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1 [bookmark: _Toc365032992]Introduction

1.1 [bookmark: _Toc365032993][bookmark: _Ref355946995][bookmark: _Ref355947648][bookmark: _Ref355949924][bookmark: _Ref355956653]Purpose 

The Ohio Development Services Agency (Development) releases this Request for Proposals (RFP) for the purpose of obtaining economic and/or community development-focused, non-profit organizations to provide consulting, training, business development, strategic management, and technical assistance to Ohio’s minority, socially and economically disadvantaged business community.   Development is seeking proposals from qualified organizations and/or consortia of organizations to operate the Minority Business Assistance Center program in one of six service areas (see Attachment 5).  Applicants must demonstrate their qualifications and experience to provide in-depth evaluation, assessment, and comprehensive support services to business owners leading to the attainment of economic independence and entrepreneurial success. Successful applicants will receive a grant to administer these services.

1.2 [bookmark: _Toc365032994]Issuing Division

This RFP is released by Development’s Minority Business Development Division.  Entities selected as regional Minority Business Assistance Centers will be required to enter into grant agreements with Development and such agreements will incorporate the terms of this RFP by reference. Minority Business Development Division’s mission is to increase the global competitiveness of Ohio’s minority and disadvantaged businesses, resulting in prosperity for all Ohioans. The Minority Business Development Division, which will administer the grant agreement, will be responsible for state level supervision of all Minority Business Assistance Center activities for selected applicant(s).  One of the guiding principles of Minority Business Development Division is to work in seamless collaboration with public, non-profit, and private sector partners, locally, regionally, and statewide.

1.3 [bookmark: _Toc365032995]Background

The primary drivers of the Minority Business Assistance Center program are to support job creation and retention; to provide assistance through the Minority Business Development Division loan and bonding programs; and to help minority businesses secure certification and procurement contracts. As Ohio’s lead facilitator in the state’s effort to encourage minority and disadvantaged business growth, Minority Business Development Division assists in the creation, growth and development of minority and disadvantaged business enterprises throughout the state.  The vision of the Minority Business Development Division is to be a catalyst for the growth of high performing minority owned businesses by providing consulting, training, financial assistance, strategic management and technical support that results in wealth generation and job creation in minority communities in Ohio.  A key priority of the Minority Business Development Division is to increase the level of services statewide that support the growth and expansion of socially and economically disadvantaged businesses and emerging entrepreneurs.

Minority Business Enterprises (MBE) are defined in Ohio Revised Code (ORC) Section 122.71 (E)(1) as an individual, partnership, corporation, or joint venture of any kind that is 51 percent owned and controlled by United States citizens, which citizens are residents of Ohio and who are members of one of the following groups: African American, Native American, Hispanic or Latino, and Asian American.

Disadvantaged businesses are defined in the Ohio Administrative Code (OAC) Chapter 123:2-16-01, which is authorized by ORC Section 123.152 and creates the Encouraging Diversity, Growth and Equity (EDGE) Program.   EDGE business enterprises are defined as businesses that are socially and economically disadvantaged or whose owner(s) are socially and economically disadvantaged.

The selected applicants will be responsible for the effective management of all Minority Business Assistance Center functions and activities supported by the grant award.  The Minority Business Assistance Center network is a core program comprising the Minority Business Development Division’s overall minority and disadvantaged business development strategy.

Minority Business Development Division will give consideration to those proposals which best demonstrate the following:

· [bookmark: _Toc365032996]The strongest past, present and projected program performance;
· [bookmark: _Toc365032997]Most comprehensive plan to cover the defined geographic areas;
· [bookmark: _Toc365033001][bookmark: _Toc365032998]A strong commitment of quality cash match and additional resources above and beyond the minimum requirements;
· The strongest collaborative, relationships with Minority Business Development Division staff, network partners, i.e., Equal Opportunity Division, Small Business Development Centers, and Procurement Technical Assistance Centers;
· [bookmark: _Toc365032999]The integration and co-location of the center’s activities with Minority Business Development Division network partners to reduce administrative costs, maximize the use of available resources and promote stronger regional coordination of all business assistance services;
· [bookmark: _Toc365033000]The integration of program delivery with network partners and other federal, state, and local minority business and economic development programs; and 
· [bookmark: _Toc365033002]Effective linkages with other related business assistance providers (both public and private) and strong outside support from local and regional business organizations.

Documentation of any formal relationships with Minority Business Development Division network partners may be in the form of a Memorandum of Understanding, Cooperative Agreement or Letter of Intent to formalize the relationship.  The documentation should be identified and included as a part of Section 7 of the proposal, if applicable.


2 [bookmark: _Toc365033003]RFP and Award Process

2.1 [bookmark: _Toc365033004]Request for Proposal Issuance 

Any and all documents developed and any and all information submitted by the Proposer during the course of this project will be provided to Development upon request and will become the property of Development.  The Proposer shall not assert any claims arising under copyright or otherwise inconsistent with the transfer of ownership of such documents.  All information submitted in response to this RFP shall be a public record unless a statutory exception exists that would protect the information from release to the public.  

Any information submitted with the proposal which the Proposer reasonably believes to be a trade secret, as that term is defined in Section 1333.61 of the Ohio Revised Code, may be designated as such by marking the information as follows:  the phrase “trade secret,” marked with two asterisks on each side, must be placed at the beginning and end of the trade secret information (for example: **TRADE SECRET**).  In addition, the trade secret information shall be underlined.  Information determined to be a trade secret under the laws of the state of Ohio may be protected as trade secrets by Development in accordance with Ohio law.

