
CITY OF LOS ANGELES 
COMMUNITY DEVELOPMENT DEPARTMENT (CDD) 

AND 
WORKFORCE INVESTMENT BOARD (WIB) 

 

Request for Proposals (RFP) 
For 

Youth WorkSource (formerly OneSource) Center Operators 
 

Issue Date Friday, October 28, 2011 

RFP Submission Deadline 

 

Thursday, December 22, 2011 
 

Proposals shall be accepted solely by hand-delivery or by 
courier no later than 5:00 p.m. Any other form of delivery will be 
rejected. 

Term of Anticipated 
Contracts 

One Year (July 1, 2012 – June 30, 2013)  
With Option to Renew for Four (4) One (1) Year Terms  

Submission Address 

 

City of Los Angeles – Community Development Department 
Planning, Research, and Evaluation  
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discriminate on the basis of disability and, upon request, will provide reasonable accommodation to ensure equal access to its program, 
services, and activities.  To ensure availability, your request should be received at least 72 hours in advance of need. 
 
This WIA Title I financially assisted program or activity is an equal opportunity employer/program. Auxiliary aids and services to individuals 
with disabilities are available upon request. 
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I. BACKGROUND 
 
A. Administrative Entity 

 
The Community Development Department (CDD) administers the Workforce Investment 
Act (WIA), Community Development Block Grant (CDBG) and Community Services Block 
Grant (CSBG) Programs for the City of Los Angeles (City) and serves as the administrative 
entity for this Request for Proposals (RFP).  
 
The CDD has been authorized to release this RFP pursuant to action(s) approved by the 
Los Angeles City Council and Mayor (City Council File No. 11-0582). 
 

B. Overview  
 
Research shows that nearly 20% of youth in Los Angeles, ages 16 to 24, are disconnected 
from education and employment.  This means that approximately 97,000 young people 
within the City are not in school, at work, or preparing to enter the workforce. The City’s 
OneSource Youth Opportunity System goal is to prepare these underserved youth for 
success and employment and adult life. However, these youth have multiple barriers for 
success in employment such as: living in poverty and/or in a low income household; being 
a high school drop-out; living in foster care; being a probationer; residing in one of the 
City’s Gang Reduction and Youth Development (GRYD) zones; and/or being part of 
populations of young parents, lesbian, gay, bisexual and transgender (LGBT) and 
homeless youth.  To improve their basic work readiness, CDD implemented Workforce 
Development System (WDS) strategies and activities targeting in-school and out-of-school 
youth. 
 
The Youth WorkSource (formerly OneSource) System was last procured in 2004 through a 
Request for Proposals (RFP) process that resulted in the establishment of thirteen (13) 
Youth Centers in the seven City planning areas. The System has been highly successful in 
providing services to youth and has become a nationally recognized leader in implementing 
youth programs (see Appendix F - Current OneSource Model). The System has 
consistently met all WIA federal performance standards and, through its established 
infrastructure, managed non-WIA funds for the City’s summer jobs campaign and 
effectively managed American Recovery and Reinvestment Act (ARRA) funds.  Anticipating 
the national trend toward focusing services on out-of-school youth, the System has 
gradually increased its enrollment goals for this population. This RFP represents the City’s 
commitment to providing services to out-of-school youth the service priority of the System.  
 
With a heightened focus on addressing the high school dropout crisis and 
implementing student recovery efforts, the System will place a priority on the 
provision of services for out-of-school youth, and to a lesser extent, in-school youth 
who are most in need.  Indicators of need include chronic absenteeism, functioning 
below grade level, being credit deficient, and unsuccessful completion of the 
California High School Exit Exam (CAHSEE).  
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C. Purpose 
 
The purpose of this RFP is to solicit proposals from organizations interested in managing a 
Youth WorkSource Center serving youth ages 17-21 with a focus on engaging out-of-
school youth with school or work, improving student retention and bolstering academic 
proficiency. The System shall assist in preparing youth to decide what next steps they need 
to take after high school.  An emphasis will be placed on guiding youth through an 
assessment and self-inventory process that helps them identify their interests, preferences, 
motivations and options.  From an informed stance, youth will be better prepared to map 
out a path toward higher education, vocations and careers. Given the intensive services 
to be provided, effective case management is a priority. 
 
All proposers recommended for funding through this RFP will be eligible for the award of 
funds to support the City’s HIRE LA’s Youth for Summer Jobs campaign. The source and 
amount of funds to be awarded will vary based on availability. Additionally, all properly 
procured subcontractors of successful proposers will be eligible for the award of funds by 
other City funded contractors provided the subcontractors’ services are consistent with 
those proposed in this RFP. 
 
 

II. RFP SPECIFICATIONS/ INFORMATION 
 
A. Contract Term 

 
The initial contract term shall be from July 1, 2012 to June 30, 2013 with the option to 
renew up to four (4) additional, one (1) year program terms. 
 
At the City’s sole discretion, any extension of the contract term will be contingent upon the 
availability of funds, evaluation of contractor’s performance, contractor’s continuing 
compliance with applicable federal, state, and local government laws and regulations, and 
upon approval by the City Council and Mayor.  The City reserves the right to adjust the 
initial contract term in order to best serve the needs of City residents. 
 

B. Eligible Proposers 
 

This RFP is being issued to interested applicants from for-profit organizations, non-profit 
organizations, educational institutions and public agencies with experience or related 
experience in operating a workforce development program targeted at youth. 
 
Proposals will be accepted only from organizations with the following qualifications: 
 
1. Be qualified to conduct business in the State of California (State); 

 

2. Be in good standing with the Secretary of State if a corporation or limited liability 
company; 
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3. Have not been determined to be non-responsible or been debarred by the City pursuant 
to the Contractor Responsibility Ordinance; 
 

4. Have not been debarred by the federal government, State or local government; 
 

5. Do not have an outstanding debt that has not been repaid or for which repayment 
agreement plan has not been implemented, if the proposer has contracted with the 
State or the City; 
 

6. Do not have a current disputed or disallowed cost if previously contracted with CDD; 
 

7. Are familiar with WIA and its regulations, as well as other federal, State and municipal 
laws regarding job training, job placement assistance, and supportive services to job 
seekers; 
 

8. Must have demonstrated experience within the past two (2) years of having provided 
services similar to those solicited; 
 

9. Must have a proposed center location physically located in the City; 
 

10.  Be registered with a Business Tax License from the City. 
 
C. Requirement to Procure Subcontractors 

 
All proposers who plan to utilize subcontractors in the delivery of their program must 
procure those subcontractors prior to submitting their proposal.  Once their procurement is 
completed and the selected organizations have agreed to potentially contract with you, you 
are encouraged to include them in your Program Design narrative responses.  Additional 
information about the requirements for procuring WIA subcontractors is found beginning on 
page 63 of 85 in Section 700 - Subcontract and Procurement Procedures, of the WIA Youth 
contract boilerplate. 
 

D. Eligibility 
 
WIA defines ―eligible youth‖ as an individual who is not less than age 14 and not more than 
age 21; is a low-income individual; and is an individual who is one or more of the following: 
 

1. Deficient in basic literacy skills; 

2. A school drop-out; 

3. Homeless, runaway or a foster child; 

4. Pregnant or a parent; 

5. An offender; or 

6. An individual who requires additional assistance to complete an educational program, 
or to secure and hold employment. 
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For this RFP, the City defines out-of-school and in-school youth as follows: 
 
An out-of-school youth is an individual who is a) an eligible youth who is a high school 
dropout; b) an eligible youth who has either graduated from high school or holds a 
General Educational Development (GED) certificate, but is basic skills deficient, 
unemployed, underemployed; or c) an eligible youth who has left school without passing 
the CAHSEE. 

 
An in-school youth is an individual who is an eligible youth who is in school; low income; 
and has one or more barriers. 

 
E. Target Population 

 
For this RFP, a minimum of 70% of all youth enrollments shall be out-of-school 
youth who are 17-21 years old.  Applicants proposing to serve a high percentage of high 
school dropouts will be scored favorably. 
 

For a definition of ―dropouts,‖ see Appendix D – LAUSD Dropout Definitions. 
 

See also Appendix E - LAUSD 2009-10 Dropout Rates by Local District showing high 
schools with high concentration of dropouts.  
 

F. Source of Funds, Regional Areas of Service, and Funds Available 
 
The source of funds for services solicited by this RFP is the WIA Title I funds. 
Approximately $10,000,000 in WIA Youth funds will be made available through this RFP 
process. However, please note that the City will not be notified of its final allocation until the 
spring of 2012. Final funding recommendations will be incorporated into the Local Annual 
Plan Year 13 Program Year 2012-2013.  
 

The City may fund more than one center in areas with high percentage of poverty at an 
amount not more than $1,000,000 per proposal.  The chart below identifies funding of 
areas with the greatest need and the number of proposals to be awarded in each regional 
area of service. 
 

Regional Area 
Percentage of All 
Youth Living in 

Poverty in the City 

Estimated Number of 
Proposals to be 

Awarded 

East Los Angeles 13.33% 1 

South Los Angeles 34.17% 3 

Central Los Angeles 18.12% 2 

West Los Angeles 3.34% 1 

South Valley 12.27% 1 

North Valley 13.63% 1 

Harbor 5.12% 1 

 
The City will be accepting proposals only for individual regional areas. If a proposer wishes 
to serve more than one regional area, the proposer must submit a separate proposal for 
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each regional area. Proposers are allowed to submit a maximum of two proposals for this 
RFP.  
 

The City reserves the right to award funding that is less than the amount requested by the 
proposer.  
 
Funding amounts may increase or decrease during the contract period and during 
subsequent years based upon the availability of funds, contractor’s continuing compliance 
with applicable federal, state and local government legislation and contractor’s 
performance.  The total amount of funds discussed in this RFP is an approximation based 
on projections from the current year, past years, and economic trends. 

 

G. Role of Los Angeles Unified School District  
 

Los Angeles Unified School District’s (LAUSD) Office of Pupil Services shall serve as a 
mandatory partner collaborator for all Youth WorkSource Centers to identify out-of-school 
youth and target them for services.   
 
LAUSD’s Office of Pupil Services has implemented ongoing and comprehensive dropout 
prevention, intervention and recovery program that leverages multiple services and efforts 
into a single, targeted program that addresses the needs of potential dropouts and their 
families through the creation of the Dropout Prevention and Recovery program.  The 
program provides at-risk students and students who have dropped out of school with the 
appropriate assistance such as counseling, and the resources to pursue alternative 
educational pathways to earning a diploma.   
 
LAUSD’s Dropout Prevention and Recovery Counselors will work with the City’s Youth 
WorkSource Centers.  A Counselor will be assigned to two Centers. The Counselor will 
coordinate with Youth WorkSource Center Case Managers to provide them access to all 
LAUSD educational programs, specialized educational activities, and support programs.  
LAUSD staff will provide on-site support to Case Managers to identify potential participants 
to youth services; connect students to Youth WorkSource Centers; and/or to LAUSD for 
services where available.   
 
LAUSD’s Counselors will have the following minimum required qualifications: Master’s 
Degree, Pupil Personnel Services (PPS) Credential in Counseling, Psychology or Social 
Work and School Site Experience.   

 
H. Local Certification Policy and System Performance Expectations 
 

The WIB is responsible for ensuring that Centers are of the highest possible quality. All 
Youth WorkSource contractors shall meet the local Certification Policy requirements set by 
the WIB and commit to providing quality services and improving work performance and 
work processes.  
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As such, WIB certification requires System contractors to successfully meet their annual 
contract performance goals and incorporate the Malcolm Baldrige National Quality Award 
Criteria into their management practices to ensure success in the certification process. 
 
For a complete copy of the Certification Policy and Procedures which includes Certification 
Guidelines and Performance Evaluation Guidelines please refer to the Policies section of 
the Year Twelve Annual Plan, pages 7-12 to 7-15, posted to the City website at 
www.cdd.lacity.org/home_report_wiaAPy12.html. 

