FORM A –COVERSHEET

Asian and Pacific Islander Immigrant Parent & Child Services
First 5 San Francisco

FY 2007 - 2008

Complete the Proposal Cover Sheet

This will serve as the front cover of your proposal.
An official authorized to bind the entity must sign it.

	Name of Agency/Organization

	Program Contact/Title
	Telephone Number

	Alternate Contact/Title
	Telephone Number

	Agency Address
	FAX Number

	Amount of Grant Application Request – Year One
	$

	Name of Agency Director
	

	Signature of Agency Director
	

	Name of the President of the Board of Directors
	

	Signature of President of the Board of Directors
	


Application Deadline:

November 5, 5:00 p.m.

at

First 5 San Francisco

1390 Market Street, Ste. 318

San Francisco, CA 94102

FORM B – CHECK LIST – RFP – 2007 / 05

Submit one (1) original and nine (9) copies of the following:

FORMS

______
Form A: Cover Sheet

______
Form B: Check List

______
Form C: Program Narrative 

______
Form D: Scope of Work Summary

______ 
Form E: Budget

ATTACHMENTS TO ALL COPIES OF PROPOSAL

	_____
	Organization chart for the proposal that shows placement of this project in the lead agency and diagrams relationships with any subcontractors

	_____
	Resumes of key staff and consultants and position descriptions of positions to be hired



	_____
	Letters of commitment from key partners, if appropriate


ATTACHMENTS TO ORIGINAL

All requested attachments are related to the lead organization.  You need only provide one copy of each requested attachment as part of the original application, not the ten (10) additional copies required for all other forms.  

________  IRS determination letter of 501(c)(3) status

________  Most recently filed Form 990 tax return with attachments (Schedule A) 

________  Most recent financial statement (audited, if available)

________  Agency Current Global Budget

________  Listing of government funded grants terminating starting June 2007 and a brief description of the activities funded. 

Do not include any materials or attachments other than those listed above.  Additional materials will be discarded, and they will not be provided to the proposal review panel.
	FORM C – PROGRAM NARRATIVE


Instructions: Please provide the following information in narrative format.  Your response will be read and scored by outside reviewers, so please be clear and concise in your answers. In order to make your proposal easier to read and score, your narrative should follow the structure outlined on the following pages, and each section should include the titles listed below in bold.  Be sure to stay within the page limits listed for each section.  

Target Population Description and Need (4 page limit) – 20 points

Describe the population that will be served by the proposed services.  To the extent possible, provide quantitative and qualitative characteristics of the population and any significant issues facing the population that can be addressed via the proposed services.

Describe current services and agencies that provide support to the target population.

Provide a rationale as to why the proposed services are needed and appropriate.

Agency Background and Experience (5 page limit) – 30 points
Describe the mission of your agency
Describe the existing programs and expertise of your agency, particularly relating to serving young children and their families with family support services.  To the extent possible, describe the number of children and families served and the services they utilized.
Describe the staff who will be responsible for implementing the funded activities and their experience and qualifications.  Identify and describe any partner agencies that will support the funded activities and their role, experience and qualifications.

Describe your agency’s experience referring clients to services and resources in the community and the relationships with other agencies your agency has that supports successful referrals
Describe any outcome or evaluation findings on agency activities described in this section
Proposed Services and Programs (6 page limit) – 30 points

Provide detailed information about the proposed activities of the RFP’s scope of work, include a description of how the project will implement suggested activities, activity components, activity implementation and operation timeline and how they will be integrated into a family support program and ongoing applicant programs and activities.  Complete Form D to provide a summary timeline of the first year of funded activities.

Please address each of the Program Activities described on pages 8 and 9 of this RFP that will be implemented with grant funds, including:

· Planning and Program Development

· Physical Space for Activities

· Outreach

· Parent Education

· Parent Child Interaction Groups

· Parent Peer Support

· Enhanced Information and Referral 

Similarly, describe any non-required activities applicant will initiate with this funding.

