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THIRD AMENDMENT 

TO CONTRACT No. 18-28-0062-OS 

BETWEEN THE 

COUNTY OF ORANGE 

AND 

MANAGED CAREER SOLUTIONS, SPC 

FOR 

THE PROVISION OF 
WORKFORCE INNOVATION OPPORTUNITY ACT (WIOA) 

TITLE I – CAREER SERVICES 

 COMPREHENSIVE ONE-STOP & VETERANS EMPLOYMENT RELATED 
ASSISTANCE PROGRAM (VEAP) SERVICES - NORTH & SOUTH REGION 

This Amendment to Contract No.18-28-0062-OS (as amended “Contract”), hereinafter 
referred to as “Third Amendment,” is made and entered into or upon execution of all necessary 
signatures between the County of Orange, a political subdivision of the State of California, 
hereinafter referred to as “County” and Managed Career Solutions, SPC, D-U-N-S Number 61-
409-4019, a California For-Profit Corporation, with a place of business at 3333 Wilshire Blvd.
Suite 405, Los Angeles, CA 90010 hereinafter referred to as “Subrecipient,” with County and
Subrecipient sometimes referred to as  “Party,” or collectively as “Parties.”

RECITALS: 

WHEREAS, The Board of Supervisors approved Contract No. 18-28-0062-OS 
(hereinafter referred to as “Original Contract”) with Managed Career Solutions, SPC, for the 
provision of WIOA Comprehensive One-Stop & VEAP Services North Region on December 18, 
2018, with an approved allocation of $4,112,500 and services commencing January 1, 2019 
through June 30, 2020; and 

WHEREAS, the County executed Amendment One to revise contract title from “WIOA 
Comprehensive One-Stop & VEAP Services-North Region” to now read “WIOA Title I Career 
Services and VEAP Services North Region” and replace Attachment A – Scope of Services with 
Attachment A-1 to remove One Stop Operator responsibilities and replace Attachment C – Budget 
Schedule with Attachment C-1; and 

WHEREAS, the County executed Amendment Two to extend the VEAP Program term 
through March 31, 2020 and replace Attachment C-1 – Budget Schedule with Attachment C-2; 
and update Paragraph 33. Notices to change address for OC Community Resources Contract 
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Development and Management Contract Administrator to 601 N. Ross, 6th Floor, Santa Ana CA 
92701-4091.  

 WHEREAS, the County now desires to amend the contract to renew the North One-Stop 
Center contract for an addition one year period beginning July 1, 2020 through June 30, 2021 with 
an annual maximum obligation of $2,500,000 and add the South One-Stop Center responsibilities 
for a one year period beginning July 1, 2020 through June 30, 2021 with an annual maximum 
obligation of $2,500,000 for a cumulative total of $5,000,000; and 

WHEREAS, to amend Paragraph 20. Disputes-Contracts; and replace Attachment A-1 
Scope of Services with Attachment A-2, replace Attachment B Payment Compensation with 
Attachment B-1, replace Attachment C-2 Budget Schedule with Attachment C-3, replace 
Attachment D Staffing Plan with Attachment D-1, replace Attachment E Performance Standards 
with Attachment E-1 and add Attachment F – Federal Award Identification Information; and  

NOW, THEREFORE, in consideration of the mutual obligations set forth herein, both 
Parties mutually agree to amend as follows: 

1. Renew contract for one year beginning July 1, 2020 through June 30, 2021 with a
cumulative annual maximum obligation of $5,000,000.

2. Paragraph 20 is hereby modified to the contract as follows:

20. Disputes – Contract to add Paragraph C. “Subrecipient will provide the County
the opportunity to cure an alleged material breach. If Parties are unable to successfully
resolve the alleged material breach, the Subrecipient will provide the County 180 days
to transition contracted services with the intent to terminate the contract.”

3. Paragraph 22 is hereby replaced in the contract as follows:

FROM:

Emergency/Declared Disaster Requirements: In the event of an emergency or if
Orange County is declared a disaster area by the County, State or Federal government,
this Contract may be subjected to unusual usage.  The Subrecipient shall service the
County during such an emergency or declared disaster under the same terms and
conditions that apply during non-emergency/disaster conditions.  The pricing quoted
by the Subrecipient shall apply to serving the County’s needs regardless of the
circumstances.  If the Subrecipient is unable to supply the goods/services under the
terms of the Contract, then the Subrecipient shall provide proof of such disruption and
a copy of the invoice for the goods/services from the Subrecipient’s supplier(s).
Additional profit margin as a result of supplying goods/services during an emergency
or a declared disaster shall not be permitted.  In the event of an emergency or declared
disaster, emergency purchase order numbers will be assigned.  All applicable invoices
from the Subrecipient shall show both the emergency purchase order number and the
Contract number.
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TO: 
 
“Declared Emergency Requirements: In the event of a declared emergency by the 
County, State or Federal government, this Contract may be subjected to unusual 
requirements in support of the declared emergency. The Subrecipient shall service the 
County during such declared emergency under the same terms and conditions that 
apply during non- emergency conditions. The terms negotiated by the County and 
Subrecipient for all contracted services shall apply to serving the County’s needs 
during the declared emergency regardless of the circumstances unless deem non-
essential by the County, State and/or Federal government. If the Subrecipient is unable 
to provide services under the terms of the Contract, then the Subrecipient shall provide 
written justification. Additional program or administrative costs as a result of 
providing services during an emergency shall not be permitted. During a County, State 
and/or Federally declared emergency the County may require the Subrecipient to 
temporarily reassign or relocate staff to a County specified location in support of the 
continuation of essential services within the Contract provisions.” 
 

4. Paragraph 67 is hereby added to the contract as follows:  
 
“67. Transitional Requirements: One-hundred and eighty (180) days prior to the 
expiration/cancellation of the term of the Contract, Subrecipient shall provide the 
County with a plan for transitioning services provided under this Contract to the 
County, or third party(ies) designated by the County, upon the termination or 
expiration of the Contract for any reason (“Termination Transition Plan”).  
Subrecipient’s Termination Transition Plan shall include all details necessary to guide 
Subrecipient, County, and other third-party vendors through the process of migrating 
all functions and services previously performed by Subrecipient to the County or its 
new designee(s) and shall include at least the following elements: 
 

A. Meets County timeline requirements; 
B. Details specific transition activities to be accomplished; 
C. Assigns responsibility for owning the execution of each transition activity; 
D. Assigns responsibility for all supporting roles for each transition activity; 
E. Includes timelines detailing expected durations for each transition activity; 
F. Is documented and available to all entities associated with providing services 

under the Contract; 
G. Ensures appropriate subject matter experts are assigned to plan development; 

and 
H. Identifies termination risks associated with transitioning the services. 

 
The County shall have the right to approve and request modifications to the 
Termination Transition Plan, and Subrecipient shall make all such modifications in a 
timely manner.  
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The Parties acknowledge and agree that County’s operations are dependent on the 
services provided under this Contract and County’s inability to receive such services 
may result in irreparable damages to County. 
 
The provisions of this clause shall survive the expiration or termination of this 
Contract.” 
 

5. Paragraph 68 is hereby added to the contract as follows:  
 
“68. Set-Off: In addition to, and cumulative of, all other remedies at law, in equity or 
provided under this Contract, County may set off against any and all amounts 
otherwise payable to Subrecipient pursuant to any of the provisions of this Contract:  
(A) any and all amounts claimed by County in good faith to be owed by Subrecipient 
to County pursuant to any of the provisions of this Contract; (B) any and all amounts 
claimed by County in good faith to be owed by Subrecipient pursuant to any other 
written agreement between the Parties; and (C) any costs previously invoiced by 
Subrecipient that (i) have been determined by the County, or applicable California or 
federal authority, to be disallowed or ineligible under WIOA and/or all applicable 
laws, regulations, and requirements set forth in Paragraph 66 (Compliance with Law 
– Contract) of this Contract, and (ii) have not been reimbursed to the County after 
sixty-days’ notice that such cost is disallowed or ineligible under WIOA.  Within 
twenty (45) calendar days after any such set-off by County, County shall provide 
Subrecipient with a written accounting of such set-off and a written statement of the 
reasons, therefore.” 
 

6. Paragraph 69 is hereby added to the contract as follows:  
 
“69. No Termination or Suspension of Services (Continued Performance): 
Notwithstanding anything to the contrary contained herein, and even if any dispute 
arises between the Parties or Subrecipient alleges the County’s breach of contract, and 
regardless of whether the Parties require at any time the use of any dispute resolution 
procedures in Paragraph 20 (Disputes – Contract) or otherwise established by the 
Parties in writing, or the exercise of Paragraph 68 (Set-Off), in no event nor for any 
reason shall Subrecipient, during the term of the Contract, suspend or otherwise 
interrupt the provision of services to the County or under this Contract, interrupt any 
obligations of or related to a Termination Transition Plan, disable any assets used to 
provide services, or perform any other action that prevents, impedes, or reduces in any 
way the provision of services or the County’s ability to conduct its activities, unless: 
(A) authority to do so is granted by the County’s Contract Administrator (or his or her 
designee) in writing or conferred by a court of competent jurisdiction; or, (B) the term 
of this Contract has expired, or been terminated pursuant to Paragraph K 
(Termination) hereof and Subrecipient has performed all services required to complete 
the Termination Transition Plan to the satisfaction of the County, and the Contract 
Administrator has provided written notice thereof.” 
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7. A-1 Scope of Services is hereby replaced with Attachment A-2. 
 

8. Attachment B is hereby replaced Payment Compensation with Attachment B-1. 
 

9. Attachment C-2 is hereby replaced Budget Schedule with Attachment C-3. 
 

10. Attachment D is hereby replaced Staffing Plan with Attachment D-1. 
 

11. Attachment E is hereby replaced Performance Standards with Attachment E-1. 
 

12. Add Attachment F Federal Award Identification Information.  
 

Except as otherwise expressly set forth herein, all terms and conditions contained in the Contract, 
including any amendments/modifications, are hereby incorporated herein by this reference as if 
fully set forth herein and shall remain in full force and effect. 
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IN WITNESS WHEREOF, the Parties hereto have executed this Third Amendment on the dates 
with their respective signatures: 
 
 
*MANAGED CAREER SOLUTIONS, SPC 
 
By:   By:   

Name:   Name:   

Title:   Title:   

Dated:   Dated:   

 

*For Contractors that are corporations, signature requirements are as follows:  1) One signature by 
the Chairman of the Board, the President or any Vice President; and 2) One signature by the 
Secretary, any Assistant Secretary, the Chief Financial Officer or an Assistant Treasurer. 
 
For Contractors that are not corporations, the person who has authority to bind the contractor to a 
contract, must sign on one of the lines above. 
 
******************************************************************************* 
 
 
COUNTY OF ORANGE 
A Political Subdivision of the State of California 
 
 
By:   Dated:   

 Dylan Wright, Director 
 OC Community Resources 
 
 
 
APPROVED AS TO FORM 
DEPUTY COUNTY COUNSEL 
 
 
 
By:    Dated:   
 

 DEPUTY COUNTY COUNSEL 
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SCOPE OF SERVICES 
COMPREHENSIVE ONE-STOP SERVICES 

NORTH & SOUTH REGION 
 

The General Program Requirements have been designed to provide the framework wherein the Subrecipient will 
provide services to participants. The Workforce Investment Act (WIA) was reauthorized on July 22, 2014 as the 
Workforce Innovation and Opportunity Act (WIOA).  WIOA Final Rule, Training and Employment Notices (TENs), 
Training and Employment Guidance Letters (TEGLs), Employment Development Department (EDD) Directives, 
and other issued guidance by Federal of State entities, provide guidance for WIOA both statewide and for local 
workforce investment systems. Subrecipient will provide Title I Career Adult and Dislocated Worker Services for 
the Orange County One-Stop System, as identified within this Attachment A-2.  

 
I. COORDINATION 

 
A. General Overview 

 
1. The Workforce Innovation and Opportunity Act (WIOA) (Pub. L. 113-128) establishes comprehensive 

legislation that reforms and modernizes the public workforce system. WIOA reaffirms the role of the 
public workforce system, and brings together and enhances several key employments, education, and 
training programs.  It ensures that the workforce system operates as a comprehensive, integrated and 
streamlined system to provide pathways to prosperity for those it serves and continuously improves the 
quality and performance of its services. 

 
2. In Partnership with the Orange County Board of Supervisors and the Orange County Development 

Board, the County of Orange Community Investment Division oversees Orange County's workforce 
development activities and establishes programs in response to the workforce needs of Orange County, 
including labor market information, employment and training services, and business assistance. Central 
to the County of Orange’s ability to provide services is the Orange County One-Stop Career Centers, a 
proud partner of America’s Job Center of California (AJCC) network and young adult employment and 
training programs located throughout the County. The County of Orange designs and implements 
programs and services for businesses, adult job seekers, dislocated workers and young adults, working 
in close collaboration with education, business, labor, economic development and other organizations 
with a stake in preparing the County’s workers to contribute to our growing economy. 

 
3. The One-Stop Centers and affiliate locations will continue to serve as the service delivery system for 

programs funded under the WIOA and its partner programs. The Orange County One-Stop System is a 
collaboration of organizations and agencies that are responsible for the administration of workforce 
development, educational, social services and other human services programs and funding streams that 
provide assistance to clients receiving services through the Orange County One-Stop Centers. 

 
4. Subrecipient shall serve as the Career Services Provider of the North & South One-Stop Center 

for the Orange County Development Area as outlined within this Attachment A-2.  Subrecipient 
shall provide a comprehensive menu of programs and services as required by the WIOA. 

 
5. To comply with the requirements of this Agreement, Subrecipient shall deliver workforce development 

services to One-Stop Center (North & South) and identified affiliate locations.  The services shall be 
provided to eligible adults, dislocated workers and other designated special populations. Services that 
must be made available to One-Stop clients are outlined in Section III. Supportive services and training 
opportunities shall be funded and made available to WIOA eligible participants.  
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6. Subrecipient shall conform to all WIOA regulations, directives and policy guidance issued by the DOL, 
EDD, State, OCDB and County of Orange Community Investment Division Director of Workforce 
Development during the term of this Agreement.  

 
B. Service Delivery Area 

 
1. Services in the Northern & Southern Region shall be offered through the following: 

 
a. One-Stop Center in Garden Grove at 7077 Orangewood Ave. Suite 200, Garden Grove, CA 92841  
b. Los Alamitos Joint Forces Training Base at 11200 Lexington Dr. Bldg. 244, Los Alamitos, CA 

90720 
c. Theo Lacy Facility at 501 The City Drive South, Orange, CA 92868 
d. Tustin Emergency Shelter at 2345 Barranca Pkwy, Tustin, CA 92782 
e. Orange County Mobile Unit (upon request and availability) 

 
2. Subrecipient currently holds the Garden Grove and Los Alamitos location leases.  The Subrecipient 

agrees to make every reasonable attempt to transfer the leases to the County or the One Stop Operator 
for the locations as soon as practicable.  Until such a transfer is completed, Subrecipient shall maintain 
the leases for the Garden Grove and Los Alamitos locations at all times during the term of this 
Contract. 
 

3. One Stop center and/or other service locations.  Subrecipient acknowledges and agrees that the 
County, in its sole and absolute discretion, shall have the right to add, change, or remove One-Stop 
Center and other service locations.  Subrecipient shall be obligated to provide any and all services 
described in the Contract and this Attachment A-2 (Scope of Services), or any portion thereof, 
including, but not limited to, staff and services at all future locations approved by the County, under 
the same rates, reimbursement cost structure, and terms stated in the Contract and this Third 
Amendment.  In the event the County notifies Subrecipient of its intent to change the location for 
services, within five (5) days after such notice, Subrecipient shall begin working with the County to 
implement the location change and shall promptly assist the County to prepare an amendment to the 
Contract memorializing the change. 
 

4. In addition to the providing the services described in the Contract and this Attachment A-2 in person 
and on-site, Subrecipient shall also make all, or portion of such services available through electronic 
means including but not limited to on-line, over the telephone, through platforms identified by the 
County of Orange Community Investment Division, all as directed by the County. 

 
II. SERVICE STANDARDS 

 
A. Hours of Operation and Schedules 

 
1. Regular Hours of Operation:  All center(s) shall be fully staffed during all scheduled hours of 

operation. Hours of operation shall effectively serve the needs of its clients. Accordingly, the County 
of Orange may require additional evening hours, should it be deemed necessary. 

