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The Workforce Development Board of Southeast Missouri is issuing this Request for Proposals 
(RFP) to procure a contractor that will provide staffing for the Adult and Dislocated Worker 
programs and serve as the One Stop Operator throughout the Region.  Staff will deliver 
workforce development services to both job seekers and employer customers as specified 
under Title I of the Workforce Innovation and Opportunity Act (WIOA).  Bidders must also 
comply with 29 CFR 37,38 and Section 188 of the WIOA. 
 
The Region to be Served Under this Proposal 
The region to be served is referred to as the Southeast Region and consists of Bollinger, Cape 
Girardeau, Dunklin, Iron, Madison, Mississippi, New Madrid, Pemiscot, Perry, Scott, St. 
Francois, Ste. Genevieve and Stoddard Counties.  The area is wide and diverse in its barriers to 
and opportunities for providing workforce services to job seekers and employers.  For more 
information regarding the Region’s economic data visit:  
 

https://www.missourieconomy.org/regional/profile/?ac=2915000007 
 
Services Solicited by this Request for Proposals (RFP) 
This RFP seeks proposals from organizations to perform two functions for the Region’s 
workforce system. The two functions are:  
 

1. To serve as the One Stop Operator (OSO) of the Southeast Region’s Job Center 
system.  The  OSO coordinates service of the One Stop partners at full service 
Job Centers, affiliate sites and/or other service outlets to insure services are 
provided throughout the 13 county Region. 

and 
2. To provide staffing for the WIOA Adult and Dislocated Worker programs, working 

with both job seekers and businesses through the Region’s Job Center system.  
Services may be provided at full service  Job Centers, affiliate sites and/or other 
service outlets to insure service provision throughout the 13 County Region. 

 
These two functions are explained in detail below.   
 
The functions of the One-Stop Operator are closely interconnected with the provision of WIOA 
services.  The Southeast Workforce Development Board (WDB) has, therefore, chosen to only 
accept proposals from entities that are able and willing to perform both functions. 
 
Upon initial selection of a successful proposal, the Southeast WDB retains the right to negotiate 
with the organization to modify the proposal and determine the terms of the contract before an 
award becomes final.  If such negotiations fail to produce an agreement, the Southeast WDB 
reserves the right to retract their approval of that proposal and select another proposal from this 
RFP process or to initiate a new call for proposals. 
 
Bidders must comply with 29 CFR 37, 38 and Section 188 of the WIOA and its governing 
Regulations.  Bidders must also comply with the Missouri Division of Workforce Development’s 
Issuances guiding workforce services in the state. 
 
 

https://www.missourieconomy.org/regional/profile/?ac=2915000007
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Serving as the One Stop Operator 
 
In the Southeast Region the functions of the One Stop Operator are to: 
 

• Coordinate the delivery of workforce services of the participating One Stop partners and 
service providers. In addition to the WIOA Adult, Dislocated Worker and Youth programs 
funded under Title I-B of WIOA, the one-stop partners in any county may include, but are 
not limited to, Adult Education, Vocational Rehabilitation,  Unemployment Insurance, 
Veterans Services, Wagner-Peyser and Temporary Assistance for Needy Families.  
Other agencies offering workforce services may also be included.   
 
The employer of record will be responsible for all human resource functions of the 
employees placed at the Job Center(s) or Affiliate site(s).  However, the One Stop 
Operator will coordinate the service and functions they provide to insure a seamless 
provision of service and insure excellent customer service from all co-located entities. 
 

• Make workforce services available to all areas of the Southeast Region.  To do this the 
One Stop Operator will need to develop a service distribution and staffing plan.  
Although there are currently full service Job Centers and Affiliate sites in operation, the 
One Stop Operator will be asked to be flexible and open in its ability to provide services 
throughout the Region.  The coordination of workforce services may involve multiple Job 
Centers, Affiliate sites and/or other locations that can offer limited services on an 
intermittent or temporary status.  The service plan will need to be approved by the 
Southeast WDB and made in consideration of available funds. 

 
• To foster a culture of collaboration and excellent customer service among partners of 

the Job Center that promotes delivery of innovative, high quality workforce development 
services. The One Stop Operator will be expected to convene and lead meetings of the 
Job Center partners to build this collaborative culture, improve service delivery, and 
evaluate progress toward shared goals.  
 

