Consent 8/28/2007 ltem #14

SEMINOLE COUNTY GOVERNMENT
AGENDA MEMORANDUM

SUBJECT: 2007-2008 Community Services Block Grant Award Agreement

DEPARTMENT: Community Services DIVISION: Community Assistance
AUTHORIZED BY: David Medley CONTACT: Kelly Metcalf EXT: 231
MOTION/RECOMMENDATION:

Approve and authorize the Chairman to execute the Community Service Block Grant (CSBG)
application in the amount of $230,401, a cash match of $20,431 and an In-Kind Match of
$25,648 to total $276,480.

County-wide Kelly Metcalf

BACKGROUND:

Since 1987, Seminole County Government has annually recieved funding from the
Community Services Block Grant. On July 2, 2007, the Division of Community Assistance was
notified by the Department of Community Affairs of the availability of a CSBG award in the
amount of $230,401, which will be appropriated to assist County residents to become truly
independent through their efforts in collaboration with CSBG funding. The funding will
provide the County’s most indigent residents with job training and rental assistance to sustain
them in housing while they work towards securing employment and educational goals; this will
ultimately enhance their quality of life in Seminole County. The CSBG grant will begin October
1, 2007 and shall end September 30, 2008.

The award plus $20,431 cash match has been anticipated in the 2007/2008 budget
preparation.

STAFF RECOMMENDATION:

Staff reccomends to approve and authorize the Chairman to execute the CSBG application in
the amount of $230,401, a cash match of $20,431 and an in-Kind match of $25,648 to total
$276,480. The $230,401 is awarded from The Department of Community Affairs beginning
October 1, 2007 and shall end September 30, 2008.

ATTACHMENTS:

1. Agreement

Additionally Reviewed By:
2 Budget Review ( Betty Segal, Lisa Spriggs )

2 County Attorney Review ( Susan Dietrich )




CFDA#: 93.569 Contract Number: 08SB-6i-06-69-01-029

FEDERALLY-FUNDED SUBGRANT AGREEMENT
THIS AGREEMENT is entered into by and between the State of Fiorida, Department of

Community Affairs, with headquarters in Tallahassee, Florida {hereinafter referred to as the

“Department”), and Seminole County, (hereinafter referred to as the “‘Recipient”).

THIS AGREEMENT IS ENTERED INTO BASED ON THE FOLLOWING REPRESENTATIONS:

A. WHEREAS, the Recipient represents that it is fully quaiified and eligible to receive these grant
funds to provide the services identified herein, and '

B. WHEREAS, the Department has received these grant funds from the State of Florida, and has
the authority to subgrant these funds to the Recipient upon the terms and conditions hereinafter set forth;
and

C. WHEREAS, the Department has authority pursuant to Florida law to disburse the funds under
this Agreement.

NOW, THEREFORE, the Department and the Recipient do mutually agree as follows:— .. _

{1) SCOPE OF WORK

The Recipient shali fully perform the oblfigations in accdrdance with the Budget, Attachment B
of this Agreement and Scope of Work/Workplan, Attachment C of this Agreement.
(2) INCORPORATION OF LAWS, RULES, REGULATIONS AND POLICIES

Both the Recipient and the Department shall be governed by applicable State and Federal
laws, rules and regulations, including but not limited to those identified in Attachment B.

(3) PERIOD OF AGREEMENT

This Agreement shall begin Oclober 1 200? and shall end September 30, 2008, uniess

terminated earlier in accordance with the provisions of Paragraph (12) of this Agreement.

{(4) MODIFICATION OF CONTRACT

Either party may request modification of the provisions of this Agreement. Changes which
are mutually agreed upon shall be valid only when reduced to writing, duly signed by each of the paries
hereto, and attached to the original of this Agreement.
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(5) RECORDKEEPING

(a) As applicable, Recipient's performance under this Agreement shall be subject to the
federal “Common Rule: Uniform Administrative Requirements for State and Local Governments” {53
Federal Register 8034) or OMB Circular No. A-110, "Grants and Agreeménts with lnstitutidns of High
Education, Hospitals, and Other Nonprofit Organizations,” and either OMB Circular No. A-87, "Cost
Principles for State and Local Governments,” OMB Circular No. A-21, "Cost Principles for Educational
Institutions," or OMB Circutar No. A-122, "Cost Principies for Nonprofit Organizétions.“ If this Agreement
is made with a commerciat (fof—proﬁt) organization on a cost-reimbursement basis, the Recipient shall be
subject to Federat Acquisition Regulations 31.2 and 931.2.

{b)} The Recipient shalil retain sufficient records demonstrating its compliance with the terms
of this Agreement, and the compliance of all subcontractors or consultants to be paid from funds provided
under this Agreement, for a period of five years from the date the audit report is issued, and shall allow
the Department or its designee, Chief Financial Officer, or Auditor General access to such records upon
request. The Recipient shail ensure that audit working papers are made available o the Department or
its designee, Chief Financial Officer, or Auditor General upon request for a period of five years from the

date the audit report is issued, unless extended in writing by the Depariment, with the following

exceptions:

1. If any litigation, claim or audit is started before the expiration of the five year
period and extends beyond the five year period, the records will be maintained until all litigation, claims or

audit findings involving the records have been resolved.

2. Records for the disposition of non-expendable personal property valued at
$5,000 or more at the time of acquisition shall be retained for five years after final disposition.
3. Records relating to real property acquisition shall be retained for five years
after closing of title.
(¢} The Recipient shall maintain all records for the Recipient and for all subcontractors or
consultants to be paid from funds provided under this Agreement, including supporting documentation of
all program costs, in a form sufficient to determine compliance with the requirements and objectiyes of the

Budget, Attachment B of this Agreement and Scope of Work/Workpian, Attachment C of this Agreement

and all other applicable laws and regulations.




(d) The Recipient, its employees or agents, including all subcontractors or consultants to
be paid from funds provided under this Agreement, shall allow access to its records at reasonable times
to the Department, its empioyees, and agents. "Reasonable” shali be construed according to the
circumstances but erdinarily shali mean during normal business hours of 8:00 a.m. o 5:00 p.m., local
time, on Monday through Friday. "Agents" shall include, but not be limited to, auditors retained by the
Department.

(6) ALDIT REQUIREMENTS

{a)} The Recipient agrees to maintain financial procedures and support documents, in
accordance with generally accepted accounting principles, to account for the receipt and expenditure of
funds under this Agreement.

(b} These records shall be available at all reasonable times for inspection, review, or
audit by state personnel and other personnel duly authorized by the Department. "Reasonable” shall be
construed according to circumstances, but ordinarily shall mean normal business hours of 8:00 a.m. to
5:00 p.m., local time, Monday through Friday.

(c) The Recipient shall also provide the Department with the records, reports or financial

statements upon request for the purposes of auditing and monitoring the funds awarded under this

Agreement.

(d) If the Recipient is a State or local government or a non-profit organization as defined
in OMB Circular A-133, as revised, and in the event that the Recipient expends $500,000 or more in
Federal awards in its fiscal year, the Recipient must have a single or program-specific audit conducted in
accordance with the provisions of OMB Circular A-133, as revised. EXHIBIT 1 to this Agreement
indicates Federal resources awarded through the Department by this Agreement. In determining the
Federal awards expended in its fiscal year, the Recipient shall consider all sources of Federal awards,
including Federal resources received from the Depariment. The determination of amounts of Federal
awards expended should be in accordance with the guideiines established by OMB Circular A-133, as

revised. An audit of the Recipient conducted by the Auditor General in accordance with the provisions of

OMB Circular A-133, as revised, will meet the requirements of this paragraph.




In connection with the audit requirements addressed in this Paragraph 6 (d) above, the Recipient
shall fulfill the requirements relative to auditee responsibilities as provided in Subpart C of OMB Circular
A-133, as revised.

If the Recipient expends less than $500,000 in Federal awards in its fiscal year, an audit
conducted in accordance with the provisions of OMB Circular A-133, as revised, is not required. Inthe
event that the Recipient expends less than $500,000 in Federal awards in its fiscal year and elects to
have an audit conducted in accordance with thé provisions of OMB Circufar A-133, as revised, the cost of
the audit must be paid from non-Federal resources {i.e., the cost of such audit must be paid from
Recipient resources obtained from other than Federal entities).

(e) Copies of reporting packages for audits conducted in accordance with OMB Circular
A-133, as revised, and required by subparagraph (d) above shall be submitted, when required by Section
.320 (d), OMB Circular A-133, as revised, by or on behalf of the Recipient directly to each of the following:
The Department of Community Affairs at each of the following addresses:
Department of Community Affairs
Office of Audit Services
2555 Shumard Oak Boulevard
Tallahassee, Florida 32399-2100
And
Department of Community Affairs
Community Assistance Section
2555 Shumard Qak Boulevard
Tallahassee, Florida 32399-2100
The Federal Audit Clearinghouse designated in OMB Circular A-133, as revised (the number of copies
required by Sections 320(d){1) and (2), OMB Circular A-133, as revised, should be submitted to the
Federal Audit Clearinghouse) at the foliowing address:
Federal Audit Clearinghouse
Bureau of the Census
1201 East 10" Street
Jeffersonville, IN 47132

Other Federal agencies and pass-through entities in accordance with Sections .320 (e) and (f), OMB

Circular A-133, as revised.




(f) Pursuant to Section .320 (f), OMB Circular A-133, as revised, _the Recipient shall
submit a copy of the reporting package described in Section .320 (c), OMB Circular A-133, as revised,
and any management letter issued by the auditor, to the Department at each of the following addresses:

Department of Community Affairs
Office of Audit Services
2555 Shumard Oak Boulevard
Tallahassee, Florida 32399-2100
[an electronic copy shall also be submitted to the above office at aurilla.parrish@dca.state.fl.us
and
Department of Community Affairs
Division of Housing and Community Assistance
Community Assistance Section
2555 Shumard Oak Boulevard
Tallahassee, Florida 32399-2100

{g) Any reports, management letter, or other information required fo be submitted fo the
Department pursuant to this Agreement shalt be submitted timely in accordance with OMB Circular A-133,
Florida Statutes, and Chapters 10.550 (local governmental entities) or 10.650 {(nonprofit and for-profit
organizations), Rules of the Auditor General, as applicable.

(h} Recipients, when submitting financial reporting packages to the Department for
audits done in accordance with OMB Circular A-133 or Chapters 10.550 (focal governmental entities) or
10.650 (nonproﬁt and for-profit organizations), Rules of the Auditor General, should indicate the date that
the reporting package was delivered to the Recipient in correspondence accompanying the reporting
package.

(i) In the event the audit shows that the entire funds disbursed hereunder, or any portion
thereof, were not spent in accordance with the conditions of this Agreement, the Recipient shall be held
liable for reimbursement to the Department of all funds not spent in accordance with these applicable
regulations and Agreement provisions within thirty (30) days after the Department has notified the
Recipient of such non-compliance.

(i) The Recipient shall have all audits completed by an independent certified public

accountant (IPA) who shall either be a certified public accountant or a public accountant licensed under

Chapter 473, Fla. Stat. The IPA shall state that the audit complied with the applicable provisions noted

above. The audit must be submitted to the Department no later than nine (9) months from the end of the

Recipient's fiscal year.




(7)  REPORTS

(a) Ata minimum, the Recipient shail provide the Department with quarterly reports, and
with a close-out report. These reports shall include the current status and progress by the Recipient and
all subrecipients and subcontractors in completing the work described in the Scope of Work and the
expenditure of funds under this Agreement, in addition to such other information as requested by the
Department.

(b) Quarterly reports are due to be received by the Department no tater than 20 working
days after the end of each quarter of the program year and shall continue o be submifted each guarter
until submission of the administrative close-out réport. The ending dates for each quarter of the program
year are December 30, March 30, June 30 and September 30.

{c) The close-out report is dhe 45 days after termination of this Agreement or upon
completion of the activities contained in this Agreement, whichever first occurs.

(d) if all required reports and copies, prescribed above, are not sent to the Department or
are not completed in a manner acceptable to the Department, the Department may withhold further
payments until they are completed or may take such other action as set forth in Paragraph (11}
REMEDIES. "Acceptable to the Department“ means that the work product was completed in accordance
with the Budget and Scope of Work.

(e) The Recipient shall provide such additional program updates or information as may
be required by the Department.

(f) The Recipient shall provide additional reports and information as identified in
Attachment E.

