Work Adjustment Training
Solicitation # DESU80022

Contact Information

Agency: Cepartment of Economic Sesurity Ageicy Address: 1789 W. JEFFERSON

Phoenix AZ 85007
Agency Phone: (602)364-0170 Agency Fax: (602)542-4496
Procurement Officer.  Cheryl Pellegrino/ADSM-6ADUZS
PO Phone: (602)364-0341 PO Fax: -

Solicitation Information

Published Date: 10/12/07 14:27:38 Close Date: 11/15/07 15:00:00
Contract Type Agency Solicitation Type RFP

Conference Location See Attachment 00 Pre-Offer Conference Locations

Conference Date: 10/24/07 13:30:00

Description

The purpose of this solicitation is to purchase Work Adjustment Training services from qualified community rehabilitation providers
to assist Vocational Rehabilitation clients in developing necessary skills and preparing for obtaining and maintaining meaningful
employment.
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Work Adjustment Training
Solicitation # DES080022

Special Instructions

Attachment Formats

All attachments shall be submitted in a format acceptable to the State. Acceptable formats include .doc (Microsoft Word
document), .xIs (Microsoft Excel spreadsheet), and .pdf (Adobe Acrobat portable document format). Prospective offerors that
wish to submit attachments in other formats shall submit an inquiry to the Procurement Officer.

Federal immigration and Nationality Act

By signing the Offer the Offeror warrants that it and all proposed subcontractors are in compliance with the Federal
Immigration and Nationality Act (FINA) and all other Federal immigration laws and regulations related to the immigration
status of its employees. The Offeror shall obtain statements from all proposed subcontractors certifying compliance with this
requirement and shall furnish the statements to the Procurement Officer upon request.

IT 508 Compliance

Any electronic or information technology offered to the State of Arizona under this solicitation shall comply with A.R.S.
41-2531 and 2532 and Section 508 of the Rehabilitation Act of 1973, which requires that employees and members of the
public shall have access to and use of information technology that is comparable to the access and use by employees and
members of the public who are not individuals with disabilities. Any exceptions shall be declared in writing in the offer.

Offer Submission, Due Date and Time

In accordance with the Uniform Instructions 3.1, offers in response to this solicitation shall be submitted within the State's
eProcurement system, SPIRIT (www.spirit.az.gov). Offers shall be received before the date/time listed in the solicitation's
'Date To Close' field. Offers submitted outside SPIRIT, or those that are received on or after the date/time stated in the 'Date
To Close' field, shall be rejected. Questions in this regard shall be directed to the Procurement Officer or to the SPIRIT Help
Desk (spirit@azdoa.gov or 602-542-7600).

Offshore Performance of Work

Due to security and identity protection concerns, direct services under this contract shall be performed within the borders of
the United States. Any services that are described in the specifications or scope of work that directly serve the State of
Arizona or its clients and may involve access to secure or sensitive data or personal client data or development or
modification of software for the State shall be performed within the borders of the United States. Unless specifically stated
otherwise in the specifications, this definition does not apply to indirect or ‘overhead' services, redundant back—up services
or services that are incidental to the performance of the contract. This provision applies to work performed by subcontractors
at all tiers. Offerors shall declare all anticipated offshore services in the proposal.
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Special Terms and Conditions

Definition of Key Words Used In the RFP
- Shall, Must: Indicates a mandatory requirement. Failure to meet these mandatory requirements may result in the rejection

of a proposal as non-responsive.

— Should: Indicates something that is recommended but not mandatory. If the offeror fails to provide recommended
information, the State may, at its sole option, ask the offeror to provide the information or evaluate the proposal without the
information.

- May: Indicates something that is not mandatory but permissible.

Federal Immigration and Nationality Act

By entering into the Contract, the Contractor warrants compliance with the Federal Immigration and Nationality Act (FINA)
and all other Federal immigration laws and regulations related to the immigration status of its employees. The Contractor
shall obtain statements from its subcontractors certifying compliance and shall furnish the statements to the Procurement
Officer upon request. These warranties shall remain in effect through the term of the Contract. The Contractor and its
subcontractors shall also maintain Employment Eligibility Verification forms (1-9) as required by the U.S. Department of
Labor's Immigration and Control Act, for all employees performing work under the Contract. 1-9 forms are available for
download at USCIS.GOV.

The State may request verification of compliance for any Contractor or subcontractor performing work under the Contract.
Should the State suspect or find that the Contractor or any of its subcontractors are not in compliance, the State may pursue
any and all remedies allowed by law, including, but not limited to: suspension of work, termination of the Contract for default,
and suspension and/or debarment of the Contractor. All costs necessary to verify compliance are the responsibility of the
Contractor.

IT 508 Compliance

Unless specifically authorized in the Contract, any electronic or information technology offered to the State of Arizona under
this solicitation shall comply with A.R.S. 41-2531 and 2532 and Section 508 of the Rehabilitation Act of 1973, which requires
that employees and members of the public shall have access to and use of information technology that is comparable to the
access and use by employees and members of the public who are not individuals with disabilities.

Offshore Performance of Work Prohibited

Due to security and identity protection concerns, direct services under this contract shall be performed within the borders of
the United States. Any services that are described in the specifications or scope of work that directly serve the State of
Arizona or its clients and may involve access to secure or sensitive data or personal client data or development or
modification of software for the State shall be performed within the borders of the United States. Unless specifically stated
otherwise in the specifications, this definition does not apply to indirect or 'overhead' services, redundant back-up services
or services that are incidental to the performance of the contract. This provision applies to work performed by subcontractors
at all tiers.
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Uniform Instructions
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Definition of Terms
As used in these Instructions, the terms listed below are defined as follows:

Contract

the combination of the Solicitation, including the Uniform and Special Instructions to Offerors, the Uniform and Special Terms
and Conditions, and the Specifications and Statement or Scope of Work; the Offer and any Best and Final Offers, and any
Solicitation Amendments or Contract Amendments and any terms applied by law.

Contract Amendment

a written document signed by the Procurement Officer that is issued for the purpose of making changes in the Contract.

Contractor

any person who has a Contract with the State

Days

calendar days unless otherwise specified.

Exhibit

any item labeled as an Exhibit in the Solicitation or placed in the Exhibits section of the Solicitation
Offer

bid, proposal or quotation.

Offeror

a vendor who responds to a Solicitation.

Procurement Officer

the person, or his or her designese, duly authorized by the State to enter into and administer Contracts and make written
determinations with respect to the Contract.

Solicitation

an Invitation for Bids (IFB'), a Request for Proposals ('RFP'), or a Request for Quotations ('RFQ").

Solicitation Amendment

a written document that is signed by the Procurement Officer and issued for the purpose of making changes to the
Solicitation.

Subcontract

means any Contract, express or implied, between the Contractor and another party or between a subcontractor and another
party delegating or assigning, in whole or in part, the making or furnishing of any material or any service required for the
performance of the Contract.

State

the State of Arizona and Department or Agency of the State that executes the Contract.

Inquiries

Inquiries

Duty to Examine

It is the responsibility of each Offeror to examine the entire Solicitation, seek clarification in writing (inquiries), and examine
its' Offer for accuracy before submitting the Offer. Lack of care in preparing an Offer shall not be grounds for modifying or
withdrawing the Offer after the Offer due date and time, nor shall it give rise to any Contract claim.

Solicitation Contact Person

Any inquiry related to a Solicitation, including any requests for or inquiries regarding standards referenced in the Solicitation,
shall be directed solely to the Solicitation contact person. The Offeror shall not contact or direct inquiries concerning this
Solicitation to any other State employee unless the Solicitation specifically identifies a person other than the Solicitation
contact person as a contact.