For the proposed activities, describe how they will be integrated into a cohesive program to serve clients.  Consider describing the following to assist First 5 San Francisco’s understanding of the proposed program.

· State how many children and families will be served by the proposed services

· Describe the frequency and timing of the proposed services

· Describe how the funded activities will cross leverage each other, existing agency programs and/or other community resources.

· Describe how the impact of the services will be evaluated, including any evaluation activities already in place to measure other agency programs.

Reasonable Budget & Program Sustainability – 20 points

Complete the budget forms as instructed.  The budget form instructions include separate page limits.

Form D – Activity Summary Worksheet

	Activity or Project Milestone
	Timeframe
	Output or Deliverable / Individual Responsible

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


FORM E – BUDGET INSTRUCTIONS and BUDGET REQUEST FORM

Use Form E to create a line item budget for a full year of operation.  Attach a separate budget narrative to describe any items that may need clarification.  Limit the narrative to one (1) page.
Please provide the amount being requested from the funding agencies in the amount requested column.  If there is other funding being leveraged for a budget line, report that amount in the “Funding from other Sources – Cash” column.  If there are other resources being leveraged for a budget line, report the value of those resources in the “Funding from other Sources – In-Kind” column.  Provide a total of the resources committed to the project in the “Total” column.

This contract will be cost-reimbursable, meaning it is based on actual expenditures.  Grantees are required to maintain documentation of all program expenses billed to the activities funded through this RFP, and you will be asked to produce receipts, cancelled checks and supporting documents during the fiscal site visit.

A. Personnel:  List the position titles, percentage full-time equivalent (FTE, e.g., 100 for 1FTE, 50% for .5FTE) for the entire program personnel, and the hourly pay rate for all staff members.  Listing the hourly pay rate is particularly important because all funded programs should be in compliance with San Francisco’s Minimum Compensation Ordinance.  The text of the Minimum Compensation Ordinance can be found online at http://www.sfgov.org/oca/lwlh.htm.  
B.  Fringe Benefits/Taxes:  While you are not required to show calculations for fringe benefits and taxes related to each employee on the budget form, you are required to show these calculations as part of the budget narrative.  

C.  Professionals/Consultants:  This category should include payments made to individuals who provide special services in order to help you operate your program, but who are not employees, such as consultants, trainers or evaluators.  Outside consultants that are paid to provide staff development services should also be included here.  Please follow the instructions provided on Form F for this section and show all calculations.

D.  Subcontractors:  This refers to subcontractors who provide services to your target population to help enhance your program. Subcontractors are usually other nonprofit, community-based organizations.  The total listed here should only reflect the subcontractor’s program expenses; the subcontractor’s administrative expenses should be listed on a separate line in the Administrative Expenses portion of the budget spreadsheet.  

E.  Program Materials and Supplies:  List all materials and supplies used by your program.  This includes paper and pencils, books, arts and crafts supplies and recreational equipment, for example.  This category should also include reproduction costs for program materials.  Please show all calculations.  

F.  Other Program Expenses:  This category is for items that do not fit into any of the above categories.  For example, costs for criminal screening and fingerprinting can be shown here.  Other examples include youth stipends, field trips, special events, mileage, MUNI fast passes, bus rentals, graduation ceremonies and food for participants.  

Please break out your program’s other expenses, and do not include a line item titled “Other Program Expenses” with a lump sum amount.

G.  Administrative or Indirect Costs:  The total indirect cost allocation to a grant may not exceed 15% of total personnel costs (salary and benefit).  In addition, the total administrative and indirect costs may not exceed 12% of the total grant budget.
Indirect Costs

Allowed prorated indirect costs include audit, insurance, bookkeepers, accounting services, payroll, the executive director’s salary and other administrative support salaries.  In addition, this category includes the prorated cost of administrative postage, rent, equipment lease, utilities, pagers, phone bills, cellular phone bills, janitorial services, insurance, Internet lines, etc.

