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Section 1 – Overview and Schedule 
 
1.1 Executive Summary 
The New Hampshire Department of Education, Bureau of Adult Education (BAE) is currently 
seeking three-year proposals, for the period from July 1, 2020 until June 30, 2023, from all interested 
parties such as adult education programs, school districts, employers, community-based 
organizations, post-secondary institutions, faith-based organizations, single agency, or 
agency/organization consortiums, non-profits and others, who have experience providing 
professional development activities for adult education and literacy educators This includes 
practitioners employed by adult education programs funded by the Bureau of Adult Education 
providing services under the Workforce Innovation and Opportunity Act (WIOA) of 2014,. 
 
Under Title II of WIOA, the Adult Education and Family Literacy Act (AEFLA) is designed to help 
adults with the following: 
 

• Improve their educational and employment outcomes 
• Become self-sufficient 
• Support the educational development of their children 
• Transition to postsecondary education and training including through career pathways 

programs 
• Assist English language learners to acquire the skills needed to succeed in the 21st 

century economy 
 

The purpose of AEFLA is to create a partnership among the Federal States and localities to provide, 
on voluntary basis, adult education and literacy activities in order to: 
 

A. Assist adults to become literate and obtain knowledge and skills necessary for 
employment and economic self-sufficiency. 

B. Assist adults who are parents or family members to obtain the education and skills that 
– 

a. Are necessary to becoming full partners in the educational development of their 
children; and 

b. Lead to sustainable improvements in the economic opportunities for their 
family; 

C. Assist adults in attaining a secondary school diploma or its recognized equivalent and 
in the transition to postsecondary education and training, through career pathways; and 

D. Assist immigrants and other individuals who are English language learners in- 
a. Improving their – 

i. Reading, writing, speaking and comprehension skills in English; and 
ii. Mathematics skills; and 

b. Acquiring an understanding of the American system of Government, individual 
freedom, and the responsibilities of citizenship. 

 
The successful applicant will be responsible for administering the following programs and services: 

• Professional Development Director 
• Learning Disabilities Coordinator 
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• Various advisory groups and committees 
• All professional development activities such as workshops, conferences and 

online courses 
• Maintenance of the NH Adult Education website 
• Fiscal management including but not limited to: 

o issuing stipends and mileage reimbursement for activities 
o payment of NH Works Infrastructure costs, dues and fees 
o distribution of tuition, workshop fees and grants 
o Disbursement of scholarship funds as needed 

 
1.2 Required Activities 
WIOA increases accountability and places stronger emphasis on results through the establishment of 
common employment outcome measures across core WIOA programs, including adult education. To 
meet these measures, the Bureau of Adult Education is responsible for providing State Leadership 
activities including, but not limited to: 
 

1. The alignment of adult education and literacy activities with other core programs and 
one-stop partners, including eligible providers to implement the strategy identified in 
the Combined State Plan under section 103, including the development of career 
pathways to provide access to employment and training services for individuals in 
adult education and literacy activities.  

 
2. The establishment or operation of high quality professional development programs to 

improve the instruction provided pursuant to local activities required under section 231 
(b), including instruction incorporating the essential components of reading instruction 
as such components relate to adults, instruction related to the specific needs of adult 
learners, instruction provided by volunteers or by personnel of a State and 
dissemination of information about models and promising practices related to such 
programs. 

 
3. The provision of technical assistance to eligible providers of adult education and 

literacy activities receiving funds under Title II including: 
 
a. the development and dissemination of instructional and programmatic practices 

based on the most rigorous or scientifically valid research available and 
appropriate in reading, writing, speaking, mathematics, English language 
acquisition programs, distance education and staff training; 

 
b. the role of eligible providers as a one-stop partner to provide access to 

employment, education, and training services; and 
 
c. assistance in the use of technology, including for staff training, to eligible 

providers, especially the use of technology to improve system efficiencies. 
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4. The monitoring and evaluation of the quality of, and the improvement in, adult 
education and literacy activities and the dissemination of information about models 
and proven or promising practices within the State. 

 
1.3 Permissible Activities 
Funds for the Statewide Professional Development program may be used for: 
 
  1. The support of State networks of literacy resource centers. 
 

2. The development and implementation of technology application, translation 
technology or distance education, including professional development to support the 
use of instructional technology. 

 
3. Developing and disseminating curricula, including curricula incorporating the essential 

components of reading instruction as such components relate to adults. 
 
4. Developing content and models for integrated education and training and career 

pathways. 
 
5. The provision of assistance to eligible providers in developing and implementing 

programs that achieve the objectives of Title II and in measuring the progress of those 
programs in achieving such objectives, including meeting the State adjusted levels of 
performance. 

 
6. The development and implementation of a system to assist in the transition from adult 

education to postsecondary education, including linkages with postsecondary 
institutions or institutions of higher education. 

 
7. Integration of literacy and English language instruction with occupational skill 

training, including promoting linkages with employers. 
 
8. Activities to promote workplace adult education and literacy activities. 
 
9. Identifying curriculum frameworks and aligning content standards that: 
 

a. specify what adult learners should know and be able to do in the areas 
of reading and language arts, mathematics, and English language 
acquisition; 

  b. take into consideration the following: 
   i. College & Career Readiness Standards for Adult Education. 

ii. The current adult skills and literacy assessments used in the 
State. 

iii. The primary indicators of performance. 
iv. Standards and academic requirements for enrollment in non-

remedial, for credit courses in postsecondary education 
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institutions or institutions of higher education supported by the 
State. 

v. Where appropriate, the content of occupational and industry 
skill standards widely used by business and industry in the 
State. 

  
10. Developing and piloting of strategies for improving teacher quality and 

retention. 
 

11. The development and implementation of programs and services to meet 
the needs of adult learners with learning disabilities or English language 
learners, which may include new and promising assessment tools and 
strategies that are based on scientifically valid research, where 
appropriate, and identify the needs and capture the gains of such students 
at the lowest achievement levels. 

 
12. Outreach to instructors, students and employers. 
 
13. Other activities of statewide significance that promote the purpose of Title 

II.  
  
1.4 Schedule 
The following table provides a Schedule of Events for this RFP through contract finalization and 
approval. The Agency reserves the right to amend this Schedule at its sole discretion and at any time 
through a published Addendum.  
 
EVENT DATE LOCAL 

TIME 
RFP Released to Proposers (Advertisement) 2/7/2020 4:30 PM 
Vendor Conference 2/19/2020 1:00 PM 
Proposer Inquiry Period Ends 2/28/2020 4:30 PM 
Final Agency Responses to Proposer Inquiries 3/6/2020 4:30 PM 
Proposers Submit Proposals 3/27/2020 4:00 PM 
Estimated Notification of Selection and Begin Contract Negotiations  4/1/2020 

 

Anticipated Governor & Council Approval, if applicable 5/27/2020  
Notice to Proceed 7/1/2020  
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Section 2  - Description of Agency/Program Issuing the Request for Proposals 
 
2.1 NH Department of Education 
The Department of Education provides educational leadership and services which promote equal 
educational opportunities and quality practices and programs that enable New Hampshire residents 
to become fully productive members of society. 
 
2.2 Bureau of Adult Education 
The Bureau of Adult Education’s mission is to provide a variety of educational opportunities to 
empower adults to become lifelong learners, to support individual in identifying and achieving their 
potential academic and/or career goals and to assist students to become active participants in their 
communities. 
 
Currently, the Bureau funds thirteen adult basic education programs, twelve English as a second 
language programs, thirteen volunteer literacy programs, two integrated education and training 
programs, and six integrated English literacy and civics education programs.  
 
New Hampshire has had a long tradition of supporting its adult educators in meeting AEFLA goals 
through a comprehensive, high quality professional development program. 
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Section 3 – Proposed Scope of Work 
 
3.1 Overview 
The New Hampshire Department of Education, Bureau of Adult Education (BAE) is currently 
seeking three-year proposals from all interested parties such as adult education programs, school 
districts, community-based organizations, faith-based organizations, volunteer literacy programs, 
institutions of higher education, a public or private nonprofit agency, a library, a public housing 
authority, a consortium or coalition of agencies or a partnership between an employer and any of the 
above entities, who have experience working with adults at or below the secondary level who are in 
need of adult education and literacy activities including those interested in transitioning to the 
workforce or post-secondary education.  
 
The vision for the statewide professional development system is a comprehensive, high-quality 
professional development system that is flexible in the delivery of its services to meet the needs of 
NH educators that uses materials and resources based on the most current research; aligns with the 
NH WIOA Combined State Plan and its goals; and, is designed to build capacity while improving 
teacher effectiveness across adult education programs. 
 
The applicant should have demonstrated effectiveness in providing the required activities in this RFP 
and be familiar with the content and delivery of NH adult education and literacy services; state and 
federal laws relating to adult education; and, the policies and procedures for adult education 
programs in NH.  
 
The applicant will coordinate activities under the direction of the Bureau of Adult Education 
including, but not limited to the following activities: 
 
 1. State Leadership Activities 

a. Alignment 
  b. Instruction Improvement 
  c. Technical Assistance 
  d. Monitoring, Evaluation and Improving Teacher Quality 
 2. Capacity Building 
 3. Facilitation Services 

 
3.2 General Adult Education Information 
 

3.2.2 Definitions 
The following definitions apply to WIOA Title II and are provided for applicants to ensure that 
services provided through the Statewide Professional Development program prepare adult 
educators to serve eligible individuals through adult education and literacy activities as 
described. 
 
In addition to WIOA Title II programs, the Bureau of Adult Education provides state funding for 
other programs including the Adult Diploma Program which has different eligibility 
requirements than those listed in this section.  
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3.2.2.1  Adult Education 
Adult education means academic instruction and education services below the 
postsecondary level that increase an individual’s ability to –  

 
A. read, write and speak English and perform mathematics or other activities 

necessary for the attainment of a secondary school diploma or its recognized 
equivalent; 

B. transition to postsecondary education and training; and 
C. obtain employment 

 
3.2.2.2 Adult Education and Literacy Activities 
Adult education and literacy activities mean programs, activities and services that include 
the following: 

 
• Adult education 
• Literacy 
• Workplace adult education and literacy activities  
• Family literacy activities (Not funded in New Hampshire) 
• English language acquisition activities (ESL) 
• Integrated English Literacy and Civics Education (IELCE) 
• Workforce preparation activities 
• Integrated Education and Training (IET) 

 
Complete definitions can be found in Appendix A: WIOA Glossary 

 
3.2.2.3 Eligible Individual 
An eligible individual means an individual – 

 
A. who has attained 16 years of age; 
B. who is not enrolled or required to be enrolled in secondary school under State 

law; and 
C. who – 

   (i) is basic skills deficient 
(ii)  does not have a secondary school diploma or its recognized 

equivalent; and has not achieved an equivalent level of education; 
or 

(iii) is an English language learner 
 

3.2.2.3.1 Basic Skills Deficient 
The term “basic skills deficient” means, with respect to an individual –  

 
A. who is a youth, that the individual has English reading, writing or computing 

skills at or below the 9th grade level on a generally accepted standardized test; 
or 
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B. who is a youth or an adult, that the individual is unable to compute or solve 
problems, or read, write or speak English, at a level necessary to function on 
the job, in the individual’s family, or in society. 