 
I. Federal Performance Measures 
 

The Department of Labor established the three Common Measures that apply to programs 
serving youth (Source: TEGL 17-05). 
 

At a minimum, contractors will be measured on their success in achieving each of these 
outcomes for youth: 
 

 Placement in Employment or Education 

 Attainment of a Degree or Certificate 

 Literacy and Numeracy Gains 
 

For a look at the System’s current policy for measuring performance including changes, see 
http://wdr.doleta.gov/directives/corr_doc.cfm?DOCN=2195 
http://wdr.doleta.gov/directives/attach/TEGL17-05.pdf) 
 
The City and the County of Los Angeles are hosting ―Youth Common Measures‖ training on 
November 8, 2011 (see cover page for location). If interested, RSVP not later than 
Wednesday, November 2, 2011 via e-mail at adavayan@css.lacounty.gov. 
 
The Department of Labor, the State of California, or the City’s WIB may establish additional 
Performance Measures. 
 

J. Preliminary Schedule 
 

Request for Proposals Released Friday, October 28, 2011 
Mandatory Proposers’ Conference Tuesday, November 15, 2011 
Proposals Due by 5:00 p.m. Thursday, December 22, 2011 
Initial Contract Period Begins          July 1, 2012 

 
K. Mandatory Proposers’ Conference 

 

A mandatory Proposers’ Conference has been scheduled to answer questions regarding 
this RFP (see cover page for date and location). Please elect to attend one session and 
RSVP by Thursday, November 10, 2011 to cdd.planning@lacity.org. 
 
BRING YOUR OWN COPY OF THE RFP. COPIES OF THE RFP WILL NOT BE 
PROVIDED AT THE CONFERENCE. 
 

http://cdd.lacity.org/home_report_wiaAPy12.html
http://wdr.doleta.gov/directives/corr_doc.cfm?DOCN=2195
http://wdr.doleta.gov/directives/attach/TEGL17-05.pdf
mailto:adavayan@css.lacounty.gov?subject=RSVP%20Youth%20Common%20Measures%20Training
mailto:cdd.planning@lacity.org?subject=RSVP%20Youth%20WorkSource%20RFP%20Proposer%20Conference
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City staff will review the RFP document and will respond to questions regarding 
requirements of the RFP. City staff will not provide assistance regarding individual project 
design. Attendance is open to all interested parties.  
 

The conference may help satisfy applicable provisions of the City’s Business Inclusion 
Program requirements (see RFP pages 39 and 46 for more information).   
 

The City does not discriminate on the basis of disability and, upon request, will provide 
reasonable accommodation to ensure equal access to its programs, services and activities. 
Contact the CDD by calling (213) 744-9700 at least 72 hours in advance to request for 
accommodation. Hearing-impaired persons requiring assistive devices at the conference 
can communicate their request via the CDD’s TTY/TDD telephone number at (213) 744-
9395. 

 
L. Technical Assistance 
 

All technical assistance questions must be submitted by e-mail to cdd.planning@lacity.org. 
 
Written questions should identify the RFP section and page number, or the relevant 
General Contracting provision for each question submitted. To ensure the fair and 
consistent dissemination of information, all questions will be answered by a Question-and-
Answer (Q&A) document available on the CDD website listed on the cover page.  Individual 
answers will not be given. The CDD website will be updated on a regular basis to ensure 
prompt dissemination of information. 
 

M. In Writing 
 
All proposals must be submitted in writing and proposers shall complete and return any and 
all applicable documents including but not limited to forms, appendices, specifications, 
drawings, schematic diagrams, and any technical and/or illustrative literature.  The City 
may deem a proposer non–responsive if the proposer fails to provide all required 
documentation and copies.  
 

N. Deadline for Submission of Proposals 
 

Proposers must submit one (1) original and five (5) complete copies of the proposal using 
8 ½ x 11 inch, 3-ring binders.  No copies will be made at the CDD or by CDD staff.  The 
proposal designated as original must be marked ―ORIGINAL‖ on the cover letter and must 
bear the actual ―wet‖ signature of the person(s) authorized to sign the proposal.  
 
In addition, proposers are required to provide a copy of the proposed Budget forms in their 
original formats (Microsoft Word and Excel) on a CD or DVD. The CD or DVD should be 
labeled with the name of the proposer and the title of the RFP and placed in a sealed 
envelope with the proposer’s name and RFP title written across the front of the envelope 
attached or affixed inside the front cover of the original proposal. 
 
  

mailto:cdd.planning@lacity.org?subject=Youth%20WorkSource%20RFP%20Technical%20Assistance
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A cover letter accompanying the proposal package must be addressed to: 
 

Manuel Chavez, Assistant General Manager 
Community Development Department 
1200 W. 7th Street, 6th Floor 
Los Angeles, CA  90017 

 

The proposal must be hand delivered or sent by courier in a sealed package by 5:00 p.m. 
by the submission date identified on the cover page of this RFP. Proposals will be time 
and date stamped. The person who delivers the proposal package will be issued a ―Notice 
of Receipt of Proposal.‖   
 

Timely submission of proposals is the sole responsibility of the proposer. Proposers are 
encouraged to submit proposals well in advance of the proposal due date and time to 
ensure that proposals receive a date and stamp of 5:00 p.m. or earlier. Please allow 
sufficient time for security checks when entering the building.  
 

Proposals submitted via U.S. Postal Service, fax or e-mail will not be accepted.  
 

Proposals must be date and time stamped by 5:00 p.m. on or before the proposal 
due date or they will not be accepted.  
 

Proposals submitted after the date and time required shall be rejected and will be 
returned without review. 
 

The City reserves the right to extend the submission deadline should this be in the interest 
of the City.  
 

O. Proposal Review Process and Proposal Award 
 

The proposal review process shall include the following major activities to ensure that the 
procurement meets audit standards: 
 

1. All accepted proposals shall be reviewed to determine that the minimum eligibility 
requirements have been met.  Ineligible proposers will be informed in writing. 
 

2. All eligible proposals shall be reviewed, scored, and ranked within each regional area 
of service. 

 

3. All eligible proposals shall be reviewed for costs that are reasonable, allowable, 
necessary, and competitive, as measured by a review of the line-item budget, the 
project design, and its competitive standing as compared to all other proposals. 
 

4. At the City’s sole discretion, oral interviews may be held with qualifying proposers. 
 

5. A minimum score of 70 is required to be successful. Proposals with a score of 70 or 
greater that are not recommended for funding will be placed on a List of Qualified 
Youth WorkSource Replacement Operators. 
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6. Proposals with the highest scores and ranking within a regional area may be requested 
to make an oral presentation to the review panel. The results of this review will 
determine final recommendations.  
 

7. The CDD General Manager or his designee will propose funding recommendations to 
the WIB. The WIB will consider CDD's recommendations during a public meeting and 
may accept or reject CDD's recommendation in making its decision. WIB's funding 
decisions will be submitted to the Mayor and to the City Council for further 
consideration. 
 

8. Proposers shall be notified in writing about funding recommendations and results of the 
RFP. 

 

P. Proposal Appeal Process 
 

1. Appeal Rights 
 

The City shall notify in writing all applicants of their right to file an appeal.  The Notice 
to Applicant will be delivered by email or by fax to the Applicant’s current email/fax 
address as listed in the Proposer’s Information Form. The Notice shall be deemed 
received upon proof of successful email or fax transmission.   
 

Applicants submitting responses to this Request for Proposals may only submit 
appeals based upon specific facts demonstrating that the RFP criteria and/or process 
described in this RFP were not followed in making funding recommendations.  A 
disagreement with or objection to the points awarded, will not be a sufficient basis for 
an appeal.   
 

2. Letters of Appeal 
 

Appellant shall file a written appeal in accordance with the deadline described in the 
City's notice.  The deadline for submission of appeals shall be five business days after 
the City's delivery of Notice to Applicant. Appeals shall be hand-delivered to the CDD 
and addressed to: 
 

Manuel Chavez, Assistant General Manager 
Community Development Department 
1200 W. 7th Street, 6th Floor 
Los Angeles, CA  90017 

 

Written appeals may not be more than three (3) typewritten pages and shall request for 
an appeals hearing.  Written appeals must include the following information: 
 

1. The name, address and telephone number of the proposer; 
2. The RFP to which the organization responded; and 
3. The detailed statement of grounds for appeal. 

 

Written appeals may not include any new or additional information that was not 
submitted with the original proposal.  Only one appeal per proposal will be permitted.  
All appeals must be submitted within the time limits set forth within this section.  
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III. PROGRAM DESIGN  
 

 

A. Vision 
 
The City envisions that youth, particularly those most in need, will acquire the necessary skills 
to successfully transition into adulthood with careers, further education and/or career training; 
and that out-of-school youth will be provided an effective re-entry plan to get them back to 
school and/or employment.  
 
The Youth WorkSource System is a dropout recovery system that will prepare young people to 
be college and career ready. It will re-engage out-of-school youth with school or work, improve 
student retention and bolster academic proficiency through effective case management. The 
System will assist in preparing eligible youth to decide the next steps they need to take after 
high school by guiding youth through an assessment and self-inventory process to help them 
identify their interests, preferences, motivations and options. From an informed stance, youth 
will be better prepared to map out a path toward higher education, vocations and careers.  
 
System goals include a) increased leveraging of services by developing partnerships that bring 
relevant expertise; b) reduced infrastructure costs; and c) initiation of a sector focused 
approach that incorporates career ladders in high growth areas. Appendix G is a conceptual 
model of the City’s vision of the Youth WorkSource System. The System will be accessible 
through a number of centers located within the regional areas of the City.  
 

B. Length of Participation 
 
For purposes of contracting and measuring federal performance, the WIA program year is July 
1, 2012 - June 30, 2013.  However, youth should be enrolled on an open-entry/open-exit basis 
throughout the year.  Successful proposers must strategize how to manage customer flow in 
order to meet the needs of youth, serve the contracted number of participants and meet 
contracted performance goals.   
 
Successful proposers shall ensure that the average length of participation for youth is nine (9) 
months.  When appropriate and based on individual need, it may be necessary for a participant 
to continue in the program beyond June 30.  WIA allows for the carryover of participants from 
one program year to another.  However, no more than 25% of total participants enrolled should 
be carried over. 
 
Additionally, 75% of all enrolled youth are expected to exit from the program within the 
program year. This average is established to ensure that the City meets federally established 
performance standards. 
 

C. System of Support 
 
It is not expected that any single proposer can provide all of the identified program elements.  
As such, collaboration and co-location with other non-profit, for-profit and public entities is 
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encouraged. The City reserves the right to require any successful proposer to collocate with 
other City funded agencies or to occupy a facility identified by the City. 
 
To maximize the limited, available WIA funds, successful proposers shall be aware of and 
have access to the services of other youth and family service providers in their proposed 
regional area of service.  All Centers are expected to leverage such services to augment or 
supplement WIA funds.  Proposals that have greater leveraged resources will be favorably 
evaluated. Leveraged resources may include any other services that will assist youth in 
continuing their participation in the Youth WorkSource program (see Appendix C – Matched 
and Leveraged Resources – Discussion). 
 

D. Youth Outreach 
 
Successful proposers shall plan to conduct outreach efforts focused on youth within their 
proposed regional area of service.  Distinct strategies shall be developed for their proposed 
target population. The LAUSD’s Office of Pupil Services shall serve as a mandatory outreach 
partner for all Centers to identify and access potential youth participants.   
 
In-school outreach efforts are to be targeted to students of the LAUSD high schools in the 
proposed regional area of service.  However, it does not preclude the enrollment of other in-
school youth provided they reside within the regional area. 
 
Outreach efforts should reflect the demographics of the regional area to be served. 
 

E. Intake and Assessment 
 
Successful proposers shall prepare plans to determine the eligibility of potential youth 
participants, secure documentation to support eligibility, retain complete individual participant 
files and ensure the referral of non-WIA eligible youth to a FamilySource Center or other youth 
service provider.  Narrative responses must reflect an understanding of all youth and family 
services currently being provided within the proposed regional area of service. 
 