• To provide direction and serve as a resource for staff of all partner agencies in regard to 
the objectives, processes, requirements, and regulations of the workforce delivery 
system.  
 

• To provide support, assistance, and resolution to all staff in response to collaboration 
and service delivery issues 
 

• Lead the local workforce system to meet or exceed established performance goals and 
track and evaluate the pursuit of those goals.  
 

• The One Stop Operator may be asked to participate in the Job Center certification 
process as prescribed by the Southeast WDB and the Missouri Division of Workforce 
Development  
 

• In coordinating local services, the one stop operator must not establish practices that 
create disincentives to providing services to individuals with barriers to employment who 
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may require longer-term services, such as intensive employment, training, and 
education services.  
 

• Entities that apply should possess and have demonstrated the following characteristics: 
 

o Competent management skills  
o Commitment to excellent customer service 
o Cooperative culture among management and staff 
o Commitment to an integrated service delivery model 
o Flexibility and ability to adapt to change 

  
Entities submitting proposals must disclose any potential conflicts of interest (or any appearance 
of a conflict of interest) that could arise from its relationship(s) with any training or service 
providers. This should be presented as Attachment A to the proposal. 
 
The Southeast WDB, along with Local Elected Officials, will oversee and evaluate the 
performance of the entity selected as the one-stop operator.  The Missouri Division of Workforce 
Development will monitor the programs and services delivered and report all findings directly to 
the WDB Chair and CLEO. 
 

Serving as the WIOA Adult and Dislocated Worker Service Provider 
 
In the Southeast Region the WIOA Adult and Dislocated Worker Service Provider is expected 
to: 

• Realize that excellent customer service is critical.  Staff will provide stellar customer 
service to all customers. 

• Provide workshops and group sessions on a wide range of job seeking and career topics 
on a regular basis 

• Determine eligibility status of job seekers applying to the Adult or Dislocated Worker 
programs and enroll as appropriate.   

• Assess the needs, barriers, strengths and available resources of job seekers and then 
work with the job seeker to develop an individualized employment plan 

• Provide case management to Adult and Dislocated participants as required 
• Provide follow-up services to Adult and Dislocated participants as required 
• Document service in the Missouri Division of Workforce Development’s case management 

information system. Maintain a hard file containing required documents for every individual 
enrolled in the Adult or Dislocated Worker program 

• Ensure staff are trained as required to fulfill the functions of the Job Center and WIOA 
programs 

• Ensure staffing that is flexible in its location and hours of operation to meet the needs of 
the Region’s job seeker and employer customers 

• Serve the Region’s employer customers in their talent recruitment and workforce needs, 
documenting as required in the State’s case management system 

• Provide outreach to potential job seeker and employer customers to insure service is 
provided throughout the entire Region and performance levels are met 



5 
 

• Work cooperatively with all partners of the workforce system and share in the operation of 
the Job Center and/or Affiliate sites 
 

Expectations of the Successful Bidder 
• It is important that the entity selected is knowledgeable of workforce services and 

systems as described in the WIOA and the governing regulations and State Issuances. 
• In the event of staff turnover the contractor will replace staff within 45 days. 
• Performance will be judged by customer satisfaction and the Region’s ability to meet its 

negotiated Performance with the State of Missouri.  The current Performance goals are 
negotiated at: 

 
Adult   Dislocated Worker 

 
Entered Employment Q2: 68.5%    73% 
Entered Employment Q4: 66.5%    70% 
Credential:   50%    61% 
Skill Gains:   To Be Determined  To Be Determined 
Median Earnings:  $4,100    $4,800 

 
Although the criteria measured stays the same, the planned percentage toward meeting 
those measures change from Program Year to Program Year.  The successful bidder 
will be evaluated as to how well the Region meets its negotiated level of Performance for 
that year. 
 
Business Services will also be measured according to the levels negotiated with the 
State of Missouri.  These measures are under development but will be discussed with 
the successful bidder prior to award.  
  

Period of Performance 
The Southeast WDB intends to be as inclusive as possible in this solicitation.  The goal is to 
receive several high quality proposals that articulate clear and aggressive strategies for 
ensuring unprecedented level of customer service and team work while staffing the Missouri Job 
Centers or any service provision site.  The resulting contract with the successful bidder will be 
for a one year period which shall begin at a mutually agreeable time but no later than October 1, 
2019.  The Southeast WDB may elect to renew the contract for up to two one-year periods, 
based on the region’s evaluation of the contractor. 
 
