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[bookmark: _Toc167056391]1. General Information
[bookmark: _Toc1475210879]About Partner4Work
TRWIB, Inc. (dba “Partner4Work”) is the workforce development organization that connects funding, expertise, and opportunities to develop a thriving workforce in Pittsburgh and Allegheny County. With a budget of more than $30 million in public and private workforce funds, Partner4Work delivers a comprehensive portfolio of programs and initiatives for adults and youth to ensure that current and future needs of employers, job seekers, and underemployed workers are met. 
Helping businesses find and prepare the talent they need to thrive 
As a non-profit organization, Partner4Work offers a wide variety of services to help regional employers attract the talent they need to thrive. From customized labor market data to assistance with finding diverse talent, Partner4Work is the resource to deliver customized employment solutions for any business. 
Breaking down barriers to career opportunities 
Partner4Work helps provide adult and young adult job seekers with the opportunities to find meaningful employment. Through our providers, we provide access to career training and exploration programs; employment assistance; job search help; and a robust summer jobs program. Partner4Work opens the door to career opportunities. 
Providing community organizations with resources to make an impact 
Partner4Work proudly partners with more than 80 organizations in Pittsburgh and Allegheny County to provide opportunities for job seekers and businesses alike. We partner with community-based organizations, economic development agencies, training providers, businesses and educators to collectively bridge the gap between people looking for work and employers in need of talent. 
As the Workforce Development Board (WDB) for Pittsburgh and Allegheny County, Partner4Work has programmatic and administrative responsibility for services of the Workforce Innovation and Opportunity Act (WIOA) provided in the workforce development areas of Pittsburgh and Allegheny County. Partner4Work also oversees employment and training programs for recipients of Temporary Assistance for Needy Families (TANF) and the Supplemental Nutrition Assistance Program (SNAP) in Allegheny County.
[bookmark: _Toc570763823]WIOA and One-Stop Centers
The Workforce Innovation and Opportunity Act (WIOA) is the primary federal law governing the funding and provision of workforce development services to job seekers, employers, and other stakeholders in the United States, primarily administered by the US Department of Labor (USDOL). WIOA is designed to help job seekers access employment, education, training, and support services to succeed in the labor market and to match employers with the skilled workers they need to compete in the global economy. Please visit the USDOL website at www.dol.gov/agencies/eta/wioa for a more thorough overview of WIOA. All qualified parties interested in submitting an application in response to this RFP must be familiar with the goals and requirements of WIOA and all its implementing guidelines; the selected bidder must follow and comply with all rules and regulations therein.
In many ways, the cornerstone of WIOA is a one-stop service delivery system that meets the needs of dual customers: the job seeker and the employer. One-stop centers, also known as American Job Centers, include a collection of agencies responsible for providing seamless service delivery to job seekers and employers. In Pennsylvania, the one-stop system is branded and referred to as “PA CareerLink®.” The PA CareerLink® system is measured by its effectiveness, accessibility, and continuous improvement, demonstrated by its ability to achieve negotiated performance goals, integrate available services, and meet the workforce development and employment needs of local employers and job seekers. Broadly, the role of the -stop One-Stop Operator is the administration and coordination of partners within the PA CareerLink® centers. This procurement also reflects the direction outlined in Partner4Work’s 2023–2025 Strategic Plan and the findings of the August 2024 ‘Workforce Development Employer Engagement Strategic Planning – Current State Assessment’ to ensure practical innovation and continuous improvement.
The Stevens Amendment
The Stevens Amendment, Public Law 101-166, Section 511, is an appropriations provision that requires grantees of the Department of Labor (DOL), Health and Human Services (HHS), and Education to disclose for a grant program the percent of the costs financed with federal funds.
Partner4Work expects that any Agreement resulting from this RFP will be funded through the PA CareerLink® Operating Budget (OB) for PA CareerLink® Pittsburgh and Allegheny County. The OBs are supported 100% by state and federal agencies, including the Department of Labor (DOL), Health and Human Services (HHS), and the Department of Education, via awards made to the partner organizations contributing to the Operating Budgets. More information can be found about the OBs and contributing partners and programs in the 2024 WIOA One-Stop Partner Memorandum of Understanding (MOU) for the City of Pittsburgh and Allegheny County.
Partner4Work’s contribution to the Operating Budgets consists of state or federal funds provided by the U.S. Department of Labor as part of an award to Partner4Work totaling $5,678,488.76 and U.S. Health and Human services as part of an award to Partner4Work totaling $6,743,273.00.
Purpose of this RFP
Partner4Work is seeking a qualified entity to support and perform the One-Stop Operator role and related services within the PA CareerLink® system. This partnership will be instrumental in the re-establishment and strategic expansion of the One-Stop Operator model, with a focus on strengthening system coordination, enhancing service delivery, and aligning operations with evolving workforce needs and priorities This RFP aligns with the Workforce Innovation and Opportunity Act (WIOA), 20 CFR Part 678, and Pennsylvania Department of Labor & Industry’s Workforce System Policy (WSP 121-04), which governs the role and selection of One-Stop Operators.  This initiative aims to enhance the operational effectiveness, service delivery, and overall impact of the PA CareerLink® centers across the region.
Partner4Work seeks to deepen the integration and coordination of services among core partners, with a strong emphasis on fostering a collaborative, data-informed operational environment. The selected partner(s) will be expected to:
· Support efforts to implement a modernized One-Stop Operator model that aligns with current workforce development priorities and community needs.
· Strengthen cross-agency collaboration to ensure seamless service delivery and improved customer outcomes.
· Embed data-driven decision-making into daily operations, using performance metrics and customer feedback to guide continuous improvement.
· Promote a culture of accountability, innovation, and responsiveness within the PA CareerLink® system.
This procurement represents a critical step in advancing a more unified, efficient, and outcomes-focused workforce development system.
· See Statement of Work below for a more detailed description of the work required by the successful bidder.
[bookmark: _Toc1646549027]The System Challenge
PA CareerLink® Centers in Allegheny County and Pittsburgh are expanding their reach by integrating Pennsylvania Department of Human Services (DHS)-funded TANF programs, specifically the Employment and Retention Network (EARN) and Work Ready (WR) programs. Together, these partners are expected to serve more than 500 new clients annually at the PA CareerLink® Centers and will further operate from a series of established community-based sites to connect jobseekers within their own neighborhoods. This influx of new clients represents a significant opportunity to strengthen and streamline services to all job seekers served through the Centers. 
Coordinating business services has primarily been done by partners individually, with a need for a stronger collective strategy in serving businesses. In 2024, L&I’s Workforce Development Bureau of Partnership and Operations (BWPO) requested a systemwide review of employer engagement practices utilized by PA CareerLink® offices. The priority areas that emerged from the analysis and interviews were:
· Stronger job seeker qualification matching for employers
· PA CareerLink® brand awareness
· Strengthening community partnerships
· Prioritize business services team (BST) structure
· Employer management
To address these challenges, Partner4Work is reimagining the role of the One-Stop Operator to drive service coordination for both jobseekers and employers, offer support to strengthen the business service team in the centers, and lead the positive development of a public PA CareerLink® brand in Allegheny County and Pittsburgh.
[bookmark: _Toc788652340]Anticipated Awards
Partner4Work intends to award a single contract as the result of this procurement. The initial contract period will span January 1 through June 30, 2026. The maximum annual contract value shall not exceed $500,000, depending on proposals received and funding available. The contract may be renewed for up to three (3) additional one-year terms (July 1–June 30 annually), contingent upon funding availability, program performance, and the evolving needs of the One-Stop Operator model. Renewal terms and funding amounts will be negotiated annually.
Applicants may be a single organization serving as the primary contractor and fiscal agent, or a lead partner of two or more entities, with a single lead organization/fiscal agent clearly designated in the proposal. In such cases, Partner4Work will enter into a contractual agreement solely with the identified lead entity. 
Applicants may also apply as a consortium of entities (20 CFR 678.600). If the consortium of entities is one of the one-stop partners, it must at a minimum include three (3) or more of the required one-stop partners described in WIOA section 678.400. All entities must sign the contract between the LWDB and the selected One-Stop Operator, as required by Workforce System Policy (WSP) 121-04, PA CareerLink® System One-Stop Operator (Pennsylvania Department of Labor & Industry).
Please note: All partners—whether directly contracted or engaged through a subcontract with the lead applicant—will be equally subject to all applicable federal, state, and local regulations and requirements. The designated lead applicant/fiscal agent will bear full responsibility for ensuring contract compliance, financial accountability, and programmatic oversight across all partner organizations. This includes the administration of any additional monitoring, reporting, and performance assessment requirements as determined by Partner4Work.
[bookmark: _Toc495395723]Period of Performance
Initial agreements resulting from this RFP are estimated to begin on or around January 1, 2026, and extend until June 30, 2026. Partner4Work may renew awarded agreements beyond June 30, 2026, for up to three additional contract periods, as shown in the table below, with the second, third, and fourth contract periods renewable at the discretion of Partner4Work, based on the performance of selected applicants, funds available, and other factors. Partner4Work reserves the option to modify contracts on a year-to-year basis. The agreement is not renewable after June 30, 2029.
	Anticipated Program Dates and Contract Periods