Successful proposers shall conduct a comprehensive assessment of eligible youth to 
determine the appropriate service strategy for them in the following categories: educational, 
vocational/occupational and psychosocial. Educational assessments measure academic 
performance and cognitive ability. Vocational/Occupational assessments measure 
employment-related interests, goals and values and vocational aptitude. Psychosocial 
assessments measure cognitive ability, behavior and social/emotional health. The City may 
require specific assessment tools. 
 
The assessment should also include, to the greatest extent possible, an initial assessment of 
the youth’s family financial condition and need. The Center shall coordinate with the City’s 
FamilySource Center (FSC) to refer parents and siblings not eligible for WIA youth services 
and encourage their enrollment into the FSC. Additionally, 20% of all enrollees in the Youth 
WorkSource Center shall be co-enrolled with a FamilySource Center.  
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F. Individual Service Strategy  

 
Individual Service Strategy (ISS) is an individual plan prepared jointly by a case manager and 
participant for the activities the youth will engage in while in the program.  Each case manager 
and each youth will review together all assessment results. They should approach the creation 
of the ISS by having the end result in mind at the beginning—by agreeing on the performance 
outcome that is the desired goal of the ISS.  They should create the mix and sequence of 
activities best suited to help the participant reach the agreed-upon goal.  Both case manager 
and participant then sign the ISS, signifying their agreement to work together toward reaching 
the outcome.   
 
Successful proposers shall prepare an ISS for each eligible youth.  All services and activities 
included in the strategies shall be based on the participant’s assessment and result in 
outcomes that contribute to the City meeting its federally established performance standards. 
 

G. Program Elements 
 
At a minimum, successful proposers must ensure that all of the following program elements 
are available and provided when needed, to eligible youth based on their assessment and ISS.  
 

 tutoring, study skills training, and instruction leading to completion of secondary school, 
including dropout prevention strategies;  

 alternative secondary school services as appropriate; 

 summer employment opportunities that are directly linked to academic and occupational 
learning; 

 paid and unpaid work experiences, including internships and job shadowing, as 
appropriate; 

 occupational skill training, as appropriate;  

 leadership development opportunities, which may include community service and peer-
centered activities encouraging responsibility and other positive social behaviors during 
non-school hours, as appropriate; 

 supportive services;  

 adult mentoring for the period of participation and a subsequent period, for a total of not 
less than 12 months; 

 follow-up services for not less than 12 months after the completion of participation, as 
appropriate; and   

 comprehensive guidance and counseling, which may include drug and alcohol abuse 
counseling and referral, as appropriate.  

 
H. Case Management Strategy 

 
Case management is the core of service provision for the System and successful proposers 
shall designate adequate resources to provide such services.  Distinct case management 
strategies shall be developed for out-of-school and in-school youth.  Out-of-school youth 
strategies shall focus on re-engaging youth with school or preparing them for work.  It is 
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expected that case managers will meet with enrolled youth at a minimum of twice per month.  
Proposers must also include strategies in their plan to ensure continued participation of youth 
in the program. 
 

I. Successful Outcomes 
 
Center operators shall be expected to meet or exceed all program goals.  These goals include, 
but are not limited to 1) the Department of Labor’s ―Common Measures‖ Placement into 
Employment or Education, Attainment of a Degree or Certificate, and Literacy and Numeracy 
Gains; and 2) local goals for Exits with a Positive Outcome, Percentage of Out-of-School 
Youth Served, Customer Satisfaction (Youth and Employers), and Administrative Capability. 
 

J. Career Pathways Approach 
 
Successful proposers should highlight a career-pathway-oriented framework that has the goal 
of increasing an individual’s educational, skills attainment, and employment outcomes while 
meeting the needs of local employers and growing sectors and industries.  Career pathway 
programs offer a clear sequence, or pathway, of education coursework and/or training 
credentials aligned with employer-validated work readiness standards and competencies.   
 
A career pathways approach helps to simplify difficult-to-navigate systems, making training 
and credentialing programs more accessible to at-risk and out-of-school youth.  It also creates 
easy-to-follow paths to industry-recognized credentials while providing the necessary support 
services.  In addition, career pathways provides work-focused alternatives to traditional college 
settings by offering academic instruction within the context of particular occupations or 
industries at the basic and developmental levels while complementing and meeting the labor 
demands of growing industries. 
 

K. Employer Participation 
 
The active participation of employers is critical to the success of the System.  Successful 
proposers must identify employers that will provide subsidized employment for youth, as well 
as employers that will participate in the identification of appropriate training strategies to 
prepare youth for career-oriented employment.  Such employers should also commit to hire 
qualified trainees. 
 
Employers should be engaged in confirming the skills and credentials required for occupations.  
Employers may also play a role in program curriculum design and instructions, where 
applicable.  Finally, employers may provide vocational training, work experiences (e.g. 
internships and apprenticeships), and ultimately, permanent jobs as part of the career 
pathways system.    
 

L. Participation of Public Adult Education and Community Colleges 
 

Successful proposers shall ensure the participation of public adult education and community 
colleges in the provision of training services for youth where appropriate.  Centers should 
arrange for such services to be provided at no cost to the WIA grant.   Short-term vocational 
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preparation courses are preferred.  The selection of such training courses should be based on 
the career pathway options developed in conjunction with an employer or employer group. 
 

M. Follow-up Strategies 
 

Successful proposers shall follow up on the status of exited youth for a period of one year to 
determine if the service strategy was successful and if the youth continues to be enrolled in 
school or employed. The re-enrollment of youth or enrollment of youth with a WorkSource 
Center is encouraged if it is evident that the youth requires additional services to attain their 
goals. 
 

N. Youth WorkSource Center Location and Facility Requirements 
 

The Center shall be located in the area of service proposers plan to serve and within close 
proximity to the area high schools with the highest drop-out rates.  Proposals that identify a 
City or non-profit owned facility as the center location or a center that is physically co-located 
with a WorkSource or FamilySource Center shall be favorably evaluated.   
 
Youth WorkSource Centers must: 
 

1. Be Americans with Disabilities Act (ADA) compliant. 

2. Be accessible by public transportation.    

3. Contain a resource room of at least fifteen (15) computers with internet access for youth 

participants. 

4. Contain at least two (2) enclosed or private offices in which confidential intake and case 

management discussions can take place. 

5. Contain at least two (2) classrooms where instruction can be provided. 

6. Contain space for the co-location of collaborators. 

7. Be well secured so that youth can be provided services in a safe environment. 

8. Contain signage that identifies the facility as a City, WIA funded Youth WorkSource 

Center. 

9. Remain open for business until 8:00 p.m. at least two (2) times per week and one-half 
(1/2) day on Saturdays. 

 

The City will not recommend a proposer for funding, nor fund a successful proposer regardless 
of the merits of the proposal, if the facility is deemed to be in unacceptable condition to render 
services. 
 
 

O. Reporting of Youth Activity 
 
All youth activities from enrollment through exit to follow-up shall be electronically recorded in 
an automated database prescribed by the City.  At present all reporting is through the City’s 
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Integrated Services Information System (ISIS) for which the City provides access and training.  
However, the use of ISIS as the reporting tool remains subject to change based on the 
anticipated implementation of a new data collection system at the state level.  Timely and 
accurate reporting of youth activities shall be a priority. 
 

P. Youth WorkSource Center Operator Responsibilities 
 
The responsibilities of successful proposers include, but are not limited to, the following: 
 

 Developing a single system of support (as described in ―System of Support‖ Sub 
Section C of Program Design) that provides a comprehensive array of youth services. 
This includes coordinating and facilitating the co-location of procured collaborators at 
the proposed regional area of service. 
 

 Procuring and ensuring the timely execution of subcontractor agreements with all 
applicable City terms and conditions.  It is expected that subcontracts will be executed 
within 30 days of contract execution with the City.  Subcontracts may be subject to 
review and approval of the City prior to execution.  
 

 Providing responsible leadership to secure the resources and personnel necessary to 
ensure effective program performance. 
 

 Coordinating the Center’s daily operations with collaborators to ensure maximum 
provision of services during traditional and non-traditional hours. 
 

 Managing the program operations. 
 

 Paying subcontractors within 10 days of receipt of payment from the City. 
 

 Performing annual fiscal reviews and programmatic audits of subcontractors. 
 

 Preparing and giving written monitoring reports to the subcontractors that, at a 
minimum, identify successes and/or problems, making recommendations for quality 
improvement, and if applicable, requiring a corrective action plan to address findings. 
 

 Providing ongoing technical assistance and support to collaborators. 
 

 Providing written notice to the City of any program or fiscal issues in accordance with 
City guidelines. 
 

 Complying with City initiatives, policies and guidelines, including information bulletins, 
instructions, directives, and site visit reports. 
 

 Submitting a California Awards for Performance Excellence (CAPE) application as 
required by the WIB. (See WIB Certification Policy and Procedures.) 
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IV.  EVALUATON CRITERIA 
 
This RFP represents the initiation of a competitive process designed to obtain the services of the 
most competent bidder consistent with the City’s general Contracting requirements.  The City will 
follow the general guidelines below in evaluating the proposals, selecting successful Contractors, 
and awarding Contracts.  
 
The City shall have sole discretion over the evaluation of the Proposals.  Proposals will be 
evaluated using a point system in the areas of Demonstrated Ability, Program Design, Cost 
Reasonableness, and Systems Objectives. 
 
A total of 100 points, plus a potential of 5 bonus points, may be awarded based on the review of 
proposals. A minimum score of 70 is required to be considered successful. Only successful 
proposals will be considered for funding.  Proposals with a score of 70 or greater that are not 
recommended for funding will be placed on a list of Qualified Youth WorkSource Replacement 
Operators. In the event that a Center operator is unable to continue in that capacity, the City may 
make a selection from the list of replacement operators to assume management of the Center. 
Such action will require approval of the WIB, City Council and Mayor.   
 
Proposals will be evaluated against others proposing to serve the same regional area.  Proposals 
with low infrastructure cost will be evaluated favorably.  Consideration of any or all of the criteria 
is the City’s sole discretion. The City reserves the right to verify information contained in the 
proposal. If the information cannot be verified, and if the errors are not willful, the City reserves 
the right to reduce the rating points. 
 
A. Demonstrated Ability – Total 35 Points 

 

Favorable consideration will be given to proposers with demonstrated experience in 
managing WIA funds and providing services in their proposed regional area. 

 

 All proposers will be evaluated on documented performance for the two most recently 
completed program years in enrolling youth ages 14-21; in measuring the satisfaction of 
the youth served; in assisting youth with returning to school, securing employment and 
securing diplomas and/or credentials that identify the youth as having vocational skills; 
and, in managing programs/contracts in a manner that exhibits the proposer’s 
administrative capability. 

 

 Total number of Out-of-School youth, ages 14-21, served over the two most recently 
completed program years including funding received. 

 

 Total number of youth served through a summer jobs campaign. 
 

 Narrative description of providing services comparable to those identified in the Program 
Design. 
 

 For existing WorkSource, OneSource and FamilySource contractors only, SOFA 
Performance for the two most recently completed program years will serve as one of the 
sources for evaluating this category. 
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B. Program Design – Total 40 Points 

 
This category will evaluate the proposed program design as described in the narratives and 
exhibits submitted with the proposal. 
 

The City reserves the right to require a pre-award interview, site inspection, and/or 
telephone conference call to verify information contained in the proposal and to determine if 
the proposed facilities are appropriate for the services to be provided.   

 

C. Cost Reasonableness – Total 25 Points 
 
All proposed costs will be evaluated against the City’s independent cost estimate and 
against the costs of other applicants.  Costs will be evaluated on the following factors: 
 

 Accurate and Complete Budget – Proposed budget must be accurate and complete in 
order to get greater number of points. 
 

 Facility Costs – Proposed budget with lower percentage allocated for facilities will 
receive greater number of points.   
 

 Participant Related Costs – Proposed budget with the higher percentage allocated for 
participant related costs will receive greater number of points.   
 

 Dedicated Case Management Staff – Proposed budget with the higher percentage 
allocated for Case Managers will receive greater number of points.   
 