The contractor is not required to provide staffing on the following Holidays: 
 New Year’s Day  Truman’s Birthday  Columbus Day 
 MLK Day   Memorial Day   Veteran’s Day 
 Lincoln’s Birthday  Independence Day  Thanksgiving Day 
 Washington’s Birthday Labor Day   Christmas Day 
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Administrative Costs 
The bidder shall propose its overhead fee, expressed as its Approved Administrative Cost Rate.  
See 2 CFR 200.331(4) for a detailed explanation. 
 
Administrative Costs are expenses that are used to support the following functions:  Executive 
Officers, Legal costs, Accounting costs and Outsourced consulting fees.  Expenses for these 
functions can include but are not limited to salary, fringe benefits, screening, equipment and 
consumable supplies needed to provide Administrative functions.  (Note: this is different than 
the costs required to provide program functions) 
 
Additional Requirements 

• This RFP is not in itself an offer of work nor does it commit the Southeast WDB to fund 
any proposals submitted.  The Southeast WDB is not liable for any costs incurred in the 
preparation of proposals.  The Southeast WDB reserves the right to make an award to 
any bidder or to make no award, if deemed in the best interest of the Southeast Region.  
In addition, the Southeast WDB reserves the right to: 1) Amend or withdraw this RFP at 
any time; 2) Reject any and all proposals; and 3) Re-issue this RFP. 
 
The Southeast WDB may negotiate the proposal with the successful bidder before 
making a final commitment.  All commitments made by the Southeast WDB are 
contingent upon the availability of funds. 

 
• Bidding organizations should note that under the requirements of the Freedom of 

Information Act (FOIA), the contents of your proposal or other information submitted to 
the Southeast WDB is subject to public release upon request, except those items 
specifically exempt from disclosure.  The bidder shall mark as “proprietary” those parts 
of its proposal that it deems proprietary.  However, the bidder is alerted that this marking 
is advisory only and not binding on the Southeast WDB.  If there is a request from the 
public under FOIA to inspect any part of the proposal so marked, the Southeast WDB 
will advise the bidder and request further justification in support of the “proprietary” 
marking.  If the Southeast WDB determines, after receipt of the justification that the 
material is releasable, the bidder will be notified.  Under no circumstances will a proposal 
or any part of a proposal be released prior to the contract award decision. 

 
• Business Certification/Affidavit – Documentation of E-Verification must be attached to 

the proposal submission (Attachment B) 
 

• Certificate of Workers Compensation Insurance for current employees should be 
provided to the proposal submission (Attachment C) 
 

• Confidentiality:  The Southeast WDB adheres to the Missouri Division of Workforce 
Development’s Confidentiality Policy.  Successful bidders will be expected to comply 
accordingly.  (Document will be shared at the pre-bid conference) 
 

• This program is subject to the provisions of the Employment Eligibility Verification 
Program (E-Verify), Section 285.530.2, RSMo, which requires as a condition for the 
award of any contract or grant in excess of five thousand dollars by the state to a 
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business entity, the business entity shall, by sworn affidavit and provision of 
documentation, affirm its enrollment and participation in a federal work authorization 
program with respect to the employees working in connection with the contracted 
services. Every such business entity shall also sign an affidavit affirming that it does not 
knowingly employ any person who is an unauthorized alien in connection with the 
contracted services.  For more information and to enroll your organization in the program 
online, visit the Employment Eligibility Verification Program (E-Verify) website at:  
https://www.e-verify.gov/e-verify-user-manual-70-company-program-administrators-73-edit-
company-profile/735-view-memorandum  (Attachment D)    

• Contractor Status – The contractor shall assume all legal and financial responsibility for 
taxes, FICA, employee fringe benefits, workers compensation, employee insurance, 
minimum wage requirements, overtime, etc. and agrees to indemnify, save, and hold the 
State of Missouri and the Southeast WDB, its officers, agents and employees harmless 
from and against any and all loss; cost (including attorney fees); and damage of any kind 
related to such matters.  The contractor will be responsible for informing their staff of the 
above statements. 
 

