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Agency Registration— On-Line RFP Access Instructios

Instructions for Access to Agency Information Regigation and RFP Application
The following are steps to access the online RFP system (including Agency Information Registration)
beginning January 5, 2010.

The deadline for submitting a proposal is Thursday, February 4, 2010, 5:00pm (this is a strict
deadline; the ‘Submit’ button on the final page of the online RFP must be clicked by an Organization
Admin-level user by this time -- the online ‘Submit’ button will be disabled once the deadline arrives).

You must first register your agency, set up user accounts and provide information about your
organization prior to accessing the online RFP form (this is so you can either enter new agency
information or review/update existing agency information so records are correct prior to submitting a
proposal).
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Sign in for Total Grant Solution access:

——

Forgot your User 107 [chick here
Faorgot your Passward? [click here

IF your agency iz not yet zet up in this system,
please fallow the steps below to register,

CONFIRM AGENCY IS5 NOT IN THE SYSTEM:
Type your agency name and check the list for a match; if
you find your agency name, please uze the forgat
uzernameforgot password links in the Sign-n area abowe”

(DO NOT CREATE & DUPLICATE AGENCY!)

&!
Agenc_v Mame

#IF wour agency is in the system, but no User |D's have been set up,
please contact your Grant Coordinator.

AFTER PERFORMING STEF 1:
| you cannot find your agency name in step 1, click the
‘Mat o List' button below.

NOT ON LIST
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If you have Organization Admin or Data Entry login information (User ID / Password) for your
agency :
|
# 9 % #$ &'
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User Dy

Password

l-( Forgot your Pazsword? [click here

il

TOTAL GRANT SOLUTION

Cusor |

Grant Solution) reporting tools (Agency Info, 7c7, Crline FFE
GreenLight, etc.). Green Light

Toi
To get to the tool you need to use (7c?, GreenLight, etc. ), Report Buider
click on the "Switch to:" dropdown to the right, choose Hateh
the tool, then click GO [note: wou can go only to those ‘
nrngrams tnowhich vnnr neer level allimis armeesl.
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CHOOSE ATGS TODL. THEN CLICK GO

::;l:ome’ et bl Switch to: | <Selects [
<helects
Greetings! Welcome to the new home page for all TGS (Total Home:
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Switch tor | <Selects

total grant solution

Please review your Agency Inforrmation below and update fields as needed.
Once done, click the 'Submit’ button to the right or at the bottom

of this page to save your data.

Fields with an asterisk [*] are required.

Agency Info ese RFP ses Green Light ess 7c*

[s@n frans sis’ka)

f2ency information:

=ADMINISTRATIVE ADDRESS=

25 Wan Mess Ay
San Francisco, Ch 94102

=MAILING ADDRESS =

==USEFUL TIPS == i

button at the bottom or top
of the screen.

as with
good
Idea to type your responses
In a word processing program,
then copy/paste into the

Items with

are required fields.

You will not be able to
submit your information
with these flelds left blank.

AB::::E:‘;? 123 “an Mess
numbar strest pame street type
ADDRESS LINE
2
CITY ¥ |san Francisco STATE™ |
ZIP CODE * 4903
=AGENCY PHONE, EMAIL, WEB ADDRESS=
PHOHE # * 495 555 3460 ADDITIOHAL PHONE #
exemple; §15-555-5558 exampole: #15-555-5555
n *%
7& , L/ 2
* 2 n 2 n *%k 1
I+ o $ % #$ ** 2
I &8 2" !
2 *x &
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9& ! 2 o *
2 4 52 , 485! &
. n HE o . '- '_*r.._

total grant solution
Agency Info eee RFP eee Green Light eee 77

[sén frans sis'kd)

(_LoG0FF | s

7oi
Report Builder
Hatch

Thank you for your submission! Your agency data has been updated.

total grant solution
Agency Info ese RFP see Green Light ses 7c*
[sén frans sis'ka)
m Current Proposals:
Zapacity Building - 35166

Welcome, CCSF
elcome, Community Asset Building - 38173

All proposals must be submitted by 5:00 PM on Monday , October 5, 2009,

For security, this page will time out 45 minutes from the time it was accessed.
Once this page times out, you will need to re-login to continue working (any unsaved data will be lost).