 
3.2.2.5 Individual with a Barrier to Employment 
The term “individual with a barrier to employment” means a member of one or 
more of the following populations: 

 
A. Displaced homemakers 
B. Low-income individuals 
C. Indians, Alaska Natives, and Native Hawaiians, as such terms are defined in WIOA 

Section 166. 
D. Individuals with disabilities, including youth who are individuals with 

disabilities 
E. Older individuals 
F. Ex-offenders 
G. Homeless individuals, as defined in VAWA 41403(6), or homeless children and 

youths, as defined in McKinney-Vento Homeless Assistance Act (42 U.S.C. 11434a(2)) 
H. Youth who are in or have aged out of the foster care system 
I.  Individuals who are English language learners, individuals who have 

low levels of literacy, and individuals facing substantial cultural 
barriers. 

J.  Eligible migrant and seasonal farmworkers, as defined in WIOA section 167(i) 

K. Individuals within two (2) years of exhausting lifetime eligibility under 
Part A of Title IV of the Social Security Act (42 U.S.C. 601 et seq) 

L. Single parents (including single pregnant women) 
M. Long-term unemployed individuals 
N. Such other groups as the Governor of New Hampshire determines to 

have barriers to employment 
 

3.2.2.6 Individual with Disabilities 
The term “individual with a disability” means an individual with a disability as 
defined in section 3 of the Americans with Disabilities Act of 1990 (42 U.S.C. 
12102) 

 
3.2.2.7 Low-Income Individual 
The term “low-income” individual means an individual who – 

 
A. In General – The term “low-income individual” means an individual 

who- 
(i) receives, or in the last 6 months has received, or is a member of 

a family that is receiving or in the past 6 months has received, 
assistance through the supplemental nutrition assistance 
program established under the Food and Nutrition Act of 2008 
(7 U.S.C. 2011 et seq.), the program of block grants to States for 
temporary assistance for needy families program under Part A 
of title IV of the Social Security Act (42 U.S.C. 601 et seq.) or 
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the supplemental security income program established under 
title XVI of the Social Security Act 42 U.S.C. 1381 et seq.), or 
State of local income-based public assistance; 

(ii) is in a family with total family income that does not exceed the 
higher of- 

     (I)  the poverty line 
     (II)  70 percent of the lower living standards income level; 

(iii) is a homeless individual (as defined in section 41403(6) of the 
Violence Against Women Act of 1994 (42 U.S.C. 14043e-
2(6))), or a homeless child or youth (as defined under section 
725(2) of the McKinney-Vento Homeless Assistance Act (42 
U.S.C. 11434a(2))); 

(iv)  receives or is eligible to receive a free or reduced price lunch 
under the Richard B. Russell National School Lunch Act (42 
U.S.C. 1751 et seq.); 

(v)  is a foster child on behalf of whom State or local government 
payments are made; 

(vi)  is an individual with a disability whose own income meets the 
income requirement of clause (ii), but who is a member of a 
family whose income does not meet this requirement. 

B. Lower Living Standard Income Level – The term “lower living 
standard income level” means that income level (adjusted for regional, 
metropolitan, urban and rural differences and family size) determined 
annually by the Secretary of Labor based on the most recent lower 
living family budget issued by the Secretary. 

 
3.2.2.4 Essential Components of Reading 
The essential components of reading instruction are explicit and systematic instruction in: 

• Phonemic awareness 
• Phonics 
• Vocabulary instruction 
• Reading fluency, including oral reading skills 
• Reading comprehension strategies 

 
From Every Student Succeeds Act Sec 1915 9 (c), p.365 

 
3.2.2.5 Workforce Preparation Activities 
The term “workforce preparation activities” means activities, programs or services 
designed to help an individual acquire a combination of: 

 
• Basic academic skills 
• Critical thinking skills 
• Digital literacy skills 
• Self-management skills including competencies in: 

o Utilizing resources 
o Using information 
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o Working with others 
o Understanding systems 
o Obtaining skills necessary for successful transition into and 

completion of postsecondary education or training or 
employment 

 
3.2.2.6 Career Pathway 
The term ‘‘career pathway’’ means a combination of rigorous and high-quality education, 
training, and other services that— 

(A) aligns with the skill needs of industries in the economy of the State or 
regional economy involved; 

(B) prepares an individual to be successful in any of a full range of 
secondary or postsecondary education options, including 
apprenticeships registered under the Act of August 16, 1937 
(commonly known as the ‘‘National Apprenticeship Act’’; 50 Stat. 
664, chapter 663; 29 U.S.C. 50 et seq.) (referred to individually in this 
Act as an ‘‘apprenticeship’’, except in section 171); 

(C) includes counseling to support an individual in achieving the 
individual’s education and career goals; 

(D) includes, as appropriate, education offered concurrently with and in 
the same context as workforce preparation activities and training for a 
specific occupation or occupational cluster; 

(E) organizes education, training, and other services to meet the particular 
needs of an individual in a manner that accelerates the educational and 
career advancement of the individual to the extent practicable; 

(F) enables an individual to attain a secondary school diploma or its 
recognized equivalent, and at least 1 recognized postsecondary 
credential; and 

(G) helps an individual enter or advance within a specific occupation or 
occupational cluster. 

 
3.3 Local Adult Education Program Requirements (for reference) 
The following information applies to WIOA Title II Local Agencies and is provided for applicants to 
ensure that services provided through the Statewide Professional Development program prepare 
adult educators to serve eligible individuals through adult education and literacy activities as 
described. 
 

 1. The program must be responsive to regional needs as identified in the local 
workforce development plan including the educational, economic and 
social/cultural needs of the area. 

 2. The program must serve individuals in the community who were identified as most 
in need of adult education and literacy activities including individuals with local 
levels of literacy, English language learners, individuals with disabilities and 
individuals with barriers to employment. 
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 3. The program must have a delivery method, location and schedule to enable 
individuals to attend and complete programs. 

 4. The program must provide learning in context so that an individual acquires the 
skills needed to transition to and complete postsecondary education and training 
programs, obtain and advance in employment leading to economic self-sufficiency 
and to exercise the rights and responsibilities of citizenship. 

 5. The program must demonstrate alignment between the activities and services and 
the strategy and goals of the local workforce plan as well as the activities of the 
one-stop partners. This includes accessing professional development activities. 

 6. The program must be of sufficient intensity and quality and based on the most 
rigorous research available so that participants achieve substantial learning gains. 

 7. The program must effectively use technology, services and delivery systems 
including distance education, in a manner sufficient to increase the amount and 
quality of learning. Such technology, services, and systems should lead to improved 
performance. 

 8. The program must meet or exceed minimum program outcome expectations 
including performance indicators, measureable skill gains and other standards. 

 9. The program must maintain high-quality data and input into a state-provided system 
to provide accurate and timely reporting. 

 10. The program must be fully functional by September 1, 2020. 
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Section 4 – Process for Submitting a Proposal 
 
4.1 Minimum Requirements for Applicants 
 
An applicant must be determined to be an eligible provider for the proposal to be considered. 
 
An eligible provider is an organization that has demonstrated effectiveness in providing adult 
education and literacy activities is eligible to apply for a grant. These organizations may include, but 
are not limited to: 
 

 a. A local education agency; 
 b. A community-based organization or faith-based organization; 
 c. A volunteer literacy program 
 d. An institution of higher education; 
 e. A public or private nonprofit agency 
 f. A library 
 g. A public housing authority 

h. A nonprofit institution that is not described in any of paragraphs (a) through (g) 
and has the ability to provide adult education and literacy activities to eligible 
individuals. 

i. A consortium or coalition of agencies, organizations, institutions, libraries, or 
authorities described in any of paragraphs (a) through (h); and 

j. A partnership between an employer and an entity described in any of paragraphs 
(a) through (i) 

 
An eligible provider must demonstrate past effectiveness by providing data on its record of 
providing a variety of professional development services to adult educators in order to enable 
them to improve the skills of eligible individuals, particularly eligible individuals who have low 
levels of literacy, in the content domains of reading, writing, mathematics and English language 
acquisition, and other subject areas relevant to the services under WIOA Title II. 

 
All applicants must use the Demonstrated Effectiveness chart found in Attachment 1. The source 
of data must be noted on the chart. Data that has been certified or submitted to a state or federal 
agency is preferred. If data for the indicated categories is not available or represents a significant 
difference from year to year, please provide a short explanation in the space provided on the 
chart. 
 

4.2 Proposal Submission, Deadline, and Location Instructions 
Proposals submitted in response to this RFP must be received by the Bureau of Adult Education, no 
later than the time and date specified in the Schedule section, herein.  
 
Proposals may be submitted by U.S. Mail or In Person.  Proposals must be addressed to: 
 

State of New Hampshire 
Department of Education 
Bureau of Adult Education 
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21 South Fruit Street, Suite 20 
Concord, NH 03301 

 
Proposals must be clearly marked as follows: 

 
STATE OF NEW HAMPSHIRE 

 
RESPONSE TO RFP 2019-002 

   Statewide Professional Development 
 
Late submissions will not be accepted and will be returned to the proposers unopened.  Delivery of 
the Proposals shall be at the Proposer’s expense.  The time of receipt shall be considered when a 
Proposal has been officially documented by the Agency, in accordance with its established policies, 
as having been received at the location designated above.  The Agency accepts no responsibility for 
mislabeled mail or mail that is not delivered or undeliverable for whatever reason.  Any damage that 
may occur due to shipping shall be the Proposer’s responsibility. 
 
All Proposals submitted in response to this RFP must consist of at least: 
 

a) One (1) original, including all required attachments; 
b) One (1) clearly identified electronic copy of the Proposal including all of the required 

attachments contained on digital media such as a USB drive.  
 