• If chosen this will be a cost reimbursement contract.  Reimbursement of cost incurred 
will be made in the manner specified by Southeast WDB. 

 
Submission of Proposal 
In order for the Committee to adequately evaluate proposals uniformly and objectively, all 
proposals will be submitted in accordance with the format described below.  The proposal 
should be prepared simply and economically, providing straightforward and concise information 
as requested.  
 

A. To ensure a fair and open process for all interested bidders the following time table will 
be used with this RFP process: 
 
RFP Issued:    April 17, 2019 
 
Bidders’ Conference: May 7, 2019 at 2:00 P.M. in the Boardroom of the 

Progress Sports Complex at 21390 Highway 32; Ste. 
Genevieve, MO 63670 

 (The Sports Complex is behind the Community Center)  
 
Proposals Due:    June 14, 2019 at 11:59 P.M. CST 
 
Contract Awarded:   No later than July 22, 2019 
 
Contractor Begins Delivering  
Service:      No later than October 1, 2019 
 

B. Bidders must submit one hard copy and one electronic copy of their proposal.  The hard 
copy with original signatures should be sent to: 

K. Grim 
738 Kersting Road 

Wentzville, MO  63385 
 

https://www.e-verify.gov/e-verify-user-manual-70-company-program-administrators-73-edit-company-profile/735-view-memorandum
https://www.e-verify.gov/e-verify-user-manual-70-company-program-administrators-73-edit-company-profile/735-view-memorandum
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The electronic copy, with signatures, should be emailed to:  kgrim01@gmail.com 
 

C. Both forms of proposals must be received no later than 11:59 P.M. CST on June 14, 
2019.  Proposals received after that time and date will be rejected.  Please note that 
proposals will not be received in person or by fax. 
 
A representative from each agency submitting a proposal MUST attend a Bidders’ 
Conference to be held May 7, 2019 at 2:00 local time at the Progress Sports Complex 
located at 21390 Highway 32 in Ste. Genevieve, MO 63670. (The Sports Complex is   
behind the Community Center.)  
 
Each attendee may only represent one bidding organization. Each agency will be asked  
to submit an email address as answers to questions regarding the proposal will be  
distributed to all interested parties. 

 
D. Proposals must include the following: 

• Executive Summary that is no longer than two pages with a font that is no 
smaller than 11 point 

• Proposal narrative that is no longer than twelve pages double spaced, single 
sided, on 8.5 x 11 paper with one inch margins and a font that is no smaller than 
11 point.  Required attachments are not included in the twelve page limitation. All 
pages of the Narrative must be numbered. 

• Attachment A  - Disclosure of potential conflicts of interest that could arise from 
any relationship(s) with training or service providers 

• Attachment B - Business Certification/Affidavit - Documentation of E-Verification 
must be attached (Can be obtained on the E-Verify website) 

• Attachment C - Certificate of Workman’s Compensation insurance of current 
employees 

• Attachment D - Affidavit affirming that the entity does not knowingly employ any 
person who is an unauthorized alien in connection with the contracted services 
(This is the Memorandum of Understanding found on the E-Verify website) 

• Attachment E - Non-Collusion Affidavit must be signed and submitted (The form 
is included at the end of this RFP) 

• Attachment F - Assurance and Certifications must be signed and submitted (The 
form is included at the end of this RFP) 

• Attachment G - Budget Plan 
• Attachment H - Copy of most recent audit report 

 
Proposals that fail to follow instructions and do not include all applicable information and 
completed forms may not be considered. 

 
Questions regarding this RFP must be submitted in writing to kgrim01@gmail.com.  All 
questions and answers will be distributed to the emails submitted at the Bidders’ Conference so 
that all interested parties receive the same information.  

 
Please note, questions will only be accepted until Monday, June 10, 2019. 

 

mailto:kgrim01@gmail.com
mailto:kgrim01@gmail.com
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Bidders have the right to appeal any action or decision related to this RFP.  Appeals must be 
submitted to the Workforce Development Board of Southeast Missouri and will be reviewed and 
investigated by the Board.  The decision of the Workforce Development Board in such situations 
shall be final.  Bidders wishing to make a formal appeal should do so in writing to:  

 
Workforce Development Board Chairperson 

760 S. Kingshighway, Suite C 
Cape Girardeau, MO  63703 

Evaluation of Proposals 
 
When writing the narrative, bidders are encouraged to respond to the items listed in this section 
while taking into account the expectations detailed earlier in this RFP. 
 
