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DEPARTMENT OF HEALTH AND HUMAN SERVICES

' Milwaukee County

July, 2009

To: Community Agencies, Organizations and Interested Parties

The Milwaukee County Department of Health and Human Services (DHHS) invites
community agencies, organizations and interested parties to participate in the Request for
Proposal (RFP) process by submitting applications for human services programs to be
purchased in the year 2010. The Department welcomes new prospective vendors to
participate in this RFP process.

Application materials (Program Requirements and Technical Requirements) will be
available in electronic format. CD-ROMs may be picked up between 8:30 AM to 4:30 PM,
beginning Monday, July 27, 2009 at the Milwaukee County Marcia P. Coggs Human
Services Center, Room 109, 1220 West Vliet Street, Milwaukee WI 53205. Materials may
also be downloaded from:

http://county.milwaukeecounty.org/RFPInformation111327.htm

Two (2) question and answer sessions (pre-Proposal conferences) will be held to discuss
the application guidelines. In addition, a Technical Assistance Session has also been
scheduled to assist Proposers in completing proposals. The meetings have been
scheduled at the following locations and times listed below. Please email questions in
advance to dhhsca@milwcnty.com no later that August 5th, 2009.

Tuesday, August 11, 2009 4:00 p.m.
Mill Road Library
6431 North 76" Street
Milwaukee, WI 53223

Wednesday, August 12, 2009 4:00 p.m.
Bay View Library
2566 South Kinnickinnic Avenue
Milwaukee, WI 53207

Technical Assistance Session 9:00a.m. - 11:00 a.m.
Wednesday, August 19, 2009 CATC Auditorium
9501 W. Watertown Plank Rd.
Milwaukee, WI 53226
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All applications for funding in response to this RFP must be received by the Department of
Health and Human Services no later than 4:30 p.m. on Friday, September 4™, 2009. No
extensions will be granted for submission of proposals unless approved by the Director of
the Department of Health and Human Services and the County Board Policy Committee.

Applications may be mailed or delivered to:

Marcia P. Coggs Human Services Center
Attention: Dennis Buesing

Room 109

1220 West Vliet Street

Milwaukee, WI 53205

Following the application review process outlined in the Technical Requirements, contract
award recommendations will be presented for approval to the County Board Committee on
Health and Human Needs. The County Board of Supervisors may modify or reject the
funding recommendations and the County Executive may veto, in part, or whole, the
County Board’s action.

To receive information or assistance, please contact the following persons:

Program information:
Marietta Luster, Disabilities Services Division, (414) 289-6758
Karin Bachman, Disabilities Services Division, (414) 289-6033
Michelle Naples, Delinquency and Court Services Division, (414) 257-5725
Judy Roemer-Muniz, Management Services Division, (414) 289-6692
James Mathy, Housing Division, (414) 257-7689
Walter Laux, Behavioral Health Division, (414) 257-0r7955
Rochelle Landingham, Behavioral Health Division (414) 257-7337

Technical Requirements (questions about application requirements):
Jane Alexopoulos, Disabilities Services, (414) 289-5896
Dave Emerson, Delinquency and Court Services, (414) 257-7284
Judy Roemer-Muniz, Management Services, (414) 289-6692
Wes Albinger, Housing Division, (414) 289-5871
Rochelle Landingham, Behavioral Health, (414) 257-7337

Fiscal/budget questions: Sumanish Kalia, Contract Administration (414) 289-6757

Thank you for your interest in the Milwaukee County Department of Health and Human
Services RFP process.

Sincerely,
(Osa OWlarskr
Lisa Marks

Interim Director
Milwaukee County Department of Health and Human Services
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1. INTRODUCTION

Welcome to the Year 2010 Request for Proposal (RFP) process. The technical
requirements set forth in these guidelines apply to proposals submitted for funding
programs under the Department of Health and Human Services (DHHS) Behavioral
Health, Delinquency and Court Services, Disabilities Services, Housing, and
Management Services Divisions. The programs for purchase are described in the Year
2010 Purchase of Service Guidelines: Program Requirements.

The Department of Health and Human Services’ Request for Proposal (RFP) process
begins with the mailing of an ‘Interested Parties’ letter to all current contractors and
interested parties on the Department of Health and Human Services (DHHS) mailing list
maintained by Contract Administration, and, the publication of media announcements in
five community newspapers.

