
REQUEST FOR PROPOSALS

Coordination Services for Decategorization 
And Community Partnerships for Protecting Children 
DCAT2-21-103  
Hamilton, Humboldt, Wright (HHW) Decategorization

Calhoun Pocahontas and Webster (CPW) Decategorization  
RFP Purpose.

Provide Coordination Services for the Hamilton, Humboldt, and Wright (HHW) and the Calhoun, Pocahontas, Webster (CPW) clusters for Decategorization and Community Partnerships for Protecting Children Services.
Duration of Contract.

The Agency anticipates executing a contract that will have an initial 1 year contract term with the ability to extend the contract for 5 additional 1-year terms.  The Agency will have the sole discretion to extend the contract.
Decategorization Overview
The Child Welfare Decategorization Program was authorized by the Iowa

General Assembly in 1987 as an initiative designed to deliver more effective

service to children and families. Decategorization is intended to help

communities achieve a system in which services are driven by client strengths

and needs, rather than by the diverse eligibility requirements and service

definitions of categorical programs and funding streams.

 Goals for the decategorization program include:

• tailoring services to the individual needs of children and families;

• redirecting funding toward preventive, family, neighborhood and community based

  services;

• reducing reliance on out-of-home and out-of-community placements;

• promoting community planning, collaboration, and governance of service

  systems; and

• developing service systems that more accurately reflect the needs of the

  children and families within the communities served.

In Decategorization, state and local officials work together to

overcome barriers and develop more effective services for children and families.

State officials will work with projects to provide flexibility and overcome barriers.

However, the ability to provide flexibility varies from program to program and may

be constrained by state or federal statute. Through working in partnership, state

and local officials can develop effective approaches to enable communities to

successfully implement their strategies for change as they relate to the state and federal outcomes.

State and Federal Outcomes include:

· Safety for Children (DHS)

· Permanency (DHS)

· Academic Preparation/Skill Development (DHS)

· Child and Family Well-Being (DHS)

· Offender Rehabilitation (JCS) 

· Community Safety (JCS)

1.1 INTRODUCTION
In accordance with the informal competition procedures provided for in 11 Iowa Administrative Code rule 118.9, the Department of Human Services (the Agency) is seeking Coordination Services for the HHW and CPW Decategorization clusters.  

Coordination Services shall be provided by 1.0 FTE.  The Board would entertain the option of housing the position in a local DHS office to minimize overhead costs.      
Bidders interested in providing these services should submit proposals electronically to Kyle Welander at: kweland@dhs.state.ia.us no later than 3:00 p.m. (local time), May 22, 2020.  Any proposal received after this deadline will be rejected and returned to the Bidder. 

Proposals should include the Bidder’s cost proposal and sufficient information regarding the Bidder’s ability to perform the services sought to enable the Agency to make a judgment about the Bidder’s ability to perform the work identified in the Scope of Services.  The Bidder should also include two (2) references with its proposal.

The Agency reserves the right to reject any or all proposals, in whole or in part, to advertise for new proposals, to abandon the need for such services, and to cancel this Competitive Solicitation at any time prior to the execution of the written contract.  

All information submitted by a Bidder may be treated as a public record by the Agency unless the Bidder properly requests that the information be treated as confidential information in accordance with the public records laws of the State of Iowa at the time its proposal is submitted.

The costs of preparation and delivery of the bid proposal are solely the responsibility of the Bidder.

By submitting a proposal, the Bidder agrees that the Agency may copy the proposal for purposes of facilitating the evaluation of the proposal or to respond to requests for public records and represents that such copying will not violate the rights of any third party. 

By submitting a proposal, the Bidder agrees that it will not bring any claim or have any cause of action against the Agency based on any misunderstanding concerning the information provided herein or concerning the Agency's failure, negligent or otherwise, to provide the bidder with pertinent information as intended by this Informal Competitive Solicitation.
  Contact Information

Questions regarding the Request for Proposals shall be written and emailed to the DHS Executive Officer 1.    Proposals shall also be submitted by email to the DHS Executive Officer 1 at: 

Kyle Welander  

Email: kweland@dhs.state.ia.us  
Phone: 515-573-1653 
Tentative Timetable

The dates set forth below are for informational planning purposes only.  The Agency reserves the right to change the dates:

5/01/2020
Submit Informal Competitive Solicitation to TSB web page
5/05/2020
Submit Informal Competitive Solicitation to Bid Opportunities Website

