Finding and navigating RFP #121

TGS account guestions and issues:

If you have a TGS account but need to adjust permissions for users in your
organization, refer to the document titled “Adding users/Editing permissions in
TGS” posted under the Document Downloads header http://oewd.org/bid-
opportunities/RFP-121 for step by step instructions.

Forgotten or lost passwords for the TGS system can be retrieved by users
directly. Agencies who have never had a TGS account can also sign up for free
and submit a proposal for RFP 121. Please refer to the document titled “Online
TGS Instruction” under the Document Downloads header at the bottom of the site
http://oewd.org/bid-opportunities/RFP-121 for step by step instructions.

RFP 121 TGS submission instructions:

The following pages will walk you through each screen of the RFP in TGS.
Please read all instructions carefully and complete all sections thoroughly.

The online RFP application is found on OEWD’s Total Grant Solution (TGS)
system.

Click the icon found at the bottom of on the RFP 121 page linked to
http://oewd.org/bid-opportunities/RFP-121

or link directly to https://totalgrantsolution.org/tgsewd/MasterLogon/
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J> SAN FRANCISCO
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About Us

Request for Proposals 121 - Workforce Aty Chocse &
Services

Provider & Grantee Resources

Bid Opportunities
The Office of Economic and Workforce Develapment (OEWD) supports the City's economic vitality through key programe Ppo

focusad on neighborhotd commergial comidors, workforce development, Joint devalopment projects, industry-focused

business recruitment =nd retention, small business assistance and international business development. OEWD's goal is to Request for Proposals 121

= work continuzily to make San Frandisco 3 better péace to live, work and do business, ]
. Fequest for Proposals 203
Public Meefing Notices i

The City and County of San Francisce Officz of Ecoremic and Werkforce Development (OEWDY) is isuing this Reguest for
Propesals (RFP) to procure workforce development senvices for Szn Frandsos residents, OEWD sesks appfications from single
onganizations or collzborative partrerships that can efectivaly innovate on the Worldfonce Inncvation and Opportumity Ao
(WIOA) program madel and provide data driven, customer cantered, high quality services for jobseskers and the Jocal business
community. 23 individual program aress are described in datzil in the RFP and cover 2 comprehensive array of services for Employment
adults, young adults, and businessas, Tt is anticipatad that this RFP will quide grant decisions through fiscal year 2020-2021,

Reportz and Plans

N B ) Events Calendar
Download the FULL RFP 121 to review the spedific services being solicited. Any additional infermation, updates, or changes to
the content of the RFP will be postad at this weabsite. If you are interected in applying, phease review this site perodically to N U
check for new information. s Updates
Update {12/5/2016 at :05 g-m.}: A revised copy of RFP 171 has been posted reflecting two changes, On page 12 in the For Employees
paragraph immedistely fofivwing "Additional Local Requirements", the font colar for the entire paragraph has been changed to
biack, On page 15, the 2mzil acoount to submit technical assistancs guestions has been updated Contact Us
remantEsfgov.org.
Key Dates
The anticipated™ schedule for awarding grants is: l SHARE THIS
Froposal Phase Drarbe Time:
RFF & immued by the Oty Fricay, December 2, 2016
RFP Bidger's Conlereros: Wedneasday, December 14, 2016 3:00 g.m. - 5:00 p.m. (se= beiow)
Langusge b
Fawarad by : Translzte

Wednestey, December 21, 2016 ot 12:90 p.m. noon

rmwvers to qumstions pasted caline: Witinestiay, January 4, 2047 by e of day

Stay Connected

Proposals due: Thursday, Janusry 18, 2017 at 5:00 p.m.

Matificalion of awargs: [Tee=day, Februery 21, 2047 g u

Surdey, Felirsary 26, 2017 [or 5 cabendar days after
2veerd nolfication letters sre s2n)

Protest letfers dus:

Bnticipated negatistions: igeil-June 2017

Prajmcts begin: [uty 2047

Accessing RFP 121

Progosals will be only be accepted through the onlin tem Total Grant Solution {TGS5). To create 3 profés or kag in to Total
Grant Sofution (TGS) websie, cick on the TGS laga bellw:

Il

TOTAL GRANT SOLUTION
——

To register your agency for the first time, review/set up glhur apency prodile, or § you've forgotien your credentials and need to

" ” " jons document for step-by-step guidance. This document is available in
PDF format under the "Document Downloads" section above. Additionat resgurces regarding how to navigate RFP 121 in Total
Grant Solution (TGS) will b= pozted to this websits soon - please check baok frequently for updates.
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TOTAL GRANT SOLUTION

- CITY AND COUNTY OF SAN FRANCISCO
Welcoms OFFICE OF ECONOMIC
|~ L AND WORKFORCE DEVELOPMENT

G5
user ID help / password help

I* Register a new agency

Before proceeding to the online RFP, please take a minute to review your agency
information for accuracy. To access it, choose “agency information” from the
drop down list after logging in and click the “GO” button to the right of the list.