Submission of Inquiries

The Procurement Officer or the person identified in the Solicitation as the contact for inquiries mayexcept at the Pre—Offer
Conference, require that an inquiry be submitted in writing. Any inquiry related to a Solicitation shall refer to the appropriate
Solicitation number, page and paragraph. Do not place the Solicitation number on the outside of the envelope containing that
inquiry, since it may then be identified as an Offer and not be opened until after the Offer due date and time. The State shall
consider the relevancy of the inquiry but is not required to respond in writing.

Timeliness

Any inquiry or exception to the solicitation shall be submitted as soon as possible and should be submitted at least seven
days before the Offer due date and time for review and determination by the State. Failure to do so may result in the inquiry
not being considered for a Solicitation Amendment.

No Right to Rely on Verbal Responses
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An offeror shall not rely on verbal responses to inquiries. A verbal reply to an inquiry does not constitute a modification of the
solicitation.

Solicitation Amendments

The Solicitation shall only be modified by a Solicitation Amendment.

Pre-Offer Conference

If a pre—Offer conference has been scheduled under this Solicitation, the date, time and location shall appear on the
Solicitation cover sheet or elsewhere in the Solicitation. Offerors should raise any questions about the Solicitation or the
procurement at that time. An Offeror may not rely on any verbal responses to questions at the conference. Material issues
raised at the conference that result in changes to the Solicitation shall be answered solely through a written Solicitation
Amendment.

Persons With Disabilities

Persons with a disability may request a reasonable accommodation, such as a sign language interpreter, by contacting the
Solicitation contact person. Requests shall be made as early as possible to allow time to arrange the accommodation.
Offer Preparation

Offer Preparation

Forms: No Facsimile, Telegraphic or Electronic Mail Offers

Telegraphic or Electronic Mail Offers. An Offer shall be submitted either on the forms provided in this Solicitation or their
substantial equivalent. Any substitute document for the forms provided in this Solicitation must be legible and contain the
same information requested on the forms, unless the solicitation indicates otherwise. A facsimile, telegraphic, mailgram or
electronic mail Offer shall be rejected if submitted in response to requests for proposals or invitations for bids, unless the
solicitation indicates otherwise.

Typed or Ink; Corrections

The Offer shall be typed or in ink. Erasures, interlineations or other modifications in the Offer shall be initialed in ink by the
person signing the Offer. Modifications shall not be permitted after Offers have been opened except as otherwise provided
under applicable law.

Evidence of Intent to be Bound

The Offer and Acceptance form within the Solicitation shall be submitted with the Offer and shall include a signature (or
acknowledgement for electronic submissions, when authorized) by a person authorized to sign the Offer. The signature shall
signify the Offeror's intent to be bound by the Offer and the terms of the Solicitation and that the information provided is true,
accurate and complete. Failure to submit verifiable evidence of an intent to be bound, such as an original signature, shall
result in rejection of the Offer,

Exceptions to Terms and Conditions

All exceptions included with the Offer shall be submitted in a clearly identified separate section of the Offer in which the
Offeror clearly identifies the specific paragraphs of the Solicitation where the exceptions occur. Any exceptions not included
in such a section shall be without force and effect in any resulting Contract unless such exception is specifically accepted by
the Procurement Officer in a written statement. The Offeror's preprinted or standard terms will not be considered by the State
as a part of any resulting Contract.

i. Invitation for Bids. An Offer that takes exception to a material requirement of any part of the Solicitation, including terms
and conditions, shall be rejected. [ALL]

ii. Request for Proposals. All exceptions that are contained in the Offer may negatively affect the State's proposal evaluation
based on the evaluation criteria stated in the Solicitation or result in rejection of the Offer. An offer that takes exception to
any material requirement of the solicitation may be rejected.

Subcontracts

Offeror shall clearly list any proposed subcontractors and the subcontractor's proposed responsibilities in the Offer.

Cost of Offer Preparation
The State will not reimburse any Offeror the cost of responding to a Solicitation.

Solicitation Amendments

Each Solicitation Amendment shall be signed with an original signature by the person signing the Offer, and shall be
submitted no later than the Offer due date and time. Failure to return a signed (or acknowledgment for electronic submission,
when authorized) copy of a Solicitation Amendment may result in rejection of the Offer.

Federal Excise Tax

The State of Arizona is exempt from certain Federal Excise Tax on manufactured goods. Exemption Certificates will be
provided by the State.

Provision of Tax Identification Numbers

Offerors are required to provide their Arizona Transaction Privilege Tax Number and/or Federal Tax Identification number in
the space provided on the Offer and Acceptance Form.

Employee Identification

Offeror agrees to provide an employee identification number or social security number to the State for the purposes of
reporting to appropriate taxing authorities, monies paid by the State under this contract. If the federal identifier of the offeror
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is a social security number, this number is being requested solely for tax reporting purposes and will be shared only with
appropriate state and federal officials. This submission is mandatory under 26 U.S.C. § 6041A.

Identification of Taxes in Offer

The State of Arizona is subject to all applicable state and local transaction privilege taxes. All applicable taxes shall be
identified as a separate item offered in the solicitation when applicable, the tax rate and amount shall be identified on the
price sheet. At all times, payment of taxes and the determination of applicable taxes are the sole responsibility of the
contractor.

Disclosure

If the firm, business or person submitting this Offer has been debarred, suspended or otherwise lawfully precluded from
participating in any public procurement activity, including being disapproved as a subcontractor with any Federal, state or
local government, or if any such preclusion from participation from any public procurement activity is currently pending, the
Offeror shall fully explain the circumstances relating to the preclusion or proposed preclusion in the Offer. The Offeror shall
include a letter with its Offer setting forth the name and address of the governmental unit, the effective date of this
suspension or debarment, the duration of the suspension or debarment, and the relevant circumstances relating to the
suspension or debarment. If suspension or debarment is currently pending, a detailed description of all relevant
circumstances including the details enumerated above shall be provided.

Solicitation Order of Precedence

In the event of a conflict in the provisions of this Solicitation, the following shall prevail in the order set forth below:

3.13.1 Special Terms and Conditions;

3.13.2 Uniform Terms and Conditions;

3.1.3 Statement or Scope of Work;

3.13.4 Specifications;

3.13.5 Attachments;

3.13.6 Exhibits;

3.13.7 Special Instructions to Offerors;

3.13.8Uniform Instructions to Offerors.3.13.9 Other documents referenced or included in the Solicitation.

Delivery

Unless stated otherwise in the Solicitation, all prices shall be F.O.B. Destination and shall include all freight, delivery and
unloading at the destination(s).

Submisslon of Offer

Submission of Offer

Sealed Envelope or Package

Except for electronic submissions, when authorized, each Offer shall be submitted to the submittal location identified in this
Solicitation. Offers should be submitted in a sealed envelope or container. The envelope or container should be clearly
identified with name of the Offeror and Solicitation number. The State may open envelopes or containers to identify contents
if the envelope or container is not clearly identified.

Offer Amendment or Withdrawal

An Offer may not be amended or withdrawn after the Offer due date and time except as otherwise provided under applicable
law.

Public Record

All Offers submitted and opened are public records and must be retained by the State. Offers shall be open to public
inspection after Contract award, except for such Offers deemed to be confidential by the State. If an Offeror believes that
information in its Offer should remain confidential, it shall indicate as confidential the specific information and submit a
statement with its Offer detailing the reasons that the information should not be disclosed. Such reasons shall include the
specific harm or prejudice which may arise. The State shall determine whether the identified information is confidential
pursuant to the Arizona Procurement Code.

Non-collusion, Employment, and Services

By signing the Offer and Acceptance Form or other official contract form, the Offeror certifies that:

4.4.1i. The Offeror did not engage in collusion or other anti-competitive practices in connection with the preparation or
submission of its Offer; and

4.4.2 ii.The Offeror does not discriminate against any employee or applicant for employment or person to whom it provides
services because of race, color, religion, sex, national origin, or disability, and that it complies with all applicable Federal,
state and local laws and executive orders regarding employment.