5/12/2020
3:00 PM (CST) Questions due from potential bidders  
5/15/2020 
Answers sent to bidders’ questions 

5/22/2020
3:00 PM (CST) Proposals Due
5/29/2020
Announce Successful Bidder 
7/01/2020
Contract Execution  
RESTRICTION ON COMMUNICATION

From the date of issuance of this Informal Competitive Solicitation until announcement of the successful Bidder, Bidders may not contact any employee of the State of Iowa other than the identified contact person about this Bid Solicitation Bidders may contact Kyle Welander, Department of Human Services in writing with questions related to the interpretation of this Competitive Solicitation and the procurement process.  Written responses to all questions received will be provided to all potential Bidders.  If a Bidder or someone acting on a Bidder’s behalf attempts to discuss this Informal Competitive Solicitation orally or in writing with any members of the evaluation committee, or any employee of the State of Iowa, other than Kyle Welander, the Bidder may be disqualified.

1.2 Applicant Eligibility

The successful bidder shall:
· Have a Federal Tax Identification Number. 
· Have a DUNS Number 

· Have required insurance coverage.  (See attachments for requirements.)
· Must adhere to the principle that no discrimination will be practiced.

Proposal Instructions

· Proposals must be submitted by eligible applicants only.

· Proposals must meet the identified criteria.

· Proposals must follow the identified proposal format.

· Proposals must be typed.

· Proposals must be complete and the budget must be accurate.

· Proposals must be submitted by the identified deadlines.

· Proposals must be e-mailed to Kyle Welander. 
1.3 SCOPE OF SERVICES
The successful bidder will provide for Coordination Services for the HHW and CPW Decategorization and Community Partnerships for Protecting Children Clusters.   

Such services shall include, but are not limited to, the following:

1.3.1 Deliverables.

The Contractor shall provide the following:

1.  Coordinator Position Requirements
     a.  This position requires, at a minimum, an AA Degree or 3 years’ experience in the field.
     b. This position will serve the HHW and CPW Decategorization Projects which include the following counties: Hamilton, Humboldt, Wright and Calhoun Pocahontas and Webster.
     c. Coordinator will complete the required contract training provided by the Agency through the Bureau of Service Contract Support within the first year of employment.  Thereafter, one training course will be completed each year.  Documentation of completed training shall be submitted to the Contract Manager.  
2.  Coordinator Responsibilities - Board Operations 
     a.  Carry our procedures established in the Iowa Code, Chapters 21 and 22 pertaining to open meetings in order to comply with the code.
     b. Maintain all Board meeting minutes and Board records as required by Iowa law as set out in the Iowa Code chapters 21 and 22.
     c. Assist the Board with maintaining written rules of operation. 
     d. Review Quarterly Progress Reports submitted for service contracts and report findings to the Board.  Follow up with Contractors regarding any comments or concerns according to specific guidelines within the service contract. 
     e. Assist the Board with coordination of project planning, decategorization services decisions and budget planning activities with the DHS Service Area Manager and the JCS Chief Court Officer for the Decategorization Project.

3.  Coordinator Responsibilities - Board Reporting Requirements 
     a.  Assist the Board with completing the Decategorization Project Annual Services Plan that describes a comprehensive overview of Decategorization Projects during the state fiscal year.  The Coordinator will ensure timely submission of the report to the Board and the Agency's Adult, Children, and Family Services Division Administrator with copies sent to the respective Service Area Manager, Chief Juvenile Court Officer(s), and the State Early Childhood Iowa Board by October 1st of each year. 
     b. Assist the Board with completing the Annual Decategorization Project Report, which summarizes the Decategorization Project's progress toward achieving the objectives of their plan during the previous state fiscal year.  The Coordinator will ensure timely submission of the report to the Agency's Adult, Children, and Family Services Division Administrator with copies sent to the respective Service Area Manager, Chief Juvenile Court Officer(s), and the State Early Childhood Iowa Board by December 1st of each year.  
4.  Coordinator Responsibilities - Fiscal management of Decategorization Funding Pool
     a.  Implement the Board's plan for funding of services through the development and implementation of service contracts that comply with Agency policy and procedure.  
     b. Assist the Board with fiscal management of the Decategorization Project funding pool designations.  This will include the tracking and monitoring of all funds received, funds expended and funds transferred.  Funds will be tracked based upon the state's fiscal year.  
     c. Process service contract billing/invoices with 10 days of receipt and forward them to the Contract Manager or Contract Owner for the Agency payment authorization.  
     d. Assist the Board with the reconciliation of expenditures and verification of carry over funds at the end of the fiscal year or when requested by the Agency.  
5.  Coordinator Responsibilities - Community Planning 
     a.  Develop and implement a minimum of 4 community planning needs assessment activities as a means of gathering data to assist the Board in planning to achieve the goals of the Decategorization Project.  
     b. Actively participate in a minimum of 4 community planning activities with other planning groups within the community each year. 
     c. Assist Community groups in advisory capacity as an additional support for decat funded programs as directed by the Board.
Agency Responsibilities.   