Applications will be accepted only for the programs described as accepting
applications in the Year 2010 Purchase of Service Guidelines: Program Requirements.
The APPLICATION FORMAT information is organized into SEVEN (7) separate
sections, each of which contains items to be submitted in the application. Instructions
and forms are included in each section; forms can also be found on the Contract
Administration web page at:

http://www.county.milwaukee.gov/RFPInformation111327.htm

Updates and revisions to this and other RFP related publications will occur through the
application deadline, and can be viewed at:

http://www.county.milwaukee.gov/Corrections22671.htm
This site should be checked frequently, as it is the responsibility of the Proposer to
respond to all requirements as they appear in the posted revisions.

ALL APPLICATIONS WILL BE EVALUATED AS DESCRIBED IN THE “OVERVIEW
OF PROPOSAL REVIEW PROCESS” FOUND AT PART 4 OF TECHNICAL
REQUIREMENT.
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2. RFP INFORMATION

The Manager for this RFP is Dennis Buesing

Address:

Dennis Buesing, Contract Administrator

Milwaukee County Department of Health and Human Services
1220 W Vliet Street, Ste 109

Milwaukee, WI 53205

Tel. 414-289-5853

Fax. 414-289-5874

Email: dennis.buesing@milwcnty.com

INQUIRIES, QUESTIONS AND RFP ADDENDA

Proposers are expected to raise any questions they have concerning the RFP and
appendices (if any) during this process. If a Proposer discovers any significant
ambiguity, error, conflict, discrepancy, omission, or other deficiency in this RFP, the
Proposer must immediately notify the RFP Manager of such error and request
modification or clarification of the RFP.

Proposers must submit their questions via email to dhhsca@milwcnty.com on or before
August 5th, 2009. All questions must cite the appropriate RFP section and page
number. In addition, all questions should also be submitted to
dennis.buesing@milwcnty.com via email.

It is the intent of the County that these questions will be answered and posted on:
http://county.milwaukeecounty.org/RFPInformation111327.htm on or before August 21,
2009.

In the event that a Proposer attempts to contact, orally or in writing, any employee or
representative of Milwaukee County other than Dennis Buesing or other Persons
mentioned as Contacts in interested party letter (refer page iii above) on any matter
related to the proposal, the proposer may be disqualified.

If a Proposer discovers an error (which includes ambiguity, mistake, conflict,
discrepancy, omission or other deficiency) in this RFP which prejudices the Proposer's
ability to respond definitively to the proposal request, or which might prejudice
satisfactory performance under a Contract containing the RFP provision(s) in question,
the Proposer must immediately notify Dennis Buesing in writing requesting modification
or clarification of the proposal request.

No revisions to this proposal request may be made unless in the form of an official
addendum issued by Milwaukee County. In the event that it becomes necessary to
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provide additional clarifying data or information, or to revise any part of this RFP,
addenda will be posted to Website:
http://www.county.milwaukee.gov/Corrections22671.htm. Proposers must check the
website for posted addenda; they are encouraged to check daily.

If, prior to the date fixed for the submission of proposals, a Proposer fails to notify
Purchaser of an error about which it knew or should have known, and if a Contract is
awarded to the Proposer, the Proposer shall not be entitled to additional compensation
or time by reason of the error or its later correction.

The provisions of the proposal of the successful Proposer will become contractual
obligations. Failure or refusal of the successful Proposer to accept these obligations in
a contractual agreement may result in cancellation of the award.

REASONABLE ACCOMMODATIONS

The County will provide reasonable accommodations, including the provision of
informational material in alternative format, for qualified individuals with disabilities upon
request. If the Proposer needs accommodations, please contact the RFP Manager.

ESTIMATED TIMETABLE FOR RFP

The key RFP dates are outlined in the table below titled “RFP Schedule.” In the event
that the County finds it necessary to change any of the specific dates and times in the
calendar of events listed, it will do so by issuing an addendum to this RFP which will
be posted to Website at: http://www.county.milwaukee.gov/Corrections22671.htm.

Proposals are due by 4:30 PM CST on September 4, 2009.