" Welcome, Kris Damalas
= Office of Workforce De D - Waorkforce Division

TOTAL GRANT SOLUTION Switch to
ome

Agency Information

Oriline RFF for Services

Online RFP for Construction

GreenLight

Launch Cube

i
Report Builder
Hatch

Grant Agreement Builder
Home M Pofi
ﬁ‘ HOME PUBLISH HELPDESK. LEARN

Messages

(Click on a message title to view the full message.)

Review the agency information and update as needed. Once complete, click the
“submit” button on the top right side of the screen. This information will carry
over into the RFP application and print as part of your proposal so it's important
that it is complete and accurate prior to submitting your proposal
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" Welcome, |_'

Office of Economic and Workiorce Development - Workiorce Division

P SOt Sitchda; [Salact: asl | =y |

CONTACT ¥

Agency Info

Please review your Agency Information below and update fields as nzeded Click to save agency info

Once done, click the 'Submit’ button to the right or at the bottom
of this page to save your data Jomit |

Figlds with an asterisk (*) are required.

Agency Name Office of Economic and Workforce Dewvi (this is the official address on file with the grantor's accounting

2y " offices)
Administrative 1 South Van Ness Av

To update this address, send the new information on your agency's
Address San Francisco, CA 94131

letterhead, signed by the Executive Director, to your Grant

Coordinator.
Federal Tax ID * 99-9898989

Duns Number 00-012-1234

“fou can upload an image that represents your agency:

Image To Upload Browse...
Upload

Mailing Address f

Once you've updated your agency information and clicked “submit” a
confirmation page will appear. If the confirmation message does not appeatr,
check all tabs (Contact, General, and Financial) to locate the field with an
error message. Adjust as needed and click “submit.” The most common error
message issue area is the agency officers section (found under General tab). All
agencies must enter at least one officer in this section. If your agency is
organized as sole proprietor organization, the owner should be listed in the
CEO/ED line.

Choose “online RFP” from the drop down menu at the top to access the online
RFP application. Click “GO” to the right of the drop down menu.
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“ Office of Economic and Workforce,

TOTAL GRANT SOLUTION

e RFP for Construction

O
CONTACT v Greenlight

7c2

Report Builder

Hatch

Grant Agreement Builder
My Profile

Agency Info

Please review your Agency Information below and update fields as nesded Click to save agency info
Once done, click the "Submit’ button to the right or at the bottom i

of this page to save your data.

Fields with an asterisk (%) are required.

Agency Name QOffice of Economic and Workforce Dewvi (this 15 the official address on file with the grantor's accounting
offices)

Administrative 1 South Van Ness Av
To update this address, send the new information on your agency's

Address San Francisco, CA 94131
letterhead, signed by the Executive Director, to your Grant

Coordinator.

The other way to access the online RFP without making adjustments to the
agency information page is to access it directly from the TGS homepage.

After logging in, choose “online RFP for Services” from the drop down menu of
options

“ - Office of Economic

TOTAL GRANT SOLUTION

Agency Information
Online RFP for Services
Online RFP for Construction
GreenLight

Launch Cube 4

7c2

Repor Bulder

Hatch

Grant Agreemert Builder
Wy Profie

Home

ﬂ‘ HOME PUBLISH HELPDESK LEARN

(Click on a message title to view the full message.)

The homepage of the online RFP will launch.
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File ot e el

55 [ Personal Services Request ... % epayroll 1 9-24 instance mirroring ¥ Classification and Compe... @3 LearningTGS - YouTube I TGS Sign-on (2) 8 hit

Swwitch to: | <Selects ~ || GO =+ |
Welcome, Kristine Damalas CI-H'N_Eﬂl PM. Is:
Mayor's Office of Housing and Community Development Public Services - 40416 =
Public Services - 40484
It appears that information about your Agency is incomplete or needs to be reviewed, Please click here.

Capital Projects - 39987

All proposals must be submitted by 5:00 PM on Menday, December 16, 2013, Public Services - 40065 e

For security, this page will time out 45 minutes from the time it was accessed.
Once this page times out, you will need to re-login to continue working (any unsaved data will be lost).

From the home page of the RFP for services module, you can either enter a new
proposal or you can edit one that you have saved but not submitted. Proposals
that have been saved but not submitted appear as blue links on the top of the

page.

Choose “Add Back” under the first drop down option and Workforce Development
Activities in the second drop down.

Switch to: | <Select> v| [ Go===]

[Sioh oF | 8 8 ONLINE RFP

Welcome, Kris Damalas
Office of Economic and Workforce Development - Workforce Division

It appears that information about your Agency is incomplete or needs to be reviewed. Please click here.

For security, this page will time out 45 minutes from the time it was accessed.
Once this page times out, you will need to re-login to continue working (any unsaved data will be lost).

Salact BProgram 4 caa

Select and Edit Established Proposal:

Add Back - 40263 (Workforce Development Activities)
Add Back - 40264 (Workforce Development Activities)
Add Back - 40267 (Workforce Development Activities)
Add Back - 40268 (Workforce Development Activities)
Add Back - 40269 (Workforce Development Activities)
Add Back - 40270 (Workforce Development Activities)
Add Back - 40271 (Workforce Development Activities)
Add Back - 40272 (Workforce Development Activities)
Add Back - 40273 (Workforce Development Activities)

\ Add Back - 40274 (Workforce Development Activities) )

Create a New Propc?L

Select the program [Workforce Development Programs and proposal workarea from thé) drop down below. The full text of the RFP can be found at
htip: / fwww.oewd.Srg fWorkforce Development_Funding.asy

MNew Proposal: Add Back Vv

Select the categoeryof services that most closely matches the services that your prof ram wil provide.

