King County Department of Community and Human Services, 
Building Changes, United Way of King County, and the Committee to End Homelessness
Coordinated Entry and Assessment RFQ Application 

Please refer to the “Application Guidelines” document for a detailed overview and instructions regarding this RFQ.  All materials are available on the King County website: http://www.kingcounty.gov/socialservices/Housing/ContractorsAndPartners/ContractorTools/FundApplications/Homeless.aspx
Applications are due to King County Housing and Community Development Program (HCD) at 12:00 pm on July 25, 2011.  (For more information, see the Application Guidelines.)
APPLICATION CHECKLIST
A complete application will consist of the following:
I. Application Cover Sheet (With a signature by an authorized official on the “Master Copy”)
II. Proposal Narrative (Note: Proposal Narrative should not exceed 19 pages)
System Comprehension (No more than one page)
Agency Capacity and Experience (No more than eight pages)
Program Implementation (No more than eight pages)
Cultural Competency (No more than two pages)
III. Budget 
A. Budget Narrative (Note: Budget Narrative should follow the proposal narrative Word Format)
B. Budget Forms (1-3), see Excel budget workbook file:  
Form 1: One-Time Start-Up Expenses 
Form 2: Personnel Expenses 
Form 3: Revenue and Expenses
IV. Additional Materials 
One (1) paper copy of the required attachments for your agency: most recent audit management findings, any audit correction plans and a copy of your 501(c)(3) letter from the IRS


You may also request an alternative format by calling HCD at 
206-263-9105 or TTY: 711 (relay services) or e-mailing 
Deborah Kuznitz at: deborah.kuznitz@kingcounty.gov  


I.  APPLICATION COVER SHEET

	1. Agency Name:      
Address:      
Type of Organization:
       Public Agency
       Private Nonprofit (501)(c)(3)
       Private for Profit

	2. Federal Tax ID Number:      

	3. Primary Contact Name:      
Title:      
Daytime Phone (including area code):      -     -     
E-mail address:      

	7. Proposal Funding Request: 
	
	Start-Up
	Year 1
	Year 2
	Year 3

	Personnel Request:
	$      
	$      
	$      
	$      

	Non-Personnel Request:
	$      
	$      
	$      
	$      

	Amount Requested in this Application:
	$      
	$      
	$      
	$      




	11. Authorized Signature of Applicant: To the best of my knowledge and belief, all information in this application is true and correct.  The document has been duly authorized by the governing body of the applicant who will comply with all contractual obligations if the proposal is awarded funding.
Signature of Authorized Representative: _______________________________________________
[bookmark: Text13][bookmark: Text14]Typed Name and Title:      	Date Signed:      





APPLICATION SUBMITTAL MATERIALS
Use a minimum font size of 11 points in the application narrative and a 10 point font in the Excel budget worksheet forms.  
You may request an alternate format by contacting Deborah Kuznitz at (206) 263-9071 or deborah.kuznitz@kingcounty.gov, or TTY: 711 (Relay service).
Please provide the following information in the order specified below.  
The information provided in your application should be written as though the reviewers have no prior knowledge of your agency or programs.  Please clearly label your responses (A, B, C, etc.) and make sure that your responses describe the specific proposed project, and not your agency’s general mission.  
Include only the specific supporting documentation required.  Do not attach other materials such as cover letters, annual reports, newsletters, brochures, and general letters of support.  If included, these will be discarded and not forwarded to the Review Team.
Respondents must submit the following submission materials by Monday, July 25, 2011, by 12:00 p.m. 

II. PROPOSAL NARRATIVE
A. System Comprehension: (Please limit your response to one page) Please describe your agencies understanding of the Family Homelessness Initiative.

1. Tell us what you know about the initiative to end family homelessness in King County and how the coordinated entry and assessment system will support this change.

2. Describe your agency’s understanding of the housing stability approach and, if applicable, explain how your agency incorporates this principle into its work. 

B. Agency Capacity and Experience (Please limit your response to eight pages) Please describe your agency’s capacity and experience as it relates to carrying out the goals and activities of the Coordinated Entry and Assessment program. 
1. Describe your agency/organization’s mission and how it is relevant to the Ending Family Homelessness Initiative.

2. Describe why your organization has the qualifications based on staff/program credibility and past accomplishments to provide the services that are proposed.

3. Describe your organization’s experience working with diverse families experiencing or facing homelessness. Describe how your staff is culturally competent to work with diverse communities.

4. Describe your organization’s client service model. How does your agency provide housing focused and strength-based services? Does your agency have experience providing rapid re-housing and/or how does your agency support families in accessing permanent housing?

5. What is your agency’s supervision model? How do supervisors support, coach, and train their staff? What are the qualifications of your management staff?

6. Describe your experience in working with stakeholder groups such as providers, homeless clients and funders.  What do you think are the most important elements in developing and maintaining positive working relationships with these various constituencies?

7. The CEA program will require that the lead agency work with other agencies and their clientele. Discuss any experience you have with a program that involves multiple partners, and the role you played in the project. Describe your agency’s experience collaborating with a wide variety of non-profit organizations and mainstream programs throughout King County. Please also provide information on your experience negotiating partnership agreements, including partnerships that you have held in the past.

8. Describe your agency’s experience managing and accounting for public funding, reporting data and outcomes for funders, including experience with Safe Harbors and similar databases.

