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PUBLIC NOTICE
*************************************************

State of Maine - Volunteer Maine

Maine Commission for Community Service
RFP# 201909172
Maine Volunteer Generation Fund Initiative
Volunteer Maine, the Maine Commission for Community Service, is seeking Applications to increase capacity in eligible organizations to expand local and regional volunteer efforts in three impact areas; aging in place, transportation, and food security; and develop high level volunteer management practices through Service Enterprise and other Volunteer Management training.

A copy of the RFP, as well as the Question & Answer Summary and all amendments related to this RFP, can be obtained at the following website: https://www.maine.gov/dafs/bbm/procurementservices/vendors/rfps 
Proposals must be submitted to the State of Maine Division of Procurement Services, via e-mail, to the following email address: Proposals@maine.gov.  Proposal submissions must be received no later than 11:59 pm, local time, on December 3, 2019.  Proposals will be opened at the Burton M. Cross Office Building, 111 Sewall Street - 4th Floor, Augusta, Maine the following business day. Proposals not submitted to the Division of Procurement Services’ aforementioned email address by the aforementioned deadline will not be considered for contract award.

*************************************************

RFP DEFINITIONS/ACRONYMS
The following terms and acronyms shall have the meaning indicated below as referenced in this RFP:
1. RFP: Request for Proposals
2. State: State of Maine
3. Department: Volunteer Maine, the Maine Commission for Community Service
4. CNCS: Corporation for National & Community Service; the federal agency funding this initiative.
5. Aging in Place Activities: Support(s) provided to individuals age 65 or older or individuals with disabilities, including food, transportation, and other services that allow them to live independently in one's own home and community safely, independently, and comfortably.
6. Capacity Building: A set of activities that expand the scale, reach, efficiency, or effectiveness of programs and organizations. Activities may also leverage resources for programs and/or organizations. For example, capacity building activities may expand services, enhance delivery of services, or generate additional resources. These activities achieve lasting positive outcomes for the beneficiary populations served.
7. Community Volunteers: Citizens or residents in the community who are recruited and/or managed by the grant-supported organization to offer time, knowledge, skills, and expertise for free to support the grant-supported program or organization.

8. Emergency Food: “Emergency” food assistance is not meant to designate routine help in meeting a family’s needs.  The emergency may be experienced by the family personally, such as their house burning down, or it may be experienced by the community more broadly, such as a natural disaster.

9. Food Assistance: A set of interventions designed to provide access to food to vulnerable and food insecure populations, including; food provision systems - which may incorporate procurement, transport, storage, handling, preparation and distribution to beneficiaries -, as well as cash transfer & voucher systems.
10. Food Security: Access at all times to enough food for an active, healthy life for all household members. Food security includes at a minimum: (1) the ready availability of nutritionally adequate and safe foods, and (2) an assured ability to acquire acceptable foods in socially acceptable ways (e.g., without resorting to emergency food supplies, scavenging, stealing, or other coping strategies)

11. Hours of Service: Consists of all the hours that recruited community volunteers devote to serving, including training time that they may have to participate in. The count of hours may not include time spent on activities that are Prohibited under National Service regulations or outside the scope of the funded activities. 
12. In-Kind: Includes funds used as match that originate from 3rd-party organizations.  Funds contributed by the applicant organization are considered “cash” match and should be entered in the budget as such.  All match funds, whether cash or in-kind must be adequately documented.
13. New Volunteers: Volunteers not currently engaged in ongoing volunteer efforts with the agency; typically, individuals who have not gone through volunteer orientation training and not currently scheduled for volunteer “shifts”.
14. National Service Criminal History Check (NSCHC): A screening procedure established by law to protect the beneficiaries of national service. The law requires recipients to conduct and document NSCHCs on any person (including award-funded staff or volunteer) receiving a salary, living allowance, stipend, or education award through a program receiving CNCS funds. See Part IV for additional information on the NSCHC process.
15. Progress Monitoring:  A systematic process for collecting data and tracking outputs and outcomes related to goals and required measures identified in this RFP and the approved program design.

16. Prohibited Activities: Those activities prohibited for AmeriCorps or other individuals supported under National Service regulations. See Prohibited Activities List.
17. Recruited: Enlisted or enrolled as a direct result of an intentional effort to do so.

18. Service Enterprise: A nationally recognized organizational management program that helps organizations better meet their missions through leveraging the power of skilled volunteers.

Service Enterprise training includes a comprehensive assessment, training, coaching and certification process through this process organizations are equipped to engage and manage volunteers more effectively to meet community needs. Research shows that organizations operating as Service Enterprises are equally as effective as their peers but at almost half the median budget, and are significantly more adaptable, sustainable and capable of going to scale.

19. Training: An organized activity aimed at imparting information and/or instructions to improve the training recipient's performance or to help him or her attain a required level of knowledge or skill.

20. Transportation Services: Services enabling individuals who are age 65 or older, are economically disadvantaged or who are individuals with disabilities, to gain access to necessary community services, activities and resources.

21. Volunteer Management: The systematic and logical process of working with and through volunteers to achieve an organization’s objectives. A series of practices that collectively maximize the capacity of volunteers to have an impact on behalf of the organization or community.

Examples of volunteer management practices include but are not limited to: development of a written volunteer generation plan, formal partnerships for volunteer recruitment, establishment of a volunteer unit within the program or organization, creation of volunteer manual/training/curriculum, regular supervision and communication with volunteers, liability coverage or insurance protection for volunteers, screening and matching volunteers to jobs, regular collection of information on volunteer involvement, written policies and job descriptions for volunteer involvement, recognition activities, such as award ceremonies, for volunteers, annual measurement of volunteer impact, training and professional development for volunteers, and training for paid staff in working with volunteers.

State of Maine – Volunteer Maine 
RFP# 201909172
Maine Volunteer Generation Fund Initiative
PART I
INTRODUCTION

A.
Purpose and Background
Volunteer Maine, the Maine Commission for Community Service, (“Department”) is seeking proposals to develop the following as defined in this Request for Proposals (RFP) document:

· Increased capacity in agencies to utilize skilled volunteers to deliver services in three target areas:

· Aging in place, transportation services and food security and assistance
· Improved volunteer management practices among agencies providing services in these areas

· Increased volunteerism to meet needs in these three areas
This document provides instructions for submitting proposals, the procedure and criteria by which applicants will be selected and the contractual terms which will govern the relationship between the State of Maine (“State”) and the awarded applicants.
Under the 2009 Serve America Act, the Volunteer Generation Fund was established to provide funding through State Service Commissions (such as Volunteer Maine) that strengthens local volunteer programs and expands volunteerism in areas where it has not yet fully developed. In addition, to expanding opportunities for volunteers, the fund also provides support for improving volunteer management practices and other capacity building measures among agencies.  Agencies with strong volunteer programming have a greater impact and are more likely to realize their organizational missions leading to increased support and services to those who benefit from their efforts.
Maine’s volunteer sector represents $934 million dollars (Volunteering & Civic Health Index, 2015) and engages 32% of the adults in providing services that range from ushering at local theaters to preparing taxes. This level of citizen engagement earns Maine 10th place among the states in the ranking of rates of volunteering. At the same time, Maine’s volunteer sector loses nearly one-third of its labor force (volunteers) each year because local programs have not had the training or support to apply essential volunteer management practices. 

Considering that volunteering is one of the eight key elements of civic health – a fundamental part of quality community life and viability – the Volunteer Maine, the Maine Commission for Community Service, successfully competed for Volunteer Generation funds to support growth of local volunteer efforts. This Maine grant competition implements several objectives of the Commission’s strategic plan, “Enhancing the Capacity of Maine’s Volunteer Sector,” which is published at: http://www.maineservicecommission.gov/publications/strategic-plan/
Funder Description

Volunteer Maine, the Maine Commission for Community Service, builds capacity and sustainability in Maine's volunteer sector by funding service programs, developing volunteer managers, raising awareness of the scope and impact of the sector, and encouraging an ethic of service.