	Contract period 1 (base)
	January 1, 2026 – June 30, 2026
	Base contract award

	Contract period 2 (option)
	July 1, 2026 – June 30, 2027
	Renewable by Partner4Work

	Contract period 3 (option)
	July 1, 2027 – June 30, 2028
	Renewable by Partner4Work

	Contract period 4 (option)
	July 1, 2028 – June 30, 2029
	Renewable by Partner4Work



[bookmark: _Toc313122745]2. Background Information
[bookmark: _Toc788885499]PA CareerLink® Pittsburgh/Allegheny County
Partner4Work oversees two workforce development areas—Allegheny County and Pittsburgh—where two comprehensive one-stop centers exist, both offering the full range of PA CareerLink® services. The purpose of the centers is to provide accessible, seamless, customer-driven services to job seekers, employers, and other stakeholders. Allegheny County residents living in or outside of the City of Pittsburgh may participate in services at either center. Partner4Work expects the One-stop centers to be welcoming places that offer exceptional customer service and valuable opportunities to a broad range of businesses and job seekers. The centers provide help and guidance to individuals of all skill levels and work experience, utilizing services for a variety of reasons related to their job search. Some users engage solely in self-directed activities with the help of technological tools and informational resources while others may participate in more comprehensive, individualized career and training services. Business customers of PA CareerLink® receive services such as support with candidate screening and recruitment, staff assisted job postings, labor market information, and job fair hosting. 
No matter their needs, all individuals are welcome to come to PA CareerLink® for support and guidance. Described below are basic features of the current operational model at PA CareerLink® Pittsburgh/Allegheny County, offered for context and general reference. Bidders may propose arrangements conducive to the success of the applicant's proposed model, as allowed and appropriate, even if such arrangements differ from those described in this RFP. Locations and hours of operation for the comprehensive centers are provided below, which are subject to change at any time throughout the contract period. Partner4Work has site control, maintains the leases and/or pays facility costs at both centers.
PA CareerLink® Downtown Pittsburgh
914 Penn Avenue
Pittsburgh, PA  15222
Hours: 8:30am to 4:00pm

PA CareerLink® Allegheny East
300 Penn Center Blvd, Suite 800
Pittsburgh, PA 15235
Hours: 8:30am to 4:00pm

The spectrum of basic and individualized services offered to job seekers and businesses at PA CareerLink® centers in Pittsburgh and Allegheny County is delivered by core partners of the one-stop system defined by WIOA, in close coordination, including Title I: Workforce Development Activities (Title I-B Adult, Dislocated Worker, and Youth Services); Title II: Adult Education and Literacy Act programs administered by the Department of Education (DoED); Title III: Wagner-Peyser Act employment services administered by the Department of Labor (DOL); and Title IV: Rehabilitation Act Title I programs administered by DoED. In addition to the core partners, PA CareerLink® centers are host to numerous other partner agencies who enrich the centers with valuable career, educational and related resources. Both PA CareerLink® locations also host representatives of the Unemployment Compensation (UC) Office, who are available to provide basic assistance to claimants and potential claimants through scheduled appointments. The newest partners to provide services within the one-stop centers are the Allegheny County Education and Retention Network (EARN) and Work Ready Programs. The integration of EARN and Work Ready programs into the PA CareerLink® system will allow customers deeper access to human resources and increase access to training and other workforce services for EARN and Work Ready clients.  
Each of our centers has substantial weekly foot traffic, serving approximately 100 to 200 walk-in clients. Of these, around 50 to 100 individuals are first-time visitors seeking assistance specifically related to Unemployment Compensation services. These initial visits represent a vital access point for clients navigating job loss and reemployment resources. In parallel, our Title I provider’s employer services team plays a critical role in workforce engagement by actively connecting with an average of 100 new employer partners each week. Through these connections, the team facilitates the placement of roughly 120 job seekers into open positions using the Commonwealth Workforce Development System (CWDS), effectively bridging job readiness efforts with employer demand in our region. The significant volume of traffic through the center highlights the imperative for comprehensive, well-coordinated systems to manage referrals and deliver a consistent, high-quality client experience across all partner entities
PA CareerLink® Pittsburgh/Allegheny County is committed to increasing access to job seekers and bringing PA CareerLink® services and resources to locations beyond the one-stop centers. As such, current PA CareerLink® staff provide information, general assistance and services in select neighborhood-based locations. 
Please review Partner4Work’s WIOA One-Stop Partner MOU for a more comprehensive overview of the system, partners and one-stop services - https://www.partner4work.org/document/workforce-innovation-opportunity-act-one-stop-partner-memorandum-understanding-city-pittsburgh-allegheny-county/
[bookmark: _Toc1322530252]One-stop Operator
At a minimum, per §678.620 the One-Stop Operator must coordinate the service delivery of required one-stop partners and service providers ensuring a seamless distribution of career services, training services and other employment-related services provided by required and additional partner programs offered in the local area. 