 Leveraged Resources – Proposed budget with the higher percentage of leveraged 
resources will receive greater number of points.   
 

 Cost Per Youth Served – Proposed budget with lower cost per youth served will receive 
greater number of points. 

 
Any proposer that has an unresolved fiscal finding with the City must have the finding 
resolved prior to being considered for funding. 
 
Any proposer that is not currently funded by CDD will be required to submit a copy of their 
audited financial statements in the last two years.  If it is determined that the proposer is not 
solvent, proposer will not be considered for funding. 
 

D. System Objectives – Total 5 Bonus Points 
 
Bonus points will be awarded to any proposer that has submitted an application for a 
California Awards for Performance Excellence (CAPE) Prospector award to the California 
Council for Excellence and/or to any proposer that provides evidence of recognition as an 
organization focused on performance excellence/total quality management. 
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V. PROPOSAL PACKAGE 
 
A. Narratives 

 
All proposers must respond to the questions and instructions below. Answer questions in 
concrete language, use quantifiable measurements whenever possible, and be specific about 
the role of each collaborator. Narratives should answer the following questions: what will be 
done, who will do it, who will receive service, how and where it will be done. Narrative responses 
shall be limited to a maximum of twenty five (25) pages (excluding flowcharts and exhibits). 
 
NARRATIVE 1 – DEMONSTRATED ABILITY (35 POINTS) 
 
Please complete Exhibit III – Performance Verification.  
 
Describe the proposer’s demonstrated ability for the past two years in the following areas, clearly 
articulating the measurable outcomes including the roles of specific partners involved in 
achieving program goals.  
 
1. Operating a workforce development program targeted at youth age 14-21, specifically 

addressing the program’s experience serving out-of-school youth; 
 

2. Partnering with other non-profit, for-profit and public entities and with the Los Angeles Unified 
School District (LAUSD), the Los Angeles Community College District (LACCD), the City 
FamilySource (FS) and WorkSource (WS) centers, the City Gang Reduction and Youth 
Development (GRYD) program, youth-focused community-based organizations, and 
business/employers in operating a workforce development program targeted at youth; 

 

3. Providing services to youth in the regional area you propose to serve; 
 

4. Providing services to special populations including pregnant/parenting teens, homeless 
youth, foster youth, youth with disabilities, those involved with the criminal justice system, 
and diverse demographic groups reflective of the area(s) you propose to serve; 

 

5. Providing the following specific or comparable program elements: 
 

 tutoring, study skills training, and Instruction leading to completion of secondary school, 
including dropout prevention strategies;  

 alternative secondary school services as appropriate; 

 summer employment opportunities that are directly linked to academic and occupational 
learning; 

 paid and unpaid work experiences, including internships and job shadowing, as 
appropriate;  

 occupational skill training, as appropriate;  

 leadership development opportunities, which may include community service and peer-
centered activities encouraging responsibility and other positive social behaviors during 
non-school hours, as appropriate; 

 supportive services;  
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 adult mentoring for the period of participation and a subsequent period, for a total of not 
less than 12 months; 

 follow-up services for not less than 12 months after the completion of participation, as 
appropriate; and   

 comprehensive guidance and counseling, which may include drug and alcohol abuse 
counseling and referral, as appropriate. 

 
6. Application of Malcolm Baldrige National Quality Award criteria or similar performance 

excellence criteria to your management practices and program operations; 
 
7. Managing projects which include working closely with employers and training providers in the 

employment, development and implementation of training programs for specific occupations. 
 
NARRATIVE 2 - PROGRAM DESIGN (40 POINTS) 
 
A. VISION 
 

Describe how your program design will address the City’s vision of the Youth WorkSource 
System. 

 
B. LENGTH OF PARTICIPATION 
 

Please complete Exhibit IV – Youth Participant Flowcharts - In-School Youth Participant 
Flowchart and Out-of-School Youth Participant Flowchart. Provide a narrative that describes 
and supports both flowcharts. The narrative should discuss: 

 
a. The progression of in-school youth participants from enrollment through exit to follow-up 

including all service options available and how businesses/employers and collaborators 
interact in the process. 

b. The progression of out-of-school youth participants from enrollment through exit to follow-
up including all service options available and how businesses/employers and collaborators 
interact in the process. 

c. How much time will elapse between first contact and first service; length of time a youth 
participant will spend in each point of service or process. 

d. How your strategy will ensure that federally established performance standards are met. 
e. How you will collaborate with adult education and community colleges. 

 
C. SYSTEM OF SUPPORT 

 
Please complete Exhibit V - Intent to Formally Collaborate, which outlines the roles and 
responsibilities of each collaborator. Submit ―Memorandum of Understanding (MOU) or Letters 
of Support from Non-funded Partners‖ and label as ―Attachment A.‖  
 
a. Describe your relationships with the Los Angeles Unified School District (LAUSD), 

community colleges, the City FamilySource (FS) and WorkSource (WS) centers, the City 
Gang Reduction and Youth Development (GRYD) program, youth-focused community-
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based organizations, and business/employers in operating a workforce development 
program targeted at youth. 

b. Describe your collaboration with other non-profit, for-profit, and other public entities 
including their respective roles in providing services to youth. 

c. Identify any non-WIA funded collaborators and their roles in ensuring youth participation in 
the Youth WorkSource program. 

d. Identify which collaborators specialize in serving out-of-school youth and what services 
they provide. 

e. Specify the actual commitments each collaborator has made in terms of other additional 
direct and in-kind resources to maximize effectiveness.  

f. Describe your plan to access the services of other youth and family service providers in 
your proposed regional area of service that will assist youth in continuing their participation 
in the Youth WorkSource program.  

 
D. YOUTH OUTREACH  

 
a. Describe in detail your outreach and recruitment strategy for each of the following: out-of-

school youth age 17-21, in-school youth, and non-WIA eligible City residents. 
b. Identify and describe the specific high schools you will be targeting in your proposed 

regional area of service. 
 

E. INTAKE AND ASSESSMENT 
 

Please submit Proposer Client Assessment Tool and label ―Attachment B.‖ 
 

a. Describe your intake process including eligibility determination and your assessment 
process to provide the appropriate service strategy for in-school and out-of-school eligible 
youth.  

b. Describe how you will conduct an initial assessment of the youth’s family financial 
condition. Explain how you will coordinate with the City’s FamilySource Center to 
encourage enrollment of the youth’s family members into the System. Of all the assessed 
and/or enrolled in the Youth WorkSource System, indicate how many families you would 
co-enroll or plan to co-enroll into the FamilySource System. 

c. Discuss how assessment will be structured to identify academic, employability and 
occupational interests, aptitudes and skill levels, personal development, and supportive 
service needs. 

d. Describe your referral process to ensure that non-WIA eligible youth City residents are 
provided services by a FamilySource Center or other youth service provider. 

 
F. INDIVIDUAL SERVICE STRATEGY  

 
a. Describe your plan for developing ISS for eligible in-school and out-of-school youth and 

how you will provide information on the full array of available services and encourage their 
use. 

b. Discuss how services and activities included in the ISS are based on individual 
assessments; that outcomes meet federally established performance standards; and that 
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youth and their families receive proper information and appropriate guidance to make 
informed decisions. What specific tools will be used? 

c. Discuss how youth and their families who cannot be served by the Youth WorkSource 
program are referred to appropriate services. 

 
G. PROGRAM ELEMENTS 

 
Please complete Exhibit VI – Proposed Enrollment and Outcomes Summary. 
 

Describe your strategy for providing the variety of services listed in the Program Design, 
ensuring that the services are available, accessible and based on the assessment and 
individual service strategy of youth. 

 
H. CASE MANAGEMENT STRATEGY 

 
a. Discuss your case management strategy for in-school and out-of-school youth and how 

each youth participant receives all planned services, makes appropriate progress, and 
reaches planned goals. 

b. Discuss your strategy to re-engage out-of-school youth with school; how you will provide 
educational services such as basic skills, English for non-English speakers, computer 
literacy, and instruction leading to the completion of secondary school, tutoring, study 
skills, alternative school services, GED preparation, and preparation for post-secondary 
educational opportunities. 

c. Discuss how your program is tied or linked to public adult education schools and local 
community colleges. Discuss how you will provide contextual basic skills and link 
academic and occupational training.   

d. Discuss your strategy to prepare out-of-school youth for work; develop and improve youth 
employment skills, work readiness skills, and job-specific skills. 

e. Describe your plan to ensure continued participation of youth in the Youth WorkSource 
program. 

 
I. SUCCESSFUL OUTCOMES 

 
Discuss your plan to ensure that proposed youth activities would result in achieving goals 
described in this RFP. 

 
J. CAREER PATHWAYS APPROACH 

 
Describe your process for providing career guidance, including career exploration 
opportunities, career development strategies, job development, and job placement.   

 
L. EMPLOYER PARTICIPATION 

 
a. Describe how you will identify, develop and maintain relationships with employers who 

can participate in preparing youth for the workforce.  
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b. Describe how you will coordinate job development with your collaborators and with other 
successful proposers. 

c. Describe the continuum of opportunities for employer involvement and indicate the extent 
of their commitment, especially in providing subsidized employment for youth and in 
identifying appropriate training strategies to prepare youth for career-oriented 
employment. 

 
M. PARTICIPATION OF PUBLIC ADULT EDUCATION AND COMMUNITY COLLEGES  
 

Describe your strategy for providing training services to youth participants through the public 
adult education schools and community colleges. 

 
N. FOLLOW-UP STRATEGIES 
 

a. Discuss your follow-up services for at least 12 months after the youth participant exits 
from the program to determine if the youth has achieved or attained their goal and 
continues to be enrolled in school or employed. 

b. Discuss how and at what intervals youth participant activities will be monitored and 
tracked after exiting from the program. 

c. Discuss how you will ensure that youth participants remain on their targeted career path 
after exiting from the program. 

 
Q. YOUTH WORKSOURCE CENTER LOCATION AND FACILITY REQUIREMENTS 

 
Please complete Exhibit VII – Facility Form.  

 
a. Describe your current or proposed facility, including location, proximity to high schools 

with the highest drop-out rates, hours of operations, and the services you propose to 
provide in this location. Identify the features and services designed to appeal to youth, 
their parents, and the community in the regional area you propose to serve. 

b. Describe how you will provide full accessibility to persons with disabilities and to non-
English or limited English speakers, to your building and to all youth services. 

c. Discuss how you determine the most effective schedule of expanded hours of operation 
and services to best meet the needs of your community. 

d. If your current or proposed facility does not meet all the site requirements identified in the 
Program Design, discuss your action plan and timeline for meeting them. 

 
R. REPORTING OF YOUTH ACTIVITY 

 
Discuss how you will ensure that all youth activities from enrollment through exit to follow-up 
are reported in a timely and accurate manner. 

 
S. YOUTH WORKSOURCE CENTER OPERATOR RESPONSIBILITIES 

 
Please submit the proposer’s organization chart and label ―Attachment C‖ detailing key staff 
positions. 
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a. Describe your system of administration including audit and fiscal review; monitoring and 

evaluation, and compliance with City guidelines.  
b. Describe your system of program implementation, including your process of internal 

monitoring and follow-up procedures to ensure program quality, customer satisfaction, 
achievement of performance goals and contract compliance.   

 
NARRATIVE 3 – COST REASONABLENESS (25 points)  
 
Please complete the following Budget Forms and prepare a 12-month budget in accordance with the 
―Guidelines for Preparation of Budget Forms.‖  

• Narrative Worksheet for Proposed Budget 
• Budget Summary 
• Budget Detail 
• Schedule of Personnel Costs 
• Spending Plan Worksheet 
• Schedule of Leveraged Resources 
• Salary Range Summary Sheet 
• Position Descriptions 

 
If not currently funded by CDD, please submit proposer’s Audited Financial Statements in the last 
two years and label ―Attachment D.‖ 
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B. General Preparation Guidelines 
 

If a proposer does not follow these instructions and/or information is left out or a particular exhibit 
and/or attachment is not submitted, the proposer shall be determined to be ineligible and excluded 
from the review. 
 