8 MONITORING

The Recipient shall monitor its performance under this Agreement, as well as that of its
subcontractors, subrecipients and consultants who are paid from funds provided under this Agreement. to
ensure that time schedules are met, the Budget and Scope of Work is accomplished within the specified
time periods, and other performance goals stated in this Agreement are achieved. Such review shall be

made for each function or activity set forth in Attachment C to this Agreement, and reported in the

quarterly report.




in addition to reviews of audits conducted in accordance with OMB Circular A-133, as revised and
Section 215.97, Fla. Stat. (see Paragraph (6) AUDIT REQUIREMENTS, above ), monitoring procedures
may include, but not be limited to, on-site visits by Department staff, limited scope audits as defined by
OMB Circular A-133, as revised, and/or other procedures. By entering into this Agreement, the Recipient
agrees to comply and cooperate with all monitoring procedures/processes deemed appropriate by the
Department. In the event that the Department determines that a limited scope audit of the Recipient is
appropriate, the Recipient agrees to comply with any additional instructions provided by the Depariment
to the Recipient regarding such audit. The Recipient further agrees to comply and cooperate with any
inspections, reviews, investigations or audits deemed necessary by the Chief Financial Officer or Auditor
General. In addition, the Department will monitor the performance and financial management by the
Recipient throughout the contract terrh to ensure timely completion of all tasks.

(9) LIABILITY

{(a) Unless Recipientis a State agency or subdivision, as defined in Section 768.28, Fla.
Stat., the Recipient shall be solely responsible to parties with whom it shall deal in carrying out the terms
of this agreement, and shall hoid the Department harmless against all claims of whatever nature by third
parties arising out of the performance of work under this agreement. For purposes of this agreement,
Recipient agrees that it is not an employee or agent of the Department, but is an independent contractor.

(b) Any Recipient who is a state agency or subdivision, as defined in Section 768.28,
Fla. Stat., agrees to be fully responsible to the extent provided by Section 768.28 Fla. Stat. for its
negligent acts or omissions or tortious acts which result in claims or suits against the Department, and
agrees to be liable for any damages proximately caused by said acts or omissions. Nothing herein is
intended to serve as a waiver of sovereign immunity by any Recipient to which sovereign immunity
applies. Nothing herein shall be construed as consent by a state agency or subdivision of the State of
Florida to be sued by third parties in any matter arising out of any centract.

(10)  DEFAULT

If any of the following events occur ("Events of Default"), all obligations on the part of the
Department to make any further payment of funds hereunder shall, if the Department so elects, terminate
and the Department may, at its option, exercise any of its remedies set forth in Paragraph (11), but the

Department may make any payments or parts of payments after the happening of any Events of Default
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without thereby wai\fing the right to exercise such remedies, and becoming liable to make any
further payment:

(a) If any warranty or representation made by the Regcipient in this Agreement '
shall Iat any time be false or misleading in any respect, or if the Recipient shall fail to keep,
observe or perform any of the obligations, terms or covenants contained in this Agreement and

has not cured such in timely fashion, or is unable or unwiling to meet its obligations

thereunder;

(b) ¥ any material adverse change shall occur in the financial condition of the Recipient
at any time during the term of this Agreement, and the Recipient fails to cure said malerial adverse
change within thirty (30) déys from the time the date written notice is sent by the Department.

{c) If any reports required by this Agreement have not been submitted to the Departmert
or have been submitted with incorrect, incomplete or insufficient information;

{d) If the Recipient has failed to perform and complete in timely fashion any of its
obligations under this Agreement.

(11) REMEDIES

Upon the happening of an Event of Default, then the Department may, at its option, upon
thirty {30) calendar days prior written notice to the Recipient and upon the Recipient's failure to cure
within said thirty (30} day period, exercise any one or rhore of the following remedies, either concurrently

or consecutively:

(a) Terminate this Agreement, provided that the Recipient is given at least thirty (30)
days prior written notice of such termination. The notice shall be effective when placed in the United
States mail, first class mail, postage prepaid, by registered or certified mail-return receipt requested, to
the address set forth in paragraph (13) herein;

(b) Commence an appropriate legal or equitable action to enforce performance of this
Agreement;

(c) Withhold or suspend payment of all or any part of a request for payment,

(d) Exercise any corrective or remedial actioﬁs, to include but not be limited to:

1. requesting additional information from the Recipient to determine the reasons
for or the extent of non-compliance or lack of performance,



2. issuing a written warning to advise that more serious measures may be taken
if the situation is not corrected,

3. advising the Recipient to suspend, discontinue or refrain from incurring costs
for any activities in question or

4. requiring the Recipient to reimburse the Department for the amount of costs
incurred for any items determined to be ineligible;

(e) Require that the Recipient return to the Department any funds which were used for
ineligible purposes under the program laws, rules and regulations governing the use of funds under this

program.

(f) Exercise any other rights or remedies which may be otherwise available under
iaw. |

(g) The pursuit of any one of the above remedies shall not preclude the Depariment from
pursuing any other remedies contained herein or otherwise provided at law or in equity. No waiver by the
Department of any right or remedy granted hereunder or failure to insist on strict performance by the
Recipient shall affect or extend or act as a waiver of any other right or remedy of the Department
hereunder, or affect the subsequent exercise of the same right or remedy by the Department for any
further or subsequent default by the Recipient..

(12) TERMINATION

(a) The Department may terminate this Agreement for cause upon thirty (30) days prior
written notice as is reasonable under the circumstances. Cause shall include, but not be limited to,
misuse of funds; fraud; lack of compliance with applicable rules, laws and regulations; failure to perform in
a timely manner; and refusal by the Recipient to permit public access to any document, paper, letter, or
other material subject to disclosure under Chapter 119, Fla. Stat,, as amended.

(b) The Department may terminate this Agreement when it determines, in its sole
discretion, that the continuation of the Agreement would not produce bensficial fesu!ts commensurate
'with the further expenditure of funds, Ey providing the Recipient with thirty (30) calendar days prior written
notice.

(¢} The parties may agree to terminate this Agreement for their mutual convenience as
evidenced by written amendment of this Agreement. The amendment shall establish the effective date of

the termination and the procedures for proper closecut of the Agreement.




(d) In the event that this Agreement is terminated, the Recipient will not incur new
obligations for the terminated portion of the Agreement after the Recipient has received the notification of
termination. The Recipient will cancel as many outstanding obligations as possible. Costs incurred after
the date of receipt of notice of the termination wiil be disallowed. Notwithstanding the above, the
Recipient shatl not be relieved of liability to the Depariment by virlue of any bréach of Agreement by the
Recipient. The Department may, to the extent authorized by law, withhold any payments to
the Recipient incurred hereunder for purpose of set-off until such time as the exact amount of

damages due the Department from the Recipient is determined.
(13) NOTICE AND CONTACT

(a) All notices provided under or pursuant to this Agreement shall be in writing, either by
hand delivery, or first class, certified mail, return receipt requested, {o the representative identified below
at the address set forth below and said nofification attached to the criginal of this Agreement.

(b} The name and address of the Department confract manager for this Agreement is:

Ms. Paula Lemmo, Community Program Manager
Florida Department of Community Affairs
Division of Housing and Community Assistance
Community Assistance Section
2555 Shumard Ozk Boulevard
Tallahassee, Florida 32399-2100
Telephone: (850) 488-7541
~ Fax: (850) 488-2488
Email: paula.lemmo@dca.state. fl.us

" (c) The name and address of the Representative of the Recipient responsible for the
administration of this Agreement is:
Seminole County Department of Community Services
1101 E. First Street
Sanford, FL 32771

Telephone: 407-665-2363
Fax: 407-665-7958
Email:

(d) In the event that different representatives or addresses are designated by either party
after execution of this Agreement, notice of the name, title and address of the new representative
will be rendered as provided in (13)(a) above.

(14) SUBCONTRACTS

If the Recipient subcontracts any or all of the work required under this Agreement, a copy

of the unsigned subcontract must be forwarded to the Depariment for review and approvat prior to
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execution of the subcontract by the Recipient. The Recipient agrees to include in the subcontract that (i)

the subcontractor is bound by the terms of this Agreernent, (ii} the subcontractor is bound by all

~applicable state and federai laws and regulations, and (iii} the subcontractor shalt hoid the Department

and Recipient harmless against ali claims of whatever nature arising out of the subcontractor's

performance of work under this Agreement, to the extent allowed and required by law. Each

subcontractor's progress in performing its work under this Agreement shall be documented in the

quarterly report submitted by the Recipient.

For each subcontract, the Recipient shall provide a written statement to the Depariment

as to whether that subcontractor is a minority vendor, as defined in Section 288.703, Fia. Stat.

(18)

(16}

TERMS AND CONDITIONS

This Agreement contains all the terms and conditions agreed upon by the parties.

ATTACHMENTS

(a)

All attachments to this Agreement are incorporated as if set fully herein.

{b} In the event of any inconsistencies or conflict between the language of this

(c)

Agreement and the attachments hereto, the fanguage of such attachments shall be
controlling, but only to the extent of such conflict or inconsistency.
This Agreement has the following attachments:

Exhibit 1 — Federal Resources Awarded

Attachment A -- Recipient Information

Attachment B — Budget

Attachment C — Workplan and Quarteriy Report Form
Attachment D -- Program Statutes and Regulations

Attachment E - Reports

Attachment F -- Property Management and Procurement
Attachment G -- Statement of Assurances

Attachment H -- Special Conditions

Attachment { — Certification Regarding Debarment, Suspension, Ineligibility
and Voluntary Exclusion

Attachment J -- Warranties and Representations

Attachment K -- Justification of Advance Payment
11




Seminole County, Florida

(17)  FUNDING/CONSIDERATION

{(a) This is a cost-reimbursement Agreement. The Recipient shall be reimbursed for
costs incurred in the satisfactory performance of work hereunder in an amount not to exceed $230,401,
subiject to the availability of funds and appropriate budget authority. The Recipient is authorized fo incur
costs in an amount not to exceed $149.761 until further notification is received by the Department. As
funds and budget authority are available, changes to the costs the Recipient may incur will be
accomplished by notice from the Department to the Recipient, in the form of certified mail, return receipt
requested, to the Recipient’s contact person identified in Attachment A, Recipient information. The terms
of the Agreement shall be considered to have been modified to allow the Regcipient to incur additional
costs upon the Recipient’s receipt of the written notice from the Departrent.

(b) Any advance payment under this Agreement is subject fo Section 216.181(16),
Fla.Stat. is contingent upon the Recipient’s acceptance of the rights of the Department under Paragraph
{12)(d) of this Agreement. The amount which may be advanced may not exceed the expected cash
needs of the Redipient within the first three (3) months of the contract term. For a federally funded
contract, any advance payment is also subject to federal OMB Circulars A-87, A-110, A-122 and the Cash
Management Improvement Act of 1990. If an advance payment is requested, the budget data on which
the request is based and a justification statement shall be included in this Agreement as Attachment K.
Aftachment K will specify the amount of advance payment needed and provide an explanation of the
necessity for and propesed use of these funds.

{c) After the initial advance, if any, payment shall be made on a reimbursement basis as
needed. The Recipient agrees to expend funds in accordance with the Budget, Attachment B and
Woarkplan, Attachment C of this Agreement.

If the necessary funds are not available to fund this Agreement as a result of action by Congress,
the state Legistature, the Office of the Chief Financial Officer or the Office of Management and Budgeting,
all obligations on the part of the Department to make any further payment of funds hereunder shall
terminate, and the Recipient shall submit its closeout report within thirty (30) days of receipt of notice from
the Depariment.

12




(18) REPAYMENTS

All refunds or repayments to be made to the Department under this Agreement are to be
made payable to the order of “Department of Community Affairs” and mailed directly to the Department at

the following address:
Department of Community Affairs
Cashier
Finance and Accounting
2555 Shumard Oak Boulevard
Tallahassee FL 32398-2100
In accordance with Section215.34(2), Fla. Stat, if a check or other draft is returned to the Department for
collection, the Department must add to the amount of the check or draft a service fee of Fifteen Dollars
($15.00) or Five Percent (5%} of the face amount of the check or draft, whichever is greater.
{19) VENDOR PAYMENTS
Pursuant to Section 215.422, Fla. Stat., the Department shafl issue payments to vendors
within 40 days after receipt of an acceptable invoice and receipt, inspection, and acceptance of goods
andfor services provided in accordance with the terms and conditions of the Agreement. Failure to issue
the warrant within 40 days shall result in the Department paying interest at a rate as established pursuant
to Section 55.03(1) Ela. Stat. The interest penalfy shall be paid within 15 days after issuing the warrant.
Vendors experiencing problems obtaining timely payment(s) from a state agency may

receive assistance by contacting the Vendor Ombudsman at (850) 413-5516.

