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Please note that additional information/addenda may be required in order to complete the contract package.  Any specific requirements/stipulations pertaining to the program will be forwarded as applicable.

Label all answers clearly as outlined below:

1. Provide a brief description of the program/component and its purpose.  The description should reflect the goals and services set forth in the initial RFP and any changes that may have resulted from negotiations.

     
2. Identify the target population served by this program/component (i.e. individuals who have been unemployed for the past 6-12 months).

· Provide a brief outline or snapshot of the characteristics, needs, and current circumstances of the population the program intends to serve.

· Explain how these customers are distinct in any way from the general population. It is generally viewed as a sign of strength when a program is able to identify the population that will benefit the most from the services provided. 

     
3. Detail what the program intends to address through service delivery.  State the results the program intends to achieve. 

     
4. Describe the program approach and method of service delivery.
     
5. Detail how customers access services.  

· Cite any physical limitations that might preclude program admission or referral acceptance

· Indicate specific documents needed for referrals, when applicable

· Discuss referral procedures and discharge planning with respect to the continuum of care 

· Cite negative and planned discharge procedures

     
6. Describe the neighborhood(s) and the building(s) where each program site(s) is located.  Detail accessibility to mass transportation.  Identify the program catchment area.

     
7. Detail the program’s emergency procedures.  Provide any after-hours telephone numbers, emergency contacts, and special instructions. 

     
8. Provide the total number of unduplicated customers served in the previous contract period for each of the contracted programs.  Unduplicated customers refers to the practice of counting a customer receiving services only once within a service cycle.

· Indicate the number of unduplicated customers achieving results.

· Indicate how the information was captured and measured.
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