RFP Schedule
RFP Milestones Completion Dates
RFP issue date July 27", 2009
Written question submission date August 5", 2009

1st Question and Answer Session (Pre-Proposal Conference) August 11", 2009; 4 PM

2nd Question and Answer Session (Pre-Proposal Conference) August 121" 2009; 4 PM

Technical Assistance Session August 19", 2009; 9 to 11 AM
Written Q&A posted to website August 21, 2009
Written Proposals due September 4™, 2009; 4:30 PM CST

SUBMITTING THE PROPOSAL

All applications for funding must be received by the DHHS no later than 4:30 p.m. on
Friday, September 4th, 2009. Late proposals will be rejected. Applications for all
DHHS divisions must be mailed or delivered to: Milwaukee County DHHS, Contract
Administration, 1220 West Vliet Street, Suite 109, Milwaukee WI 53205
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All applications must be typed using the format and the forms presented in this booklet,
the DHHS website, or the CD-ROM. All pages are to be numbered chronologically, with
each requested item on a separate page. WITH RARE EXCEPTION, ALL
SUBMISSION REQUIREMENTS APPLY TO ALL PROGRAMS. If there is any question
about the applicability of a particular submission item, contact the Technical
Requirements contact person (p. iii) affiliated with the Division with which you are
applying. In the case an item is determined not to be applicable, include a separate
page in the appropriate place indicating this is the case and with whom you spoke. If a
separate page is not included with this information and the item is not submitted with
the application, it will be considered an omission. Points will be deducted during the
proposal scoring process for all omissions, and depending upon which items are
missing, the entire application may be removed from consideration.

Vendors applying for programs up for competitive, panel review: One original plus
four copies of the complete application for each program must be submitted on three-
hole punched paper for each division (Behavioral Health, Delinquency and Court
Services, Disabilities Services, Housing, and Management Services) for which funding
is requested. If funding is requested for more than one disability area for the Disabilities
Services Division, one additional application must be submitted for each disability area.
A list of programs up for competitive, panel review can be found in the
introduction to Program Requirements (section 5).

Vendors in a multi-year contract cycle or sole-sourced contracts/programs which
do not require a competitive, panel review, one original plus one copy of the completed
application must be submitted on three-hole punched paper for each division
(Behavioral Health, Delinquency and Court Services, Disabilities Services, Housing, and
Management Services) for which funding is requested.

Please note that vendors who are currently in a multi-year contract cycle have
different submission requirements. These requirements are detailed in a
separate “Application Contents” table, found on page 7.

The County reserves the right to amend or withdraw this RFP at any time without
notice or penalty. If it becomes necessary to revise any part of this RFP, or if
additional data is necessary for an exact interpretation of provisions of this RFP prior to
the due date for Proposals, the RFP Manager will post addenda to the County website
at:

http://county.milwaukeecounty.org/RFPInformation111327.htm. If such addenda
issuance is necessary, the County reserves the right to extend the due date and time of
Proposals to accommodate such interpretations or additional data requirements.
Therefore, the County encourages all Proposers to access the RFP on the County
website daily to ensure that Proposer is kept up-to-date on any and all changes to the
RFP.
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MODIFICATION OF PROPOSAL

A Proposal is irrevocable until the Contract is awarded, unless the Proposal is
withdrawn. Proposers may withdraw a Proposal in writing at any time up to the
Proposal closing date and time.

To accomplish this, a written request must be signed by an authorized representative of
the Proposer and submitted to the RFP Manager. If a previously submitted Proposal is
withdrawn before the Proposal due date and time, the Proposer may submit another at
any time up to the closing date and time.

INCURRING COSTS

Neither Milwaukee County nor its Authorized Representatives are responsible for
expenses incurred by a Proposer to develop and submit its Proposal. The Proposer is
entirely responsible for any costs incurred during the RFP process, including site visits
for discussions, face to face interviews, presentations or negotiations of the Contract.

RENEWAL/DATES OF PERFORMANCE

Contractor shall begin work on January I, 2010 and terminate December 31, 2010,
unless the Contract is otherwise renewed or extended.

DHHS shall have the option of extending any contract for two additional one-year
periods under the same terms and conditions, and upon mutual consent of DHHS and
the Contractor.

Obligations of DHHS shall cease immediately and without penalty or further payment
being required, if in any fiscal year, DHHS, state, or federal funding sources fail to
appropriate or otherwise make available adequate funds for any contract resulting from
this RFP.

MISCELLANEOUS

The Contractor shall agree that the Contract and RFP shall be interpreted and enforced
under the laws and jurisdiction of the State of Wisconsin and will be under Jurisdictions
of Milwaukee Courts.