Proposers are advised that there will be no opportunity to correct mistakes or deficiencies in their submitted materials after the proposal due date.  Proposals that are incomplete or otherwise missing required information may not be evaluated.  No supplementary or revised materials will be accepted after the proposal due date unless specifically requested by Development.

It is the Proposer’s responsibility to ensure timely submission of a complete proposal.  Late proposals will not be scored.  Development is under no obligation to consider a proposal that is received after the proposal due date or which is incomplete.  Proposals that are not submitted in the format requested will not be scored.

All costs incurred in the preparation of the proposal shall be borne by the Proposer alone, and Development shall not contribute, in any way, to the cost of the preparation of the proposal.

In accordance with federal and state statutes and Development policy, no person shall be excluded from participation or subject to discrimination in the RFP process on the basis of race, color, age, sex, national origin, military status, religion or disability. Development’s Minority Business Development Division reserves the right to:

· Adjust the RFP Calendar of Event dates for whatever reason it deems appropriate;
· Accept or reject any and all proposals and/ or bids if Development determines that it is in the best interests of the state to do so;
· Rebid this RFP, requesting new proposals from qualified organizations;
· Not make an award at the end of the evaluation process (this RFP is not to be interpreted or construed to guarantee that one or more proposers submitting responses will be awarded contracts);
· Fund any proposal in full or in part (any assignments of work by Development under the scope of this RFP will be made dependent on need and the availability of adequate, specific funding);
· Fund only those proposals determined to be the best and most responsive;
· Request additional information to assist in the review process;
· Waive or modify minor irregularities in proposals received;
· Contact Proposer to clarify any portion of the Proposer’s submittal;
· Require the submission of modifications or additions to proposals as a condition of further participation in the selection process;

· Request that certain selected Proposers make presentations to staff and reviewers; and
· Negotiate with Proposer(s) within the requirements of this RFP, to best serve the interests of the state of Ohio.

2.2 Funding Opportunity Description

[bookmark: _Toc365033005]This request for proposals announces the anticipated availability of funding for the Minority Business Assistance Center program and solicits applications for operators of Minority Business Assistance Centers in the locations specified.  Funding will be awarded for a period of 18 months beginning January 1, 2014 through June 30, 2015.  

A single organization or a consortium of organizations relevant to the operating guidelines as established herein may submit a proposal. A single lead organization must be identified in the proposal.

[bookmark: _Toc365033006]A consistent pattern of unsatisfactory performance under prior funding for this or other Development programs will result in an application receiving an unsatisfactory rating or not being considered.  Failure to comply with any or all of the provisions of an award may have a negative impact on future funding and may be grounds for termination of any award under this funding opportunity.

2.3 [bookmark: _Toc365033007]Timetable

	RFP Timeline
	[bookmark: _Toc365033009]Action

	[bookmark: _Toc365033010]September 6
	[bookmark: _Toc365033011]Development releases RFP to potential applicants

	[bookmark: _Toc365033012]September 16
	[bookmark: _Toc365033013]Pre-Bid Conference

	[bookmark: _Toc365033014]September 23
	[bookmark: _Toc365033015]Development closes Applicant question and answer period at 3 p.m.

	[bookmark: _Toc365033016]September 30
	[bookmark: _Toc365033017]Development posts answers to Applicant questions

	[bookmark: _Toc365033018]November 1
	[bookmark: _Toc365033019]Deadline for Applicants to submit proposals to Development by 5 p.m.

	[bookmark: _Toc365033020]November 25
	[bookmark: _Toc365033021]Development issues Minority Business Assistance Center award notification letters

	[bookmark: _Toc365033022]January 1, 2014
	[bookmark: _Toc365033023]Minority Business Assistance Centers open for business

	[bookmark: _Toc365033024]June 30, 2015
	[bookmark: _Toc365033025]Project completion



[bookmark: _Toc365033027]Successful applicants must be prepared to comply with the following mandates no later than January 1, 2014:

· [bookmark: _Toc365033028]The Minority Business Assistance Center office will be distinguishable and identifiable from its fiscal agent including prominent Minority Business Assistance Center signage to appear in and/or on the building (at the location) and be easily visible to the public.
· [bookmark: _Toc365033029]The Minority Business Assistance Center office must provide adequate client parking and publicly list the Minority Business Assistance Center telephone number and contact information.
· [bookmark: _Toc365033030]The applicant must provide for the center to be managed by a full-time executive director.
· [bookmark: _Toc365033031]The proposed center must provide Internet access and its own easily accessible and identifiable website.

· [bookmark: _Toc365033032]The applicant must commit to operating hours commensurate with Minority Business Development Division (8 a.m. to 5 p.m., Monday through Friday).
· [bookmark: _Toc365033033]The applicant must be fully operational* and open to the public for service.

[bookmark: _Toc365033034]Fully Operational means that center directors and all required signage, all furniture and equipment (e.g., hardware, software, web-site, phones, fax machine, etc.) are in place and operational by January 1, 2014.  Failure to comply with these requirements are grounds for termination of the award.