(20) STANDARD CONDITIONS

{a) The validity of this Agreement is subject to the truth and accuracy of all the
information, representations, and materials submitted or provided by the Recipient in this Agreement, in
any subsequent submission or response to Department request, or in any submission or response to fuifill
the requirements of this Agreement, and such information, representations, and materials are
incorporated by reference. The lack of accuracy thereof or any material changes shall, at the option of
the Department and with thirty (30) days written notice to the Recipient, cause the termination of this
Agreement and the release of the Department from all its obligations to the Recipient.

{b) This Agreement shall be construed under the laws of the State of Florida, and venue
for any actions arising out of this Agreement shall lie in Leon County. If any provision hereof is in conflict

with any applicable statute or rule, or is otherwise unenforceable, then such provision shall be deemed
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null and void to the extent of such conflict, and shall be deemed severable, but shall not invalidate any
other provision of this Agreement.

(¢} Any power of approval or disapproval granted to the Department under the terms of
this Agreement shall survive the terms and life of this Agreement as a whole.

(d) The Agreement may be executed in any number of counterparts, any one of which
may be taken as an original.

(e) The Recipient agrees to comply with the Americans With Disabilities Act (Public Law
101-3386, 42 U.S.C. Section 12101 et seq.), if applicable, which prohibits discrimination by public and
private entities on the basis of disability in the areas of employment, public accommodations,
transportation, State and local government services, and in telecommunications.

(f) A person or affiliate who has been placed on the convicted vendor list following a
conviction for a public entity crime or on the discriminatory vendor list may not submit a bid on a contract
to provide any goods or services to a public entiy, may not submit a bid on a contract with a public entity
for the construction or repair of a public building or public work, may not submit bids on leases of real
property to a public entity, may not be awarded or perform work as a contractor, supplier, subcentractor,
or consultant under a contract with a public entity, and may not transact business with any public entity in
excess of Category Two for a period of 36 months from the date of being placed on the convicted vendor
list or on the discriminatory vendor list.

(g) With respect to any Recipient which is nota local government or state agency, and
which receives funds under this Agreement from the federal government, by signing this Agreement, the
Recipient certifies, to the best of its knowledge and belief, that it and its principals:

1. are not presently debarred, suspended, proposed for debarment, declared
ineligible, or voluntarily excluded from covered transactions by a federal department or agency;

2. have not, within a five-year period prebeding this proposal been convicted of or
had a civil judgment rendered against them for commission of fraud or a criminal offense in connection
with obtaining, attempting to obtain, or performing a public (federat., state or local) transaction or contract
under public transaction; violation of federal or state antitrust statutes or commission of embezzlement,

theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen
property,
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3. are not presently indicted or otherwise criminally or civilly charged by a
governmental entity (federal, state or local) with commission of any offenses enumerated in paragraph
20(h)2. of this certification; and

4. have not within a five-year period preceding this Agreement had one or more
public transactions (federal, state or local) terminated for cause or defauit.

Where the Recipient is unable to certify to any of the statements in this certification, such
Recipient shall attach an explanation to this Agreement.

in addition, the Recipient shall submit to the Department (by email or by facsimile transmission)
the completed “Certification Regarding Debarment, Suspension, Ineligibility And Voluntary Exclusion”
(Attachment |) for each prospective subcontractor which Recipient intends to fund under this Agreement.
Such form must be received by the Department prior to the Recipient entering into a contract with any
prospective subcontractor.

(h) The State of Florida's performance and obligation to pay under this Agreement is
contingent upon an annual appropriation by the Legistature, and subject to any modification in
accordance with Chapter 216, Fia. Stat. or the Flérida Constitution.

(i} All bills for fees or other compensation for services or expenses shall be submitted in
detail sufficient for a proper preaudit and postaudit thereof.

() If otherwise allowed under this Agreement, all bills for any travel expenses shall be
submitted in accordance with Section 112.061, Fla. Stat.

(k) The Department of Community Affairs reserves the right to unilaterally cancel this
Agreement for refusal by the Recipient to allow public access to all documents, papers, letters or other
material subject to the provisions of Chapter 119, Fia. Stat., and made or received by the Recipient in
conjunction with this Agreement.

() ¥ the Recipient is allowed to temporarily invest any advances of funds under this
Agreement, any interest income shall either be returned to the Department or be applied against the
Department’s obligation to pay the contract amount.

(m) The State of F!drida will not intentionally award publicly-funded contracts to any
contractor who knowingly employs unauthorized alien workers, constituting a violation of the employment

provisions contained in 8 U.S.C. Section 1324a(e) [Section 274A(e) of the Immigration and Nationality Act
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(“INA")]. The Department shall consider the employment by any contractor of unauthorized afiens a
violation of Section 274A(e) of the INA. Such violation by the Recipient of the employment provisions
contained in Section 274A(e) of the INA shall be grounds for unilateral cancellation of this Agreement by
the Department.

(n) The Recipient is subject to Florida’s Government in the Sunshine Law (Section
286.011, Fla. Stat. ) with respect to the meetings of the Recipient’s governing board or the meetings of
any subcommittee making recommendations to the governing board. All such meetings shall be publicly
noticed, open to the public, and the minutes of all such meetings shall be public records, available to the
public in accordance with Chapter 119, Fla. Stat

(0) Unless inconsistent with the public interest or unreasonable in cost, all
unmanufactured and manufactured articles, materials and supplies which are acquired for public use
under this Agreement must have been produced in the United States as required under 41 U.8.C. 10a.

(21) - LOBBYING PROHIBITION

{a) No funds or other resources received from the Department in cennection with this

Agreement may be used directly or indirectly to influence legislation or any other official action by the

Florida Legislature or any state agency.

(b) The Recipient certifies, by its signature to this Agreement, that to the best of his or
her knowledge and betief:

1. No Federal appropriated funds have been paid or will be paid, by or on behalf of
the undersigned, to any person for influencing or attempting to influence an officer or employee of any
agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of
Congress in connection with the awarding of any Federal confract, the making of any Federal grant, the
making of any Federal loan, the entering into of any cooperative agreement, and the extensicn, '
continuation, renewal, amendment or modification of any Federal contract, grant, loan or cooperative
agreement.

2. If any funds other than Federal appropriated funds have been paid or will be paid
to any person for influencing or attempting to influence an officer or employee of any agency, a Member

of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection
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with this Federal contract, grant, loan or cooperative agreement, the undersigned shall complete and
submit Standard Form-LLL, "Disclosure Form to Report Lobhying," in accordance with its instructions.

3. The undersigned shall require that the language of this certification be included in
the award documents for all subawards at all tiers {including subcontracté, subgrants, and contracts
under grants, loans, and cooperative agreements) and that all subrecipients shall certify and disclose
accordingly.

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

{22) COPYRIGHT, PATENT AND TRADEMARK

ANY AND ALL PATENT RIGHTS ACCRUING UNDER OR IN CONNECTION WITH
THE PERFORMANCE OF THIS AGREEMENT ARE HEREBY RESERVED TO THE STATE OF
FELORIDA. ANY AND ALL COPYRIGHTS ACCRUING UNDER OR IN CONNECTION WITH THE
PERFORMANCE OF THIS AGREEMENT ARE HEREBY TRANSFERRED BY THE RECIFIENT TO
THE STATE OF FLORIDA.

{a) If the Recipient brings to the performance of this Agreement a pre-existing patent or
copyright, the Recipient shall retain all rights and entitements fo that pre-existing patent or copyright
unless the Agreement provides otherwise.

(b) If any discovery or invention arises or is developed in the course of or as a resuit of
work or services performed under this Agreement, or in any way connected herewith, the Recipient shall
refer the discovery or invention to the Department for a determination whether patent protection will be
sought in the name of the State of Florida. Any and all patent rights accruing under or in connection with
the performance of this Agreement are hereby reserved to the State of Florida. In the event that any
books, manuals, films, or other copyrightable material are produced, the Recipient shall notify the
Department. Any and all copyrights accruing under or in connection with the performance under this

Agreement are hereby transferred by the Recipient to the State of Florida.

17




(¢} Within thirty (30) days of ekecution of this Agreement, the Recipient shall disclose all
inteliectua!‘properties relevant to the performance of this Agreement which he or she knows or should
know could give rise to a patent or copyright. The Recipient shall retain all rights and entitlements to any
pre-existing intellectual property which is so disclosed. Failure to disclose will indicate that no such
property exists. The Department shall then, under Paragraph (b), have the right to alf patents and
‘copyrights which accrue during performance of the. Agreément.

(23} LEGAL AUTHORIZATION

The Recipient certifies with respect to this Agreement that it possesses the legal authority
to receive tﬁe funds to be provided under this Agreement and that, if applicable, its governing body has
authorized, by resolution or otherwise, the execution and acceptance of this Agreement with ail covenants
and assurances contained herein. The Recipient also cerfifies that_' the undersigned possesses the
authority to legally execute and bind Recipient to the terms of this Agreement.

(24)  ASSURANCES

The Recipient shall compiy with any Statement of Assurances incorpcréted as

Attachment G. |

IN WITNESS WHEREOF, the parties hereto have caused this contract to be executed by their

undersigned officials as duly authorized.

RECIPIENT DEPARTMENT OF COMMUNITY AFFAIRS

(Type Grantee Legal Name)

By: Carlton Henley, Chairman, BCC By:
{Signature) Janice Browning, Director
Division of Housing and Community
Name and Title : : Development
Date: ' Date:
56-0000856

Federal Identification Number
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EXHIBIT -1

FEDERAL RESOURCES AWARDED TO THE RECIPIENT PURSUANT TO THIS AGREEMENT
CONSIST OF THE FOLLOWING:

Federal Program:
Federal Agency: United States Department of Health and Human Services

Title: Community Services Block Grant (CSBG) Program
CFDA Number®* 93.569
Grantee: Seminole County, Florida

Funding Amt: $230,401
*Catalog of Federa! Domestic Assistance

COMPLIANCE REQUIREMENTS APPLICABLE TO THE FEDERAL RESOURCES AWARDED
PURSUANT TO THIS AGREEMENT ARE AS FOLLOWS:

Federal Program:
List applicable compliance requirements as follows:

1. Purposes resources must be use for:

The Recipient will use the CSBG funds to provide a range of services and activities having a
measurable and potentially major impact on poverty in the communities where poverty is a
particularly acute problem. These funds will be expended in accordance with the Program
Statutes and Regulations, Attachment D, Budget, Attachment B and Scope of Work/Workplan,
Attachment C of this Agreement and applicable OMB Circulars.

2. Eligibility requiremenis for recipienis of the resources:

The Recipient will comply with applicable OMB Circulars and eligibifity requirements as set forth
in U.S. Department of Health and Human Services regulations codified in Title 45 of the Code of
Federal Reguiations as follows:

Part 16 Depariment of Grant Appeals Board

Part 30 Claims Coilection

Part 75 Informal Grants Appezals Procedures

Part 76 Debarment and Suspension from Eligibility for Financiat Assistance
Subpart F. Drug-Free Workplace

Part 83 New restrictions on lobbying

Part 96 Block Grants

Part 87 Consolidation of grants to insular area

STATE RESOURCES AWARDED TO THE RECIPIENT PURSUANT TO THIS AGREEMENT
CONSIST OF THE FOLLOWING:

MATCHING RESOURCES FOR FEDERAL PROGRAMS:
Federal Program (list Federal Agency, Catalog of Federal Domestic Assistance title and number)

N/A

SUBJECT TO SECTION 215.97, FLORIDA STATUTES:
State Project (list state awarding agency, Catalog of State Financial Assistance title and number)

N/A

COMPLIANCE REQUIREMENTS APPLICABLE TO STATE RESOURCES AWARDED
PURSUANT TO THIS AGREEMENT ARE AS FOLLOWS:
N/A

Note: Section .400{(d) of OMB Circular A-133, as revised, and Section 215.97(5){a), Florida Statutes,
require that the information about Federal Programs and State Projects included in Exhibit 1 be

provided to the Recipient.
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CSBG -ATTACHMENT A - RECIPIENT INFORMATION

FEDERAL FISCAL YEAR: 2008 CONTRACT PERIOD: October 1, 2007 to September_30, 2008

1. RECIPIENT: Segminole County Community Services/Community Assistance
2. COUNTIES TO BE SERVED WITH THESE FUNDS: 1 Seminole County 2 3
3. GENERAL ADMINISTRATIVE INFORMATION

A. Agency Head (Executive Director or Department Administrator)

Name: David Medley, PhD. Title: Director, Communify Services
Street Address: 534 West Lake Mary Bivd, County: Seminoie

City: Sanford , Fl. Zip Code: 32773

Telephone: (407) 665-2301 Fax: (407) 665-2309

E-Mail:  dmedley@seminolecountyfl.gov
MAILING ADDRESS (IF DIFFERENT FROM ABOVE)
Address: Same as above

City: , FI Zip Code:
B. Chief Elected Official for Local Governments or President/Chair of Board for Nonprofits
{Home or business address other than agency address.)