The Agency will provide a local Service Area contact person to provide support to the Coordinator.  Support will include assistance in tracking of the Decategorization Project dollars, contract training, contract management and review functions of contracts.  Additional support will be made available through Agency Central Office staff via the Decategorization Program Manager and Bureau of Service Contract Support.

BOARD Responsibilities. 
The Board(s) will provide guidance to the Coordinator regarding service needs and expectations, essential data collection, funding pool allocations, tracking and contract monitoring and review.  The Board will meet annually and as needed with the Contract Manager to assess the Coordinator's performance.  

1.3.2 Performance Measures.  

1.  Maintain an accurate, accountable and timely financial system that provides for tracking funding pool allocations.  This includes the results of dollars provided and used against the services provided and their outcomes. 
2.  100% of contracts will follow state contracting guidelines in regard to contract solicitations, negotiation, development, execution, monitoring and review.  
3.  90% of Contractor invoices shall be processed by the Coordinator within 10 days of receipt.  Processed is defined as verifying and validating all data and forwarding documentation to the Contract manager or Owner for Agency payment authorization.  
4.  90% facilitation of Board operations per year as described under section 1.3.1.2.
5.  90% participation in community planning responsibilities per year as described in section 1.3.1.5. 
6.  An approvable Decategorization Project Annual Services Plan submitted by October 1st of each year in the format approved by the Agency. 
7.  Decategorization Annual Progress Report approved by Decategorization Policy Specialist by December 1st of each year. 
8.  Annual documentation received by June 30th confirming the Coordinator completed required contract training.
9.  Assure reconciliation and verification of carry over funding within no more than 14 days of receipt from the budget analyst or Contract Manager.
1.3.3 Contract Payment Methodology.
Payment aligns with contract performance expectations and other terms and conditions of this contract.  The Agency may retain or require a refund of ten (10) percent of the Contractor’s monthly payment should any of the following occur:
1.  The Contractor does not meet Performance Measures outlined in the final contract.
2.  The Contractor demonstrates non-compliance with a plan to correct deficiencies.
3.  The Contractor demonstrates non-compliance with timely submission of invoices and reports as stated in the final contract.
EVALUATION CRITERIA
The Agency will utilize an evaluation committee to evaluate the proposals.  The committee will consider all information provided in the proposal when making its recommendation and may consider relevant information from other sources.  The evaluation committee will award the contract to the responsible Bidder submitting the best proposal.  The lowest priced proposal is not necessarily the best proposal.  
The evaluation committee’s selection will be subject to the final approval of the Agency.  The proposals will be evaluated and a recommendation will be made using the following criteria, which are listed in no particular order:  

1. Cost;

2. Past performance of work that is identical or similar to the scope of services identified;

3. Experience and references that demonstrate, to the satisfaction of the Agency, the expertise and ability of the Bidder to provide the Scope of Services described in the Informal Competitive Solicitation; and

4. The capacity of the Bidder to complete the responsibilities described in the Scope of Services.

If there is a tie for the best proposal and only one of the Bidders is an Iowa business, the Iowa business shall be given preference over the out of state Bidders.
PROPOSAL COVER PAGE

(5 points)
      
Proposal Narrative

Organization Background:  (5 Points)

· Briefly describe the purpose and mission of your agency.
· Briefly summarize the programs and services your agency provides.
Program/Service Background:  (20 Points)

· Briefly describe the extent to which your agency has experience with this service or other services comparable to this service.  

·   Briefly describe successes and challenges you foresee in providing this service.    
Program/Service Description:  (25 Points Total)

Response to Section 1.3 Scope of Services   

· Briefly describe your approach of providing this service.    

Provide a description of the program that will be implemented.  

 Identify the intended outcome or impact on the children, families, or 

 providers served through this program. 

Briefly explain the plan and timeline for implementation of HHW and CPW Coordination services for July 1, 2020 through June 30, 2021.    