 
Hours of Operation (Garden Grove) 
Monday, Tuesday, Thursday, & Friday 9:00 a.m. – 6:00 p.m. 
Wednesday 9:00 a.m. – 8:00 p.m. 
Saturday 9:00 a.m. – 1:00 p.m.  
Sunday Closed 
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Hours of Operation (Los Alamitos Joint Forces Training Base) 
Monday, Tuesday, Wednesday, Thursday, & Friday 8:00 a.m. – 5:00 p.m. 
Saturday & Sunday  Closed 

 
Hours of Operation (Theo Lacy) 
Monday, Tuesday, Wednesday, & Thursday 9:00 a.m. – 6:00 p.m. 
Friday Closed 
Saturday & Sunday Closed  

 
Hours of Operation (Tustin Shelter) 
 Tuesday, Wednesday &Thursday  9:00 a.m. – 6:00 p.m. 
Monday & Friday Closed 
Saturday & Sunday Closed 

 
Hours of Operation (Mobile Unit) by appointment only 
Monday, Tuesday, Wednesday, Thursday, & Friday 9:00 a.m. – 6:00 p.m. 
Saturday & Sunday 9:00 a.m. – 1:00 p.m.  

 
2. Holiday Operation Schedules:  Subrecipient shall ensure that arrangements are made to keep full-

service delivery available throughout the year. The following County-observed holidays shall be 
observed: 
 

County Holidays 
Independence Day Christmas Day 
Labor Day New Year’s Day 
Columbus Day Martin Luther King Jr. Day 
Veteran’s Day Observed Lincoln’s Day 
Thanksgiving Day President’s Day 
Day after Thanksgiving Memorial Day 

 
Subrecipient shall adhere to the County of Orange calendar for specific holiday dates. 
 

3. Telecommuting: Subrecipient must submit written request with justification and must obtain written 
approval from the County prior to authorizing staff to telecommute under this Contract. Subrecipient 
must have an active and County approved Telecommute Policy and Telecommute Employee 
Agreement template. Subrecipient will be responsible to ensure staff possess the proper tools and/or 
available resources provided by the Subrecipient to support the continuation of services. In addition, 
Subrecipient will be responsible to ensure the services provides are within the provisions and 
guidelines of this contract and WIOA regulations.  
 

B. General Staffing Requirements 
 
1. There shall be the requisite number of staff hired by the Subrecipient to operate program services as 

outlined in this Attachment A-2 and as provided for in the budget attached to this Agreement. 
 

2. Subrecipient shall ensure that all program staff has received training in customer service, 
communication skills, and proficient computer skills (Windows, Microsoft Office, and CalJOBS). 
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Program staff shall have a complete understanding of the services that are provided by the Subrecipient 
as well as the co-located partners. 

 
3. Subrecipient shall ensure that all Title I Career Services staff receives continuous on-going 

training in Workforce Development and Title I Career Services included but not limited to; case 
management, WIOA participant eligibility, customer service, developing participant IEP’s, follow up 
services, support services, CalJOBS (to include system enhancements and data entry), serving targeted 
populations, soft skills, identifying transferable skills, resume writing, interview techniques, 21 
Century Workforce skills, ACT Assessments, serving clients with barriers, trauma informed training, 
County endorsed trainings, etc., and all other available WIOA related training designed to increase 
staff development and ensure effective delivery of client services.  
  

4. Subrecipient shall be responsible for immediately filling any vacancies, which may occur during the 
term of this Agreement in order to ensure the continuous and efficient delivery of services to clients. 
Subrecipient shall fill vacancies with individuals that demonstrate the appropriate experience and 
levels of education required for the position.  

 
5. Subrecipient shall utilize temporary staff only to the extent that not doing so will have a negative 

impact on service delivery or meeting program deliverables including invoices. Use of temporary staff 
shall be kept to a minimum and a separate budget must be developed for this purpose at the beginning 
of the fiscal year. Applicable Federal, State and County procurement policies shall be adhered to.  

 
6. Subrecipient may host work-experience and internship activities to workforce participants only to the 

extent to provide work-based training to the individual and in doing so will not displace, replace, or 
substitute regular staff upon the written approval of the Orange County Community Investment 
Division Director of Workforce Development. Use of work-based training participants as staff shall 
comply with applicable State and County worker displacement prohibition policies.  

C. Staff Position Requirements 

1. Program Manager- Subrecipient shall staff one (1.00 FTE) Title I Career Services Program Manager 
who shall manage the successful implementation of the One-Stop Title I Career Services for Adults 
and Dislocated Workers assuring that all contractual commitments are met. Ultimately, the Program 
Manager is responsible for adherence to federal, state, and local policies. Ensures that all supervisory 
staff have access to budgets and expenditure plans to better manage programs that they are responsible 
for. Program Manager shall hold Case Manager Staff accountable for Contract performance, 
compliance, ensure CalJOBS data entry, program performance and operating within funding 
guidelines. The Program Manager shall establish and maintain a positive working relationship with the 
funding source and all workforce partners both in-house and within the community.  Facilitates project 
accomplishments and ensures that management decisions and contractual goals are understood and 
supported by staff.  The Program Manager shall be directly responsible for all fiscal and program 
oversight pursuant to this Contract.  

2. Case Management Supervisor- Subrecipient shall staff two (2.00 FTE) Case Management 
Supervisors who shall manage the day to day operations of the Orange County North & South One-
Stop Title I Adult & Dislocated Worker Career Services Case Management Staff. The Case 
Management Supervisor shall ensure that their staff provide employment, education, training, labor 
market information, support services and follow up services in accordance with the Workforce 
Innovation Opportunity Act. Program.  The Case Management Supervisor shall ensure all program 
activities are in compliance with all federal, state and local regulations, policies, guidance letters and 
directives.  In addition, the Case Management Supervisor shall ensure that staff provide quality 
customer service, meet Contract program performance, ensure CalJOBS data entry, implement 
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employer driven workforce training and customer-centered programs to Orange County One-Stop 
system clients.  

3. Case Manager- Subrecipient shall staff no less than sixteen (16.00 FTE) Case Managers who shall 
provide direct services to jobseekers. Case Managers shall be client-oriented professionals who are 
knowledgeable about providing WIOA program and training services.  Case Manager shall provide 
case management, comprehensive employment plan, labor market education, employer driven training, 
community referrals, ensure CalJOBS data entry, participant supportive and follow up services in 
accordance with the Workforce Innovation Opportunity Act. Case Managers shall ensure program 
participants are provided with quality program and services that meet individual needs and supports 
participants becoming economically self-sufficient.  Case Managers must be able to create good 
working relationships with all individuals including those who are from difficult to serve populations. 
All Case Managers shall be proficient in providing WIOA title I career services.   

Training Coordinator- Subrecipient shall staff no less than two (2.00 FTE). Training Coordinators 
shall monitor and track all training activity including but not limited to Individual Training Accounts 
(ITA), Incumbent Worker Training (IWT), on-the-job trainings (OJT) and Work Experience Programs 
(WEX) in coordination with the IEP, Case Manager and Employment Specialist. Training Coordinators 
shall conduct follow-up activities with both program participant(s) and businesses to ensure the quality 
of workforce services provided are in alignment with program objectives and are employer driven. The 
Training Coordinator shall provide support to clients seeking additional services and must obtain 
documentation of client outcomes and input data in the CalJOBS System. Training Coordinator shall 
be proficient in providing WIOA title I career services.   
 

4. Employment Specialist - Subrecipient shall staff no less than four (4.00 FTE) Employment Specialist 
shall link business clients entering the One-Stop Center or referred by the County Business Solutions 
Team to qualified jobseekers in the Orange County One-Stop system. Employment Specialist shall 
coordinate employer referrals, onsite hiring events, reverse job fairs, develop subsidized and 
competitive employment opportunities with prospective employers.  Employment Specialist shall 
assist business clients with developing job postings, entering employment opportunities in the 
CalJOBS system, coordinating interviews, assist in the development of On-the-Job training contracts, 
provide ACT WorkKeys Job Profiling services to employers. Employment Specialist shall be 
responsible for identifying, developing, and maintaining high level employer relationships for 
subsidized employment placements and competitive employment opportunities. Employment 
Specialist shall assist participants with self-directed placement activities to secure competitive 
employment, securing subsidized employment opportunities to include completing employment 
applications, scheduling interviews and assisting participant with interview follow up communication. 
 

D. Workforce Professional Staffing Requirements 
 
1. Subrecipient staff shall be client-oriented professionals who are knowledgeable about providing WIOA 

title I career Services to individuals with barriers to employment. Staff shall be able to build one-on-
one working relationships with clients to aid in eliminating challenges that are hindrances to obtaining 
and retaining employment. Staff must be knowledge of tools and techniques such as trauma informed 
training and mindset changing to provide the ultimate level of support to individuals who have been 
categorized as difficult to serve.   
 

2. Staff shall be fully trained on how to provide WIOA Title I Career Services to adults, dislocated 
workers, veterans, job seekers with barriers to employment, and individuals with disabilities. Staff 
must be able to access and enter data into the CalJOBS system, meet Contract performance, provide 
labor market information, create career pathways to in-demand occupations. 
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3. Subrecipient shall ensure that staff understand the contractual requirements and programmatic 
objectives of this Agreement. 

 
4. Staff shall have knowledge of WIOA Final Rule, Department of Labor TEGLs, Department of Labor 

CFR Chapter II, Part 2900 et al. Uniform Administrative Requirements, Cost Principles and Audit 
Requirements for Federal Awards, December 19, 2014, State EDD Directives/Information Notices, 
California Department of Aging (CDA) Program Memos and Bulletins, and County of Orange Policies 
and Procedures. Staff shall be informed of any new guidance, as it is released. Staff shall participate in 
One-Stop partner meetings, One-Stop provider training(s), and all other trainings deemed necessary 
for quality delivery of services by Orange County Community Investment Division Director of 
Workforce Development. 

 
5. Staff shall be trained in WIOA Adult and Dislocated Worker Programs in addition to 

discretionary/specialized programs to best leverage available funding and to maximize service 
provision. Staff shall be expected to have effective communication and writing skills and possess a 
high degree of computer literacy. Subrecipient shall determine appropriate staffing.  
 

6. Notwithstanding, all Staff shall be proficient in performing the following duties:  
 

a. Conduct outreach, recruitment and eligibility determination to a targeted population; 
b. Conduct objective job skills assessment, using ACT WorkKeys, for eligible clients to ensure 

appropriate evaluation; 
c. Formulate and coordinate comprehensive employment plans with specific and measurable 

vocational goals; 
d. Develop a customized professional resume for every enrolled client; 
e. Provide career planning to all clients (including those in training) in all areas related to 

gaining/retaining employment and career advancement; 
f. Provide networking and individual branding guidance leading to employment for every 

enrolled customer;   
g. Determine supportive services and training needs including making appropriate referrals, 

tracking progress and maintaining attendance records; 
h. Maintain regular contact with clients (at a minimum of once every thirty days) and provide 

a substantial service; 
i. Maintain documentation for regulatory and contractual compliance, and maintain detailed 

case files and complete all required MIS, statistical and performance reports;  
j. Develop relationships with all training providers and partner agencies; 
k. Provide specific guidance in transferable skills for all clients transitioning between industry 

clusters; 
l. Use Labor Market Information to assist job seekers in making informed decisions about job 

training and career pathways;  
m. Have a comprehensive understanding of LMI trends, demand occupation criteria and the 

County of Orange’s Approved Training Partner Directory (ATPD) to enhance placements; 
n. Ensure active job placement no later than when a client reaches 75% of training completion; 
o. Disseminate specific information for upcoming events, job fairs, etc. that would benefit the 

client; 
p. Provide job development and assist clients in unsubsidized job placement earning a livable 

wage; 
q. Provide retention and follow-up services for a twelve (12) month period, with follow-up 

commencing immediately after employment begins or program exit; and 
r. Utilize the CalJOBS system for documenting all job seeker activities. 
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E. CalJOBS 
 
CalJOBS is a web-based fully integrated system that supports the administration of the WIOA programs.  
 
Subrecipient shall be responsible for the following hardware and software specifications for client and 
staff computer workstations utilizing CalJOBS: 
 

System Hardware Required Software Required Connectivity 
Client  
Workstation  

Processor: PIII or higher 

Memory: 2 GB of RAM or 
higher 

Display:  Super VGA (800 X 
600) or higher-resolution 
video adapter and monitor 

Operating System: 

Microsoft Windows 10 or 
higher 

Macintosh OS X v10. 4.8 
(Panther) or higher 

3rd-Party Software 
(described after table): 

Meadco ScriptX ActiveX 7.4/ 
Object¹/ Microsoft Silverlight 
3²   

 

DynamSoft HTML5 
Document Scanning  

 

Minimum:   

Dedicated broadband 
or high-speed access, 
380k or higher 

Staff/ 
Administrator 
Workstation 

Processor:  PIII or higher 

Memory:  2GB of RAM or 
higher 

Display:  Super VGA (800 X 
600) or higher-resolution 
video adapter and monitor 

Operating System: 

Microsoft Windows 10 or 
higher 

Macintosh OS X v10. 4.8 
(Panther) or higher.  

JAWS for Windows software 
for visually impaired access 
(optional)  

 

3rd-Party Software 
(described after table): 

Meadco ScriptX ActiveX 7.4/ 
Object 

Microsoft Silverlight 3 

DynamSoft HTML5 
Document Scanning  

 

Minimum:   

Dedicated broadband 
or high-speed access, 
380Kbps or higher 
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Subrecipient shall: 
  

a. Ensure strict adherence to all federal, state and local requirements related to CalJOBS; 
b. Must input all participant data in to the CalJOBS system within 5-business days of service 

delivery, reported client update or program changes;  
c. Establish quality control procedures to protect the integrity of data pertaining to participants, 

services and outcomes; 
d. Ensure that all staff designated to handle data entry and data management receive training on 

CalJOBS functionalities and limitations; 
e. Install a system to establish staff accountability for data entered; 
f. Establish a review process for CalJOBS reports that include participant rosters and other reports 

provided by the County of Orange; 
g. Ensure strict adherence to proper handling of personally identifiable information (PII) and other 

confidential participant information; and 
h. Ensure access to CalJOBS is limited to only active staff members.  

 
Subrecipient shall ensure immediate implementation of any future changes in data collection and reporting 
per direction from County of Orange.  

 
F. Website  

 
In concurrence with Orange County, current website shall be maintained by the One-Stop Operator to 
allow clients to access information about services and programs that are available through the One-Stop 
Center(s). Subrecipient shall provide monthly content to include job fairs notices, monthly One-Stop 
center training calendar, special events, public notice, and all other relative information to the 
Orange County One-Stop Operator no less than 15 days in advance of the date of the event and or month.  
The Subrecipient must review website content monthly to ensure information is accurate and up to date 
and provide updates to the Orange County One-Stop Operator as needed.  
 
The domain ownership (website address: www.oconestop.com) is owned by the County of Orange. 
 

G. Communication, Distributed Material and Postings, and Physical and Program Access Standards 
 
1. All outreach and recruitment materials, press releases, printed or electronic material that reference 

elected officials, County of Orange shall be submitted to the County of Orange administrative office 
for review and approval prior to use or release. The County of Orange will require a minimum of five 
(5) working days to review and approve. Communication is not considered approved for release until 
subrecipient receives written approval from the County of Orange. All published or electronic 
materials shall promote the Orange County One-Stop System. These materials must also include 
appropriate America’s Job Center of California tagline consistent with the local AJCC branding 
standards. Must identify funding is made available through the U.S. Department of Labor Employment 
and Training Administration Workforce Innovation Opportunity Act (WIOA), Orange County 
Development Board and Orange County Community Services Workforce and Economic Development 
Department.   
 

2. All logos and naming conventions shall be provided by the County of Orange to maintain quality and 
consistency. Logos shall be of sufficiently high resolution to be fully legible on all media deployed. 

 
3. Language requirements for all printed material and other information at the One-Stop Center(s) shall 

be provided in English, Spanish, Farsi, Korean and Vietnamese. Whenever feasible, language barriers 
shall be removed so that all visitors to the One-Stop Center(s) feel welcomed and have a positive 
experience.  
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4. Notice and communication requirements where materials indicate that the Subrecipient may be reached 

by telephone, the telephone number of any TDD/TTY or relay service used by the Subrecipient shall 
be indicated. If the Subrecipient does not have a TDD/TTY, the California Relay Service (CRS) (1-
800/735-2922) is an alternative.  

 
5. Information and services accessed electronically shall be established by the Subrecipient policy and 

procedure which assures that the notice requirements of Title 29 CFR Part 38 are met. 
 
6. Distributed publications, broadcasts, and other communications, which promote WIOA programs or 

activities, shall include the following specific taglines: 
 
This WIOA Title I financially assisted program or activity is an equal opportunity 
employer/program. Auxiliary aids and services are available upon request to individuals with 
disabilities. 
 
Subrecipient shall include the following tagline on all flyers, notices, web-sites and other 
communication promoting, advertising and/or informing the public of meetings, workshops, seminars, 
job fairs, etc. sponsored by or offered by the Subrecipient: 
 
If you need special assistance to participate in this _______ (meeting, workshop, etc.), call 
________. Please call 48 hours in advance to allow the One-Stop Center to make reasonable 
arrangements to ensure accessibility to this ___________ (meeting, workshop etc.). 
 