Name: Carlton Henley Title; Chairman

Street Address: 1101 East First Street County: Seminole

City: Sanford, FlL Zip Code: 32771
Telephone: (407) 665-4335 Fax: (407) 665-7958
E-Mail:

C. RECIPIENT CONTACT PERSON/PROGRAM COORDINATOR
Name: Shirley Boyce Title: Manager
Street: Address: 534 West Lake Mary Blvd, County: Seminole
City: Sanford, Fi. Zip Code: 32773
Telephone: {407) 665-2363 Fax: (407) 665-2309
E-Mail:

D. WARRANT CFFICER {OFFICIAL TC RECEIVE STATE WARRANT)
Name: Maryanne Morse Title: Clerk of the Court
Address: P. Q. Drawer Q (Street address)

City: Sanford, Fl. Zip Code: 32771
Telephone: (407) 6654330 Fax: {407) 330-7193
E-Mail:

E. FINANCIAL CONTACT PERSON
Name: David Godwin Title: County Finance Director
Address: 1101 E. First Sireet {Sireet address)

City: Sanford, Fl. Zip Code: 32773
Telephone: (407) 665-7670 Fax: (407) 302-0515
E-Mail:

F. PERSON({S) AUTHORIZED TO SIGN FISCAL REPORTS:
1. Name/Title: David Godwin, County Finance Director

SUB-RECIPIENT INFORMATION
These funds will be transferred to one or more Sub-Recipients: Yes___ No X
For each Sub-Recipient, attach a copy of Attachment B-2, Sub-Recipient Information

AUDIT: Recipient Fiscal Year: October 1, 2007 to September 30, 2008.
Audit is due nine months from the end of the recipient’s fiscal year:

Date Audit will be submitted to DCA: June 1, 2008.
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ATTACHMENT B-1
BUDGET SUMMARY

GRANTEE: _Seminocle County Community Assistance

TOTAL
EVENUE SOURCES PERCENT | MATCH AMOUNT | NOTES: = oto
1. CSBG Gl'ant FUI’!dS ’ ) $230,401 the nearest doilar.
2. Cash Match 8.9% | $20,431 | Provide a minimum of:
2% - Gash Match
3. In-Kind Match 11.1% | $25,648 20% - Total Match
4. TOTAL MATCH (Line 2 + Line 3) $46,079 e
5. TOTAL FUNDS (Line 1 * Line 4) §a76480 | meceele
CSBG FUNDED PROGRAMS ONLY (A) (B) € ' D)
EXPENSE CATEGORY CSBG CASH IN-KIND TOTAL

FUNDS MATCH MATCH

ADMINISTRATIVE EXPENSES

6. RECIPIENT EXPENSES $15,982 0 $25,648 $41,630
(Salaries + Fringe, Rent, Utilities,
____Travel, Other) __
7. SUB-RECIPIENT EXPENSES o 0 0 0
{Salaries + Fringe, Rent, Utilities,

Travel, Other}

8. TOTAL ADMINISTRATIVE | 515,082 0 $25,648 $41.630
EXPENSES _(Line 6 + Line 7) .
9. ADMINISTRATIVE EXPENSE ‘CANNOT EXCEED 15% OF CSBG ALLOCATION GIVEN
PERCENT (Line 8 divided by Line 1) 7% | ONLINE 1.
PROGRAM EXPENSES
10. RECIPIENT DIRECT CLIENT $97.610 $20.431 0 $118,041
____ASSISTANCE EXPENSES | | ]
11. RECIPIENT OTHER PROGRAM $116,800 0 0 $116.809

EXPENSES (Salaries + Fringe, Rent,
Utilities, Travel, etc)

12. SUBTOTAL RECIPIENT PROGRAM | $214.,419 $20,431 0 $234 850
EXPENSES (Line 10 + Line 11) ~
13. SUB-RECIPIENT DIRECT CLIENT 0 0 0 - 0
____ASSISTANCEEXPENSES | __ N R I S
14 SUB-RECIPIENT OTHER PROGRAM | 0 0 0 0

EXPENSES (Salaries + Fringe, Rent,
Utilities, Travel, efc)

15. SUBTOTAL SUB-RECIPIENT 0 0 0 0
PROGRAM EXPENSES
(Line 13 + Line 14)

16. TOTAL PROGRAM EXPENSE $214.419 $20,431 0 $234 850
{Line 12 + Line 15)
17. SECONDARY ADMINISTRATIVE 0
EXPENSES . | ~
18. GRAND TOTAL EXPENSE: $230,401 $20.431 505,648 $276.480

(Line 8+ Line 16 + Line 17)
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Page 22

CSBG
ATTACHMENT B-2
SUB-RECHPIENT INFORMATION
(Compiete this page for each sub-recipient)

RECIPIENT:  Seminole County Community Assistance

SUB-RECIPIENT INFORMATION:

NAME OF ENTITY: __N/A

MAILING ADDRESS: FL. ZIPCODE

STREET ADDRESS {IF DIFFERENT): ,FL ZIPCODE

CONTACT PERSON'S NAME AND TITLE:

TELEPHONE: { ) FAX: ()

NOTE: The following line items (7, 13, 14 and 15) must correspond to Attachment B-1,
Budget Summary. If there is more than one sub-recipient, it is the Recipient’s
responsibility to ensure that the total of all sub-recipient budgets add correctly.
Expenditures must be detailed in Attachment B-3.

{A) (B) {C)
CSBG FUNDED PROGRAMS ONLY CSBG CASH INJKIND (D)

EXPENSE CATEGORY FUNDS MATCH MATCH TOTAL

SUB-RECIPIENT ADMINISTRATIVE EXPENSES:

7. SUB-RECIPIENT EXPENSES
(Salaries + Fringe, Rent, Utilities, Travel, Other)

SUB-RECIPIENT PROGRAM EXPENSES:

13. SUB-RECIPIENT DIRECT CLIENT ASSISTANCE

L JEXPENSES

14. SUB-RECIPIENT OTHER PROGRAM EXPENSES
(Salaries + Fringe, Rent, Ulilities, Travel, efc)

16. SUBTOTAL SUB-RECIPIENT PROGRAM

EXPENSES {Line 13 + Line 14)
TOTAL EXPENSES: (Line 7 + Line 15)

The Recipient must have a written agreement with all subcontractors. The agreement
must meet the requirements of Section 14 of this agreement. A copy of the unsigned
agreement with the subcontractor must be forwarded to the Department for review and
approval along with this agreement.




Page _23A

CSBG
ATTACHMENT B-3
BUDGET DETAIL

BUDGET
LINE ITEM
NUMBER

NATIONAL
PERFORMA
NCE
INDICATORS
{Direct Client
Assistance
ONLY)

EXPENDITURE DETAIL

Round up line item totals to doflars.
Do not use cents and decimals in totals.

BUDGETED

EXPENDITURES

CSBG
FUNDS

CASH
MATCH*

IN-KIND
MATCH*

1.

11 (D)

1.2 (J)

RECIPIENT EXPENSES

Expenditures are based on the cost for 2 full time
employee equivalents
Travel: .
Transportation:
Rental & Leases:
Printing:

Internal Charges:
Office Supplies:
Operating Supplies:
Operating Equipment:
Books, Dues, Pubs:

$200.00
$50.00
$12,090.00
$500.00
$150.00
$650.00
$642.00
$1,200.00
$500.00

Total: $15,982.00
Administrative Supervision

Source=Semincle County In-kind Match

Salaries for Division Manager, Program Manager,
Accountant, and Business Manager.

Telephone service

Division Manger: 44.85 per hour x 4 hours per
week=4$9,330. Program Manager: $32.30 x 8
hours per week=$13,438. Accountant: $24.23 x
1/2 hour per week=$630. Business Manager:
$37.94 x 1 hour per week= $1,973. Telephone
service for a year=4$277
Total: $25,648.00
RECIPIENT OTHER PROGRAM EXPENSES
Salaries: Case Manager, 100% CSBG

$21.11 per hour x 2080=%43,920

Fringe Benefits: FICA, Health Insurance, Worker’s
Comp and Retirement ($ 20,071 Actual)

Salaries: Senior Staff Assistant, 100% CSBG
$19.14 per hour x 2080=%39,814

Fringe Benefits: FICA, Health Insurance, Workers
Comp and Retirement ($13,004 Actual)

Total:

$15,982

$63,991

$52,818

$116,809

$25,648

**EXPLAIN SOURCES OF CASH AND IN-KIND MATCH




Total:

Page __ 23B
CSBG
ATTACHMENT B-3
BUDGET DETAIL
NATIONAL BUDGETED
_ PERFORMA EXPENDITURE DETAIL EXPENDITURES
BUDGET NCE
LINE ITEM | INDICATORS Round up line item fotals to dollars.
NUMBER | (Direct Client Do not use cents and decimals in totals. CSBG CASH IN-KIND
Assistance FUNDS MATCH** | MATCH**
ONLY}
RECIPIENT DIRECT CLIENT ASSISTANCE
10. 1.1 (D) or 6.2 | 20-30 clients will receive rental/mortgage $92,610 $20,431

(B)3 payments, in order to for clients acquire/maintain
employment and/ or to complete post-secondary
education certificate or diploma.

1 5 young adults will receive “vocational training” to $5.000
21 {H} develop technical skills necessary to find
employment in construction and/or related fields.
$97,610 $20,431

**EXPLAIN SOURCES OF CASH AND IN-KIND MATCH
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CsBG
ATTACHMENT D
PROGRAM STATUTES AND REGULATIONS

A. INCORPORATION OF LAWS, RULES, REGULATIONS AND POLICIES

Both the Recipient and the Department shall be governed by applicable laws and local rules,
including, but not limited to: The Ommnibus Budget Reconciliation Act of 1981, (Public Law 97-35, as
amended), Administrative Rule Chapter 9B-22, Florida Administrative Code, and Title 46 C.F. R. Part 96.
Department of Health and Human Services regulations codified in Title 45 of the Code of Federal
Regulations are applicable:

1. Part 16 - Department Grant Appeals Board

2. Part 30 - Claims Collection

3. Part 75 - Informal Grant Appeals Procedure

4, Part 76 - Debarment and Suspension from Eligibility for Financial Assistance.

_ Subpart F. Drug-Free Workplace

5. Part 93 - New Restrictions on Lobbying

6. Part 96 - Block Grants
B. FUNDING AVAILABILITY FOR EXPENDITURE

Funds are available fof expenditure in accordance with Title Vi of Public Law 97-35 as amended by
P.L. 105-277, 45 CFR Part 96, OMB Circular A-87, and the laws and procedures applicable fo the
Community Services Block Grant Program. The Community Services Block Grant program is authorized
and funded through the United States Department of Health and Human Services.

C. PROJECTS CR PROGRAMS FUUNDED IN WHOLE OR PART WITH FEDERAL MONEY

The Recipient assures, as stated in Section 508 of Public Law 103-333, statements, press releases,
requests for proposals, bid solicitations and other documents describing projects or programs funded in
whole or in part with Federal meoney, all grantees receiving Federal funds, inciuding but not limited to

State and local governments and recipients of Federal research grants, shall clearly state:
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{1) the pércentage of the total costs of the program or project which will be financed with Federal

money,

(2} the dollar amount of Federal funds for the project or program, and

(3} percentage and dollar amount of the total costs of the project or program that wiil be

financed by non-governmental sources.

D. PROGRAM INCOME

Program income is gross income received that is directly generated by the federally-funded project

during the grant period. The recipient may apply program income, excluding interest income, to meet

maftching requirements, or may reprogram it for eligibie program activities. The amount of program

income and its disposition must be reported to the Department on the monthiy financial status reports and

at the time of submission of the final close-out report.

E. INTEREST FROM CASH ADVANCES

Non-profit Recipients shall invest cash advances in compliance with section .22 of OMB Circular A-
110 as revised. Local Governments shall invest cash advances in compliance with section .21 (h) (2) (1)
of the Common Rule. All Recipients shall maintain advances of Federal funds in interest-bearing
accounts, unless the following applies:

(1) NON-PROFITS ONLY:

(a) The Recipient receives less than $120,000 total from all federal awards per year.

(b) The best reasonably available interest bearing account would not be expected to earn
interest in excess of $250 per year on Federal cash balances from ail Federal awards
received each year.