1. Efficiencies in how proposals are prepared and submitted are requested in order to facilitate 

the review, storage, and recycling processes for proposal materials.  Economy in presentation 
and packaging is preferred over materials which are glossy, not easily reproduced, awkward to 
store, or create unnecessary waste.  Responses should be packaged/bound in a form easily 
stored and maintained to minimize the use of office space.  Each response should have the 
bulk of its content prepared on standard 8 ½ x 11 inch paper.  Tabs and dividers may be used. 
Non-requested promotional materials, videos, and over sized materials should be avoided 
whenever possible except as otherwise requested within the RFP.  

 
2. The proposal must be submitted in the full legal name of the Proposer as registered with the 

California Secretary of State.  A corporate seal, if available, must be embossed on the left-
hand side of Exhibit II, Executive Summary Signature Page, in the original proposal.  An 
authorized representative of the proposer who has legal authority to bind the organization in 
contract with the City must sign the proposal. 

 
3. Separate proposals should be submitted for each Youth WorkSource Center.  Indicate on the 

Executive Summary Signature Page (Exhibit II), the regional area your organization is 
proposing to serve. 

 
4. Proposers must submit one (1) original and five (5) copies.  The original must be marked 

―Original‖ on the cover and must bear the actual ―wet‖ signature(s) of the person(s) authorized 
to sign the proposal.  The copies must be numbered on the upper right hand side of the cover 
to indicate ―Copy No. __.‖  Please submit proposal copies using 8 ½ x11 inch, 3-ring binders. 

 
5. In addition to the hard copies of the proposal, proposers are required to provide a copy of the 

proposed Budget forms in their original formats (Microsoft Word and Excel) on a CD or DVD. 
The CD or DVD should be labeled with the name of the proposer and the title of the RFP and 
placed in a sealed envelope with the proposer’s name and RFP title written across the front of 
the envelope attached or affixed inside the front cover of the original proposal.  

 
6. If any proposal contains any trade secrets, or other proprietary information that the proposer 

claims is exempt from California Public Records Act, one (1) redacted copy of the proposal 
must also be submitted in addition to the original version and five (5) copies with an 
explanation for the redactions.  The City Attorney will determine whether such redactions are 
valid or permissible. Written proposals must be presented in a sealed envelope or box.  
Proposer must enter the title and proposer’s name on the outside of the envelope or box.  
Sealed proposals are to be delivered to the address listed in this RFP no later than the stated 
proposal submission deadline (see cover page of this RFP).  
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7. All proposals must be accompanied by a cover letter that should be limited to one page.  The 
letter must: 
 

 Include the title, address, telephone number, fax number, and e-mail of the person(s) 
authorized to represent the proposer and each collaborator; 

 

 Be signed by the person(s) authorized to bind the organization to all commitments made in 
the proposal and, if applicable, be accompanied by a copy of the Board Resolution 
authorizing the person(s) to submit the proposal.  If a Board Resolution cannot be 
obtained prior to proposal submission, it may be submitted no later than 14 calendar days 
after the proposal submission deadline; 

 

 Consortiums, joint ventures, or teams submitting proposals will not be considered 
responsive unless it is established that all contractual responsibility rests solely with one 
proposer or one legal entity.  The proposal must identify the responsible entity.  

 

 Identify the individual or firm that prepared or assisted in preparing the proposal.  If that 
individual or firm will not participate in the implementation of the project, describe how the 
transfer of responsibility will occur to ensure timely implementation. 

 
8. Address and send the cover letter with the proposal package to: 

 
Manuel Chavez, Assistant General Manager 
Community Development Department 
1200 W. 7th Street, 6th Floor 
Los Angeles, CA 90017 

 
9. Narrative responses shall be limited to a maximum of 25 pages (excluding flowcharts and 

exhibits) and must follow these standards: 
 

 Computer generated or typewritten only 

 Font size – 12 points 

 Font type – Times New Roman or Arial 

 Margins – At least 1 inch on all sides 

 Line spacing – Single-spaced 

 Single-sided, 8 ½‖ x 11‖ plain white paper 

 Portrait orientation 
 

Pages in excess of the stated limits will not be read and will not be considered in 
scoring. 
 

10. Each page of the proposal, including exhibits, must be numbered sequentially at the bottom of 
the page to indicate Page __ of __. This may be handwritten. 

 
11. Please use the indicative mood (will, shall, etc.) in narratives rather than the subjunctive 

(would, should, etc.) so that proposals can be easily converted to contract form. 
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12. The Proposal Contents Checklist lists all narratives, exhibits and attachments that must be 

included in the proposal.  In assembling the completed proposal, please insert the exhibits 
and attachments where they are indicated in the Proposal Contents Checklist.  The Proposal 
Contents Checklist will serve as your Table of Contents. 

 
13. Answers should be as concise as possible while providing all the information requested. 

 
14. The narratives and exhibits, including the budget, should include and clearly identify the 

services to be provided by and the demonstrated ability of subcontractors. 
 
15. Only the exhibits and attachments specifically requested in the RFP should be submitted with 

your proposal.  Any other attachments submitted to ―supplement‖ information in the proposal 
will not be read and will not be considered in scoring. 

 
C. Proposal Contents Checklist  

 
The Proposal Contents Checklist identifies all information to be submitted with your proposal.  It will 
serve also as the Table of Contents for your proposal.  Do not assume that any document is not 
applicable.  (See next page.)  
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Proposal Contents Checklist 
 

Proposer Legal Name: _______________________________________ 
Regional Area of Service: _______________________________________ 

 

Page 
Proposal Contents Checklist (Table of Contents)……………………………………………………………… ______ 
Cover letter ………………………………………………………………………………………………………... ______ 
  

Documents to be Submitted with Proposals 
Exhibit I: Proposer Information and LA Residence Information Form ………………………....................... 

 Copy of Proposer’s Articles of Incorporation and Bylaws…………………………………………….. 

_____ 
_____ 

 Corporate Resolution of Executorial Authority or other qualifying documentation (if not available, 
may be submitted 14 days after the stated submission deadline)…………….………………......... 

 
_____ 

 If applicable, Nonprofit Status Documentation from the Internal Revenue Service (IRS) e.g. 
501(c)(3) designation, or other evidence of tax-exempt status…………………………………….… 

 
_____ 

 Copy of City Business Tax Registration Certificate (BTRC) …………………………………………. _____ 

Exhibit II: Executive Summary Signature Page and Non-Collusion Affidavit………………………………... _____ 
Narrative 1: Demonstrated Ability ………………………………………………………………........................ _____ 
Exhibit III: Performance Verification………………………………………………………….………………….. _____ 
Narrative 2: Program Design ……………………………………………………………………........................ _____ 
Exhibit IV: Youth Participant Flowcharts 

 In-School Youth Participant Flowchart…………………………………………………......................... 

 Out-Of-School Youth Participant Flowchart …………………………………………………….………. 

 
_____ 
_____ 

Exhibit V: Intent to Formally Collaborate …………………………………………………………….…………. _____ 
Attachment A: Memorandum of Understanding and/or Letters of Support from Non-funded Partners…... _____ 
Attachment B: Client Assessment Tool ………………………………………………………………............... _____ 
Exhibit VI: Proposed Enrollment and Outcomes Summary ………………………………………….……..… _____ 
Exhibit VII: Facility Form ……………………………………………………………………………………..…… _____ 
Attachment C: Proposer’s Organization Chart ………………………………………………………............... _____ 
Narrative 3: Cost Reasonableness ……………………………………………………………………………… _____ 
Attachment D: Audited Financial Statements…………………………………………………………………… _____ 

Budget Forms 
Narrative Worksheet for Proposed Budget …………………………………………………...............……..… _____ 
Budget Summary…………………………………………………………………………………………….…..… _____ 
Budget Detail……………………………………………………………………………………………...…..…… _____ 
Schedule of Personnel Costs…………………………………………………………………………...……...… _____ 
Spending Plan Worksheet………………………………………………………………………………………... _____ 
Schedule of Leveraged Resources…………………………………………………………….……….……….. _____ 
Salary Range Summary Sheet…………………………………………………………………………..……..… _____ 
Position Descriptions…………………………………………………………………………………….….…….. _____ 

Other Required City Administrative Documents 
Exhibit VIII Certification Regarding Compliance with the American Disabilities Act ………………………. _____ 
Bidder Contributions City Ethics Commission (CEC) Form 55………………………...…………………….. _____ 
Bidder Certification City Ethics Commission (CEC) Form 50 ………………………….…………………….. _____ 
Business Inclusion Program and Outreach (BIP) Summary Sheet ………………………………...……..… _____ 
Contractor Responsibility Ordinance (CRO) Questionnaire ………………………………………...……..… _____ 
Equal Benefits Ordinance forms ………………………………………………………………..........…………. _____ 
Living Wage Ordinance…………….…………………………………………………………..............………… _____ 
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VI.  GENERAL RFP INFORMATION  

 
A. General Proposal Conditions 

 
1. Standard  Provisions for City Contracts 
 

Attached to this RFP, as Appendix B, is the City of Los Angeles Standard Provisions for City 
Contracts (Rev. 09/11).  Please review this information carefully. Compliance with these 
requirements and submission of necessary forms as outlined in this RFP is mandatory at the 
time of submission of a Proposal, prior to the award of a Contract, or both.   

 
2. Costs Incurred by Proposers 
 

All costs of proposal preparation shall be borne by the proposer.  The City, in any event, shall 
not be liable for any pre-contractual expenses incurred by proposers in the preparation and/or 
submission of the proposals.  Proposals shall not include any such expenses as part of the 
proposed budget. 

 
3. Best Offer 

 
The proposal shall include the proposer’s best terms and conditions.  Submission of the 
proposal shall constitute a firm and fixed offer to the City that will remain open and valid for a 
minimum of 270 calendar days from the submission deadline. 
 
The information requested and the manners of submission are essential to permit prompt 
evaluation of all proposals.  Accordingly, the City reserves the right to declare as non-
responsive and reject any proposal in which information is requested and not furnished or 
when a direct or complete answer is not provided. 

 
4. Alternatives 

 
Proposers shall not change any wording in the RFP or associated documents.  Any 
explanation or alternatives offered shall be submitted in a letter attached to the front of the 
proposal documents.  Alternatives that do not substantially meet the City’s requirements 
cannot be considered.  Proposals offered subject to conditions and/or limitations may be 
rejected as non-responsive. 

 
5. Proposal Errors 
 

Proposers are liable for all errors or omissions incurred in the preparation of the proposal, 
supplements or addenda to proposals.  Proposers will not be allowed to alter proposal 
documents after the due date for submission.  
 
The City reserves the right to make corrections or amendments due to any error identified in 
any proposal by the City or the proposer.  This type of correction or amendment will only be 
allowed for errors such as typing, transposition, or any obvious error.  Any changes will be 
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dated and time stamped, and attached to the proposal.  All changes must be in writing, and 
authorized and made by the Contract Administrator. 

 
6. Waivor of Minor Administrative Irregularities 
 

The City reserves the right, at its sole discretion, to waive minor administrative irregularities 
contained in any proposal. 

 
7. Interpretations and Clarifications 
 

The City will consider prospective recommendations or suggestions regarding any 
requirements before the Pre-Proposal Conference.  All recommendations or suggestions must 
be in writing and submitted to the Contract Administrator.  The City reserves the right to modify 
requirements on any RFP if it is in the best interest of the City. 

 
8. Optional Materials/Services 
 

Proposers may offer materials and/or services directly related to the specifications within the 
RFP but not included in it which will enhance the performance of City Staff in the fulfillment of 
the goal(s) of the RFP. Optional materials/services must be clearly delineated as optional in 
the proposal and separate pricing/cost identified as appropriate.  These options may be 
included in the resultant Contract. 

 
9. Accuracy and Completeness 
 

The proposal must set forth accurate and complete information as required in this RFP.  
Unclear, incomplete, and/or inaccurate documentation may not be considered.  Falsification of 
any information may result in disqualification. 
 