[bookmark: _Int_7EttbkJb]In 2017, the Department of Labor sent Training and Employment Guidance Letter (TEGL) 15-16 describing the competitive selection of the One-Stop Operator. The TEGL states that WIOA and its implementing regulations require local workforce boards (e.g., Partner4Work) to use a competitive process to select a One-Stop Operator for the system and support continuous improvement through the evaluation of the One-Stop Operator performance and the re-competition of One-Stop Operators every four years. Competition is intended to promote the efficiency and effectiveness of the One-Stop Operator by providing a mechanism for local workforce boards to examine performance and costs against original expectations regularly. 

In 2021, PA Department of Labor & Industry issued Workforce System Policy (WSP) 121-04, specifying operational roles and responsibilities. The required role of a One-Stop Operator is to coordinate the delivery of partner program services in the local service delivery system ensuring a seamless distribution of career services, training services and other employment-related services provided by required and additional partner programs offered in the local area. 

 To help ensure the coordination of program services, the One-Stop Operator is charged with the functional supervision of one-stop service locations. This may take the form of a service location manager (i.e. Site One-Stop Operator) or other means determined effective. Local workforce development boards (LWBD) such as Partner4Work may also assign any number of additional responsibilities to the One-Stop Operator. At minimum, responsibilities should fall under the following categories:

[bookmark: _Toc947532320]Administration
The One-Stop Operator is thoroughly knowledgeable of the Workforce Innovation and Opportunity Act (WIOA), its accompanying regulations, and all applicable federal, state, and local laws, policies, rules, directives, and contracts. This understanding is foundational to guiding the administrative responsibilities and obligations of the one-stop delivery system. The One-Stop Operator ensures implementation of the Memorandum of Understanding (MOU) as negotiated with system partners and works collaboratively with stakeholders to develop and maintain procedures that support effective operations at one-stop service locations. Additionally, the One-Stop Operator (OSO) is responsible for negotiating with partners and service providers on various operational matters including roles, responsibilities, services offered, staff complement, and overall operational structure. In collaboration with the Local Workforce Development Board (LWDB) or designated staff, the One-Stop Operator also negotiates space usage, occupancy agreements, and shared costs related to operations. Technological tools and services required for one-stop operations are recommended, maintained, and retired as needed by the One-Stop Operator. Furthermore, the One-Stop Operator provides the LWDB with ongoing programmatic and fiscal reports, along with other critical operational updates.
[bookmark: _Toc34155545]Coordination
The One-Stop Operator coordinates the delivery of services and activities among one-stop partners, as outlined in the MOU, fostering a cohesive service network. To support this, they build and sustain strong relationships with partners and service providers, which is essential for achieving high levels of collaboration and integration across programs. Serving as a neutral and effective intermediary, the One-Stop Operator ensures open communication and engagement among partners and providers. This includes organizing and leading periodic partner meetings, attending individual meetings, and maintaining comprehensive knowledge of each entity’s programmatic requirements and performance goals. The One-Stop Operator establishes and monitors an efficient customer referral system, ensuring it functions effectively to meet client needs. They also facilitate communication channels that keep partners and providers informed of updates from the LWDB and other stakeholders, while promoting services, activities, and workforce development-related events to the broader community.
[bookmark: _Toc2021138751]Managerial
In the managerial domain, the One-Stop Operator oversees operational management across the PA CareerLink® service delivery system, offering direction and functional supervision of One-Stop Operator staff and services. The One-Stop Operator's role includes planning and reviewing service delivery strategies to ensure compliance with federal, state, and local policies and operational manuals.  The One-Stop Operator collaborates with stakeholders under LWDB guidance to support the system-wide implementation of those plans. Additionally, the One-Stop Operator is responsible for enacting the Department of Labor & Industry’s Non-Discrimination Plan (NDP). They lead efforts in staff capacity building and system-wide service planning, implement customer satisfaction tools, and work to eliminate duplicated employment and training services. Regular performance monitoring and reporting ensures continuous improvement and accountability across the system.
[bookmark: _Toc1758243856]Public Relations
The One-Stop Operator represents the one-stop service delivery system within the local community, acting as a liaison to promote workforce development initiatives and the value of PA CareerLink® services. They maintain active communication with key education, economic development, and community-based stakeholders to ensure service relevance and responsiveness. By evaluating the current state of employment and training services, the One-Stop Operator engages with the local business community, employers, and job seekers to identify evolving workforce needs and guide future programmatic efforts. This outreach is critical in aligning service offerings with regional economic demands and labor market trends. 
[bookmark: _Toc1394792499]3. Statement of Work
This Statement of Work (SOW) describes the programmatic and administrative requirements applicable to any contract resulting from this RFP, referred to as “Agreement” below. The successful bidder, referred to as “ONE-STOP OPERATOR” below, will be required to comply with all standards described in the SOW. Partner4Work has applied its best efforts to create a descriptive SOW that reflects requirements likely to appear in an agreement; however, the final SOW for an awarded proposal may vary, based on bidder proposals and discussions, or other factors at the discretion of Partner4Work.
[bookmark: _Toc569686731]Services to be Provided
[bookmark: _Toc234069598]Service Requirements 
In accordance with the Workforce Innovation and Opportunity Act (WIOA), the role of the One-Stop Operator (OSO) is critical to the effective coordination and management of partners and services delivered through the PA CareerLink® system. Partner4Work (P4W), the Workforce Development Board serving Allegheny County and the City of Pittsburgh, is issuing this Request for Proposals (RFP) to identify and engage a qualified entity to serve as the One-Stop Operator for the local workforce development areas.
[bookmark: _Int_eaMECYfH]The selected One-Stop Operator will be charged with overseeing the operational coordination of all PA CareerLink® sites, ensuring that service delivery is streamlined, partner collaboration is robust, and operations are aligned with P4W’s strategic priorities. The OSO is expected to fulfill responsibilities consistent with TEGL 15-16 and WSP 121-04, including convening partners, integrating operational procedures, ensuring aligned use of shared resources, and providing oversight for CWDS-driven service tracking and reporting. Acting as a neutral and objective intermediary, the One-Stop OPERATOR will facilitate an integrated, customer-focused system that delivers high-quality services to both job seekers and employers.
The scope of work outlined in this RFP reflects P4W’s commitment to high-performing system operations that promote cross-partner cohesion, continuous improvement, accountability, and service excellence. The successful proposer will demonstrate the capacity to lead collaborative efforts, enhance operational effectiveness, and support innovation across the one-stop delivery system across the following domains.
[bookmark: _Toc502431166]System Leadership and Coordination
To ensure system-wide coordination and alignment, the One-Stop Operator (OSO) will be responsible for overseeing collaborative activities across all PA CareerLink® locations within Allegheny County. Key responsibilities include fostering strategic partnerships among Title-funded entities, site leadership, and other stakeholders to promote unified operational objectives. The OSO will be expected to convene and facilitate regular engagement forums—such as Business Services Team (BST) meetings, site leadership discussions, and community partner roundtables—to strengthen communication, alignment, and shared accountability across the network.
In addition to facilitating collaboration, the OSO must effectively manage partner relationships, support joint initiatives, and champion the implementation of Partner4Work’s (P4W) workforce strategies throughout the one-stop system. This includes working closely with P4W to coordinate pre-enrollment referrals and ensure seamless integration of projects that engage multiple PA CareerLink® partners.
Key performance indicators may include the establishment of shared workflows and protocols, frequency and outcomes of partner convenings, successful project launch and execution milestones, and data demonstrating improved referral completion rates and service integration. 
[bookmark: _Toc623561342]Operational Oversight and Continuous Improvement 
The One-Stop Operator will be responsible for day-to-day oversight of PA CareerLink® operations, with a focus on service quality, process efficiency, and customer satisfaction. Duties include managing client flow across intake, service delivery, and follow-up; evaluating operational procedures; and coordinating training for site personnel. The OSO will also be expected to lead system improvement initiatives as directed by Partner4Work (P4W) and to respond proactively to emerging operational challenges. This includes implementing quality assurance measures, service innovations, and performance enhancement strategies that align with a responsive and high-performing service delivery model.
In collaboration with P4W, the One-Stop Operator will support ongoing PA CareerLink® certification efforts. This includes:
· Conduct comprehensive reviews to ensure each site meets established certification criteria.
· [bookmark: _Int_FHomNnNo]Identifying and addressing areas requiring improvement.
· Coordinating corrective action plans with site leadership as necessary.
· Maintaining ongoing compliance with certification standards between formal reviews.
The successful respondent will demonstrate the capacity to uphold a culture of continuous improvement, maintain operational integrity, and advance strategic objectives within a dynamic workforce system. 
Key performance indicators will include the number and quality of job placements across PA CareerLink ® partners, employer and job seeker satisfaction ratings, levels of service utilization by job seekers and businesses, and metrics assessing the strength and consistency of partner collaboration. Performance data will inform ongoing system adjustments, promote transparency, and support a culture of continuous learning and refinement across all PA CareerLink® locations.