Mew Proposal Type:|
Workforce Development Activities

\.
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The next page displays important information about the RFP including the
timeline. This information can also be found in the full text version of the RFP.
Once you have reviewed the information, scroll to the bottom of the screen and
click “next”. Details concerning the programming for this RFP can be found in
the full text version available at http://oewd.org/index.aspx?page=289

Switch to: | <Select v| [G0==]
) ONLINE RFP

Welcome, exec user
Office of Economic and Workforce Development - Workforce Division

It appears that information about your Agency is incomplete or needs to be reviewed. Please click here.

All proposals must be submitted by 8:27 PM on Monday, December 3, 2016. v

For security, this page will time out 45 minutes from the time it was accessed.
Once this page times out, you will need to re-login to continue working (any unsaved data will be lost).

General Information

This section provides a brief overview of the goals, objectives and framework for the services sought; detailed information
and instructions follow in subsequent sections of this application and in the full text RFP posted at http://cewd.ora/bid-
cpportunities/RFP-121

The City and County of 5an Francisco Office of Economic and Workforce Development (OEWD) is issuing this Request for
Proposals (RFP) to procure workforce development services for San Francisco residents. OEWD seeks applications from single
organizations or collaborative partnerships that can effectively innovate on the Workforce Innovation and Opportunity Act
(WI0A) program model and provide data driven, customer centered, high quality services for jobseekers and the local
business community. 33 individual program areas are described in detail in the RFP and cover a comprehensive array of
services for adults, young adults, and businesses. It is anticipated that this RFP will guide grant decisions through fiscal year
2020-2021.

Any additional information, updates, or changes to the content of the RFP will be posted at the website noted above. If you
are interested in applying, please review this site periodically to check for new information.

Agencies may propose to provide services under one or multiple areas and/or modules. If an agency is interested in
providing services for more than one module or funding area, separate proposals must be submitted (one for each).

Key Dates

The anticipated® schedule for awarding grants is:

lpropasal Plisse Date/Time

RFP is issued by the City: Friday, December 2, 2016

-:Wednesdav, Ij'e::ember-ﬁ, 2016 '3:-0'6'p.m. - 5:00
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Eligible applicants for OEWD funding include:

501(c) (3), 501(c) (4), 501 (c) (6) registered non-profit corporations. Applicants should have a Board of
Directors that reflects the diversity of the program(s) and clients being served.

Governmental entities, including public agencies, commissions or authorities that are independent of the
City and County of San Francisco’s government.

Churches that meet the requirements of IRC section 501(c)(3), regardless of their application and
recognition from the IRS.

Institutes of higher education, private businesses and other entities properly recognized by the State of
California, who are eligible to do business in San Francisco, and meet the City’s vendor requirements.

NEXT >>>

The next several screens are where you enter the actual proposal information.

First is the project information screen.

Complete this screen and either
click “next” to proceed through the sections requiring data entry in order or

choose an option in the drop down menu at the bottom left and click
“select RFP” to skip to a specific section.
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Switchta: | <Selects Vl fGo===]

[ SiGH OFF | o 8 ONLINE RFP

Welcome, Kris Damalas
Office of Economic and Workforce Development - Workforce Division

It apoears that information about vour Asencv is incomolete or needs to be reviewed. Please click here.

For security, this page will time out 45 minutes from the time it was accessed.
Once this page times out, you will need to re-login to continue working (any unsaved data will be lost).

Mame: Office of Economic and Workforce Development - Workforce Divisien
Program Area: Add Back
Proposal Mo.: 40275

1. Proi Information
Q. Contact Person First Name: |Kris Contact Person Last Name:
Qz. Contact Person Phone: [415-701 4270 Contact Person AdditionalPhone: [ |

‘Contact Person Fax:

L

Q3. Contact Person Email Address: |kristin e.damalas@sfoov.org |
Q. Project Name: [11/20/13 sample |
Q5. Project Site Address Number: Project Site Street: |South Van Ness

Project Site Strect Type: ProjectSitetnit: [ |

Project Site Address Line 2:

Project Site City: |San Francisco Project Site State:

2109 Fizase entar the address where program activities take placs.
If Capital or Public Space Improvement project, enter the project address.

Project Site Zip:

x

SELECT RFP NEXT »>>

Skip to Section: | (Please Select)

Program specific questions appear next.
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TOTAL GRANT SOLUTION"

Switch to: 3:-&:* 3 jt -

(SIGN OFF | ONLINE RFP

Welcome, MGR User
Test Agency

For security, this page will time out 45 minutes from the time it was accessed.
Once this page times out, you will need to re-legin to continue working (any unsaved data will be lost).