Monitoring/Evaluation:  (5 Points)
· Describe the plan for monitoring and evaluation of the Coordinator Position.  
How will data be collected and analyzed to know the program/service  

 is staying on track?  Evaluation should relate to program performance  

 measures.  Applicants must identify how required performance measures 

 will be tracked and reported.  
Collaboration:  (5 Points)
· Describe how the provision Coordination Services will be a collaborative effort. 

· Be sure to include information regarding how the program or service may be complementary to existing programs and services, but not a duplication.

· Describe the outreach activities that your agency or organization will participate in to promote the Coordination position and the HHW and CPW Decategorization clusters.   
· Describe how your agency or organization will actively be involved in community planning.

Proposal Annual Budget (15 Points)
Use a 1.0 FTE at a pay rate of $16.56/hour
	Categories
	HHW Funding
	Other Funding Sources and/or In-Kind
	TOTAL

	Salaries 
	
	
	

	Benefits:
 
	
	
	

	Travel
	
	
	

	Training
	
	
	

	Equipment
	
	
	

	Supplies
	
	
	

	Miscellaneous
	
	
	

	Subcontracts
	
	
	

	Administrative Fees
	
	
	

	Total Expenses
	
	
	


Annual Budget Justification (10 Points)
(Describe in detail what the anticipated costs are for each line item.)

Salaries:  Identify the amount the coordinator will be paid based upon 1.0 FTE receiving a wage of $16.56 / hour.    
Benefits:  List any personnel benefits that are associated with the salary section, such as Social Security, worker’s compensation, unemployment insurance, health insurance (single and family plans) and other benefits provided.  The amount may be calculated as a percentage of salaries, or costs may be itemized.

Travel: Itemize costs for mileage, meals and lodging. The HHW Decat Board adheres to state policies regarding travel, lodging, and meal reimbursement. Allowable State Reimbursement Rates are attached, See the In State Summary of Travel Reimbursement Guidelines.  (Note: Meals are not reimbursable through federal funding sources and the HHW Board does not reimburse for meals unless an overnight stay is involved.)
Training:  List any trainings or conferences that personnel plan to attend, including the estimated training or registration fees, if known.

Equipment:  Itemize each piece of equipment to be purchased, including the description of the item and the cost of each item.  

Supplies:  Include an itemized listing of the types of supplies that will be needed for this program or service only.  Note:  Food purchases are not allowable reimbursements for Decategorization Contracts or contracts involving federal funds.
Miscellaneous:  Include any proposed expenses that do not fit within any of the above listed categories.  Other costs may include, but are not limited to rent, utilities, office expenses, etc.
Subcontracts:  Identify any contractual or consultant agreements that will be entered into in an effort to provide the proposed program or service.  Provide a brief explanation of the contractor’s or consultant’s role in the program or service.  Provide an hourly or daily rate for individual contract or consultant services, and the total cost of the contract or consultant. 

Administrative Fees:  Administrative costs are the agency’s direct administrative costs.  It is preferred that administrative costs be less than or equal to 7% of the total contract.  Please provide information regarding the administrative rate. Include what the rate is, how the rate is determined, and what the rate includes for expenses.
 Other Funding:  If other funding sources are being utilized to fund a program/service or multiple funding streams are utilized through The HHW Decat Board, costs must be allocated to the appropriate source.  If other funding sources are being utilized, please list the source of the other funding, total amount of other funding, and dates the other funding is available.  Also, please briefly explain how the expenses will be tracked and outcomes reported in a manner that is reflective of those sources.  
.  
*HHW Decategorization will not reimburse for late fees.*
NOTE:  The Coordinator and/or Governance Board must approve any transfers in approved budget line items or increases in approved dollar amounts, prior to expenses being incurred.  All budget requests must be submitted in writing to the Coordinator.  If the request involves 10% or less of the total budget being transferred between line items, the coordinator will be allowed to make the determination regarding the transfer of funds.  If the request involves more than 10% of the total budget being transferred between line items, or if additional funding is needed, the Coordinator will forward the request to the Governance Board who will make the determination.  

EVALUATION CRITERIA

PROPOSAL RATING TOOL 
Program Name:  

Applicant Agency Name:  


Date:  


Scoring Guide

5
All criteria in the category are comprehensively addressed in the written description. The evidence included is detailed and thorough.
3
Most of the criteria in the category are addressed in the written description for this area.  The evidence that is included is adequate.

1
Few or none of the criteria in the category are adequately addressed in the written description for this area. Little evidence is provided. 