The Commission was established in 1994 by Executive Order and under state statute in 1995. The 25-member Service Commission is the State’s partner with the federal Corporation for National and Community Service (CNCS) to promote volunteer service in Maine. 

In order to fulfill its statutory duties, the Commission:
· Pursues the State’s vision for high impact, sustainable volunteer community service.

· Identifies and monitors the capacity, challenges, and emerging issues of volunteer community service programs.

· Develops and implements a 3-year strategic plan that addresses volunteer service issues related to capacity, sustainability, and impact.

· Fosters collaboration among public, private, and non-profit volunteer service programs.

· Provides training and technical assistance to Maine volunteer community service programs.

· Carries out fund-raising efforts to supplement federal support of volunteer service.

· Educates all sectors of Maine about the issues, opportunities, and challenges faced by Maine’s volunteer sector.

· Serves as a clearinghouse for people interested in service and agencies recruiting volunteers.

· Sets Maine funding priorities for programs supported by the Corporation for National and Community Service.

· Prepares the state application for national service funds (most often AmeriCorps monies), selects programs to receive grant awards, and administers the sub granted funds.

For more information about the Commission’s history and initiatives, visit: www.MaineServiceCommission.gov/about/ .

The mission of the Corporation for National and Community Service is to improve lives, strengthen communities and fortify the civic health of the nation. CNCS’s legal authority to award Volunteer Generation Fund grants is the National and Community Service Act of 1990, as amended (42 U.S.C. § 12653p.).  For more information on CNCS, visit www.nationalservice.gov .

B.
General Provisions

1. From the time this RFP is issued until award notification is made, all contact with the State regarding this RFP must be made through the aforementioned RFP Coordinator.  No other person/ State employee is empowered to make binding statements regarding this RFP.  Violation of this provision may lead to disqualification from the application process, at the State’s discretion.

2. Issuance of this RFP does not commit the Department to issue an award or to pay expenses incurred by an Applicant in the preparation of a response to this RFP.  This includes attendance at personal interviews or other meetings, where applicable.

3. All proposals should adhere to the instructions and format requirements outlined in this RFP and all written supplements and amendments (such as the Summary of Questions and Answers), issued by the Department.  Proposals are to follow the format and respond to all questions and instructions specified below in the “Proposal Submission Requirements” section of this RFP.
4. Applicants shall take careful note that in evaluating a proposal submitted in response to this RFP, the Department will consider materials provided in the proposal, information obtained through interviews/presentations (if any), and internal Departmental information of previous contract history with the Applicant (if any).  The Department also reserves the right to consider other reliable references and publicly available information in evaluating an Applicant’s experience and capabilities.

5. The proposal shall be signed by a person authorized to legally bind the Applicant.

6. The RFP and the selected Applicant’s proposal, including all appendices or attachments, shall be the basis for the final contract, as determined by the Department.
7. Following announcement of an award decision, all submissions in response to this RFP will be considered public records available for public inspection pursuant to the State of Maine Freedom of Access Act (FOAA) (1 M.R.S. §§ 401 et seq.).
State of Maine Freedom of Access Act 

8. The Department, at its sole discretion, reserves the right to recognize and waive minor informalities and irregularities found in proposals received in response to this RFP.
9. All applicable laws, whether or not herein contained, shall be included by this reference.  It shall be the Applicant’s responsibility to determine the applicability and requirements of any such laws and to abide by them. See: CNCS Complied Legal References. 
C.
Eligible Applicants
Maine public or private non-profits, State/county/local units of government, higher education institutions, faith-based organizations, labor organizations, and federally recognized Tribes who have DUNS numbers and are registered in System for Award Management (www.SAM.gov ) are eligible to apply [see page 14 for additional instructions concerning DUNS & SAM requirements].
This RFP anticipates applications from the following:
· Individual agencies or units of government applying to build internal capacity and increase volunteer efforts;

· Agencies with affiliate member organizations or which represent a network of like agencies applying to build capacity and increase volunteer efforts within their network;

· Organizations or units of government intending to build capacity and increase volunteerism across districts, municipalities, a specific region or geographical area through multi-agency partnerships

In applications from partnerships or coalitions, one member must serve as the legal applicant and act as the coordinating and reporting agency.  
Not Eligible:  Pursuant to the Lobbying disclosure Act of 1995, an organization described in Sections 501(c)(4) of the Internal Revenue Code of 1986, 26 USC 501(c)(4), which engages in lobbying activities is not eligible to apply.
Organizations that have been convicted of a federal crime are disqualified from receiving assistance under a Volunteer Generation Fund grant. Applications that propose to engage in activities that are prohibited under CNCS’s statutes, regulations, or the terms and conditions of its awards are not eligible to receive CNCS funding.

Note that under section 745 of Title VII, Division E of the Consolidated Appropriations Act, 2016, any corporation has any unpaid Federal tax liability which—

· has been assessed

· for which all judicial and administrative remedies have been exhausted or have lapsed and is not being paid in a timely manner pursuant to an agreement with the authority responsible for collecting the tax liability, that corporation is not eligible for an award under this RFP/Notice.
 A similar restriction may be enacted with the appropriation which will fund awards under this RFP/Notice.
D.
Contract Term
The Department is seeking proposal(s) that build agency capacity to meet local needs, as defined in this RFP, for the anticipated contract period defined in the table below.  Please note that the dates below are estimated and may be adjusted, as necessary, to comply with all procedural requirements associated with this RFP and the contracting process.  The actual contract start date will be established by a completed and approved contract.
Initial contract term will be 12 MONTHS.  Performance data will be collected quarterly. End of grant targets will be set based on a 12-month performance period.
Contract Renewal:  Following the initial term of the contract, the Department may opt to renew the contract for one renewal period, as shown in the table below, and subject to continued availability of funding and satisfactory performance. Funding for this renewal period will follow results of a compliance review after initial 9 months of performance
The term of the anticipated contract, resulting from this RFP, is defined as follows:

	Period
	Start Date
	End Date

	Initial Period of Performance
	1 January 2020
	31 December 2020

	Renewal Period #1
	1 January 2021
	31 December 2021


E.
Number of Awards

The Department anticipates making multiple awards as a result of this RFP process. Total federal dollars available for the initial period of performance grant cycle equals $187,000. Applicants mays request funding of no less than $11,000 and no more than $37,400. Thus, the number of anticipated awards is between five (5) and seventeen (17).  
Award process:

1. The Applicant receiving the highest number of evaluation points for all application sections will be offered a contract at the budget amount requested.

2. The remaining applicants will be ranked according to the number of evaluation points received for all sections and will be offered contracts at the amount requested until all available funds supporting this initiative have been awarded.

3. Should there be an amount remaining that is less than the amount requested by the lowest scoring applicant for which there are remaining grant funds (but that is higher than the minimum award available), the Department will grant a conditional award and attempt to negotiate an acceptable award of the remaining funds with that applicant.  If the applicant is unwilling to negotiate a contract at the rate matching the available funds, the Department will grant a conditional award and negotiate with the next-highest ranked Applicant.

4. If no additional applicants are available, the Department reserves the right to offer additional funding to applicants funded below the maximum award amount in the order of their scoring rank.