Name: Test Agency
Program Area:
Proposal Ho.: 10023

2. Workforce CDBG Specific

After each set of questions and instructions you will find a text box where you can
either type or you can copy and paste text from another document. Be aware
that each page will time out after 45 minutes so it is advised that you compose
your answers in a word processing program and copy and paste the text into the
box provided in the online RFP application. Avoid special characters (%$&) in
your responses. Also be aware that formatting may change when you copy and
paste.

If copying and pasting from a word document, click on the “paste from word” icon
in the editing tools at the top of the text box in which you want to paste your

answer
B souce B E BB ATY w0 HE He
B I U = X% x* iE Enil  EEE=EE mn BE &=
=\l Normal =] Font = || size = A A | @ LT

If the icon appears greyed out or unavailable, click on another available option (B
for bold) and the editing tools should all become active again.

El Source  [& &

B I Ul X, x2 | IZ =

i Mormal = Font i

Once you click on the “paste from word” icon, your computer may ask you to
confirm that the webpage should have access to your Clipboard. Click “allow
access”
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I 5
Internet Explorer @

fL?) Do you want to allow this webpage to access your
g Clipboard?

If you allow this, the webpage can access the Clipboard
and read information that you've cut or copied recently,

Allow access | Don't allow |

Once you allow access, a small pop up window will appear in which you can
paste the information you copied from Word. Click “ok” and you will notice that
your answer has now transferred into the main text box. You may adjust the
formatting as needed now in the larger answer box.

Paste &

Because of your browser security seftings, the editor is not able
to access your clipboard data directly. You are required to paste
it again in this window.

LEME  Please paste inside the following box using the keyboard {
Ctrl/Cmd+V) and hit OK

Your pasted answer goes here -- then click "OK"
mant - |below

Sl s
mﬂ

5. The application suggests compelling, clear and feasible strategies to deliver services in a manner that will
achieve strategic goals and updated vision for workforce services presented in the RFP.

Bswre B & & M A« Be He
B I U == X% %= = EM U EE=EE T O=E @
=] Nomal =] Font = || size F) || A~ A~ B -
[=
Your pasted answer goes here — then click "OK" below|
body p &

Read each piece of the application carefully and be sure to answer all the sub-
parts of each question. Please note that no attachments can be sent in with
the RFP however you may upload additional support documents as PDFs
to your agency information profile. All documents and the proposal itself need
to be submitted by the deadline in order to be considered. Detailed instructions
showing how to add support documents appear toward the end of this document.

The last question on this page will ask if you have uploaded any additional
documents that should be considered (as well as the file name).
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s.

Please indicate below the number and names of the files uploaded to the agency information secton of TGS in support
of the proposal.

Refer to the instructions documents posted on OEWD's RFP 121 website for detailed screen shot instructions on how to
complete this task. http://oewd.org/bid-opportunities/RFP-121

Examples include: any letters of support, letters of collaboration, or formal MOUs developed.

If no files are being submitted, type "none" or "n/a" in the box below.

Skip to Section: | (Flease Select) N SELECT RFP <<< BACK NEXT >>>

Click “next” when finished with this page to advance to the next section. If
needed, you can enter a “.” or single letter into the large text boxes to advance
through this page. Note that the only way to save the data entered on this page
is to click the “next” button at the bottom of the page.

The next section to complete is the “work plan”

Using the on-screen instructions, choose the applicable activity(ies) you are
proposing to accomplish.

3. Work Plan Outline

at.

Choose an appropriate activity from the drop down list. Complete the description/unit of accomplishment box and
the annual output box to the right of the drop down. Continue until all appropriate activities are reflected in the
table.

You will notice that some, but not all, of the activities are coded according to the funding areas of RFP 121. For
example: OS0O - Trainings should be used to reflect the number of trainings expected to be delivered if the proposal
submitted is for the One Stop Operator program area.

Other activities that are required or suggested to be provided for multiple program areas may not begin with a
funding area code. For example: Enrollment in Services is applicable to most program areas in the RFP so it does
not begin with an area specific code.

Please pay close attention to these codes and make sure that you respond to all required activities described in the
RFP in your project approach narrative as well as in the activity table.

A table of drop-down list activities and program areas will be posted on the RFP 121 bid opportunities page at
http://oewd.org/bid-opportunities/RFP-121

Refer to the full text RFP for information to help determine which activities are
required and which may be optional. All required and suggested activities for
all funding areas and all modules are available in the drop down menu.
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Again, please select only from the set that are appropriate for the funding area
under which you wish the proposal to be considered for funding.

Agencies may propose to provide services under one or multiple areas and/or
modules. If an agency is interested in providing services for more than one
module, separate proposals must be submitted (one proposal for each).

Click on “add workplan detail” and choose an appropriate activity from the
dropdown menu. You must add each activity separately.

Information concerning each workplan item including descriptions and expectations can be found in the corresponding section of
the full text REP found at hitp:/'www.oewd org Worldorce Development Funding aspx

.. P— — pE—— Click on "add work plan
ctivity deta“" to enter speciﬁc

activities for your proposal

Adc Work Flan Detail

Q2. Please enter the number of unduplicated clients served by vour program.