1.  Cover Page                                                                             5 Points Possible/______

2.  Organization Background                                                    5 Points Possible/______

3.  Program/Service Background                                            25 Points Possible/______

5.  Program/Service Description                                             25 Points Possible/______

6.  Monitoring/Evaluation                                                          5 Points Possible/______

7.  Collaboration                                                                         5 Points Possible/______

9.  Budget                                                                                   15 Points Possible/______

10.  Budget Narrative                                                               10 Points Possible/______

12.  Certificate of Insurance, Attachment A,                           5 Points Possible/______

           2 letters of Reference 
TOTAL POINTS POSSIBLE =                            100 POINTS EARNED = _________

Required Attachments

Insurance Requirements

If a contract is awarded, the Contractor, and any subcontractors performing the services, will be required to maintain insurance coverage.  The Contractor shall, at its sole cost, obtain the insurance coverage set forth below.  The Department of Human Services Contract Owner will make the final determination regarding required insurance coverage.

The agency/organization requesting funding must include a certificate of insurance with the proposal.  If Decategorization funding is awarded, the Contractor will be responsible for providing the HHW Decat. Project Coordinator with an updated certificate of insurance that names the State of Iowa and the Department of Human Services as additional insureds or loss payees.   Coverage shall be maintained for the entire contract period. 

	Insurance Requirements

	 Type of Insurance
	Limit
	Amount

	General Liability (including contractual liability) written on occurrence basis
	General Aggregate

Product/Completed

Operations Aggregate

Personal Injury

Each Occurrence
	$2 Million

$1 Million

$1 Million

$1 Million

	Automobile Liability (including any auto, hired autos, and non-owned autos)

	Combined Single Limit


	$1 Million

	Excess Liability, Umbrella Form
	Each Occurrence

Aggregate
	$1 Million

$1 Million

	Workers Compensation and Employer Liability
	As required by Iowa law
	As Required by Iowa law

	Property Damage

	Each Occurrence

Aggregate
	$1 Million

$1 Million

	Professional Liability
	Each Occurrence

Aggregate
	$2 Million

$2 Million


The Certificate Holder should be listed as:

Iowa Department of Human Services

Hoover State Office Building

1305 Walnut St
Des Moines, IA  50319

Attachment A (return with proposal)  

PRIMARY BIDDER CERTIFICATIONS
1. BID PROPOSAL CERTIFICATIONS.  By signing below, Bidder certifies that:  
1.1 Bidder specifically stipulates that the Bid Proposal is predicated upon the acceptance of all terms and conditions stated in the RFP and the Sample Contract without change except as otherwise expressly stated in the Primary Bidder Detail & Certification Form.  Objections or responses shall not materially alter the RFP.  All changes to proposed contract language, including deletions, additions, and substitutions of language, must be addressed in the Bid Proposal.  The bidder accepts and shall comply with all Contract Terms and Conditions contained in the Sample Contract without change except as set forth in the Contract;
1.2 Bidder has reviewed the Additional Certifications, which are incorporated herein by reference, and by signing below represents that Bidder agrees to be bound by the obligations included therein;

1.3 Bidder has received any amendments to this RFP issued by the Agency; 

1.4 No cost or pricing information has been included in the Bidder’s Technical Proposal; and,

1.5 The person signing this Bid Proposal certifies that he/she is the person in the Bidder’s organization responsible for, or authorized to make decisions regarding the prices quoted and, Bidder guarantees the availability of the services offered and that all Bid Proposal terms, including price, will remain firm until a contract has been executed for the services contemplated by this RFP or one year from the issuance of this RFP, whichever is earlier.

2. SERVICE AND REGISTRATION CERTIFICATIONS.  By signing below, Bidder certifies that:  
2.1 Bidder certifies that the Bidder organization has sufficient personnel resources available to provide all services proposed by the Bid Proposal, and such resources will be available on the date the RFP states services are to begin.  Bidder guarantees personnel proposed to provide services will be the personnel providing the services unless prior approval is received from the Agency to substitute staff;

2.2 Bidder certifies that if the Bidder is awarded the contract and plans to utilize subcontractors at any point to perform any obligations under the contract, the Bidder will (1) notify the Agency in writing prior to use of the subcontractor, and (2) apply all restrictions, obligations, and responsibilities of the resulting contract between the Agency and contractor to the subcontractors through a subcontract.  The contractor will remain responsible for all Deliverables provided under this contract;

2.3 Bidder either is currently registered to do business in Iowa or agrees to register if Bidder is awarded a Contract pursuant to this RFP; and,

2.4 Bidder certifies it is either a) registered or will become registered with the Iowa Department of Revenue to collect and remit Iowa sales and use taxes as required by Iowa Code chapter 423; or b) not a “retailer” of a “retailer maintaining a place of business in this state” as those terms are defined in Iowa Code subsections 423.1(42) & (43).   The Bidder also acknowledges that the Agency may declare the bid void if the above certification is false.  Bidders may register with the Department of Revenue online at:  http://www.state.ia.us/tax/business/business.html.