Select Program Area

Select and Edit Established Proposal:

Capacity Building - 38166 (Plannin
Community Asset Building - 38173 (Employment Training)

Create a Hew Proposal:

Select the program for which you are applying. & full description of the different programs and their criteria can be found on the MOCT home page.
Mew Proposal: | [Select) M

Select the category of serwices that most closely matches the services that your program will provide.,

V¥iew and Print Proposal

Select a Proposal:

Proposal: | [Select) M

Mew Proposal Type: [Select)

Pleaze note that this list includes:
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You can also navigate between authorized applications by using the “Switcher” drop
down located at the home page and top section of each page of Total Grant Solution —

TGS.

CHOGSE ATGS TODL, THEN -
Switchtor | «Selects v"
wSelect N

Home
Aency Information

Cnline RFP
Green Light
Tod
Report Builder
Hatch
& 3% ! * % | 9, 9RRRER# 2 2 | 72T2(0;(;
" 2
ST *
1< #=# >1= 1= <#l= 9;;*& &2%;; *& &2 # 2 12 72 0@ O;(; ?
S * P!
! ** 2 " 21 !
I & # S "ol I 9, *&&D#*&&2# 2
# 21 720;&
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If you do not have the Organization Admin or Data E _ ntry login info (User ID / Password) for

your agency :
| om

# $ #$'
&$ "™& &) g & )
V& & ), - * - * ' ,
# 9 #$/!
0& #* / 4 =5
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#* Lo 2
2 &# " * * &
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4 @ 3 35
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Sign in for Total Grant Solution access:

——

Forgot your User 107 [chick here
Faorgot your Passward? [click here

IF your agency iz not yet zet up in this system,
please fallow the steps below to register,

CONFIRM AGENCY IS5 NOT IN THE SYSTEM:

Type your agency name and check the list for a match; if

you find your agency name, please uze the forgat
-4

uzernamefargat pazsword links in the Sign-n area abowve”

(DO NOT CREATE A DUPLICATE AGENCY!)

Agency Hame
’:\fyour agency isin the system, but no User |D's have been sét up.

please contact your Grant Coordinator.

| you cannot find your agency name in step 1, click the

AFTER PERFORMING STEF 1:
‘Mat o List' button below.

NOT ON LIST
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6& /o * 1 &
1 / 2 " * ! &
* (%3, 4 A 1B5 , A
* 0%3 , 4 * " BS o !

Option 3 - Click on the “Click here” link in the “Forgot your User ID?” page to

information by email for all users with organization admin level.

* 7 % 3 7(9 C;(99;;

Fargot vour User ID7 [click here]

Forgot vour Password? [click here]

1

(DO MOT CREATE ADLIE

|f your agency iz not vet set up inthis spstem,
please follow the steps below to register,

CONFIRM AGEMCY IS MOT IN THE SYSTEM:
Type vour agency name and check the list for a match; if
you find wour agency name, please use the forgot
uzernameforgot paszword links in the Sign-n area above®

BR(TODCD, Inc, (2072)
!Grace menter (3623)
brand Theft Auta (300ED

Grant Printing (30305)
rant’s on Taylor Street (30002)
reat Wall contractors, Inc, (B0627)

[(60E10)

ranite Excawation & Demoalition, Inc. (R1266)

reater Calvary Hill Missionary Baptizt Church

- B @

Copyright @ 2009 Tekmeca, Inc. all rights reserved.
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4 A 1B5 4

Sign infor Total Grant Saolution accezs:

h Faorgat your User ID7 [click here
( \
A\ 3

Forgot your Password? [click here

N oad

/
9% 1 A 1! * "2 * 2
, 4%$5! &

-

N
BETRIEVE PASSWORD

To retrieve your pazsword, please enter your Uszer D
into the field below, then click the 'GO' button. Yaour

passwo ) & zecUr

ided when vour User |D was setup,
< Llger 1D Gg > >

Forgot your User 107 [click here]

BACK TO SIGN IN

2*

A 12 2 4 A

Sign infor Total Grant Solution access:

S —

/.m\

h Forgat your User 107 [click here)
Forgot your Password? [click here

i RETRIEVE USER ID

To retrieve your Uszer 1D, please contact one of wour

agency's Organization Administrator level users oryour
Grant Coordinator.

the Organization Administrator level login
info to be sen e Org Adming atyvour agency,
click here

BACK TO SIGN IN
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RETRIEVE ORG ADMIN USER ID"s

Ta retrieve login info for all Org Admin uzers atyvour
agency, tvpe your agency name in the field below (a list
will startto appear), click on your agency name, then
click "GO."