Living Wage: Milwaukee County has a goal that all Purchase of Service contractors
pay a Living Wage of no less than $8.49 per hour to all full-time skilled and unskilled
workers employed in any work performed as part of a Milwaukee County purchase
contract. While not a requirement, payment of a living wage will be one of the criteria
upon which Proposers shall be evaluated in the review and scoring of proposals

RFP Document: Applications submitted by an agency become the property of
Milwaukee County upon submission. For agencies awarded a contract, the application
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material submitted is placed in an agency master file that becomes part of the contract
with the Milwaukee County Department of Health and Human Services (DHHS).
Successful application material becomes public information and is subject to the open
records law only after the procurement process is completed and a contract is fully
executed. Prior to the granting of contract awards and the full execution of a contract,
the application is considered a "draft" and is not subject to the open records law except
to the appellant to the award, subject to the proprietary information restriction as
detailed below.

PROPRIETARY INFORMATION:

Any restriction on the use of data contained within a request must be clearly stated in
the Proposal itself. Proprietary information submitted in response to a request will be
handled in accordance with applicable State of Wisconsin procurement regulations and
the Wisconsin public records law. Proprietary restrictions normally are not accepted.
However, when accepted, it is the vendor’s responsibility to defend the determination in
the event of an appeal or litigation.

Data contained in a Request for Proposal, all documentation provided therein, and
innovations developed as a result of the contracted commodities or services cannot be
copyrighted or patented. All data, documentation and innovations become the property
of Milwaukee County Department of Human Services.

Any materials submitted by the Proposer in response to this Request for Proposal that
the Proposer considers confidential and proprietary information and which qualifies as a
trade secret, as provided in s. 19.36(5), Wis. Stats, or material which can be kept
confidential under the Wisconsin public record law, must be identified on the
Designation of Confidential and Proprietary Information form. (see appendices)
Confidential information must be labeled as such. Costs (pricing) always becomes
public information when Proposals are opened, and therefore cannot be kept
confidential. Any other requests for confidentiality MUST be justified in writing on the
form provided and included in the Proposal submitted.
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3. PROPOSAL SELECTION AND AWARD PROCESS

3.1 PROPOSAL SCORING AND SELECTION PROCESS

All Proposals will first be reviewed by the RFP Manager and/ or his representative to
determine if 1) all “Technical Requirements” have been met; 2) the Proposals contain
the required forms properly completed; and 3) submittal requirements are met. Failure
to submit specified forms and follow submittal requirements may result in the Proposal
being rejected. Failure to meet “Technical Requirements” or any terms and
conditions will result in the Proposal being rejected. In the event that none of the
Proposals meet one or more of the specified requirements, the County reserves the
right to continue the evaluation of Proposals and to select the Proposals that most
closely meet the requirements specified in this RFP.

Proposals that do not comply with instructions or are unable to comply with
specifications contained in this Request for Proposal may be rejected by Milwaukee
County. Milwaukee County may request reports on a Proposer’s financial stability and if
financial stability is not substantiated, Milwaukee County may reject an Proposer’s
proposal. Milwaukee County retains the right to accept or reject any or all Requests for
Proposals, or accepts or rejects any part of a proposal deemed to be in the best interest
of Milwaukee County. Milwaukee County shall be the sole judge as to compliance with
the instructions contained in this Request for Proposal.

REQUEST FOR PROPOSAL EVALUATION:

Accepted Proposals will be evaluated by the respective Milwaukee County Human
Services Departments. A panel of community experts, consumers and county staff will
be composed to verify that the Requests for Proposals meet all specified requirements.
This verification may include requesting reports on the Proposer’s financial stability,
conducting demonstrations of Proposer’s proposed products and services, and
reviewing results of past awards to the Proposer by Milwaukee County. Accepted
Proposals will be reviewed by an Evaluation Panel and scored against the stated criteria
(Section 3.2). A Proposer may not contact any member of the review Committee
except at the RFP Manager’s direction. A Proposer’s unauthorized contact of a panel
member shall be grounds for immediate disqualification of the Proposer’'s Proposal.
The panel may review references and use the results in scoring the Proposals.
However, the County reserves the right to make a final selection based solely upon
evaluation of the written Proposals should it find it to be in its best interest to do so.