3. EXECUTION.
By signing below, I certify that I have the authority to bind the Bidder to the specific terms, conditions and technical specifications required in the Agency’s Request for Proposals (RFP) and offered in the Bidder’s Proposal.  I understand that by submitting this Bid Proposal, the Bidder agrees to provide services described herein which meet or exceed the specifications of the Agency’s RFP unless noted in the Bid Proposal and at the prices quoted by the Bidder. The Bidder has not participated, and will not participate, in any action contrary to the anti-competitive obligations outlined in the Additional Certifications.  I certify that the contents of the Bid Proposal are true and accurate and that the Bidder has not made any knowingly false statements in the Bid Proposal.  
	Signature:
	

	Printed Name/Title:
	

	Date:
	


Attachment B (informational only) 
IN-STATE SUMMARY OF TRAVEL REIMBURSEMENT GUIDELINES
SUBMISSION OF TRAVEL PAYMENT (TP) DOCUMENTS - All TPs must state the actual expense incurred by the claimant, and shall not include expenses paid by other individuals, or for the purchase of miscellaneous items which are not needed in the performance of official duties. TPs must be submitted within 30 days of completion of travel. 

IN-STATE MEAL REIMBURSEMENT RATES - These amounts include tax and tip, up to 15%. Receipts are required for travel except when exempt by contract. Procedures 210.102 and 210.205 

Breakfast $8.00 Depart before 6:00 am

Lunch $10.00

Dinner $19.00 Return after 7:00 pm

Total $37.00
TAXABLE MEALS - “Travel Status” is defined by the IRS as having lodging either the day of the meal reimbursement or the night previous to the meal reimbursement. Meals with no overnight lodging are taxable to the employee. Procedure 210.109 

LODGING - Employees will be reimbursed for lodging up to $65.00 per night, plus applicable taxes. Request the government rate. Itemized receipts with method of payment provided are required. Procedure 210.205 

MILEAGE - The standard mileage rate is 0.39¢ per mile when using a personal vehicle for state business, when authorized by their department. Use of state vehicles is encouraged. The most direct route must always be used. Procedure 210.130 

REGISTRATION FEES - Registration fees may be paid by the individual or direct billed with approval of the Department Head or Designee. A paid receipt must be provided for reimbursement. If no receipt is available, a printed copy of the registration form or electronic registration acknowledgement, matched with a copy of the canceled check (front and back), or credit card receipt with appropriate information on the credit card statement will be accepted. A copy of the registration form and the agenda including information about any meals provided must be attached. Procedure 210.220 

OTHER - The employee is responsible for the cancelation of all reservations and registrations. If canceling for personal reasons, the employee must pay any fees. If canceling due to a serious illness or death in the immediate family, the Department Head must approve and a doctor’s note may be required. Procedure 210.120 

MISCELLANEOUS EXPENSES – Actual receipts must be attached to the travel payment to receive reimbursement for other miscellaneous expenses. Only certain miscellaneous expenses are allowable. Laundry expense is reimbursable if the employee is out for more than 5 days. Procedure 210.140 

This is a summary of general In-State Travel Reimbursement Guidelines. Your department may have specific procedures in place to implement these travel rules. If you have questions or need more specific details, see your department’s accounting staff. 
Federal Tax ID Number of the Applicant:


DUNS # of Applicant:














(5 Points)





Name of Program or Service:


Program/Service Area: HHW and CPW Decategorization clusters 


Amount of Funding Requested:  








Contractor-Billing Contact:  


Name:


E-mail:


*Mailing Address:





*Phone Number:


*Fax Number:


*Include mailing address, phone number and fax number if different than the  


  	  information provided for the “Applicant”.





Contractor-Contract Manager:  


Name:


E-mail:


*Mailing Address:





*Phone Number:


*Fax Number:


*Include mailing address, phone number and fax number if different than the  


  	  information provided for the “Applicant”.





Applicant:     Legal Name:


Mailing Address:





Phone Number:


Fax Number:





Application Date: 








2