{c) The depository would require an average or minimum balance so high that it would not be
feasible within the expected Federal and non-Federal cash resource. Interest earned off

cash advances shall be reflected on the monthly financial status report and the close-out

reports.
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(2) LOCAL GOVERNMENTS

Except for interest earned on advance of funds exempt under the Intergovernmental
Cooperation Action {31 U.5.C. 6501 et. seq.} and the Indian Seif-Determination Act {23 U.S.C. 450),
grantees and sub-grantees shall promptly, but at least quarterly, remit interest earned on advances to the
Federal agency. The grantee or sub-grantee may keep interest amounts up to $100 per year for
administrative expenses for all interest accrued from all federal awards received. The interest maintained

for administrative expenses must be proportionate to the program’s contribution to the interest earned.

F. MOCDIFICATIONS

(1) The Department shali not be obligated to reimburse the Recipient for outlays in excess of the

funded amount of this Agreement unless and until the Department officially approves such expenditures
by executing a written modification to the origina! contractual Agreement.
(2) The following conditions will govern modifications to this agreement:

(@) An unlimited budgeted amount may be moved from any line item to the direct client
assistance line item without written departrhental approval. These changes will become effective upon
the Department receiving and accepting an accurate amended budget summary, budget detail, workplan
and workplan summary reflecting these changes.

(b} With the exception given in {a) above, all requests for modifications to increase or
decrease any line item by more than 20% must be submitied to the Department for approval thirty (30)
days prior td the anticipated implementation date. Failure to meet this time frame may resuit in
reimbursement delays. The Recipient must use a CSBG modification package, approved by the
Department, which includes an amended budget summary, budget detail, work plan and work plan
summary. Changes which are mutually agreed upon shall be valid only when reduced to writing, duly

signed by each of the parties hereto, and attached to the original of this Agreement.
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(¢) Modifications to increase or decrease any line item by less than 20 percent, may be
made without the Department's written approval. These changes will become effective upon the
Department receiving and accepting as accurate an amended budget summary, budget detail, work plan

and workplan summary reflecting these changes.
{(d) Only unobligated funds may be transferred from one line item to another line item.
{e) Budget changes must not result in over expenditure of the amounts stated in section

(17)(a) of this agreement, nor the limits set for administrative or secondary administrative expenses.

G. MATCH REQUIREMENTS

(1) The Recipient shali match the CSBG funds identified in Section (17)(a) by an amount equal o at
least 20 percent of the funds received. Not less than 10 percent of the match shall be in cash. That s,
the Recipient shall supply a cash match equal to at least 2 percent of the CSBG funds expended. in-
kind match sources shall absorb the balance of the overall minimum 20 percent requirement.

(2) The Rerjipient shall provide as matching funds for services under this Agreement the amounts
reflected in Attachments B-1, Budget Summary and B-3, Budget Detail.

(3) Sources of matching funds and expenditures for ail funds under this Agreement shall be
governed by the Budget Summary, Attachment B of this Agreement. CSBG funds may not be used in
part or in whole to meet the two percent cash match requirement.

H. CSBG CLIENT ELIGIBILITY AND CLIENT RECORDS

{1} The Recipient shall certify that each household receiving CSBG funded services is income
eligible. The sum of all countable income from all household members must be used in determining
eligibility. The total household income cannot exceed 125 percent of the current Office of Management
and Budget Poverty Guidelines. A “household” is an individual or group of individuals living together as
ohe economic unit. The Recipient must maintain income documentation that is no more than one year
ald of all household income sources. In the event that the applicant cannot provide income
documentation, the Recipient shalf require the applicant to provide a signed certification of eligibility to

attest to the applicant's verbal declaration of total household income. This certification must specify the
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reasons that no current documentation can be supptlied by the applicant and a statement of how the
appiicant is providing for his/her basic needs.

(2) The Recipient will maintain a separate record for each CSBG client which includes at least the
following data: name, address, sex, race, age, income amount and method of verification for each

member of the client’s household, date client was interviewed, services provided to the client and

documentation of any denial of client services. All CSBG assistance applications must be signed by the
client and by the Recipient's reprasentative.

{3) Recipients are required to have written applicant appeal procedures. Any applicant denied CSBG
services must be provided a written notice of the denial which includes the appeals process and the |
reason(s) for the denial. in cases where the denial is for iack of documentation, the agency must expiain
what specific documents are required in order for the applicant to reapply for services.

(4) All records, correspendence, employee time sheets, board minutes, board meeting notices and
other documents related to CSBG funded activities shall be available for public inspection during normal
business hours.

. MONITORING

(1) The Recipient shall allow the Deparfment to carry out monitoring, evaluation and technical
assistance and shail ensure the cocoperation of its employees, and of any sub-recipients with whom the
Recipient contracts to carry out program activities.

2 Training and technical assistance shall be provided by the Department, within limits of staff
time and budget, upon request by the Recipient and/or upon determination by the Department of
Recipieni need.

J. BONDING

(1} Non-Profit Organizations: The Recipient agrees to purchase a blanket fidslity bond covering
ail officers, employees and agents of the Recipient helding a position of trust and authorized to
handle funds received or disbursed under this Agreement. Individual bonds apart from the bianket bond
are not acceptable. The amount of the bond must cover each officer, employee and agent up to an

amount which is equal to at least one-haif of the total CSBG coniract amount.
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(2) Local Governments: The Recipient agrees to purchase a fidelity bond in accordance with

Section113.07, Fla. Stat. The fidelity bond must cover all officers, employees and agents of the

Recipient holding a position of trust and authorized to handle funds received or disbursed under this

Agreement.
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A. Annual reports
{1) Within 45 days after the end of the Agreement, the Recipient shall submit
the CSBG Close-out Report, including the CSBG Final Financial Report, a refund check for any unspent

funds, and the CSBG Final Program Report.

{2) Recipients will complete and submit the National Association of State Community Services
Programs (NASCSP) information survey. The Recipient will be notified in writing of the due date.

B. Monthly reperts - The CSBG Monthly Financial Status Reporis must be provided to the

Department no later than the twenty-first (21st) day of each month following the end of the reporting pericd
regardiess of whether or not funds were expended.

C. Quarterly Reports - The CSBG quarterly program reports must be provided to the Department no
{ater than the twenty (20) working days following the end of the last month of the quarterly reporting period.
D. Board Minutes - Official approved minutes from ail CSBG Board of Directors’ meetings must be
provided to the Department no later than 15 days from the date of the meeting at which they are approved.

E. Monitoring Report Responses - A written response to ali monitoring report findings and/or

concerns must be provided to the Department no later than 35 days from the date of the monitoring report.
F. Board Roster - When board members or officers change, the Recipient within 30 days will provide a

revised board roster to the Department. The board roster format which was included with the contract

documents and instructions should be used to provide the Department with the following information:

Name of Board Member

Mailing Address separate from agency address (No post office box numbers)

Te!éphone Number, Fax Number

E-Mail Address

Cell Phone number if available

Sector Represented

Beginning and Ending dates of term

Total number of years on the board
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G. Upon reasonable notice, the Recipient shail provide additional program updates or information
as may be required by the Department, inciuding supporting or source documentation for any reports

identified in this section.

H. The reports shail be submitted to:
Ms. Hilda Frazier, Planning Manager
Florida Department of Community Affairs
Division of Housing & Community Development

2555 Shumard Qak Boulevard
Tallahassee, FL.  32399-2100

Recipient shall comply with property management standards for non-expendable property
equlivalent, at a minimum, to OMB Circular A-102, revised or CMB 'Circular A-110, revised, Subpart C,

Post Award Requirements, and the awarding federal agency’s “Common Rule.”

32




CSBG
ATTACHMENT G
STATEMENT OF ASSURANCES

A. Interest of Certain Federai Officials

No member of or deiegate to the Congress of the United States, and no Resident Commissioner,

shall be admitted to any share or part of this Agreement or to any benefit to arise from the same.

B. Interest of Members, Officers, or Employees of Recipient, Members of Local Governing

Body, or Other Public Officials

No member, officer, or employee of the grantee, or its delegates or agents, no member of the
governing body of the locality in which the program is situated, and no other public official of such locality
or localities who exercises any functions or responsibilities with respect to the program during his tenure
or for one year thereafter, shall have any interest direct or indirect, in any contract, subrecipient
agreement or subcontract, or the proceeds thereof, for work to be performed in connection with the _
program assisted under this Agreement. The grantee shall incorporate or cause to be incorporated in all
such Agreements, a provision prohibiting such interest pursuant to the purposes of this subsection. No
board member, officer or employee will be permitted to receive any remuneration or gift in any amount.
Board members may receive travel expenses in accordance with s. 112.061, Florida Statutes.

C. Nepotism

The grantee agrees to abide by the provisions of s.112.3135, Florida Statutes, pertaining to nepotism

in their performance under this Agreement.

D. CSBG Assurances

The grantee hereby assures and certifies as a condition of receipt of Community Services Block Grant
funds, that it and its subrecipients will comply with the appiicable requirements of Federal and State laws,

rules, regulations, and guidelfines. As part of its acceptance and use of CSBG funds, the grantee assures

and certifies that:
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(1) The grantee possesses the legal authority to apply for the grant, and that the contract proposal
has been approved by the grantee’s governing body, including all assurances contained herein.

(2) The grantee will use all CSBG funds to provide services and activities having measurable and
potentially major impact on causes of poverty in the community. Funds not used during the contract
period will be returned to the Departrent of Community Affairs with the close-out report on or before the
due date. |

{3} Inthe case of a Community Action Agency, non-profit private organization or unit of
local government (eligibie entity), the recipient assures and provides documentation that its Community
Services Block Grant board is constituted so that:

(a) One-third of the members of the board are elected public officials, holding office on the date
of selection, or their representatives, except that if the number of such elected officials reasonably
available and willing to serve on the board is less than 1/3 of the membership of the board, membership
on the board of appointive public officials or their representatives may be counted in meeting such 1/3
requirement. Letters reaffirming the delegation, signed by the elected ofﬁéials, shall be required each
year regardless of the number of years the terms run. Upon the request of the Department, Recipients
providing services in multi-county areas are required to submit to the Department a plan to assure
representation of every county served. When an entity expands to include a new county into its service
area, the new county must be represented on the board by an elected public official or his designee for
the first two years.

(b) Not fewer than one-third of the members of the board are persons chosen in accordance with
democratic selection procedures adequate to assure that they are representatives of the iow income
individuals and families in the neighborhood served. Each representative of the low-income sector

selected to represent a specific neighborhood within the community must reside in the neighborhood

served. The Recipient will define what constitutes a neighborhood.
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{(c) The remainder of the members of the board are officials or members of business, industry,
labor, religious, law enforcement, education, or other major groups and interests in the community
served. Interest groups are organizations with non-profit status, incorporated and registered with the
Office of the Florida Secretary of State. Agency bylaws éhafl specify categories or interest groups
represented by each member. in no case shall bylaws be acceptabie that do not specify membership
categories as indicated.

(d) The board of directors will fully participate in the development, planning, implementation,
and evaluation of the CSBG program to serve low-income communities.

(e) Procedures will be in place which will allow low-income individuals, community organizations
and religious organizations to petition for adequate representation on the board if they feel inadequately
represented.

{(4) In the case of eligible entities (as defined in Rule Chapter 9B-22, Florida Administrative Code)
and migrant'and seasonal farm worker organizations, the Recipient assures that ail board of directors
meetings are timely noticed at least seven (7) days but not more than thirty (30) days prior to the date on
which the meeting is scheduled. Such notices must be given by sending meeting information to local
media (newspapers, radio, etc.) with a copy on file with the Recipient for inspection by the Department.
These meetings must be open to the public and held by the Recipient's board, whose composition must
comply with requirements as set forth in Public Law 97-35 and in Administrative Rule Chapter 9B-22,

Florida Administrative Code. If immediate danger to the public health, safety or welfare occurs requiring

emergency action by the board, a board meeting may be scheduled by any procedure that is fair under

the circumstances and necessary to protect the public interest.
(5) The Recipient will provide for coordination among anti-poverty programs in each community and,
where appropriate, with emergency energy crisis intervention programs under Titie XXVI of the Low-

Income Home Energy Assistance Act conducted in each community.
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(6) The Recipient possesses the sound fiscal controls and fund accounting procedures necessary to
adequately safeguard the assets of the agency, check the accuracy and reliability of accounting data,
bromote operating efficiency and maintain compliance with audit procedures and prescribed management
policies of the agency.

{7) The Recipient will permit and cooperate with Federal and State investigations designed to
evaluate compliance with the iaw. The Recipient will notify the Department in writing immediately of any
allegations or acts pertaining to fraud or the misuse of CSBG funds.

(8} The Recipient will give the Department, the Auditor General or any authorized representative
complete access to examine all records, books, papers or documents related to ail fiscal and program
operations of the grant, including those of any sub-recipient.