2.4 [bookmark: _Toc365033035]Question and Answer Period (RFP Clarification Opportunity)

[bookmark: _Toc365033036]Potential applicants may submit questions regarding this RFP via e-mail during the Question and Answer period as outlined in Section 2.3 – Timetable.  To submit a question, potential applicants must use the following process:

· [bookmark: _Toc365033037]Access the Development website at http://minority.development.ohio.gov 
· [bookmark: _Toc365033038]Select 2014/2015 Minority Business Assistance Center Request for Proposals
· [bookmark: _Toc365033039]To ask a question: Email: ohiombac@development.ohio.gov

[bookmark: _Toc365033040]Questions regarding this RFP must reference the relevant section of the RFP, the heading for the provision under question, and the page number of the RFP where the provision can be found.  The potential applicant must also include the name of a representative, the organization name, business phone number and business email address.  Development may, at its option, disregard any questions which do not appropriately reference an RFP provision or section, or which do not include identification for the originator of the question. Development will not respond to any questions submitted after 3:00 p.m. on the date the Question and Answer period closes. 

[bookmark: _Toc365033041]Development’s responses to all questions will be posted on the web page dedicated to this RFP for reference by all prospective applicants.  Applicants submitting questions will not receive personalized or individual email responses.  Relevant questions that are submitted and Development’s responses will comprise the “Development Question and Answer Document” for this RFP.    

[bookmark: _Toc365033042]It is the responsibility of all prospective applicants to check the web site on a regular basis for responses to questions, as well as for any amendments or other pertinent information regarding this RFP.


3 [bookmark: _Toc365033043]Proposal Format, Submission and Organization

3.1 [bookmark: _Toc365033044]Proposal Format and Submission Information:

[bookmark: _Toc365033045]Development requires proposal submissions in an electronic format.  The proposal must be prepared and submitted in accordance with instructions found in this Section.  

[bookmark: _Toc365033046]An applicant’s complete proposal submission must be received by Development no later than 5:00 p.m. on Friday, November 1, 2013.  

· [bookmark: _Toc365033047]Proposals must be addressed to:
[bookmark: _Toc365033048]Minority Business Assistance Center Request for Proposals
[bookmark: _Toc365033049]Minority Business Development Division
[bookmark: _Toc365033050]Ohio Development Services Agency
[bookmark: _Toc365033051]77 South High Street, 28th Floor
[bookmark: _Toc365033052]Columbus, Ohio 43215

[bookmark: _Toc365033053]The applicant’s original proposal must contain all information and documents specified in Section 3.2 – Proposal Organization.  

3.2 [bookmark: _Toc365033054]Proposal Organization

[bookmark: _Toc365033055]An Applicant’s proposal must contain the following components organized in six sections as described below.  Any other information thought to be relevant, but not applicable to a specific RFP section may be provided as an appendix in Section 8.  Applicants must organize their proposals in the following order:

3.2.1 [bookmark: _Toc365033056]Cover Sheet:
[bookmark: _Toc365033057]The cover sheet must include the following information:


[bookmark: _Toc365033068]Host Agency Information
[bookmark: _Toc365033069]Legal Name of Organization:
[bookmark: _Toc365033070]Address:
[bookmark: _Toc365033071]City, State, Zip Code:

[bookmark: _Toc365033072]Federal Tax I.D. Number:

[bookmark: _Toc365033073]Primary Contact Name:
[bookmark: _Toc365033074]Telephone Number:
[bookmark: _Toc365033075]Email Address:

[bookmark: _Toc365033065]Secondary Contact Name:
[bookmark: _Toc365033066]Telephone Number:
[bookmark: _Toc365033067]Email Address:

[bookmark: _Toc365033076]Area of Proposed Service
Funds Requested 

3.2.2 [bookmark: _Toc365033077]Sections (be succinct) 

[bookmark: _Toc365033078]Section 1 
[bookmark: _Toc365033079]Executive Summary

[bookmark: _Toc365033080]Section 2 (section 5.1 in RFP)
[bookmark: _Toc365033081]Proposed Minority Business Assistance Center Model, Client Flow Chart, Service Area 
[bookmark: _Toc365033082](See attached service area map)

[bookmark: _Toc365033083]Section 3 
[bookmark: _Toc365033084]Proposed Minority Business Assistance Center Strategic Plan

[bookmark: _Toc365033085]Section 4 
[bookmark: _Toc365033086]Required Exhibits

[bookmark: _Toc365033087]Section 5 
[bookmark: _Toc365033088]Staff Resumes and Capabilities 

[bookmark: _Toc365033089]Section 6 
[bookmark: _Toc365033090]Proposed Key Performance Measures 

[bookmark: _Toc365033091]Section 7 
[bookmark: _Toc365033092]Proposed Budget/Cash Match Documentation 

· [bookmark: _Toc365033093]Proposed 18 Month Budget – Administrative Cost Detail (January 1, 2014 – June 30, 2015)
· [bookmark: _Toc365033094]Proposed Key Personnel Worksheet
· [bookmark: _Toc365033096]Organization Chart

[bookmark: _Toc365033097]Section 8
[bookmark: _Toc365033098]Appendix
· [bookmark: _Toc365033099]Documentation of Collaboration, i.e., Memoranda Of Understanding, Cooperative Agreements, Letters of Intent
· [bookmark: _Toc365033100]Letters of Support


4 [bookmark: _Toc365033101]Organization Qualifications

4.1 [bookmark: _Toc365033102]Mandatory Qualifications

[bookmark: _Toc365033103]In order to be considered for the award, Development requires that interested applicants and hosts meet all of the following mandatory qualification requirements:  

4.1.1 [bookmark: _Toc365033104]Applicant Eligibility:

· [bookmark: _Toc365033105]The applicant is incorporated as a 501(c)(3) or 501(c)(6) organization under the laws of the state of Ohio or is a municipality, Chamber of Commerce or public education institution.

· [bookmark: _Toc365033106]The applicant is legally able to operate as evidenced by a completed W-9 form or other documentation of an Employer Identification Number.