Agency Name

[Gaodwil |
Gooduil Industries of San Francisca,

Sari #ateo & Marin Counties (2502)

(Government Computer Sales. Inc. (3428)

GPITODCO, Ine. (2072) I

Grare ife Centar (3R

(& " 2

* 4 If you have Organization Admin or Data Entry login

information (User ID / Password) for your agency 5

For all other applicants (agencies that never had T otal Grant Solution — TGS online accounts)
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Sign in for Total Grant Solution access:

——

Forgot your User 107 [chick here
Faorgot your Passward? [click here

IF your agency iz not yet zet up in this system,
please fallow the steps below to register,

Type your agency name and check the list for a match; if
you find your agency name, please uze the forgot
usemamex’forgot pazaword

ECDNFIHM AGENCY I5 NOT IN THE SYSTEM:

k= i the Slgn -ln area abowve®

#IF wour agency is in the system, but no User |D's have been set up,
aaze contact your Grant Coordinator.

| you cannot find your agency name in step 1, click the

AFTER PERFORMING STEF 1:
‘Mat o List' button below.

6& 1 / 2 x " 4 If you do not
have the Organlzatlon Admin or Data Entry logininf o (User ID / Password) for your
agency 5 ! ?

/ 2 , = > /!

If pou cannot find your agency name in step

AFTER PERFORMING STEP 1:
"Mt on List' button below.

MNOT ON LIST
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7& , = >
kD * 2 1 | *
*
Switch to
| Fiscal Agent Form | " /| *

exsmple: nameurganiztion o1

Once the above information is complete (remember, items with apfSterisk are
An e-mail will be sent to the Executive Director with login informfition, as well as

101
Copyright @ 2007 City acDuW Al rights reserved,

£ Dore

9& A1l

C& ! 2 , . 151
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M yagen)
T o
ne? X5 50 i
A

a7 —
Forgot your Password? [click here

IF paur agency is not et set up in this system,
please follow the steps below ta register,

Type vour agency name and check: the list for a match; if
you find your agency name, please use the forgat
ugername/forgot pazsword links in the Sign-ln area above™
(00 NOT CREATE & DUPLICATE AGEMCYY)

Agency Name
*If your agency iz in the system, but no User |0's hawe been set up,
please contact your Grant Coordinator.

EAFTEH PERFORMING STEF 1:

aCDNFIHM AGEMCY 15 NOT IN THE SYSTEM:

If wou cannot find your agency name in step 1, click the
"Moot on List' button below,

MNOT ON LIST
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D& 2 * 1 )* 2

OEWD RFP#108: APPENDICES 118
AGENCY REGISTRATION - ONLINE RFP ACCESS INSTRUCTIONS



AGENCY REGISTRATION - ONLINE RFP ACCESS INSTRUCTION S

E& , L2 "ok
* 2 " 2 " okx
I+ v # $ % #$ ** 2
! & 8 2" !
2 , * * &

(;& ! 2 , * n *

2 4 52 435! &

OEWD RFP#108: APPENDICES 119

AGENCY REGISTRATION - ONLINE RFP ACCESS INSTRUCTIONS



AGENCY REGISTRATION - ONLINE RFP ACCESS INSTRUCTION S

You can also navigate between authorized applications by using the “Switcher” drop
down located at the home page and top section of each page of Total Grant Solution —
TGS.

-
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CDBG Neighborhoods by Census Tracts
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Guidance for Indirect Cost Rate Allocation Plans

This memo is written to provide general guidancestablishing Indirect Cost Rate Allocation
Plans for agencies contracting with the Office obBomic and Workforce Development for
CDBG funded activities.

“Indirect Costs are those that have been incumeddmmon or joint objectives and cannot be
readily identified with a particular final cost @ggive” ( OMB Circular A-122).

Simply stated, they are organizational costs taahot be isolated to an individual program or
contract.