Proposals are evaluated against the evaluation criteria listed in Section 3.2. Evaluators’
scores are presented to division administrator(s), who may, or may not recommend the
highest scoring proposal(s) to the Standing Committee on Health and Human Needs.
The Milwaukee County Board of Supervisors may modify or reject the department’s
recommendations and ask for reevaluation of proposal(s), or require a reissuance of the
RFP for the program(s) being recommended. The County Executive may veto, in part
or in whole, the County Board’s action.
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The Evaluation panel will be the sole determiner of the evaluation points to be assigned.
The determination whether any proposal by a Proposer does or does not conform to the
conditions and specifications of this RFP is the responsibility of the RFP Manager.

The Review Panel has the right to rely on any narrative, supporting materials or
clarifications provided by the Proposer. Review Panel can ask for oral presentations to
supplement written proposal, if it will assist evaluation procedure. Such determination
for oral presentation can be made after initial review and ranking of the proposals based
on the criteria outlined in the RFP. The Proposer is responsible for any Proposal
inaccuracies, including errors in the Proposer’s Cost Proposal and any best and
final offer (if applicable). The County reserves the right to reject Proposals that
contain errors or, at its sole discretion, waive disqualifying errors or gain clarification
from a Proposer, in the event that it is in the best interest of the County to do so.

The County reserves the right to contact any or all Proposers to request additional
information for purposes of clarification of RFP responses.

3.2 EVALUATION CRITERIA

Proposals submitted in response to this RFP will be evaluated per process and criteria
detailed in Part 4 of Technical Requirements (Section 4).

3.3 RIGHT TO REJECT PROPOSALS

The County reserves the right to reject any and all Proposals. This RFP does not
commit the County to award a contract, or contracts.

3.4 NOTICE OF INTENT TO AWARD

All Proposers who respond to this RFP will be notified in writing of the County’s intent to
award a contract(s) as a result of this RFP. A Notification of Intent to Award a
contract does not constitute an actual award of a contract, nor does it confer any
contractual rights or rights to enter into a contract with the County.

After Notification of the Intent to Award is made, copies of all Proposals will be made
available for other proposer’s inspection subject to proprietary information exclusion
mentioned in Section 2. Any such inspection will be conducted under the supervision
of County staff. Copies of proposals will be made available for inspection for five
working days from the date of issuance of “Notice of Intent to Award” between 8:30 a.m.
to 4:30 p.m. at:

Milwaukee County Department of Health and Human Services
Contract Administration

1220 W Vliet Street, Suite 109

Milwaukee, Wl 53205
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Proposers should schedule inspection reviews with Cleo Stewart, at 414-289-5980 to
ensure that space is available for the review.

3.5 PROTEST AND APPEALS PROCESS

Only unsuccessful proposer(s) are allowed to file an appeal. On demand by such
appellant(s), DHHS may provide the summary score(s) of evaluation panel, but in no
case will the names of panel members be revealed. “Notice(s) of Intent to Protest,” and
Protest(s), must be made in writing. The protest must be as specific as possible and
should identify deviations from published criteria or Milwaukee County Code of General
Ordinances, Milwaukee County Board Resolutions, rules or other procedures that are
alleged to have been violated.

The written “Notice of Intent to Protest” must be filed with:

Dennis Buesing, Contract Administrator
Milwaukee County

Department of Health and Human Services
1220 W. Vliet St. Suite 109

Milwaukee, Wl 53205

and received in his office no later than five (5) working days after the Notices of Intent to
Award are issued. No protest can be filed unless a “Notice of Intent to Protest” is filed
per the above timeline. Late filing of such Notice of Intent to Protest will invalidate the
protest.

The actual written Protest(s) should be filed with Lisa Marks, Interim Director,
Department of Health and Human Services, 1220 W. Vliet St. Suite 301, Milwaukee, WI
53205, and received in her office no later than five (5) working days from the date of
receipt of a valid Notice of Intent to Protest. Late filing of the Protest will invalidate the
protest

The decision of the DHHS Director will be binding. A proposer may challenge the
decision of the Director, per the process in Section 110 of the Milwaukee County Code
of General Ordinances. DHHS may proceed to contract with the Proposer(s) selected
even if an appeal is still pending if it is in the best interest of Milwaukee County to do so.

