271-5121 asomeillan@adultmankind.com
Fiscal Management Officer Orestes Garabito {305)271-5121 ogarabito@adultmankind.com

Name Signature
o Person Authorized to Sign
Contract(s} according to Corporate/ Carmen Carulla
Board Resolution
e Persons Authorized to Sign Ana Someillan
Invoicing Packages and Procurement
Requests (Finance Manager or above) Orestes Garabito

T aura Martinez,

» Persons Authorized to Pick Up Ana Someillan
Emergency Payments/Checks

Aridio Genao

Irene Farinas

» Person(s) Authorized to Sign and/or Ana Someillan
Pick Up Other Relevant Documents

Andig Genao

Irene Farinas
*Specify Title: President, CEO, Mayor, City Manager, Superintendent, etc. as applicable
¢ FASCIMILE SIGNATURES REQUIRED: MUST BE BONDED

FORM F-3- OPERATIONAL DOCUMENTS
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