Proposers who are ineligible to bid on proposals, bids or quotes issued by the Department of 
Administrative Services, Division of Procurement and Support Services pursuant to the provisions of 
RSA 21-I:11-c shall not be considered eligible for an award under this proposal.  
 
4.3 Proposal Inquiries 
All inquiries concerning this RFP, including but not limited to, requests for clarifications, questions, 
and any changes to the RFP, shall be submitted via email to the following RFP designated Point of 
Contact with the RFP number in the subject line: 
 
 TO: Sarah.Bennett@doe.nh.gov 
 CC: RFP-BAE-2019-002 Statewide Professional Development 
 
Inquiries must be received by the Agency’s RFP Points of Contact no later than the conclusion of the 
Proposer Inquiry Period (see Schedule of Events section, herein).  Inquiries received later than the 
conclusion of the Proposer Inquiry Period shall not be considered properly submitted and may not be 
considered. 
 
The Agency intends to issue official responses to properly submitted inquiries on or before the date 
specified in the Schedule section, herein; however, this date is subject to change at the Agency’s 
discretion.  The Agency may consolidate and/or paraphrase questions for sufficiency and clarity.  
The Agency may, at its discretion, amend this RFP on its own initiative or in response to issues 
raised by inquiries, as it deems appropriate.  Oral statements, representations, clarifications, or 
modifications concerning the RFP shall not be binding upon the Agency.  Official responses by the 
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Agency will be made only in writing by the process described above. Vendors shall be responsible 
for reviewing the most updated information related to this RFP before submitting a proposal.  
 
4.4 Restriction of Contact with Agency Employees 
From the date of release of this RFP until an award is made and announced regarding the selection of 
a Proposer, all communication with personnel employed by or under contract with the Agency 
regarding this RFP is forbidden unless first approved by the RFP Point of Contact listed in the 
Proposal Inquiries section, herein.  Agency employees have been directed not to hold conferences 
and/or discussions concerning this RFP with any potential contractor during the selection process, 
unless otherwise authorized by the RFP Points of Contact. Proposers may be disqualified for 
violating this restriction on communications. 
 
4.5 Vendor Conference 
The Bureau of Adult Education will provide a vendor conference on XXXX, January XX, 2020 from 
XX until XXX in Room 100 of the Walker Building at 21 South Fruit Street, Concord, NH 
 
The vendor conference will also be available online through Zoom. Registration is required at: 
https://zoom.us/meeting/register/vpcvdOqgrj8uWZj_sWZV1NCDNwx0pyFYuQ 
 
Attendance at the vendor conference is recommended. This conference will be held to provide 
potential applicants an opportunity to learn more about the program and preparation of the proposal. 
 
4.6 Validity of Proposal 
Proposals must be valid for one hundred and eighty (180) days following the deadline for 
submission of Proposals in Schedule of Events, or until the Effective Date of any resulting Contract, 
whichever is later. 
 
4.7 Proposal Acceptance 
This RFP does not obligate the Bureau of Adult Education to award funding. The Bureau of Adult 
Education reserves the right to accept or reject any or all proposals received. 
 
Once a proposal packet is received by the Bureau of Adult Education, it will be immediately 
reviewed for completeness. 

1. Stamp packet with the date and time received. 
2. Ensure that the number of pages of the packet is equal to the number of pages 

noted by the applicant. 
3. A high level review will be conducted checking for completeness. 
4. If the packet is complete, the representative from the Department with sign the 

packet and mark it as complete. The representative will add the proposal to a list 
of received proposals for this RFP. 

5. If the packet is Incomplete 
i. An additional person within the program will review the packet and agree that it 

appears incomplete. 
ii. Both individuals will sign off that the packet is incomplete. 

iii. The person who completed the initial review will notify the provider that the 
proposal appears to be incomplete. 

iv. The representative will then add the proposal to the list of proposals and note that 

https://zoom.us/meeting/register/vpcvdOqgrj8uWZj_sWZV1NCDNwx0pyFYuQ
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it is incomplete. 
v. A provider will have 5 business days, from the date of notification by the Bureau, 

to submit a complete proposal or the application will be withdrawn from the 
competition. 

Section 5 - Content and Requirements for a Proposal 
 
5.1 Proposal Contents 
It is the Applicant’s responsibility to demonstrate to the Department of Education, Bureau of Adult 
Education that it is capable of and qualified to perform the required work in the most cost efficient 
method. 
 
When responding to this RFP, the applicant shall include a completed application with the 
following: 
 

1. Attachment 1: Demonstrated Effectiveness Chart 
2. Attachment 2: Statewide Professional Development Application 

   a. Application 
   b. Budget, Budget Narrative and Budget Projections 
  3. Attachment 3: Required Documentation for Proposals 
   a. Acceptance of Terms and Conditions 

  b. Statement of Compliance with US Code of Federal Regulations and the  
Uniform Administrative Non-Profit Organization 

c. Job Descriptions and Resumes of Key Program Staff 
   d. Three Letters of Support 
   e. Audited Financial Records 

• The organization must provide evidence of financial stability either 
through a narrative description of appropriated funds through a district 
budget process of a public entity or through audited financial records. 

4. Attachment 4: Required Documentation for Contracting (not required at submission) 
a.  P-37 Standard Contract Form 
b. Certificate of Good Standing 

• The organization must provide a Certificate of Good Standing from 
the NH Secretary of State’s Office or documentation that the entity is 
exempt from this requirement. 

c. Certificate of Insurance 
• If a certificate of insurance is already on file with the NH Department 
of Education, please document this information in the attachments. 

d. Certificate of Authority 
• The governing board of the organization must provide authorization 
for the individual to sign a contract with the NH Department of 
Education, Bureau of Adult Education. This can be a record of a vote 
from the Board of Directors/School Board or a Certificate of Authority 
form. 

e. Governing Board list 
• A Board of Director or School Board list 

f. Statement of General Assurances 
g. GEPA Attestation 
h. Buy American Provision Statement 
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i. NH Department of Education Exhibits D - H 
 

5.2 Attachment 1 - Demonstrated Effectiveness Chart 
The Demonstrated Effectiveness chart can be found in Attachment 1.  
 

5.2.1 Organization Information 
Please enter the organization’s name, mailing address, and a contact name, title, phone and 
email. 

 
5.2.2 Agency Type 
Please indicate if the organization is a school district, non-profit organization, or enter another 
type of organization. 

 
For a consortium to be considered an eligible applicant, each member of the consortium must 
demonstrate effectiveness as described in Section 4.1 by completing an individual Attachment 1. 

 
5.2.3 Source of Data 
Please indicate the source of the data used to complete the demographic and performance 
indicator sections. If possible, the data should come from information submitted to the Bureau of 
Adult Education or through some other audited source such as the NH Employment Security, 
NH Department of Health & Human Services or the NH WIOA Adult program. 

 
5.2.4 Demographics 

 Please enter the total number of adult educators served. 
 
 Please enter the total number of hours of activities provided. 
 

5.2.5 Activities Offered 
 Please enter the total number of activities that meet the following requirements: 
 

• Activities for alignment with other core programs & one-stop partners 
• Instruction improvement activities 
• Development and dissemination of programmatic practices based on research 
• Role as a one-stop partner to provide access to employment, education and 

training services 
• Assistance with the use of technology 
• Monitoring and evaluation of the quality of, and the improvement in adult 

education 
• Dissemination of information about promising practices 

 
5.3 Section 1 Organizational Capacity 
In Attachment 2, Statewide Professional Development Application and Budget Worksheets, please 
follow the instructions below for Section 1 – Organizational Capacity. 
 

5.3.1 Vendor Experience 
 1. Please list the titles, qualifications and responsibilities of key program staff  
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2. Please attach job descriptions and resumes for all key program staff. 

 
3. Describe the organization’s prior experience providing professional development opportunities 

for adult educators. 
 
4. Describe the geographic area(s) covered by the organization. Please include any 

satellite/outreach offices or community sites used to provide services. 
 

5.3.2 Coordination with other Local Adult Education Centers 
5. Please describe the organization’s experience with local adult education centers including 
collaborative projects, coordinated programming or other partnerships. 

 
5.3.3 Coordination with WIOA Core Partners 
6. Please describe how the organization will work collaboratively with other core WIOA partners 
to provide/support professional development opportunities.  

 
5.3.4 Coordination with Other Community Organizations 
7. Please describe at least two collaborations with other community organizations that have 
increased the effectiveness of your program by helping to provide high quality professional 
development opportunities for adult educators. 

 
8. Please attach three (3) letters of reference from past students and/or collaborating agencies that 
speak to the organization’s ability to provide the services described in the RFP. 
 
5.3.5 Financial Stability 
The organization must provide evidence of financial stability either through a narrative 
description of appropriated funds through a district budget process of a public entity or through 
audited financial records. 
 
9. Please attach narrative of appropriation or audited financial records. 
 
5.3.6 Scoring Details for Organizational Capacity 
Organizational Capacity will be allocated a maximum score of seventy-five (75) points. The 
main purpose of this section is to measure the organization’s experience and the experience of 
key staff in providing the services detailed in this RFP as well as the organization’s ability to 
collaborate with various partners.  

 
The score will consider: 

• The resumes and job descriptions of key staff 
• The financial stability of the organization 
• Prior experience providing professional development activities for adult educators 
• Partnerships and collaborations with other core WIOA partners, local adult education 

agencies and community organizations 
• Geographic area covered – statewide is preferred 
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5.4 Section 2 – Alignment  
The Statewide Professional Development Program must align activities with other core WIOA 
programs and one-stop partners including eligible providers to implement the strategy identified in 
the Combined State Plan and in WIOA under Section 103, including the development of career 
pathways to provide access to employment and training services for individuals in adult education 
and literacy activities. 
 
Additional responsibilities include: 

• Providing a representative to serve on the WIOA Interagency Professional Development 
Team 

• Serve as the fiscal agent for the required WIOA infrastructure costs 
 
Previous professional activities include WIOA implementation and the role of adult education in 
WIOA. 
 

5.4.1 Section 1 - Alignment with Core WIOA Partners 
1. Please describe how the program will align activities with the other core WIOA Partners  
including how the mission and goals of the Combined State Plan will be addressed. 
 