· [bookmark: _Toc365033107]The applicant has been in operation for at least three years or has comparable, documentable business experience.

4.1.2 [bookmark: _Toc365033108]Host Eligibility:

· [bookmark: _Toc365033109]The host organization must have a local advisory board for the proposed center.

· [bookmark: _Toc365033110]Part of the mission of the host organization must be related to promoting the growth and development of minority, socially and economically disadvantaged businesses.

· [bookmark: _Toc365033111]The history of the host organization should demonstrate an ability to provide or add significant value to the minority business community.

· [bookmark: _Toc365033112]The host organization cash match must be equal to or greater than 20 percent of the Minority Business Assistance Center’s annual budget.

· [bookmark: _Toc365033113]The host organization must commit to providing the required physical facilities, i.e., library, consulting area, adequate parking, prominent signage and a plan room.*

[bookmark: _Toc365033114]Documentation supporting the Mandatory Applicant and Host Qualifications should be included in the response to this RFP.  The applicable documentation should be included in Section 4 of the proposal. 

[bookmark: _Toc365033115]*If host organization feels that a plan room is unnecessary and elects not to offer one, an explanation should be provided for why it should be excluded from the proposed center.


5 [bookmark: _Toc365033116]Deliverables

5.1 Deliverables 

The Minority Business Assistance Center program is performance-based and designed to produce measureable results by providing professional support services to small, minority and disadvantaged businesses.  Results are demonstrated by the number of client transactions, MBEs recruited and certified, the amount of capital and contracts awarded and the number of jobs that are created or retained.  Proposals should provide responses to the following:

· Present a model that depicts the method that the center will utilize to move clients through the intake and/ or consulting process in order to identify and match specific client needs with available resources.  Describe your process for gaining insight into client needs.  The proposed model may include a client flow chart that depicts the process.  Describe how you would leverage your resources to support the successful growth and development of those businesses.  What characteristics does the model contain which will make this plan successful?

· Describe the business environment in the geographic region that your response covers.  What is the current economic environment in the area?  Describe the types of minority-owned businesses, including prevalent industry categories or market segments located within the region.  Describe the business growth opportunities and challenges.  Explain in detail the strategies you will use to inform minority businesses, in the proposed area, of the services that are provided through the Minority Business Assistance Center.  

· Attachment 1 identifies Key Performance Measures that will apply during the grant period covered by this RFP.  The Key Performance Measures are designed to produce measureable outcomes that support business expansion and sustainability. They provide a systematic process for evaluating how effective each Minority Business Assistance Center is with regard to providing client services.  For example, while ‘client transactions’ form the foundation to support businesses, achieving the full range of performance measures allows the Minority Business Assistance Centers to transition some businesses from intake through certification, to linkage with capital opportunities to connecting them with procurement opportunities.  In this section of your narrative, please describe specific strategies and tactics that you will utilize to achieve these Key Performance Measures.  Minority Business Assistance Center’s will be required to provide regular reports of their performances to Minority Business Development Division.  

· Describe how you will interface and collaborate with Minority Business Development Division staff to ensure alignment and goal achievement.  Indicate how you will partner with other organizations to leverage resources to meet Minority Business Assistance Center objectives.  Identify those organizations.  Be as specific as possible in describing how collaborations with these entities will support your ability to achieve the performance outcomes.

5.2 Proposed Service Areas 

Minority Business Development Division is seeking non-profit business assistance providers to serve minority, small and disadvantaged businesses located in six centers throughout Ohio.  Applicants must be located within proposed service areas.  Each submitted response should indicate the proposed service area with a detailed plan for providing services to targeted businesses located within the designated service area.  The proposed service areas are shown on Attachment 5.

For each of the six service areas, there are counties that have been designated as primary and secondary service areas. Primary service areas include those counties where the largest concentrations of self-identified, minority-owned businesses reside.  Minority Business Assistance Center staff is expected to focus the majority of efforts and resources working with businesses within primary service areas.

While the number of minority-owned firms located in secondary service areas is smaller, Minority Business Assistance Centers are expected to provide services to any qualified business that requests support and is located in secondary service areas.  By designating primary and secondary service areas, every minority-owned business in the state can seek and receive support from an Minority Business Assistance Center.

5.3 [bookmark: _Toc365033117]Scope of Services 

[bookmark: _Toc365033118]The Minority Business Assistance Center is required to perform work in three (3) basic areas – market development, client services and operational quality.  These elements are designed to increase the exposure and visibility of minority and small business enterprises.  Minority Business Assistance Center efforts in these areas should provide quantifiable results. The proposal should contain a detailed plan to accomplish:

5.3.1 [bookmark: _Toc365033119]Market Development  

[bookmark: _Toc365033120]This basic Minority Business Assistance Center function is designed to facilitate identification of potential/existing minority business owners, methods to solicit potential Minority Business Assistance Center clients, and to identify, develop and leverage public and private sector resources and business opportunities for the center’s clients.  A core function of the Minority Business Assistance Center is to promote individual minority business owners to the public and private sectors and to build market awareness of the capability, talent and capacity of its clients.  Under the market development function, the Minority Business Assistance Center staff matches qualified minority businesses with identified opportunities and resources by: 

· [bookmark: _Toc365033121]Maintaining awareness and contact with the minority firms that operate within the proposed regional service area and their capabilities; 
· [bookmark: _Toc365033122]Maintaining direct contact with Minority Business Development Division staff, government procurement officials, purchasing executives, banking officials and others so that minority business owners are in a position to learn about available business opportunities and access to capital ; and 
· [bookmark: _Toc365033123]Assisting in direct negotiations between banking, venture capitalists, purchasing organizations and individual minority firms, in appropriate cases, in order to help resolve issues, serve as advocates for the minority firms, or otherwise assist in bringing transactions to closure.