Administrative Costs

List the position titles, percentage full-time equivalent (FTE, e.g., 100 for 1FTE, 50% for .5FTE) for administrative personnel charged to this grant, and the hourly pay rate for all staff members.  Listing the hourly pay rate is particularly important because all funded programs should be in compliance with San Francisco’s Minimum Compensation Ordinance.  The text of the Minimum Compensation Ordinance can be found online at http://www.sfgov.org/oca/lwlh.htm.  

Form E - Budget Request FormBudget Request Form 
Year One Operating Budget

	A. Program Expenses
	
	
	
	

	Personnel
	Salary Range
	FTE

(%)
	Amount Requested
	Funding from other Sources-Cash
	Funding from other Sources

In-Kind
	Total

	a.
	
	
	
	
	
	

	b.
	
	
	
	
	
	

	c.
	
	
	
	
	
	

	d.
	
	
	
	
	
	

	e.
	
	
	
	
	
	

	f.
	
	
	
	
	
	

	B. Benefits @ _____%
	
	
	
	
	

	Subtotal Personnel
	
	
	
	
	


	Operating Expenses
	Amount Requested
	Funding from Other Sources-Cash
	Funding from Other Sources

In-Kind
	Total

	C.  Professional Services
	
	
	
	

	D.  Subcontracts
	
	
	
	

	E.  Program Materials (list)
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	F.  Other Program Expenses (list)
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Subtotal Operating Expenses
	
	
	
	

	G. Administrative or Indirect Costs(list-12% limit)
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Budget Total
	
	
	
	


Please identify any in-kind support such as volunteers (identify roles of these volunteers), donated space, equipment etc. that are available to support this project.  The value of these items should be listed in the “Funding from Other Sources” column of the budget request form.  If any of these funds are not secured yet, but are anticipated, please put an “NS” next to the amount.

Form F

 SAN FRANCISCO CHILDREN AND FAMILIES COMMISSION

TOBACCO – FREE POLICY

Section 1.  Definitions.


As used in this Policy the term:


“City” shall mean the City and County of San Francisco.


“Commission” shall mean the San Francisco Children and Families Commission.


“Contract” shall mean an agreement for grants to be provided, or for goods or services to be purchased out of the San Francisco Children and Families Trust Fund under the control of the Commission and does not include property grants, agreements entered into pursuant to settlement of legal proceedings, or contracts for a cumulative amount of $5,000 or less per vendor in each fiscal year.


“Contractor” means any person or persons, firm, partnership, corporation, or combination thereof, who enters into a contract all or part of the funding of which comes from the San Francisco Children and Families Trust Fund.


“Director” shall mean the Executive Director of the San Francisco Children and Families Commission.


“Subcontract” shall mean an agreement to provide goods and/or services, including construction, labor, materials or equipment, to a contractor, if such goods or services are procured or used in the fulfillment of the contractor's obligations arising from a contract subject to this Policy.


“Subcontractor” means any person or persons, firm, partnership, corporation or any combination thereof, who enters into a subcontract with a contractor. Such term shall include any person or entity who enters into an agreement with any subcontractor for the performance of 10 percent or more of any subcontract. 

Section 3.  Tobacco-Free Policy


(a) Policy
Every contract awarded by the Commission shall incorporate by reference and require contractor to comply with the provisions of this section. In addition, all contractors must include or incorporate by reference in all subcontracts and require subcontractors to comply with the requirements of this Policy; failure to do so shall constitute a material breach of contract.


In the performance of a contract, the contractor or subcontractor shall agree as follows:


(1)  Smoke-Free Workplaces

The Contractor shall prohibit smoking in its offices, automobiles or at Contractor-sponsored events located in the City and County of San Francisco.


(2)  Tobacco Hazards Education and Smoking Cessation Referrals


The Contractor shall make available to clients, employees and community members educational materials, provided by the Commission, on the health hazards of tobacco.  

The Contractor shall make available to clients, employees and community members, at the Contractor’s offices and service delivery and event sites, information provided by the Commission, regarding smoking cessation services.