5.4.1.1 WIOA Core Partners 
The WIOA Core Partners include, but are not limited to: 

• NH Office of Workforce Opportunity 
o Adult 
o Dislocated Worker 
o Youth 
o Senior Community Service Employment Program 

• NH Employment Security 
o Wagner-Peyser 
o Trade Adjustment Assistance for Work 
o Jobs for Veterans 
o Unemployment Insurance 

• NH Department of Education 
o Adult Basic Education and Family Literacy 
o Vocational Rehabilitation 
o Career and Technical Education 

 
5.4.1.2 Mission 
Alignment activities should address how the program will promote the mission of the NH 
State Workforce Plan: 
 

“Our mission is to promote life-long learning by partnering with businesses, 
agencies, and organizations to bring the state’s education, employment and 
training programs together into a workforce development system that will provide 
the means for residents of New Hampshire to gain sufficient skills, education, 
employment and financial independence.” 
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5.4.1.3 Goals 
 

NOTE: The State Plan is currently being rewritten for the next four-year period. 
Program(s) awarded funding under this RFP will be expected to demonstrate alignment 
between proposed activities and services and the strategies and goals of the local plan as 
well as the activities and services of the one-stop partners as described in the new State 
Plan available after July 1, 2020. 

 
The following goals are based on the current plan. A draft of the revised goals is 
available in Appendix B. 
 
1. Create a demand-driven workforce development system that bases strategies, services  

and investments on a data-informed approach with a focus on sector strategies. 
• May include activities such as improving information sharing protocols, 

developing curricula or models for Integrated Education and Training based 
on sector industries or workshops on how to contextualize instruction. 

 
2. Offer flexible training and education opportunities that are aligned to business needs, 

including the development of career pathways and apprenticeships. 
• May include activities such as promoting adult education as an entry-point to 

career pathways for individuals who have not previously earned their high 
school diploma or equivalent, improving instruction of basic academic skills 
and foundational employability skills, preparing adult education counselors to 
connect individuals to career pathways. 

 
3. Increase awareness of services available through the talent development system to 

support businesses and individuals. 
• May include activities such as offering workshops on persistence in adult 

education, assistance with program marketing and outreach and collaborating 
with other core WIOA partners for a consistent message. 

 
4. Streamline access to employment and work-and-learn opportunities. 

• May include activities such as training adult educators on services available 
and referral processes for other core WIOA Partner agencies or how to 
collaborate with other partners to connect adult education participants to 
work-based learning opportunities. 

 
5. Expand communication and collaboration among partner agencies and programs. 

• May include activities such as training on assessments, offering cross-agency 
training, or identification of best practices across programs. 

 
5.4.2 Scoring Detail for Section 2 – Alignment 
Alignment with core WIOA Partners will be allocated a maximum score of fifty (50) points. The 
main purpose of this section is to measure how well the proposed program will align activities to 
other core WIOA Partners as well as the mission and goals of the NH State Workforce plan 
including, but not limited to: 
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• What activities, workshops, conferences or trainings will address the mission 

and/or goals of the NH State Workforce plan? 
• How will the program support adult education practitioners in aligning with the 

other core partners? 
 
5.5 Section 3 - Instructional Improvement 
The program must provide high-quality, professional development activities that address activities 
offered at local adult education agencies; instruction related to the specific needs of adult learners, 
instruction provided by volunteers and dissemination of information about models and promising 
practices related to such programs. 
 
Previous professional development activities include integrating employability skills; preparing ESL 
learners for work and career pathways; curriculum alignment with the College & Career Readiness 
Standards for Adult Education; English Language Proficiency Standards, the essential components 
of reading; persistence; competency-based instruction; contextualized instruction; career navigator 
training; services for ESL students; and more. 
 

5.5.1 Programs of Instruction 
2a. Please describe the types of activities that the program will provide to address improving the 
instruction of adult education and literacy activities offered in New Hampshire. 

 
2b. Please describe the type of activities that the program will offer to assist adult educators with 
incorporating the essential components of reading instruction, including STAR certification, as 
such components relate to adults.  

 
The program must provide professional development activities that address the instruction and 
delivery of the following adult education and literacy activities: 

 
• Adult Basic Education 
• English as a Second Language 
• Integrated Education and Training 
• Integrated English Literacy and Civics Education 
• Adult Diploma (state-funded) 
• High School Equivalency Preparation 

 
5.5.2 Adult Learners 
3. Please describe the type of activities that the program will offer to improve instruction related 
to the specific needs of adult learners. 

 
The program must provide professional development activities that address instruction related to 
the specific needs of adult learners including but not limited to: 

 
• Individuals with low-level literacy skills 
• English language learners 
• Individuals with disabilities, including learning disabilities 
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• Individuals with barriers to employment 
• Low-income individuals 

 
5.5.3 Volunteers 
4. Please describe the type of activities that the program will offer to improve instruction 
provided by volunteers. 

 
The program must provide professional development activities that address instruction provided 
by volunteers. 
 
5.5.4 Models and Promising Practices 
5. Please describe the type of activities that the program will offer to disseminate information on 
models and promising practices in adult education. 

 
The program must provide professional development activities that include dissemination of 
information on models and promising practices in adult education. 
 
5.5.5 Curriculum Development 
Historically, the Bureau has provided a “mini-grant” program called Earn and Learn as an 
opportunity for teachers to apply for a grant to develop curriculum. The Contractor will be 
responsible for the application, facilitating the evaluation, disseminating the product and issuing 
a stipend. 
 
6. Please describe the type of activities that the program will offer to encourage the development 
and dissemination of curricula, including curricula incorporating the essential components of 
reading, as such components relate to adults. 

 
5.5.6 Workplace Literacy 
7. Please describe the type of activities that the program will offer to promote workplace adult 
education and literacy activities. 

 
5.5.7 Curriculum Content Standards 
8. Please describe the type of activities that the program will offer to identify curriculum 
frameworks and align content standards to the College and Career Readiness Standards for Adult 
Education1 and the English Language Proficiency Standards2. 

 
Curriculum frameworks and content standards should take the following into consideration: 

 
• The current adult skills and literacy assessment used in the State of New 

Hampshire. See NH Data & Assessment Policy in Appendix E. 
• The primary indicators of performance as described in WIOA Section 116. 

                                                 
1 Available at: https://lincs.ed.gov/professional-development/resource-collections/profile-521  
2 Available at: https://lincs.ed.gov/professional-development/resource-collections/profile-964  

https://lincs.ed.gov/professional-development/resource-collections/profile-521
https://lincs.ed.gov/professional-development/resource-collections/profile-964
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• Standard and academic requirements for enrollment in non-remedial, for 
credit-courses in postsecondary education institutions or institutions of high 
education supported by the State 

• Where appropriate, the content of occupational and industry skill standards 
widely used by business and industry in the State. 

 
5.5.8 Programs and Services for the Most Needy 
9. Please describe the type of activities that the program will offer to encourage the development 
and implementation of programs and services to meet the needs of adult learners with learning 
disabilities or English language learners, which may include new and promising assessment tools 
and strategies that are based on scientifically valid research, where appropriate, and identify the 
needs and capture the gains of such students at the lowest achievement levels. 

 
5.5.9 Scoring Details for Section 2 – Instruction Improvement 
Instruction Improvement will be allocated a maximum score of one-hundred (100) points. The 
main purpose of this section is to measure how well the proposed program will offer activities to 
improve instruction including, but not limited to: 

• Content of adult education and literacy activities 
• Needs of adult learners 
• Instruction by volunteers 
• Dissemination of models and promising practices 
• Curriculum development 
• Workplace literacy 
• Curriculum content standards 
• Programs and services for the most needy 
• Inclusion of occupational health & safety curriculum development and 

activities specifically for English language learners 
 
5.6 Section 4 – Technical Assistance Instructions 
The program must include technical assistance to eligible providers of adult education and literacy 
activities including the dissemination of promising practices based on research; the role of eligible 
providers as a one-stop partner; and assistance in the use of technology. 
 
Previous professional development activities include Job-Embedded Professional Development 
activities; software specific training; assessment in adult education; teacher induction; and more. 
 

5.6.1 Practice Based on Research 
The program must provide technical assistance for the development and dissemination of 
instructional and programmatic practices based on the most rigorous or scientifically valid 
research available and appropriate in reading, writing, speaking, mathematics, English language 
acquisition programs, distance education and staff training. 
 
Two required activities are the maintenance of the membership list for the Coalition on Adult 
Basic Education (COABE) and representing the NH professional development system on the 
Board of the New England Literacy Resource Center (NELRC). 
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10. Please describe the type of activities the program will provide as technical assistance for 
instructional practices based on valid scientific research. 

 
5.6.2 Role in One-Stop 
The program must provide technical assistance on the role of the eligible provider as a one-stop 
partner to provide access to employment, education and training services.  
 
The program must also provide a representative to serve on the WIOA Interagency Professional 
Development Team. 

 
11. Please describe the type of activities the program will provide as technical assistance for role 
as a one-stop partner. 
 
5.6.3 Use of Technology 
The program must provide technical assistance in the use of technology, including for staff 
training, to eligible providers, especially in the use of technology to improve system efficiencies.  
 
Additionally, the program will facilitate the implementation of certain Bureau technology 
contracts including assigning user accounts, scheduling training and monitoring usage. Current 
contracts include: 

• Edmentum 
• Aztec Software 
• Data Recognition Corporation – TABE InSight 

 
The program will also facilitate the state membership in Innovating Distance Education in Adult 
Learning (IDEAL)3 through World Education. 
 
The program will maintain a license to provide access to professional development through a 
webinar and/or learning management platform. 
 
12a. Please describe the type of activities the program will provide as technical assistance for the 
use of technology, including for staff training and especially the use of technology to improve 
system efficiencies. 

 
12b. Please describe the type of activities the program will provide for the development and 
implementation of distance education including professional development to support the use of 
instructional technology.  
 
5.6.4 Scoring Details for Section 3: Technical Assistance 
Technical Assistance will be allocated a maximum score of seventy-five (75) points. The main 
purpose of this section is to measure how well the proposed program will offer technical 
assistance activities including, but not limited to: 

• Practice based on research 
• Role in the One-Stop 

                                                 
3 Information at: https://edtech.worlded.org/professional-development/ideal-consortium/  

https://edtech.worlded.org/professional-development/ideal-consortium/
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• Use of technology 
 
5.7 Section 5 – Monitoring, Evaluation and Improvement Instructions 
The program must include monitoring and evaluation of the quality of, and the improvement in, 
adult education and literacy activities and the dissemination of information about models and proven 
or promising practices. 
 
Previous professional development activities include development and understanding of program 
report cards; webinar series on student management series; mentoring; a newsletter and use of an 
online discussion board; and more. 