Funding after initial performance review and for renewal awards for subsequent years is contingent on Congressional appropriation and additional awards to Volunteer Maine of federal funds as well as satisfactory performance. Continued funding is not guaranteed.
Applicants should carefully review the requirements for local contribution or “match” share and consider the number of new volunteers they will be able to recruit and train in determining the amount of funding requested.  See Part II, Scope of Services, for additional information on required match and on volunteer recruitment targets.
PART II
SCOPE OF SERVICES TO BE PROVIDED


The Commission seeks to provide support to volunteer programs in Maine providing service in one or more of three focus areas: aging in place, transportation services and food security or assistance.  The Commission anticipates multiple awards to agencies across the state. Applicants will need to describe the need in the geographic area they serve, the intensity of the problem, how volunteers are currently utilized to meet the need, whether current efforts are adequate, and how increased agency capacity will enable the agency or agencies to better meet the identified need.
Successful applicants will need to demonstrate growth in the number of volunteers recruited and trained as well as demonstrate improvement in volunteer management practices through participation in Service Enterprise and other volunteer management trainings over a 12-month performance period.
It must be evident in the proposal that applicant has the skills and resources needed (fiscal, human resource, knowledge of the selected focus area, grant and data management) to successfully accomplish the work. Additionally, as this funding supports capacity building within the agency, rather than in certain individuals, commitment to full agency participation in training activities is expected.
A. Required Activities:
1. Volunteer Generation

Each successful applicant will be required to generate a number of new volunteers proportionate to the amount of funding awarded (see table below).  

	Grantees will need to generate at least six [6] new volunteers for each $1000 requested in their proposal and provide evidence that at least 75% of those recruited were successfully trained and began service. Minimum award is $11,000, maximum is $37,400.  

	For Example
	Amount Requested
	# of New Volunteers
	# Trained and Serving

	
	$ 11,000
	66
	50

	
	$ 15,000
	90
	68

	
	$ 20,000
	120
	90

	
	$ 25,000
	150
	113

	
	$ 30,000
	180
	135

	
	$ 37,500
	224
	168

	Applicants may select ANY amount between the minimum and maximum; the chart above is for illustrative purposes


2. Service Enterprise & Volunteer Management Capacity Building

Each successful applicant will also be required to commit to agency participation in a Service Enterprise cohort training provided by the Commission and to have novice volunteer managers participate in the Commission’s online Certificate in Volunteer Management course.  
Note that Service Enterprise is an organizational change model that requires participation from agency leaders as well as volunteer management staff.  Applicant agencies must describe the level of organizational commitment in their narratives.
3. Training of Volunteers

Volunteers recruited under this grant must receive training adequate to enable them to deliver the services in the focus area identified in the application.  

B. Reporting
Successful applicants will report:
1. Number of NEW community volunteers recruited by the grantee to provide services impacting agency efforts in the selected area(s) of focus;
2. Number of hours served by the new community volunteers recruited by the grantee.

3. Number of staff and community volunteers that received training (of one or more types) as a result of capacity building services provided (this number is not restricted to new volunteers counted under #1);
Progress Monitoring:

To ensure timely identification of challenges, technical assistance, and training for grantees, program and performance reporting under this award will be quarterly. 
Grantees will be required to submit financial reports monthly.  Volunteer Generation Fund Initiative grants are cost reimbursement grants. Monthly expenditure reports must be approved prior to requests for reimbursement.

All reporting, program and fiscal, is done through an online system provided at no cost.  
C. Local Contribution or “Match”
As part of building sustainability, grantees will be required to match the federal dollars with local cash or in-kind. Under the aggressive cost-share schedule for this funding, match must equal 55% of the total project budget (see sample match schedule below).  
Because this funding is intended to support increased capacity and extension of existing programming, it is permissible to count as match organizational expenditures already allocated to volunteer programming in the area(s) of focus chosen IF they support program activities.  The support, training, supervision, and other contributions of effort, space, or materials used by the agency or provided by partners usually qualify for inclusion in the budget

It is not necessary to raise new funding to meet the match requirements if existing resources are allocated to meeting the performance outcomes of the funded program, though it is permissible. State or municipal public funds as well as private donations from corporate, philanthropic, nonprofit, or individuals can be used as match.
In a recent development, some federal agencies have agreed that their funds may be used as part of CNCS match under certain conditions. Because the allowable funds vary by program within each agency (HUD, OJJDP, Interior, Education, FEMA, etc.) please discuss your desire to use other federal funds with the federal agency that awards those funds prior to submitting your application. Have the agency document permission or concurrence in writing and submit a copy with your application. Be sure that funds coming to you from state agencies using federal dollars to award contracts or grants are part of your conversation.

In developing in-kind local share or match, the applicant organization should bear in mind that these resources will have to be documented as they are used, valued at market rate, and recorded in the organization’s accounting system. 

Note that there is a limit on using the value of volunteer time as in-kind match. Under National Service laws, the time of community volunteers recruited and counted may not be counted as in-kind match as the purpose of the grants is to increase the efforts of these individuals.  However, pro-bono professional services contributed to the program (training volunteers, accounting, marketing, evaluation, etc.) may be included. The in-kind value of volunteer time for Maine can be found at: https://independentsector.org/resource/vovt_details/
D. Sample Match Schedule:
	Grantees need to provide 55% of the total project costs, in cash, in-kind, or some combination of resources.  To determine the required level of match, multiply the requested award amount by a factor of 1.222

	For Example
	Amount Requested
	Factor
	Minimum Match needed
	Total Program Budget Amount

	
	$ 11,000
	x 1.222
	$ 13,442 
	$ 24,442 

	
	$ 15,000
	
	$ 18,330 
	$ 33,330 

	
	$ 20,000
	
	$ 24,440 
	$ 44,440 

	
	$ 25,000
	
	$ 30,550 
	$ 55,550 

	
	$ 30,000
	
	$ 36,660 
	$ 66,660 

	
	$ 37,400
	
	$ 45,703 
	$ 83,103 

	Applicants may select ANY amount between the minimum and maximum available; the chart above is for illustrative purposes.


PART III
KEY RFP EVENTS
A. Questions

1.
General Instructions


a.
It is the responsibility of all Applicants and other interested parties to examine the entire RFP and to seek clarification, in writing, if they do not understand any information or instructions.

b.
Applicants and other interested parties should use Appendix E – Submitted Questions Form – for submission of questions.

c. 
The Submitted Questions Form must be submitted by e-mail and received by the RFP Coordinator, identified on the cover page of this RFP, as soon as possible but no later than the date and time specified on the RFP cover page.

d.
Submitted Questions must include the RFP Number and Title in the subject line of the e-mail.  The Department assumes no liability for assuring accurate/complete/on time e-mail transmission and receipt.

2.
Question & Answer Summary: Responses to all questions will be compiled in writing and posted on the following website no later than seven (7) calendar days prior to the proposal due date: Division of Procurement Services RFP Page.  It is the responsibility of all interested parties to go to this website to obtain a copy of the Question & Answer Summary.  Only those answers issued in writing on this website will be considered binding.

B. Amendments

All amendments released in regard to this RFP will also be posted on the following website: Division of Procurement Services RFP Page.  It is the responsibility of all interested parties to go to this website to obtain amendments.  Only those amendments posted on this website are considered binding.
C. DUNS and SAM. 

Applications must include a DUNS number and an Employer Identification Number. The DUNS number does not replace an Employer Identification Number. All applicants must be registered with the Systems for Award Management (SAM).
DUNS numbers may be obtained at no cost by calling the DUNS number request line at (866) 705-5711 or by applying online: http://fedgov.dnb.com/webform.The website indicates a 48-hour e-mail turnaround time on requests for DUNS numbers; however, we suggest registering at least 30 days in advance of the application due date. After obtaining a DUNS number register with SAM at https://www.sam.gov/portal/public/SAM/.
SAM collects, validates, stores, and disseminates data in support of Federal agency contracts, grant awards, cooperative agreements, and other forms of federal assistance. All grant recipients are required to maintain a valid SAM registration, which must be renewed annually. Applicants that are not already registered with SAM are urged to begin the registration process immediately in order to avoid any delays in submitting applications. Applicants must have a DUNS number in order to register with SAM. 