5.3.2 [bookmark: _Toc365033124]Client Services  

[bookmark: _Toc365033125]Provide direct client assistance to minority business owners on the basis of individualized client intake and assessment.  Under the client services function, the Minority Business Assistance Center director and consulting staff provide detailed business consulting services to minority firms and individuals who have agreed in writing to becoming Minority Business Assistance Center clients.  Clients shall be assisted primarily through one-on-one business consulting, strategic team consulting, and training workshops lead by Minority Business Assistance Center.  Detailed business consulting services shall include but are not limited to:

· [bookmark: _Toc365033126]Marketing: market research, promotion, advertising, sales, sales forecasting, market feasibility studies, pricing, and customer service;
· [bookmark: _Toc365033127]Financial Management: capital budgeting, general accounting,  break-even analysis, cost accounting, financial planning and analysis, budgeting, tax planning, business consulting (excludes, bookkeeping, tax preparation and audits);
· [bookmark: _Toc365033128]Financial Assistance: identification, preparation and packaging of state loan and bond program applications, standard commercial and alternative debt (loans, lines of credit, etc), other public/private bonding, leases (property and equipment), equity (venture capital, angel capital, etc.) and trade credit opportunity;
· [bookmark: _Toc365033129]Procurement Assistance: preparation and planning for the identification of private and public-sector contracting opportunities, developing capability statements, teaming and joint venturing relationships;
· [bookmark: _Toc365033130]Construction Industry Assistance: estimating, bid preparation, bonding, take-offs and business consulting; and;
· [bookmark: _Toc365033131]Certification Assistance: provide a review of the application and supporting documentation for MBE/EDGE certification applicants and completing, submitting and as appropriate, expediting applications.

[bookmark: _Toc365033132]Minority Business Assistance Center business counselors shall conduct client assessments which provide each Minority Business Assistance Center client with a fundamental business evaluation.  This process is designed to standardize services across the Minority Business Assistance Center network, maintain the quality of center operations and facilitate the client referral process through the network.  It requires that an interview be conducted between the client and counselor.  This assessment function is designed to provide: 

· [bookmark: _Toc365033133]Background and contact information on the client; 
· [bookmark: _Toc365033134]Client business analysis with respect to core competency, organizational structure, market and industry placement, production of products/delivery of services, marketing plan, resources and financial viability; 
· [bookmark: _Toc365033135]Analysis and benchmarking of client;
· [bookmark: _Toc365033136]Identification of immediate and long-term client needs and expectations;
· [bookmark: _Toc365033137]Development of an action plan; 
· [bookmark: _Toc365033138]Strategic referrals;
· [bookmark: _Toc365033139]Identification of resources;
· [bookmark: _Toc365033140]Implementation of targeted plans of action for increasing size, scale and capacity;
· [bookmark: _Toc365033141]Increased exposure and visibility of the Minority Business Assistance Center program and MBEs; and,
· [bookmark: _Toc365033142]Promotion and achievement of client outcomes.

[bookmark: _Toc365033143]The proposed Minority Business Assistance Center model narrative should identify the direct client services the applicant will provide to minority businesses beginning with the client/business assessment process and describe how the applicant will provide assistance to minority businesses based on analysis of the client/business assessment.

5.3.3 [bookmark: _Toc365033144]Operational Quality

[bookmark: _Toc365033145]This function addresses operational efficiency and effectiveness and the quality of client services.  The proposal should address:

· [bookmark: _Toc365033146]A process to execute signed action plan agreements and requests for consulting with clients as well as describing the methodology that will be used to achieve the work or action plan objectives for each client based on individualized client assessments.  The action plan should be individually tailored to the specific needs of each client and include a course of action for assisting the client to reach strategic growth goals.
· [bookmark: _Toc365033147]A process for ensuring all paper client files contain accurate supporting documentation including assessment, action plan, work assignments, baseline economic data, and any jobs created or retained, financial awards, certifications and/or contracts obtained.
· [bookmark: _Toc365033148]A process for ensuring all client intake data and related work efforts are entered into MBDAssist reporting system.  The Minority Business Assistance Center is required to enter client information, consulting data, staff work effort, awarded transactions, job creation/retention and any other pertinent data within 72 hours from the time of service.  
· [bookmark: _Toc365033149]A process to promote and utilize the services and resources of other Development programs, particularly the financial assistance programs within the Minority Business Development Division.
· [bookmark: _Toc365033150]A professional development plan for Minority Business Assistance Center staff identifying training initiatives including, but not limited to, the following training sessions offered by Minority Business Development Division:

· [bookmark: _Toc365033151]Program Review and Orientation:  this session will focus on understanding key aspects of Minority Business Development Division/Minority Business Assistance Center operations and procedures
· [bookmark: _Toc365033152]Implementing a System of High-Quality Service:  these training sessions will be varied topics designed to increase the organization’s effectiveness and efficiency
· [bookmark: _Toc365033153]Certified Business Advisor Training within first year of employment or provide proof of equivalent professional experience
· [bookmark: _Toc365033154]FastTrac Entrepreneurial Training within first year of employment or provide proof of equivalent professional experience


6 [bookmark: _Toc365033155]Staff Competencies

6.1 [bookmark: _Toc365033156]Staff Experience

[bookmark: _Toc365033157]The applicant must assign professional staff with significant expertise to key leadership roles for this proposal.  The proposal should include resumes for each person in key positions.  The following are the minimum required qualifications for key personnel. When selecting staff members for the Minority Business Assistance Centers, every effort should be made to choose individuals with previous finance or banking experience to facilitate understanding the fiscal requirements of businesses and to connect them with appropriate financial resources. 