Skip to Section: | (Pleaze Select) ~ m

Choose an appropriate activity from the drop down list. Complete the
description/unit of accomplishment box and the annual output box to the right of
the dropdown.

Please pay close attention to these codes and make sure that you respond to all
required activities under the funding area and module (if applicable).
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= UNLINE RKFF

Welcome, exec user Current Proposals:
Office of Economic and Workforce Development - Workforce Division Add Back - 40729

Add Back - 40730

It appears that information about your Agency is incomplete or needs to be reviewed. Please click here.

Add Back - 40731

All proposals must be submitted by 8:27 PM on Monday, December 3, 2016. L
Add Back - 40575

For security, this page will time out 45 minutes from the time it was accessed.
Once this page times out, you will need to re-login to continue working (any unsaved data will be lost).

Name: Office of Economic and Workforce Development - Workforce Division
Program Area: Add Back
Proposal No.: 40731

3. Work Plan Qutline

Q- Choose an appropriate activity from the drop down list. Complete the description/unit of accomplishment box and
the annual output box to the right of the drop down. Continue until all appropriate activities are reflected in the
table.

You will notice that some, but not all, of the activities are coded according to the funding areas of RFP 121. For
example: 0S0 - Trainings should be used to reflect the number of trainings expected to be delivered if the proposal
submitted is for the One Stop Operator program area.

Other activities that are required or suggested to be provided for multiple program areas may not begin with a
funding area code. For example: Enrollment in Services is applicable to most program areas in the RFP so it does
not begin with an area specific code.

(Select)

Assessment ~ . e - i
Pieas.e pay C|DSE- A o Degres/Certicate th‘at- you respond to all required activities described in the
RFP in your project | Basic Computer Skilis Training Activity table.

Business Svs - hiring events
Business Svs - number of positions posted 4 it
A table of drop-dow| Business Svs - new business parinerships Il be posted on the RFP 121 bid opportunities page at

http: / /oewd. org/biq Databass mamtenance services
Disability Coord - Job leads developed

— Disability Coord - Trainings p— o

' Enroliment in Job Readiness Traini ’
r—— [ |
! || Financial Literacy
. Individual Pianning/Case g
Add Work Plan Detail Individual Training Account Connections
Job leads developed
JRS - ESLVESL level increase
Q2. Please enter the nufJrSs - Removsl of 1 barier by your program.
JRS - Removal of 2 barriers
JRS - Removal of 3+ bariers
3 Measurable skills gain
This number should| o ine Job Training Connections
request for a 1 year| 050 - Mestings

0S0 - Survey

950 Trainings
Outreach and Recruitment
Rilot - program delivery

Skip to Section: | (Flease Select) | Pilot - program planning VF

should the proposal submitted be funded at 100% of the

Placement - Skills Training
Placement - Unsubsidized Employment

Once you have added the item and filled in the description and number, click
“update” at the far left of the line to save that workplan item.

| Deseription / Unit of
| Accomplishment Annual OQutput

iUQdate Ca ce{i Delet Mumber of clienfs asseszed V|!|clients | 45| ®
| [ |

Add Work Plan Detail

Q2.  Please enter the number of unduplicated clients served by your program.

ki to Sectons [(Peasa Saled 7

To add another, click “add workplan detail” and repeat the step above until all
activities that you are proposing to accomplish have been accounted for.

In Q2 be sure to indicate how many unduplicated clients are proposed to be
served under this application then click “next” at the bottom of the page to
proceed to the next screen/section.
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The next section is Evaluation.
Program evaluation was already described in the initial set of questions
answered. In the box provided, enter “n/a” as the directions indicate and click

((nextn

4. Evaluation

Q. Please enter n/a into the box belovs to skip this question. Program evaluation was covered in a previous section of
questions.

E] source  [§ [ fa A a H e | &
B I U == X, x2|i= = s w|iES=E == MMl BE &S
Stvles = MNormal =\ || Fornt =) Szt =T AT fa il [ ’
=
nia
body p P
Skip to Section: | (Please Select) b

The next section is the Budget.

Please enter amounts for the entire duration of the program being proposed as
directed by the onscreen instructions.

Q. Please enter detailed budgetary information. If you are not requesting funding for a specific line item, enter "0".

Be sure to enter amounts for the entire duration of the program being proposed. Expected terms for the funding areas
in RFP 121 are generally 1 year. Pilot proposals, however, may have a shorter duration.

The drop down descriptions offered are all possible cost items; all line items available may not be necessary
depending on the service(s) you are proposing to provide.

For CAP and NAP proposals, be sure to budget 10% of the total request under line item "other." As noted in the
RFP, grants under this area are expectad to be negotiated with 10% of the total set aside as a performance based

incentive.