7. Subrecipient shall be responsible to post the “Equal Opportunity Is The Law” and the “Summary of 
Rights and Program Grievance and Complaint Procedures” in prominent locations, and in appropriate 
formats to individuals with visual impairments. Postings shall be provided in English, Spanish, Farsi, 
Korean and Vietnamese. Updated client acknowledgement forms (EO and Programmatic Grievance) 
must be made available in English, Spanish, Farsi, Korean and Vietnamese, which will be provided by 
the County of Orange. 

 
8. Subrecipient shall ensure availability to assistive technology for individuals with physical limitations.  

Subrecipient shall provide and ensure that individuals with disabilities have access to easy-to-follow 
directions to use assistive technology readily available and visible. Resources in the One-Stop Center 
shall be in compliant with Americans with Disability Act (ADA). 
 

H. Quality Assurance Review 
 
Subrecipient shall be responsible for quality assurance review of their fiscal and program operations 
(including all special projects) which includes, but is not limited to, a quality assurance system to review 
case files, including CalJOBS electronic files, client’s WIOA eligibility determination and documentation, 
IEPs, reports (issued by CalJOBS, State, and/or Local agencies), gaps in service delivery, provision and 
documentation of substantial services, timely client exit, performance outcomes, follow-up activities, 
property management (including maintenance of up-to-date equipment inventory lists in each service 
location, purchases, expenditures and invoices, federal and state requirements for universal programmatic 
and physical access to services and activities (including access for individuals with disabilities). Quality 
and consistency of services among One-Stop Center locations, programs and staff is essential. The WIOA 
Title I Career Services Service Provider shall be responsible for leading the quality assurance review on 
a quarterly basis. 
 
Subrecipient shall produce all quality assurance review documentation upon request by the County 
of Orange administrative office. 
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1. Subrecipient shall establish and follow a standardized review methodology that: 

a. Includes procedures for conducting a quality assurance review on all contracted program and 
fiscal activities.  To include review of expediters against budget to ensure compliance OMB 
requirements and WIOA.   

b. Must develop a written report to include recorded findings, any needed corrective action, and due 
dates for the accomplishment of corrective actions; 

c. Requires systematic follow-up to ensure that necessary corrective action has been taken and 
outstanding issues are addressed and resolved; and 

d. Requires that following the completion of each internal monitoring, completed reviews are 
verified and a list of files reviewed is maintained. 
 

2. In addition to Item #1 above, the Subrecipient shall follow their regular (day-to-day) internal review 
processes to support high standards of service provision and documentation. This shall include 
periodic file review and immediate correction of issues noted.  

3. Subrecipient shall conduct a baseline analysis of client flow, program delivery, career planning 
strategies and tools, business process and service improvement once per program year.  Subrecipient 
must develop a policy and procedures to ensure client flow and program delivery are in place.  
Subrecipient shall provide a copy of their program delivery policy, procedures and all other 
documentation of the process followed and the results of the analysis to the County of Orange 
administrative office by July 31, 2020. 

4. Subrecipient shall take corrective action measures as a result of findings identified through federal, 
state and County monitoring within 15 days of notification. Repeat and systemic findings identified 
in any federal, state and County compliance monitoring may result in a possible loss or reduction in 
funding and/or other sanctions issued by the County of Orange. 

5. Subrecipient shall participate in industry-wide forums to learn about best practices, improvements in 
service delivery, recommend corrective actions, implement process improvements. These activities 
shall be included in the Monthly Program Performance Reports. 

I. Documentation and File Maintenance 
 
1. Case Files shall be maintained for every enrolled client. Subrecipient shall have a physical file and an 

electronic file (e.g. CalJOBS electronic file). At a minimum, participant physical and electronic case 
files shall include documentation of the following: 
 

a. Program eligibility and determination of need;  
b. Client signature evidence of Equal Opportunity (EO) and programmatic grievance forms; 
c. All source documents needed for validation (as referenced in applicable County of Orange 

Policies and State Directives and Information); 
d. All MIS forms; 
e. Initial and/or Comprehensive Assessments, as applicable; 
f. Individual Employment Plan (IEP), including all updates of services provided, completed and 

signed by participant; 
g. Completed resume for clients being enrolled into Individualized Career Services; 
h. Approved Individual Training Account (ITA) voucher (if applicable); 
i. Progress reports, time and attendance; 
j. Signed Employer or Worksite Agreement, timesheets, certificate, and other related documents 

for On-the-Job Training (OJT) or Transitional Jobs, Work Experience (WEX), as applicable; 
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k. Supportive Services documentation including participant signature of receipt; and 
l. Case management notes in CalJOBS showing provision of all substantial services provided. 
m. Participant physical and electronic case files shall reflect both quality services and regulatory 

compliance. 
 

2. Confidential Information: Personally Identifiable Information (PII) and information designated as 
sensitive (both hardcopy and electronic) relating to services received by WIOA clients including 
information regarding medical and/or substance abuse treatments shall be subject to federal, state and 
County privacy/confidentiality guidelines.  
 
Files shall not include any documentation that discloses an individual’s disability status (including 
individuals who do not have a disability). Any mention of disability-related information shall be placed 
in a separate file, located away from the main file. 

 
Subrecipient shall ensure that staff are properly trained and updated for safeguarding protected PII and 
information designated as sensitive. Staff shall be trained regarding the proper treatment, release and 
security of the records. Access and release of records shall be in accordance with applicable guidelines. 
All staff shall follow the guidelines on the County of Orange release of information form and shall 
obtain an original of the form prior to releasing information to anyone other than the client. Emails 
containing PII must be encrypted and transmitted through secure email protocols. 
 

3. Security: Subrecipient shall maintain all client files in locked cabinets accessible only to authorized 
personnel. In addition, Subrecipient shall maintain an Information Technology (IT) usage policy and 
procedures to support security obligations regarding all confidential and sensitive information. A copy 
of the Subrecipients policy and procedures shall be submitted to the County of Orange by July 
31, 2020. 
 

J. Customer Service and Client Satisfaction  
 
1. Satisfaction surveys shall be made available to all individuals and employers by providing a paper or 

electronical survey via a format provided by Orange County Community Investment Division Director 
of Workforce Development. Orange County Community Investment Division Director of Workforce 
Development will review and evaluate the data collected and make the results available to the 
Subrecipient.   
 

2. Subrecipient shall communicate to their staff that meeting client satisfaction and expectations is a 
primary goal. Therefore, all workforce development activities must be client centered and Orange 
County will be conducted surveys with clients and One-Stop system partners on the performance of 
workforce services offered.  Orange County will review and evaluate the data collected. The 
Subrecipient shall be responsible for the implementation of corrective action(s) with respect to survey 
findings or trends related to the services provided under this Agreement. 
 

3. Subrecipient shall be proactive in requiring staff to adopt customer focused principles targeted toward 
achieving high client satisfaction and which meet client expectations in their delivery of services under 
this Agreement. This may include the provision of professional development, in-service training, role 
modeling, case studies, and other techniques and strategies applicable to fostering the adoption of a 
value system, which is based in continuous improvement principles. Subrecipient shall have 
established procedures for progressive discipline, including verbal and written warnings leading up to 
termination. Subrecipient must also respond to and correct County of Orange concerns regarding 
under-performing staff within 5 days. 
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4. Subrecipient shall be proactive in maintaining a customer centered design for the One-Stop Centers, 
as described in the Local and Regional Plans, taking into consideration, Anaheim and Santa Ana. 
Subrecipient shall incorporate new innovations that are specifically tailored to meet the One-Stop 
customers’ needs. 

 
5. Subrecipient shall work with the One-Stop center mandatory / non-mandatory partner(s) staff to ensure 

that client specific services are provided. Subrecipient shall ensure participants are co-enrolled into 
One-Stop center mandatory / non-mandatory partner(s) programs when doing so will benefit 
participants outcomes.  Subrecipient shall meet with the One-Stop center mandatory / non-mandatory 
partner(s) staff and the One-Stop Center Operator for suggestions on how to improve client services as 
defined in the MOU.  

 
6. Subrecipient shall work with County designated One-Stop Operator to ensure that client is receiving 

benefits from a coordinated network of workforce development partners. Subrecipient shall meet with 
One-Stop Operator monthly for suggestions on how to improve client services as defined in the MOU. 
This may include staff being trained on partner’s eligibility requirements, co-case management, cross 
braiding of resources, etc.  

 
7. Subrecipient shall provide at least one (1) testimonial each month from job seeker client and/or 

business clients to the County of Orange. Subrecipient must obtain clients authorization to release prior 
to sharing information.  Examples of testimonials may be a client success story or a letter from a client. 
Testimonials may be released to the public. Subrecipient shall maintain an appropriate “release” from 
the client. Monthly testimonials shall be included in the Monthly Program Performance Report. 

 
K. Organizational Chart: 

 
1. Subrecipient shall maintain a current organizational chart along with corresponding functional job 

descriptions for every classification funded by WIOA, in whole or in part. Subrecipient shall provide 
an updated organizational chart along with functional job descriptions to the One-Stop Operator 
and County of Orange Director of Workforce Development by July 31, 2020. In addition, 
Subrecipient shall provide updates to organizational charts to the One-Stop Operator and 
County of Orange Director of Workforce Development with the monthly program performance 
reports and whenever staff changes occur.  
 

2. The staffing design and overall number of positions and associated assignments are subject to pre-
approval by the County of Orange.   
 

3. Should any organizational or staffing arrangements change during the program year, Subrecipient shall 
submit a revised organizational chart immediately to the County of Orange. 

 
L. Telephone Directory: Telephone directory for workforce referrals shall be utilized by the Subrecipient. 

Directory shall include point-of-contact, alternative contact, associated agency, position, telephone 
number and email address maintained by the One-Stop Operator. Subrecipients shall inform the One-
Stop Operator and County Administration immediately on any changes to the telephone directory.  
 

M. Leveraged Resources: Leveraged resources shall be defined as cash match and/or in-kind resources that 
will not only supplement the WIOA program but definitively result in direct cost savings to the program. 
Subrecipient shall provide Leverage resources in the amount identified in Attachment C (Budget). The 
cost savings must correlate to an expense that would otherwise be included in the program budget, for 
which this expense has no other alternative source free of cost. Subrecipient shall submit monthly leverage 
resources reports by the 10th of month. 
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III. SERVICE DELIVERY 

 
Subrecipient shall implement a workforce system structure and governance that reflects the various sectors of 
the economy. Subrecipient shall provide WIOA activities that increase the employment, retention, and 
earnings of clients, increase occupational skill attainment by clients, and as a result, improve the quality of 
the workforce.  

 
A. Target Population 

 
Outlined target population shall be served, tracked and monitored by the Subrecipient to ensure services 
are being provided in alignment with outreach and recruitment strategies, as appropriate, and within the 
funding/eligibility guidelines for each of the following groups: 
 
1. The general public seeking workforce services; 
2. Veterans and their families including those recently separating from service; 
3. Individuals who meet the requirements for WIOA eligibility, including the priority of services 

categories and individuals who are basic skills deficient (per WIOA Section 134(c)(3)(E) and 20 CFR 
Part 680.600); other individuals in need of specialized services, such as: persons with limited English 
proficiency and limited literacy skills; persons with physical disabilities; re-entry population; older 
youth; homeless or at risk for homelessness; or other special needs populations; 

4. Individuals who reflect the demographics of the North & South Region; for example, if it is ethnically 
diverse, Subrecipient shall strategize how to best deliver services to those eligible within that 
population group. Subrecipient shall provide services in English, Spanish, Farsi, Korean and 
Vietnamese. Other languages may be necessary and made available if needed. Subrecipient shall serve 
all areas of the North & South workforce designated region and shall have the capacity to outreach and 
recruit for the entire North & South Region, as identified in Section I.B.; 

5. Target population served by special projects may include, but are not limited to National Emergency 
Grants, Dislocated Worker Grants, veterans, re-entry population, and other industry cluster occupation 
programs;  

6. Former WIOA clients in need of continued services including community referrals, employment 
opportunities and follow-up; and 

7. Local businesses and employers.   
 

B. Client Recruitment 
 
1. Subrecipient shall recruit individuals meeting eligibility criteria in accordance with WIOA regulations 

and in accordance with WIOA Section 134(c)(3)(E), 20 CFR Part 680.600-660 and TEGL 10-09.  
Subrecipient must provide individualized career services and training services funded with the 
appropriate WIOA formula funds, priority of service must be given to veterans, recipients of public 
assistance, other low-income individuals, or individuals who are basic skills deficient. Priority of 
service status is established at the time of eligibility determination and does not change during the 
period of participation. Priority does not apply to the dislocated worker population. WIOA adult 
program priority must be provided in the following order: 

i. Veterans and eligible spouses who are also recipients of public assistance, other low-
income individuals, or who are basic skills deficient. 

ii. Individuals who are recipient of public assistance, other low-income individuals, or 
individuals who are basic skills deficient. 

iii. Veterans and eligible spouses who are not included in WIOA’s priority groups. 
iv. Other individuals not included in WIOA’s priority groups. 
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Subrecipient shall recruit WIOA eligible participants, determine eligibility for a sufficient number of 
WIOA clients, in numbers necessary to meet planned performance enrollment and expenditure levels 
and outlined in Attachments C-3 and E-1, respectively. 
 

2. Subrecipient shall recruit, and certify as eligible, a sufficient number of Adults and Dislocated Workers 
to meet planned enrollments at all service locations. Over enrolling is permitted and encouraged if 
funding is available and if caseloads are low, more direct placements may be necessary to ensure 
common measures are met, and/or to lessen the impact of files with gaps in services. 
 

3. Subrecipient may recruit clients via any of the following methods, including, but not limited to: 
 

a. Clients coming into the One-Stops; 
b. Notices to other community-based organizations; 
c. On-site visits by recruiters to strategic sites where target populations tend to reside; 
d. Referrals from other agencies; 
e. Intake and recruitment efforts associated with national labor exchange activities; 
f. Strategically located displays of recruitment posters, pamphlets and flyers at locations 

throughout the County; 
g. Presentations to promote WIOA awareness to various groups in the community; and 
h. Out-stationing staff, as appropriate, at other locations within the County, including the County’s 

Veterans Service Office (VSO). 
 

Subrecipient shall submit a WIOA Recruitment Plan to the County of Orange Director of 
Workforce Development by August 31, 2020. Plan should show how deliverables will be met. 

  
C. Job Seeker Services  

 
1. CalJOBS Registration shall be completed for all clients of the One-Stop System. Subrecipient shall 

be responsible for collecting and reporting all registration information into CalJOBS within five (5) 
working days of client visit. Data collected at time of registration shall include all required elements 
(such as client’s name, address, date of birth, age, gender, e-mail address, phone number, veteran status, 
employment status, citizen status, barriers to employment, services requested, and employment goals).  
 

2. Availability of funds in conjunction with individual need and eligibility guidelines, including WIOA 
Section 134(c)(3)(E) and 20 CFR Part 680.600-660, Subrecipient shall determine the combination of 
services appropriate for individual clients.   
 

3. Basic Career Services must be accessible to all individuals through the local One-Stop System, having 
no requirements for registration, eligibility, qualifications or prioritization of services: 
 

a. Basic Career Services shall be in alignment with customer centered design; 
b. Basic determination of whether the individual is eligible to receive WIOA services as well as 

referral for services offered by other One-Stop Center partner agencies; 
c. Outreach, intake and orientation to the other services available through the One-Stop System; 
d. Initial assessment of skill levels (including literacy, numeracy, and English language 

proficiency) aptitudes, abilities (including skills gaps), and supportive service needs;    
e. Labor Exchange Services, including job search and placement assistance and, in appropriate 

cases, career counseling, including provision of information on in-demand industry sectors and 
occupations as well as non-traditional employment; 

f. Appropriate recruitment and other business services on behalf of employers such as providing 
information and referral to specialized business services not traditionally offered through the 
One-Stop delivery system; 
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g. Provision of workforce and labor market employment statistics information, including the 
provision of information relating to local, regional and national labor market areas, including 
job vacancy listings, information on job skills necessary to obtain specific jobs, and information 
relating to local occupations in demand and the earnings, skill requirements, and opportunities 
for advancement for such occupations; 

h. Provision of performance information and program cost information on eligible providers of 
training services, adult education, career and technical education activities and vocational 
rehabilitation services; 

i. Provision of information related to how the local area is performing on the local performance 
accountability measures any additional performance information with respect to the one-stop 
delivery system; 

j. Provision of information relating to the availability of supportive services or assistance, 
including child care, child support, medical or child health benefits under the supplemental 
nutrition assistance program, assistance through the earned income tax credit, and assistance 
under temporary assistance for needy families and other supportive services and transportation 
provided through funds made available under such part; and 

k. Referrals to the services or assistance relating to filing claims for unemployment compensation, 
assistance in establishing eligibility for programs of financial aid assistance for training and 
education programs that are not funded under the WIOA. 