Indirect Costs usually cover expenses related tmiAcstration. Administration type indirect
costs are defined as general administration andrgeexpenses such as central offices,
executive director’s office expenses and/or tineg Hre not related to a specific program, office
of finance or accounting, budget and planning, gamel and safety, general counsel,
management information systems, and all other esgmeaf a general nature which do not relate
solely to any major function of the organization.

Calculation of indirect rates:

Where an organization’s major functions benefitrfribs indirect costs to approximately the
same degree, a simplified allocation method maydsel. The organization shall accumulate the
total costs for a fiscal year (usually from an &edlifinancial statement) and then separate the
indirect costs from the direct costs. The allowabtrect costs are then divided by the total
direct costs, resulting in an indirect rate expedsss a percentage.

Example: total costs for a fiscal year is $110,@Dthese costs $100,000 are direct costs and
$10,000 are allocated as indirect costs. $10,080eti by $100,000 = .10 or 10%.

The organization would then apply 10% as its irctirate for that fiscal period.

Indirect rates are not allowable on aid paymentsaher direct voucher payments.

The Office of Economic and Workforce Developmenit vaquest the indirect cost allocation
plan once an agency has been selected to receidenfy The Office of Economic and
Workforce Development will keep the indirect codb@ation plans on file. The Agency may
request to modify the indirect rates at any timgeoaupon submitted financial data but the rate
may not exceed 12%.
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CDBG Economic Development Program Area

OEWD RFP#108: APPENDICES 125
CDBG Economic Development Program Area



CDBG Family Income Verification Instructions
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CDBG Form H
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Minimum Quality Standards For  Youth Workforce Programs *

Background
Standards are practices or essential elements exfatipn that are widely recognized as leading to

program excellence and positive outcomes for renigi They provide a foundation for program qyalit
and a benchmark for professionalism in the serdedered.

The Youth Council adopted the Minimum Quality Staruts for Youth Workforce Programs in order to defamd raise the bar on the quality of
services provided to youth by city-funded youth kforce programs and forge interdepartmental collatians and alignment of funding
requirements and protocols making it easier foapizations to run programs which are funded thraughiple funding sources.

The recommended Minimum Quality Standards for YoMdrkforce Programs fall into three categories:
Management and Administration, Programmatic Apphncad Youth Development Competencies.

The Working Group is recommending two levels ohdtrds — those which are threshold standards thattganization or program must meet to
be considered for funding and a second tier ofdstads which would be weighted in funding considerast These standards would be in
addition to and not conflict with any current citgntracting requirements.

Category 1 - Management for Quality

Management for Qualitpddresses standards for program management: tnedfation for program direction,
systems and operations.

Quality management of a youth program is not thifémnt from quality management of a business. Jtaadards
in this category encourage program operators ttyappctices usually associated with the privateae--
planning, review, analysis, accountability and gualssurance -- to their youth program.

Mission
Threshold RequirementAll aspects of the program form a coherent strategsupporting and
accomplishing the mission of the organization.

Leadership

- Threshold RequirementThe program ensures that roles and responsibilitiesenior staff and any

responsible boards are clearly defined.
Threshold RequirementThe program hires senior staff with the experierazes credentials needed to
achieve the program's mission.

Staff
Threshold RequirementThe program ensures that position descriptionsqaadifications for staff
positions are clearly defined and reflect compatnknowledge, skills and abilities) needed tdqren
each position effectively.
Weighted StandardThe program invests in staff development as paat minagement strategy to build
staff capabilities, reduce staff turnover and aohiprogram goals.

Financial Management
Threshold RequirementThe organization operates on an annual budgeg¢ging income and
expenditures and regularly monitors its performaag&inst the budget.
Threshold RequirementThe organization follows generally accepted actiogrprocedures, including
internal financial controls and maintenance of rdso

123

TOO

133
133
133
! Adopted by the Youth Council on 08/05/09. Adopted by the WISF on 08/26/09. These standards are
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Performance Accountability
Threshold RequirementThe program sets goals and measurable objectivesdanizational and
program performance.
Weighted StandardThe program has systems in place for collectinmguand sharing data on individual
youth, program activities, and performance datatmsgs improvement efforts on facts, including
performance data and feedback from staff, youthaiher stakeholders.
Weighted StandardThe program communicates information internally arternally about the results of
its activities.