[bookmark: _Toc1360426783]Communication and Community Engagement
The One-Stop Operator will manage external communication and outreach for the PA CareerLink® system, serving as a public representative and brand steward. This includes ensuring consistent branding, messaging, and system visibility in alignment with PA CareerLink® communication standards. To assess the effectiveness of outreach and engagement efforts, the One-Stop may be evaluated based on a range of qualitative and quantitative indicators that reflect the visibility, accessibility, and perceived value of the PA CareerLink® system within the broader community. 
Key performance indicators may include demonstrated reach into high-needs or underserved communities, growth and engagement across social media platforms, the number and quality of news stories or media features highlighting PA CareerLink®, attendance at public events, the breadth and depth of engagement with community-based partners, and the frequency of public endorsements or testimonials affirming the system’s impact. 
[bookmark: _Toc746531702]Performance Management and Data Reporting
The One-Stop Operator will be responsible for fostering a data-informed culture across all PA CareerLink® locations in Allegheny County by leading comprehensive performance management and reporting efforts. In alignment with Partner4Work’s strategic priorities, the ONE-STOP OPERATOR will utilize the Commonwealth Workforce Development System (CWDS) to systematically collect, monitor, and analyze key performance data related to customer outcomes, employer engagement, service utilization, and operational efficiency.
The OSO will be expected to produce regular, actionable performance reports that inform system-wide planning, support accountability, and drive evidence-based decision-making. These reports will highlight trends, identify gaps or areas for improvement, and serve as the foundation for collaborative action planning with site leadership and partner agencies. The One-Stop Operator will be responsible for facilitating data reviews and performance discussions that promote continuous learning and system refinement.
Key performance indicators may include, but are not limited to, timely and accurate data submission, measurable improvements in service delivery and customer outcomes, use of data to guide resource allocation, and strategic direction. The One-Stop Operator’s ability to transform data insights into coordinated, performance-driven actions will be central to achieving excellence across the PA CareerLink® system. 
The selected applicant(s) must also participate in the One-Stop Operator evaluation process, as defined by WIOA, state policies, and related regulations, which will be conducted annually, at a minimum. The purpose of the evaluation is to ensure effectiveness, transparency, and alignment with local workforce system goals, and may include but is not limited to compliance with contract provisions; surveys from or interviews with PA CareerLink® partner agencies or customers; adherence to PA CareerLink® certification criteria; and other performance measures developed by Partner4Work.
[bookmark: _Toc228387676]Governance and Accountability
The One-Stop Operator will report directly to Partner4Work and serve as a central coordinating entity within the PA CareerLink® system. In this capacity, the OSO will work in close collaboration with Title-funded partners and executive leadership from workforce development agencies to ensure effective governance, strategic alignment, and system cohesion. The OSO is expected to uphold the highest standards of transparency, professionalism, and ethical conduct, providing consistent communication, participating actively in governance structures, and aligning all activities with applicable regional, state, and federal workforce policies.
The One-Stop Operator will also play a key role in supporting the development, execution, and refinement of system-wide strategies aimed at enhancing service delivery, operational performance, and customer outcomes. As both a strategic advisor and an implementation lead, the OSO will contribute to the design and delivery of improvements to the one-stop delivery model in alignment with Partner4Work’s vision and priorities.
The expectations association with this area may include, but are not limited to: timely and accurate submission of reports and required documentation, delivery of high-quality, complete, and actionable materials that meet project specifications, demonstrated alignment with and support for regional workforce development strategies, responsiveness to governance directives and stakeholder input and active participation in scheduled governance meetings, planning sessions, and compliance reviews.
[bookmark: _Toc354511761]Functional Supervision and Operational Oversight
The One-Stop Operator will be responsible for the day-to-day functional supervision of operations staff across all PA CareerLink® sites in Allegheny County. This includes ensuring the smooth operation of physical centers, addressing the immediate and ongoing needs of on-site personnel, and maintaining a professional, well-resourced, and customer-ready environment.
The OSO must ensure adequate staffing to support center functionality and service continuity, including providing oversight of daily workflows, maintaining operational readiness, and promptly resolving logistical or staff-related concerns. Responsibilities also include coordinating the onboarding of new partner staff, fostering a collaborative workplace culture, and working closely with partners to develop and implement meaningful professional development opportunities.
Additionally, the OSO will be expected to manage the procurement and availability of general office supplies and materials necessary for the effective functioning of each site. The OSO will serve as the first point of contact for addressing operational issues, ensuring that centers remain accessible, safe, and conducive to high-quality service delivery.
Key performance indicators will include the timeliness and effectiveness of staff onboarding processes, the level of staff satisfaction and engagement with operational support, and the contractor’s responsiveness to partner and staff needs, including the resolution of on-site issues. Additional indicators will assess the consistent availability and adequacy of office supplies and infrastructure, the implementation and uptake of professional development opportunities, and the overall operational functionality of PA CareerLink® centers. 
[bookmark: _Toc765246404]Staffing Requirements
The contractor may propose an operational staffing model that includes subcontractors, agency staff, or existing PA CareerLink® partner staff. Key personnel roles that are essential to the success of program operations are listed below; the titles are provided to support the description for the work outlined in this RFP. Bidders are encouraged to propose a staffing model that best supports the successful execution of the responsibilities outlined in this RFP. The roles and descriptions provided below are suggested and may be adapted to suit the proposed approach. Except for the One-Stop Operator and Site Administrator, staff can fill more than one role: 
· Director One-Stop Operations (may also be referred to as the One-Stop Operator) responsible for the overall operational leadership and coordination of staff and partners.
· Site Administrator- responsible for managing the day-to-day operations of the PA CareerLink locations, including general customer service and oversight of the Career Resource Center (CRC). Each PA CareerLink® center maintains a CRC equipped with computers, informational resources, phones and printers available to the public for job searching purposes. (The staffing plan should only include one of these roles).
· Customer Service Representatives responsible for staffing the CRC and receiving walk-in clients via in person or phone and directing them to appropriate services. These staff members are available to assist customers with their job search and provide customers with additional information about all services offered at the PA CareerLink®.
· Business Service Team Administrator responsible for facilitating the coordination of the Business Service Team (BST), which is a cross functional team of partner staff dedicated to business services to employers.
· Public Relations Specialist responsible for developing and executing strategic communications initiatives to enhance the organization’s public image and strengthen relationships with media, stakeholders, and the community. This role involves crafting compelling messages, managing media outreach, coordinating public events, and supporting brand visibility across multiple platforms 
· Wellness Coordinator responsible for designing, implementing, and promoting wellness initiatives that support the physical, mental, and emotional well-being of employees or program participants. This role involves coordinating health-related activities, building a culture of wellness, and evaluating the effectiveness of wellness programs in alignment with organizational goals.
· Note: While not required under WIOA, Bidders are strongly encouraged to include a Wellness Coordinator in their staffing plans. This proactive measure supports potential shifts in service delivery without needing a new procurement. The role is designed to align with EARN/WR partners’ programming and enhance service delivery by addressing the increasingly complex barriers faced by job seekers.