D. Submitting the Proposal

1. Proposals Due: Proposals must be received no later than 11:59 p.m. local time, on the date listed on the cover page of this RFP, at which point they will be opened.  Proposals received after the 11:59 p.m. deadline will be rejected without exception.
2. Delivery Instructions: Email proposal submissions are to be submitted to the State of Maine Division of Procurement Services, via email, to the email address provided on the RFP Cover Page (Proposals@maine.gov).
a.
Only proposals received by email will be considered.  The Department assumes no liability for assuring accurate/complete e-mail transmission and receipt.

b.
Bidders are to insert the following into the subject line of their email submission:


“RFP# 201909172 Proposal Submission”

c.
Bidder’s proposals are to be broken down into multiple files, with each file named as it is titled in bold below, and include:
-
File #1: PDF format preferred


Completed - Proposal Cover Page (Appendix A)



Debarment, Performance and Non-Collusion Certification (Appendix B) 

-
File #2: PDF format preferred


Executive Summary, Qualification & Experience, and Proposed Services 
Narratives (see PART IV, B., Sections I and II.) 

-
File #3: Excel or PDF format preferred
Program Budget Proposal (Appendix D and all related/required attachments stated in PART IV, B., Section III.)
· File #4: PDF format preferred
Financial Management Systems Survey (Appendix C and required attachments – see questions 2 and 11.)
Applicants shall ensure that all required information is submitted with this proposal. Provision of inaccurate information or failure to provide all information required may be sufficient cause for rejection of the proposal or rescission of an award. Applicants should be mindful of the Application Submission Requirements described in Part IV and the Evaluation and Selection outlined in Part V of this RFP and provide information in the proposal that permits an objective evaluation thereof.

PART IV 
PROPOSAL SUBMISSION REQUIREMENTS
This section contains instructions for Applicants to use in preparing their proposals. The Applicant’s proposal must follow the outline used below, including the numbering and section and sub-section headings as they appear here.  Failure to use the outline specified in this section, or to respond to all questions and instructions throughout this document, may result in the proposal being disqualified as non-responsive or receiving a reduced score.  The Department, and its evaluation team for this RFP, has sole discretion to determine whether a variance from the RFP specifications should result in either disqualification or reduction in scoring of a proposal.  Rephrasing of the content provided in this RFP will, at best, be considered minimally responsive. The Department seeks detailed yet succinct responses that demonstrate the Applicant’s experience and ability to perform the requirements specified throughout this document.

A. Proposal Format
1. Applications are limited to 10 pages for the Narratives. Sections included in this page count are the Executive Summary, Section I and Section II narratives, including the Work Plan. 
2. Submitted electronic documents should be formatted for printing. Pages must have no less than 10-point, double-spaced text. All pages must have 1-inch margins, exclusive of the header/footer information in item 3, below. Formatting will not be adjusted prior to printing and reviewing these documents
3. All pages of an Applicant’s proposal should be numbered consecutively beginning with number 1 on the first page of the narrative (this does not include the cover page or any table of contents pages) through to the end, including all forms and attachments.  For clarity, the Applicant’s name should appear on every page, including Attachments.  Each Attachment must reference the section or subsection number to which it corresponds.

4. The Applicant is asked to be brief and concise in responding to the RFP narrative instructions.
5. The Applicant may not provide additional attachments beyond those specified in the RFP for the purpose of extending their response.  Additional materials not requested will not be considered part of the proposal and will not be evaluated.
6. Include any forms provided in the submission package or reproduce those forms as closely as possible.  All information should be presented in the same order and format as described in the RFP (see Part III, D).  The electronic version of the budget (Appendix D) may be submitted in Excel Format.
7. It is the responsibility of the Applicant to provide all information requested in the RFP package at the time of submission.  Failure to provide information requested in this RFP may, at the discretion of the Department’s evaluation review team, result in a lower rating for the incomplete sections and may result in the proposal being disqualified for consideration.
8. The Applicant must complete and submit the “Proposal Cover Sheet” provided in Appendix A of this RFP and provide it with the Applicant’s proposal.  It is important that the cover page show the specific information requested, including Applicant address(es) and other details listed.  The proposal cover page shall be dated and signed by a person authorized to enter into contracts on behalf of the Applicant.

9. The Applicant should complete and submit the “Debarment, Performance and Non-Collusion Certification Form” provided in Appendix B of this RFP.  Failure to provide this certification may result in the disqualification of the Applicant’s proposal, at the discretion of the Department.

B. Proposal Contents 
Narratives

Executive Summary

Please complete the template with below:

The [Name of the organization] proposes to develop a Volunteer Generation Fund program providing service in [the location(s) the program will serve] that will focus on the CNCS focus area of capacity building while increasing volunteerism. The CNCS investment of $[amount of request] will be matched with $[amount of projected match], $[amount of local, state, tribal, and federal funds] in public funding and $[amount of non-governmental funds] in private funding.

Section I   Organization Qualifications and Experience

1. Overview of the Organization
Current volunteer management practices:
The applicant describes the current use of volunteers within the organization, including the roles volunteers perform and the services they provide.  Applicant also describes current recruitment practices, volunteer training and current retention rates. In addition, a description of how volunteer use is reflected in agency strategic and human resource planning, organization policy and reporting to stakeholders is included.  Applicants must complete the Financial System Survey (Appendix C) and must provide a copy of organization’s most recent audit. If the audit period is over 18 months in the past, provide a copy of the organization’s most recent IRS Form 990 or equivalent.
Management of Planned effort:

The applicant demonstrates that it has the prior experience, staffing, and management structure to implement the proposed program, including what staffing is allocated to program oversight and the funded program activities.
Section II   Proposed Services
1. Program Design & 12-month Work Plan
Focus Area(s) and Need:
The applicant identifies the area(s) of focus selected and describes the rationale for the selection, including a brief discussion of the need in the community served.  “Community” can be a geographic region, a specific population of people, or a combination of both. The information provided should relate to the need(s) in the area(s) of focus selected.
Current Effort:
The applicant describes the organization’s existing efforts in the selected area(s) of focus.  The description must include the roles volunteers currently perform in delivering the services provided.
Planned Effort:

The applicant details the unmet need including:
a) the community need that exists which is not met by current efforts, and 

b) the organization’s need(s) for increased capacity to address the unmet community need, including additional volunteers, management capacity, improved practices, etc.  [The organizational need should not be described in terms of funding needed, but rather those activities or changes that would expand the agency’s capacity.]
The applicant describes the organization’s goals for training and capacity building activities within the organization, explaining how this project will change and improve organizational practice.
2. Implementation - Work Plan
Applicant provides a realistic work plan for the implementation of the program through the 12-month contract period.  Work plan is displayed in a timeline chart or other easily readable format.  Each program development and implementation task, the month it will be carried out, and the person or position responsible for each task is concisely described including:
a) recruitment efforts and interim volunteer recruitment targets likely to result in achievement of the 12-month goal,

b) the training and support activities for volunteers and paid staff, 

c) the data collection efforts necessary to meet the quarterly reporting requirements, and

d) any other key program elements funded or included as local match.

Particular attention to describing the methods and resources planned and how the applicant will accomplish the tasks involved should be considered.  The data collection discussion should also reflect how the applicant will ensure desired outcomes will be achieved. 