Sustainability
Threshold RequirementThe program has sufficient resources, includiadf sequipment and supplies, to
meet its goals and objectives.
Weighted StandardThe organization leverages other financial res@iatel assets to reach the program’s
objectives.

Category 2 - Programmatic Approach

Programmatic Approach addresses standards for mogdesign: how the program looks, how the younggrer
experiences the program, how the pieces work tegeth

The first category of standards dealt with the prags mission and goals and various structuregstems to help
manage operations. Now a program needs to congsdiesign: Who will it serve? What are their néetdow does
it address or plan to address these needs?

Whether setting up a new program, assessing atingxfgrogram, or making funding decisions, it ipontant to
think about the target participants -- about hoeytlearn, about what motivates them; about howtbgram wants
to provide services and about agencies and ord#mzat might be beneficial to have as partners.

Target Youth
Threshold RequirementThe program designs activities appropriate tcaies and developmental stages
of the participants.
Weighted StandardThe program has a documented strategy to targgtir@and enroll young people who
would benefit most from its services and activities
Environment and Climate
Threshold RequirementThe program implements policies and proceduremnsure the physical and
emotional safety of participating youth and staff.
Instructional Approach
- Threshold RequirementThe program engages youth as active participarttse learning process
throughout program activities.
Threshold RequirementThe program provides opportunities for youth tgage in self assessment and
reflection on their learning.
- Weighted StandardThe program is responsive to diverse styles ares raitlearning.
Individual Planning and Guidance

adapted (with permission) from the quality standards framework developed through the Promising &
Effective Practices Network (PEPNet). PEPNet, developed by the National Youth Employment Coalition
in partnership with the US Department of Labor, has identified standards of effective practice found in
programs that result in positive outcomes for youth.
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Threshold RequirementThe program conducts a comprehensive, objectisesament of factors relevant
to academic and career goal-setting and servieeplg for each young person and creates and impisme
a realistic plan to achieve them.
Threshold RequirementThe program helps youth identify their personadsand assets (including
connections to family and caring adults) and dgvelstrategy for support services and asset bgildin
Weighted StandardThe program ensures frequency and length of ppaticin are sufficient for targeted
youth to achieve performance goals.

Partnership and Collaboration
Weighted StandardThe organization has the ability to leverage offetnerships, programs and services
to achieve the program’s objectives.

Employer Engagement
Threshold RequirementThe program works with employers to connect ydattvork experiences, work-
based learning and employment opportunities amshsoire its workforce development activities and the
competencies that youth develop are relevant td@rapneeds, post-secondary requirements and/or
industry standards.

Transition Support
Threshold RequirementThe program ensures that all youth have a plahdar they will continue to
pursue and achieve academic and career goals.
Weighted StandardThe program design includes appropriate transtictivities and supports for at least
one year.

Cateqgory 3 - Youth Development Competencies

Youth Development Competencies addresses standanoiogram offerings: what youth need to know aedable
to do to successfully transition to work and adoidtti and how to help them gain those skills, knogédezhd
abilities.

A program's management structure and systems;datggm goals and its key design features eachagtale in
shaping what is offered youth participating in fliegram. The primary factor in deciding what typésactivities
and services to offer is whether what those yowsapfe are doing in a program actually gives theratwiney need.
Do the activities and services a program offergpedpwhat youth need to know and be able to do wrder to
become responsible adults and workers?

Programs may find it is easier to answer this qorst they refrain from thinking in terms of "aciiies," which
basically are a series of things someone doesh#gpen to them. Think instead about the skilleykedge and
abilities -- thecompetencies young people need to gain to become responsibieidugls. This is where the
principles of youth development come into play.

Working
Weighted StandardThe program provides opportunities for youth toalep competencies appropriate to
maintaining employment, such as communication,idgatith supervision, and interpersonal and lifgjon
learning skills.
Academic Learning
Weighted StandardThe program uses accepted assessment tools tdfyderademic skill levels.
Weighted StandardThe program provides youth with opportunities togress towards a recognized
credential, such as the GED, high school diplomgaost-secondary education or training credential.
Thriving
Weighted StandardThe program supports youth in developing indepehliddng skills, including
financial and computer literacy.
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