6.2 [bookmark: _Toc365033158]Minority Business Assistance Center Director Requirements

[bookmark: _Toc365033159]A bachelor’s or master’s degree in business administration, public administration, economics or other related fields from a regionally accredited college or university is preferred.  In place of a degree, a minimum of seven years of experience in business ownership and operations and/or equivalent combination of education and experience which demonstrates the required knowledge, skills, and abilities may be acceptable.  Extensive knowledge of business management, fiscal planning and accountability, employee training and development, office management and other support functions is required.

[bookmark: _Toc365033160]Additional requirements for the proposed Minority Business Assistance Center director include:

· [bookmark: _Toc365033161]Demonstrated ability to organize and manage multiple projects;
· [bookmark: _Toc365033162]Experience supervising professional staff;
· [bookmark: _Toc365033163]Ability to develop and manage resources to support Minority Business Assistance Center;
· [bookmark: _Toc365033164]Strong analytical abilities;
· [bookmark: _Toc365033165]Strong written and oral communication skills;
· [bookmark: _Toc365033166]Ability to relate well to people from diverse backgrounds;
· [bookmark: _Toc365033167]Capable of working effectively with the business community, and private and public organizations;
· [bookmark: _Toc365033168]Receive CBA Certification within one year of hire date or provide proof of equivalent professional experience; and
· [bookmark: _Toc365033169]Possess a valid Ohio Driver’s License and the ability to travel.

6.2.1 [bookmark: _Toc365033170]Position Responsibilities – Minority Business Assistance Center Director

[bookmark: _Toc365033171]The Minority Business Assistance Center Director is responsible for coordinating activities that accomplish the purposes of the grant agreement which include defining, developing and implementing required projects; providing one-on-one consulting to minority and small businesses; originating and conducting meetings with community leaders, state and local officials, and providing and directing professional services for minority, small and disadvantaged businesses.  Duties include:

· [bookmark: _Toc365033172]Devote approximately 60 percent of his/her time to consulting and 40 percent to managing the center and performing outreach responsibilities;
· [bookmark: _Toc365033173]Planning and coordinating programs and activities consistent with the goals outlined by the Minority Business Development Division including objectives of the center, overseeing all development, reporting and delivery;
· [bookmark: _Toc365033174]Develop and submit center budgets, quarterly and annual reports;
· [bookmark: _Toc365033175]Attend regional and state conferences;
· [bookmark: _Toc365033176]Provide and facilitate in-depth individual business analysis and referral of clients to appropriate resources as needed;
· [bookmark: _Toc365033177]Encourage and coordinate the strengthening of relations between Minority Business Assistance Center, Minority Business Development Division, local chambers of commerce, banks, trade groups, network partners, and/or host agency;
· [bookmark: _Toc365033178]Supervise business analyst(s) and other support staff and manage center’s budget and activities;
· [bookmark: _Toc365033179]Evaluate program’s effectiveness and measure the impact of services provided;
· [bookmark: _Toc365033180]Coordinate minority business activities with local, state, and federal agencies, including identifying and cooperating with other private and public entities providing business consulting services;
· [bookmark: _Toc365033181]Ensure timely and accurate consulting data input into MBDAssist (management information system);
· [bookmark: _Toc365033182]Promote the Minority Business Assistance Center brand and advocate for minority/disadvantaged businesses;
· [bookmark: _Toc365033183]Develop internal and external resources to accomplish program objectives;
· [bookmark: _Toc365033184]Encourage businesses and business persons to provide volunteer consulting services and/or training; and
· [bookmark: _Toc365033185]Develop and provide specific information, reports and/or special services as requested or required by Development and the Chief of Minority Business Development Division.

6.3 [bookmark: _Toc365033186]Business Counselor Requirements

[bookmark: _Toc365033187]Business counselor(s) should be a graduate of a regionally accredited four year college or university with a bachelor’s degree in business administration, economics, or other related fields and/or possess a minimum of five years of experience in business management or business ownership.  An equivalent combination of education and experience, which demonstrates the required knowledge, skills and abilities, may be acceptable.

[bookmark: _Toc365033188]
Additional requirements for the proposed Business Counselor include:

· [bookmark: _Toc365033189]Thorough knowledge of principles of business is required;
· [bookmark: _Toc365033190]High level of interpersonal analytical and communication skills;
· [bookmark: _Toc365033191]Ability to handle multiple assignments, organize and establish work priorities with minimal direction and supervision;
· [bookmark: _Toc365033192]The ability to perform the position responsibilities;
· [bookmark: _Toc365033193]Receive CBA Certification within one year of hire date or provide proof of equivalent professional experience; and
· [bookmark: _Toc365033194]Possess a valid Ohio Driver’s License and the ability to travel.