 
4. Resource Room the One-Stop Operator is responsible for providing oversight of the One-Stop 

Resources Room. The Resource Room shall house computers with internet access and email capability, 
Microsoft Office Suite, resume writing and cover letter templates, and other resources for patrons to 
engage in self-learning activities. Shared printers shall accompany the computers. At minimum, one 
dedicated telephone line shall be available for filing unemployment compensation claims through the 
Employment Development Department. The Center’s resource room shall be equipped with fax 
machines and copier(s) completely accessible to the public with written instructions for use. This 
equipment shall only be used for appropriate job search activities.  
 

a. Resource Room Staffing shall be the responsibility of the One-Stop Operator; however, this 
responsibility may be shared by staff from Subrecipient and co-located partner agencies in the 
event of an emergency. All Staff in the Center’s resource room shall have the ability to provide 
basic information on all partner programs participating in the One-Stop System (including those 
partners electronically linked and/or physically located outside the Center). Staff shall be able to 
provide information about One-Stop services, labor market information, training, job 
information and/or refer clients to other agencies. Staff shall also be able to assist clients in using 
photo-copying and fax machines as well as computers and accessing the internet.  

 
b. Assistive Technology the One-Stop Operator must ensure that assistive technology shall be 

available for those clients with hearing, vision or speech impairments. Auxiliary aids and 
services, including a TTY phone line, shall be available upon request to individuals with 
disabilities. Additionally, the physical layout of the room shall meet ADA requirements. In 
general, One-Stop Operator shall ensure facility accessibility including access to services such 
as interviewing and testing, access to information such as information technology equipment 
accessibility and software accessibility. All Subrecipient staff shall be required to attend training 
in program access for individuals with disabilities and access to employment programs and 
services for the disabled. 

 
5. Basic Career/Universal Services Monthly Report the One-Stop Operator shall be responsible for the 

collection and reporting of Basic Career / Universal Services Monthly Report. shall include cumulative 
data on basic career/universal services provided at the One-Stop Center. Collected data shall include 
number of total visitors coming into the centers, total unique visitors and a breakdown of the number 
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of clients attending workshops, listed by workshop title. Basic Career/Universal Services being 
conducted outside of the centers (i.e. job fairs, off site community events) may also be reported but the 
count should not be duplicated in the total visitors coming into the One-Stop Center. The Monthly 
Report shall be based upon data collection/tracking through the VOS Greeter and its available reporting 
components. The One-Stop Operator shall submit Basic Career/Universal Services Monthly Report to 
the County of Orange Director of Workforce Development or designee by the tenth day of the month 
following the month being reported on. The County of Orange will provide a template to be used.  
 

6. Services for Persons with Disabilities: Subrecipient shall assist persons with disabilities to access the 
wide variety of programs available to support their successful entry or re-entry into the workforce, 
connect such individuals to those programs, benefits, services and/or supports they provide and follow 
up to ensure that each individual is receiving the level of benefits, services and/or supports needed. 
Subrecipient must ensure co-enrollment in DOR programs and all other appropriate programs that 
support self-sufficiency for individuals with disabilities are offered to participants when suitable. 

 
7. Eligibility for WIOA Title I Career services shall be conducted in a manner that will satisfy local, state 

and federal requirements. Subrecipient shall examine originals and or acceptable copies of documents, 
as appropriate, to establish the eligibility of clients and shall make copies of documents necessary to 
substantiate the eligibility of clients seeking WIOA services.  Documents shall be placed in the client’s 
hard copy and uploaded into the CalJOBS system. 

 
8. Individualized Career Services: shall be provided to WIOA eligible adults and dislocated workers 

who are unable to obtain employment through Basic Career Services. Services shall also be made 
available to clients who are under-employed and/or incumbent workers. Individualized career services 
shall include but are not limited to:  
  

a. Objective and Comprehensive Assessments shall be done using ACT WorkKeys pre and post 
exams in conjunction with ACT recommended trainings.  The ACT Workkeys shall be used to 
determine the participants education functioning skill levels and service needs.  All WIOA adult 
or dislocated workers enrolled shall be assessed using the ACT Workkeys exams along with an 
in-depth interview to identify employment barriers and appropriate employment goals. 

 
Objective assessments shall be staff assisted and shall be provided to all clients in individualized 
career services. Objective assessment of WIOA clients shall occur before participation in 
individualized career services or immediately following a referral from basic career services.  
 
Assessments shall result in the development of an Individual Employment Plan, as described 
below. Assessments shall consist of a basic math, graphic literacy, workplace documents, 
workplace observation and applied technology, an employment and education history, an 
interest inventory, skills inventory, barriers to employment, supportive services and training 
needs, and other relevant information. Subrecipient shall use and be proficient at administering 
ACT WorkKeys as the assessment method for career services planning. The pre and post  

 
b. Development of an Individual Employment Plan (IEP) to identify employment goals, 

appropriate achievement objectives, and appropriate combination of services for the client to 
achieve their employment goals. The IEP shall identify the specific services needed to assist 
clients in securing a job, support services, as well as, ancillary services that may be required to 
overcome other issues impacting the ability to secure and maintain employment.   

 
In developing a strategy for clients, Subrecipient shall consider those services available through 
other service providers in the community and shall refer clients to such services as needed. 
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Activities to which clients are referred shall reflect a consideration of the client’s assessment, 
economic analysis and educational levels.  
 
Individual Employment Plans shall be a collaborative effort, as appropriate, and shared with all 
One-Stop partners the client is activity enrolled in. Whereas each partner, can contribute, 
coordinate and monitor all planned activities to contributing to the client’s employment goals.  
 
Subrecipient shall periodically, or at a minimum of once a month, reaffirm with the client that 
the services and activities are appropriate as outlined in the IEP and shall modify the services 
and activities as necessary to meet their needs. Guidelines for IEP’s are contained in County of 
Orange Policy 17-OCDB-03, WIOA Section 134(b) and 134(c), and 20 CFR Part 680.170. 

 
c. Career Planning shall be provided to all enrolled clients. The Subrecipient shall ensure that it 

has an adequate amount of knowledgeable Case Managers to serve WIOA participants.  The 
ratio of participants to Case Manager shall not exceed 75 participants to 1 Case Manager.  
Subrecipient shall offer a client-centered approach in the delivery of services that assist the client 
in identifying and overcoming any barriers to obtaining and retaining employment, act as an 
advocate on behalf of the client and refer the client to other programs and resources. Career 
Planning shall also be provided to those clients who are enrolled in training. Subrecipient shall 
have contact with clients through the range of activities provided up to and following placement 
in unsubsidized employment.  
 
Subrecipient shall contact their clients at least once per month and provide a substantial service. 
Contact shall be in-person or over the phone. Documentation of all services provided shall be 
kept current in the client’s file and in CalJOBS. A substantial service does not include:  

 
• A standard mailing;  
• A basic question answered with little expenditure of staff time; 
• Access to or use of electronic self-services; 
• A determination of eligibility to participate in the program; 
• A self-described job search that does not result in a referral to a job; and/or 
• Contact with client or employer to only obtain employment status, educational 

progress or need for additional services. 
 

Refer to the following for requirements and a complete discussion of this topic: TEGL 17-05, 

Sections A and B; WIOA Sections 134(b) and 134(c), 20 CFR Part 680. 

 
Subrecipient shall meet with the other service providers as needed to review client performance 
and to address any issues that may arise.  
 
Any changes of assignment to a Case Manager shall be transmitted to the client in writing with 
a copy of the letter to be maintained in the client’s file. 
 
Should the Case Manager be scheduled to be off for vacation or illness, Subrecipient shall ensure 
that other Staff are available to assist during that time and the all participants are properly 
notifed; 
 

d. Individual Counseling and Group Counseling provide a client, in a one-on-one or group 
setting, counseling and vocational guidance to assist the client in achieving employment goals, 
and to make decisions regarding employment and/or training opportunities.  
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e. Internships and Work Experience that are planned, structured learning experiences that take 
place in a workplace for a designated timeframe to provide individuals with opportunities for 
career exploration and skill development; 

 
f. Workforce Preparation Activities that help an individual acquire a combination of basic 

academic skills, critical thinking skills, digital literacy skills, and self-management skills; 
 

g. Short-term Prevocational Services including development of learning skills, communication 
skills, interviewing skills, punctuality, personal maintenance skills, and professional conduct, to 
prepare individuals for unsubsidized employment; 

 
h. Out-of-area Job Search Assistance helps an individual seeks, locate, apply for, and obtain a 

job out of their local labor market area; 
 

i. English Language Acquisition is a program of instruction designed to help eligible individuals 
who are English language learners achieve competence in reading, writing, speaking, and 
comprehension of the English language; 
 

j. Resumes shall be developed for all clients enrolled in Individualized Career Services. Resumes 
shall be reviewed and updated so that they remain current. Revised resumes shall be inserted 
into the client’s file and on an internal tracking data warehouse such as an internal drive or shared 
drive. Resume modifications or adjustments conducted in collaboration with staff shall be 
outlined in the case notes to reflect services provided;  
 

k. Supportive Services shall be provided by the Subrecipient in accordance with County of Orange 
Policy 17-OCDB-04, WIOA Section 134(d)(2) and 20 CFR Part 680.900-970. Appropriate 
referrals to other services and programs shall also be provided; 

 
l. Working with Program Partners: Subrecipient shall work cooperatively with any Program 

Partner that is contracted with the County of Orange to provide ancillary services and/or other 
comprehensive services for formula and/or discretionary grants. Services may also be divided 
amongst Subrecipient and Program Partners by industry sectors. Both Subrecipient and other 
Program Partners shall operate in a manner that results in what is best for the One-Stop System; 

 
m. Job Placement: One on one placement assistance is a critical function of individualized career 

services. Subrecipient shall work closely with their clients to provide them with solid 
recommendations for pursuing job leads that match their individual skills, work history, and 
other abilities, and which have potential for employment. Subrecipient shall also work closely 
with prospective employers in order to develop job leads and negotiate job opportunities for their 
clients. Maintaining positive relationships with businesses/employers will lead to more effective 
outcomes; and 

 
n. Follow up Services for clients who are placed in unsubsidized employment shall be provided 

by the Subrecipient no less than every 30 days to address on the job issues and/or job loss. 
Follow-up services shall be made available for a minimum of twelve (12) months following 
placement in unsubsidized employment. Each contact shall be documented in the client’s file. 
Retention and follow up services are pivotal to their success and the attainment of performance. 

 
9. Duration of Client Services: To ensure expedient and efficient service to clients, all enrolled clients 

shall be served and exited from the system within ten (10) months. Clients enrolled in training are 
exempt from this policy. 
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10. Co-enrollment: If Subrecipient deems it is in the best interest of the client to be co-enrolled into 
multiple programs to access services not available through the primary program, the client shall be co-
enrolled. The Subrecipient shall ensure services are not duplicated between workforce programs.    

 
11. Eligibility for WIOA services shall be conducted in a manner that will satisfy local, state and federal 

requirements. Subrecipient shall examine originals and or copies of documents, as appropriate, to 
establish the eligibility of clients and shall make copies of documents necessary to substantiate the 
eligibility of clients seeking WIOA services which documents shall be placed in the client’s hard copy 
and electronic files on CalJOBS. 
 

12. Training Services - shall be made available to WIOA eligible adults who are low income and public 
assistance recipients and individuals who are basic skills deficient in accordance with WIOA Section 
134(c)(3)(E) and § 680.600. Training services provided to WIOA adult will follow client selection 
base on priority of services. Dislocated Workers who have met the eligibility criteria and are unlikely 
to return to their previous occupation or industry, as stated in County of Orange Policy 17-OCDB-08, 
may also be eligible to receive training services. Training services shall be designed to equip 
individuals to enter the workforce and retain employment. Training activities are reserved for 
individuals who are unable to obtain/retain employment without training in a specific skill set or 
demand occupation. No WIOA client may be referred to training or education without first having been 
assessed by the Subrecipient or One-Stop Partner. 

 
a. Occupational skills training - an organized program of study that provides specific vocational 

skills that lead to proficiency in performing actual tasks and technical functions required by 
certain occupational fields at entry, intermediate, or advanced levels. 

 
b. Individual training account (ITA) – a training voucher that is made available to a participant 

who needs occupational skills training to become gainfully employed or reemployed. The 
participant must demonstrate they have the skills and qualifications to successfully participate 
in a post-secondary degree program or a recognized post-secondary credential.  ITA shall be 
made available to participants who are unable to obtain grant assistance from other sources such 
as State-funded training funds, Federal Pell Grants, scholarships, instructional grants or Trade 
Adjustment Assistance (TAA). ITA may only be used to pay the cost for training provided by 
Orange County Community Investment Division Approved Training Partner Directory (ATPD) 
that leads to an industry credential or degree in an in-demand occupation.  ITA must be 
supported by assessment and informed decision making and may only be provided to 
participants who demonstrate need.  

 
c. Entrepreneurial training – a series of training or workshops that provide the basics of starting 

and operating a small business. 
i. Such training must develop the skills associated with entrepreneurship. Such skills must 

include but are not limited to, the ability to: 
• Take initiative; 
• Creatively seek out and identify business opportunities; 
• Develop budgets and forecast resource needs; 
• Understand various options for acquiring capital and the trade-offs associated with 

each option; and 
• Communicate effectively and market oneself and one’s ideas. 

 
ii. Approaches to teaching entrepreneurial skills include, but are not limited to, the 

following: 
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• Entrepreneurship education provides an introduction to the values and basics of 
starting and running a business. Entrepreneurship education programs often guide 
individuals through the development of a business plan and may also include 
simulations of business start-up and operation. 

• Enterprise development provides support and services that incubate and help 
individuals develop their own business. The enterprise development program goes 
beyond entrepreneurship education by helping participants access small loans or 
grants that are needed to begin business operation and by providing more 
individualized attention to the development of viable business ideas. 

• Experiential programs provide individuals with experiences in the day-to-day 
operation of a business. These programs may involve the development of a 
participant-run business where participants in the program work in and manage. 
Or, they may facilitate placement in apprentice or internship positions with 
entrepreneurs in the community. 
 

d. Job readiness training - training a participant receives in order to prepare them to seek, obtain, 
and retain employment. Training and/or instruction shall include the following: 

i. Preparing a resume or job application 
ii. Preparing a cover and thank you letters 

iii. Work-focused career exploration 
iv. Training in interviewing skills 
v. Training in effective job seeking 

vi. Instruction in workplace expectations 
• Behavior on the job 

▪ Getting along with co-workers/boss 
▪ Being reliable and on-time 
▪ Filling out paperwork (for example, completing time sheets) 

• Appropriate work attire 
 

e. Adult education and literacy – training that assists adults with developing the basic skills they 
need for employment such as English language proficiency (reading and writing), math, and 
basic problem-solving skills.  Training shall also be provided to assist adults with obtaining a 
high school diploma or a general education diploma (GED). 

 
f. Programs that combine workplace training with related instruction, which may include 

cooperative education programs. 
 

g. Training programs operated by the private sector that assist job seekers with developing 
skills and competencies that will assist them in obtaining unsubsidized employment.   
 

h. Skill upgrading and retraining - training that supports individuals in the workplace to learn 
new skills and adapt to workplace change.  
 

i. Customized training - training designed to meet the special requirements of an employer and 
must be conducted with a commitment by an employer or a group of employers to employ an 
individual upon successful completion of the training.   

 
j. Financial literacy – training that is designed to increase economic self-sufficiency.  Training 

shall include the following elements: 
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i. A proven curriculum that supports the ability of participants to create household 
budgets, initiate savings plans, and make informed financial decisions about education, 
retirement, home ownership, wealth building, or other savings goals; 

ii. A proven curriculum that supports the ability of a participant to manage spending, 
credit, and debt, including credit card debt, effectively; 

iii. Activities that increase the participant's awareness of the availability and significance 
of credit reports and credit scores in obtaining credit, including determining their 
accuracy (and how to correct inaccuracies in the reports and scores), and their effect on 
credit terms; 

iv. A proven curriculum that supports the participant’s ability to understand, evaluate, and 
compare financial products, services, and opportunities; and 

v. Activities that address the particular financial literacy needs of non-English speakers, 
including providing support through the development and distribution of multilingual 
financial literacy and education materials. 
 

k. Work-Based Training - provides more opportunities for workers to earn income while gaining 
critical job skills. Subrecipient shall ensure WIOA clients participating in work-based training 
do not replace regular employees and infringe on the promotional opportunities of currently 
employed individuals. Subrecipient shall comply with Federal, State and Local worker 
displacement prohibitions.  

 
i. On-the-job training (OJT) - training by an employer that is provided to a paid 

participant while engaged in productive work in a job that: 
• Provides knowledge or skills essential to the full and adequate performance of the 

job;  
• Provides wage reimbursement to the employer for the extraordinary costs of 

providing the training and additional supervision related to the training; and 
• Is limited in duration as appropriate to the occupation for which the participant is 

being trained, taking into account the content of the training, the prior work 
experience of the participant, and the service strategy of the participant, as 
appropriate. 

 
ii. Work experience - Work experience is a planned, structured learning experience that 

takes place in a workplace and provides participants with opportunities for career 
exploration and skill development. Work experience programs can be paid or un-paid. 

 
iii. Pre-Apprenticeship Training and curriculum is based on industry standards, 

approved by documented registered apprenticeship partners(s), and prepares the client 
with the skills and competencies needed to enter one or more registered apprenticeship 
program(s). Pre-apprenticeship training must have a documented partnership with at 
least one registered apprenticeship program.  

 
iv. Registered apprenticeship training - is a combination of on-the-job training (OJT) 

and related classroom instruction under the supervision of a journey-level craft person 
or trade professional in which workers learn the practical and theoretical aspects of a 
highly-skilled occupation. 

 
v. Incumbent worker training – is work-based training and upskilling designed to 

ensure that employees of a company can acquire the skills necessary to retain 
employment and advance within the company, or to acquire the skills necessary to avert 
a layoff. Incumbent worker training is responsive to the special requirements of an 
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employer or a group of employers in partnership with other entities for the purposes of 
delivering training to: 
• Help avert potential layoffs of employees; 
• Increase the skill levels of employees so they can be promoted within the company 

and create backfill opportunities for the employers 

 
l. Subrecipient shall refer each client to the most appropriate activity as determined from the IEP. 