(9) The Recipient will comply with non-discrimination provisions, in accordance with Florida Statutes;
section 678(F)(c)(1) of Public Law 97-35, as amended; Titles VI and V1! of the Civil Rights Act of 1964;
and 45 C.F.R. Parts 84, 86 and 90.

(10) The Recipient will comply with the match requirements of this Agreement and maintain
verification of type and source.

(11) The Recipient.wili comply with section 678(F)(a)(1) of Public Law 97-35, as amended,
which prohibits use of CSBG funds for purchase or improvement of land, or the purchase, construction,
or permanent improvement of any building or other fagcility.

(12) CSBG administrative expenses shall not exceed 15 percent of the total final CSBG
expendifures (match excluded) at close out. Any amount in excess of this limit shall be refunded to the
Department at time of contract ciose out.

(13) If secondary administrative expenses are requested, the following conditions must be met;

{(a) CSBG Budget and Secondary Administrative Expenses, Attachment B and Scope of

Work/Workplan, Attachment C must document how these expenses wili be used to support eligible CSBG

Community Action Pian activities.
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(b) The administrative expenses of the secondary grant source must be fully utilized
prior to using CSBG funds for secondary administrative expenses.

(c) CSSG funds may not be used to increase administrative expenses for a
secondary grant source above 15 percent of the secondary grant source’s total grant amount.

(d) Only the Recipient is eligible for these funds. Secondary administration may not be claimed

or used by sub-recipients.

(e) All contracts and fiscal expense documentation related to the grant sources for which
secondary administration is claimed must be made available fo the Department upon request.

(f Audit costs, travel and associated dues are not allowable secondary administrative
expenses.

{g} Under no circumstances shall secondary administrative expenses be approved for
costs already covered by the secondary grant source, nor for any other administrative costs exceeding
the total of 15 percent of the total secondary grant source budget.

(14) If the Recipient administers a transportation program, it will comply with Chapter 427,

Fiorida Statutes, so that it will coordinate with the appropriate transportation provider(s).

(15) The CSBG application and all its attachments, inciuding budget data, are true and correct.
(16} In accordance with section 878F(b){1){2)(A)(B)}{C) of Public Law 97-35, as amended, the

Recipient will prohibit any political activities by the Recipient or employees in accordance with the Hatch

Act restrictions on political activity.

{(17) In accordance with section 678(G)(a) of Public Law 97-35, as amended, the Recipient may
conduct drug testing on CSBG program participants. If the Recipient does so, it must inform participants,

who test positive, and refer them to treatment facilities.
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(18) In accordance with section 678G(b) of Public Law 97-35, as amended, the Recipient
assures that it will inform custodial parents in single parent homes who participate in CSBG-funded
programs about the availability of child-support services and refer them to the appropriate state and local
child support offices. |
(19} In accordance with section 676(b)(11) and section 676(b}3) of Public Law 97-35, as amended,

the Recipient must provide the Department with an agency Community Action Plan that consists of the
following:

(a) A community needs assessment (including food needs);

(b) A description of the service-delivery system targeted fo low-income individuais
and families in the service area;

{c) A description of how linkages will be developed to fill identified gaps in services
through information, referral, case management, and follow-up consultation;

{d) A description of how funding under this Act will be coordinated with other public
and private resources; and

{e) A description of outcome measures to be used to monitor success in promoting
self-sufficiency, family stability, and community revitalization.

(20) The Recipient assures that the Workplan, Attachment C to this agreement is

consistent with the most current Community Action Pian officially adopted by the Recipient’s board of
directors.

(21) The Recipient agrees to comply with Public Law 103-227, Part C, Environmental

Tobacco Smoke, also known as the Pro-Children Act of 1994 (Act), which requires that smoking not be

permitted in any portion of any indoor facility owned or leased or contracted for by an entity and used
routinely or regularly for the provision of health, day care, education, or library services to children under
the age of 18, if the services are funded by Federa! programs either directly or through State or local

governments. Federal programs include grants, cooperative agreements, loans or loan guarantees, and
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contracts. The law does not apply to children’s services provided in private residences, facilities funded
solely by Medicare or Medicaid funds, and portions of facilities used for in-patient drug and alcohol
treatment.

(22) The Recipient assures that the above language contained in Section (21) of Attachment
G of this Agreement will be included in any sub-contracts whiqh contain provisions for children’s services
and that afl sub-grantees shali certify compliance accordingly. Failure to comply with the provisions of
this law may result in the imposition of a civil monetary penaity of up to $1000 per day.

(23) The Recipient assures, as stated in Section 507 of Public Law 103-333, that to the extent
practicable, all equipment and products purchased with funds made availabie in this Act should be
American made. |

{24) The Recipient agrees to adhere to a provision of section 675C(a)(3) of Public Law 97-35, as
~ amended and the FY 2.006—2007 CSBG State Plan regarding the recapture of uncbligated funds.

Funds allocated in this contract and not obligated by the Recipient during the contract period, will be
returned to the Department at the time of close out. Unobligated funds in excess of 20 percent of the
amount allocated to the Recipient will be surrendered to the Department. The balance of unobiigated
funds up to 20 percent will be re-contracted to the Recipient during the next contracting cycle.

(25) Each Recipient receiving an aliotment for a fiscal year shail- adhere to the Application and
Plan assurances set forth in section 876 of Public Law 97-35, as amended.

(26} This Agreement has been approved by the Recipient’s governing body by official
action, and the officer who signs it is duly authorized to do so.

(27) The Recipient shall secure and maintain an internet computer service and notify the

Department of their e-maii address.
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(28) The Recipient shall develop a Memorandum of Understanding with all Work Force Florida,
Incorporated boards in their service area. The Memorandum of Understanding shall detail cooperative
workforce training and employment efforts and shall describe the actions that will be taken by both parties

to assure the coordination and partnership of the CSBG program and Work Force Florida, Incorporated

“One-Stop” delivery system, services and information.

(29) When providing rental or mortgage assistance with CSBG funds, the Recipient will secure

either a rental/lease agreement or mortgage documentation and place a copy of the documentation in the

client’s file.
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A. The Recipient and its sub-recipients shall comply with the following special conditions:
None. |

B. Failure of the Recipient or its sub-recipients to comply with the special conditions under this
Agreement shall be cause for the immediate suspension of payments, and may be cause for the

immediate termination of this Agreement.
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Contractor Covered Transactions

(1) The prospective contractor of the Recipient, N/A , certifies, by
submission of this document, that neither it nor its principals is presently debarred, suspended,
proposed for debarment, declared ineligible, or voluntarily excluded from participation in this
transaction by any Federal department or agency.

2) Where the Recipient’s contractor is unable to certify fo the above statement, the prospective
contractor shall attach an explanation to this form,

Contractor's Name Recipieni's Name

By

Signature

Name & Title ) DCA Contract Number
Street Address

City, State, Zip

Date
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Financial Management

Recipient's financial management system shall provide for the following:
(1) Accurate, current and complete disclosure of the financial results of this project or

program

(2) Records that identify adequately the source and application of funds for alf activities.
These records shall contain information pertaining to grant awards, authorizations,
obligations, unobligated balances, assets, outlays, income and interest.

(3) Effective control over and accountability for all funds, property and other assets.
Recipient shall adequately safeguard all such assets and assure that they are used
solely for authorized purposes.

(4) Comparison of expenditures with budget amounts for each Request For Payment.
Whenever appropriate, financial information should be refated to performance and
unit cost data.

(5) Written procedures for determining the reasonableness, allocability and allow ability
of costs in accordance with the provisions of the applicable cost principles and the
terms and conditions of this grant.

(6) Accounting records, including cost accounting records that are supported by source
documentation.

Competition

All procurement transactions shalf be conducted in a manner to provide, to the maximum extent
practical, open and free competition. The Recipient shall be alert to conflicts of interest as well as
noncompetitive practices among contractors that may restrict or eliminate competition or
otherwise restrain trade. In order to ensure objective contractor performance and eliminate unfair
competitive advantage, contractors that develop or draft specifications, requirements, statements
of work, invitations for bids and/or requests for proposals shall be excluded from competing for
such procurements. Awards shall be made to the bidder or offer whose bid or offer is responsive
to the solicitation and is most advantageous to the Recipient, price, quality and other factors
considered. Solicitations shall clearly set forth all requirements that the bidder or offer or shall
fulfill in order for the bid or offer to be evaluated by the Recipient. Any and all bids or offers may
be rejected when it is in the Recipient’s interest to do so.

Codes of Conduct

The Recipient shall maintain written standards of conduct governing the performance of its
employees engaged in the award and administration of contracts. No employee, officer, or agent
shall participate in the selection, award, or administration of a contract supported by public grant
funds if a real or apparent conflict of interest would be involved. Such a conflict would arise when
the employee, officer, or agent, any member of his or her immediate family, his or her partner, or
an organization which employs or is about to employ any of the parties indicated herein, has a
financial or other interest in the firm selected for an award. The officers, employees, and agents
of the Recipient shall neither solicit nor accept gratuities, favors, or anything of monetary value
from contractors, or parties to subcontracts. The standards of conduct shall provide for
disciplinary actions to be applied for violations of such standards by officers, employees, or
agents of the recipient.
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Business Hours

The Recipient shall have its offices open for business, with the entrance door open to the public,
and at least one employee on site, from atleast __7:30 _a.m.to__5:00 p.m. Monday through

Friday.
Licensing and Permitting

All subcontractors or employees hired by the Recipient or any sub recipient shall have all current
licenses and permits required for all of the particular work for which they are hired by the

Recipient.
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ATTACHMENTK
JUSTIFICATION OF ADVANCE PAYMENT

RECIPIENT:
CONTRACT#

Indicate by checking one of the boxes below, if you are requesting an advance. If an advance payment is
requested, budget data on which the request is based must be submitted. Any advance payment under
this Agreement is subject to s, 216.181(16)(a)(b), Florida Statutes. The amount which may be advanced
shall not exceed the expected cash needs of the recipient within the initial three months.

[ 1 NO ADVANCE REQUESTED [ X1 ADVANCE REQUESTED

No advance payment is requested. Advance payment of $ __$51,103.00 is requested. Balance of

Payment will be solely on a reimbursement payments will be made on a reimbursement basis. These funds are needed

basis. Ne additional information is to pay staff, award benefits to clients, duplicate forms and purchase start-up

required. supplies and equipment. We would not be able to operate the program
without this advance. ’

ADVANCE REQUEST WORKSHEET

If you are requesting an advance, complete the following worksheet

(A) B (8] (D)
DESCRIPTION FFY 2005 FFY 2006 FFY 2007 Total
INITIAL CONTRACT ALLOCATION $223,589 $226,115 $230,056 $ 679,760

2 | FIRST THREE MONTHS CONTRACT $33,373.51 $90,282.02 $27,180.38 $150,835.91
EXPENDITURES' :

3 | AVERAGE PERCENT EXPENDED IN 14.93% 39.93% 11.81% 22.18%
FIRST THREE MONTHS
{Divide line 2 by line 1.)

T Start with the month in which any contract funds were expended. If you do not have this information, call your consultant and
they will assist you.

MAXIMUM ADVANCE ALLOWED CALULATION:

22.18% X $ $230,401 = $51.103.00
Cell D3 CSBG Award MAXIMUM
(Do not include match) ADVANCE

REQUEST FOR WAIVER OF CALCULATED MAXIMUM

[ ] Recipient has no previous CSBG contract history. Complete Estimated Expenses chart and
Explanation of Circumstances below.
[ ] Recipient has exceptional circumstances that require an advance greater than the Maximum

Advance
calculated above. Complete estimated expenses chart and Explanation of Circumstances below,

Attach
additional pages if needed.

ESTIMATED EXPENSES

BUDGET CATEGORY 2007-2008 Anticipated Expenditures for First Three Months of Contract

ADMINISTRATIVE COSTS
{Include Secondary Administration.)