6.3.1 [bookmark: _Toc365033195]Position Responsibilities – Business Counselor

[bookmark: _Toc365033196]A Business Counselor is responsible for providing direct, in-depth client consulting, business research, assistance in preparing business and strategic plans, identifying suggestions for alternative courses of action, and maintaining the confidentiality of client information.  Duties include:

· [bookmark: _Toc365033197]Interview and assess client’s needs, develop action plan;
· [bookmark: _Toc365033198]Devote 75 percent of time to in-depth consulting with clients to determine their needs and capabilities, and develop work (action) plans;
· [bookmark: _Toc365033199]Work closely with director and/or other agencies to facilitate the operation of the program;
· [bookmark: _Toc365033200]Attend training sessions for business counselors to facilitate on-going knowledge and ability to provide in-depth consulting;
· [bookmark: _Toc365033201]Assist in planning and marketing seminars, training sessions, and conferences;
· [bookmark: _Toc365033202]Community involvement including public speaking as needed or directed;
· [bookmark: _Toc365033203]Participate in training events as instructor or moderator; 
· [bookmark: _Toc365033204]Assist in efforts to evaluate the effectiveness and impact of training events; and
· [bookmark: _Toc365033205]Other duties as assigned by Director.


7 [bookmark: _Toc365033206]Key Performance Measures and Budget Considerations

7.1 [bookmark: _Toc365033207]Key Performance Measures 

[bookmark: _Toc365033208]The proposal should include the applicant’s projected Key Performance Measures (Attachment 1 - Key Performance Measures Worksheet) and how the center will achieve measurable performance outcomes.  Failure to fully complete the projections for each line item may result in the proposal being rejected as unresponsive.

[bookmark: _Toc365033209]The Key Performance Measures are part of a measurement system Minority Business Development Division uses to evaluate the overall effectiveness of the Minority Business Assistance Centers.  The performance of each center will be measured against the goals and the results will be communicated to all stakeholders.  The Key Performance Measures help align the vision and mission of the Minority Business Assistance Center with client requirements; maintain day-to-day operations; manage and evaluate business strategy; monitor operational efficiency and communicate progress to stakeholders.  While all Key Performance Measures are important to the development of the minority businesses in the proposed service area, client transactions, MBEs recruited and certified, the amount of capital and contracts awarded and the number of jobs that are created or retained are five performance goals with special significance.  These five performance goals are part of the strategic mission of Development and are closely monitored. Applicants should take great care to analyze their capability to successfully meet all Key Performance Measures. Future funding will be determined, in part, by the grantees performance in each Key Performance Measure. 

7.2 [bookmark: _Toc365033210]Budget and Cash Match Requirements 

[bookmark: _Toc365033211]The Minority Business Development Division provides grant funding, oversight and administration of the Minority Business Assistance Center network.  Funding levels for all centers may change based on FY2014/FY2015 budget for the Minority Business Assistance Center network within Minority Business Development Division’s overall budget.  Minority Business Assistance Center must have a strong fiscal management, tracking and documentation of cash match and grant monies.  

7.2.1 [bookmark: _Toc365033212]Total Costs for the Proposed Center

[bookmark: _Toc365033213]Each center must project the total cost of the program.  Costs include personnel, fringe benefits, travel, marketing, equipment, supplies, contractual, and other costs as well as the source of funds for each line item.  Allowable indirect costs are to be listed in total on the Budget Summary Page.

7.2.2 [bookmark: _Toc365033214]Cash Match Requirement

[bookmark: _Toc365033215]In order to qualify for funding, each applicant must provide an additional amount called “Cash Match” based on the total dollars requested.  The minimum match requirement is 20 percent of the total dollars requested per center however prospective host organizations can propose matches that exceed 20 percent.  Other Development programs or general revenue funds cannot be used as a Cash Match.  The Cash Match funds must be generated from a source with a mission and focus on economic and business development, and business/entrepreneurial training.  Under no circumstances will a center’s proposal be funded without the Cash Match documentation and commitment being included in the proposal.

7.2.3 [bookmark: _Toc365033216]Eligible Costs

· [bookmark: _Toc365033217]Personnel: Salaries of Minority Business Assistance Center employees should not include any employee assigned less than 50 percent of their time to the Minority Business Assistance Center program.  Full-time Minority Business Assistance Center staff is preferred over multiple part-time staff.  The Key Personnel Chart is part of the Budget document.
· [bookmark: _Toc365033218]Fringe Benefits: Employer-contributed benefits related to personnel services costs are eligible costs, provided such benefits are granted in accordance with established host policies.
· [bookmark: _Toc365033219]Travel: Receipts and documentation are required for mileage, workshops, training expenses, meals, lodging, etc.  When providing documentation and copies of receipts, please highlight, circle or otherwise note the charges that are being requested for reimbursement.  Travel Expense Projections Should be Based on State Travel Guidelines.  
· [bookmark: _Toc365033220]Equipment:  Charges reported in this category include costs that exceed $5,000 for each unit purchased.  Purchase or lease of all items having a useful life of more than two years and an acquisition cost of $5,000 or more per unit are eligible costs.
· [bookmark: _Toc365033221]Supplies:  Cost of goods used in the operation of the program such as office consumables, office and computer supplies, equipment maintenance and equipment under $5,000 per unit cost should be included in this category.
· [bookmark: _Toc365033222]Contractual: Itemize all costs if not allocated directly throughout the budgeted line items.  Include all contractual costs other than equipment, consultants, and space; examples include computing, accounting, audit and other professional services.
· [bookmark: _Toc365033223]Consultants:  The following information must be listed for each proposed consultant: name, number of annual hour’s planned and hourly rate and consultant's specialty. Explain how the center will review and approve the consulting activity. Consultants can only be reimbursed for new hours of counseling that are documented in MBDAssist. 
· [bookmark: _Toc365033224]Professional Development: Indicates the projected costs for activities related to this category, such as staff training, membership in professional organizations, subscriptions, publications, etc.  
· [bookmark: _Toc365033225]Marketing: Indicate the projected cost associated with communicating and positioning the services that are provided through the center to clients, prospective clients and critical stakeholders.
· [bookmark: _Toc365033226]Rent: Office space to house the program.
· [bookmark: _Toc365033227]Other:  All necessary, justifiable and allowable costs not included elsewhere.  Examples include printing, copying, utilities and library resource materials.  Miscellaneous and contingency costs are not allowable, and all costs in this line item must be described in detail and cannot exceed $10,000. 