[bookmark: _Toc1878229960]Role of Partner4Work
As the Workforce Development Board, Partner4Work (P4W) is responsible for the competitive procurement of the One-Stop Operator in accordance with applicable regulations. P4W establishes the vision for our One-Stop Centers, develops the annual operating budget for each PA CareerLink® site in collaboration with site partners, and maintains oversight of the One-Stop Operator’s contract. This oversight includes monitoring compliance and actively managing all service contracts associated with PA CareerLink®. In addition to its oversight role, P4W serves as the fiscal agent, administering the annual operating budgets. The One-Stop Operator is responsible for managing these budgets in partnership with P4W, including the facilitation of allowable purchases using Resource Sharing Agreement (OB) funds.
[bookmark: _Toc1932377364]Performance Metrics
[bookmark: _Toc1286776042]Performance Metrics
Contract Performance Monitoring and Reporting
Partner4Work (P4W) will conduct comprehensive performance monitoring of the One-Stop Operator to ensure effective contract execution, system coordination, and alignment with strategic objectives. Performance outcomes will include evidence of WIOA-defined coordination, including: (a) joint service planning; (b) cross-program referrals; (c) use of CWDS for performance tracking; and (d) quarterly feedback from partner agencies on OSO effectiveness. Performance will be assessed through structured reporting, scheduled check-ins, and periodic strategic planning sessions involving P4W and representatives from system partners. The One-Stop Operator will be expected to support a data-informed management approach that enables ongoing evaluation, decision-making, and continuous improvement.
The One-Stop Operator, as subrecipient, will be responsible for submitting timely, accurate, and comprehensive quantitative and qualitative reports to Partner4Work. These reports must include supporting documentation that illustrates progress toward contract goals and system impact. Core reporting areas will include, but are not limited to: 
· Compliance with all contract terms and conditions, 
· Status updates on contract deliverables and timelines
· Customer participation rates and satisfaction with services received through PA CareerLink®
· Performance metrics tied to service delivery and operational effectiveness
· Site-level operational updates and relevant administrative data
· Demographic characteristics and service trends among PA CareerLink® customers
· PA CareerLink® staff participation in external engagement efforts (e.g., job fairs, recruitment events, community forums)
· Emerging trends, challenges, and opportunities affecting the regional workforce system, including customer behavior, labor market shifts, funding considerations, and strategic recommendations for system enhancement
P4W reserves the right to request additional performance data and documentation as needed to ensure accountability, system responsiveness, and alignment with evolving workforce priorities. 
Performance-Based Profit Distribution for For-Profit Respondents
Partner4Work (P4W) reserves the right to implement a performance-based distribution of allocated profit (“Closeout Profit”) for for-profit entities awarded a contract under this One-Stop Operator (OSO) RFP. This applies to individual organizations as well as for-profit members of a consortium that include an allocable profit amount in their proposed budget. Closeout Profit refers to a portion of the negotiated profit that may be withheld during the contract period and released, in whole or in part, based on verified performance against specific benchmarks established during contract negotiations.
[bookmark: _Int_QW3fNAvB]To be eligible for any Closeout Profit payout, the awarded entity must achieve at least 50% of the target on a majority of the finalized performance indicators. Once eligibility is established, each indicator will be scored proportionally based on actual, verified performance. Overperformance on certain outcome indicators may be used to offset partial underperformance, subject to limits. The final payout will be determined by averaging the scores across all indicators and applying that percentage to the withheld profit amount, with the payout capped at 100%. For example, an entity earning a performance score of 0.85 on $10,000 in withheld profit would receive an $8,500 Closeout Profit payment.
In the case of consortium models, all members must be co-signed to the contract, per Pennsylvania Workforce System Policy No. 121-04. Performance will typically be evaluated at the consortium level, though P4W reserves the right to assign specific benchmarks to individual for-profit members based on their roles and scope of work. Only for-profit members are eligible to receive Closeout Profit, and P4W will not oversee or mediate how payments are distributed internally among consortium members.
Consortium proposals must include a list of all participating organizations, including legal names, types (e.g., nonprofit, for-profit, educational), and a designated lead entity responsible for coordination. Respondents should identify which members are for-profit and intend to participate in the Closeout Profit structure. Proposals must outline each member’s roles and responsibilities, detail key functional areas, and describe how for-profit contributions align with anticipated performance indicators. Additionally, the consortium must explain internal governance processes for decision-making, coordination, and Closeout Profit distribution. All consortium members must acknowledge that they will be co-signers to the contract and jointly responsible for performance, compliance, and contractual obligations.
Partner4Work retains full discretion over the selection of performance indicators, target thresholds, scoring methodologies, and final profit distribution determinations. These terms will be finalized in the Contracted Statement of Work and Contracted Budget.
[bookmark: _Toc429960596]Budget Requirements
[bookmark: _Toc448983160]Program Cost Reimbursement 
Payment related to any agreement resulting from this RFP will be made on a cost reimbursement basis. This means your organization must have the financial capacity to pay all program costs up front. Partner4Work will require an invoice, proof of expenses, and required documentation to process a reimbursement. Partner4Work will only reimburse the provider for actual expenses incurred during the effective dates of the contract. The reimbursement timeline will be finalized during contract negotiation. Allowable costs will be determined by all applicable federal, state and local regulations, including but not limited to the Uniform Guidance and WIOA regulations. 
Invoicing must be submitted to Partner4Work monthly. The successful bidder must also be up to date with all reporting and documentation requirements to receive payment, as applicable.