Section III   Budget Adequacy and Cost Effectiveness
1. General Instructions

a) The Applicant must submit a budget that covers the entire period of the initial contract.  Please use the expected “Initial Period of Performance” dates stated in PART I, D.
b) The budget shall include the costs necessary for the Applicant to fully comply with the contract terms and conditions and RFP requirements.
c) Minimum grantee share (match) of total budget must be 55%. Clearly and specifically identify the source and total dollar amount of cash match from private, state and local and federal funds as well as the source and total amounts of in-kind support [please review “In-Kind” in the definition section]. 
d) The acceptable sources of matching funds are state, local, private sector, and/or other funds in accordance with applicable requirements.  Acceptable types of matching in-kind resources are pro bono advertising, meeting space, supplies, pro bono consulting, supplies, etc. All in-kind match must be documented at fair market value and recorded in the agency accounting system. 

e) Use of the value of volunteer time as match: A proposal may not count as match the value of direct community service performed by volunteers, but it may include the value of services contributed by volunteers to the grantee organization for organizational functions such as accounting, audit, training of staff or volunteer managers, management of technology, outreach to volunteer programs, and training or supervision of volunteers that perform direct service.

f) NSCHC: As of April 1, 2011, any personnel supported by these funds or reflected as match for these funds must be cleared through a criminal background check which includes FBI fingerprint, State Bureau of Investigation, and National Sex Offender Public Registry checks. Budgets should include amounts sufficient to accomplish this requirement. Note: consultants and contractors (paid or pro bono) are not subject to this federal law.
g) No costs related to the preparation of the proposal for this RFP or to the negotiation of the contract with the Department may be included in the proposal.  Only costs to be incurred after the contract effective date that are specifically related to the implementation or operation of contracted services may be included.

2. Budget Form Instructions

The Applicant should fill out Appendix D (Budget Form), following the instructions detailed here and included in the Appendix.   Failure to provide the requested information, and to use the required format provided, may result in the exclusion of the proposal from consideration, at the discretion of the Department.
Specific Instructions:

a) The amounts you request must be defined for a particular purpose. Do not include miscellaneous, contingency, or other undefined budget amounts. 

Budget Categories are: 

1) Project Personnel Expenses 

2) Personnel Fringe Benefits 

3) Travel 

4) Supplies 

5) Contractual and Consultant Services 

6) Training 

7) Data Collection/Evaluation 

8) Other Support Costs 

9) Administrative Indirect Costs 

a. Administrative costs charged to grant dollars must not exceed 5% of the total grant funds requested. This restriction is passed through from the federal agency. The balance of an agency’s indirect rate may be used as match if documented in a cost allocation plan or an indirect rate negotiated with another federal agency.

b) Your detailed budget narrative must provide a full calculation of the proposed costs including their purpose.  Present the basis for all calculations in the form of an equation. Do not include fractional amounts (cents).  

c) Do not include unallowable expenses, e.g., entertainment costs. Food and beverage costs are not allowable unless they are a noon meal associated with a training lasting more than 5 hours.  Refer to the relevant 2 CFR Part 200 sections on allowable costs for further guidance.  For an overview of financial management requirements and expectations, visit the online resources at http://www.nationalservice.gov/resources/financial-management 

3. Budget Adequacy and Cost Effectiveness criteria:

a) Budget is submitted without mathematical errors and proposed costs are allowable, reasonable, and allocable to the award.

b) Budget is submitted with adequate information to assess how each line item is calculated.

c) Budget is in compliance with the budget instructions.

d) Match is submitted with adequate information to support the amount written in the budget.

PART V 
PROPOSAL EVALUATION AND SELECTION
Evaluation of the submitted proposals shall be accomplished as follows:

A. Evaluation Process - General Information

1. An evaluation team, comprised of qualified reviewers, will judge the merits of the proposals received in accordance with the criteria defined in the RFP, and in accordance with the most advantageous financial and economic impact considerations (where applicable) for the State.
2. Officials responsible for making decisions on the selection of a grantee shall ensure that the selection process accords equal opportunity and appropriate consideration to all who are capable of meeting the specifications.  The goals of the evaluation process are to ensure fairness and objectivity in review of the proposals and to ensure that the contract(s) resulting from the competition are awarded to the Applicant(s) whose proposals provide the greatest likelihood of achieving the goals of the initiative.

3. The Department reserves the right to communicate and/or schedule interviews/presentations with Applicants if needed to obtain clarification of information contained in the proposals received, and the Department may revise the scores assigned in the initial evaluation to reflect those communications and/or interviews/presentations.  Interviews/presentations are not required, and changes to proposals will not be permitted during any interview/presentation process.  Therefore, Applicants should submit proposals that present all requested information as clearly and completely as possible.

B. Scoring Weights and Process

1. Scoring Weights: The score will be based on a 100-point scale and will measure the degree to which each proposal meets the following criteria.

Section I.  Organization Qualifications and Experience (25 points)


Includes all elements addressed above in Part IV, B, Section I.

Section II.   Proposed Services (50 points)  

Includes all elements addressed above in Part IV, B, Section II.

Section III.  Budget Adequacy and Cost Effectiveness (25 points) 

Includes all elements addressed above in Part IV, B, Section III.
2. Scoring Process:  The review team will use a consensus approach to evaluate and score all Sections above.  Members of the review team will not score those sections individually but, instead, will arrive at a consensus as to assignment of points for each of those sections.  
3. Negotiations:  The Department reserves the right to negotiate with the successful Applicants to finalize contracts at the funding level presented in the selected proposals.  Such negotiations may not significantly vary the content, nature or requirements of the proposal or the Department’s Request for Proposals to an extent that may affect the services requested.  
C. Selection and Award

1.
The final decision regarding the award of contracts will be made by representatives of the Department subject to approval by the State Procurement Review Committee.

2.
Notification of selection or non-selection will be made in writing by the Department.

3.
Issuance of this RFP in no way constitutes a commitment by the State of Maine to award a contract, to pay costs incurred in the preparation of a response to this request, or to pay costs incurred in procuring or contracting for services, supplies, physical space, personnel or any other costs incurred by the Applicant. 

4.
The Department reserves the right to reject any and all proposals or to make multiple awards. 

D. Appeal of Contract Awards 

Any person aggrieved by the award decision that results from this RFP may appeal the decision to the Director of the Bureau of General Services in the manner prescribed in 5 MRSA § 1825-E and 18-554 Code of Maine Rules, Chapter 120 (found here: Chapter 120).  The appeal must be in writing and filed with the Director of the Bureau of General Services, 9 State House Station, Augusta, Maine, 04333-0009 within 15 calendar days of receipt of notification of contract award.
PART VI
CONTRACT ADMINISTRATION AND CONDITIONS

A. Contract Document
1.
The successful Applicant will be required to execute a contract in the form of a State of Maine Service Contract with appropriate riders as determined by the Department.  The complete set of standard State of Maine Service Contract documents, along with other forms and contract documents commonly used by the State, may be found on the Division of Procurement Services’ website at the following link: Division of Procurement Services Forms Page 
2.
Allocation of funds is final upon successful negotiation and execution of the contract, subject to the review and approval of the State Procurement Review Committee.  Contracts are not considered fully executed and valid until approved by the State Procurement Review Committee and funds are encumbered.  No contract will be approved based on an RFP which has an effective date less than fourteen (14) calendar days after award notification to Applicants.  (Referenced in the regulations of the Department of Administrative and Financial Services, Chapter 110, § 3(B)(i): 

Chapter 110)

This provision means that a contract cannot be effective until at least 14 days after award notification.

3.
The State recognizes that the actual contract effective date depends upon completion of the RFP process, date of formal award notification, length of contract negotiation, and preparation and approval by the State Procurement Review Committee.  Any appeals to the Department’s award decision(s) may further postpone the actual contract effective date, depending upon the outcome.  The contract effective date listed in this RFP may need to be adjusted, if necessary, to comply with mandated requirements.