To build your detailed budget, click on “edit” for each appropriate line item as
instructed below.
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Click on a Category or Sub-Category name to filter the budget grid:

- CATEGORY SUB CATEGORY BUDGET ITI BUDGET AMOUNT

Edit Salaries To add details under each item,
Edit Fringe Benefits click the edit button on the left.
Edit Contractual Services 50.00

Edit Equipment 50.00

Edit Insurance

Edit Space Rental S0.00

Edit Supplies S50.00

Edit Telecommunicaticons

Edit Travel/Conferences 50,00

Edit Utilities

Edit Other

Edit Frogram Income 50.00

Edit Indirect Cost

Total Budget: [o.00

You will notice a row appears below the budget table where you can add details.
In this example, salary details will be added.

| (& Pragram Budget | | & - B L
Click on a Category or Sub-Category name to filter the budget grid:

- CATEGORY SUB CATEGORY BUDGET ITEM BUDGET AMOUNT

Edit Fringe Bensfits 50.00

Edit Contractual Services

Edit Equipment

Edit Insurance

Edit Space Rental

Edit Supplies

Edit Telecommunications

Edit Travel/Conferences

Edit Utilities

Egit Other 50.00

Edit Pregram Income ol

Edit Indirect Cost . -
When you click on "edit” you
will notice that a table appears
below the master budget.

Salary Detail:

Here you can enter details. In
If you are reguesting funds to pay for administrative salaries please indicate the title(s) and % of admin time in the justification box. If you are thIS example CliCk on "add
,

requesting coverage for indirect costs you may MOT request administrative salaries as part of your direct costs
° - ’ ’ U == team member” to account for

each staff member who wil bs

Adid Team Member assigned to the project for
which salary will be requested.

Item Amount Justification

Salaries IU.UU | |

Save Budget ftem
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Once you enter your salary

Salary Detail: details for a specific team

If you are reguesting funds to pay for administrative salaries please indicate the title(s) and 3 n the justification box. If you are member, click "update" to

requesting coverage for indirect costs you may NOT request adminis i % as part of your direct costs. save that staff member's
T ™ ot [

Undate Cancel  Delste |Damalas | ks | [contracts Admin | [z | Repeat as needed until all

Add Team Member staff are accounted for.

Click "save budget item”

Item Amount Justification when you are finished

Salaries [0.00 adding the details under the

line item (in this example,
when you are finished

adding team members
under the salary line item)
click "save budget item”

Continue in the same manner with all categories in the budget table applicable to
the proposal. (click edit next to the category, complete the details under the
table, update each line item added, then click “save budget item”). Remember
that the main budget table should only show items for which the organization is
requesting funding under this proposal, not the entire budget for the program.
Leveraged resources will be recorded in two subsequent tables.

Note: Should an organization be awarded a grant, the final budget and workplan
details will be finalized during negotiation.

The next two questions request information concerning other funding sources
secured for the proposed project. Click “add funding item,” choose the
appropriate City Department or other fund source from the drop down menu,
enter the amount, and any comments, then click “update” to save the line item.

Q3. Program Funding from non-City sources.

Using the table below, please list funding received from non-City sources that support the same program for which you are reguesting funds. If you do
not receive any non-City sources for the proposed program leave the table bank.

| I Mame of Funding Source Comments (Optional) Amount
Total Program Funding from Mon-City Sources: 50

Add Funding Item

Total Proposed Program Funding from this Grant: 51,250
Total Program Budget, including all funding from all sources (should equal the totals from Q1, Q2 and Q3): 51,250

Skip to Section: (Please Select) W SELECT RFP <<< BACK MEXT >>>
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Q3. Program Funding from non-City sources.

Using the table below, please list funding received from non-City sources that support the same program for which you are requesting funds. If you do
not receive any non-City sources for the proposed program leave the table blank.

Mama ~f FEundina Snuire s Crmman ke fOmEAnall

l \pdate Select)
Federal
State
Local Total Program Funding from Non-City Sources: 50
Individual Contributions
Add Funding item Faungafions
Corporations
Earned Revenus
Other Total Proposed Program Funding frem this Grant: 51,250
krntal Program Budget, including al funding from all sources (should equal the totals from Q1, Q2 and Q3): 511 ,y
Skip to Section: | (Please Select) V|

Once you are finished with this screen, click “next” to proceed to the
Neighborhood section.

The next section is Neighborhood.

Read the directions provided at the top of the page and add neighborhoods your
organization anticipates serving under this proposal as appropriate.

Just like the previous sections, click “add neighborhood item” to bring up the
menu of neighborhood options and enter detailed information. Click “update” to
the left of each neighborhood to save it as part of the table.

6. Heighborhood
(Select
Q1. Please identify the specific ne Bayview/Hunter's Foint te will benefit from the funding you are requesting
and the programming you will| Bernal Heights oods to be served and the % of your total clients

from each neighborhood. The| Chinatown 00%.
Diamond Heights/GlenPark

>

Financial District

| Update Cancel | Delete | Fisherman's WharffNorth Waterfront ||:|

'| Golden Gate Park

Haight Ashbury

Add Neighborhood Item Hayes Valley
Inner Sunset Total %: 0
Japan Town
Lakeshore/St b

Skip to Section: |(Pl.ease Select) Lone Mountain/Nerth of Panhandle

Warina
Kiszion
Miszion Bay
Nob Hill
Noe Valley
North Beach

Oceanview Merced Ingleside

Cuter Wission

Cutside of San Francisco

Copyright & Pacific Heights

Portola

Paotrero Hill

Presidio

Presidio Heights/Laurel Heights Lo
Richmond

Note: The sum of all neighborhood lines must equal 100%.