5.7.1 Evaluation 
The program must monitor and evaluate the quality of its programming. As a component of this 
evaluation, the program must meet with the Commissioner of Education and the Bureau of Adult 
Education Administrator on a bi-monthly basis to review professional development activities and 
their impact on the field. 
 
13. Please describe how the program will monitor and evaluate the quality of its programming. 

 
5.7.2 Improving Teacher Quality 
The services provided by the program must align with the Adult Education Teacher 
Competencies and the Teacher Effectiveness Model in order to improve teacher quality and 
retention. 
 
14. Please describe the type of activities that the program will provide for developing and 
piloting strategies for improving teacher quality and retention. 
 
5.7.3 Improvement in Adult Education 
15. Please describe the goal(s) of the program for providing the improvement of adult education 
and literacy activities for New Hampshire residents. 
 
5.7.4 Scoring Details for Monitoring, Evaluation and Improvement 
Monitoring, Evaluation and Improvement will be allocated a maximum score of fifty (50) points. 
The main purpose of this section is to measure how well the proposed program will monitor 
professional development activities, evaluate those activities and determine whether or not the 
activities lead to improvement in adult education including, but not limited to: 

• Types of activities offered, specifically the dissemination of models and 
proven or promising practices within the State  

• Variety of activities addressing specific populations such as low levels of 
literacy, individuals with disabilities, English language learners, low income 
individuals and individuals with barriers to employment 

• The objective/goals of the activities 
• Evaluation tools and analysis 
• Realistic and achievable improvement goals 

 
5.8 Section 6 - Capacity Building Instructions 



RFP-BAE-2019-002                                                                                                                                                    Page 29 of 111  

The program is responsible for increasing capacity within the NH adult education field. This can 
include, but is not limited to: 

• Increasing the number of NH adult educators with nationally recognized certification 
in the field of adult education such as STAR, TABE Administration and CASAS 
Administration. 

• Increasing the number of adult education trainers in NH for topics such as College & 
Career Readiness Standards for Adult Education alignment, contextualized 
instruction, digital literacy skills, distance learning, and specialized curricula (i.e. I-
DEA, Learning Circles, Learning to Achieve, Integrating Employability Skills and 
Career Navigator). 

• Improving access to professional development activities through a variety of delivery 
methods to ensure participation for part-time instructors, volunteers and those 
remotely located. 

• Expanding access to national adult education activities such as training, workshops 
and conferences sponsored by American Institutes for Research, National Association 
of State Directors of Adult Education, Coalition on Adult Basic Education, IDEAL 
Consortium or other similar organizations. 

 
16. Please describe how the program will increase the capacity to provide training, including 
national certification as well as specific topics. 

 
17. Please describe how the program will increase accessibility for instructors and volunteers 
who may not be available for face-to-face meetings. 

 
5.8.1 Scoring Detail for Section 6 – Capacity Building 
Capacity Building will be allocated a maximum score of fifty (50) points. The main purpose of 
this section is to measure how well the proposed program will increase capacity for training and 
expand professional development opportunities for NH adult educators including, but not limited 
to: 

• How will additional trainers be trained to provide professional development services 
within the state particularly for national recognized certifications? 

• How will adult educators who have full-time jobs in other fields, be able to access 
professional development opportunities? 

• How will participation in professional development activities be increased? 
• How will adult educators be assisted in accessing national activities? 

 
 
5.9 Section 7 – Facilitation Instructions 
This program is responsible for the facilitation of various activities, groups/committees and serving 
as a fiscal agent for the Bureau including but not limited to: 

• Provide a Statewide Professional Development Director, and appropriate support staff, who 
will collaborate with the Bureau of Adult Education to perform the following duties: 

o Facilitation of all professional development workshops including providing online 
registration, tracking participation, preparing agendas, disseminating 
resources/minutes and the issuing of professional development certificates. 
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o Facilitate special projects including Job Embedded Professional Development 
activities, Earn & Learn grant, “So You Want to be a Presenter” training, HiSET 
Preparation workshops, the Distance Learning pilot program and other projects as 
assigned by the Bureau of Adult Education. 

o Convene and facilitate meetings for the following advisory committee: 
 Mentor Team –  The Mentor team is responsible for planning & delivering 

New Staff training, Fall Conference, Spring Conference in collaboration with 
the Statewide Professional Development Director. The Mentor team is also 
responsible for forming Community of Practice and providing mentoring 
services to programs to assist teachers with improving student achievement. 

o Attend all Program Director and ALS Coordinator meeting to share professional 
development opportunities and resources 

o Maintain and update the NH Adult Education website including Mentor Tips, 
Educator Resources and the Professional Development calendar. 

• Provide a Statewide Learning Disabilities Coordinator who will collaborate with the Bureau 
of Adult Education to perform the following duties: 

o Provide consulting services to all program staff which addresses working with 
students with disabilities including pre-screening assessments, referrals for further 
testing and strategies for teachers. 

o Convene and facilitate meetings for the following advisory committee: 
 Disabilities Committee – responsible for Annual Training for Disabilities Coordinators, 

approval of Assessment services applications, coordinate services for students with 
disabilities 

o Assist programs with referring students to NH Vocational Rehabilitation or other 
community resources. 

o Act as a liaison between NH Adult Education and ETS for testing accommodations 
granted to adult students with disabilities  

• Provide additional support staff as needed including a Data Analyst to assist with preparing 
data reports to inform local program improvement, technical assistance for local program 
staff on data reporting, data matching for outcomes and evaluating the effectiveness of 
professional development activities.  

• Serve as the fiscal agent to manage the following services: 
o All stipends and mileage reimbursement for presenters, trainers and eligible 

participants in Bureau-sponsored professional development activities. 
o Memberships in professional development associations such as the Commissioner on 

Adult Basic Education, the New England Literacy Resource Center and IDEAL 
Consortium including representing NH adult educators as appropriate. 

o Tuition reimbursement for approved college courses and practitioner-related 
workshops, payment of grant awards through the Earn & Learn program, scholarships 
and other fess in accordance with the NH Adult Education Professional Development 
Handbook (See Appendix C). 

o Costs associate with operating professional development activities such as travel, 
food, copies and resource materials. 

o All costs associated with the maintaining the NH Adult Education website. 
• Subcontract with other organizations as needed to provide necessary expertise. 
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18. Please describe how the Statewide Professional Development Director will facilitate the 
required activities listed above and any other activities included in the Proposal. 
 
19. Please describe how the Learning Disabilities Coordinator will facilitate the required 
activities listed above and any other activities included in the Proposal. 
 
20. Please describe how the program serve in its role as a fiscal agent including the required 
activities listed above and any other activities included in the Proposal. 
 
5.9.1 Scoring Details for Section 7 – Facilitation 
Facilitation will be allocated a maximum score of seventy-five (75) points. The main purpose of 
this section is to measure how well the proposed program will facilitate professional 
development activities, manage personnel and serve as a fiscal agent including, but not limited 
to: 
 

• What systems or procedures will be used to organize the facilitation activities? 
• Are there other essential activities in addition to the required activities listed above that 

would increase the effectiveness of facilitating the professional development system? 
 

5.10 Section 8 – Budget 
 
Budget worksheets are located in Attachment 2. The following worksheets are included: 
 

1. FY21 Budget 
2. Budget Narrative 
3. Budget Projections FY22 and FY23 

 
The proposed budget must be compliant with the federal laws listed below. All costs must be 
necessary, reasonable and allowable for adult education activities. Hyperlinks to the original 
documentation have been included for reference. 
 
All budgets must be entered on Attachment 2 Budget Worksheets.  
 

5.10.1  Federal Laws/Rules Relevant to Funding 
• WIOA  

o Section 231 – Grants and Contracts for Eligible Providers 
o Section 232 – Local Application 
o Section 233 – Local Administrative Cost Limits 
o Section 241 – Administrative Provisions 

• §463 
o §463.25 Administrative Cost Limits 
o §463.26 What activities are considered local administrative costs 

• Uniform Guidance 
o 2 CFR Part 200 Subpart D  

 Standards for Financial and Program Management 
 Performance and Financial Monitoring and Reporting 

https://www.govinfo.gov/content/pkg/PLAW-113publ128/pdf/PLAW-113publ128.pdf
https://www.ecfr.gov/cgi-bin/text-idx?SID=f284d9f4d8e105d9b4ccbc1dfc7c5fc6&mc=true&node=pt34.3.463&rgn=div5#se34.3.463_125
https://www.ecfr.gov/cgi-bin/text-idx?SID=2f532f04f3f13eab11396f9e447a2fa6&mc=true&node=sp2.1.200.d&rgn=div6
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 Subrecipient Monitoring and Management 
 Record Retention and Access 

o 2 CFR Part 200 Subpart E 
 Cost allocation plans 
 Direct vs. indirect costs 
 Allowable vs. unallowable costs 
 Necessary, reasonable and allocable costs 
 Standards for Documentation of Personnel Expenses 

• EDGAR 34 CFR, Part 76 
o Indirect Cost Rates 

5.10.2 FY21 Budget Worksheet 
Please use this budget worksheet to detail the estimated line items for FY21 for each budget 
category as listed below.  

 
  5.10.2.1 Personnel 

Amounts paid to both permanent and temporary employees and amounts paid by 
the organization on behalf of employees, these amounts are not included in the 
gross salary, but are in addition to that amount. 

 
 See Section 5.9 Facilitation 
 

1. Please list the Administrative, Support Staff and Instructional Staff positions 
for the program by title. 
 
NOTE: There is a 5% cost limitation on Administrative Costs4 (see WIOA 
Section 233) based on the total amount of federal funding. In accordance with 
WIOA §233, in cases where the cost limits described in subsection (a) are too 
restrictive to allow for the activities described in subsection (a)(s), the eligible 
provider shall negotiate with the Bureau in order to determine an adequate level 
of funds to be used for non-instructional purposes. The last section on the FY21 
Budget worksheet is a calculation to assist with determining the percent of 
administrative costs. This calculation is an estimate based on the total grant 
amount. 