If the proposer knowingly and willfully submits false performance or other data, the City 
reserves the right to reject that proposal.  If it is determined that a contract was awarded as a 
result of false performance or other data submitted in response to this RFP, the City reserves 
the right to terminate the contract. 
 

Unnecessarily elaborate or lengthy proposals or other presentations beyond those needed to 
give a sufficient, clear response to all the RFP requirements are not desired. 

 
10. Withdrawal of Proposals 

 
Proposals may be withdrawn by written request from the authorized signatory on the 
proposer’s letterhead at any time prior to the submission deadline. 

 
11. Addendum 
 

The City reserves the right to submit addendum(a) to this RFP which may add additional 
requirements to be considered responsive.  All proposers must acknowledge any addendum(a) 
issued as a result of any change in this RFP on the proposer’s signature declaration page.  
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Failure to indicate receipt of addendum(a) may result in a proposal being rejected as non-
responsive. 

 
12. Multiple Proposals 
 

Proposers interested in submitting more than one proposal may do so, provided each proposal 
stands alone and independently complies with the instructions, conditions and specifications of 
the RFP. 

 
13. General City Reservations 

 

a. Submission Deadline - The City reserves the right to extend the submission deadline 
should this be in the interest of the City.  Proposers have the right to revise their 
proposals in the event that the deadline is extended. 

 

b. Withdrawal of RFP - The City reserves the right to withdraw this RFP at any time, if it 
deems such action is necessary, without prior notice.  The City makes no representation 
that any contract will be awarded to any proposer responding to the RFP.  The City 
reserves the right to reject any or all submissions. If any action in this section is taken, 
the City may re-issue the RFP, if necessary.  The City also reserves the right to contract 
with more than one respondent to this RFP.  Furthermore, the City may exercise its right 
to not select a proposer from this RFP, if it determines that there was no responsive 
proposer. 

 

c. Reissue of RFP - If an inadequate number of proposals is received or the proposals 
received are deemed non-responsive, not qualified or not cost effective, the City may at 
its sole discretion reissue the RFP or execute a sole-source contract with a vendor.   

 

d. Changes to Proposals - The City shall review and rate submitted proposals.  The 
proposer may not make any changes or additions after the proposal deadline. The City 
reserves the right to request additional information or documentation, as it deems 
necessary. 

 

e. Verification of Proposal Information - The City reserves the right to verify all information 
in the proposal.  If the information cannot be verified, and if the errors are not willful, the 
City reserves the right to reduce the rating points awarded. 

 

f. Pre-award Interview - The City reserves the right to require a pre-award interview and/or 
site inspection. 

 

g. Minor Defects - The City reserves the right to waive minor defects in the proposal in 
accordance with the City Charter. 

 

h. Project Personnel - If the selection of the proposer is based in part on the qualifications 
of specific key individuals named in the proposal, the City must approve in advance any 
changes in the key individuals or the percentage of time they spend on the project. The 
City reserves the right to have the contractor replace any project personnel with equally 
or better qualified staff upon submitting written notice to the Contractor.  In addition, the 
City reserves the right to approve in advance any changes in project personnel or levels 



YOUTH WORKSOURCE CENTER OPERATORS – REQUEST FOR PROPOSALS 
 

    34 of 47 
10/27/2011 

of commitment by the Contractor. If the selection of the proposer is based in part on the 
qualification of specific key individuals named in the proposal, the City must approve in 
advance any changes in key individuals or the percentage of time they spend on the 
project. 

 

i. Rejection of Proposals 
 

The City reserves the right to reject any or all proposals, to waive  any minor defects in 
proposals received; to reject unapproved alternate proposal(s); and reserves the right to 
reject the proposal of any proposer who has previously failed to perform competently in 
any prior business relationship with the City.  The rejection of any or all proposals shall 
not render the City liable for costs or damages. 

 
14. Pre-Award Negotiations 
 

Prior to award of contract, the successful proposer(s) may be required to attend negotiation 
meetings that will be scheduled at a later date.  The intent of the meeting(s) includes but is 
not limited to discussing and negotiating contract requirements, prices, service level 
agreements, detailed scope of work specifications, ordering, invoicing, delivery, receiving, 
and payment procedures, etc. in order to ensure successful administration of the contract. 

 
15. Contract Negotiations and Execution of Contract 

 
Proposers approved for funding shall be required to negotiate a contract with the City on an 
offer/counter-offer basis.  The best terms and conditions originally offered in the proposal 
shall bind the negotiations.  The City reserves the right to make a contract award contingent 
upon the satisfactory completion by the proposer of certain special conditions.  The contract 
offer of the City may contain additional terms or terms different from those set forth herein. 
 

As part of the negotiation process, the City reserves the right to: 
 

• Fund all or portions of a proposer’s proposal and/or require that one proposer collaborate 
with another for the provision of specific services, either prior to execution of an 
agreement or at any point during the life of the agreement; 
 

• Use other sources of funds to fund all or portions of a proposer’s proposal; 
 

• Require that a funded proposer utilize a facility designated by the City for purposes of 
implementing its project;  
 

• Elect to contract directly with one or more of the identified collaborators; 
 

• Require all collaborators identified in the proposal to become co-signatories to any 
contract with the City. 

 
Unless otherwise stated, proposals submitted shall be irrevocable for a period of 270 days 
following the proposal submission deadline.  A response to this RFP is an offer to contract 
with the City based on the terms, conditions, service level agreement and specifications 
contained in the proposal submitted.  A contract will be developed after the City makes 
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award to the selected proposer(s).  The Contract will use the City’s general contracting 
requirements and Contractors should not deviate from already agreed provisions.   
 

Any contract made pursuant to this RFP must be accepted in writing by the proposer.  If for 
any reason the proposer should fail to accept the contract in writing, any conduct by 
proposer which recognizes the existence of a contract pertaining to the subject matter 
hereof shall constitute acceptance by proposer of the contract and all of its terms and 
conditions. 

 
16. Standing of Proposer 
 

Regardless of the merits of the proposal submitted, a proposer may not be recommended 
for funding if it has a history of contract non-compliance with the City or any other funding 
source, poor past or current contract performance with the City or any other funding source, 
or current disputed or disallowed costs with the City or any other funding source. 
 

Contractors/Organizations that have been sanctioned because of non-compliance with 
Single Audit Act requirements for managing grant funds will be eligible to apply; however, 
they will not be eligible to receive any funding, if awarded under this RFP process, until this 
sanction is removed. 
 

The City will enter into an agreement only with entities that are in good standing with the 
California Secretary of State. 

 
17. Contractor Responsibility Ordinance 
 

a. The proposers are advised that any contract awarded pursuant to this procurement 
process shall be subject to the provisions of the Contractors Responsibility Ordinance 
(CRO). (See City’s Standard Provisions: Appendix B). Proposers shall refer to 
http://bca.lacity.org/site/pdf/cro/CROQ%20Service.PDF for further information regarding 
the requirements of the Ordinance. 

 

b. The proposers shall complete and return with their proposal the Responsibility 
Questionnaire available at the web page above.  Failure to return the completed 
Questionnaire may result in a Bidder/Proposer being deemed non-responsive. 

 
18. Proprietary Interests of the City 
 

The City reserves the right to retain all submitted proposals, which shall then become the 
property of the City and a matter of public record.  Any department or agency of the City 
has the right to use any or all ideas presented in the proposal without any change or 
limitation.  Selection or rejection of a proposal does not affect these rights.  All proposals 
will be considered public documents, subject to review and inspection by the public at the 
City’s discretion, in accordance with the Public Records Act.   
 
Proposers must identify all copyrighted material, trade secrets or other proprietary 
information claimed to be exempt from disclosure under the California Public Records Act 
(California Government Code Sections 6250 et seq.)  In the event such an exemption is 
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claimed, the proposal must state: ―(Name of Proposer) shall indemnify the City and hold it 
and its officers, employees and agents harmless from any claim or liability and defend any 
action brought against the City for its refusal to disclose copyrighted material, trade secrets 
or other proprietary information to any person making a request therefore."  Failure to 
include such a statement shall constitute a waiver of the proposer's right to exemption from 
disclosure. 
 
In any event, all information contained in this RFP/RFQ is considered confidential and not 
open to the public or competing bidders until after the bidding period and appeal period is 
closed. 

 
19. Discount Terms 
 

Proposers agree to offer the City any discount terms that are offered to its best customers 
for the goods and services to be provided herein, and apply such discount to payments 
made under this agreement, which meet the discount terms. 

 
20. Equal Benefits Ordinance 
 

Bidders/Proposers are advised that any contract awarded pursuant to this procurement 
process shall be subject to the applicable provisions of Los Angeles Administrative Code 
Section 10.8.2.1, Equal Benefits Ordinance (EBO). (See Standard Provisions for City 
Contracts: Appendix B). 
 
All Bidders/Proposers shall complete and upload, the Equal Benefits Ordinance Affidavit 
(two (2) pages) available on the City of Los Angeles’ Business Assistance Virtual Network 
(BAVN) residing at www.labavn.org prior to award of a City contract valued at $5,000.00.  
The Equal Benefits Ordinance Affidavit shall be effective for a period of twelve months from 
the date it is first uploaded onto the City’s BAVN.  Bidder/Proposers do not need to submit 
supporting documentation with their bids or proposals.  However, the City may request 
supporting documentation to verify that the benefits are provided equally as specified on 
the Equal Benefits Ordinance Affidavit. 
 
Bidders/Proposers seeking a waiver from the requirements of the EBO shall refer to the 
Bureau of Contract Administration’s web site at www.bca.lacity.org and download the form.  
The EBO waiver Request Form must be returned with the bid/proposal. 

 
21. Living Wage Ordinance and Service Contractor Worker Retention Ordinance 
 

a. Unless approved for an exemption, contractors under contracts primarily for the 
furnishing of services to or for the City and that involve an expenditure or receipt in 
excess of $25,000 and a contract term of at least (3) months, lessees and licensees of 
City property, and certain recipients of City financial assistance shall comply with the 
provisions of Los Angeles Administrative Code Sections 10.37 et seq., Living Wage 
Ordinance (LWO) and 10.36 et seq., Service Contractor Worker Retention Ordinance 
(SCWRO).  Bidders/Proposers shall refer to  
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http://bca.lacity.org/site/pdf/scwro/lwo%20and%20scwro%20rfp%20language%20and%20attachm

ents.pdf for further information regarding the requirements of the Ordinances. 

 
b. Bidders/Proposers who believe that they meet the qualifications for one of the 

exemptions described in the LWO List of Statutory Exemptions shall apply for 
exemption from the Ordinance by submitting with their proposal the Bidder/Contractor 
Application for Non-Coverage or Exemption (Form OCC/LW-10), or the Non-Profit/One-
Person Contractor Certification of Exemption (OCC/LW-13).  The List of Statutory 
Exemptions, the Application and the Certification are identified on the web page 
identified above. 

 
22. Slavery Disclosure Ordinance 
 

Unless otherwise exempt, in accordance with the provisions of the Slavery Disclosure 
Ordinance, any contract awarded pursuant to this RFB/RFP/RFQ will be subject to the 
Slavery Disclosure Ordinance, Section 10.41 of the Los Angeles Administrative Code. (See 
Standard Provisions for City Contracts: Appendix B.) 
 
All Bidders/Proposers shall complete and upload, the Slavery Disclosure Ordinance 
Affidavit (one (1) page) available on the City of Los Angeles’ Business Assistance Virtual 
Network (BAVN) residing at www.labavn.org prior to award of a City contract. 
 
Bidders/Proposers seeking additional information regarding the requirements of the Slavery 
Disclosure Ordinance may visit the Bureau of Contract Administration’s web site at 
www.bca.lacity.org.  

 
23. Americans With Disabilities Act 
 

Any contract awarded pursuant to this RFP/RFQ shall be subject to the Americans with 
Disabilities Act provision in Standard Provisions for City Contracts: Appendix B. 