3.6 TIME PERIOD FOR RETENTION OF UNSUCESSFUL PROPOSAL AND SCORING:

DHHS will destroy all unsuccessful proposals after the period of appeal has passed and
if no appeal is pending at that time. The detailed and summary proposal review scoring
sheets will be retained per Milwaukee County retention policy.
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4. TECHNICAL REQUIREMENTS

These Requirements are for submitting a proposal to the Department of Health and Human Services
(DHHS). The DHHS reserves the right to add terms and conditions to the RFP as necessary.

This section contains Mandatory Requirements that the successful Proposer(s) are required to
provide or agree to at NO cost to DHHS. Proposers who cannot, or will not, meet all of these
requirements may be disqualified on the grounds of noncompliance.

ACCEPTANCE-REJECTION

Milwaukee County reserves the right to accept or reject any or all Proposals, or to waive any
requirement(s), as deemed to be in the best interests of Milwaukee County.

CERTIFICATION OF INDEPENDENT PRICE DETERMINATION

By signing and submitting a proposal, the Proposer certifies, and in the case of a joint Proposal, each
party thereto certifies as to its own organization, that in connection with this RFP:

The prices in this Proposal have been arrived at independently, without consultation, communication,
or agreement, for the purpose of restricting competition, as to any matter relating to such prices with
any other Proposer or with any competitor;

Unless otherwise required by law, the prices which have been quoted in this Proposal have not been
knowingly disclosed by the Proposer and will not knowingly be disclosed by the Proposer prior to
opening in the case of an advertised RFP or prior to award in the case of a negotiated procurement,
directly or indirectly to any other Proposer or to any competitor; and

No attempt has been made or will be made by the Proposer to induce any other person or firm to
submit or not to submit a Proposal for the purpose of restricting competition.

DEVIATIONS AND EXCEPTIONS

Submission of a proposal by Proposer shall be deemed as certification of compliance with all terms
and conditions outlined in the RFP unless clearly stated otherwise in the attached “Statement of
Deviations and Exceptions” (see Appendices). The DHHs reserves the right to reject or waive
disclosed deviations and exceptions.

Deviations and exceptions from original text, terms, conditions, or specifications shall be described
fully, on the attached “Statement of Deviations and Exceptions” (see Appendices) and attached to the
Cover letter (item1). In the absence of such statement, the Proposal shall be accepted as in strict
compliance with all terms, conditions, and specifications and the Proposers shall be held liable.

4-2



Part 1: AGENCY APPLICATION

INSTRUCTIONS and FORMS
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2010 PURCHASE OF SERVICE APPLICATION CONTENTS — 1. INITIAL SUBMISSION
This content summary sheet must be attached immediately after the cover letter.

Technical
Regquirements Application
Check
each ltem Page # of

ltem # ltem Description Included Application

INTRODUCTION

1 Cover Letter

2 Application Summary Sheet

Part 1 — AGENCY APPLICATION
Application Contents

3 Authorization To File

4 Agency Description and Assurances

5 Board Of Directors, Owners, Stockholders Demographic
Summary

6 Ownership, Independence, and Governance

7 Owners/Officers

8 Mission Statement

9 Agency Organizational Chart

10 Agency Licenses and Certificates

11 Indemnity, Data And Information, and HIPAA
Compliance Statement

13 Related Organization/Related Party Disclosure

14 Employee Hours-Related Organization Disclosure
(Form 2C)

15 Conflict Of Interest & Prohibited Practices Certification

16 Equal Employment Opportunity Certificate

17 Equal Opportunity Policy

18 Audit Fraud Hotline

19 Certification Statement Regarding Debarment And
Suspension

20 Additional Disclosures

21 Certification Regarding Compliance With Background
Checks — Children & Youth

22 Certification Regarding Compliance With Background
Checks - Caregiver

23 Promotion of Cultural Competence/Diversity

Part 2 — BUDGET AND OTHER FINANCIAL INFORMATION

25 IRS Form 990 For Non-Profit Agencies

26 Certified Audit/Board Approved Financial Statement

27 Form 1 (Program Volume Data)
Form 2 and 2A
Form 2B
Form 3 and 3S (Anticipated Program Expenses )
Form 4 and 4S (Anticipated Program Revenue)
Form 5 and 5A
Form 6-6H
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Part 3 —-PROGRAM APPLICATION