 

A. Knowledge & Experience of the Organization and Staff (45 points total) 
 

1) Provide an overall description of your organization.  Explain the purpose of your 
organization; the legal status; the management structure highlighting key 
personnel and their proposed roles in this project.  Please identify a single point 
of contact for your organization.  (15 points) 
 

2) Demonstrate your organization and/or key staff’s understanding of the Workforce 
Innovation and Opportunity Act (WIOA) and describe past experience in 
providing workforce services rather funded by WIOA or other source. Include 
positive or negative outcomes in providing such service.  (30 points) 

 
B. Staffing Plan and Organizational Structure (30 points)  

 
Staffing of the Job Centers and Affiliate sites is the most critical aspect of ensuring 
program quality and customer service. Describe how your organization would provide 
staffing for the Adult and Dislocated Worker programs and serve as the One Stop 
Operator. This description should explain staffing and services provided in the Region’s 
current structure that includes a full service Job Center in Park Hills, Cape Girardeau, 
Sikeston and Kennett.  The minimum hours of operation of each Job Center is from 8:00 
A.M. to 4:30 P.M. Monday through Friday. 
 
In addition, this RFP is seeking suggestions for new design and/or service delivery of 
quality workforce services as described by the WIOA.  Bidders are encouraged to think 
creatively and offer a new design of service delivery in the Region’s workforce system.  
The intent is added flexibility in hours of operation and location of service.  This may 
include full service Job Centers, Affiliate sites or other sites for service delivery.  At a 
minimum the design must include at least one full service, comprehensive Job Center 
and at least three affiliate sites or sites of services where programs can be brought 
closer to the customer. 
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In your description of service be sure to include if and how your organization intends to 
use the State’s online case management system and the use of hard files to maintain 
required documentation.   
 
Staffing and hiring decisions will be the responsibility of your organization.  Please 
describe the minimum qualifications required for all staff involved in delivering the 
proposed services. 
 

C. Financial Management and Budget (15 points) 
 
This will be a cost reimbursement contract.  The anticipated maximum amount available 
is $950,000.00.  However the maximum amount of reimbursement will be dependent 
upon available funds. 
 
A detailed budget should be submitted as Attachment G.  A budget narrative should be 
used to clarify and annotate the budget.  Include:  

 The cost of staffing the entire project broken out by cost per job 
description.  Be sure to include the cost of the staff benefit plan  

 Administrative Costs – Refer to the explanation of  Administrative cost 
earlier in this proposal 

 Operating expenses such as travel, staff training, etc.  (Rent, utilities 
and other facility cost of the Job Center is not to be included.)  
(5 points) 

 
 
Discuss the following points in the narrative portion of the Proposal: 
 
o Bidders must maintain a financial management system that is auditable and in 

compliance with generally accepted accounting principles.  Financial records must 
be available for audit and monitoring purposes.  Provide a brief description of the 
accountability of the organization in this section and provide one copy of your 
organization’s most recent audit report with the bid package (3 points) 
 

o Has your organization had any questioned costs, disallowed costs or compliance 
monitoring findings in the last three years?  If so, describe the issues and how they 
were resolved. (5 points) 

 
o If WIOA costs incurred in the operation of the proposed services were subsequently 

disallowed as a result of an audit or monitoring (meaning you spent funds 
inappropriately) would your organization have the capability to repay the funds?  If 
yes, from what source?  (2 points) 

 
 

D. Partnerships (10 points) 
 

Include a brief description of any partners that will be involved in the operation of your 
proposal.  Describe the specific role that these partners will play and how they will 
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deliver their proposed workforce services.  Prior to award, the bidder may be required to 
submit letters of support which reference the specific commitments being made, 
including services to be delivered, financial or in-kind contributions and/or any other 
commitments made.  Note, such letters of support are not required to be included in the 
bidder’s proposal but may be required if and when negotiations occur. 
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NON-COLLUSION AFFIDAVIT 

 
The undersigned bidder or agent, being duly sworn on oath, says that he/she has not, 
nor has any other member, representative, or agent of the firm, company, corporation or 
partnership represented by him, entered into any combination, collusion or agreement 
with any person relative to the price to be bid by anyone at such letting nor to prevent 
any person from bidding nor to include anyone to refrain from bidding, and that this bid is 
made without reference to any other bid and without any agreement, understanding or 
combination with any other person in reference to such bidding. 
 