The neighborhood section is the final one requiring data entry.

Once you click “next” a report showing all answers and agency information on file
will appear. From here you may print and review the information entered prior to
submission.
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Note: The application has NOT been submitted at this point.

Switch to: | <Select> v | =]

(iGN oFF | = B ONLINE RFP

Welcome, Kris Damalas
Office of Economic and Workforce Development - Workforce Division

Print this report

TOTAL GRANT SOLUTION™
TEST TEST TEST TEST RFP #118

RFP Period: 6/23/2014 thru 6/23/2014
Office of Economic and Workforce Development - Workforce Division

Proposal Submitted: No

Agency Information:
Address: 1 South Van Mess Av San Francisco CA 2014 Request: 51,000.00
84111

Phone: 415-581-2335
Fax:
Web Site:
Executive Director Information:
Name: Big Bird Phone: 701-415-1245
Email: bigbird@gmail.com
Board Information:

First Name Last Name Neighborhood Employer Occupation Race Sex
bard big Excelsior QEWD CEQ Other - Hispanic Female

Scroll to the bottom of the page and click next.

You have the option to print the finished proposal from this screen as well.

Meighborhood % Input
| Bayview/Hunter's Point |50

|Bernal Heights |50
Total %: 100
Print this report
Skip ko Section: | (Please Select) o

Only users with organizational level access will have the option to submit the
application once the data entry is complete.

If your logon has this access, the final page will show a submit button.
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TOTAL GRANT SOLUTION"

Switch 1o |

— ONLINE RFP

welcome, MGR User

Test agency

All proposals must be submitted by 10:00 A on Thursday, January 20, 2014,

For security, this page will time out 45 minutes from the time it was accessed.
Once this page times out, you will need to re-login to continue working {any unsaved data will be lost).

Mame: Tait fzancy
Program area: kfores CDEGC Brograms
Proposal Moo 10023

niztrator by

1 Tekmeea, Inc 88 rights ressrved;

Depending on the access level of your logon and password, the final screen after the report will either show

a submit button or the final screen will notify you that only log ons with "Organization Admin-level" access are
allowed to submit the proposal.

Please note that the proposal is NOT submitted until a user with the appropriate access clicks the "submit”
button before the deadline

TOTAL GRANT SOLUTION"

—)

ar i T
Switchto!

9] (oo |

CRITERIA

ONLINE RFP

welcome, Pete Zapai
Test agency

&ll proposals must be submitted by 40:00 AM dn Thursday, January 20, 2044,
For security, this

age will time out 45 minutes from the time it was accessed.
Once this page times out, yo

will need to re-login to continue working (any unsaved data will be lost)

Hame: T3t 48
L
Proposal Ho.: 10023

Frogram Area: v

L DEG Frograms

APPROVE anb SUEMIT PROPOSAL

agmin

Please note; gnce'you ciick the submit buttan,

LEASE CLFCK THE SUBMIT BUTTON ONLY ONCE.

skip to Socti




After you submit, you will receive both a confirmation on screen with a receipt
number and an auto-generated confirmation email

Switch to: | <Select> v\ [ Go== |

a. ., ONLINE RFP

Welcome, exec user
Office of Economic and Workforce Development - Workforce Division

Print this report

TOTAL GRANT SOLUTION™

RFP Period: 11/20/2013 thru 11/20/2013
Office of Economic and Workforce Development - Workforce Division

Prope bmitted: Yes, by exec user, 11/20/2013 8:55:05 AM

RECEIPT # 40275

This is an official receipt to show that your "TEST TEST TEST RFP #1153 proposal (from RFP period
11/20/2013 thru 11/20/2013) was successfully submitted.

You'll also be getting an email confirmation from Tekmeca, Inc.

To ensure delivery of confirmation email, please check your spam/email blocker.

If your log on is not authorized to submit proposals, you will need to work with
your Executive Director, CEO, President or other official with organizational level
access to review and submit the proposal.

Refer to the document titled “Online TGS Instructions” posted under the
Document Downloads header at the bottom of the site http://oewd.org/bid-
opportunities/REP-121 for step by step instructions.

Forgotten or lost passwords for the TGS system can be retrieved by users.
Agencies who have never had a TGS account can also sign up for free and
submit a proposal for RFP 121. Please refer to the document titled “Online TGS
Instructions” under the Document Downloads header at the bottom of the site
http://oewd.org/bid-opportunities/RFP-121 for step by step instructions.

Once you press the submit button on a proposal, no edits can be made.

If you find mistakes that need to be changed prior to the proposal deadline and
prior to submission, you may make changes. Log into the online RFP and use
the “skip to section” function at the bottom of any of the entry screens to navigate
to the section you want to correct. Make your edits then continue through the
screens by clicking “next.” Review each carefully before completing the final
“submit” step above when all errors have been corrected.
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Unfortunately after a proposal is submitted, not edits can be made but a new,
replacement proposal may be submitted prior to the deadline.