4. In providing services and performing under the contract, the successful Applicant(s) shall act as an independent contractor and not as an agent of the State of Maine.
B. Standard State Agreement Provisions

1.
Agreement Administration
a.
Following the award, an Agreement Administrator from the Department will be appointed to assist with the development and administration of the contract(s) and to act as administrator during the entire contract period.  Department staff will be available after the award to consult with the successful Applicant(s) in the finalization of the contract(s). 

b.
The Department anticipates making multiple awards. In the event that an acceptable contract cannot be negotiated with a higher ranked Applicant, the Department may withdraw its award and negotiate with the next-highest ranked Applicant, and so on, until the full amount of the available funding is awarded.  The Department reserves the right to cancel the RFP, at its sole discretion.
2.  
Payments and Invoicing
The State anticipates paying the Contractor on the basis of net 30 payment terms, upon the receipt of an accurate and acceptable invoice.  Invoices may be submitted after approval of a monthly Periodic Expense report submitted in the Department’s online grant management platform. An invoice form is provided on the same site.
3.  
Reporting

Program reporting is quarterly and consists of a narrative report and submission of data indicating progress toward agreement Performance Targets described in Part II, Scope of Services.  Format of Performance Measure reports will be provided with contract materials.  All reporting will be submitted in the Department’s online grant management platform.
C. Federal Agreement Provisions

1.  
National Service Criminal History Check Requirements  

The National Service Criminal History Check (NSCHC) is a screening procedure established by law to protect the beneficiaries of national service. The law requires recipients to conduct and document NSCHCs on any person (including award-funded staff or volunteer) receiving a salary, living allowance, stipend, or education award through a program receiving CNCS funds.  An individual is ineligible to serve in a position that receives such CNCS funding if the individual is registered, or required to be registered, as a sex offender or has been convicted of murder. The cost of conducting NSCHCs is an allowable expense under the award.
Unless CNCS has provided a recipient with a written exemption or written approval of an alternative search procedure, recipients must perform the following checks for positions funded with either AmeriCorps or local monies –
All program staff, national service participants, and volunteers must have a National Service Criminal History Check (NSCHC) that includes:

1. A nationwide name-based search of the National Sex Offender Public Website (NSOPW is no cost) 

2. Either 

a. A name- or fingerprint-based search of the statewide criminal history registry in the person’s state of residence and in the state where the person will serve/work; or 
b. A fingerprint-based FBI criminal history check.
Special Rule for Persons Serving Vulnerable Populations. Award-funded staff, national service participants, and volunteers with recurring access to vulnerable populations (i.e., children age 17 or younger, individuals age 60 or older, or individuals with disabilities) must undergo NSCHCs that include:

1. A nationwide name-based check of the NSOPW; and
2. Both

a. A name- or fingerprint-based search of the statewide criminal history registry in the person’s state of residence and in the state where the person will serve/work; and

b. A fingerprint-based FBI criminal history check.

See 45 C.F.R. § 2540.200–§ 2540.207 and http://www.nationalservice.gov/resources/criminal-history-check for complete information and FAQs. Vendor checks (checks performed by commercial vendors) are often noncompliant with these requirements. Inability of a grantee to demonstrate that they have conducted an NSOPW and other required criminal history checks, as specified in CNCS’s regulations, may result in disallowance of all or part of the costs associated with noncompliance. 

2. Use of Material 
To ensure that materials generated with CNCS funding are available to the public and readily accessible to grantees and non-grantees, CNCS reserves a royalty-free, nonexclusive, and irrevocable right to obtain, use, modify, reproduce, publish, or disseminate publications and materials produced under the award, including data, and to authorize others to do so. 45 CFR § 2543.36; 2541.30.
3. Civil Rights and Accessibility Compliance. 
As with all Federal grant programs, you must assure that your programs will be conducted, and facilities operated, in compliance with the applicable civil rights statutes and their implementing regulations.  You must obtain assurances of such compliance prior to extending Federal financial assistance to partner organizations.  For civil rights purposes, all programs and projects funded under the National and Community Service Act, as amended, are programs or activities receiving Federal financial assistance.  

PART VII
LIST OF RFP APPENDICES AND RELATED DOCUMENTS
1. Appendix A – Proposal Cover Sheet
2. Appendix B – Debarment, Performance and Non-Collusion Certification
3. Appendix C – Financial Management Systems Survey
4. Appendix D – Budget Form
5. Appendix E – Submitted Question Form

Web-links:
Prohibited Activities List
http://www.maineservicecommission.gov/publications/strategic-plan/
www.MaineServiceCommission.gov/about/
www.nationalservice.gov
CNCS Complied Legal References
www.SAM.gov
http://www.independentsector.org/programs/research/volunteer_time.html
http://fedgov.dnb.com/webform
https://www.sam.gov/portal/public/SAM/
http://www.nationalservice.gov/resources/financial-management
National Sex Offender Public Website
NSOPW
http://www.nationalservice.gov/resources/criminal-history-check
APPENDIX A
RFP#201909172
	PROPOSAL COVER SHEET
	1. DATE SUBMITTED:




	2. APPLICANT ORGANIZATION INFORMATION
	2. f. CONTACT PERSON’S INFORMATION FOR THIS APPLICATION: 

NAME OF INDIVIDUAL:      
TELEPHONE NUMBER  (give area code):     
EMAIL ADDRESS:      

	2. a. NAME OF LEGAL APPLICANT:       
2. b. ORGANIZATIONAL DUNS:      
2. c. ORGANIZATIONAL EIN:          
	

	2. e. ADDRESS (give street address, city, county, state and zip code):
STREET ADDRESS:      
POSTAL ADDRESS:       
CITY:             COUNTY:        

STATE:           ZIP CODE:       
	2.g. ORGANIZATIONAL UNIT SUBMITTING APPLICATION (DEPARTMENT/DIVISION):        
TELE. NUMBER: (     )        -      
FAX NUMBER: (     )         -        
WEBSITE:           

	[image: image1]3.   AREAS AFFECTED BY PROJECT (check county or counties):
	4. TYPE OF APPLICANT: (enter appropriate letter)  


     A.
County government
     J.  State Controlled College or University


B.
Municipal government
     K.  Private Non-Profit Organization


C.
Multi-town
     L. Foundation


D.
Special government district     M.  Profit Organization


E.
Indian Tribe
      N.   Other (specify):


F.
State government

_______________________________________


G.
Local education agency
 

     H.  Community College         

     I.  Private College University   

	 FORMCHECKBOX 
 Aroostook

 FORMCHECKBOX 
 Androscoggin

 FORMCHECKBOX 
 Cumberland

 FORMCHECKBOX 
 Franklin

 FORMCHECKBOX 
 Hancock

 FORMCHECKBOX 
 Kennebec

 FORMCHECKBOX 
 Knox

 FORMCHECKBOX 
 Lincoln
	 FORMCHECKBOX 
 Oxford

 FORMCHECKBOX 
 Penobscot

 FORMCHECKBOX 
 Piscataquis

 FORMCHECKBOX 
 Sagadahoc

 FORMCHECKBOX 
 Somerset

 FORMCHECKBOX 
 Waldo

 FORMCHECKBOX 
 Washington

 FORMCHECKBOX 
 York
	

	5. TYPE OF APPLICATION 

 FORMCHECKBOX 
 NEW
                            FORMCHECKBOX 
 NEW/PREVIOUS GRANTEE

  FORMCHECKBOX 
 CONTINUATION     
	

	
	6.
 DESCRIPTIVE TITLE OF APPLICANT’S PROJECT:


	7.
CATALOG OF FEDERAL DOMESTIC ASSISTANCE NUMBER:

         9   4  .   0   2     1
	8.  GRANT PROGRAM AND AWARD


Volunteer Generation Fund          17VGHME001

	9. PROPOSED: START DATE:          END DATE:      1-1-2020                    12-31-2020
	10. BUDGET PERIOD: START DATE:         END DATE:               1-1-2020                    12-31-2020
                                  Check applicable box:  Yr 1:  FORMCHECKBOX 
      Yr.2:  FORMCHECKBOX 
      Yr. 3:  FORMCHECKBOX 