8 RFP Evaluation Criteria 

8.1 Evaluation Factors

Listed below are the factors that will be used to select those applicants that best meet the purpose and objectives of the Ohio Minority Business Assistance Centers Program. 

Proposals will be assessed for completeness and responsiveness to the RFPs’ requirements.  In order to provide full consideration of the qualification of each proposal, each applicant should ensure that the information furnished is current, accurate, and thorough.  All completed proposals will be evaluated by past and present performance, proposed cost, proposed budget, proposed key performance measures, demonstration of understanding of the proposed service area and business environment, comprehensive plan to address the proposed service area and the applicant's understanding of the Ohio Minority Business Assistance Centers Program.

Failure to provide the information requested, or failure to provide the information requested in an easily readable manner may adversely impact the assessment of the application's merits. 


REQUIRED EXHIBITS CHECKLIST

The following are required exhibits and must be included and identified in the proposal:

· Non-Profit Host Organizations:  Articles of Incorporation under the laws of the state of Ohio and a copy of the 501(c)(3) or 501(c)(6) Certificate.
· Minority Business Assistance Center: Articles of Incorporation under the laws of the state of Ohio and is a 501(c)(3) or 501(c)(6) organization pursuant to the Internal Revenue Code.
· Cash Match Documentation: Certification from a duly authorized officer of the applicant (CEO or CFO) that the applicant, either directly or through a third party, has secured funds for at least 20 percent of the Minority Business Assistance Center office’s costs.  If the Cash Match is to be provided by a third party, the Cash Match Certification must be signed by a duly authorized representative of the Cash Match provider.
· Documentation of “mission fit” of the Host agency and its commitment to minority business development (via a copy of the organization’s mission statement and/or strategic plan).
· Resume for full-time Minority Business Assistance Center director: Resume for existing full-time director or plans for hiring of director.  New directors must be in place by January 1.
· Roster of Advisory Board Members: Roster of current Advisory Board members with professional business phone numbers, fax numbers, e-mail addresses and organizational affiliations.  If a startup operation, documentation of commitment and plan for building an advisory board.

· Operations and Budget Attachments:
· Executive Summary
· Service Area (must correspond to attached service map)
· Staff Resumes and Capabilities
· Key Performance Measures FY2014/FY2015 Projected Performance Targets
· Proposed 18 Month Budget – Administrative Cost Detail (January 1, 2014 – June 30, 2015)
· Key Personnel Worksheet
· Organization Chart
· Memoranda of Understanding, Cooperative Agreements, Letters of agreement (if referenced in the proposal).
· Letters of in-kind support (if referenced in the proposal).      
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[bookmark: _ATTACHMENT_4]Definitions
(Attachment 4)

Conflict of Interest
A situation in which a private interest or gain, leads or has the potential to lead to a disregard for the needs of the Minority Business Assistance Center, the needs of clients or prospective clients of the Minority Business Assistance Center  or the priorities and performance outcomes established by Minority Business Development Division of the Ohio Development Services Agency.

Counseling/Consulting Session
A documented session (telephone call, correspondence, or personal discussion) held with a business firm/client, where professional guidance is provided to assist the business firm/client.  A session should assess a client’s need, determine business development plan and ensure that clients are connected with center resources according to the plan.  

Consulting
An ongoing process of two-way communication between client and consultant(s). This process includes identifying and analyzing the client's needs and problems. To accomplish this, the consultant may need to gather information and conduct research in order to implement the appropriate strategy. The goal of Minority Business Assistance Center consulting is to increase the procurement capability of the business.

Initial Client In-Take
A session where the client should receive information about the center's programs.  Each center can add additional information to the client packet as determined by the center director, host and associated programs. The counselor should provide an overview of the center's available services and counseling process. 

Jobs Created
The number of new full time and/or part time positions reported on the client’s payroll during the funding period. (Note: Persons on paid sick leave, paid holiday and paid vacations are included as employees, as are salaried officers and executives of corporations.  However, proprietors and partners of unincorporated businesses are not considered employees under this definition.)*

Jobs Retained
The number of existing full time and/or part time employee positions retained and reported on the client’s payroll during the funding period. (Job retention refers to maintaining the status quo of persons employed by the client in lieu of subjective and objective decisions made by the client to reduce its work force due to economic conditions, lack of capital, failure to secure necessary contracts and/or sales.)*

Trade Secret 
Information, including the whole or any portion or phase of any scientific or technical information, design, process, procedure, formula, pattern, compilation, program, device, method, technique, or improvement, or any business information or plans, financial information, or listing of names, addresses, or telephone numbers, that satisfies both of the following: 

· It derives independent economic value, actual or potential, from not being generally known to, and not being readily ascertainable by proper means by, other persons who can obtain economic value from its disclosure or use. 
· It is the subject of efforts that are reasonable under the circumstances to maintain its secrecy. 



*Language and definitions taken from federal MBDA guidelines which apply to measuring performance of their business centers.
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