PROGRAM EXPENSES
TOTAL EXPENSES
Explanation of Circumstances:
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FY 2007-2008 CSBG CONTRACT PROPOSAL APPLICATION CHECKLIST

REQUIRED MATERIALS All Sub-
_ CONTRACT PROPOSAL PACKAGE Recipients .
(Submit 3 complete contract packages including:) Recipients
Page 10 compl'eted_ x
Page 18 signed by an autherized official. 3 original signatures.
Attachment A, Recipient Information completed. x
Attachment B-1, Budget Surnmary x
Attachment B-2, Sub-Recipient Information form for each Sub-Recipient x x
Attachment B-3, Budget Detail _ x
Attachment B-4, Secondary Administrative Expenses x
Attachment C, Scope of Work/Workplan x
Attachment |, Certification Regarding Debarment Suspension, Incligibility .
and Voluntary Exclision of each Sub-recipient _
Attachment J, Warranties and Representations X
Attachment K, Justification of Advance Payment X
REQUIRED _
' SUPPORTING DOCUMENTS Recipients | ' Sub-
(submit 1 copy of each document) Recipients
Signature anthority:
A.  Private Non-profit agencies: Cértificate of Corporate Resolution if
someone other than the Board chair signs contracts. <
B. Local Governments: If signed by anyone other than the chair of the
government board, documentation of the signer’s authority to sign for the
chair.
Fidelity Bond Documentation - See Attachment D, Section J. X
Certification of Current Incorporation. (private non-profit agencies only) X
Outreach Offices (fnc!ude street addresses and telephone numbers.) x %
Current Board of Directors Roster - Board Composition including by
Private, Public and Poor Sectors the member’s name and entity represented
(if any), board officers, beginning and ending date of each member’s curent X
term on the board and that of the officers, and the year in which the member
was first seated on the board.
Copy of Memorandum of Understanding with local Work Force Flor:da Inc.
board. See Attachment G, Section (28). X
Approved Indirect Cost Plan Rate Schedule (for those entities with an
approved indirect cost plan) X
If secondary administration funding is requested, documentation of the
secondary program’s administration expenses limit and the agreement budget N
between the secondary program and the CSBG agency. .
For agencies reporting sub-recipient agreements, copies of the sub-recipient X x
agreement as required in Section 14 (C) — Sub Contracting
Non-Profit and Public CSBG Entitigs: A copy of the minutes from the CAP x
board meeting at which the contract was reviewed, discussed and approved.




CERTIFIED COPY

MARYANNE MORSE
CLERK DF CIRCUIT COURT

Memorandum of Understanding ss@sm ﬁm 2 og@
BY. o
DEPLTY CLERK.

TO PROVIDE FOR THE
MANAGEMENT, SUPERVISION AND COORDINATION
OF THE WORKFORCE CENTRAL FLORIDA ONE-STOP 5YSTEM

INTRODUCTION. _
The Workforce Investment Act, signed into law by the President on August 7, 1998 establishes

a One-Stop service delivery system to unify the numerous workforce development programs
into a coordinated, integrated, service delivery system that eliminates unwarzanted duplication
and provides a “no wroﬁg door™ approach to service delivery for those seeking to enter or
return ta the workforce and employers secking new hires. As stated in the Act, this system will
“increase the employment, retention and earnings by participants, and as a tesult improve the

~ quality of the workforce, reduce welfare dependency, and enhance the productivity and

competitiveness of the nation.”

To accomplish this, Section 121 of the Act requires that the local Workforce Tnvestment Board
develop and enter into a memorandum of understanding with mandatory one-stop partners

which are identified by the programs / actjvities they administer. This document is that
reguired memorandum of understanding.

PARTIES TO THE MEMORANDUM. This Memorandum of Understanding is entered into,

by and between:

A. Individual One-Stop Partner; _Seminole County_, hereinafter referred to as “Partner”, as
the agency responsible for delivering employment and training activities carried out under

the Community Services Block Grant Act (42 U.5.C. 9901 et. Seq.).

B. Central Florida Regional Workforce Development Board d/b/a Workforce Central Florida,
hereinafier referred to as "WCE", as the regional Workforce Development Board under the
Workforce Investmaent Act (WIA) and the Welfare-to-Work Act, the WAGES Coalition
under the Florida WAGES Act, and the designated administrative entity and fiscal agent for

these funding sources.

PURPOSE OF THIS MEMORANDUM.
A. Toidentify and describe the services to be provi'ded by the Partner and the One-Stop

System;
Page 1




B. To specify methods of referral and unified service provision between the Partner and WCER.

ATTACHMENTS. The following documents are hereby incorporated in this Memorandum of
Understanding by attachment and made a part thereof:
Attachment A ~ One Stop Partner Services and Programs

MANAGEMENT AND ADMINISTRATIVE RESPONSIBILITIES OF WORKFORCE

CENTRAL FLORIDA (WCE).
A. Executive Functions
1. Guidance and Technical Assistance: WCE shall provide and, when necessary, inferpret

the Act, regulations, and state and Board policy as they pertain to the Central Florida
One-Stop system and provide gnidance and technical assistance on same;

2. Interagency Coordination: WCF shall ensure that al! partners are routinely informed of
One-Stop Systern implementation, goals, progress, problems and any other matters
requiring attention through regular meetings, newsletters, etc.;

3, Strategic and Business Planning: WCF shall be responsible for the development and
dissernination of a biennial business plan and the System's long-term strategic plan.
WCEF shall ensure that the plans are followed in all material respects, including advising
the Board when modifications are necessary;

4, Operational Oversight: WCF shall ensure thét One-Stop System outcomes arc measured
on a regular basis and report to the Board the extent to which performance standards are
n&et, not met, or exceeded, to include analyses of factors éffecting those outcomes; and

5. Continuous Improvement: WCF shall develop and implement various research
methodologies to ascertain customer satisfaction and the effectiveness and efficiency of

the One-Stop delivery system. The resulis of this research with accompanying
recommendations shall be distributed to the One-Stop system for implementation of
comrective actions, including staff training. Note, no survey instrument will be
developed and issued by any partner to the One-Stop to determine customer satisfaction
with the services provided in the One-Stop. The survey of customers shall rest solely

with WCF,
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B. Financial Management
1. WCF shall establish and maintain fiscal controls and accounting procedures adequate to

permit the tracing of funds to a level of expenditure necessary to demonstrate that fands
were used for authorized purposes, and to prepare required reports;

2. WCF will prepare an annual operating budget for the One-Stop System, including both
contract funds and other {cash and non-cash) resources made available through resource
sharing memoranda;

3. WCF will analyze costs of the One-Stop system at year-end and determine if the

resource sharing memoranda adequately represent a proper allocation of costs, WCF
will prepare and present to the Board a corrective action plen in the event of significant.
variances in material costs;

WCF will prepare and make available to the Board of Directors, at least quarterly, a
financial staterpent presenting the financial condition of the corporation, together with an
aggregate expenditure report showing month-to-date and year-to-date expenditures and
variances from budget projections. WCF shall also prepare ad hoc financial status
reports as requested by the Board; and -

5. WCF shall serve as the purchasing and leasing agent for capital equipment acquisitions
for the One-Stop Centers, approving acquisition requests from the various centers,
selecting vendors for lease or purchase, and receiving and inveﬁtory control.

C. Faciliies and Property Management

1. WCEF shall serve as the facilities leasing coordinator for the One-Stop Centers,
responsible for negotiating WCF-held leases and lease-hold improvements, and for
assisting and advising on non-WCF-held leases with respect to layout, usage, and
compliance with lease terms and conditions; and

2. WCF shall serve as the property manager for the One-Stop Centers, responsible for the
inventory contro} of all purchased, leased or loaned capital equipment, fumnishings and

supplies to be used in the One-Stop Centers.

D. Outreach, Recruitment and Public Information Services
WCF shall provide a full range of public information, including brochures, pamphlets,

videos, web pages, and public service announcements, regarding the services, programs ang
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benefits of the One-Stop System, encouraging the use of and participation in both universal

and eligibility-based services.

RESPONSIBLITIES OF ONE-STOP OPERATOR

A. General: The designated One Stop Operator shall be responsible for implementing and
coordinating the program design and service delivery strategies developed by the Board
which will be employed at the One-Stop System Centers, including the appointment of the
individual One-Stop Career Center Managers and providing functional supervision of all
staff located in each of the One-Stop Centers.

B. Coordination of Program Staff Development and Training: The One Stop Operator shall
implement a continuous improvement plas that regularly assesses the training and
development needs of the staff of the One-Stop Centers, in all areas of program design and
service delivery, and coordinate the delivery of such training and development through
seminars, workshops and othér appropriate inerventions.

C. Employer Services; In coordination with other Partners, the One Stop Operator shall
provide direct services to arca employers, to include securing job orders, applcant
screening and testing, on-the-job and customized traiming, and labor market information.

D. Reporting: The One Stop Operator shall provide monthly, quarterly and year end reports of
actual outcomes as compared to goals for each One-Stop Center and for the system as a
whole. To accomplish this task, the One Stop Operator shall coordinate with all partners
located within the One-Stop Centers to gather information, identify problems, develop
corrective actions, and implement those corrective actions.

E. Referral to Training: The One Stop Operator shall issue Training Scholarships to only
those Training Vendors and occupational areas included on the Central Florida Approved

Training Vendor Matix.
Referral to other servics and activities: In the delivery of Core and [ntensive services the : ;

One Stop Operator shall refer customers who have identified a need for the services and
acitivities provided by the Partner to the appropriate Partner office.

Page 4
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VI, TERM , ,
This Memorandum of Understanding shall commence upon signature of both parties and

remain in effect until it is terminated by either party to the agreement with thirty days written
potifice. WCF may terminate this Memorandum of Understanding without thirty days notice
when it has determined that the Partner has fafled to fulfil the terms of this agreement or has

violated any stipulations of this memorandum.

¥ -

IX. MODIFICATION
This Memorandum of Understanding and its attachments contain the the entire agresment of

the parties. It supersedes all previous written or oral agreements between the parties.

This Memorandum of Understanding m:ay be modified through the mutual agreement of the

parties involved by either party providing thirty days wriften notifice to the other party of the

intent to modify. This notice must include a complete description of the portion or portions of
the MOU to be modified and the proposed effective date of the modification. No modification,
addition or deletion of this Memorandum of Understanding shall be valid unless the same be in

writing and signed by the parties hereto.
X1, SIGNATUREKS
By signing this Memorandum of Understanding, both parties agree to the provisions contained herein
and represent that they are duly authorized to exectrie this agreement.

Seminole County Board of Connty Commissioners CENTRAL FLORIDA REGIONAL
WORKFORCE DEVELOY BOARD, INC.

Signature
Gary J. Earl
President

/ IguatUﬂﬁ

Darryl McLain
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Attachment A - One-Sicp Partner Services and Programs

Vision of WCF: To ensure that the Central Florida One-Stop system effectively carries ont the
mandates of the Workforce Investment Act, the following general goals / vision are established and
agreed to by the Partners located in the One-Stop Centers, including the Central Florida One-Stop

Operator. The Central Florida One-Stop Career Centers systern shall:

> maintain a customer-focused service delivery where providing excellent customer service is
the primary concern;
offer “value added” services;

- provide services where function, not funding source, is evident;
maximize cooperation awong the partners; -
encourage operational collaboration by stressing the importance of all staff being champions
of collaboration;

emphasize cross training of all staff;
strive to exceed all goals of each of the Partners located within a One- Stop Center;

effectively monitor performance through varions tracking and reporting mechanisms;
endeavor to consolidats all possible “systerns” including the state MIS, tracking of services
and outcomes, reporting, etc, and work toward comrpon definitions, tracking criteria, goals
and measures across programs;

embrace the concept of continuous quality improvernent;
advocate for simplified eligibility requirements and documentation of such across programs

and the elimination of statutory and regulatory barriers to effective service delivery; and
> assist in the planning process and the evaluation of the One~Stop system for the Central

Florida Workforcs Development region.

YVVY YvYvy

Y'Y

Further obligations of the One-Stop Centers:
1. Provide services and / or training as funding is available and those customers are eligible for such.

2, Provide services and job placement assistance to those customers who are referred by the Parmer.
3. Maintain a One-Stop Center system that is conveniently located to the customers in the region.

4. Provide space for staff of the Partner to meet with joint-customers as space is available.

Obligations of the Partner:
1. The partner will retain responsibility for the interpretation of respective law and regulations, and the

specific delivery, reporting, monitoring, MIS entry, andit and audit resolution functions of the
programs / activities they are responsible for administering.

2. The Partner agrees to participate in the periodic regional partner meetings for the purpose of
improvement in service delivery, communication, eic.

3. The Parter agrees to allow its staff to attend cross training seminars provided by other partners and
the Ome-Stop Operator and to provide training to other Partners and the One-Stop Operator for the

purpose of mutual education.
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4. The Partner agrees to use the “One-Stop” phrase only in conjunction with the Central Florida One-
Stop Career Center system operated by the WCF and to submit for prior approval by the WCF all
material using said phrase in inforrnation intended for public consuzaption.

5. The Partner will designate one of its senior staff to be the point of contact for the One-Stop
Operator and WCF. This point of contact should have the experience and authority to react and
provide input for the Partner.

6. The Partner agrees to provide the following specific program services / activities:

A. Determining eligibility for any fund specific activities / programs operated by the Partmer
for customers referred from the One-Stop Operator.

B. Mzking appropriate referxals of interested individuals to the One-Stop Centers for activities
and services that are avatiable under the Workforce Investment Act, welfare transition

program, and/or Welfare-to-Work program.