Evaluation

Evaluation

1. Methodology and Approach

2. Experience, Expertise, Areas of Past Performance (Offeror and key personnel, including references)
3. Cost

Unit Price Prevails
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In the case of discrepancy between the unit price or rate and the extension of that unit price or rate, the unit price or rate
shall govern.

Taxes

Arizona transaction privilege and use taxes shall not be considered for evaluation.

Late Offers

An Offer submitted after the exact Offer due date and time shall be rejected.

Disqualification

An Offeror (including any of its' principals) who is currently debarred, suspended or otherwise lawfully prohibited from any
public procurement activity shall have its offer rejected.

Offer Acceptance Period
An Offeror submitting an Offer under this Solicitation shall hold its Offer open for the number of days from the Offer due date

that is stated in the Solicitation. If the Solicitation does not specifically state a number of days for Offer acceptance, the
number of days shall be one hundred-twenty (120). If a Best and Final Offer is requested pursuant to a Request for
Proposals, an Offeror shall hold its Offer open for one hundred-twenty (120) days from the Best and Final Offer due date.
Waiver and Rejection Rights

Notwithstanding any other provision of the Solicitation, the State reserves the right to:

5.6.1 Waive any minor informality;

5.6.2 Reject any and all Offers or portions thereof; or

5.6.3 Cancel the Solicitation.

Award

Award

Number or Types of Awards

The State reserves the right to make multiple awards or to award a Contract by individual line items or alternatives, by group
of line items or alternatives, or to make an aggregate award, or regional awards, whichever is most advantageous to the
State. If the Procurement Officer determines that an aggregate award to one Offeror is not in the State's best interest, 'all or
none' Offers shall be rejected.

Contract Inception

An Offer does not constitute a Contract nor does it confer any rights on the Offeror to the award of a Contract. A Contract is
not created until the Offer is accepted in writing by the Procurement Officer's signature on the Offer and Acceptance Form. A
natice of award or of the intent to award shall not constitute acceptance of the Offer.

Effective Date

The effective date of this Contract shall be the date that the Procurement Officer signs the Offer and Acceptance form or
other official contract form, unless another date is specifically stated in the Contract.

Protests

A protest shall comply with and be resolved according to Arizona Revised Statutes Title 41, Chapter 23, Article 9 and rules
adopted thereunder. Protests shall be in writing and be filed with both the Procurement Officer of the purchasing agency and
with the State Procurement Administrator. A protest of a Solicitation shall be received by the Procurement Officer before the
Offer due date. A protest of a proposed award or of an award shall be filed within ten (10) days after the protester knows or
should have known the basis of the protest. A protest shall include:

7.1 The name, address and telephone number of the protester;

7.2 The signature of the protester or its representative;

7.3 ldentification of the purchasing agency and the Solicitation or Contract number;

7.4 A detailed statement of the legal and factual grounds of the protest including copies of relevant documents; and

7.5 The form of relief requested.

Comments Welcome

The State Procurement Office periodically reviews the Uniform Instructions to Offerors and welcomes any comments you
may have. Please submit your comments to: State Procurement Administrator, State Procurement Office, 100 North 15th
Avenue, Suite 104, Phoenix, Arizona, 85007.
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Uniform Terms and Conditions

1 Definition of Terms
As used in this Solicitation and any resulting Contract, the terms listed below are defined as foliows:

1.1 Attachment
any item the Solicitation requires the Offeror to submit as part of the Offer.

1.2 Contract
the combination of the Solicitation, including the Uniform and Special Instructions to Offerors, the Uniform and Special Terms
and Conditions, and the Specifications and Statement or Scope of Work; the Offer and any Best and Final Offers; and any
Solicitation Amendments or Contract Amendments.

1.3 Contract Amendment
a written document signed by the Procurement Officer that is issued for the purpose of making changes in the Contract.

1.4 Contractor
any person who has a Contract with the State.

1.5 Days

calendar days unless otherwise specified
1.6 Exhibit

any item labeled as an Exhibit in the Solicitation or placed in the Exhibits section of the Solicitation.
1.7  Gratuity

a payment, loan, subscription, advance, deposit of monsy, services, or anything of more than nominal value, present or
promised, unless consideration of substantially equal or greater value is received.

1.8 Materials
all property, including equipment, supplies, printing, insurance and leases of property but does not include land, a permanent
interest in land or real property or leasing space.

1.9 Procurement Officer
the person, or his or her designee, duly authorized by the State to enter into and administer Contracts and make written
determinations with respect to the Contract.

1.10 Services
the furnishing of labor, time or effort by a contractor or subcontractor which does not involve the delivery of a specific end
product other than required reports and performance, but does not include employment agreements or collective bargaining
agreements.

1.11 Subcontract
any Contract, express or implied, between the Contractor and another party or between a subcontractor and another party
delegating or assigning, in whole or in part, the making or furnishing of any material or any service required for the
performance of the Contract.

1.12 State
the State of Arizona and Department or Agency of the State that executes the Contract.

1.13 State Fiscal Year
the period beginning with July 1 and ending June 30,

2 Contract Interpretation
Contract Interpretation

21 Arizona Law
The Arizona law applies to this Contract including, where applicable, the Uniform Commercial Code as adopted by the State
of Arizona and the Arizona Procurement Code, Arizona Revised Statutes (A.R.S.) Title 41, Chapter 23, and its implementing
rules, Arizona Administrative Code (A.A.C.) Title 2, Chapter 7.

2.2 Implied Contract Terms
Each provision of law and any terms required by law to be in this Contract are a part of this Contract as if fully stated in it.

2.3 Contract Order of Precedence
In the event of a conflict in the provisions of the Contract, as accepted by the State and as they may be amended, the
following shall prevail in the order set forth below:

2.3.1 Special Terms and Conditions;

2.3.2 Uniform Terms and Conditions;

2.3.3 Statement or Scope of Work;

2.3.4 Specifications;

2.3.5 Attachments;

2.3.6 Exhibits;

2.3.7 Documents referenced or included in the Solicitation.
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Relationship of Parties
The Contractor under this Contract is an independent Contractor. Neither party to this Contract shall be deemed to be the
employee or agent of the other party to the Contract.

Severability

The provisions of this Contract are severable. Any term or condition deemed illegal or invalid shall not affect any other term
or condition of the Contract.

No Parol Evidence

This Contract is intended by the parties as a final and complete expression of their agreement. No course of prior dealings
between the parties and no usage of the trade shall supplement or explain any terms used in this document and no other
understanding either oral or in writing shall be binding.

No Walver

Either party's failure to insist on strict performance of any term or condition of the Contract shall not be deemed a waiver of
that term or condition even if the party accepting or acquiescing in the nonconforming performance knows of the nature of
the performance and fails to object to it.

Contract Administration and Operation

Contract Administration and Operation.

Records

Under A.R.S. § 35-214 and § 35-215, the Contractor shall retain and shall contractually require each subcontractor to retain
all data and other 'records' relating to the acquisition and performance of the Contract for a period of five years after the
completion of the Contract. All records shall be subject to inspection and audit by the State at reasonable times. Upon
request, the Contractor shall produce a legible copy of any or all such records.

Non-Discrimination

The Contractor shall comply with State Executive Order No. 99-4 and all other applicable Federal and State laws, rules and
regulations, including the Americans with Disabilities Act.

Audit

Pursuant to ARS § 35-214, at any time during the term of this Contract and five (5) years thereafter, the Contractor's or any
subcontractor's books and records shall be subject to audit by the State and, where applicable, the Federal Government, to
the extent that the books and records relate to the performance of the Contract or Subcontract.