Technical
Requirements Application
Check
each
Item Page # of
ltem # Item Description Included Application
Part 3 . PROGRAM APPLICATION
28 Program Organizational Chart
29a Program Logic Model
29b Program Narrative
29c Performance Assessment For Agency
29d Performance Assessment For Agency Leadership
30 Provider Application Site Information
31 Staffing Pattern
32 Staffing Requirements
33 Personnel Roster/Certification of Provider Credentials
34 Accessibility
36 Client Characteristics Chart

Part 4 - OVERVIEW OF PROPOSAL REVIEW PROCESS, PROPOSAL REVIEW EVALUATION
CRITERIA

Overview Of Proposal Review Process

Proposal Review Evaluation Criteria

Agency attests that all items and documents checked are complete and included in the application
packet.

Authorized Signature: Date:

Printed Name: Title:

Agency:
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Il. FINAL SUBMISSION

After completion of the application review and upon receiving notice of a contract award, funded
agencies are required to submit the following application items (if nothing has changed from initial
submission, redate and resubmit):

Iltem # | ltem Description

12 Insurance Certificate
27 Budget Forms 1, 2, 2A, 3, 3S, 4, 45, 5, 5A, and 6-6H
33 Personnel Roster/Certification of Provider Credentials

Final submissions are due by 4:30 p.m., December 11th, 2009 and must be mailed or delivered to:
Milwaukee County DHHS
Contract Administration
1220 West Vliet Street, Suite 109
Milwaukee WI 53205

lll. SUBMISSIONS FOR AGENCIES CURRENTLY IN A MULTI-YEAR CYCLE

All agencies with programs that are currently in the second or third year of a multi-year
contract cycle in 2010 (do not require a competitive, panel review), must submit all the items
listed under FINAL SUBMISSION, plus the Authorization To File (Item 3).

Submissions from all agencies must be received by the DHHS no later than 4:30 p.m. on
Friday, September 4th, 20009.

IV. CIVIL RIGHTS COMPLIANCE PLAN OR LETTER OF ASSURANCE

All Proposers who are awarded contracts must complete and submit ltem 24, Civil Rights
Compliance Plan (CRCP), within 120 days of effective date of contract. The effective date of
contracts, unless indicated otherwise, will be January 1%, 2010, making CRCPs due no later
than 4:30 p.m. on April 30", 2010.

V. DEPARTMENT OF HEALTH AND HUMAN SERVICES- QUALITY ASSURANCE

When an Proposer has been awarded a contract, all application material submitted is organized into
an agency master file that becomes part of the contract with the Department of Health and Human
Services. The master file is also the primary source document for each agency contract and is an
integral part of ongoing quality assurance activities. Once the master file is established, it is the
contractor's responsibility to automatically update any information contained therein at the time any
change/revision occurs.

Quality assurance activities help to ensure the appropriate expenditures of public funds and the
provision of quality services. Quality assurance activities may include, but are not limited to:

e Review of annual and semi-annual evaluation reports submitted by the agency.
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e Sampling of clients/participants served through participant interviews, client interviews,
surveys/questionnaires, case file reviews, and/or service verification.

¢ On-site verification of compliance with the posting of the following documents: (a)
participant/client rights, (b) non-discrimination policies.

¢ On-site monitoring of compliance with governmental and contractual requirements related
to the provision of services.

e On-site monitoring of a contractor's organization and management structure, fiscal
accountability and/or verification of services provided.
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SAMPLE COVER LETTER ITEM # 1
(ON PROPOSER LETTERHEAD)

DATE:

Ms. Lisa Marks, Interim Director

Milwaukee County Department of Health and Human Services
1220 West Vliet Street, Suite 301R

Milwaukee, WI 53205

Dear Ms. Marks:

| am familiar with the "Year 2010 Purchase of Service Guidelines: Program and Technical
Requirements” set forth by the Milwaukee County Department of Health and Human Services and am
submitting the attached proposal which, to the best of my knowledge, is a true and complete

representation of the requested materials.

Sincerely,

Authorized Signature: Date:

Printed Name: Title:

Agency:
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YEAR 2010 APPLICATION SUMMARY SHEET ITEM #2

Agency Agency Director

Name of parent company and/or affiliated enterprises if agency is a subsidiary and/or affiliate of
another business entity

Address
(Street) (City) (State) (Zip)
Contact Person
Telephone # Email
Agency Fiscal Period Federal ID Number

(Mo/Day/Year to Mo/Day/Year)

Please complete the following information for each 2010 program proposed in your application.
Program name, and if applicable, a program number must be assigned to each program. This
application must include programs from only one division. In order to apply for programs from
more than one division, a separate, complete application must be submitted for each division.