 
24. Child Support Assignment Orders 
 

Any contract awarded pursuant to this RFP/RFQ shall be subject to the Child Support 
Assignment Ordinance provision in Standard provisions for City Contracts: Appendix B. 

 
25. Assurances 
 

As a condition to the award of financial assistance from the Department of Labor under 
Title I of WIA, applicant assures that it will comply fully with the nondiscrimination and equal 
opportunity provisions of the following laws:  
 
Section 188 of the Workforce Investment Act of 1998 (WIA), which prohibits discrimination 
against all individuals in the United States on the basis of race, color, religion, sex, national 
origin, age, disability, political affiliation or belief, and against beneficiaries on the basis of 

http://bca.lacity.org/site/pdf/scwro/lwo%20and%20scwro%20rfp%20language%20and%20attachments.pdf
http://bca.lacity.org/site/pdf/scwro/lwo%20and%20scwro%20rfp%20language%20and%20attachments.pdf
http://www.labavn.org/
http://bca.lacity.org/
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either citizenship/status as a lawfully admitted immigrant authorized to work in the United 
States or participation in any WIA Title I financially assisted program or activity; 
 

Title VI of the Civil Rights Act of 1964, as amended, which prohibits discrimination on the 
basis of race, color and national origin; 
 

Section 504 of the Rehabilitation Act of 1973, as amended, which prohibits discrimination 
against qualified individuals with disabilities; 
 

The Age Discrimination Act of 1975, as amended, which prohibits discrimination on the 
basis of age. 
 

The applicant also assures that it will comply with 29 CFR Part 37 and all other regulations 
implementing the laws listed above.  This assurance applies to the grant applicant’s 
operation of the WIA Title I financially assisted program or activity, and to all agreements 
the grant applicant makes to carry out the WIA Title I financially assisted program or 
activity.  The grant applicant understands that the United States has the right to seek 
judicial enforcement of this assurance. 

 

26. First Source Hiring Ordinance 

This RFP may be subject to the City’s First Source Hiring Ordinance, as codified in the Los 

Angeles Administrative Code Sections 10.44 et seq. (See Standard Provisions for City 

Contracts: Appendix B.) 

B. Documents Required to be Submitted with Proposal 
 

1. Articles of Incorporation and Bylaws 
 

Every proposer shall submit a copy of the applicant’s Articles of Incorporation, which reflects 
that its organization was legally incorporated for at least two (2) years prior to the date of 
application as well as copy of the corporate bylaws and all amendments as adopted by the 
agency’s Board of Directors and properly attested. There should be a designation that one of 
the organizational purposes is the provision of service to youth.   

 

2. Resolution of Executorial Authority 
 

Every proposer shall submit a corporate resolution of Executorial Authority or other 
documented evidence of corporate actions of the Board of Directors, properly attested or 
certified, that specifies the name(s) of the person(s) designated to: 

 

a. Obligate the contractor and execute contractual documents; 
b. Sign checks for disbursement of funds from the City: and 
c. Sign requisitions for advances and/or reimbursement (i.e., monthly invoices for payment). 

 

The submitted document shall include an original sample of the signature of each designee and 
accompany the cover letter.  If a Resolution of the Board of Directors cannot be secured prior 
to proposal submission, it may be submitted no later than 14 calendar days after the stated 
proposal deadline. 
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3. Intent to Formally Collaborate (Exhibit V) 
 

A copy of the Intent to Formally Collaborate which outlines the roles and responsibilities of 
each organization must be submitted for applicants proposing to establish a collaboration.  If 
funded, the agency will be required to negotiate and execute a subcontract with the partnering 
organization.  Such subcontract may be subject to review and approval by the City, and must 
include the appropriate terms and conditions, including the roles and responsibilities of each 
organization in all aspects of the Youth WorkSource System including staff recruitment 
training, establishment of protocols, program evaluation and resolution of matters related to the 
project. 

 

4. Certification Regarding Compliance with the American Disabilities Act (Exhibit VIII) 
 
The Proposer shall submit a signed Certification Regarding Compliance with the American 
Disabilities Act. 
 

5. Proposer shall submit signed City Ethics Commission (CEC) Forms 50 and 55. 
 

The Bidder Contributions Form 55 can be downloaded at the CEC website at: 
http://ethics.lacity.org/pdf/forms/CEC_Form_55_June2011.pdf 
 
The Bidder Certification Form 50 can be downloaded at the CEC website at: 
http://ethics.lacity.org/PDF/form_cec50.pdf 

 

6. Business Inclusion Program and Outreach (BIP) Summary Sheet 
 

All Bidders/Proposers shall comply with the City’s Business Inclusion Program requirements, 
identify sub-contracting opportunities and outreach to Minority Business Enterprises (MBE), 
Women Business Enterprises (WBE), Small Business Enterprises (SBE), Emerging Business 
Enterprises (EBE), Disabled Veteran Business Enterprises (DVBE), and other Business 
Enterprises (OBE) subconsultants. Requirements must be completed on the Business 
Assistance Virtual Network (BAVN), www.labvn.org. 
 

7. Nonprofit Status Documentation from the Internal Revenue Service (IRS) 
 

Proposers must submit a copy of their notice from the IRS designating the agency as a 
501(c)(3) organization or other evidence of its tax exempt status from the IRS, if applicable. 

 

Proposers applying as a partnership shall also submit documentation of nonprofit status. 
 

8. City Business Tax Registration Certificate 
 

All proposers are required to submit a copy of the agency’s City of Los Angeles Business Tax 
Registration Certificate (BTRC) as filed with the City Clerk.  

 

9. Contractor Responsibility Ordinance (CRO) Questionnaire 
 

All proposers shall submit a completed CRO Questionnaire. The CRO Questionnaire is 
available at http://bca.ci.la.us .Failure to submit the completed CRO Questionnaire may result 
in a bidder/proposer being deemed non-responsive. 

http://ethics.lacity.org/pdf/forms/CEC_Form_55_June2011.pdf
http://ethics.lacity.org/PDF/form_cec50.pdf
http://www.labvn.org/
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10. Equal Benefit Ordinance (EBO) 
 

The Proposer shall submit the applicable Equal Benefits Ordinance Compliance Form(s).  See 
page 36 regarding form to be submitted. 

 
11. Living Wage Ordinance  (LWO) 
 

The Proposer shall submit the applicable LWO Form(s). See page 36 regarding the form to be 
submitted. If the Proposer is in compliance with the LWO, a form is not required. 

 
C. Contract Execution Requirements 

 
If recommended for funding, the proposer shall be required to enter into an agreement with the 
City of Los Angeles and comply with the requirements listed below. Failure to comply with these 
requirements will result in non-execution of the contract. Please see Appendix B for the City’s 
Standard Provisions for City Contracts. The agreement with the selected proposer(s) will be on a 
to-be-negotiated fee-for-performance basis. 
 
1. Insurance Certificates 
 

Contractors will be required to maintain insurance at a level to be determined by the City’s Risk 
Manager, with the City named as an additional insured. Contractors who do not have the 
required insurance should include the cost of insurance in their bid.  Contractors will be 
required to provide insurance at the time of contract execution. 

 

2. Secretary of State Documentation 
 

All contractors are required to submit one copy of their Articles of Incorporation, partnership, or 
other business organizational documents (as appropriate) filed with the Secretary of the State.  
Organizations must be in good standing and authorized to do business in California. 

 

3. Corporate Documents 
 

All contractors who are organized as a corporation or a limited liability company are required to 
submit a Secretary of State Corporate Number, a copy of its By-Laws, a current list of its Board 
of Directors, and a Resolution of Executorial Authority with a Signature Specimen.  

 

4. City Business License Number 
 

All contractors are required to submit one copy of their City of Los Angeles Business License, 
Tax Registration Certificate or Vendor Registration Number.  To obtain a Business Tax 
Registration Certificate (BTRC) call the City Clerk’s Office at (213) 473-5901 and pay the 
respective business taxes.  The address is as follows:  City of Los Angeles, City Hall, Room 
101, Office of Finance, Tax and Permit Division, 201 North Main Street, Los Angeles, CA  
90012. 

 
5. Proof of IRS Number (W-9) 



YOUTH WORKSOURCE CENTER OPERATORS – REQUEST FOR PROPOSALS 
 

    41 of 47 
10/27/2011 

 

All contractors are required to complete and submit Proof of IRS Number (W-9) Form. 
 

6. Certifications 
 

Contractor shall provide copies of the following documents to the City: 
 

 Certification Regarding Ineligibility, Suspension and Debarment as required by Executive 
Order 12549. 

 Certification and Disclosure Regarding Lobbying (not required for contracts under 
$100,000).  Contractor shall also file a Disclosure Form at the end of each calendar quarter 
during which any event requiring disclosure, or which materially affects the accuracy of the 
information contained in any previously filed Disclosure Form, occurs. 

 A Certificate Regarding Drug-Free Workplace Requirements. 
 
7. Affirmative Action Plan 
 

All contractors who are awarded contracts in excess of $5,000 are required to comply with the 
City’s Affirmative Action Policies and must submit an Affirmative Action Plan.   

 
8. Collaboration 
 

The City may, at its discretion, require two or more proposers to collaborate as a condition to 
contract execution. 

 
D. Additional Contracting Information 

 
1. City of Los Angeles Contracting Method/Payment for Services 
 

Contractors with the City of Los Angeles are generally compensated for services on a cost 
reimbursement basis.  Under this method, contractors will be reimbursed for a negotiated set 
of costs incurred in operating the Youth WorkSource Center program. 

 
2. Program Income 
 

All program income shall be reported to the City.  Program income is that income generated 
through the provision of WIA funded services and activities.  Some examples of program 
income include childcare fees, counseling fees, fund-raising income, donations and participant 
contributions.  In those cases where an agency has several sources of funding, program 
income is calculated on a prorated basis. 

 
3. Contract Cost 
 

Contract costs shall include only those contract related expenditures which are necessary, 
reasonable, allowable and allocable, and which are accrued during the contract period, or 
which are necessary for orderly contract start-up or close out. Organizations shall not provide 
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services nor incur program costs prior to contract execution unless explicitly authorized in 
writing by the Mayor and City Council. 

 
 
4. Records Retention 
 

All contractors are required to participate in data collection and to submit reports required by 
the program.  Projects are required to keep accurate records to document progress in 
achieving objectives.   

 
All contractors must maintain records that support all contract expenditures.  Public and non-
public contractors must also maintain records that support all program income expenditures, 
and program income reporting in accordance with City record retention requirements.  All such 
records are subject to review, monitoring, and audit.  Any failure on the contractor’s part to fully 
comply with Federal, State or City program income requirements shall result in disallowed 
costs and repayment of any amounts directly related to the violation. 

 
These records and documents shall be retained within the County of Los Angeles for a period 
of five years after termination of any agreement and after final disposition of all pending 
matters.  

 
5. Security Clearance and Tuberculosis Test of Staff and Volunteers 
 

All Contractors shall certify that contractor and subcontractor staff working with youth, either as 
employees or volunteers, who have a supervisory or disciplinary authority over minors must be 
fingerprinted and pass a background check, as required by California Penal Code §11105.3 
and California Education Code §45125.1 and §10911.5.  Fingerprinting and a background 
check may be required of other staff and volunteers depending upon how much contact the 
staff member will have with minors.  The Contractor shall be responsible for obtaining security 
clearances for staff whose duties require a sufficient level of interaction with youth. 

 
All Contractors shall certify that Contractor and subcontractors shall have Tuberculosis (TB) 
tests completed on any staff member working with youth. 

 
All Contractors shall maintain proof of Security Clearance and TB tests of all staff, including 
those of the subcontractors, and make these records available for future inspection. 

 
6. Governing Law  
 

The contractor and any and all matters relating to the formation, validity, construction, 
interpretation, performance and enforcement of the RFP shall will be required to comply with 
all Federal, State, Local, City, Community Action Board and Community Development 
Department laws, regulations, policies, procedures and instructions, the resultant 
Agreement/Contract and any subsequent amendments thereto, as applicable. 