9. Describe your agency’s knowledge of fair housing laws. 

C. Program Implementation:  (Please limit your response to eight pages) Describe how this countywide program will be implemented according to the program design explained in the Application Guidelines and include the following information in your response: 
1. Describe how you plan to implement the core activities of the Coordinated Entry and Assessment program. The description should include the following details:  
a. Developing project policies and infrastructure that are:
i. Client-centered and client empowering
ii. Culturally and linguistically competent services
iii. Housing-stability focused
b. Ability to hire and retain qualified staff
c. Recruitment and hiring staff with cultural competence, domestic violence knowledge, and experience with the traumatic impacts of homelessness
d. Experience with case management, crisis intervention, and mental health as it applies to engaging with, supporting in a non-judgmental and compassionate manner and placing families with diverse needs into appropriate programs and communicating effectively with families under crisis. Include a description of how your staff will work with families from various backgrounds. 

2. If applicable, describe how your agency places families into programs, including your agency’s screening and assessment process. 

3. Describe your experience delivering services or creating a program that performs activities similar to those included in the Scope of Work in the Application Guidelines.

4. The CEA program will operate countywide, including the City of Seattle. What is the geographic area that your current programs serve. If you do not currently operate countywide how would you propose to ensure access to CEA eligible programs and households across the county. Include any suggestions and rationale for co-locations of CEA interview locations and what steps your agency will take to initiate and formalize co-location agreements. 

5. Explain your plan for coordinating with the Family Homelessness Initiative in conducting outreach and negotiating partnership agreements with non-profit housing and service providers to ensure participation of the Coordinated Entry and Assessment program for all family housing providers in King County.

6. Based on the time line identified in the Application Guidelines, discuss your capacity and approach to immediately implement the project; describe how your agency proposes to meet this time frame, including any additional interim milestones.

7. Describe how you will measure outcomes and maintain data for this program, including how you will gather the required evaluation data for reporting and quality assurance purposes.

8. Implementation of the Coordinated Entry and Assessment system will affect a wide variety of stakeholders (consumers, providers and funders).  Although there is solid support from a variety of stakeholders it is likely to be a somewhat controversial system to actually implement. Tell us about your agency’s experiences working in this type of environment and how you would move forward through these challenges.

D. Cultural Competency: (Please limit your response to two pages) Explain your agency’s philosophy and the specific efforts that are in place to assure that this project will be culturally competent and linguistically accessible for the populations that will be served. Include the following information in your response: 
1. Describe any means or efforts that are in place to assess the cultural competency of your organization and how your agency makes changes accordingly. .  
2. [bookmark: _GoBack]Based on your understanding of the target population, describe how you will ensure that this project will be culturally relevant, sensitive, and linguistically accessible for the individuals or households that will be served, including efforts related to staffing, outreach/marketing and service design (i.e. how the project will help reduce barriers for low income families from different cultural backgrounds, people of color, immigrant/refugee groups, and families with multiple barriers who may currently have difficulty accessing housing resources.).
3. Describe how the ethno-cultural and language backgrounds of your project staff and agency board reflect those of the participants served and/or how your agency is working to broaden staff and board diversity and knowledge around cultural competency.
4. As described in the program design, the Lead Agency will have an established and on-going training protocol on cultural competency. Please explain what your agency currently does to address cultural competency and language barrier issues and what your agency will do to ensure staff develops the appropriate training and/or skills.  



III.   BUDGET FORMS
Budget forms (3 total) and Instructions are provided in an Excel workbook.  The first worksheet in the workbook is labeled “Instructions” and contains detailed information on filling out the budget forms.  Please read the instructions carefully before filling out the forms.
The final budget for this program will be negotiated with the selected agency as the final contract(s) are written.
A.  Budget Narrative  
Please include the budget narrative in a Word document format. Provide a brief description of the information in your budget workbook Forms 1 - 3.  Please note any changes that you made to the calculations or formulas in the budget worksheets and any additional information that you would like the reviewers to know about the information in your project’s budget.  
B.   Budget Forms 
Form 1: One-Time Start-Up Costs
On this worksheet, please provide only the budget information related to the projected one-time start-up costs for the Coordinated Entry and Assessment program.  The start-up period is for the initial months of the program implementation (approximately 3-4 months), including gradually hiring of staff and selecting the countywide assessment co-locations. In addition, during the start-up phase of the program, staff will conduct assessments with all households currently residing in family shelter programs located in King County.
· Please provide any explanations about the information and/or calculations in this form in the budget narrative, including a description of the proposed hiring timeline for program personnel.
Form 2: Personnel Expenses (A sample form is provided for your reference)
Note: This worksheet should be completed only for staff that will be employees of the applicant agency and who are directly responsible for carrying out the activities of the Coordinated Entry and Assessment program.  For the purposes of this RFQ, staffing and titles have been inserted into the form and are restricted to such staffing levels.  
· Please provide any additional explanations about the information and/or calculations in this form in the budget narrative
Form 3: Revenue and Expenses
On this worksheet, please provide only the budget information related to the ongoing operations of the Coordinated Entry and Assessment program.  This worksheet includes the annual ongoing expenses for administering the program once start-up is complete. 
Please provide any explanations about the information and/or calculations in this form in the budget narrative
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