Not every client will need or desire training. Training activities shall be provided to those clients 
who clearly cannot obtain or maintain employment in a specific skill set or demand occupation. 
Successful completion of training courses shall lead to recognized credentials or their 
equivalent; 

 
m. Subrecipient shall seek other non-WIOA funded training and shall use Pell Grants to offset 

WIOA funds. An individual may enroll in training services prior to the award of a Pell Grant 
as long as the Subrecipient ensures that the Pell Grant has been applied for and has evidence of 
documentation in the client’s file. Other training offered by a post-secondary education 
institution, adult education and/or Regional Occupational Program (ROP) shall be considered 
prior to the use of WIOA funding; 

 
Once it is determined that vocational training is desired and appropriate for the client, 
Subrecipient and client shall look at the training programs that are available that relate to the 
client's interests, skill sets and objective assessment outcomes; 
 

n. When possible, Subrecipient shall utilize intermediaries as a leveraged resource. The role of the 
intermediary is to be the single point of contact for the employers they represent. An 
intermediary can reduce the amount of WIOA paid business service staff time by coming with 
appropriate training projects that can be implemented which relieves business service staff to 
respond to other business needs. 
 

o. Subrecipient shall provide individualized Job Placement assistance no later than when the client 
reaches 75% of training completion to ensure that the training leads to unsubsidized 
employment in a related field; 
 

p. Connect businesses and workers to short term OJT, Customized Training programs and 
apprenticeships before or after layoff to help facilitate rapid re-employment; 
 

q. Short term OJT, Customized Training programs and/or apprenticeships shall account for no less 
than 40% of the training provided throughout the System;  
 

r. Subrecipient shall develop incumbent worker training programs or other worker skill upgrade 
approaches. Adults and/or dislocated workers trained as incumbent workers, if co-enrolled in 
formula, will not count towards fulfilling the Adult/Dislocated Worker enrollments for the 
service delivery performance measures; 
 

s. Successful completion of training courses must lead to recognized certificate/credential or their 
equivalent and attainment of unsubsidized employment. A certificate is awarded in recognition 
of an individual’s attainment of measurable technical or occupational skills necessary to gain 
employment or advance within an occupation. These technical or occupational skills are based 
on standards developed and/or endorsed by employers; 
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t. Senate Bill 734 requires an amount equal to at least 30% of the combined total of Adult and 
Dislocated Worker WIOA formula fund allocations.  Subrecipient shall be responsible for 
spending no less than 30% of Contract award on training. A portion of the minimum 
training expenditure requirement (up to 10% of the combined total of the Adult and Dislocated 
Worker formula fund allocation) may be met by applying designated leverage resources used 
for training services. Subrecipient shall report designated leverage resources used for training 
services to County Director of Workforce Development with monthly report. Subrecipient 
cannot use 10% leverage resources to fulfill the 30% County award training requirement.   
 

u. Subrecipient shall have a thorough mechanism and system for tracking training expenditures, 
including match funds for training expenditures. This system shall be sufficient for the 
Subrecipient to both manage their internal performance goals in relation to SB 734, and report 
to the County of Orange on a quarterly basis. 
 

v. To address the provisions of SB 734 and state-imposed requirements, the County of Orange 
identified and established training investment expectations that support skills development and 
occupational skills training services for WIOA Adult and Dislocated Worker formula-funded 
programs. Any changes related to this State requirement will be formally communicated to the 
Subrecipient. 

 
13. Client Flow Chart for basic career services, individualized career services, training, placement and 

follow-up services shall be updated to reflect any system changes. Flow charts shall indicate the 
movement of clients through the One-Stop system.   
 
WIOA clarifies that individuals receiving services in the One-Stop Center must receive the service that 
is needed to assist the individual to meet his or her job search goals and does not need to follow a fixed 
sequence of services that may not be necessary to effectively serve the individual. Maximum time 
frames for each service component must be included on the flow chart. Services shall be in alignment 
with customer centered design. Services shall be provided within time frames, as determined 
reasonable by the County of Orange.  
 
Subrecipient shall provide a WIOA client flow chart to the County of Orange Director of 
Workforce Development by July 31, 2020.   

 
14. Internal Policies and Procedures for all One-Stop Center operations and administration shall be 

developed by the Subrecipient. All current Policies and Procedures shall be reviewed to ensure full 
compliance with the WIOA. Subrecipient shall provide a copy of all Policies and Procedures to 
the County of Orange County of Orange Director of Workforce Development by August 31, 
2020. 

 
D. Business Services Activities 

 
Subrecipient will provide the following activities and deliverables consistent with WIOA Section 20 678.435 
that includes, but is not limited to: 

1. Business Services Activities – Subrecipient in partnership with the County of Orange Community 
Investment Division Business Solutions team shall provide quality services to meet the business needs 
in the Orange County North & South Region. These services shall be provided with the highest level 
of individualized client service support. The job openings should reflect the needs of the enrolled 
WIOA customers and take into consideration the need of those exiting training. The following 
activities are required: 
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a. CalJOBS Assistance- Subrecipient in partnership with the County of Orange Community 
Investment Division Business Solutions team shall provide assistance to all Business to 
register for the California Job Open Browse System (CalJOBS). CalJOBS is free available to 
all Business looking to find quality talent. Subrecipient shall provide technical assistance to 
business’ registering, posting job opening, recruiting talent, and find available business 
resources on CalJOBS. All interest from Business for CalJOBS assistance shall be directed to 
County of Orange Community Investment Division Business Solutions team 

b. Apprenticeship- Subrecipient in partnership with the County of Orange Community 
Investment Division Business Solutions team shall provide Business customized assistance 
on information and the creation of apprenticeship programs. All interest from Business for 
apprenticeship opportunities shall be directed to County of Orange Community Investment 
Division Business Solutions team. 
 

c. Career Pathway Programs- Subrecipients in partnership with the County of Orange 
Community Investment Division Business Solutions team shall inquire about a Business 
interest and/or ability to assist with Career Pathway programs, including job shadowing, work 
experience sites, mentoring, speaking engagements, and employer focus groups. All interest 
from Business for Career Pathway Programs shall be directed to County of Orange 
Community Investment Division Business Solutions team. 
 

d. On-the-Job-Training (OJT)- Subrecipients in partnership with the County of Orange 
Community Investment Division Business Solutions team shall work with Business to place 
County determined targeted populations into self-sustaining employment by using OJT as a 
means of placement. OJTs provide immense benefit for employers and job seekers alike. All 
interest from Business for On-The-Job opportunities shall be directed to County of Orange 
Community Investment Division Business Solutions team. 
 

e. Employer Information- Subrecipients in partnership with the County of Orange Community 
Investment Division Business Solutions team shall provide Business with recent Employer 
regulations and information shall include but not limited to American with Disabilities Act 
(ADA), tax credit programs, tax incentives, payroll tax incentives, Alien Labor Certification, 
disability insurance, employment law, labor market information, and work opportunity tax 
credit (WOTC).  All interest from Business for Employer information on special programs, 
employer regulations, etc., shall be directed to County of Orange Community Investment 
Division Business Solutions team. 
 

f. Referral to Community Resources- Subrecipients in partnership with the County of Orange 
Community Investment Division Business Solutions team shall proactively provide linkage 
and referral to community resources that support the employer’s workforce needs.  All interest 
from Business for On-The-Job Training shall be directed to County of Orange Community 
Investment Division Business Solutions team 
 

2. Business Services Team Collaboration- Subrecipient staff shall be made available upon request by 
County Director of Workforce Development and/or Orange Community Investment Division Business 
Solutions team to participate in Workforce Development Projects for Businesses. Projects shall include 
but not limited to job fairs, targeted recruitments, incumbent worker training programs, business 
workshops, layoff aversion, and rapid response activities. Subrecipient shall make a good faith effort 
to collaborate and share resources with Orange Community Investment Division Business Solutions 
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team, County identified partners, and One-Stop Operator to maximize effectiveness in serving Orange 
County businesses.  

 
3. File Maintenance and Documentation – Subrecipient shall maintain files to record all services 

provided to business clients. Initial contact and succeeding follow-up services shall be documented 
appropriately in the CalJOBS CRM module and adhere to federal, State and local policies. All required 
documentation shall be added to the clients file immediately and uploaded into the CalJOBS system 
within 5 working days of clients visit. 

 
IV. SPECIAL PROGRAMS 

Subrecipient shall ensure that all programs shall have cross-trained staff available to cover vacancies on all 
special projects or contracted related activities. 

 
A. Other Special Programs 

 
1. Program Description and Subrecipient Responsibilities: On an ongoing basis, the County of 

Orange applies for and receives discretionary grants from various funding sources. The discretionary 
grants fund a variety of projects that target specific populations, industries, or workforce innovations. 
When awarded these grants, it is the County of Orange’s sole discretion to determine if Subrecipient 
will be selected to deliver the intended project. If Subrecipient is selected, an amendment to this 
Agreement will be executed to include the scope of work, responsibilities and related budget to said 
project. Subrecipient will be required to adhere to all performance plans, reporting requirements, 
regulations, client service plans and other goals and objectives as they relate to said project.  
 

2. Subrecipient shall work collaboratively with all Partner Agencies contracted by the County of Orange 
to provide supplemental or comprehensive services within the One-Stop System. 

 
V. PERFORMANCE 

 
A. Performance Measures: The WIOA requires a comprehensive accountability system to determine the 

effectiveness of services provided through the One-Stop System. Subrecipient shall meet or exceed 
required federal, state and local standards, measurements and outcomes of all funding streams included in 
this Agreement. Subrecipient shall work to ensure quality program delivery and implementation of best 
practices, as appropriate, and coordinate said efforts with the County of Orange. Performance data, 
including expenditures, will be reviewed monthly and beginning with second quarter data, will be used 
for making comparisons, assessing performance and reallocating funds. If the Subrecipient fails to meet 
levels of performance agreed to in this Agreement, the County of Orange may take corrective action. The 
corrective action may include appropriate measures designed to improve the performance of the local area.  
 

B. MIS Submission/Reporting: Subrecipient shall adhere to MIS procedures for data entry, timelines and 
reporting requirements. Refer to the latest County of Orange policies, State Information Notices and 
Directives and subsequent updates for complete information and guidance. 

 
1. Subrecipient shall timely input of data in the data reporting system/s, or if applicable, submit MIS 

paperwork for all client activities and necessary updates in client information and activities for input 
into the data reporting system as defined in County of Orange Policy 17-OCDB-02. Failure to submit 
timely information may result in penalties including de-obligation of funds or revocation of this 
Agreement; 

2. Subrecipient shall use the most current templates provided by the County of Orange. Incorrect and/or 
incomplete forms will be returned for re-submittal. All updates and corrections shall be clearly 
identified; 
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3. Subrecipient shall review and approve all paperwork prior to submission to the County of Orange; 

4. Subrecipient shall review all available system reports and rosters for any corrections or updates needed 
to ensure up-to-date information is reflected in the system/s; 

5. Subrecipient shall comply with the Common Measures as defined in TEGL 17-05, WIOA Section 116 
and 20 CFR Part 677.150-210;  

6. Subrecipient shall comply with data verification requirements listed in the latest County of Orange 
policy and any subsequent updates;  

7. Subrecipient shall immediately implement and adhere to future policy revisions and changes or 
enhancements in procedures and processes pertaining to MIS submission and reporting including data 
entry and data management. 

 
C. ITA Vouchers shall be submitted to the County of Orange along with the corresponding MIS enrollment 

through the duration of the Contract. ITA processing will be the direct responsibility of the 
Subrecipient from July 1, 2020 through June 30, 2021. 

 
D. Follow-up shall include more than a request for supplemental information. Follow-up shall include 

services that will increase career satisfaction and economic self-sufficiency.  Subrecipient shall conduct 
follow-up for Quarters 1, 2, 3 and 4 following the client’s exit.  

 
1. Supplemental Income:  If employment status of the client is confirmed through supplemental 

information, follow-up forms reporting this supplemental information shall be entered into CalJOBS. 
Subrecipient shall submit information for participants who have exited the program ‘Not Found’ in 
Unemployment Insurance (UI) Base Wage Records. Subrecipient shall be responsible for analyzing 
wage records data. 

E. Regional/State Plans and County of Orange Initiatives: Deliverables and/or goals pertaining to One-
Stop operations and service delivery shall be met. 

 
F. Corrective Action Plans: Performing below any individual performance measure for any quarter shall be 

subject to the following corrective action: 
 
1. Technical assistance and assessment of the causes of the low performance; 
2. Development and implementation of appropriate corrective action plan(s) to ensure contractual 

compliance; 
3. Monitoring of subsequent performance to assess the impact of the corrective action plan(s);  
4. Corrective action plans shall include a date for responding to observations, questions, concerns and 

findings. 
 

Subrecipient’s performance is not limited to Common Measures and individual program requirements and 
performance measurements. Subrecipient is responsible for all commitments made in the RFP application. 
Subrecipient’s performance trends and corrective action plans will be critical to decisions regarding 
Agreement renewal. Failure to achieve the goals set forth in the Corrective Action Plan may result in 
penalties such as de-obligation of funds or revocation of this Agreement.  

 
G. Accounting and Fiscal Controls 

 
1. Subrecipient shall operate program in accordance with 2 CFR 2900, et al. (Department of Labor – 

Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards), 
all applicable provisions of 2 CFR Part 200, et al., Generally Accepted Accounting Principles (GAAP) 
and CFRs.  
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2. Authorized signatures for execution of documents, amendments, budget modifications and invoices 

are limited to those individuals identified in the Authorized Signature Form. The form will be provided 
to the County of Orange Director of Workforce Development by July 31,2020. 

 
3. Invoice templates and any necessary updates thereof shall be provided by the OCCR Accounting 

Department.  
 

All program invoices including two original sets with wet signatures are due in good order to the 
Orange County Community Resources (OCCR) Accounting Office by the fifteenth day (10th) 
following the month being reported. 
 

4. Accurate and complete invoices are invoices whereby: 
 

• Personnel is invoiced based upon an approved organization chart; 
• Personnel supporting documentation is included with each invoice; 
• There are no negative line item balances in any row; 
• YTD invoiced amounts are correct; 
• Leverage/match, if required, is included on the monthly invoice; 
• All required program specific sub-categories are included on the invoice; 
• Program specific sub-categories supporting documentation are included on the invoice (i.e 

receipts, bank statements, canceled checks, etc.).; 
• Any temp staff charges are reported separately; 
• OJT/CT log in County of Orange-provided spreadsheet must accompany invoices. 

 
Invoices with errors will be returned to Subrecipient for re-submission.  Calendar processing stat over 
each time an invoice is returned not in good order. 

 
A master salary spreadsheet identifying all staff and their allocation across  
programs AND a master invoice spreadsheet identifying all cost and their allocation across 
programs shall be submitted to the County of Orange Director of Workforce Development or 
designee by August 31, 2020 and ongoing.  