Facilities Inspection and Materials Testing

The Contractor agrees to permit access to its facilities, subcontractor facilities and the Contractor's processes or services, at
reasonable times for inspection of the facilities or materials covered under this Contract. The State shall also have the right
to test, at its own cost, the materials to be supplied under this Contract. Neither inspection of the Contractor's facilities nor
materials testing shall constitute final acceptance of the materials or services. If the State determines non-compliance of the
materials, the Contractor shall be responsible for the payment of all costs incurred by the State for testing and inspection.
Notices

Notices to the Contractor required by this Contract shall be made by the State to the person indicated on the Offer and
Acceptance form submitted by the Contractor unless otherwise stated in the Contract. Notices to the State required by the
Contract shall be made by the Contractor to the Solicitation Contact Person indicated on the Solicitation cover sheet, unless
otherwise stated in the Contract. An authorized Procurement Officer and an authorized Contractor representative may
change their respective person to whom notice shall be given by written notice to the other and an amendment to the
Contract shall not be necessary.

Advertising, Publishing and Promotion of Contract

The Contractor shall not use, advertise or promote information for commercial benefit concerning this Contract without the
prior written approval of the Procurement Officer.

Property of the State

Any materials, including reports, computer programs and other deliverables, created under this Contract are the sole
property of the State. The Contractor is not entitled to a patent or copyright on those materials and may not transfer the
patent or copyright to anyone else. The Contractor shall not use or release these materials without the prior written consent
of the State.

Ownership of Intellectual Property

Any and all intellectual property, including but not limited to copyright, invention, trademark, tradename, service mark, and/or
trade secrets created or conceived pursuant to or as a result of this contract and any related subcontract ('Intellectual
Property"), shall be work made for hire and the State shall be considered the creator of such Intellectual Property. The
agency, department, division, board or commission of the State of Arizona requesting the issuance of this contract shall own
(for and on behalf of the State) the entire right, title and interest to the Intellectual Property throughout the world. Contractor
shall notify the State, within thirty (30) days, of the creation of any Intellectual Property by it or its subcontractor(s).
Contractor, on behalf of itself and any subcontractor (s), agrees to execute any and all document(s) necessary to assure
ownership of the Intellectual Property vests in the State and shall take no affirmative actions that might have the effect of
vesting all or part of the Intellectual Property in any entity other than the State. The Intellectual Property shall not be
disclosed by contractor or its subcontractor(s) to any entity not the State without the express written authorization of the
agency, department, division, board or commission of the State of Arizona requesting the issuance of this contract.

Costs and Payments

Costs and Payments
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Payments

Payments shall comply with the requirements of A.R.S. Titles 35 and 41, Net 30 days. Upon receipt and acceptance of
goods or services, the Contractor shall submit a complete and accurate invoice for payment from the State within thirty (30)
days.

Delivery

Unless stated otherwise in the Contract, all prices shall be F.O.B. Destination and shall include all freight delivery and
unioading at the destination.

Applicable Taxes

4.3.1 Payment of Taxes. The Contractor shall be responsible for paying all applicable taxes.

4.3.2 State and Local Transaction Privilege Taxes. The State of Arizona is subject to all applicable state and local
transaction privilege taxes. Transaction privilege taxes apply to the sale and are the responsibility of the seller to remit.
Failure to collect such taxes from the buyer does not relieve the seller from its obligation to remit taxes.

4.3.3 Tax Indemnification. Contractor and all subcontractors shall pay all Federal, state and local taxes applicable to its
operation and any persons employed by the Contractor. Contractor shall, and require all subcontractors to hold the State
harmless from any responsibility for taxes, damages and interest, if applicable, contributions required under Federal, and/or
state and local laws and regulations and any other costs including transaction privilege taxes, unemployment compensation
insurance, Social Security and Worker's Compensation.

4.3.4 IRS W8 Form. In order to receive payment the Contractor shall have a current 1.R.S. W8 Form on file with the State of
Arizona, unless not required by law.

Availability of Funds for the Next State Fiscal Year

Funds may not presently be available for performance under this Contract beyond the current state fiscal year. No legal
liability on the part of the State for any payment may arise under this Contract beyond the current state fiscal year until funds
are made available for performance of this Contract.

Avallability of Funds for the Current State Fiscal Year

Should the State Legislature enter back into session and reduce the appropriations or for any reason and these goods or
services are not funded, the State may take any of the following actions:

4.5.1 Accept a decrease in price offered by the contractor;

4.5.2 Cancel the Contract

4.5.3 Cancel the contract and re-solicit the requirements.

Contract Changes

Contract Changes

Amendments

This Contract is issued under the authority of the Procurement Officer who signed this Contract. The Contract may be
modified only through a Contract Amendment within the scope of the Contract. Changes to the Contract, including the
addition of work or materials, the revision of payment terms, or the substitution of work or materials, directed by a person
who is not specifically authorized by the procurement officer in writing or made unilaterally by the Contractor are violations of
the Contract and of applicable law. Such changes, including unauthorized written Contract Amendments shall be void and
without effect, and the Contractor shall not be entitled to any claim under this Contract based on those changes.
Subcontracts

The Contractor shall not enter into any Subcontract under this Contract for the performance of this contract without the
advance written approval of the Procurement Officer. The Contractor shall clearly list any proposed subcontractors and the
subcontractor's proposed responsibilities. The Subcontract shall incorporate by reference the terms and conditions of this
Contract.

Assignment and Delegation

The Contractor shall not assign any right nor delegate any duty under this Contract without the prior written approval of the
Procurement Officer. The State shall not unreasonably withhold approval.

Risk and Liability

Risk and Liability

Risk of Loss

The Contractor shall bear all loss of conforming material covered under this Contract until received by authorized personnel
at the location designated in the purchase order or Contract. Mere receipt does not constitute final acceptance. The risk of
loss for nonconforming materials shall remain with the Contractor regardless of receipt.

Indemnification

6.2.1 Contractor/Vendor Indemnification (Not Public Agency) The parties to this contract agree that the State of Arizona, its’
departments, agencies, boards and commissions shall be indemnified and held harmless by the contractor for the vicarious
liability of the State as a result of entering into this contract. However, the parties further agree that the State of Arizona, its'
departments, agencies, boards and commissions shall be responsible for its' own negligence. Each party to this contract is
responsible for its' own negligence.

6.2.2 Public Agency Language Only Each party (as 'indemnitor') agrees to indemnify, defend, and hold harmless the other
party (as 'indemnitee’) from and against any and all claims, losses, liability, costs, or expenses (including reasonable

Solicitation # DES080022 10/12/07 14:28:06 10/15



6.3

6.4

6.5

71

7.2

attorney's fees) (hereinafter collectively referred to as 'claims') arising out of bodily injury of any person (including death) or
property damage but only to the extent that such claims which result in vicarious/derivative liability to the indemnitee, are
caused by the act, omission, negligence, misconduct, or other fault of the indemnitor, its' officers, officials, agents,
employees, or volunteers.'

Indemnification = Patent and Copyright

The Contractor shall indemnify and hold harmless the State against any liability, including costs and expenses, for
infringement of any patent, trademark or copyright arising out of Contract performance or use by the State of materials
furnished or work performed under this Contract. The State shall reasonably notify the Contractor of any claim for which it
may be liable under this paragraph. If the contractor is insured pursuant to A.R.S. § 41-621 and § 35-154, this section shall
not apply.

Force Majeure

6.4.1 Except for payment of sums due, neither party shall be liable to the other nor deemed in default under this Contract if
and to the extent that such party's performance of this Contract is prevented by reason of force majeure. The term ‘force
majeure’ means an occurrence that is beyond the control of the party affected and occurs without its fault or negligence.
Without limiting the foregoing, force majeure includes acts of God; acts of the public enemy; war; riots; strikes; mobilization;
labor disputes; civil disorders; fire; flood; lockouts; injunctions—intervention—acts; or failures or refusals to act by government
authority; and other similar occurrences beyond the control of the party declaring force majeure which such party is unable to
prevent by exercising reasonable diligence.