[bookmark: _Toc18114653]4. Proposal Requirements and Process
This section provides instructions for preparing and submitting a proposal in response to this RFP, including required proposal content and format, important dates and deadlines, and how to find out more about the RFP. Before preparing and submitting a proposal, interested and qualified applicants are highly encouraged to read all other sections of this RFP and key source documents referenced throughout to gain a full understanding of the services requested and respondent characteristics and competencies sought.
[bookmark: _Toc2086161579]Eligible Applicants
[bookmark: _Int_iSHoplj3]To be eligible for funding under this RFP, applicants must be legally incorporated into entities that have been in continuous operation for a minimum of three (3) years. All applicants must be in good standing with the federal government, possess a current Unique Entity Identifier (UEI) (formerly known as a DUNS number), maintain active registration in SAM.gov, and carry insurance coverage meeting Partner4Work’s contracting requirements. Entities that are currently barred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in transactions by any Federal, State, City, or County agency—including Partner4Work or any quasi-governmental body—are ineligible to apply.
Applicants must demonstrate the technical expertise, operational capacity, and fiscal infrastructure necessary to successfully implement the scope of work defined in this RFP. This includes evidence of experienced and qualified personnel, sound administrative and financial management systems, and the ability to meet performance, reporting, and compliance requirements. Organizations must uphold high standards of public accountability, fiduciary responsibility, and ethical conduct, and must be capable of implementing and maintaining a robust self-monitoring system. This system should include regular internal reviews of performance data, quality assurance metrics, and financial integrity to ensure compliance and continuous improvement.
Applicants are expected to be fully knowledgeable of and compliant with all applicable laws, regulations, policies, and guidance governing the use of the funds outlined in this RFP. Partner4Work reserves the right, at its sole discretion, to terminate any agreement if it determines that the selected organization lacks the administrative, fiscal, or technical capacity to fulfill the responsibilities described herein.
[bookmark: _Toc2127676612]Minimum Qualifications
Eligible applicants for the One-Stop Operator role must be either a single entity (public, private, or nonprofit) or a consortium of entities that includes at least three (3) required one-stop partners located within the Partner4Work Local Workforce Development Area. All entities or consortium members must demonstrate a track record of effectiveness in delivering workforce services.
The selected One-Stop Operator will be designated as a subrecipient of a federal award and must comply with all applicable provisions of 2 CFR Part 200 (Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards).
Entities eligible to apply include, but are not limited to:
· Government Agencies or Units: Local or county governments, school districts, state agencies, and federal WIOA partners.
· Employment Service State Agencies: Agencies operating under the Wagner-Peyser Act, as amended by Title III of WIOA.
· Indian Tribes and Tribal Organizations: Including Alaska Native entities, Indian-controlled organizations serving Indians, and Native Hawaiian organizations.
· [bookmark: _Int_0i0Awebs]Educational Institutions: Accredited institutions of higher education, nontraditional public secondary schools (e.g., night schools), and area career and technical education schools. (Note: Elementary and traditional secondary schools are not eligible.)
· Community-Based or Nonprofit Organizations: Including workforce intermediaries with proven experience in workforce development service delivery.
· Other Qualified Organizations: Local chambers of commerce, business associations, and labor organizations capable of fulfilling the One-Stop Operator's responsibilities.
· Private, For-Profit Entities: Provided they can demonstrate effectiveness and adhere to federal, state, and local procurement and performance requirements.
All applicants must provide documentation demonstrating the applicant's organizational capacity, prior performance, and alignment with the duties of a One-Stop Operator as outlined in this RFP.
[bookmark: _Toc731207837]How to Apply
Interested and qualified applicants must submit proposals by September 5, 2025, at 5:00pm ET to RFP@partner4work.org. Emails must have the subject line “Proposal One-Stop Operator Services (Applicant Name).” Email submissions must not exceed 25 MB in total size, including all attachments. Late or incomplete proposals will not be considered. Proposals must be submitted in 11-point, Calibri font, double-spaced with 1-inch page margins. Your proposal may not be considered if page limitations and formatting requirements are not met. Your proposal must contain all the content below in the same general order presented. Strong proposals will demonstrate a full understanding of the requirements described throughout this RFP and establish the capacity, expertise and design needed to meet the required standards and goals: 
1. Cover Sheet – Use template provided. (See Partner4Work webpage for this RFP)
2. Executive Summary – Include each of the following: (maximum 2 pages) 
a. Overview: Overview of the organization’s qualifications and alignment with this RFP. 
b. Summary of One-Stop Operator model: Concise explanation of proposed contracting entities and any applicable partners: single entity, partnership, or consortium. 
c. Costs and funding required. Total amount of funding requested, and brief description of costs. 
3. Organization Description – Describe each of the following for your organization: (maximum 2 pages) 
a. Organizational description, including but not limited to year established, legal status, mission, principal programs and services, executive leadership, annual budget and number of full-time staff.  
b. Experience managing large scale projects and partnerships, especially with requirements and partners like those described in this RFP, including related performance outcomes. Provide contact information for at least two past or current funders (other than Partner4Work) who can directly attest to the work you describe and verify your ability to serve customers, achieve deliverables and meet performance goals. Partner4Work reserves the right to consider any previous performance data from workforce development programs. 
c. Administrative and fiscal capacity, including but not limited to your organization’s proven ability to provide fiscal support, control, and oversight, utilize information systems, manage resources and personnel, and produce timely and accurate program reports. 
4. Proposed Operational Model – Describe your proposed operational model. Applicants should directly respond to each of the sections below, focusing on connecting key components of the proposed program to the requirements described in this RFP. Strong responses will clearly demonstrate how the applicant will effectively meet all the standards, expectations, and desired outcomes found in this RFP. Guidance on key performance indicators (KPIs) is provided within the performance category descriptors outlined in Section 3: Statement of Work: (maximum 8 pages) 
a. System Leadership and Coordination outlines the applicant's ability to serve as a neutral system leader that facilitates effective coordination among Title-funded partners, workforce agencies, and other stakeholders. Proposals should highlight experience in cross-agency collaboration, leading joint planning efforts, and aligning service delivery models to achieve shared operational goals. Describe your approach to business service coordination and pre-enrollment referral management across partners. 
b. Operational Oversight and Continuous Improvement detail how they will monitor and enhance the performance of the PA CareerLink® system through structured oversight, regular evaluation, and the application of continuous improvement methodologies. Proposals must identify specific methods for collecting and reporting system-wide performance and include examples of past improvements driven by data and stakeholder feedback.
c. Communication and Community Engagement describe strategies for increasing system visibility and public awareness of PA CareerLink® services. This includes outreach to high-needs communities, leveraging media channels, organizing public events, and building relationships with community-based partners. Proposals should highlight plans for proactive communication, partnership development, and community trust-building.
d. Performance Data & Reporting: demonstrate the applicant's capacity to support a data-informed culture by managing comprehensive performance tracking and reporting efforts. Proposals should describe how the respondent will collect, analyze, and report data on service outcomes, employer engagement, and system operations using tools such as CWDS. The narrative should also explain how data will be used to guide decision-making and develop action plans.
e. Governance & Accountability: describe the process for decision making among partners, and the informal and formal accountability structures intended to maintain productivity, and adequate information sharing. Include a description of the operational model (single entity, partnership or consortium) and the roles and responsibilities of all stakeholders. 
f. Functional Supervision & Operational Oversight: explain the applicant's approach to managing the daily functional operations of PA CareerLink® centers. This includes oversight of site logistics, responsiveness to staff needs, onboarding of new partner staff, and procurement of general supplies. Proposals should include plans for fostering a supportive, well-equipped, and high-functioning service environment.
g. Staffing Requirements: outline the applicant's staffing plan, including key roles, job descriptions, qualifications, and responsibilities of individuals assigned to the contract. The response should include an organizational chart, identify the primary point of contact, and describe how staffing will ensure operational continuity, flexibility, and subject matter expertise. If a One-Stop Operator has been identified, please include the applicant's resume. Note: Resumes and job descriptions may be included in attachments, so they do not contribute to page limits.
h. Other Factors (optional): Describe any other factors Partner4Work should consider in evaluating the strength of your proposal, in terms of its value to jobseekers, businesses, PA CareerLink® partners, or the broader workforce development system in Pittsburgh and Allegheny County. Examples include but are not limited to additional services or benefits available to participants, leveraged resources, key partnerships, or technologies that could enhance programming. These and other factors may also be included in other sections of your proposal, depending on their relevance.  
i. Transition plan (if applicable): Should the outcome of this RFP result in a change to the current provider of  One-Stop Operator Services at PA CareerLink® in Pittsburgh and Allegheny County, Partner4Work reserves the right to negotiate a transition period during which incoming and outgoing providers work concurrently to ensure a smooth transition and minimize disruptions to customers. In the event of such a transition, Partner4Work expects all parties involved to work together to ensure services and customers are not negatively affected, prioritizing stability and continuity within the PA CareerLink® system. If you are not currently providing One-Stop Operator Services through PA CareerLink® in Pittsburgh and Allegheny County, describe how you would handle a transition if your proposal is selected, including but not limited to establishing relationships with PA CareerLink® stakeholders, potential employment of existing staff members, and transfer of important data and documentation. Partner4Work also requests, in the event of a transition, that the successful bidder give first consideration in employment to the outgoing provider already working within the PA CareerLink® system.