 
H. Budgets and Budget Modifications 

 
1. Budgets contained in Attachment C-3 of this Agreement are high-level budgets.  Budget templates will 

be provided by the County of Orange.  Invoices shall be submitted based upon these detailed budgets 
2. Budget modifications are limited as outlined in Information Notice No. 11-OCWDA-03. County of 

Orange initiated adjustments do not count towards the three allowed each year.  
 

VI. VISION FOR ONE-STOP OPERATIONS 
 
 Subrecipient shall implement a model that: 

 
A. Takes a customer-centered, culturally competent approach to mitigate barriers, prepare and empower 

all job-seekers; 
B. Utilizes innovative career pathways and training programs tailored to high-value sectors based on 

input from Orange County Director of Workforce Development, Orange County Development Board, 
Employers, One-Stop Operator, and the County of Orange; 

C. Engages in Career and Technical Education (CTE) training programs with educational partners; and 
D. Increases middle-skill certification in OC high-growth sectors. 
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 The Subrecipient shall implement a system that is structured on: key State workforce policy objectives; the 
OC Regional/Local Plans, Comprehensive Economic Development Strategy and all other white reports and 
resources identified by the Orange County Director of Workforce Development. The Subrecipient shall also 
coordinate and integrate services with partners by co-locating; sharing a common referral system and 
blending/braiding funds. 

 
VII. INNOVATIONS TO BE IMPLEMENTED 

 
A. Staff Co-location with Partners: Subrecipient shall use partner-sites for office-hours and community 

portals to bring programs and resources to potential clients who may be unaware of WIOA or unable 
to commute. 

B. Special Population Etiquette: Subrecipient shall provide expert-led training on how to support the 
needs of multi-ethnic, culturally diverse, people with disabilities and/or justice-involved clients. 
 

VIII. DELIVERABLES 
Subrecipient shall submit the reports and data detailed within the Scope of Services and summarized below.  
Page references and timelines for submission are also indicated. 

 
A. Deliverables Summary:  

 
I. COORDINATION Due Date 

Operating Agreements with One-Stop Center Partners  Upon Execution 

Secondary locations to provide services, including hours of operation July 31, 2020 and ongoing 

Schedule of Partner Staff Training   August 31, 2020 
II. SERVICE STANDARDS Due Date 

Verification of all internal monitoring   Upon Request 

Monthly Reports with at least one (1) Success Story  10th day after the end of each month 

Organizational Chart   July 31, 2020 

Telephone Directory    10th day after the end of each month 

Internal Monitoring Procedures and Schedule August 31, 2020 

Information Technology (IT) usage policy July 31, 2020 
Analysis of client flow, program delivery, career planning strategies 
and tools, business process and service improvement June 30, 2020 

ADA Compliance Checklist for the primary location where WIOA 
services are being provided As needed 

Nondiscrimination and EO Self-Assessment As needed 
Comprehensive AJCC Certification Matrix – Hallmarks of 
Excellence As needed 

EO and Complaint Logs July 10, 2020, annually 

Staff Training / Capacity Building Plan August 31, 2020 
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  III.       SERVICE DELIVERY Due Date 

Universal Services Monthly Reports   10th day after the end of each month 

WIOA Client Flow Chart   July 31, 2020 

List of workshops July 31, 2020 and ongoing 

Internal Policies and Procedures   August 31, 2020 

Business Services – General Activities  10th day after the end of each month 

Forms and Marketing Materials July 31, 2020 and ongoing 

IV. SPECIAL PROGRAMS Due Date 

V. PERFORMANCE Due Date 

ITA Vouchers    As specified by County of Orange policy 

Corrective Action Plans, as applicable  As directed by County of Orange staff 

Invoices   10th of each month 

Master Salary Spreadsheet   August 31, 2020 and ongoing 

Master Invoice Spreadsheet August 31, 2020 and ongoing 

Detailed line-item budget Prior to submission of July invoice 

Detailed performance metrics July 31, 2020 
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PAYMENT/COMPENSATION 

MANAGED CAREER SOLUTIONS, SPC. 
NORTH & SOUTH REGIONS 

July 1, 2020 – June 30, 2021 
1. COMPENSATION:  

This is a cost reimbursement Contract between the County and the Subrecipient for up to 
$5,000,000.00 for one (1) year beginning July 1, 2020 – June 30, 2021 ($2,500,000 for North and 
$2,500,000 for South) as set forth in Attachment A-2 Scope of Services attached hereto and 
incorporated herein by reference. The Subrecipient agrees to accept the specified compensation as 
set forth in this Contract as full remuneration for performing all services and furnishing all staffing 
and materials required, for any reasonably unforeseen difficulties which may arise or be 
encountered in the execution of the services until acceptance, for risks connected with the services, 
and for performance by the Subrecipient of all its duties and obligations hereunder. The County 
shall have no obligation to pay any sum in excess of the total Contract amount specified unless 
authorized by an amendment in accordance with Paragraphs C and P of the County’s General Terms 
and Conditions.     

2. FIRM DISCOUNT AND PRICING STRUCTURE: 

Subrecipient guarantees that prices quoted are equal to or less than prices quoted to any other local, 
State or Federal government entity for services of equal or lesser scope.  Subrecipient agrees that 
no price increases shall be passed along to the County during the term of this Contract not otherwise 
specified and provided for within this Contract. 

3. PAYMENT TERMS: 

An invoice for the reimbursement of costs shall be submitted to the address specified below upon 
the completion of the services/activities and approval of the County Project Manager. Subrecipient 
shall reference Contract number on invoice.  Payment will be net 30 days after receipt of an invoice 
in a format acceptable to the County of Orange and verified and approved by OC Community 
Services and subject to routine processing requirements of the County. The responsibility for 
providing an acceptable invoice rests with the Subrecipient. 

Billing shall cover services not previously invoiced. The Subrecipient shall reimburse the County 
of Orange for any monies paid to the Subrecipient for services not provided or when services do 
not meet the Contract requirements. 

 
Payments made by the County shall not preclude the right of the County from thereafter disputing 
any items or services involved or billed under this Contract and shall not be construed as acceptance 
of any part of the services. 
 
Program Invoice(s): 
 

OC Community Resources 
Attention:  Accounts Payable 
601 N. Ross St., 6th Floor 
Santa Ana, CA 92701 
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4. INVOICING INSTRUCTIONS: 
The Subrecipient will provide an invoice on Subrecipient’s letterhead for services rendered.  Each 
invoice will have a number and will include the following information: 
 
The Demand Letter/Invoice must include  
 
1. Subrecipient’s name and address 
2. Subrecipient’s remittance address (if different from 1 above) 
3. Name of County Agency Department 
4. County Contract Number 
5. Service date(s) – Month of Service 
6. Delivery Order (DO) / Subordinate Agreement Number 
7. Deliverables / Service description (in accordance with Attachment A-2) 
8. Subrecipient’s Federal I. D. number 
9. Total 
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BUDGET SCHEDULE 

MANAGED CAREER SOLUTIONS, SPC. 
ADULT & DISLOCATED WORK SERVICES  

NORTH & SOUTH REGIONS 
July 1, 2020 – June 30, 2021 

 
This total amount to be funded under this Contract for Adult Career Services shall not exceed 
$2,400,000.00.  Each project description and corresponding budget under this Contract shall be mutually 
determined and agreed upon by County and Subrecipient.  Project descriptions shall be in Attachment A-
2; herein and corresponding project budgets shall be listed in Attachment C-3 herein. 
 

ADULT CAREER SERVICES - NORTH 
Direct Program $ 1,080,000.00 
Indirect Cost $ 120,000.00 
  
Total Contract  $ 1,200,000.00 
  
Leverage Resources $ 360,000.00 

 
ADULT CAREER SERVICES - SOUTH 

Direct Program $ 1,080,000.00 
Indirect Cost $ 120,000.00 
  
Total Contract  $ 1,200,000.00 
  
Leverage Resources $ 360,000.00 

 
Note: Indirect Cost (including administrative) shall not exceed more than 10% of the budget.  
 
Budgets contained in Attachment C-3 of this Agreement are high-level budgets.  Upon approval by the Orange 
County Board of Supervisors – but prior to submission of July 2020 invoices, a detailed budget must be 
submitted to the County of Orange office for approval.  Budget templates will be provided by the County of 
Orange.  Invoices shall be submitted based upon these detailed budgets. 

 
Subrecipient may request to shift funds between programs, or between budgeted line items within a program, 
for the purpose of meeting specific program needs by utilizing a Budget/Staffing Modification Request form 
provided by Contract Administrator. Subrecipient must include a justification narrative specifying the purpose 
of the request, the amount of said funds to be shifted, and the sustaining annual impact of the shift as may be 
applicable to the current Fiscal Year Budget and/or future Fiscal Year Budgets. Subrecipient shall obtain 
written approval of any Budget/Staffing Modification Request(s) from Contract Administrator prior to 
implementation by Subrecipient. 
 
In support of the monthly invoice, Subrecipient shall submit monthly Expenditure Reports and support 
documentation on a form acceptable to, or provided by, the Contract Administrator and will report actual costs. 
 
Subrecipients of WIOA funds are not required to claim indirect costs (to include administrative cost), however, 
if indirect and/or administrative costs are claimed, subrecipients must have an indirect cost rate approved by 
their cognizant agency, an approved cost allocation plan, or elect to use the 10% de minimis rate.  De minimis 
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Rate – In place of calculating a rate, a de minimis rate of 10% of the Modified Total Direct Costs (MTDC) can 
be used.  
 
Subrecipients that will claim indirect costs and have a federally approved indirect cost rate agreement(s) with 
their cognizant agency must submit a copy of the entity’s approval letter or cost allocation plan with during the 
contract negotiation period, or as soon as the indirect cost rate approval documentation is received from the 
cognizant agency. After the County of Orange has received proper documentation to substantiate cognizant 
agency approval of indirect costs or a cost allocation plan, the County of Orange will send the subrecipient a 
letter of acknowledgement and approval.  
 
Subrecipients that have not previously established an indirect cost rate, must either opt to use the 10% de 
minimis rate with a negotiated and approved indirect cost rate proposal or cost allocation plan.  The County of 
Orange may use the 10% de minims rate for indirect cost to serve as the predetermined rate.  The 
predetermined rate is a rate that is established for a current or future period, which is in most cases not subject 
to adjustment. 
 
Failure to provide or negotiate a proposed indirect cost rate can lead to disallowance of indirect costs and/or 
other remedies of noncompliance (Uniform Guidance 200.207 and 200.338). 
 
If a subrecipient does not have a prior approved indirect cost rate or cost allocation plan from their cognizant 
agency, an approved de minimis rate of 10%, or only receives federal funds as a subrecipient, the subrecipient 
must request approval of indirect costs from the County of Orange. 
 
A subrecipient requiring approval of indirect costs by the County of Orange must develop and submit its 
indirect cost rate proposal to the County of Orange immediately after the organization is advised that an award 
will be made. 
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BUDGET 

MANAGED CAREER SOLUTIONS, SPC. 
July 1, 2020 – June 30, 2021 

DISLOCATED WOKER CAREER SERVICES (NORTH & SOUTH) 
 

This total amount to be funded under this Contract for Dislocated Worker Career Services shall not 
exceed $2,600,000.00.  Each project description and corresponding budget under this Contract shall be 
mutually determined and agreed upon by County and Subrecipient.  Project descriptions shall be in 
Attachment A-2; herein and corresponding project budgets shall be listed in Attachment C-3 herein. 
 

DISLOCATED WORKER CAREER SERVICES - NORTH 
Direct Program $ 1,170,000.00 
Indirect Cost $ 130,000.00 
  
Total Contract  $ 1,300,000.00 
  
  
Leverage Resources $ 390,000.00 

 
DISLOCATED WORKER CAREER SERVICES - SOUTH 

Direct Program $ 1,170,000.00 
Indirect Cost $ 130,000.00 
  
Total Contract  $ 1,300,000.00 
  
Leverage Resources $ 390,000.00 

 
Note: Indirect Cost (including administrative) shall not exceed more than 10% of the budget.  
 
Budgets contained in Attachment C-3 of this Agreement are high-level budgets.  Upon approval by the Orange 
County Board of Supervisors – but prior to submission of July 2020 invoices, a detailed budget must be 
submitted to the County of Orange office for approval.  Budget templates will be provided by the County of 
Orange.  Invoices shall be submitted based upon these detailed budgets. 

 
Subrecipient may request to shift funds between programs, or between budgeted line items within a program, 
for the purpose of meeting specific program needs by utilizing a Budget/Staffing Modification Request form 
provided by Contract Administrator. Subrecipient must include a justification narrative specifying the purpose 
of the request, the amount of said funds to be shifted, and the sustaining annual impact of the shift as may be 
applicable to the current Fiscal Year Budget and/or future Fiscal Year Budgets. Subrecipient shall obtain 
written approval of any Budget/Staffing Modification Request(s) from Contract Administrator prior to 
implementation by Subrecipient. 
 
In support of the monthly invoice, Subrecipient shall submit monthly Expenditure Reports and support 
documentation on a form acceptable to, or provided by, the Contract Administrator and will report actual costs. 
 
Subrecipients of WIOA funds are not required to claim indirect costs (to include administrative cost), however, 
if indirect and/or administrative costs are claimed, subrecipients must have an indirect cost rate approved by 
their cognizant agency, an approved cost allocation plan, or elect to use the 10% de minimis rate.  De minimis 
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Rate – In place of calculating a rate, a de minimis rate of 10% of the Modified Total Direct Costs (MTDC) can 
be used.  
 
Subrecipients that will claim indirect costs and have a federally approved indirect cost rate agreement(s) with 
their cognizant agency must submit a copy of the entity’s approval letter or cost allocation plan with during the 
contract negotiation period, or as soon as the indirect cost rate approval documentation is received from the 
cognizant agency. After the County of Orange has received proper documentation to substantiate cognizant 
agency approval of indirect costs or a cost allocation plan, the County of Orange will send the subrecipient a 
letter of acknowledgement and approval.  
 
Subrecipients that have not previously established an indirect cost rate, must either opt to use the 10% de 
minimis rate with a negotiated and approved indirect cost rate proposal or cost allocation plan.  The County of 
Orange may use the 10% de minims rate for indirect cost to serve as the predetermined rate.  The 
predetermined rate is a rate that is established for a current or future period, which is in most cases not subject 
to adjustment. 
 
Failure to provide or negotiate a proposed indirect cost rate can lead to disallowance of indirect costs and/or 
other remedies of noncompliance (Uniform Guidance 200.207 and 200.338). 
 
If a subrecipient does not have a prior approved indirect cost rate or cost allocation plan from their cognizant 
agency, an approved de minimis rate of 10%, or only receives federal funds as a subrecipient, the subrecipient 
must request approval of indirect costs from the County of Orange. 
 
A subrecipient requiring approval of indirect costs by the County of Orange must develop and submit its 
indirect cost rate proposal to the County of Orange immediately after the organization is advised that an award 
will be made. 
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STAFFING PLAN 
MANAGED CAREER SOLUTIONS, SPC. 

NORTH & SOUTH REGIONS 
July 1, 2020 – June 30, 2021 

 
 

NORTH REGION 
Title FTE* 

Case Management Supervisor 1.00 
Case Manager (Adult & Dislocated Workers) 8.00 
Employment Specialist 2.00 
Program Manager 0.50 
Training Coordinator 1.00 

TOTAL: 12.50 
 

SOUTH REGION 
Title FTE* 

Case Management Supervisor 1.00 
Case Manager (Adult & Dislocated Workers) 8.00 
Employment Specialist 2.00 
Program Manager 0.50 
Training Coordinator 1.00 

TOTAL: 12.50 
 
*1.00 FTE = Full-Time Equivalent 
 
The substitution or addition of other key individuals in any given category or classification shall be 
allowed only with prior written pre-approval of the County Project Manager. 
 
The County may reserve the right to involve other personnel, as their services are required. The specific 
individuals will be assigned based on the need and time of the service/class required. Assignment of 
additional key personnel shall be subject to County approval. 

 
 

 

DocuSign Envelope ID: 9F69E19E-D3CA-487E-B3FA-678E3C26F096

Attachment A

Page 42 of 60



Attachment E-1 
 
 
 

PERFORMANCE 
MANAGED CAREER SOLUTIONS, SPC. 

NORTH & SOUTH REGIONS 
July 1, 2020 – June 30, 2021 

 

County of Orange Page 1 of 6 Managed Career Solutions, SPC 

OC Community Resources  Contract No. 18-28-0062-OS 

 

 

Adult Performance Measures – North Region 

PERFORMANCE MEASURE  DESCRIPTION GOAL 

New Enrollment  Number of new participants who are enrolled into WIOA 
Adult formula funding program during contract term. 

No Less 
Than 400 

Carry Forward / Follow-Up 

Number of participants who are enrolled into WIOA 
Adult formula funding program from previous contract 

term. Number of participants who are receiving follow-up 
services from WIOA Adult formula funding program 

during contract term. 