(3)  Divestment


The Contractor shall divest from any investment in companies that, at the time the Contractor responds to a solicitation of bids from the Commission, derive more than 15 percent of their revenues from tobacco products.


(4)  Disclosure of Tobacco Industry Funding


The Contractor shall report annually to the Commission the receipt of any moneys from a person, persons, firm, partnership, corporation, or combination thereof that derives more than 15 percent of its revenue from the production or sales of tobacco products.  The report shall include the name of the entity, the amount received, the percentage of the agency’s total budget the amount represents, the purpose of the contribution, and any efforts made to obtain alternative funding.


(b)  Penalties

(1)  Whenever the Director determines that a person or entity under contract with the Commission has violated any provision of the Tobacco-Free Policy described in section, the Director shall have the authority to impose such sanctions or take such other actions as are designed to ensure compliance with the provisions of this Policy which shall include, but are not limited to:


(A)  Suspension or termination of a contract;


(B)  Ordering the withholding of funds due the contractor under any contract with the Commission;


(C)  Disqualification of a bidder or contractor from eligibility for providing commodities or services to the Commission for a period not to exceed five years, with a right to review and reconsideration by the Commission after two years upon a showing of corrective action indicating violations are not likely to reoccur.


(2)  All contracts shall provide that in the event any contractor fails to comply in good faith with any of the provisions of this Article the contractor shall be liable for liquidated damages in an amount up to five percent of the contractor's net profit under the contract, or ten percent of the total amount of the contract dollars whichever is greater.  All contracts shall also contain a provision whereby the contractor acknowledges and agrees that the liquidated damages assessed shall be payable to the Commission upon demand and may be set off against any monies due to the contractor from any contract with the Commission. 

Section Four.  Waivers and Exceptions


(a) Sole source.


The Director may waive the requirements of this Policy whenever the Director finds that the needed goods or services are available only from a sole source and the prospective contractor is not otherwise currently disqualified from doing business with the City, or from doing business with any governmental agency based on any contract compliance requirements.


(b) No qualified bidders who comply and service/project is essential to City/residents.


After taking all reasonable measures to find an entity that complies with the Policy, the Director may waive any or all of the requirements of this Policy for any contract or bid package advertised and made available to the public, or any competitive or sealed bids received by the Commission as of the date of the enactment of this Policy where the Director determines that there are no qualified responsive bidders or prospective contractors who could be certified by the Commission as being in compliance with the requirements of this Policy and that the contract is for goods, a service or a project that is essential to the City or City residents.


(c) Bulk purchasing arrangements through federal, state, regional or City entities.


The Director may waive the requirements of this Policy where the Director determines that transactions entered into pursuant to bulk purchasing arrangements through federal, State, regional or City entities that actually reduce the Commission’s purchasing costs would be in the best interest of the Commission.


(d) Contract serves public benefit.


The Director may waive the requirements of this Policy where the Director determines that the benefit of the contract to the public and the Commission’s ability to carry out its charge pursuant to state and local law outweigh the harm in the contractor’s noncompliance with the Policy.


(e) Contractor is a public entity.


This Policy shall not apply where the prospective contractor is a public entity or City Commission and the Director finds that the proposed contract is necessary to serve a substantial public interest.  


(f) Requirements violate public agency grant and good faith attempt has been made to change conditions of grant.


This Policy shall not apply where the Director finds that the requirements of this Policy would violate or be inconsistent with the terms or conditions of a grant, subvention or agreement with a public agency or the instructions of an authorized representative of any such agency with respect to any such grant, subvention or agreement, provided that the Director has made a good faith attempt to change the terms or conditions of any such grant, subvention or agreement to authorize application of this Policy.  

(g) Retirement and Pension Plans

This Policy shall not apply to a contractor or subcontractor’s investment of funds where the funds are held in trust for the benefit of employees or third parties.


(h) Federal or State law


This Policy shall be construed and applied so as not to conflict with applicable federal or State laws, rules or regulations.

Section 5.  Effective Date


This policy shall apply to all contracts entered into on or after July 1, 2001.
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