	11. ESTIMATED FUNDING:  
	13. IS THE APPLICANT DELINQUENT ON ANY FEDERAL DEBT?


 FORMCHECKBOX 
   YES     If “Yes,” attach an explanation.
 FORMCHECKBOX 
 NO

	a. CNCS FEDERAL DOLLARS
	$     
	

	MATCH ------------------------------------
	
	

	
b. APPLICANT
	$     
	

	
c. STATE (PUBLIC)
	$     
	

	
d. LOCAL (PUBLIC)
	$     
	

	
e. PRIVATE
	$     
	

	
f. IN-KIND
	$     
	

	
G. OTHER (DESCRIBE):
	$     
	

	g. TOTAL
	$       
	

	14.
TO THE BEST OF MY KNOWLEDGE AND BELIEF, ALL DATA IN THIS APPLICATION/PREAPPLICATION ARE TRUE AND CORRECT, THE DOCUMENT HAS BEEN   DULY AUTHORIZED BY THE GOVERNING BODY OF THE APPLICANT AND THE APPLICANT WILL COMPLY WITH THE ATTACHED ASSURANCES IF THE ASSISTANCE IS AWARDED.

	a.
TYPED NAME OF AUTHORIZED REPRESENTATIVE: 
	b.
TITLE:



	c.
TELEPHONE NUMBER:




	d.
SIGNATURE OF AUTHORIZED REPRESENTATIVE:  


	e.
DATE SIGNED:

  


Maine Volunteer Generation Fund Initiative

APPENDIX B

State of Maine – Volunteer Maine
Maine Commission for Community Service

DEBARMENT, PERFORMANCE and NON-COLLUSION CERTIFICATION
RFP#201909172
Maine Volunteer Generation Fund Initiative
	Applicant’s Organization Name:
	


By signing this document, I certify to the best of my knowledge and belief that the aforementioned organization, its principals and any subcontractors named in this proposal:

a. Are not presently debarred, suspended, proposed for debarment, and declared ineligible or voluntarily excluded from bidding or working on contracts issued by any governmental agency.

b. Have not within three years of submitting the proposal for this contract been convicted of or had a civil judgment rendered against them for:

i. Fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a federal, state or local government transaction or contract.

ii. Violating Federal or State antitrust statutes or committing embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property;

iii. Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal, State or Local) with commission of any of the offenses enumerated in paragraph (b) of this certification; and

iv. Have not within a three (3) year period preceding this proposal had one or more federal, state or local government transactions terminated for cause or default.
c. Have not entered into a prior understanding, agreement, or connection with any corporation, firm, or person submitting a response for the same materials, supplies, equipment, or services and this proposal is in all respects fair and without collusion or fraud. The above mentioned entities understand and agree that collusive bidding is a violation of state and federal law and can result in fines, prison sentences, and civil damage awards.
Failure to provide this certification may result in the disqualification of the Applicant’s proposal, at the discretion of the Department.
	Name (Print):


	Title:

	Authorized Signature:


	Date:


APPENDIX C

State of Maine – Volunteer Maine
Maine Commission for Community Service

Financial Management Systems Survey
RFP#201909172
Maine Volunteer Generation Fund Initiative
Legal Applicant:______________________________    Date of Survey:__________________

A. General Information
1. Has your organization received a federal cost-reimbursement award in the last two years?  
    Yes  No
If yes, what is your cognizant federal oversight agency.


Agency:______________________________________ 


Name of Contact:____________________________  
Telephone:____________________

2. Has your organization been audited by an independent public accounting firm in the past two years?  Yes  No

If yes, please attach a copy of the report.

3. Was this audit conducted in accordance with OMB Circular A133?  Yes  No  

     If “No”, what procedures were followed? ________________________________________

4.  Please indicate the fiscal year of your organization:  
      Month begins:______________   Month ends:_____________

5.  What is the usual audit schedule for your organization? ________________________________
6.  Does your organization have a cost allocation plan?  Yes  No      (If “Yes”, attach a copy.)

7.  Does your organization have a negotiated indirect cost rate with a state or federal agency? 
      Yes  No
     If “Yes”, what is your cognizant agency? ______________________________________
     Please attach a copy of your most recent letter from this agency.

8. Has your organization filed for tax-exempt status with the Internal Revenue Service?  

    Yes  No
9. Has the Internal Revenue Service granted final approval for tax-exempt status?    Yes No
10. Under which IRS Code did your organization file?
_____501(c)(3)
    _____501(c)(4)          

_____501(c)(5)

_____501(c)(6)

_____Other:______________________

11. Please provide a copy of your organization’s Articles of Incorporation or Governing document as they relate to your purpose and mission.

Comments:______________________________________________________________________________

Appendix C; continued
B. Accounting System
1. Which of the following best describes the accounting system:  

 Manual  Automated  Combination

2. Is there a chart of accounts?  Yes  No
3. Is a double entry accounting system used?  Yes  No
4. What books of account are maintained?


a) General Ledger  

Yes  No

b) Project Cost Ledger 

Yes  No
c) Cash Receipts Journal
Yes  No

d)Cash Disbursements Journal
Yes  No
e) Payroll Journal

Yes  No

f)  Income (Sales) Journal
Yes  No
g) Purchase Journal

Yes  No

h)  General Journal

Yes  No
i)  Other (please describe): 
Yes  No

______________________________________________________________________
5.  Does the accounting system identify the receipt and expenditure of funds separately for each grant and contract?    Yes  No
6.  Does the accounting system provide for recording grant/contract costs according to categories of the approved budget? Yes  No
7.  Does the accounting system provide for documenting and recording the in-kind value or goods and services contributed to grant or contract projects?  Yes  No
8.  Are time distribution records maintained for each employee to account for his/her total effort (100%)?   Yes  No
         9.  Is the accounting system able to disburse stipends that are not based on hours worked but do require withholding income tax and payment of FICA?    Yes  No  

10. Is the organization familiar with the cost principles (OMB Circulars A-21, A-87, or A-122 as appropriate) and procedures for the determination and allowance of costs in connection with federal grants and contracts? 

Yes  No
    Comments: _______________________________________________________________________________
Appendix C; continued
C. Funds Management

1. Is a separate bank account maintained for Federal grant/contract funds? Yes  No
2. If a separate account is not maintained, can the federal grant/cooperative agreement funds and related expenses be readily identified?
Yes  No
Comments: _______________________________________________________________________________
D. Internal Controls
1. Are the duties of the bookkeeper/record keeper separated from cash functions (receipt or payment of cash)?  Yes  No
2. Are checks signed by individuals whose duties exclude recording cash received, approving vouchers for payment and payroll preparation?
  Yes  No
3.  Are accounting entries supported by appropriate documentation (e.g., purchase orders, vouchers, etc.)?   Yes  No
4. Are employees who handle funds required to be bonded against loss by reasons of fraud or dishonesty?  Yes  No

Comments: _______________________________________________________________________________
Prepared by: ___________________________


Signature:________________________
Title:__________________________________ 


Date:____________________________

APPENDIX D

State of Maine – Volunteer Maine
Maine Commission for Community Service

BUDGET FORM

RFP#201909172
Maine Volunteer Generation Fund Initiative
	Applicant’s Organization Name:
	


Format may be duplicated and submitted on an Excel spreadsheet. All expenses must be identified and formula for calculating amount provided on the appropriate line.