124 as of 
6/2/2020 

Target Population 

Percentage of participants who have been identified at 
enrollment to be a veteran, basic skills deficient, low-

income, receiving public assistance, offender, disabled, or 
homeless and underemployed. 

90.0%  

Placement in Employment (2nd 
Quarter After Exit) 

Percentage of participants who are in unsubsidized 
employment, during the second quarter after exit from the 

program. 
78.5% 

Placement in Employment  
(4th Quarter After Exit) 

Percentage of participants who are in unsubsidized 
employment, during the fourth quarter after exit from the 

program. 
75.5% 

Median Earnings 
Median earnings of participants who are in unsubsidized 
employment during the second quarter after exit from the 

program. 
$6,600 

Credential Rate 

Percentage of participants who obtained a recognized 
post-secondary credential or a secondary school diploma, 
or its recognized equivalent during participation or up to 

one year after exit. 

64.0% 

In-Program Skills Gain 

Percentage of participants who during a program year, 
are in an education or training program that leads to a 

recognized post-secondary credential or employment and 
who are defined as documented academic, technical, 

occupational or other forms  
of progress towards such a credential of employment.  

80.0% 

Retention with the Same Employer 
Percentage of participants who are in unsubsidized 

employment with the same employer % in both 2nd and 
4th quarter after they exit from the program. 

60.0% 
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Dislocated Worker Performance Measures – North Region 

PERFORMANCE MEASURE  DESCRIPTION GOAL 

Enrollment  
Number of new participants who are enrolled into WIOA 

Dislocated Worker formula funding program during 
contract term. 

No less than 
600 

Carry Forward / Follow-Up 

Number of participants who are enrolled into WIOA 
Adult formula funding program from previous contract 

term. Number of participants who are receiving follow-up 
services from WIOA Adult formula funding program 

during contract term 

199 as of 
6/2/2020 

Placement in Employment (2nd 
Quarter After Exit) 

Percentage of participants who are in unsubsidized 
employment, during the second quarter after exit from the 

program. 
82.0% 

Placement in Employment  
(4th Quarter After Exit) 

Percentage of participants who are in unsubsidized 
employment, during the fourth quarter after exit from the 

program. 
78.0% 

Median Earnings 
Median earnings of participants who are in unsubsidized 
employment during the second quarter after exit from the 

program. 
$8,855 

Credential Rate 

Percentage of participants who obtained a recognized 
post-secondary credential or a secondary school diploma, 
or its recognized equivalent during participation or up to 

one year after exit. 

70.5% 

In-Program Skills Gain 

Percentage of participants who during a program year, 
are in an education or training program that leads to a 

recognized post-secondary credential or employment and 
who are defined as documented academic, technical, 

occupational or other forms  
of progress towards such a credential of employment.  

80.0% 

Retention with the Same Employer 
Percentage of participants who are in unsubsidized 

employment with the same employer % in both 2nd and 
4th quarter after they exit from the program. 

60.0% 
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Business Services Activity Goals – North Region 

PERFORMANCE MEASURE  DESCRIPTION GOAL 

CalJOBS Assistance 
Number of Business who received information regarding 

CalJOBS, or assisted a Business with registering in 
CalJOBS 

100% 

Apprenticeship 
Number of Business who received information of 

apprenticeship requirements and explained job order 
posting access. 

70% 

On-the-Job Training 

Number of Business who established an on-the-job 
training contract with a Business. Under the contract, the 

Business provided occupational training to a WIOA 
participant in exchange for specified reimbursement of 

participant’s wage rate and received technical assistance 
from AJCC staff throughout the life of the training 

Contract.  

70% 

Employer Information 

Number of Business who was provided information 
including but not limited to American with Disabilities Act 

(ADA), Tax credit programs, tax incentives, payroll tax 
incentives, Alien Labor certification, disability insurance, 

employment law, labor market information, and work 
opportunity tax credit (WOTC) 

100% 

Referred to Community Resources Number of Business who was referred to community 
resources that support the business workforce needs.  100% 
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PERFORMANCE 
MANAGED CAREER SOLUTIONS, SPC. 

NORTH & SOUTH REGIONS 
July 1, 2020 – June 30, 2021 

 

County of Orange Page 4 of 6 Managed Career Solutions, SPC 

OC Community Resources  Contract No. 18-28-0062-OS 

 

Adult Performance Measures – South Region 

PERFORMANCE MEASURE  DESCRIPTION GOAL 

New Enrollment  Number of new participants who are enrolled into WIOA 
Adult formula funding program during contract term. 

No Less 
Than 400 

Carry Forward / Follow-Up 

Number of participants who are enrolled into WIOA 
Adult formula funding program from previous contract 

term. Number of participants who are receiving follow-up 
services from WIOA Adult formula funding program 

during contract term. 

126 as of 
6/2/2020 

Target Population 

Percentage of participants who have been identified at 
enrollment to be a veteran, basic skills deficient, low-

income, receiving public assistance, offender, disabled, or 
homeless and underemployed. 

90.0%  

Placement in Employment (2nd 
Quarter After Exit) 

Percentage of participants who are in unsubsidized 
employment, during the second quarter after exit from the 

program. 
78.5% 

Placement in Employment  
(4th Quarter After Exit) 

Percentage of participants who are in unsubsidized 
employment, during the fourth quarter after exit from the 

program. 
75.5% 

Median Earnings 
Median earnings of participants who are in unsubsidized 
employment during the second quarter after exit from the 

program. 
$6,600 

Credential Rate 

Percentage of participants who obtained a recognized 
post-secondary credential or a secondary school diploma, 
or its recognized equivalent during participation or up to 

one year after exit. 

64.0% 

In-Program Skills Gain 

Percentage of participants who during a program year, 
are in an education or training program that leads to a 

recognized post-secondary credential or employment and 
who are defined as documented academic, technical, 

occupational or other forms  
of progress towards such a credential of employment.  

80.0% 

Retention with the Same Employer 
Percentage of participants who are in unsubsidized 

employment with the same employer % in both 2nd and 
4th quarter after they exit from the program. 

60.0% 
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PERFORMANCE 
MANAGED CAREER SOLUTIONS, SPC. 

NORTH & SOUTH REGIONS 
July 1, 2020 – June 30, 2021 

 

County of Orange Page 5 of 6 Managed Career Solutions, SPC 

OC Community Resources  Contract No. 18-28-0062-OS 

 

 

Dislocated Worker Performance Measures – South Region 

PERFORMANCE MEASURE  DESCRIPTION GOAL 

Enrollment  
Number of new participants who are enrolled into WIOA 

Dislocated Worker formula funding program during 
contract term. 

No less than 
600 

Carry Forward / Follow-Up 

Number of participants who are enrolled into WIOA 
Adult formula funding program from previous contract 

term. Number of participants who are receiving follow-up 
services from WIOA Adult formula funding program 

during contract term 

153 as of 
6/2/2020 

Placement in Employment (2nd 
Quarter After Exit) 

Percentage of participants who are in unsubsidized 
employment, during the second quarter after exit from the 

program. 
82.0% 

Placement in Employment  
(4th Quarter After Exit) 

Percentage of participants who are in unsubsidized 
employment, during the fourth quarter after exit from the 

program. 
78.0% 

Median Earnings 
Median earnings of participants who are in unsubsidized 
employment during the second quarter after exit from the 

program. 
$8,855 

Credential Rate 

Percentage of participants who obtained a recognized 
post-secondary credential or a secondary school diploma, 
or its recognized equivalent during participation or up to 

one year after exit. 

70.5% 

In-Program Skills Gain 

Percentage of participants who during a program year, 
are in an education or training program that leads to a 

recognized post-secondary credential or employment and 
who are defined as documented academic, technical, 

occupational or other forms  
of progress towards such a credential of employment.  

80.0% 

Retention with the Same Employer 
Percentage of participants who are in unsubsidized 

employment with the same employer % in both 2nd and 
4th quarter after they exit from the program. 

60.0% 
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PERFORMANCE 
MANAGED CAREER SOLUTIONS, SPC. 

NORTH & SOUTH REGIONS 
July 1, 2020 – June 30, 2021 

 

County of Orange Page 6 of 6 Managed Career Solutions, SPC 

OC Community Resources  Contract No. 18-28-0062-OS 

 

 

Business Services Activity Goals – South Region 

PERFORMANCE MEASURE  DESCRIPTION GOAL 

CalJOBS Assistance 
Number of Business who received information regarding 

CalJOBS, or assisted a Business with registering in 
CalJOBS 

100% 

Apprenticeship 
Number of Business who received information of 

apprenticeship requirements and explained job order 
posting access. 

70% 

On-the-Job Training 

Number of Business who established an on-the-job 
training contract with a Business. Under the contract, the 

Business provided occupational training to a WIOA 
participant in exchange for specified reimbursement of 

participant’s wage rate and received technical assistance 
from AJCC staff throughout the life of the training 

Contract.  

70% 

Employer Information 

Number of Business who was provided information 
including but not limited to American with Disabilities Act 

(ADA), Tax credit programs, tax incentives, payroll tax 
incentives, Alien Labor certification, disability insurance, 

employment law, labor market information, and work 
opportunity tax credit (WOTC) 

100% 

Referred to Community Resources Number of Business who was referred to community 
resources that support the business workforce needs.  100% 
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Attachment F 

County of Orange Page 1 of 2 Managed Career Solutions, SPC. 

OC Community Resources  Contract No. 18-28-0062-OS 
 

 

FEDERAL AWARD IDENTIFICATION INFORMATION 
 
The General Program Requirements were designed to provide the framework where the Contractor 
will provide Regional Workforce Services identified in this attachment.  
 
I. GOVERNANCE 

 
Contractor agrees to comply, remain informed, and deliver services consistent with the 
provisions of the Workforce Innovation and Opportunity Act (WIOA), County of Orange, 
Orange County Development Board (OCDB) Policies, and Orange County Regional and 
Unified Local Plan 2017-2020.   

 
Where local policy has not been set, Contractor agrees to adhere to state and/or federal 
policy, as appropriate.   

 
II. GOVERNANCE REFERENCES 

 
A. Workforce Investment Act/Workforce Innovation and Opportunity Act - 

Department of Labor, Employment and Training Administration, 20 CFR Part 652 
et al.  Workforce Investment Act; Final Rules/WIOA 20CFR Part 676, 677 and 
678. 

B. Department of Labor, Employment and Training Administration, 20 CFR Part 652 
et al.  Workforce Investment Act; Final Rules/WIOA 20CFR Part 676, 677 and 
678. 

C. Additional state and federal agencies that provide funding to the County of Orange/ 
OC Community Resources/OC Community Services/Community Investment 
Division that may be incorporated herein. 

D. Information Bulletins, Directives and any other federal and state guidance 
documents pertaining to the WIOA. 

E. Actions, directives, and policy and procedures issued by OC Community 
Resources/ OC Community Services/Community Investment Division/Orange 
County Development Board (OCDB) or staff relevant to this CONTRACT, 
specifically Management Information System (MIS) Policies and Procedures, 
Monitoring Guide Policy and Procedure, Audit Requirements Policy and Procedure 
and Selective Service Policy and Procedure. 

F. County of Orange policies, as applicable. 
 

III. In accordance with the requirements of 2 CFR 200.330 (Subrecipient and Contractor 
determination) and for the purpose of this Agreement, Managed Career Solutions, SPC. is 
determined to be a Subrecipient. 
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Attachment F 

County of Orange Page 2 of 2 Managed Career Solutions, SPC. 

OC Community Resources  Contract No. 18-28-0062-OS 
 

IV. FEDERAL AWARD IDENTIFICATION  
 

FAIN INFORMATION 

A. Subrecipient Name: Managed Career Solutions, SPC. 

B. Subrecipient’s Unique Identifier 
(D-U-N-S): 61-409-4019 

C. Federal Award Identification 
Number (FAIN): Pending 

D. Federal Award Date: Pending 
E. Subaward Period of Performance: July 1, 2020 – June 30, 2021 
F. Total Amount of Federal Funds 

Obligated by the Action: 
$5,000,000 funding is contingent on federal funding 
availability 

 CFDA FAIN Award Date Formula Funds Amount 

17.258 AA-32213-18-55-A-6 07/1/2020-6/30/2021 Adult $2,400,000 

17.278 AA-32213-18-55-A-6 07/1/2020-6/30/2021 Dislocated Worker $2,600,000 

     
TOTAL: $5,000,000 

G. Total Amount of Federal Funds 
Obligated to the Subrecipient: 

$5,000,000.00 funding is contingent on federal funding 
availability 

H. Total Amount of the Federal 
Award: N/A 

I. Federal Award Project 
Description: 

Funding to operate Orange County One-Stop Center(s) 
(South) services for Adults, Dislocated Workers, 
Veterans, and Employers 

J. Federal Awarding Agency: Department of Labor Employment and Training 
Administration 

K. Name of PTE: Employment Development Department and County of 
Orange 

L. Contact Information for the 
Awarding Official: Carma Lacy, Executive Director  

 Phone Number: (714) 480-6420 
 E-mail Address: carma.lacy@occr.ocgov.com 
M. CFDA Number: See Title Page of Agreement 
 CFDA Name:  
N. Whether Award is R&D: No 
O. Indirect Cost Rate for the Federal 

Award: 10% administrative (indirect) cost(s) limitation 
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Exhibit 1 

 

 
  

DRUG FREE WORKPLACE CERTIFICATION 
 

  
    
Company/Organization Name 
 
 
 
 
 

 
The Contractor or grant recipient named above hereby certifies compliance with Government 
Code 8355 in matters relating to providing a drug-free workplace.  The above named Contractor 
will: 
 

1. Publish a statement notifying employees that unlawful manufacture, distribution, 
dispensation, possession, or use of a controlled substance is prohibited in the person’s 
or organization’s workplace and specifying the actions to be taken against employees for 
violations of the prohibitions, as required by Government Code Section 8355(a). 

 
2. Establish a Drug Free Awareness Program as required by Government Code Section 

8355(b), to inform employees about all of the following: 
 

A. The dangers of drug abuse in the workplace, 
B. The person’s or organization’s policy of maintaining a drug-free workplace, 
C. Any available drug counseling, rehabilitation and employee assistance programs,     

                  and 
D. Penalties that may be imposed upon employees for drug abuse violations 

 
3. Provide as required by Government code Section 8355I that every employee who works 

on the proposed contract or grant 
 

A. Will receive a copy of the company’s drug-free policy statement described in 
paragraph (1) above, and 

B. Will agree to abide by the terms of the company’s statement as a condition of 
employment in the contract or grant. 

 
 

CERTIFICATION 
I, the official named below, hereby swear that I am duly authorized legally to bind the contractor 
or grant recipient to the above described certification.   

 
      
Official’s Name 

      Orange 
Date Executed Executed in the County of Orange 
 
Contractor or Grantee Recipient Signature and Title      
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Exhibit 2 

 

 
 
 

CERTIFICATION REGARDING 
DEBARMENT, SUSPENSION, INELIGIBILITY AND VOLUNTARY EXCLUSION 

LOWER TIER COVERED TRANSACTIONS 
 
 
This certification is required by the regulations implementing Executive Order 12549, Debarment 
and suspension, 29 CFR Part 98.510, Participants’ responsibilities.  The regulations were published 
as Part VII of the May 26, 1988 Federal Register (pages 19160-19211) 
 
(BEFORE COMPLETING CERTIFICATION, READ INSTRUCTIONS FOR CERTIFICATION) 
 
(1) The contractor or grant recipient of Federal assistance funds certifies, by submission of this 

exhibit  document, that neither it nor its principals are presently debarred, suspended, 
proposed for  debarment, declared ineligible, or voluntarily excluded from participation in 
this transaction by any Federal department  or agency. 

 
(2) Where the contractor or grant recipient of Federal assistance funds is unable to certify to 

any of the statements in this certification, the contractor or grant recipient shall attach an 
explanation to this exhibit document. 

 
      
Name 

      
Title 
 
Authorized Signature     Date 
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Exhibit 2 

 

 
 
 
DEBARMENT AND SUSPENSION CERTIFICATION - Instructions for Certification 
 
1. By signing and submitting this exhibit document, the contractor or grant recipient of Federal 

assistance funds is providing the certification as set out below. 
 
2. The certification in the clause is a material representation of fact upon which reliance was 

placed when this transaction was entered into.  If it is later determined that the contractor or 
grant recipient of Federal assistance funds knowingly rendered an erroneous certification in 
addition to other remedies available to the Federal Government, the Department of Labor (DOL) 
may pursue available remedies, including suspension and/or debarment. 

 
3. The contractor recipient of Federal assistance funds shall provide immediate written notice to 

the County of Orange/Workforce Investment Board to which this certification document is 
submitted if at any time the contractor or grant recipient of Federal assistance funds learns that 
its certification was erroneous when submitted or has become erroneous by reason of changed 
circumstances. 