   
2. Please list the benefits and total amount for each category of Personnel. Be sure 
to explain the calculations for benefits in the Budget Narrative including the type 
of benefits, cost per person, etc, 
 
Benefits include: 
• Health insurance 
• Dental Insurance 

                                                 
4 Administrative costs are considered costs incurred in connection with the following activities: a) planning; b) 
administration, including carrying out performance accountability; c) professional development; d) providing adult 
education and literacy activities om alignment with local workforce pans, including promoting co-enrollment in 
programs and activities under Title I, as appropriate, and e) carrying out the one-stop partner responsibilities as described 
in §678.420 including contributing to the infrastructure costs of the one-stop delivery system (34 CFR 463.26). 

https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=2f532f04f3f13eab11396f9e447a2fa6&mc=true&r=PART&n=pt2.1.200#sp2.1.200.a
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=2f532f04f3f13eab11396f9e447a2fa6&mc=true&r=PART&n=pt2.1.200#sp2.1.200.a
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• Life Insurance 
• Disability Insurance 
• Other Group Insurance 
• Social Security Contributions 
• Retirement Contributions 
• Unemployment Compensation 
• Worker’s Compensation 
• Tuition Reimbursement or Professional Development 

 
  5.10.2.2 Professional Technical Services 

Services which by their nature can be performed only by persons or firms with 
specialized skills and knowledge. 
 
3. Please list any purchased professional and technical services including but not 
limited to professional educational and technical services. 
 

  5.10.2.3 Purchased Property Services 
Services purchased to operate, repair, maintain and rent property owned or used by 
the organization. 
 
4. Please list any purchased property services including rent, cleaning and other 
services. Do not include utilities or communication services in this section. 
 
Purchased Property Services include, but are not limited to: 
• Water, sewer 
• Cleaning services 
• Disposal services 
• Snow Plowing services 
• Custodial services 
• Repairs & Maintenance 
• Rent 
• Rental of Equipment 

 
  5.10.2.4 Other Purchased Services 

Amounts paid for services rendered by organizations or personnel not on the payroll 
of the organization and not included in Professional and Technical Services or 
Property Services. 
 
5. Please list any other purchased services including building insurance, 
communication systems and postage. 
 
Other Purchased Services include, but are not limited to: 
• Insurance (other than employee benefits) 
• Voice Communications (telephone) 
• Data Communications (Internet) 
• Postage 
• Advertising 
• Printing and Binding 
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• Travel 
• Tuition 
• Other services purchased from private sources or another school district 

 
  5.10.2.5 Supplies 

Amounts paid for items that are consumed, worn out or deteriorated through use or 
items that lose their identity through fabrication or incorporation into different or 
more complex units or substances. 
 
6. Please list any supplies including utilities, office supplies, books, printed media, 
electronic media and software. 
 
Supplies include: 
• Energy services (please include these as a total monthly amount) 

o Natural gas 
o Electricity 
o Bottled gas 
o Oil 
o Gasoline 

• Books & information resources 
• Workbooks and Printed Media 
• Digital Subscriptions 
• Software 

 
NOTE: The Bureau of Adult Education has contracts, as a result of a competitive 
bid, for digital subscriptions that are provided at no-cost to local providers. 
Justification for additional subscriptions must be described in the Budget Narrative. 
 

  5.10.2.6 Property 
Expenditures for acquiring fixed assets, including initial equipment, additional 
equipment and replacement of equipment. 
 

 7. Please list any equipment including furniture, computers and depreciation. 
 
Property includes: 
• New Furniture 
• New Computers 
• Replacement Furniture 
• Replacement Computers 
• Depreciation 

 
NOTE: The Bureau of Adult Education made a substantial investment in computer 
equipment in FY20. Those desk top computers, laptops and tablets will be distributed 
to programs awarded funding through this RFP. 
  

  5.10.2.7 Other Objects 
Amounts paid for goods and services not otherwise classified. 
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8. Please list any other objects. 
 
Other Objects include: 
• Dues and fees 
• Miscellaneous Expenditures that are not classified in any other object 

 
  5.10.2.8 Other Uses of Funds 

Expenditures for transactions which are not classified in other objects, such as 
indirect cost. 
 
9. Please list the indirect cost. 
 
NOTE: This is a state requirement. The rate must be the rate approved by the NH 
Department of Education for the school district or a maximum of 10% for non-profit 
organizations. 
 
If the NH DOE has not set a rate for 2020-2021 school year prior to the submission 
of this proposal, please use the previous year’s rate. The grant amount will be 
adjusted when the new rates are released. See 
https://www.education.nh.gov/data/miscell.htm#indirect for most recent rates. 

 
5.10.3 Budget Narrative 
Please explain the items and calculations in each section of the budget. There are 
hyperlinks in each section to move between the same sections on the Budget Narrative 
and the FY21 Budget Worksheet. 

  
5.10.4 Budget Projections FY22 and FY 23 
Please review the FY22-23 Budget Projection worksheet in Attachment 3. Line items 
entered on the FY21 Budget Worksheet will be automatically transferred to this 
worksheet. Increases for FY22 and FY23 are estimated at a 3% increase each year.   
 
NOTE: Detailed FY22 and FY23 budgets will be negotiated in the spring of each year 
when federal and state allocation amounts are available. The purpose of these projections 
is to provide an estimate for establishing a Not to Exceed amount on any contracts 
requiring Governor & Council approval. 

 
 
 

  

https://www.education.nh.gov/data/miscell.htm#indirect
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Section 6 – Evaluation of Proposals  
Please note that only applications from eligible providers will be evaluated. For a complete 
description of the Minimum Requirements for Applicants in Section 4.1. 
 
6.1 Evaluation Considerations  
Proposals submitted by eligible providers will be subjected to the following reviews: 
 

1. Evaluation Team Review 
The Bureau of Adult Education will appoint four member evaluation team(s) to review 
and rate proposals. This team will review proposals that have been determined as 
“Complete” (See Section 4.7 Proposal Acceptance). 

 
Proposals will be evaluated using the Evaluation Criteria described in the RFP. The team 
will review and discuss their evaluations of all proposals, combine the individual scores 
and arrive at a composite technical score for each proposal. These scores will be used to 
determine the most advantageous grant awards. 

 
  2. State Workforce Board Review 

Under WIOA, the State Workforce Board5 is required to review all proposals and make 
recommendations on the alignment of proposals to the NH State Workforce Plan in the 
following areas, as applicable: 

• Is the curriculum aligned with the College & Career Readiness Standards for 
Adult Education? 

• Which Adult Education and Literacy Activities will be offered? 
• How will the applicant participant in State Leadership activities? 
• How will the applicant assess the quality of its program? 

 
 3. Negotiated Budget 

The Bureau of Adult Education reserves the right to negotiate budgets with applicants on 
specific line items to adequately fund the optimal number of programs. 

 
6.2 Criteria for Evaluation and Scoring 
The Agency will use a scoring scale of 500 points, which will be distributed as set forth in the table 
found in Section 6.2.2. 
 
Each responsive Proposal will be evaluated and considered with regard to the following criteria: 
 

6.2.1 Organizational Capacity 
Organizational Capacity as described in Attachment 2 will be awarded a maximum of 75 points 
based on the Applicant’s past effectiveness in providing professional development activities for 
adult educators, collaborating with multiple partners and the organizational capacity to carry out 
the services outlined in Section 5.  

 
6.2.2 Professional Development Services  

                                                 
5 For more information on the State Workforce Board, https://www.nhworks.org/state-workforce-investment-board/  

https://www.nhworks.org/state-workforce-investment-board/
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Proposals will be rated on each of the following criteria. Details can be found in Section 5 
Content and Requirements of this RFP: 

 
CATEGORIES  

Organizational Capacity 75 
Alignment to Core WIOA Partners 50 
Instruction Improvement 100 
Technical Assistance 75 
Monitoring, Evaluation and Improvement 50 
Capacity Building 50 
Facilitation 75 
Budget & Budget Narrative 25 

TOTAL 500 
 

6.2.3 Agency Awards 
If the Agency, determines to make an award based on these evaluations, the Agency will notify 
the selected Proposer(s).  Should the Agency be unable to reach agreement with the selected 
Proposer(s) during Contract discussions, the Agency may then undertake Contract discussions 
with the next highest scored Proposer and so on, or the Agency may reject all proposals, cancel 
this RFP, or solicit new Proposals under a new acquisition process. 

  
6.3 Planned Evaluations 
The Agency plans to use the following process: 

• Initial screening to ensure that the Proposals are in compliance with submission 
requirements as outlined in Section 4; 

• Determine if the Applicant is Eligible as outlined in Section 4.1 
• Preliminary evaluation of the Proposals; 
• Oral interviews (if necessary);  
• Final Evaluation of Proposals and scoring; 
• Final Evaluation of Optional Components and Determination of Pass/Fail; 
• Select the Applicant(s) and begin contract negotiation. 

 
6.4 Applicant Eligibility 
Complete proposals will be reviewed to determine if the applicant has met the minimum 
requirements. Applicants must be determined eligible in accordance with Section 4.1 of this RFP, 
WIOA Section 203 (5), 34 CFR 463.23 and 463.24. 
 
Proposals submitted by ineligible applicants will be returned. 
 
6.5 Initial Screening 
The Agency will conduct an initial screening step to verify Applicant compliance with the technical 
submission requirements set forth in the RFP and the minimum content set forth in Section 4.2 of 
this RFP. The Agency may waive or offer a limited opportunity to cure immaterial deviations from 
the RFP requirements if it is determined to be in the best interest of the State.  
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The initial screening will include, but is not limited to: 

• Was the proposal submitted prior to the deadline? 
• Was the proposal submitted in the correct format? 
• Does the proposal include, at a minimum: 

o Attachment 1: Demonstrated Effectiveness Chart 
o Attachment 2: Statewide Professional Development Application & 

Budget Worksheets 
o Attachment 3: Required Documentation for Proposals 

 
In the event of an incomplete proposal, the provider will be notified and given five (5) business days 
to provide any missing documentation or the proposal will be withdrawn.  
 
6.6 Preliminary Scoring of Proposals 
The Agency will establish a three-member evaluation team to initially score the Proposals.  This 
evaluation team will review the proposals and give a preliminary score to the proposals under the 
guidelines set forth in Section 5. 
 
Should an Applicant’s Proposal fail to achieve 250 Points in the preliminary scoring, it will receive 
no further consideration from the evaluation team. 
 
6.7 Oral Interviews 
If the Agency determines that it is appropriate, proposers may be invited to oral interviews. The 
Agency retains the sole discretion to determine whether to conduct oral interviews. In the case that 
oral interviews are required, all applicants will be required to participate. 
 
The purpose of oral interviews is to clarify and expound upon information provided in the written 
Proposals.  Proposers are prohibited from altering the basic substance of their Proposals during the 
oral interviews.   
 
Information gained from oral interviews will be used to refine review scores assigned from the initial 
review of the Proposals. 
 
6.8 Final Scoring of Proposals 
Following Oral Interviews, Reference Checks (if appropriate) and/or review of written clarifications 
of proposals requested by the Agency, the evaluation team will determine a final score for each 
Proposal.  
 