6.4.2 Force Majeure shall not include the following occurrences:

6.4.2.1 Late delivery of equipment or materials caused by congestion at a manufacturer's plant or elsewhere, or an oversold
condition of the market;

6.4.2.2 Late performance by a subcontractor unless the delay arises out of a force majeure occurrence in accordance with
this force majeure term and condition; or

6.4.2.3 Inability of either the Contractor or any subcontractor to acquire or maintain any required insurance, bonds, licenses
or permits.

6.4.3 If either party is delayed at any time in the progress of the work by force majeure, the delayed party shall notify the
other party in writing of such delay, as soon as is practicable and no later than the following working day, of the
commencement thereof and shall specify the causes of such delay in such notice. Such notice shall be delivered or mailed
certified—return receipt and shall make a specific reference to this article, thereby invoking its provisions. The delayed party
shall cause such delay to cease as soon as practicable and shall notify the other party in writing when it has done so. The
time of completion shall be extended by Contract Amendment for a period of time equal to the time that results or effects of
such delay prevent the delayed party from performing in accordance with this Contract.

6.4.4 Any delay or failure in performance by either party hereto shali not constitute default hereunder or give rise to any claim
for damages or loss of anticipated profits if, and to the extent that such delay or failure is caused by force majeure.

Third Party Antitrust Violations

The Contractor assigns to the State any claim for overcharges resulting from antitrust violations to the extent that those
violations concern materials or services supplied by third parties to the Contractor, toward fulfillment of this Contract.
Warranties

Warranties

Liens
The Contractor warrants that the materials supplied under this Contract are free of liens and shall remain free of liens.

Quality

Unless otherwise modified elsewhere in these terms and conditions, the Contractor warrants that, for one year after
acceptance by the State of the materials, they shall be:

7.2.1 Of a quality to pass without objection in the trade under the Contract description;

7.2.2 Fit for the intended purposes for which the materials are used;

7.2.3 Within the variations permitted by the Contract and are of even kind, quantity, and quality within each unit and among
all units;

7.2.4 Adequately contained, packaged and marked as the Contract may require; and

7.2.5 Conform to the written promises or affirmations of fact made by the Contractor.
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7.3

74

7.5

7.6

1.7

8.1

8.2

8.3

8.4

Fitness

The Contractor warrants that any material supplied to the State shall fully conform to all requirements of the Contract and all
representations of the Contractor, and shall be fit for all purposes and uses required by the Contract.

Inspection/Testing

The warranties set forth in subparagraphs 7.1 through 7.3 of this paragraph are not affected by inspection or testing of or
payment for the materials by the State.

Year 2000

7.5.1 Notwithstanding any other warranty or disclaimer of warranty in this Contract, the Contractor warrants that all products
delivered and all services rendered under this Contract shall comply in all respects to performance and delivery requirements
of the specifications and shall not be adversely affected by any date—related data Year 2000 issues. This warranty shall
survive the expiration or termination of this Contract. In addition, the defense of force majeure shall not apply to the
Contractor's failure to perform specification requirements as a result of any date-related data Year 2000 issues.

7.5.2 Additionally, notwithstanding any other warranty or disclaimer of warranty in this Contract, the Contractor warrants that
each hardware, software, and firmware product delivered under this Contract shall be able to accurately process date/time
data (including but not limited to calculation, comparing, and sequencing) from, into, and between the twentieth and
twenty—first centuries, and the years 1999 and 2000 and leap year calculations, to the extent that other information
technology utilized by the State in combination with the information technology being acquired under this Contract properly
exchanges date-time data with it. If this Contract requires that the information technology products being acquired perform
as a system, or that the information technology products being acquired perform as a system in combination with other State
information technology, then this warranty shall apply to the acquired products as a system. The remedies available to the
State for breach of this warranty shall include, but shall not be limited to, repair and replacement of the information
technology products delivered under this Contract. In addition, the defense of force majeure shall not apply to the failure of
the Contractor to perform any specification requirements as a result of any date—related data Year 2000 issues.
Compliance With Applicable Laws

The materials and services supplied under this Contract shall comply with all applicable Federal, state and local laws, and
the Contractor shall maintain all applicable license and permit requirements.

Survival of Rights and Obligations after Contract Expiration or Termination

7.71 Contractor's Representations and Warranties. All representations and warranties made by the Contractor under this
Contract shall survive the expiration or termination hereof. In addition, the parties hereto acknowledge that pursuant to
A.R.S. § 12-510, except as provided in A.R.S. § 12-529, the State is not subject to or barred by any limitations of actions
prescribed in A.R.S., Title 12, Chapter 5.

7.7.2 Purchase Orders. The Contractor shall, in accordance with all terms and conditions of the Contract, fully perform and
shall be obligated to comply with all purchase orders received by the Contractor prior to the expiration or termination hereof,
unless otherwise directed in writing by the Procurement Officer, including, without limitation, all purchase orders received
prior to but not fully performed and satisfied at the expiration or termination of this Contract.

State's Contractual Remedies

State's Contractual Remedies

Right to Assurance

If the State in good faith has reason to believe that the Contractor does not intend to, or is unable to perform or continue
performing under this Contract, the Procurement Officer may demand in writing that the Contractor give a written assurance
of intent to perform. Failure by the Contractor to provide written assurance within the number of Days specified in the
demand may, at the State's option, be the basis for terminating the Contract under the Uniform Terms and Conditions or
other rights and remedies available by law or provided by the contract.

Stop Work Order

8.2.1 The State may, at any time, by written order to the Contractor, require the Contractor to stop all or any part, of the work
called for by this Contract for period(s) of days indicated by the State after the order is delivered to the Contractor. The order
shall be specifically identified as a stop work order issued under this clause. Upon receipt of the order, the Contractor shall
immediately comply with its terms and take all reasonable steps to minimize the incurrence of costs allocable to the work
covered by the order during the period of work stoppage.

8.2.2 If a stop work order issued under this clause is canceled or the period of the order or any extension expires, the
Contractor shall resume work. The Procurement Officer shall make an equitable adjustment in the delivery schedule or
Contract price, or both, and the Contract shall be amended in writing accordingly.

Non-exclusive Remedies

The rights and the remedies of the State under this Contract are not exclusive.

Nonconforming Tender

Materials or services supplied under this Contract shall fully comply with the Contract. The delivery of materials or services
or a portion of the materials or services that do not fully comply constitutes a breach of contract. On delivery of
nonconforming materials or services, the State may terminate the Contract for default under applicable termination clauses
in the Contract, exercise any of its rights and remedies under the Uniform Commercial Code, or pursue any other right or
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8.5

9.1

9.2

9.3

9.4

9.5

10

1

remedy available to it.

Right of Offset

The State shall be entitled to offset against any sums due the Contractor, any expenses or costs incurred by the State, or
damages assessed by the State concerning the Contractor's non—conforming performance or failure to perform the Contract,
including expenses, costs and damages described in the Uniform Terms and Conditions.

Contract Termination

Contract Termination

Cancellation for Conflict of Interest

Pursuant to A.R.S. § 38-511, the State may cancel this Contract within three (3) years after Contract execution without
penalty or further obligation if any person significantly involved in initiating, negotiating, securing, drafting or creating the
Contract on behalf of the State is or becomes at any time while the Contract or an extension of the Contract is in effect an
employee of or a consultant to any other party to this Contract with respect to the subject matter of the Contract. The
cancellation shall be effective when the Contractor receives written notice of the cancellation unless the notice specifies a
later time. If the Contractor is a political subdivision of the State, it may also cancel this Contract as provided in A.R.S. §
38-511.