 
4. The contractor or grant recipient of Federal assistance funds agrees by submitting this 

certification document that, should the covered transaction be entered into, it shall not knowingly 
enter into any lower tier covered transaction with a person who is debarred, suspended, 
declared ineligible, or voluntarily excluded from participation in this covered transaction, unless 
authorized by the DOL. 

 
5. The contractor or grant recipient of Federal assistance funds further agrees by submitting this 

certification document that it will include the clause titled "Certification Regarding Debarment, 
Suspension, Ineligibility and Voluntary Exclusion - Lower Tier Covered Transactions," without 
modification, in all lower tier covered transactions and in all solicitations for lower tier covered 
transactions. 

 
6. The contractor or grant recipient in a covered transaction may rely upon a certification of a 

contractor or grant recipient in a lower tier covered transaction that it is not debarred, 
suspended, ineligible, or voluntarily excluded from the covered transaction, unless it knows that 
the certification is erroneous. The contractor or grant recipient may decide the method and 
frequency by which it determines the eligibility of its principals. 

 
7. Nothing contained in the foregoing shall be construed to require establishment of a system of 

records in order to render in good faith the certification required by this clause.  The knowledge 
and information of the contractor or grant recipient is not required to exceed that which is 
normally possessed by a prudent person in the ordinary course of business dealings. 

 
8. Except for transactions authorized under paragraph 5 of these instructions, if the contractor or 

grant recipient in a covered transaction knowingly enters into a lower tier covered transaction 
with a person who is suspended, debarred, ineligible, or voluntarily excluded from participation 
in this transaction, in addition to other remedies available to the Federal Government, the DOL 
may pursue available remedies, including suspension and/or debarment. 
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      Page 1 of 1 

 
CERTIFICATION REGARDING LOBBYING 

CERTIFICATION FOR CONTRACTS, GRANTS, LOANS, 
AND COOPERATIVE AGREEMENTS 

 
The undersigned certifies, to the best of his or her knowledge and belief, that: 
 
(1) No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to 

any person for influencing or attempting to influence an officer or employee of an agency, a member 
of Congress, an officer or employee of Congress, or an employee of a Member of Congress in 
connection with the awarding of any Federal contract, the making of any Federal grant, the making of 
any Federal loan, the entering into of any cooperative agreement, and the extension, continuation, 
renewal, amendment, or modification of any Federal contract, grant, loan, or cooperative agreement. 

 
(2) If any funds other than Federal appropriated funds have been paid or will be paid to any person for 

influencing or attempting to influence an officer or employee of any agency, a Member of Congress, 
an officer or employee of Congress, or an employee of a member of Congress in connection with this 
Federal contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit 
Standard Form LLL, ”Disclosure Form to Report Lobbying," in accordance with its instructions. 

 
(3) The undersigned shall require that the language of this certification be included in the award documents 

for all* subawards at all tiers (including subcontracts, subgrants and contracts under grants, loans, and 
cooperative agreements) and that all* subrecipients shall certify and disclose accordingly. 

 
This certification is a material representation of fact upon which reliance was placed when this 
transaction was made or entered into. Submission of this certification is a prerequisite for making or 
entering into this transaction imposed by section 1352, title 31, U.S. Code. Any person who fails to file 
the required certification shall be subject to a civil penalty of not less than $10, 000 and not more than 
$100,000 for each such failure. 

 
 
Grantee/Contractor Organization 

      
Name 

      
Title            
              
Authorized Signature          
            
  Date 

                
 
*Note: In these instances, "All," in the Final Rule is expected to be clarified to show that it applies to 
covered contract/grant transactions over $100,000 (per OMB). 
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Exhibit 4 

 

 

 

INSTRUCTIONS FOR COMPLETION OF  
SF-LLL DISCLOSURE OF LOBBYING ACTIVITIES 

 
This disclosure form shall be completed by the reporting entity, whether subawardee or prime Federal recipient at the initiation or receipt of a 
covered Federal action, or a material change to a previous filing, pursuant to title 31 U.S.C. section 1352. The filing of a form is required for each 
payment or agreement to make payment to any lobbying entity for influencing or attempting to influence an officer or employee of any agency, a 
Member of Congress, an officer or employee of Congress. or an employee of a Member of Congress in connection with a covered Federal action. 
Use the SF LLL-A Continuation sheet for additional information if the space on the form is inadequate. Complete all items that apply for both the 
initial filing and material change report. Refer to the implementing guidance published by the Office of Management and Budget for additional 
information. 
1. Identify the type of covered Federal action for which lobbying is and has been secured to influence the outcome of a covered action. 
2. Identify the status of the covered Federal action. 
3. Identify the appropriate classification of this report. If this is a follow up report caused by a material change to the information previously reported, 

enter the year and quarter in which the change occurred. Enter the date of the last previously submitted report by this reporting entity for this 
covered Federal action. 

4. Enter the full name, address, city, state and zip code of the reporting entity. Include congressional district. if known. Check the appropriate 
classification of the reporting entity that designates if it is, or expects to be a prime or subaward recipient.  
Identify the tier of the subawardee, e. g. the first subawardee of the prime is the 1st tier. Subawards include but are not limited to subcontracts. 
subgrants and contract awards under grants. 

5. If the organization filing the report, in item 4 checks "Subawardee", then enter the full name, address, city, state, and zip code of the prime Federal 
recipient. Include congressional district, if known. 

6. Enter the name of the Federal agency making the award or loan commitment. Include at least one organizational level below agency name, if 
known. For example, Department of Transportation, United States Coast Guard. 

7. Enter the Federal program name or description for the covered Federal action (item 1). If known, enter the full Catalog of Federal Domestic        
    Assistance (CFDA) number for grants, cooperative agreements, loans and loan commitments. 
8. Enter the most appropriate Federal identifying number available for the Federal action identified in item 1 (e. g. Request for Proposal (RFP) 

number; Invitation for Bid (IFB) number; grant announcement number the contract, grant. or loan award number; the application proposal control 
number assigned by the Federal agency). Include prefixes, e.g., "RFP DE 90 09." 

9. For a covered Federal action where there has been an award or loan commitment by the Federal agency, enter the Federal amount of the    
    award/loan commitment for the primary entity identified in item 4 or 5.  
10. (a) Enter the full name, address, city, state and zip code of the lobbying entity engaged by the reporting entity identified in item 4 to  
                    influence the covered Federal action. 
 (b) Enter the full names of the individual(s) performing services, and include full address if different from 10 (a). Enter Last Name, First  
                    Name, and Middle Initial (MI). 
11. Enter the amount of compensation paid or reasonably expected to be paid by the reporting entity (item 4) to the lobbying entity (item 10).  
      Indicate whether the payment has been made (actual) or will be made (planned). Check all boxes that apply. If this is a material change report      
      enter he cumulative amount of payment made or planned to be made. 
12. Check the appropriate box(es). Check all boxes that apply. If payment is made through an in kind contribution, specify the nature and value of  
      the in kind payment. 
13. Check the appropriate box(es). Check all boxes that apply. If other, specify nature. 
14. Provide a specific and detailed description of the services that the lobbyist has performed, or will be expected to perform, and the date(s) of any 

services rendered. Include all preparatory and related activity, not just time spent in actual contact with Federal officials. Identify the Federal 
official(s) or employee(s) contacted and the officer(s), employee(s), or Member(s) of Congress that were contacted. 

15. Check whether or not a SF LLL A Continuation Sheet(s) is attached. 
16. The certifying official shall sign and date the form, print his/her name, title, and telephone number. 
 
Public reporting burden for this collection of information is estimated to average 30 minutes per response, including time for reviewing instructions. 
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. Send 
comments regarding the burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden, to the 
Office of Management and Budget. Paperwork Reduction Project (0348 0046) Washington D.C., 20503. 
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Exhibit 4 

 

  
 
 

DISCLOSURE OF LOBBYING ACTIVITIES 
Complete this form to disclose activities pursuant to 31 U.S.C 1352 

1. Type of Federal Actions: 
 a. contract 
 b. grant 
  c. cooperative agreement 
 d. loan 
 e. loan guarantee 
 f. loan insurance 

2. Status of Federal Actions: 
 a. bid/offer/application 
 b. initial award 
 c. post-award 

3. Report Type: 
 a. initial filing 
 b. material change 
  
For material change only: 
Year:  Quarter:   
Date of last report:     

4. Name and Address of Reporting Entity 
 Prime Subawardee 
       
 Tier     if known 
  
 Congressional District, if known: 

5. If Reporting Entity in No. 4 is a Subawardee: 
 Enter Name and Address of Prime: 
       
  
  
Congressional District, if known: 

6. Federal Department / Agency: 7. Federal Program Name/Description 
 
 

8. Federal Action Number, if known: 
 
 

9. Award Amount, if known: 
 $ 

10a. Name and Address of Lobbying Entity 
  (if individual, last name, first name, MI): 
 
 
 
 
(attach Continuation Sheets SF-LLL-A, if necessary)  

10b. Individual Performing Services 
  (including address if different from No. 10a) 
  (last name, first name, MI): 
 
 
 
 

11. Amount of Payment (check all that apply): 
$ Actual      
 Planned 

13. Type of Payment (check all that apply) 
  a. retainer 
  b. one-time free 
  c. commission 
  d. contingent fee 
  e. deferred 
  f. other specify:    
        

12. Form of Payment (check all that apply): 
  a. cash 
  b. in-kind: specify: 
nature:        
 

value:         

14. Enter Description of Services performed or to be Performed and date(s) of Service, including officer(s), employee(s), or Member(s) 
    contacted, for Payment indicated on item 11: 
 

15. Continuation sheet(s) SF-LLL-A attached:    Yes   No 

16. Information requested through this form authorized by Title 
31 U.S.C. Section 1352. This disclosure of lobbying activities is a 
material representation of fact upon which reliance was placed by the 
tier above when this transaction was made or entered into.  This 
disclosure is required pursuant to 31 U.S.C. 1352. This information 
will be reported to the Congress semiannually and will be available for 
public inspection.  An person who fails to file the required disclosure 
shall be subject to a civil penalty of not less than $10,000 and not 
more than $100,000 for each such failure.  

 
Signature:       

       

       

Print Name: 

Title: 

Telephone No: 

Date: 
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Exhibit 4 

 

  
 
 

DISCLOSURE OF LOBBYING ACTIVITIES 
CONTINUATION SHEET 

Approved by OMS - 0348-0046 
 

 

 

Reporting Entity:           

             

        Page  of    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
BILLING CODES 3410-01 -C; 6450-01-C; 6890-01 ;6025-01-C; 7510-01-C , 35 1 0-FE-C; 8120-01 -C; 4710-24-C, 6116-01 -C, 
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EXHIBIT 5 

 
 
 
 
 
Subject: OC Community Resources 
                Contract Reimbursement Policy 

 
Effective: July 1, 2010 

Revised: January 17, 2020 
 

 Page 1 of 2 

PURPOSE: 
This policy contains updated fiscal documentation requirements for contract reimbursement for 
OC Community Services and OC Housing & Community Development. The procedures provide 
instructions for submitting reimbursement demand letter or invoice. 
 
REFERENCES: 
Executed County Board of Supervisors approved contract  
Budget included in contract or presented as an attachment  
48 CFR Part 31 Contract Cost Principles and Procedures 
24 CFR Parts 85, 570.502, 570.201, 576.21, 576.51 and 576.61:  For OC Housing & 
Community Development Contracts only. 
2 CFR Part 200 Uniform Administrative Requirements, Cost Principles, and Audit Requirements 
for Federal Awards (Uniform Guidance) 
 
BACKGROUND: 
The executed Board of Supervisors approved contract is the authorization for all aspects of 
payment, including the maximum amount to be paid, the payee, and the scope of services and 
work. Payments are made in strict accordance with the contract terms. Allowable costs are 
identified in referenced Uniform Guidance and Code of Federal Regulations (CFR). 
 
ATTACHMENTS: 
Reimbursement Policy Status Form (RPS-1) 
 
POLICY: 
Contractor is responsible for the submission of accurate claims.  This reimbursement policy is 
intended to ensure that the Contractor is reimbursed based on the code or codes that correctly 
describe the services provided.  This information is intended to serve only as a general reference 
resource regarding OC Community Services’ and Housing & Community Development 
reimbursement policy for the services described and is not intended to address every aspect of a 
reimbursement situation.  Accordingly, OC Community Services and OC Housing & Community 
Development may use reasonable discretion in interpreting and applying this policy to services 
provided in a particular case. Other factors affecting reimbursement may supplement, modify or, 
in some cases, supersede this policy.  These factors may include, but are not limited to: legislative 
mandates and County directives.  OC Community Services and OC Housing & Community 
Development may modify this reimbursement policy at any time by publishing a new version of 
the policy.  However, the information presented in this policy is accurate and current as of the 
date of publication. 
 
Cost incurred by Contractor must be substantiated and incurred during the contract period. 
Total of all reimbursements cannot exceed the amount of the contract.  Cost must be allowable 
under applicable Code of Federal Regulations (CFR) or Uniform Guidance.  All supporting 
documentation for reimbursement must be submitted with demand letter or invoice.  If contract 
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requires matching contribution, documentation substantiating contribution match must be 
submitted with demand letter or invoice. 
 
At any time, based on County’s business needs and/or Contractor’s performance, the County may 
designate Contractor to submit abbreviated or comprehensive documentation, as identified in the 
respective sections. Upon designation, Contractor will be notified, in writing via Reimbursement 
Policy Status Form, of which requirements are in full force.  When Contractor is required to submit 
comprehensive documentation, in addition to the items identified in the Abbreviated 
Documentation Requirements Section, Contractor must also provide the documentation identified 
in the Comprehensive Documentation Requirements Section.  
 

PROCEDURES:  
Abbreviated Documentation Requirements 
Compile and submit: 

1. Supporting documentation includes, but is not limited to: 
a. General ledger/expense transaction report 
b. Payroll register or labor distribution report 
c. Payroll allocation plan 
d. Personnel Documentation 
e. Benefit plan and calculation of benefit 
f. Employer-employee contract for non-customary benefits (if applicable) 
g. Pre-approval documentation for equipment purchases equal to or greater than 

$5,000 
2. The following is required with the first month’s invoice only: 

a. Cost allocation plan for rent, utilities, etc. 
b. Indirect rate approved by cognizant agency (if applicable) 

3. Summary of leveraged resources (if applicable) 
4. Demand letters must contain the following certification (if required by Contract): 

“By signing this report, I certify to the best of my knowledge and belief that the 
report is true, complete, and accurate, and the expenditures, disbursements and 
cash receipts are for the purposes and objectives set forth in the terms and 
conditions of the Federal award. I am aware that any false, fictitious, or fraudulent 
information, or the omission of any material fact, may subject me to criminal, civil 
or administrative penalties for fraud, false statements, false claims or otherwise. 
(U.S. Code Title 18, Section 1001 and Title 31 Sections 3729-3730 and 3801-3812)” 

5. Grantee Performance Report (if required by Contract) 
6. Supporting documentation shall be on single-sided sheets 
7. Please redact employees’ Social Security Number from payroll reports  
8. Demand letter or invoice, along with supporting documentation shall be submitted to: 

OC Community Resources Accounting 
601 N. Ross St., 6th Floor 
Santa Ana, CA 92701 
 

Comprehensive Documentation Requirements 
In addition to abbreviated documentation, compile and submit: 

9. Purchase orders, invoices, and receipts 
10. Cashed checks 
11. Check register 
12. Consultant/sub-contractor invoices (with description of services) 
13. Travel expense documentation: mileage reimbursement, hotel bill, meal reimbursement 

 
ACTION: 

Distribute this policy to all appropriate staff 
 
INQUIRIES: Inquiries may be directed to OCCR Accounts Payable at: 
OCCRAccountsPayable@occr.ocgov.com 
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Reimbursement Policy Status (RPS-1) 

Reimbursement Policy Status Form 

Per OC Community Resources Contract Reimbursement Policy, in regards to the Contract 

Number listed herein, Contractor is designated with the Documentation Status of 

Abbreviated unless Comprehensive is checked below. If the contractor’s designation should 

change to Abbreviated, a new status form shall be approved.  All related documentation 

requirements are in full force, until further notice. 

Effective Date: July 1, 2020 Contractor: Managed Career Solutions 

Contract No.:  18-28-0062-OS 

Documentation Status: ☐  Abbreviated ☒ Comprehensive

************************************************************************************************************* 

Program Authorization by: Auditor Controller Authorization by: 

Carma Lacy  Eric Takanishi 
Print Name Print Name 

Signed by:   Signed by: 

Date:      Date:       

Two signatures are required to implement the form. 

Distribution: 

Contractor 

Auditor Controller 

Contract File 

Program File 
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