6.9 Rights of the Agency in Accepting and Evaluating Proposals 
The Agency reserves the right to: 

• Make independent investigations in evaluating Proposals; 
• Waive minor or immaterial deviations from the RFP requirements, if determined 

to be in the best interest of the State;  
• Omit any planned evaluation step if, in the Agency’s view, the step is not needed; 

and 
• At its sole discretion, reject any and all Proposals at any time. 
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6.10 Appeal Rights 
 

6.10.1 State Appeal Process 
A bidder who wishes to contest the award of funding under this RFP must submit a 
written letter stating the specifics of the dispute to the Point of Contact for this RFP no 
later than ten days after the public announcement of contracts. The NH DOE will issue a 
decision on appeals within 30 days of receipt. The NH DOE encourages the use of 
informal resolution to address complaints or disputes related to the RFP process issues. 
Written complaint should be address to the Contract Office, NH Department of 
Education, Bureau of Adult Education, 21 South Fruit Street, Suite 20, Concord, NH 
03301. 

 
6.10.2 Federal Appeal Process 

Any person aggrieved by the award decision that results from this RFP may appeal the 
decision to the NH Department of Education or the Secretary of the US Department of 
Education. For further information about the federal appeal rights process, see EDGAR 
§76.401. 
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Section 7 – Terms and Conditions Related To The RFP Process 
 
7.1 RFP Addendum 

 
The Agency reserves the right to amend this RFP at its discretion, prior to the Proposal submission 
deadline.  In the event of an addendum to this RFP, the Agency, at its sole discretion, may extend the 
Proposal submission deadline, as it deems appropriate. 
 
7.2 Non-Collusion 
The Proposer’s signature on a Proposal submitted in response to this RFP guarantees that the prices, 
terms and conditions, and Work quoted have been established without collusion with other Proposers 
and without effort to preclude the Agency from obtaining the best possible competitive Proposal. 
 
7.3 Property of the Agency 
All material received in response to this RFP shall become the property of the State and will not be 
returned to the proposer.  Upon Contract award, the State reserves the right to use any information 
presented in any Proposal. 
 
7.4 Confidentiality of a Proposal 
Unless necessary for the approval of a contract, the substance of a proposal must remain confidential 
until the Effective Date of any Contract resulting from this RFP.  A Proposer’s disclosure or 
distribution of Proposals other than to the Agency will be grounds for disqualification. 
 
7.5 Public Disclosure 
Pursuant to RSA 21-G:37, all responses to this RFP shall be considered confidential until the award 
of a contract. At the time of receipt of proposals, the Agency will post the number of responses 
received with no further information. No later than five (5) business days prior to submission of a 
contract to the Department of Administrative Services pursuant to this RFP, the Agency will post the 
name, rank or score of each proposer. In the event that the contract does not require Governor & 
Executive Council approval, the Agency shall disclose the rank or score of the Proposals at least 5 
business days before final approval of the contract.    
 
The content of each Proposer’s Proposal shall become public information upon the award of any 
resulting Contract. Any information submitted as part of a response to this request for proposal 
(RFP) may be subject to public disclosure under RSA 91-A.  In addition, in accordance with RSA 9-
F:1, any contract entered into as a result of this RFP will be made accessible to the public online via 
the website Transparent NH (http://www.nh.gov/transparentnh/).   However, business financial 
information and proprietary information such as trade secrets, business and financials models and 
forecasts, and proprietary formulas may be exempt from public disclosure under RSA 91-A:5, IV.  If 
you believe any information being submitted in response to this request for proposal, bid or 
information should be kept confidential as financial or proprietary information; you must specifically 
identify that information in a letter to the agency, and must mark/stamp each page of the materials 
that you claim must be exempt from disclosure as “CONFIDENTIAL”. A designation by the 
Proposer of information it believes exempt does not have the effect of making such information 
exempt. The Agency will determine the information it believes is properly exempted from 
disclosure.  Marking of the entire Proposal or entire sections of the Proposal (e.g. pricing) as 

http://www.nh.gov/transparentnh/
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confidential will neither be accepted nor honored. Notwithstanding any provision of this RFP to the 
contrary, Proposer pricing will be subject to disclosure upon approval of the contract. The Agency 
will endeavor to maintain the confidentiality of portions of the Proposal that are clearly and properly 
marked confidential.   
 
If a request is made to the Agency to view portions of a Proposal that the Proposer has properly and 
clearly marked confidential, the Agency will notify the Proposer of the request and of the date the 
Agency plans to release the records.  By submitting a Proposal, Proposers agree that unless the 
Proposer obtains a court order, at its sole expense, enjoining the release of the requested information, 
the Agency may release the requested information on the date specified in the Agency’s notice 
without any liability to the Proposers. 
 
7.6 Non-Commitment 
Notwithstanding any other provision of this RFP, this RFP does not commit the Agency to award a 
Contract.  The Agency reserves the right, at its sole discretion, to reject any and all Proposals, or any 
portions thereof, at any time; to cancel this RFP; and to solicit new Proposals under a new 
acquisition process. 
 
7.7 Proposal Preparation Cost 
By submitting a Proposal, a Proposer agrees that in no event shall the Agency be either responsible 
for or held liable for any costs incurred by a Proposer in the preparation of or in connection with the 
Proposal, or for Work performed prior to the Effective Date of a resulting Contract. 
 
7.8 Ethical Requirements 
From the time this RFP is published until a contract is awarded, no bidder shall offer or give, directly 
or indirectly, any gift, expense reimbursement, or honorarium, as defined by RSA 15-B, to any 
elected official, public official, public employee, constitutional official, or family member of any 
such official or employee who will or has selected, evaluated, or awarded an RFP, or similar 
submission. Any bidder that violates RSA 21-G:38 shall be subject to prosecution for an offense 
under RSA 640:2. Any bidder who has been convicted of an offense based on conduct in violation of 
this section, which has not been annulled, or who is subject to a pending criminal charge for such an 
offense, shall be disqualified from bidding on the RFP, or similar request for submission and every 
such bidder shall be disqualified from bidding on any RFP or similar request for submission issued 
by any state agency.  A bidder that was disqualified under this section because of a pending criminal 
charge which is subsequently dismissed, results in an acquittal, or is annulled, may notify the 
department of administrative services, which shall note that information on the list maintained on the 
state’s internal intranet system, except in the case of annulment, the information, shall be deleted 
from the list. 
 
7.9 Challenges on Form or Process of the RFP 
Any challenges regarding the validity or legality of the form and procedures of this RFP, including 
but not limited to the evaluation and scoring of Proposals, shall be brought to the attention of the 
Agency at least ten (10) business days prior to the Proposal Submission Deadline. By submitting a 
proposal, the Proposer is deemed to have waived any challenges to the agency’s authority to conduct 
this procurement and the form and procedures of this RFP.    
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7.10 Insurance 
The Applicant(s) selected through this RFP must obtain and maintain in force, comprehensive 
general liability insurance against all claims of bodily injury, death, or property damage, in amounts 
of not less the $1,000,000 per occurrence and $2,000,000 aggregate. 
 
The Applicant’s employees as well as employees hired under this contract must be covered with 
workers’ compensation insurance. Proof of insurance will be requested at the time of contracting. 
 
7.11 Special Provisions 
Proposals must include a statement that the organization submitting the proposal will comply with 
the provisions of the US Code of Federal Regulations 34 CFR 364 and the following US Circular if 
applicable: Office of Management and Budget (OBM) Circular A-110 “Uniform Administrative 
Non-Profit Organizations.” Agency shall not make any award or permit any award (sub grant or 
contract) to any party which is debarred or suspended or is otherwise excluded from or ineligible for 
participation in Federal assistance programs under Executive Order 12549, “Debarment or 
Suspension.” 
 
7.12 Civil Rights Compliance 
Funding for this contract includes Federal funds and therefore obligates the Vendor to comply with 
civil rights laws that prohibit discrimination based on race, color, national origin, sex, disability and 
age. 
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Section 8 – Contract Terms and Award 
8.1 Non-Exclusive Contract 
Any resulting Contract from this RFP will be a non-exclusive Contract.  The State reserves the right, 
at its discretion, to retain other Contractors to provide any of the Services or Deliverables identified 
under this procurement or make an award by item, part or portion of an item, group of items, or total 
Proposal. 
 
8.2 Award 
If the State decides to award a contract as a result of this RFP process, any award is contingent upon 
approval of the Contract by Governor and Executive Council of the State of New Hampshire and 
upon continued appropriation of funding for the contract.   
 
8.3 Standard Contract Terms 
The Agency will require the successful bidder to execute a Not to Exceed Contract using the 
Standard Terms and Conditions of the State of New Hampshire which is attached as Appendix D.  
 
The Term of the Contract will be for three (3) years from the date of approval, contingent upon 
satisfactory vendor performance, continued funding and Governor and Executive Council approval. 

 
To the extent that a Proposer believes that exceptions to the standard form contract will be necessary 
for the Proposer to enter into the Agreement, the Proposer should note those issues during the 
Proposer Inquiry Period. The Agency will review requested exceptions and accept, reject or note that 
it is open to negotiation of the proposed exception at its sole discretion.  If the Agency accepts a 
Proposer’s exception the Agency will, at the conclusion of the inquiry period, provide notice to all 
potential proposers of the exceptions which have been accepted and indicate that exception is 
available to all potential proposers.  Any exceptions to the standard form contract that are not raised 
during the proposer inquiry period are waived.  In no event is a Proposer to submit its own standard 
contract terms and conditions as a replacement for the State’s terms in response to this solicitation. 
 
8.4 Responsibility of the Contractor 
If awarded a contract, the Vendor shall maintain financial records to support the receipt, accounting 
for, allocation or, and disbursement of all funds awarded. The Vendor is responsible of entering the 
contact amounts by line item into the NH Department of Education Grants Management System. 
 
Accurate invoices must be submitted in a timely manner. Monthly reports must be submitted within 
15 days after the end of the month. At the end of the project, the organization must reconcile the 
final report within 60 days after close of the project. Except in the case of the State Biennium year 
(the year in which the two-year state budget closes), monthly expenditure reports must be submitted 
by June 15th for payment. Late submissions risk not being paid because state funds may not be 
available after June 30th. 
 
8.4 Special Terms To Be Included In A Contract Resulting From This RFP 
All Proposers will be required to sign annual General Assurances from the NH Department of 
Education, Bureau of Federal Compliance. 
 