C. Providing information, applications, proxeotional materials, ete. for use in the One-Stop
Centers for customers who may be in need of the services / activities provided by the
Pariner. Placing One-Stop Career Center promotional materials and information
throughout the appropriate offices of the Partoer.

D. The Parmer’s staff contact will advise others within the Partner’s organization about the
services available at the One-Stop, the delivery of those services, and other pertinent

information.

E. Assisting the One-Stop with providing follow along services to those referred to the One-
Stop Centers to ensure training completion, job placement and continued employment for at

weast ©0 days.

G. Providing techinical assistance as requested to WCF and its committees on matters relating
to employment and training activities carried out under the Comumunity Services Block |
Grant Act (42 U.3.C. 9901 et. Seq.) and other regional workforce education and training
needs.

Miscelianeon. .
Any iﬁs?*iwig aris? between the Partner and other Partners in the One-Stop or with the One-Stop
oF @:1 p ‘ug;mﬂh& resolved at the Jowest level possible. If unabie to resolve the dispute, the
?&rmﬁf_shf{ - mgt asﬁgation to the attention of the One-Stop Operator’s Project Director. If
rc_sgl?ﬂ‘;g‘jﬁis § *d the Partner and the One-Stop Operator’s Project Director shall meet
wi - '
¢yoerator shall ide _
The C}ne-Stfgg;’g;ﬂ; agencies ¥ AN issues, problems or concerns related to customer services
and/ c{r spe era, wark with the pash negatively affect the goals and vision of the Central Florida
Once—_S top SYs i s bt these recomzi® resolve these issnes, develop recommendations to resolve
the situation an *ions to the WCF for approval.
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'f SEMINOLE COUNTY COMMUNITY ASSISTANCE ) »
| 534 West Lake e Mary Blvd. Sanford, FL (407) 665- 2350"{; o
o FAX(407)6652358 |

APPLICATION HOURS 730-930am, MON-THURS |
e  APPLICATIONS NEED TO BE 00MPI.ETEB BEFEREQ 30 am-|

Nﬂ FUI.LUW UPS

S SATEUMEOFFIGE ?
188 Sausahte Blvd ‘Casselberry, FL (407) 665 3420 i
|  FAX (407) 665-3419 - e

o APPLICAT!ON HOURS 8 UU -1l] l]l] am MDN THURS

| MUST HAVE AN ESTABLISHEB SEMINDLE COUNTY RESIDENCE

~ RENT — UTILITIES -

Tn determme ellgihllty for asswtance, ynu need

‘t. Ptuuf of Seminole Cmmty resndenuy (Cument utlllty bl AND rent/lease agreemerrt
-or mortgage statement) o S

2. Valid Phelo LD. (DmrersLlcense orID. card)

3. Soeial Security Cards for all household memhers (W if accept wo- page Ietter from _
-Saciat Security stafing vou have applrect tor a ca:d or replacement earct wnh verfi cahon of
Social Security Numbet).

4. Proof of all ingome in the huusehutd for the past 3 months. ThlS mctudesAFDC
- Food Stamps, Child Suppart, SS, SSI; VA, Pensions, as well as all eamings).

5. Reason and verfication of loss of income. {Must be recent !oss efmceme past 3 months— '
 such as foss of work ar medicat reasen) P _

- 6. Uiility Cut-0ff Notice (Electicity, water or gag).
7. late Rental Nntme Must have 3-day notzce) S
8- Must have reempts for unexpected expenses (Credlt card eharges not cens;dered)

. NU CASE W!LL BE APPROVED WITHDUTAH. DDEUMENTATIGH - :

| CSca0607RENTUTILITIESGreen -




ACORD, EVIDENCE OF COMMERCIAL PROPERTY INSURANCE

DATE (MM/DD/YYYY)
07/27/07

THIS IS EVIDENCE THAT INSURANCE AS IDENTIFIED BELOW HAS BEEN ISSUED, 1S IN FORCE, AND CONVEYS ALL THE RIGHTS AND

PRIVILEGES AFFORDED UNDER THE POLICY.

PRODUCER NAME, CONTAGT PHONE 1-800-524-0191

COMPANY NAME AND ADDRESS E MAICNO: 10786

{A/C, No. Ext):
PERSON AND ADDRESS EAx

i (A/C, No}:

Princeton Excess & Surplus Lines Ins

E-MAIL
ADDRESS:

Arthur J. Gallagher Risk Management Services, Inc.

7380 W. Sand Lake Road

Suite 390 )

Qrlardo, FIL 32818

CODE: SUB CODE:

AGENCY
CUSTOMER D #:

IF MULTIPLE COMPANIES, COMPLETE SEPARATE FORM FOR EACH

NAMED INSURED AND ADDRESS
Seminole County BOCC

200 W County Home Road

Sanford, FL 32773

LOAN NUMBER POLICY NUMBER
Gl A3 EX0000046-00

EFFECTIVE DATE EXPIRATION DATE
ie/01/06 18/01/07

CONTINUED UNTIL
TERMINATED 1 CHECKED

ADDITIONAL NAMED INSURED{S)

THIS REPLACES PRICR EVIDENCE DATED:

PROPERTY INFORMATION (Use additional sheets if mors space is required}

LOCATICN/DESCRIPTION

COVERAGE INFORMATION CAUSE OF LOSS FORM } | BASIC

|BRDAD | x| spECiaL | | OTHER

COMMERCIAL PROPERTY COVERAGE AMOUNT OF INSURANCE: $ 800,000 DED: 200,000
YES!NOD

BUSINESS INCOME / RENTAL VALUE x If YES, LIMIT: [ ] Actual Loss Sustained _# of months:
BLANKET COVERAGE If YES, indicate amount of insurance on properties identified above: $
TERRORISM COVERAGE x | Attach signed Disclosure Notice / DEC

1S COVERAGE PROVIDED FOR "CERTIFIED ACTS" ONLY? KYES, SUB LIMIT: DED:

15 COVERAGE A STAND ALONE POLICY? K YES, LIMIT: DED;

DOES COVERAGE INCLUDE DOMESTIC TERRORISM? IfYES, SUB LIMIT: DED:
COVERAGE FOR MOLD IfYES, LIMIT: DED:
MOLD EXCLUSION (If "YES", specify organization’s form used)
REPLACEMENT COST x
AGREED AMOUNT
COINSURANCE % | HYES, %
EQUIPMENT BREAKDOWN (if Applicable) HYES, LIMIT: DED:
LAW AND ORDINANCE - Coverage for loss to undamaged portion of building ¥YES, LIMIT: DEL:

- Bemolition Costs IfYES, LIMIT: DED:
- Incr. Cost of Construction ifYES, LIMIT: DED:

EARTHQUAKE (If Applicable) X IFYES, LIMIT: gpo. 000 DED: 200,000
FLOQD (If Applicable) If YES, LIMIT: gpo, 000 DED: 200,000
WIND / HAIL (If Separate Policy) ® HYES, LIMIT: DED: 500,000
PERMISSION TO WAIE SUBROGATION PRICR TO LOSS

REMARKS - including Special Conditions {Use additional sheets if more space is required)

Real & Personal Property of the Ingured $800,000. XS $200,C00. Self Insured Retention

EMPLOYEE DISHONESTY (FIDELITY) COVERAGE IS PROVIDED.UNDER THE CAPTIONED POLICY:

$225,000 LIMIYT; $25,000 SELF INSURED RETENTICN.

CANCELLATION

THE POLICY 1S SUBJECT TO THE PREMIUMS, FORMS, AND RULES IN EFFECT FOR EACH POLICY PERIOD. SHOULD THE POLICY BE TERMINATED, THE

COMPANY WILL GIVE THE ADDITIONAL INTEREST IDENTIFIED BELOW__30

DAYS WRITTEN NOTICE, AND WILL SEND NOTIFICATION OF ANY CHANGES TO

THE POLICY THAT WOULD AFFECT THAT INTEREST, IN ACCORDANCE WITH THE POLICY PROVISIONS OR AS REQUIRED BY LAW.

ADDITIONAL INTEREST

NAME AND ADDRESS

Tish Callahan
Seminole County BoCC

200 W. County Heome Road

Sanford, FL 32773
USA

LENDER SERVICING AGENT NAME AND ADDRESS

MORTGAGEE
LCSS PAYEE

AUTHORIZED REPRESENTATIVE / /;ﬁf’/o;;'
/e

ACORD 28 (2003/10) audrdel
6743178

© ACORD CORPORATION 2003
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SEMINGLT COUNTY
PEORINIAS WK RAL TTIDRE

JOB DESCRIPTION
Position Title: Specialist Working Title: Community Assistance Specialist 11
Class Code: 5304 Non-Exempt EEO Code: Effective Date: August 30, 2002
*****‘k*********************‘k‘k**‘k**********************************************************
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Major Function

Technical work assisting with eligibility determinations of applicants for Community Assistance Programs.

Essential Functions

Note: These are intended only as illustrations of the various types of work performed. The omission of specific
duties does not exclude them from the position if the work is a logical assignment to the position.

Interview applicants for assistance to determine eligibility, nature, and amount of assistance needed. Coordinates with and
refers applicants to other agencies to obtain benefits for which applicants may qualify.

Determines applicant eligibility for services, including immediate assistance from Social Service Programs; including; food
vouchers, minor medical care, rent assistance, utility assistance, prescription medicine, and transportation to and from state
hospitals and burials.

Assists the Division Manager in developing, implementing and monitoring an ongoing follow-up program to measure client
services as it relates to performance outcomes.

Prepares and submits weekly, monthly and quarterly reports to the Division Manager on all grant funded programs.
Assists the Division Manager with the devélopment and review of division policies and procedures.

May relieve Division Manager of routine operational and administrative details as directed.

May act in the absence of the Division Manager as directed.

Makes presentations 1o civic groups and community based organizations.

Performs other duties as assigned or as may be necessary.




SEMINGLE COUNTY
TIDRIDAR 2ATLIRAL CHIOICE

JOB DESCRIPTION

Position Title: Specialist Page 2 Working Title: Community Assistance Specialist 11
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Minimum Qualifications

Thorough knowledge of state and local laws for public assistance programs, and public and private assistance agencies.
Considerable knowledge of rules and regulations governing eligibility for public assistance benefits administered under
various governmental assistance programs. Knowledge of medical services available at public health, hospital and private
medical facilities. Knowledge of the functions and activities of private and social services agencies. Knowledge of the
principles, practices, and techniques associated with the delivery of public assistance services. Knowledge of basic budget

preparation and review principles.

Ability to establish rapport with applicants and to establish effective working relationships with other County personnel,
officials, social service agencies and the general public. Ability to establish effective working relationships with community
based organizations. Ability to communicate effectively both orally and in writing. Ability to use personal computers and
other office equipment. Ability to review data and reports and present trend analysis. Ability to effectively assemble and
prepare reports for Community Assistance Programs.

Associate's Degree and four (4) years experience in Community Assistance Programs, including substance abuse.
g ¥ P

A comparable amount of education, training, or experience may be substituted for the minimum qualifications.

Working Conditions

Work is generally performed in an office setting, may occasional visit clients at home to verify information.
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JOB DESCRIPTION
Position Title: Senior Staff Assistant 4 Working Title: Community Assistance Clerk
Class Code: 5318 Non-Exempt EEO Code: 06 Effective Date: August 30, 2002
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Major Function

Provides general office and clerical support for the Community Assistance Division.

Essential Functions

Note: These are intended only as illustrations of the various types of work performed. The omission of specific
duties does not exclude them from the position if the work is a logical assignment to the position.

Processes clients on initial visit. Obtains necessary documents to meet program requirements and verifies information and
data received from applicant.

Type correspondence, meeting minutes, memoranda, reports, records, orders or other office documents from rough drafts
and notes,

Assembles materials from files and records for use in preparing reports and answering correspondence. Sorts and
organizes documents and office paperwork according to routine classifications.

Operates standard office equipment such as adding machine, computer, typewrtler, copy machine, and fax machine,
Performs other duties as assigned or as may be necessary.

Minimum Qualifications

Knowledge of community emergency assistance programs and services available in other agencies. Knowledge of
grammar, punctuation, spelling, and office practices and procedures.

Ability to communic ate with clients and to provide assistance when necessary.

Skill in formatting correspondence, reports, and summaries according to accepted modem practice. Skill in the use of
typewriter, computer and other standard office machines.

High School Diploma or GED and one (1) year office clerical experience. Some computer experience is required.
Ability to type 35 correct words per minute..
A comparable amount of education, training, or experience may be substituted for the minimum qualifications.

Working Conditions




Work is performed in a general office setting.
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