 
7. By submitting a proposal, proposers are: 
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• Making a commitment to carry out all contractor responsibilities, comply with all 

requirements, and give the City timely access to all necessary documents, staff and 
participants; 

 
• Certifying that they possess the skill, knowledge, and expertise to successfully plan and 

operate a program as described in the RFP; and  
 
• Certifying that they possess the organizational structure, facilities, equipment, and 

experienced and qualified staff necessary for successfully managing their proposed 
projects, fully utilizing all funds in the contract, and maintaining timely and accurate 
documentation and reporting practices. 

 

8. The proposer to whom the contract is awarded shall be required to enter into a written contract 
with the City of Los Angeles on a form approved by the City Attorney. The RFP and the 
proposal, or any part thereof, may be incorporated into and made a part of the final contract; 
however, the City reserves the right to further negotiate the terms and conditions of the 
contract with selected proposer. 

 

9. If a contractor is unable to provide services as proposed; or otherwise is not able to perform 
according to the contract, including an inability to start up the program on time, not provide 
services according to plan, submitting late or inaccurate fiscal documents to the City, not 
resolving performance problems in a timely manner, the City reserves the right, at its 
discretion, to take any of the following actions: 

 

• Notify the contractor of program deficiencies and require that a corrective action plan be 
implemented; 

• Require specific performance progress reports for specific time periods; 
• Withhold funds; 
• Change the general scope of the agreement; 
• Renegotiate the unit price; 
• Suspend operation of the agreement; or 
• Terminate the agreement. 

 
10. In the event a contractor does not provide services during the contract period as specified in 

the contractor’s proposal, and as negotiated by the City, the contractor will be considered in 
breach of contract and the City reserves the right to pursue all remedies it deems appropriate, 
including the right to apply criteria of reasonable and necessary costs and to renegotiate the 
unit price paid to the contractor and retroactively change the unit price through a contract 
amendment.  The City will determine the criteria for reasonable and necessary costs. 
 

The contractor shall conduct or have conducted on an annual basis audits in accordance with 
the Single Audit Act, P.L. 98-502, OMB Circular A-133, and City Council action dated February 
4, 1987, C.F. No.84-2259-Sl, and any administrative regulations or field memos implementing 
the Act. 

 

11. Amendments/Modifications/Change Orders 
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Any amendments, adjustments, alterations, additions, deletions, or modifications in the terms 
and/or conditions of resultant agreement must be made in writing and approved by the 
Contract Administrator and the Contractor.  If Contractor performs any modification without a 
written amendment, the City shall neither pay for nor be obligated to accept said modification. 

 

12. Prime Contractor 
 

The proposer(s) awarded the Contract must be the prime Contractor(s) performing the 
primary functions of the contract.  If any portion of the Contract is to be subcontracted, it must 
be set forth in the proposal document as to what part(s) are to be subcontracted, the reasons 
for the subcontracting and a listing of subcontractors.  The City reserves the right to reject any 
proposal wherein use of subcontractors significantly affects the ability of the proposer to 
function as the prime Contractor on the awarded contract.  The prime Contractor shall at all 
times be responsible for the acts and errors or omissions of its subcontractors or joint 
participants and persons directly or indirectly employed by them. 
 

13. Subcontractors/Joint Ventures 
 

Acceptance or rejection of a proposer’s request to use subcontractors is at the sole discretion 
of the City.  With approval of the City, the Contractor may enter into subcontracts and joint 
participation agreements with others for performance of this project. The City reserves the 
right to limit the types of service performed by subcontract and joint participation agreements. 
 

The provisions of the resulting Contract shall apply to all subcontractors in the same manner 
as to the Contractor.  In particular, the City will not pay, even indirectly, the fees and expenses 
of subcontractors that do not conform to the limitations and documentation requirements of 
the resultant Contract. 
 

14. Copies of Subcontractor Agreements 
. 

Upon written request from the City, the Contractor shall supply the City with all subcontractor 
agreements. 

 

15. Supplier Performance Feedback Meeting 
 

The proposer(s) awarded the resulting Contract(s) is required to attend periodic performance 
feedback meetings facilitated by the City. The meetings will focus on the Contractor’s and the 
City’s performance in fulfilling the service level agreements contained in the Contract.  The 
meetings will provide a forum to informally discuss opportunities for improving Contract terms 
and conditions, service level agreements, and cost reductions for both parties. 
 

16. Periodic Independent Audit 
 

The City reserves the right to assign an independent auditor to assess the quality of services 
being provided and the extent to which the vendor is conducting City business within generally 
accepted industry standard practices.  Each Contractor will be required to cooperate fully with 
any external audit. 
 

17. Financial Audit 
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Firms providing services to the City will be responsible for the verification of the legitimacy of 
payments made to service providers.  The City therefore reserves the right for staff of its Office 
of the Controller or their designee to conduct audits of financial accountability procedures. 
 
 
 

18. Contractor Evaluation Ordinance 
 
At the end of this Contract, the City will conduct an evaluation of the Contractor’s performance. 
The City may also conduct evaluations of the Contractor’s performance during the term of the 
Contract. As required by Section 10.39.2 of the Los Angeles Administrative Code, evaluations 
will be based on a number of criteria, including the quality of the work product or services 
performed, the timeliness of performance, financial issues, and the expertise of personnel that 
the Contractor assigns to the Contract. A Contractor who receives a ―Marginal‖ or 
―Unsatisfactory‖ rating will be provided with a copy of the final City evaluation and allowed 14 
calendar days to respond. The City will use the final City evaluation, and any response from 
the Contractor, to evaluate proposals and to conduct reference checks when awarding other 
services contacts. 
 

19. Independent Audit 
 
The City reserves the right to an independent audit by a third party selected by the City. 
Contractor costs associated with the audit cannot be charged to the City. 
 

20. Conflict of Interest 
 
Prior to final execution of a Contract, the Contractor must covenant, pursuant to the Policy on 
Conflict of Interest (see Appendix A) that none of its directors, officers, employees, or agents 
shall participate in selecting or administrating any subcontract related to the Contract, where 
such person is a director, officer, employee or agent of the subcontractor; or where the 
selection of subcontractors is or has the appearance of being motivated by a desire for 
personal gain for themselves or others such as family business, etc.; or where such person 
knows or should have known that: 
 

 A member of such person's immediate family, or domestic partner or organization has a 
financial interest in the subcontract; 

 The subcontractor is someone with whom such person has or is negotiating any 
prospective employment; or 

 The participation of such person would be prohibited by the California Political Reform 
Act, California Government Code S87100 et seq. if such person were a public officer, 
because such person would have a "financial or other interest" in the subcontract. 

 
  Definitions 

 
(a) The term "immediate family" includes but is not limited to domestic partner and/or 

those persons related by blood or marriage, such as husband, wife, father, mother, 
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brother, sister, son, daughter, father in law, mother in law, brother in law, sister in law, 
son in law, daughter in law. 

 
(b) The term "financial or other interest" includes but is not limited to: (i) Any direct or 

indirect financial interest in the specific Contract, including a commission or fee, a 
share of the proceeds, prospect of a promotion or of future employment, a profit, or 
any other form of financial reward; (ii) Any of the following interests in the 
subcontractor ownership: partnership interest or other beneficial interest of five 
percent or more; ownership of five percent or more of the stock; employment in a 
managerial capacity; or membership on the board of directors or governing body. 

 
1. The Contractor must covenant that no officer, director, employee, or agent shall solicit 

or accept gratuities, favors, anything of monetary value from any actual or potential 
subcontractor, supplier, a party to a sub-agreement, (or persons who are otherwise in a 
position to benefit from the actions of any officer, employee, or agent). 

 
2. The Contractor must agree not to subcontract with a former director, officer, or 

employee within a one year period following the termination of the relationship between 
said person and the Contractor. 

 
3. Prior to obtaining the City's approval of any subcontract, the Contractor must disclose to 

the City any relationship, financial or otherwise, direct or indirect, of the Contractor or 
any of its officers, directors or employees or their immediate family with the proposed 
subcontractor and its officers, directors or employees. 

 
4. For further clarification of the meaning of any of the terms used herein, the parties agree 

that references shall be made to the guidelines, rules, and laws of the City of Los 
Angeles, State of California, and Federal regulations regarding conflict of interest. 

 
5. The Contractor must warrant that it has not paid or given and will not pay or give to any 

third person any money or other consideration for obtaining this Agreement. 
 
6. The Contractor must covenant that no member, officer or employee of Contractor shall 

have interest, direct or indirect, in any Contract or subcontract or the proceeds thereof 
for work to be performed in connection with this project during his/her tenure as such 
employee, member or officer or for one year thereafter. 

 
7. The Contractor must incorporate the foregoing subsections of this Section into every 

agreement that its enters into in connection with this project and shall substitute the 
term "subcontractor" for the term "Contractor" and "sub subcontractor" for 
"Subcontractor.‖ 

 
21. Business Inclusion Program (BIP) Requirements 

 

It is the policy of the City to provide Minority Business Enterprise (MBE), Women Business 
Enterprise (WBE), Small Business Enterprise (SBE), Emerging Business Enterprise (EBE), 
Disabled Veteran Business Enterprise (DVBE), and all Other Business Enterprise (OBE) 
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concerns an equal opportunity to participate in the performance of all City contracts. Proposers 
will assist the City in implementing this policy by taking all reasonable steps to ensure that all 
available business enterprises; including MBEs, WBEs, SBEs, EBEs, DVBEs, and OBEs, have 
an equal opportunity to compete for, and participate in, City contracts. Equal opportunity will be 
determined by the Proposer’s BIP outreach documentation. For additional information and 
instructions go to http://www.labavn.org/misc/docs/BAVN_BIP_walkthrough.pdf. Participation 
by MBEs, WBEs, SBEs, EBEs, DVBEs, and OBEs may be in the form of subcontracting. BIP 
outreach must be performed using the Business Assistance Virtual Network (www.labavn.org). 
A proposer's failure to utilize and complete their BIP Outreach may result in their proposal 
being deemed non-responsive. 
 

22. On-Line Document Submission 
 

A. Nondiscrimination, Equal Employment Practices and Affirmative Action Program (Non-
Construction) 
 

Bidders/Proposers are advised that any contract awarded pursuant to this procurement 
process shall be subject to the applicable provisions of Los Angeles Administrative Code 
Section 10.8.2., Non-discrimination Clause.   
 

Non-construction services to or for the City for which the consideration is $1,000 or more shall 
comply with the provisions of Los Angeles Administrative Code Sections 10.8.3., Equal 
Employment Practices Provisions. All Bidders/Proposers shall complete and upload, the Non-
Discrimination/Equal Employment Practices Affidavit (two (2) pages) available on the City of 
Los Angeles’ Business Assistance Virtual Network (BAVN) residing at www.labavn.org prior to 
award of a City contract valued at $1,000 or more. 
 

Non-construction services to or for the City for which the consideration is  $100,000 or more 
shall comply with the provisions of Los Angeles Administrative Code Sections 10.8.4., 
Affirmative Action Program Provisions.  All Bidders/Proposers shall complete and upload, the 
City of Los Angeles Affirmative Action Plan (four (4) pages) available on the City of Los 
Angeles’ Business Assistance Virtual Network (BAVN) residing at www.labavn.org prior to 
award of a City contract valued at $100,000 or more.  Bidders/Proposers opting to submit their 
own Affirmative Action Plan may do so by uploading their Affirmative Action Plan onto the 
City’s BAVN. 
 

Both the Non-Discrimination/Equal Employment Practices Affidavit and the City of Los Angeles 
Affirmative Action Plan Affidavit shall be effective for a period of twelve months from the date it 
is first uploaded onto the City’s BAVN. 
 

Bidders/Proposers seeking additional information regarding the requirements of the City’s Non-
Discrimination Clause, Equal Employment Practices and Affirmative Action Program may visit 
the Bureau of Contract Administration’s web site at www.bca.lacity.org. 
 

23. Proposer Signature Declaration 
 

Proposer shall submit Exhibit II – Executive Summary Signature Page and Non-Collusion 
Affidavit on a separate signature declaration page. 

 

http://bca.lacity.org/