Gratuities

The State may, by written notice, terminate this Contract, in whole or in par, if the State determines that employment or a
Gratuity was offered or made by the Contractor or a representative of the Contractor to any officer or employee of the State
for the purpose of influencing the outcome of the procurement or securing the Contract, an amendment to the Contract, or
favorable treatment concerning the Contract, including the making of any determination or decision about contract
performance. The State, in addition to any other rights or remedies, shall be entitled to recover exemplary damages in the
amount of three times the value of the Gratuity offered by the Contractor.

Suspension or Debarment

The State may, by written notice to the Contractor, immediately terminate this Contract if the State determines that the
Contractor has been debarred, suspended or otherwise lawfully prohibited from participating in any public procurement
activity, including but not limited to, being disapproved as a subcontractor of any public procurement unit or other
governmental body. Submittal of an offer or execution of a contract shall attest that the contractor is not currently suspended
or debarred. If the contractor becomes suspended or debarred, the contractor shall immediately notify the State.
Termination for Convenience

The State reserves the right to terminate the Contract, in whole or in part at any time, when in the best interests of the State
without penalty or recourse. Upon receipt of the written notice, the Contractor shall stop all work, as directed in the notice,
notify all subcontractors of the effective date of the termination and minimize all further costs to the State. In the event of
termination under this paragraph, all documents, data and reports prepared by the Contractor under the Contract shall
become the property of and be delivered to the State upon demand. The Contractor shall be entitled to receive just and
equitable compensation for work in progress, work completed and materials accepted before the effective date of the
termination. The cost principles and procedures provided in A.A.C. R2-7-701 shall apply.

Termination for Default

9.5.1 In addition to the rights reserved in the contract, the State may terminate the Contract in whole or in part due to the
failure of the Contractor to comply with any term or condition of the Contract, to acquire and maintain all required insurance
policies, bonds, licenses and permits, or to make satisfactory progress in performing the Contract. The Procurement Officer
shall provide written notice of the termination and the reasons for it to the Contractor.

9.5.2 Upon termination under this paragraph, all goods, materials, documents, data and reports prepared by the Contractor
under the Contract shall become the property of and be delivered to the State on demand.

9.5.3 The State may, upon termination of this Contract, procure, on terms and in the manner that it deems appropriate,
materials or services to replace those under this Contract. The Contractor shall be liable to the State for any excess costs
incurred by the State in procuring materials or services in substitution for those due from the Contractor.

Continuation of Performance Through Termination

The Contractor shall continue to perform, in accordance with the requirements of the Contract, up to the date of termination,
as directed in the termination notice.

Contract Claims

All contract claims or controversies under this Contract shall be resolved according to A.R.S. Title 41, Chapter 23, Article 9,
and rules adopted thereunder.

Arbitration

The parties to this Contract agree to resolve all disputes arising out of or relating to this contract through arbitration, after
exhausting applicable administrative review, to the extent required by A.R.S. § 12-1518, except as may be required by other
applicable statutes (Title 41).
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Work Adjustment Training
Sollcitation # DES080022

Price Sheet
Instructions

COMPLETE Attachment 14 Price Shest in accordance with the instructions on the Attachment.

SPIRIT Payment Terms: Complete the Price Sheet Payment Terms by entering NET 30 in the Contract Payment field and 1 day in
the A.R.O. (After Receipt of Order) field. Enter 0.00 for SPIRIT Price Sheet unit rate.

Ll# |CM Code # Commodity Code Dascription ] Piicing Qty UOM
CM Code ltern # Commodity Corfe ltem Description
1 |0952-5499 Work Adjustment Training FP 1 Hour
0952-5499-9999 Work Adjustment Training Misc.
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Work Adjustment Training
Solicitation # DES080022

TO THE STATE OF ARIZONA:

The Undersigned hereby offers and agrees to fumnish the material, service or construction in compliance with all terms, conditions,
specifications and amendments in the Solicitation and any written exceptions in the offer. Signature also certifies Small Business
status.

Tax Information

Arizona Transaction (Sales) Privilege Tax License No.
Federal Employer ldentification No.

Location Inforination
Company Name:
Address:

Signature
Name: Date:

Title:
Signature:
Certification
By Accepting below, the bidder certifies:

1. The submission of the offer did not involve collusion or other anti-competitive practices.

2. The bidder shall not discriminate against any employee or applicant for employment in violation of Federal Executive Order
11246, State Executive Order 75.5 or A.R.S. §§ 41-1461 through 1465.

3. The bidder has not given, offered to give, nor intends to give at any time hereafter any economic opportunity, future employment,
gift, loan, gratuity, special discount, trip, favor, or service to a public servant in connection with the submitted offer. Failure to
provide a valid signature affirming the stipulations required by this clause shall result in rejection of the offer. Signing the offer with
a false statement shall void the offer, any resulting contract and may be subject to legal remedies provided by law.

4. The bidder certifies that the above referenced organization __is__is not a small business with less than 100 employees or has
-gross revenues of $4 million or less.

Acceptance

The Offer is hereby accepted.

The Contractor is how bound to sell the materials or services listed by the attached contract and based upon the solicitation,
including all terms, conditions, specifications, amendments, etc., and the Contractor's Offer as accepted by the State.

This contract shall henceforth be referred to as Contract No. . The Contractor has been cautioned not to commence
any billable work or to provide any material or service under this contract until Contractor receives purchase order, contact release
document or written notice to proceed.

State of Arizona Awarded This day of
Procuremenet Officer:
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Exhibit A

DEFINITIONS
Work Adjustment Training

Business Day (for payment and reporting purpose): Monday through Friday excluding the same legal holidays as

the State of Arizona.

Client: The individual identified by a VR counselor as being eligible to receive services through VR program.

Contractor's designee: a Contractor's personnel authorized to commit to and sign the documents used in this

contract.

Competitive Employment: Work in the competitive labor market that is performed on a full-time or part-time basis in

an integrated setting and for which an individual is compensated at or above the minimum wage, but not less than

the customary wage and level of benefits paid by the employer for the same or similar work performed by individuals
who are not disabled. Wages are paid by the employer not the Contractor.

Extended Supported Employment: Ongoing services needed to support and maintain an individual with a disability

in employment after the VR program terminates employment support services.

Group Placement: Two or more people working in the same area of a business who are provided job coaching by

the same job coach.

Group setting: Two or more individuals are part of a work cluster in the same training area or work station.

Individualized Plan for Employment (IPE): An individualized plan is developed and implemented with each eligible

client to whom the RSA is able to provide services. Services are provided in accordance with the provisions of the

IPE. The IPE is designed to achieve a specific employment outcome that is selected by the client consistent with

the individual's unique strengths, resources, priorities, concerns, abilities, capabilities, interests, and informed

choice.

Individual Setting: the service is provided to an individual who is not a part of a group of clients receiving services in

the same training area or work station, and the service is in the community or placement is at an employer site other

than the Contractor's owned training/work site(s).

infformed Choice as defined by the Rehabilitation Act of 1973, as amended, and its implementing regulations

(34CFR 361.52). See link: http://www.access.gpo.gov/nara/cfriwaisidx _02/34cfr361 02.html

Integrated Employment: Employment in which individuals with disabilities interact with non-disabled individuals

(other than support staff) to the same extent that non-disabled individuals in comparable positions interact with other

persons.