Please notify Kris Damalas via email at oewd.procurement@sfgov.orq if you
submit a proposal you do NOT want considered in the review process after you
have submitted your new, replacement proposal.

If you would like to submit documents to support your proposal (letters of
support, letters of collaboration, MOUSs, or other items requested in the RFP) you
may do that prior to completing your proposal in the “organization background
document” section of the Agency Information tab. Note that this section is not in
the RFP for services module but is in TGS.

From the home screen, choose “Agency Information” from the drop down box at
the top of the screen and click “go”

" Welcome, exec user |
Office of Economic and Workfor = MWorkforce Division |,

:

Click on the “GENERAL" tab in the middle of the blue header and scroll down to
the “Organizational background documentation” section about halfway down the

page.

TOTAL GRANT SOLUTION
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Wesicome, exac usar |
OfMce of Economic and Workforce Deveiopment - Wordorea Divislan

TOTAL GRANT SOLLTION Bwtchin: | [<Baiie ¥ | [exe]

“ S ' o .

Agency Info

Pleass review your Agency Information below and update fields as nesded. Click to save agency info:
Once done, click the “Submit’ button to the right or ot the botdom .
of this page to save your data. submit

Fields with an asterizk {*) are reguired.

Full Time Empl

OrganizationSize g | VolunteerPool  [g |
N FTE® Sizein FTE*

organization Background

CSUGGESTION: Since the answers to the items below may be long, you may want to type them in a word processing program first,
then cutfpaste them into the appropriate boxas.

WHAT IS YOUR ORGAMIZATION'S MISSIDN STATEMENT? *

BRIEFLY DESCRIBE THE TYPES OF SERVICES YOUR ORGANIZATION PROVIDES TO SAM FRAMCISCO READENTE AND YOUR HISTORY OF
ACCOMPLISHMENTS. =

doc types should be uploaded: Articles of Incorporation, Articles of Incorporation Amendment, IRS Hon™

IMAGE NAME: | wsdd-157 (&1) pdf
UPLCAD DATE: | 11/1572048 403 FM UPLOADED BY: | Tkdama

DOCUMENT COMMENTS: /
TYPE:

FISCAL YEAR:

\ﬂem deon't include instruction pages.)_/
A

Click on “browse”
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In the pop up window, choose a file to upload from your computer by clicking on
it and clicking “open” Note that only PDFs should be uploaded.

& Choose File to Upload =
@ » Libraries » Documents » Scanned Documents » - | 4 Search Scanned Documents
8 , ‘
Organize » New folder > [ @
‘ ¢ Favorites Documents library i e
B Desktop Scanned Documents

18 Downloads Name Date modified Type
] Recent Places
PM  File folder

i P usC

wsdd-157.pdf

% Computer
&, Local Disk (C)
3 KDamalas (\\may-ch02\home) (H:)
25 DATA (\\may-moh01) (M:)
# DATA (\\may-ch01) (0:)
3 DATA (may-ch02) (T

& Network

File name!  wsdd-157.pdf :

You will see the file name fill in next to where you previously clicked “browse”

L)

ORGANIZATION BACKGROUND DOCUMENTATION: Use the grid below to upload applicable files

jonty these doc types should be uploaded: Articles of Incorporation, Articles of Incorporation Amendment, IRS Non-
Profit Status Letter)

Edit |.Delere | View Dooiment IMAGE NAME: | wsdd-157 (A1) paf

UPLOAD DATE T1ME201E 4:02 PM UPLOADED BY: = Thdsma

DOCUMENT COMMENTE:

TYFE:
nclede instruction page
Cr\lisers\KDamalasiDn ) Growse. upload

Confirm the correct file is chosen then click “upload”

FISCAL YEAR

Plezse don't

You will notice a note indicating the file was successfully uploaded under the

table and the table will ask you to add some additional information to the file you
uploaded.
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e Choose document type of “articles of incorporation” regardless of type of
document you're uploading.

e Change the fiscal year to “2017”

e Leave a comment in the Comments box indicating this is a document that
should be included for review. Be sure to indicate in your proposal
(question 9) how many documents and the file names that should be
attached to the proposal when it's given to the review panel. Because
some attachments may only pertain to one proposal, the notes in the
comment box here and accurate file names in question 9 will ensure that
the right attachments are connected to the right proposals.

Click “Update” on the left to save your answers — or delete to remove this
document.

i)

ORGANIZATION BACKGROUND DOCUMENTATION: Use the grid below to upload applicable files
{only these doc types should be uploaded: Articles of Incorporation, Articles of Incorporation Amendment, IRS Mon-

Profit Status Letter)

sREE Lol 3h IMAGE NAME: | wsda-157 (41) paf
UPLOAD DATE 1354 1 0

UPLOADE

UMENT

COMYENTS RFP 121 support
GO

Delzte Miew Document IMAGE MAME:  wsdd-157 (A1) pdf

m
[
B

UPLOAD DATE:  11115/2015 400 FM UPLOADED BY: Thdama
DCCUMENT COMMENTS
TYFPE
FISCAL YEAR:

PMlease don't include instruction pages.
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