Please see Attachment 3 for additional required documentation for execution of a contract.  
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Additionally, if requirements under the Workforce Innovation and Opportunity Act of 2014 should 
change during the course of this contract term, vendors will be responsible for making those changes 
to the program. 
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Appendix A – WIOA Glossary 
 
See separate document.  
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Appendix B NH State Workforce Plan 
 
The 2018 revised NH Combined State Workforce Plan is available at: 
https://www.nhworks.org/wp-content/uploads/2018/12/State-Plan-NH-Works-Website.pdf  
 
The State is in the process of updating the plan for submission to the US Department of Labor and 
US Department of Education in March, 2020. 
 
The following 2020 State Workforce Plan goals/strategies are in DRAFT Form: 
 
Goals and Strategies 
 
Goal 1: Promote services available through the talent development system to support 
businesses and individuals.   

1.1 Employ proven strategies for marketing and outreach that target audiences (e.g. 
small and medium-sized businesses, sector-specific stakeholders, long-term 
unemployed individuals, underemployed individuals, youth, etc.)  
1.2 Implement a career awareness and exploration initiative that targets K-12 
students which provides them with career pathway information specifically in 
grown and demand sectors.  
1.3 Work with community-based organizations, libraries, schools, and partners’ 
networks to promote services of NH Works and its partners to individuals and 
youth  

 
Goal 2: Enhance the talent development system by focusing on system advocacy and partner 
collaboration and communication. 

2.1 Identify and define workforce development policy priorities for which the State 
Innovation Workforce Board can advocate among State decisions makers (e.g. 
workforce housing, transportation, benefits cliff, etc.). 
2.2 Continue supporting and strengthening the talent development system partnerships 
though professional development, peer-to-peer contact, data sharing, and 
communication.  

 
Goal 3: Support a demand-driven talent development system that bases strategies, services, 
and investments on a data-informed approach that anticipates the needs of businesses.   

3.1 Leverage current industry-driven sector partnerships throughout the state and support 
their expansion  
3.2 Continue the collaborative business services strategies by engaging additional 
partners and formalizing information sharing protocols  
3.3 Engage locally with economic development to ensure the systems are aligned and 
operate from an up-to-date understanding of in-demand sectors and occupations with 
regular sector analysis at the state and local levels  
3.4 Provide the talent development system with data analytics that provide in-depth 
analysis of national, state, and local labor market information.  

 

https://www.nhworks.org/wp-content/uploads/2018/12/State-Plan-NH-Works-Website.pdf
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Goal 4: Create a talent development system that leverages talent attraction, retention and 
development strategies.   

4.1 Work with the network of the state’s community colleges and other post-secondary 
education institutions to expand best practices related to flexible, business-driven training 
and education  
4.2 Work with K-12 education, career and technical education, post-secondary education, 
and business to promote career pathways for in-demand sectors and occupations to 
students in the talent pipeline  
4.3 Coordinate with other state agency and partners to support talent attraction and 
retention actions including advocacy, resource dedication, subject matter expertise, etc.   

 
Goal 5: Provide and improve access to work-and-learn opportunities that are aligned with 
business and industry needs including the development of career pathways.   

5.1 Expand the infrastructure for employers and individuals to pursue work-based 
learning opportunities along the full spectrum of options (internships, apprenticeship, 
work experiences, etc.)  

5.1.A Map the existing resources and assets to support work-based learning in 
New Hampshire  
5.1.B Continue to assess business interest in work-based learning and the ideal 
engagement strategies from the businesses’ perspectives  
5.1.C Determine the most appropriate way(s) to link resources from various 
programs and partners to offer full spectrum of work-based learning 
opportunities  

5.2 Simplify process and procedures for businesses and individuals to navigate the 
workforce development system by simplifying language and avoiding acronyms and 
“system lingo” and streamlining access to work-and-learn opportunities and other system 
services 
5.3 Ensure career pathways include opportunities to develop foundational skills   

5.3.A  Maintain adult education as an entry-point to career pathways for 
individuals who have not previously earned their high school diploma or the 
equivalent.   
5.3.B Utilize WorkReadyNH and/or similar programs for individuals in need of 
soft skill/employability skill development  
5.3.C Continue the expansion of sector based/supported employment/credential 
industry specific training programs for OSY participants.  
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Appendix C NH Professional Development Handbook 
 
See separate document. 
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Appendix D: Standards Terms and Conditions of the State of New Hampshire 
The following is provided for reference only. The actual Standard Contract Form will not be 
executed until a contract has been negotiated. 
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Appendix E: NH Data and Assessment Policy 
 

Please see separate document.  
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Attachment 1 Demonstrated Effectiveness Chart 
 
See separate document. 
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Attachment 2 Statewide Professional Development Application & Budget 
Worksheets 
 
See separate document. 
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Attachment 3 Required Documentation for Proposals 
 
The following are examples of the required documents that must be submitted with the proposal. 
 
1. From Section 8 Contract Terms and Award 

• A statement that the organization submitting the proposal will accept the terms and 
conditions of the State of New Hampshire’s standard Contract Agreement/General 
Provision as shown in Appendix D. 

• A form for acceptance is available in this section. 
 
2. From Section 7.11 Special Provisions 

• A statement that the organization will comply with the provisions of the US Code of 
Federal Regulations and the Uniform Administrative Non-Profit Organizations, if 
applicable. 

• A form is available in this section. 
 

3. From Section 5.3 Organizational Capacity 
• Job descriptions for key program staff 
• Resumes for key program staff 
• More information on staffing requirements is available in Section 5.9 

 
4. From Section 5.3.4 Coordination with Other Community Organizations 

• Three (3) letters of reference from past students and/or collaborating agencies that speak 
to the organization’s ability to provide the services described in the RFP. 

 
5. From Section 5.3.5 Audited Financial Records 

• The organization must provide evidence of financial stability either through a narrative 
description of appropriated funds through a district budget process of a public entity or 
through audited financial records. 
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STATEMENT of ACCEPTANCE of Terms and Conditions 
The organization will accept the terms and conditions of the State of New 
Hampshire’s standard Contract Agreement/General Provisions (Form P-37). 
 
 
 

Superintendent of Schools or 
Chief Officer of Agency: 

 
   
Signature 

Local Director of Project:    
Signature 

Date Signed:    
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STATEMENT of ACCEPTANCE of Special Provisions 
 

The organization will comply with the provisions of the US Code of Federal 
Regulations 34 CFR 364 and the following US Circular, if applicable: Office of 
Management and Budget (OBM) Circular A-110 “Uniform Administrative Non-
Profit Organizations.” 
 
 
 

Superintendent of Schools or 
Chief Officer of Agency: 

 
   
Signature 

Local Director of Project:    
Signature 

Date Signed:    
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Attachment 4: Required Documentation in the Event of Contract Execution 
Please do not submit this documentation with the Proposal. 
 
The following documents will be required if the application is accepted by the State Agency after 
final negotiations are complete. 
 

1. Form P-37 
• See Appendix D for an example 

 
2. Certificate of Good Standing 

• The organization must provide a Certificate of Good Standing from the 
NH Secretary of State’s Office or documentation that the entity is exempt 
from this requirement. 

• For a non-profit corporation, the certificate is valid from the date of issue 
until December 31 of the next year ending in zero (0) or five (5). 

• A copy is acceptable. 
• See example in this section 

 
3.  Certificate of Insurance 

• If a certificate of insurance is already on file with the NH 
Department of Education, please document this information in the 
attachments. 

• Specific requirements can be found in Section 7.10. 
 

4. Certificate of Authority 
• The governing board of the organization must provide authorization for 

the individual to sign a contract with the NH Department of Education, 
Bureau of Adult Education. This can be a record of a vote from the 
Board of Directors/School Board or a Certificate of Authority form. 
 

5. Governing Board list 
• A Board of Directors or School Board list 

 
6. US Department of Education General Education Provisions Act (GEPA) 

• The organization must provide a GEPA attestation. 
• Examples of the Notice to Applicants and Attestation Form are available in 

this section. 
 
 7. Buy American Statement 

• This statement is provided in accordance with Section 502 of the Workforce 
Innovation and Opportunity Act of 2014. 

 
 8. NH Department of Education Exhibits D – H 

• The following Exhibits are required for any contract with the NH 
Department of Education 

• Exhibit D – Contractor Obligations 
• Exhibit E – Federal Barment and Suspension 
• Exhibit F – Anti-Lobbying 
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• Exhibit G – Rights to Inventions Made Under a Contract, Copy Rights and 
Confidentiality 

 
 9. General Assurances 

• The NH Department of Education requires a signature from all local 
education agencies and organizations that receive federal funds through the 
Department on the General Assurances. 

o For LEAs (Local Education Agencies) 
o For Reporting Agencies (Non-Profit Organizations) 
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GENERAL EDUCATION PROVISIONS ACT (GEPA) Sec. 427 Attestation –  
WORKFORCE INVESTMENT ACT, TITLE II – ADULT EDUCATION AND FAMILY 

LITERACY 
This attestation outlines the steps that ____________________________________ will ensure be taken 
                                                                                            (Applicant) 
should the Adult Education application be funded. 
 
The purpose of this requirement is to assist the United States Department of Education in 
implementing its mission to ensure equal access to education and to promote educational 
excellence. 
If funded, the following steps will be taken to ensure equitable access to and equitable 
participation in the project or activity to be conducted with federal adult education assistance by 
addressing the access needs of students, teachers, and other program beneficiaries in order to 
overcome barriers to equitable participation, including barriers based on gender, race, color, 
national origin, disability and age. 
The Act highlights six types of barriers that can impede equitable access or participation:  
gender, race, national origin, color, disability, or age.  Based on local circumstances, determine 
whether these or other barriers may prevent students, teachers, etc., from such access or 
participation in the federally-funded project or activity.  Please describe the steps to be taken to 
comply with the GEPA requirements. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Project Director: (Name and Title)_________________________________________________ 
 
Signature of Project Director: _____________________________________ Date: __________ 
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Buy American Act  

 
PURCHASE OF AMERICAN-MADE EQUIPMENT AND PRODUCTS.— In the case of 
any equipment or product that may be authorized to be purchased with financial 
assistance provided using funds made available under title I or II or under the Wagner-
Peyser Act (29 U.S.C. 49 et seq.), it is the sense of Congress that entities receiving the 
assistance should, in expending the assistance, purchase only American-made 
equipment and products. 
 
This statement is provided in accordance with Section 502 of the Workforce Innovation 
and Opportunities Act of 2014. 
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