Integrated Setting:

a.  With respect to the provision of services, means a setting typically found in the community in which applicants
or eligible individuals interact with non-disabled individuals other than non-disabled individuals who are
providing services to those applicants or eligible individuals;

b.  With respect to an employment outcome, means a setting typically found in the community in which applicants
or eligible individuals interact with non-disabled individuals, other than non-disabled individuals who are
providing services to those applicants or eligible individuals, to the same extent that non-disabled individuals in
comparable positions interact with other persons. (34 CFR 361.5(b)(33))

Job Coach: A Contractor's employee who assists clients to adjust to a job within a work environment.
Natural Supports: Any assistance, relationship or interaction that allows a person to maintain employment in ways
that correspond to the typical work routines and social interactions of other employees. Natural supports may be
developed through relationships with people or put into place by the adaptation of the work environment itself,
depending on the support needs of the person and the environment.
Successful Employment: Employment outcome means, with respect to an individual, entering or retaining full-time
or, if appropriate, part-time competitive employment in the integrated labor market, supported employment, or any
other type of employment in an integrated setting, including self-employment, telecommuting, or business
ownership, that is consistent with an individual's strengths, resources, priorities, concerns, abilities, capabilities,
interests, and informed choice. When A Vocational Rehabilitation client who is in competitive employment has been
placed on the employer’s payroll:

a. The employment shall be consistent with the client's abilities, capabilities, interests, and informed choice;

b. The employment shall be in the most integrated setting possible, consistent with the client’s informed choice;

c. The client is no longer dependent on Vocational Rehabilitation for payment of supported employment services.
Successful Employment does NOT include: employment of an inmate within a cormectional facility;
employment in a non-integrated or sheltered setting; work under an On the Job Training (OJT) contract;
involvement in a Work Experience Program or volunteer program; involvement in Job Corps; work for a
Temporary Employment Agency unless this type of employment setting is the pre-identified client’s goal.

1




16. Successful Rehabilitation: A client is considered to be successfully rehabilitated when the following requirements are

met:
a.

b.

The client is determined to be stable, as evidenced by maintaining successful employment for a period of at
least 90 days.

The client and the VR counselor consider the employment outcome to be satisfactory and agree that the client
is performing well on the job and can be considered to have achieved successful rehabilitation status. When a
client's employment is different from what was planned on the Individualized Plan for Employment, the
counselor must agree that all closure criteria have been met. When a client chooses employment which is not
deemed to be compatible with his disability, employment can be considered successful only if the record
documents efforts to guide the client into suitable employment.



Exhibit B

CONTRACTOR CODE OF CONDUCT

Subcontract with or recommend only those individuals or organizations that are culturally
sensitive, who meet accessibility standards for the disabled, and who do not discriminate
based on ethnicity, gender, age, race, religion, marital status, sexual orientation, or
socioeconomic status. Subcontractors and their credentials need to be approved by RSA
Central Office prior to providing services under this contract.

Ensure that its personnel, subcontractors and any other individual on the Contractor's
premises:

a.

Represent himselffherself accurately to RSA clients and shall not mislead the

clients regarding the Contractor’s relationship with RSA, or mislead the clients

regarding the Contractor’s skills, capabilities or credentials.

Collaborate with RSA counselors and other service contractors (if applicabie) in

the best interest of the clients and, to the extent possible, avoid disagreements

that might have adverse effects on the clients. When collaborating with other

community agencies that serve the same clients(s), abide by the decisions that

were agreed upon by all of the involved parties and assist in implementing such

decisions which are consistent with applicable laws, regulations, rules and

policies.

Ensure at all times that client information is used only for the purpose of fulfilling

contractual responsibility and is not released to any other individual, agency, or

organization. Confidential information and reports obtained, purchased, and paid

for under this contract shall never be shared without the expressed permission

from the RSA client and the RSA counselor assigned to the client case.

Develop and maintain confidentiality policy statement and establish procedures

that restrict access to confidential client records and information. This provision

shall not be construed to limit the right of RSA staff or other authorized

representative(s) to access client case records and information pertinent to the

provision of the contracted service.

Obtain a written Consent to Release Form from the client prior to disclosure of

any disability information regarding a specific client to an employer or any other

person. If such a form is completed by the Contractor and the client, the

Contractor shall forward a copy of the signed Consent to Release Information

form to the VR Counselor immediately.

Ensure that RSA clients are safeguarded and supervised by the Contractor’s

personnel assigned to provide the contracted service at all times when on the

Contractor’'s premises.

Always act in professional manner, honor commitments, treat RSA clients with

respect, dignity, and courtesy, and project a positive attitude.

Never:

i. Engage in any form of intimate and sexual activity with an RSA client

ii. Employ authority or influence with RSA clients for the benefit of third
parties, including the client’s family or friends

iii. Exploit the client’s trust in the Contractor or its personnel for any purpose

iv. Accept any commission, rebates, or any other form of remuneration
when serving RSA clients, except payment for service provided from
RSA.



Exhibit C

Arizona Department of Economic Security
Rehabilitation Services Administration

Work Adjustment Training
SERVICE PLANNING MENU

This form is required when requesting payment for Service Planning Meeting. This document should be
updated and amended as needed.

SECTION I: BASIC INFORMATION

Date of Service Planning Meeting

Contractor's Name

Contractor’s designee present at this meeting

Contract Number RSA Authorization Number

Client’s name and RSA ID Number

Client’s guardian/representative name (if applicable)

Vocational Rehabilitation Counselor present at this meeting

SECTION II: CLIENT’S ASSESSMENT SUMMARY

Client’s vocational goal as identified in client’s Individualized Plan for Employment (IPE):

‘Number of work hours and schedule desired:

Are there any limitations with respect to hours or schedule worked?
[dyes [No If“Yes”, describe limitations

Does client require special accommodations?
[dyes [INo If “Yes”, specify each type of accommodation needed and how it will be implemented

Does client have significant barriers that need to be addressed to ensure successful employment (e.g. housing,
transportation, child care, etc)?
Odyes [ONo If “Yes”, specify each barrier needed and how it will be resolved

Client has received SSA benefits counseling (if applicable):
Cdyes [ No If “No”, when will this be done and whom?




Arizona Department of Economic Security

Exhibit C

Rehabilitation Services Administration

Work Adjustment Training
SERVICE PLANNING MENU

SECTION III: CLIENT SERVICE OBJECTIVES

Each objective must be expressed in measurable term and statements (e.g. achieve 95 % work production without

errors by, get on work on time every scheduled day, etc.) as expected service outcome.

Services Expected Service outcome(s) Authorized | Anticipated
# or hours completion
date

] Provide job readiness training to prepare a client
for the world of work to include:

development of appropriate work behaviors
getting on work on time,

accepting direction and supervision;
developing wok tolerance and stamina
appropriate dress and grooming,
understanding/following through
assignments,

= increasing productivity;

] Provide (check one)
] a. facility based

(] b. community based

hort-term job tryouts in form of structured
(check one)
] paid

[] unpaid work experience in the work environments
similar to the industry setting for the client's chosen
vocational goal for the purpose of applying the
learned skills and techniques in a real work setting;

[] Monitor client's progress and provide ongoing
support and feedback to help clients understand their
vocational strengths and limitations, and encourage
them to improve his/her work skills and behaviors

[] Provide or identify the source of Workman's
Compensation coverage for the client during the

job tryouts

Total number of hours authorized




Exhibit C

Arizona Department of Economic Security
Rehabilitation Services Administration

Work Adjustment Training
SERVICE PLANNING MENU

SECTION 1V: OUTCOME OF THE SERVICE PLANNING MEETING

Check one:

U Contractor accepts referral and agrees to begin services 10 days from the authorized
service date

O] Contractor or client declines referral. Explain why:

O Client and/or VR Counselor was a “no-show” for pre-consultation meeting

SECTION V: SIGNATURES

By signing this form:

e The client and/or their guardian/representative, the Contractor and the VR Counselor, agree to work
together as a team to achieve the client’s successful employment as specified in this document.

e The client and/or their guardian/representative, confirm that they fully understand the client’s need
to be actively involved and working toward successful employment.

¢ The client and/or their guardian/representative confirm that they (1) understand the possible impact
of employment on their SSI/SSDI benefits, and (2) understand that it is their responsibility to report
their earnings to the Social Security Administration (SSA) each month.

e The client and/or their guardian/representative, the contracted provider and the VR counselor
confirm that they have received a copy of this completed document.