	Budget and Itemized Expenses
	Grant $$
	Cash Match
	In-kind Match
	Total

	Project Personnel Expenses: 
	
	
	
	

	Subtotal:
	
	
	
	

	Personnel Fringe Benefits:
	
	
	
	

	Subtotal:
	
	
	
	

	Travel: 


	
	
	
	

	Subtotal:
	
	
	
	

	Supplies:
	
	
	
	

	Subtotal:
	
	
	
	

	Contractual and Consultant Services: 


	
	
	
	

	Subtotal:
	
	
	
	

	Training: 


	
	
	
	

	Subtotal:
	
	
	
	

	Data Collection/Evaluation:
	
	
	
	

	Subtotal:
	
	
	
	

	Other Program Operating Costs: 


	
	
	
	

	Subtotal:
	
	
	
	

	Administrative Indirect Costs: [Select Method]

  __ Fixed Rate Method         __ Fed Approved Indirect Rate      –Approved Rate: ___    Rate Claimed: ___  

	
	
	
	
	

	Subtotal:
	
	
	
	

	Column Total:
	
	
	
	

	Cost Share % --                                          Grant %:
	
	Tot. Match %:
	
	


Instructions for budget sections follows

APPENDIX D; continued
VGF - Detailed Budget Instructions

In the form above, “Grant $$” is the Federal portion of your funds; “Cash Match” are the funds expended by you, the applying agency, and “In-kind Match” is any third party goods and services contributed to the program. Cash from 3rd party sources is included in the Cash column
A. Personnel Expenses

Under “Position/Title Description,” list each staff position separately and provide a brief 5 or 6 word position description, salary, and percentage of effort devoted to this award. 

B. Personnel Fringe Benefits

Under “Purpose/Description,” identify the types of fringe benefits to be covered and the costs of benefit(s) for each staff position. Allowable fringe benefits typically include FICA, Worker’s Compensation, Retirement, SUTA, Health and Life Insurance, IRA, and 401K. You may provide a calculation for total benefits as a percentage of the salaries to which they apply or list each benefit as a separate item. 

Holidays, leave, and other similar vacation benefits are not included in the fringe benefit rates but are absorbed into the personnel expenses (salary) budget line item. Uncommon or exceptionally high-cost benefits should be itemized and justified.  Benefit costs over 30% should be itemized.

C. Travel

Describe the purpose of the travel. Provide a calculation to include costs for mileage, other transportation, lodging, per diem, and other travel-related expenses multiplied by the number of trips/staff. Where applicable, identify the current standard reimbursement rate(s) of the organization for mileage, daily per diem, and similar supporting information. Only domestic travel is allowable.  

We expect applicants to include funds in this line item for travel for project staff to attend Service Enterprise and occasional technical assistance meetings. There are 5 Service Enterprise training sessions as well as approximately 3 Technical Assistance meetings per year, including the Blaine House Conference on Service & Volunteerism in Orono.

D. Supplies

Include the amount of funds to purchase consumable supplies and materials, including recruitment and training supplies. Equipment valued at over $5000/item is not allowed. You must individually list any single item costing $1,000 or more.

E. Contractual and Consultant Services

Include costs for consultants related to the project’s operations, except evaluation consultants, who will be listed in Section H, below. Indicate the daily rate for consultants you are proposing to use, number of days, and total cost.

F. Training

Include the costs associated with training on project requirements and training to enhance the skills staff need for effective project implementation, i.e., project or financial management, team building, etc. If using a consultant(s) for training, indicate the estimated daily rate, not to exceed the daily rate limit.

APPENDIX D; continued
Registration fees (at $45/person) for the Blaine House Conference noted under Staff Travel should be included here.

G. Data Collection/Evaluation

Include costs for project data collection expenses you anticipate, and for any evaluation activities, including additional staff time or subcontracts, use of evaluation consultants, purchase of instrumentation, and other costs specifically for this activity not budgeted in Personnel Expenses.

H. Other Program Operating Costs

Allowable costs in this budget category should include, when applicable:

· Criminal History Record Checks for any staff listed in the budget at $40/check.
· Office space rental for projects operating without an approved indirect cost rate agreement that covers office space. If space is budgeted and it is shared with other projects or activities, the costs must be equitably pro-rated and allocated between the activities or projects.

· Utilities, telephone, Internet and similar expenses that are specifically used by Grant project staff or volunteers and are not part of the organization’s indirect cost/admin cost allocation pool.

I.  Administrative/Indirect Costs

Definitions  

Administrative costs are general or centralized expenses of the overall administration of an organization that receives Corporation funds and do not include particular project costs. These costs may include administrative staff positions. For organizations that have an established indirect cost rate for federal awards, administrative costs mean those costs that are included in the organization’s indirect cost rate agreement. Such costs are generally identified with the organization’s overall operation as described in 2CFR. 

If your organization has a previously negotiated Federal indirect cost rate use directions under Method B below and submit a copy of your Federal Rate Approval with your application. Otherwise follow instructions under Method A [including if your organization uses a De Minimis Rate of 10% for other federal awards].

1.   Fixed Percentage Method

The fixed rate allows you to charge administrative costs up to a cap without a federally approved indirect cost rate and without documentation supporting the allocation.  Using the Fixed Percentage Method, you may charge, for administrative costs, a fixed 5% of the total of the FEDERAL funds expended. In order to charge this fixed percent, the grantee match for administrative costs may not exceed 10% of all direct cost expenditures.  
a. To determine the federal grant share of indirect multiply the Total of ‘Grant $$’ column x 0.0526.  This is the Grantee portion of Administrative Indirect. Enter this amount as the grantee share in the Grant $$ column.
The factor 0.0526 is used to calculate the maximum amount of federal funds that may be budgeted for administrative indirect costs, rather than 0.0500, as a way to mathematically compensate for determining indirect costs of the total budget when that amount is not yet established. 
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b. To determine the Match share multiply the total (both the Grant $$ and the Match shares) by 10% (0.10) and enter this amount in the Cash Match column.

c. Enter the sum of the federal and match shares under Total.

2. Federally Approved Indirect Cost Rate Method

If you have a federally approved indirect cost rate, this method must be used and the rate will constitute documentation of your administrative costs, not to exceed the 5% maximum federal share payable [you must submit a copy of your rate agreement with your application].  Supply your approved IDC rate (percentage). Volunteer Maine does not restrict the overall indirect cost rate claimed. It is at your discretion whether or not to claim your entire IDC rate to calculate administrative costs. If you choose to claim a lower rate, please include this rate in the Rate Claimed field. 

a. Determine the base amount of direct costs to which you will apply the IDC rate, including both the Federal and Grantee shares, as prescribed by your established rate agreement (i.e., based on salaries and benefits, total direct costs, or other). Then multiply the appropriate direct costs by the rate being claimed. This will determine the total amount of indirect costs allowable under the grant. 

b. To determine the federal grant share of indirect multiply the Total of ‘Grant $$’ column x 0.0526.  This is the Grantee portion of Administrative Indirect. Enter this amount as the grantee share in the Grant $$ column.

c. To determine the Match share, subtract the amount calculated in step 2 (the grantee share) from the amount calculated in step 1 (the indirect cost total). This is the amount the applicant can claim as match share. Enter this amount in the Cash Match column.

d. Enter the sum of the federal and match shares under Total.
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SUBMITTED QUESTIONS FORM
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* If a question is not related to any section of the RFP, state “N/A” under “RFP Section & Page Number”.

** Add additional columns, if necessary.









� However, this exclusion will not apply to a corporation which a Federal agency has considered for suspension or debarment and has made a determination that suspension or debarment is not necessary to protect the interests of the Federal Government.
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