Division: BHD DCSD__ DSD__ MSD_ Housing
(REFER TO TABLE OF CONTENTS IN PROGRAM REQUIREMENTS FOR PROGRAM NUMBER & NAME)

A. Program Number: Program Name:
Continuation___ Expansion New

2009 Funding: 2010 Request:
Site(s):

(1) (3)

(2) (4)

B. Program Number: Program Name:
Continuation__ Expansion New

2009 Funding: 2010 Request:
Site(s):

(1) (3)

(2) (4)

C. Program Number: Program Name:
Continuation__ Expansion New

2009 Funding: 2010 Request:
Site(s):

(1) (3)
() (4)
THIS SHEET MUST BE ATTACHED TO THE TOP OF THE APPLICATION PACKAGE.

PLEASE DUPLICATE AS NEEDED. PLEASE USE A SEPARATE SHEET FOR EACH DHHS DIVISION FOR WHICH
YOU ARE SUBMITTING PROPOSALS.
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YEAR 2010 AUTHORIZATION TO FILE RESOLUTION ITEM #3
(Applicable for Non-Profit and For-Profit Corporations Only)

This is to certify that at the (Date) meeting of the Board of Directors of

(Agency Name), the following resolution was

introduced by (Board Member's Name), and seconded by

(Board Member's Name), and unanimously approved by

the Board:

BE IT RESOLVED, that the Board of Directors of (Agency

Name) hereby authorizes the filing of an application for the Year 2010 Milwaukee
County Department of Health and Human Services (DHHS) funding.
In connection therewith,

(Name and Title) and (Optional

Name(s) and Title) is (are) authorized to negotiate with Milwaukee County DHHS staff.

In accordance with the Bylaws (Article , Section ) of
(Agency Name), (Name and Title)
and (Optional Name(s) and Title) is (are)

authorized to sign the Year 2010 Purchase of Service Contract(s).

Name: (Signature of the Secretary of

the Board of Directors) Date:

Printed Name:
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YEAR 2010 AGENCY DESCRIPTION AND ASSURANCES ITEM #4

Please check all the statements below that describe your business entity:

[ ] Corporation [ ] Partnership/Joint Venture [ ] Service Corporation (SC)
[ ] For-Profit [] Limited Liability Company (LLC) [ ] Sole Proprietorship
[] Non-Profit [ ] Single Member LLC [] Individual Credentialed Provider

The agency has on file and agrees to make the following documents available for review upon request
by Milwaukee County DHHS.

Articles of Incorporation (applicable for Corporations only)
__ Operating Agreement (applicable for LLC only)
_____ Bylaws (applicable for Corporations only)

Personnel Policies

A client grievance procedure informing clients covered under DHS 94 of their rights and identifying the
process clients may use to enforce those rights. The procedure is in compliance with Wisconsin
Statute §51.61 and Wisconsin Administrative Code DHS 94.

Audit Hotline Policy (see item 18)

Accounting Policies and Procedure Manual in compliance with General Accepted Accounting Principles
(GAAP) and the Wisconsin Department of Health and Family Services (DHFS) allowable cost policies.

Agency billing procedure, in compliance with DHS 1, regulating billing and collection activities for care
and services provided by the agency and purchased by Milwaukee County.

A ‘whistleblower’ policy and procedure that enables individuals to come forward with credible
information on illegal practices or violations of organizational policies. This policy must specify that the
organization will not retaliate against individuals who make such reports.

A conflict of interest policy and procedure to ensure all conflicts of interest, or appearance thereof,
within the agency and the Board of Directors (if applicable) are avoided or appropriately managed
through disclosure, recusal, or other means. At a minimum, the policy should require full written
disclosure of all potential conflicts of interest within the organization.

A code of ethics policy, which outlines the practices and behaviors expected from trustees, staff, and
volunteers. The code of ethics policy shall be adopted by the board and shall be disseminated to all
affected groups as part of orientation and updated annually.

An emergency policy, which outlines the policies and procedures to be prepared for an emergency
such as a tornado, blizzard, electrical blackout,