Client Signature / Client’s Guardian/Representative Signature (if applicable):

Vocational Rehabilitation Counselor Signature:

Contractor (or designhee) Signature:

Date agreement signed:




Exhibit D

Arizona Department of Economic Security
Rehabilitation Services Administration
Work Adjustment Training
MONTHLY PROGRESS REPORT

Monthly Progress Report is required with each claim for payment. Only a complete, clear concise report that provided
all required information in each applicable section will be accepted for payment. The report must be typed.

SECTION I: BASIC INFORMATION
Progress Report for ( insert month and year) Service start date (after the Service
Planning Meeting):

Contractor’s Name and Address

Contract Number
Client’s name Client’s RSA ID Number

Referring VR Counselor’'s Name

RSA Authorization Number

Number of service units authorized for this reporting period:
Number of service units spent :

Number of service units remaining:

List documents attached to this report(e.g. a copy of client’s resume, completed job applications, Job Placement
Report, Successful Rehabilitation Report, etc.)

SECTION II: CLIENT'S GENERAL PROGRESS UPDATE

Client progress in achieving service objectives and issues that client is encountering

Concerns, recommendations, additional support provided (discuss)

Preparer printed name and signature
Date:

Equal Opportunity Employer/Program
This form available in alternative format by contacting your local RSA office.



Exhibit D

Arizona Department of Economic Security

Rehabilitation Services Administration

Work Adjustment Training

SECTION III: SERVICE PROVISION AND OUTCOMES

MONTHLY PROGRESS REPORT

Fach objective must be expressed in measurable term and statements (e.g. * achieve 95 % work production without
errors”).The following information is required for each service objective (if needed, add more lines for objectives by

using cut and paste):

List each client’s objective as specified in Accomplished Describe activities and services Number of

the Service Planning Menu within provided during this reporting period | service units
anticipated spent for each
time activity/service
Yes No

Total number of service units billed
For On -the -job support services
Activities /services provided Number of

Client service objectives

service units
spent for this
service

Equal Opportunity Employer/Program
This form available in alternative format by contacting your local RSA office.




REPORTING QUARTER:
CONTRACT YEAR:

Exhibit E

Arizona Department of Economic Security
Rehabilitation Services Administration
WORK ADJUSTMENT TRAINING
QUARTERLY REPORT

Contractor’s Name
Address
Contract Number:

In this Quarter:

Number of clients referred

Number of clients accepted

Number of clients who completed services

unsuccessfully

Number of clients who dropped out or case closed

Referred

Accepted

Service
Completed

Client’s name /RSA ID Number

Qtr.

Qtr.

Example : Jane Doe # 12345

II

If needed, add more rows by using copy and paste (or go to Table-Insert-Rows)

Contractor’s signature and date:

This form available in alternative format by contacting your local AZ RSA office.

Equal Opportunity Employer/Program




Exhibit E

Arizona Department of Economic Security
Rehabilitation Services Administration
WORK ADJUSTMENT TRAINING
QUARTERLY REPORT

INSTRUCTIONS:

This is a cumulative, unduplicated report of all clients served during the contract year for each Employment Service
provided by Contractor.

This report needs to be updated each quarter in its entirety ensuring that client status information is recorded for each
Employment Service and each service component until service completion (“yes/no” and quarter in which client status
changed)

The report will provide the data for the “Performance Monitoring Summary” that AZRSA will use to evaluate
Contractor’s performance.

Use the following Contract Quarters for CONTRACT YEAR 1 (9/1/07-8/31/08)

Contract Quarter I (9/1/07-11/30/07)
Contract Quarter II (12/1/07-2/28/08)
Contract Quarter III (3/1/08-5/31/08)
Contract Quarter IV (6/1/08-8/31/08), etc.

This report shall be submitted to the RSA District Contract Specialist and to the RSA Central Office/Contract Unit,
1789 West Jefferson, 2nd Floor NW, Phoenix, Arizona, 85007, within 15 calendar days following the end of each
quarter.

Equal Opportunity Employer/Program
This form available in alternative format by contacting your local AZ RSA office.



Exhibit F

Arizona Department of Economic Security
Rehabilitation Services Administration
Work Adjustment Training
CONTRACTOR BILLING

Billing Month ( insert month and year)

Contractor’s Name ,Address and Phone Number

Client’s name

Client's RSA ID Number

Referring VR Counselor’s Name

Contract Number

RSA Authorization
Number

Number and type of
service units authorized

Number of service | Contract rate
units provided

Billing amount

Group

Individual

Total Billing Amount

PREPARER’S NAME SIGNATURE AND DATE




Exhibit G
Contractor Pandemic Planning Checklist

1. Key succession and performance planning if there is a sudden significant
decrease in contractor’s workforce.

Suggested Components
a.) Identify a pandemic lead with defined roles and responsibilities.
b.) Develop a continuity of operations plan for critical and essential services

and products.
c.) Cross-train employees for continuity of business on critical and essential

services.
d.) Establish polices for flexible worksites (e.g. telecommuting) and flexible
work hours (e.g. staggered shifts).

2. Alternative methods to ensure there are services or products in the supply
chain.

Suggested Components

a.) Determine potential impact on continuity of services and products provided.

b.) What materials, equipment or supplies will the business need to stock in
advance to be self-sufficient through an 8-10 day time period.

c.). ldentify contingency for accepting and/or delivering services and products
if normal processes are interrupted.

d.) ldentify essential staff and other critical inputs (e.g. suppliers, sub-
contractor services, products, and logistics) required to maintain business
operations by location and function.

3. An up to date list of company contacts and organizational chart.

Suggested Components
a.) Establish emergency notification call-trees.
b.) Emergency communications plan which includes identification of
contractor’s key contacts (with back-ups) emergency phone numbers
including fire and police departments, and company organization chart.

-Definition: A pandemic flu is a worldwide epidemic flu. Because there is little or
no natural immunity, the disease can spread easily from person to person.

- Suggested Components based on best practices
- Additional information can be obtained at:

www.cdc.gov
www.hhs.gov
www.azdhs.gov




Exhibit H

Management Letter and Auditor’s Opinion
Example

Arizona CPA, Inc.

Certified Public Accountants
987 N. Main Street
Anytown, Arizona, 87001

March 15, 2005

To Management and Board of Directors

Anytown Safe Shelter

In planning and performing our audit of the financial statements of Anytown Safe Shelter, for the year ending December 31,
2004, we considered the organization's internal control in order to determine our auditing procedures for the purpose of

expressing an opinion on the financial statements and not to provide assurance on internal control.

However, during our audit be became aware of matters that are opportunities for strengthening internal controls and
operating efficiency. The following summarizes our comments and suggestions regarding those matters.

Donated Materials, Facilities, and Services

Anytown Safe Shelter receives food, clothing, and the use of building facilities that are not being recorded on the general
ledge of the organization with regularity. The organization is, however, doing a good job in tracking these items.

Appropriately, volunteer hours are not being recorded on the financial statements. However, certain services that require
professional skills that would need to be purchased if they were not donated should be recorded.

We recommend that Anytown Safe Shelter track and record the fair value of any donated professional services and regularly
record other donated materials and facilities in the general ledger. Grants usually require matching funds from the
organization and will often allow donated materials, facilities, and services to be used as an in-kind match. Anytown Safe
Shelter should utilize these in-kind donations for matching as much as granting agencies will allow.

A separate letter dated March 5, 2005 contains our reportable conditions in the organization’s internal control. This letter
does not affect our report dated March 5, 2005 on the financial statements of Anytown Safe Shelter.

We will review these comments during our next audit engagement. We have reviewed our prior year management letter
comments and noted that management has don a good job in documenting changes to employee pay rates.

We will be pleased to discuss our comments and suggestions in further detail at your convenience, to perform any additional
study of these matters, or to assist you in implementing the recommendations.

Sincerely,