He/She further says that no person or persons, firms, or corporation has, have or will 
receive directly or indirectly, any rebate, fee gift, commission or thing of value on 
account of such sale. 
 

OATH AND AFFIRMATION 
 
I HEREBY AFFIRM UNDER THE PENALTIES FOR PERJURY THAT THE FACTS AND 
INFORMATION CONTAINED IN THE FOREGOING BID FOR PUBLIC WORKS ARE 
TRUE AND CORRECT. 
 

Dated this _____ day of ____________________, ________ 
 

_________________________________________________ 
(Name of Organization) 

____________________________________________________________________ 
(Title of Person Signing) 

 
____________________________________________________________________ 

(Signature) 
 

ACKNOWLEDGEMENT 
 
STATE OF _______________________) 

) ss 
COUNTY OF_____________________) 
 
Before me, a Notary Public personally appeared the above named and swore that the 
statements contained in the foregoing document are true and correct. 
 
Subscribed and sworn to me this _______ day of _____________, _______. 
 
____________________________________ 
 
Notary Public Signature 
 
My Commission Expires: __________________________________________________ 
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Assurances and Certifications 

 
 
The respondent assures and certifies to each of the following items: 

 
 
1.  The bidding organization agrees to comply with all applicable State and Federal laws and regulations 
governing the Workforce Innovation and Opportunity Act and any other applicable laws and regulations. 
 
2. The bidding organization has not been debarred or suspended or otherwise excluded from or ineligible for 
participation in federally funded programs. 
 
3. The bidding organization possesses legal authority to offer the attached proposal. 
 
4. A drug free workplace will be maintained in accordance with State of Missouri requirements. 
 
5. By submitting a proposal the bidder certifies to his/her knowledge and belief that there is no conflict of 
interest (real or apparent) inherent in the bid or in delivering the plan of work if the SE WDB awards a 
contract. A conflict of interest would arise if any individual involved in the preparation of this RFP, proposal 
review and rating or award decisions has a financial or other interest in or represents the bidding 
organization and would be likely to gain financially or personally from the award of a contract. The same 
would hold true for any member of the individual’s family, partner, or an organization employing or about to 
employ any of the above as a direct result of the successful award of a contract under the RFP. The SE 
WDB reserves the right to disqualify a bid should a conflict of interest be discovered during the solicitation 
process. 
 
6. The bidding organization assures that if awarded a contract by the Workforce Development Board of 
Southeast Missouri, it will comply with Regional, State and Federal program and financial monitoring 
requirements. This means the bidder will make available required information (both program and financial) 
as is required to satisfy local, state, and federal monitoring expectations. 
 
7. The bidding organization assures that it will comply fully with the nondiscrimination and equal opportunity 
provisions of the following laws: Section 188 of the Workforce Innovation and Opportunity Act of 2014; Title 
VI of the Civil Rights Act of 1964, as amended; Section 504 of the Rehabilitation Act of 1973, as amended; 
The Age Discrimination Act of 1975, as amended; and Title IX of the Education Amendments of 1972, as 
amended. Genetic Information Nondiscrimination Act of 2008. Title I and II of the American with Disabilities 
Act of 1990, as amended. The bidder also assures that it will comply with WIA 29 CFR Part 37, WIOA 29 
CFR 38 and all other regulations implementing the laws listed above. This assurance applies to the WIOA 
Title I financially assisted program or activity, and to all agreements that the Workforce Development Board 
of Southeast Missouri makes to carry out the WIOA Title I financially assisted program or activity. This WIOA 
Title I funded program is an equal opportunity employer/program. Auxiliary aids and services will be made 
available upon request for individuals with disabilities. By submitting a bid all bidders are providing an 
assurance that they will comply with the above nondiscrimination and equal opportunity provisions. 
 
 
 
Signature of Authorized Representative__________________________________________________ 
 
 
Print or Type Name__________________________________________________________________ 
 
 
Date _____________________________________________________________________________ 
 

 