5. Program Costs/Budget – Submit a comprehensive budget that includes all programmatic and administrative costs, utilizing the required budget template available on the Partner4Work webpage for this RFP. Applicants should consult the General Information and Anticipated Award & Funding Sources sections of the RFP for guidance on potential contract values.

You are not required to allocate costs to specific PA CareerLink® centers, such as Downtown Pittsburgh or Allegheny East. However, your staffing plan must clearly specify which positions will be dedicated to PA CareerLink® Downtown Pittsburgh, PA CareerLink® Allegheny East, or both, in accordance with the guidance provided in the Program Narrative section. The successful bidder may be required to submit multiple budget versions following award notification, which reflect the specific funding sources and amounts awarded by Partner4Work.

All costs included in the proposed budget must be allowable, allocable, and reasonable according to applicable federal, state, and local regulations, including but not limited to the Uniform Guidance (2 CFR Part 200) and the requirements of the respective funding sources. Budgets should demonstrate a realistic and cost-effective strategy for implementing the proposed program, avoiding unnecessary or excessive expenditures. Applicants should refer to Appendix D for additional guidance on developing the budget and accompanying budget narrative and consult with the Uniform Guidance to identify disallowed costs.

Shared Operating Costs vs. Provider-Specific Costs: Do not include in your proposed budget costs that would be considered one-stop operating costs shared by partners of PA CareerLink®. See Partner4Work’s WIOA One-Stop Partner Memorandum of Understanding for an in-depth description of PA CareerLink® operating budgets, the Infrastructure Funding Agreement (IFA), and mechanisms for shared cost allocation.

Through the one-stop budgeting and resource sharing process, staff of PA CareerLink® partner agencies, including the contracted provider of  One-Stop Operator Services, are provided with basic office furnishings and access to equipment, which includes standard furniture, such as a cubicle or office room, desk, chair, and file storage; telephone service and related equipment (e.g., desk phone); internet service, including Wi-Fi; and access to multifunction printer/copier/scanners. Partner4Work covers the share of these costs assigned to the contracted provider of One-Stop Operator Services, and as such, these costs should not be included in your proposed budget. Shared operating costs also include rent, utilities, and building maintenance services, as well as information technology, equipment, supplies, and furniture common to all PA CareerLink® partners utilizing the one-stop centers (e.g., conference rooms, signage, brochures) or made available to the public (e.g., Career Resource Center, classrooms).

[bookmark: _Int_fjMtCLPg]The provider of One-Stop Operator Services is responsible for the cost of supplies and equipment that are not shared one-stop operating costs but are necessary for the execution of the proposed services. These may include general office supplies, laptops or desktops for One-Stop Operator staff, software applications, server or cloud-based storage, and IT services or support directly tied to One-Stop Operator functions. Ownership of such materials and equipment will be determined according to the applicable provisions of Uniform Guidance.

In the case of a provider transition, the availability, condition, and ownership of the equipment currently in use may vary. Non-incumbent bidders should therefore include all necessary supplies and equipment in their budgets, excluding any shared one-stop operating costs. These costs must be clearly described and itemized in the budget narrative, allowing Partner4Work to distinguish between one-time start-up expenses and ongoing operating costs. If a provider transition occurs, these start-up costs will be reviewed and negotiated during or following contract award.
See the above sections on Anticipated Awards and Payments for further information related to program costs. 

6. Budget Narrative (maximum 2 pages) – Provide a narrative to accompany the budget that describes the purpose of each cost, explains how all costs were estimated, assigns costs to PA CareerLink® Downtown Pittsburgh or PA CareerLink® Allegheny East (where applicable), and justifies the need for all costs in meeting contract requirements. In your narrative, be sure to clearly communicate the calculation for staff, equipment, general operations, technology, administration, indirect, and any other costs necessary to perform the services described in this RFP. A strong budget narrative will minimize or eliminate the need for clarifications from evaluators reading the proposal. If your proposal includes in-kind services or donations, including cash contributions, fee-for-service or other revenue generation, or any other leveraged resources, use the budget narrative to describe the actual or estimated value of such contributions. If applicable, also attach a letter of support from any organization providing leveraged resources in support of your proposal. See Appendix D for further guidance regarding the budget and budget narrative. 
7. Attachments
a. Required attachments - These attachments will not count against the page limitations for each proposal section above.
i. Reference letters. See Organization Description and Experience.
ii. Program organizational chart. See Program Narrative, Staffing Plan.
iii. Key staff resumes or minimum qualifications. See Program Narrative, Staffing Plan.
iv. Service flow chart. See Program Narrative, PA CareerLink® Service Model.
b. Optional attachments - You may choose to include optional attachments with your proposal; however, all attachments must clearly relate to your proposal. Examples may include letters of support, MOUs, a timeline or schedule of activities, or a table illustrating past performance. Optional attachments containing general information not directly relevant to the proposed program will not be considered. Strong letters of support or MOUs will attest to specific partnerships or relationships with organizations or businesses that you plan to leverage or involve directly in your program, as described in your proposal. Letters of support or MOUs should agree with the description of the support in your proposal and quantify the direct value of services or resources leveraged. Proposal readers may consider optional attachments in evaluating the proposed program, to the extent they strengthen the content of your proposal, as described herein. Attachments will not count toward the page limitations established herein.
[bookmark: _Toc2056837682]Review and Selection Process
All proposals received by the submission deadline will be initially reviewed by Partner4Work for completeness and compliance with this RFP. Proposals passing the initial review will be scored by qualified evaluators according to the criteria below, with attention to clarity and quality. High scoring proposals will clearly demonstrate an ability and likelihood to effectively perform the work and meet the standards and objectives of this RFP. Select applicants may be requested to participate in presentations or discussions with proposal evaluators and other Partner4Work staff.
The selected applicant(s) will be invited to negotiate a contract based on the selected proposal(s) and stipulations of the funding source. Final contracts are subject to successful negotiation, availability of funding, and other factors.
Scoring for the required sections of the proposal will be assigned as follows:
	Proposal Review Scoring Rubric

	1 & 2. Cover Sheet and Executive Summary
	Required, but not directly scored

	3. Organization Description
	20 points

	4. Proposed Operational Model
	60 points

	5. Program Costs
	20 points

	6. Attachments
	Used to support scores of related proposal sections

	Total points available
	100 points


[bookmark: _Toc1691409396]Review and Selection Timeline
All dates below are subject to change at Partner4Work’s discretion. Timeframes for proposal evaluation, possible bidder presentations and discussions, and notification of results are estimations provided for informational purposes only and may change without notification to bidders.
	Release of RFP
	August 1, 2025

	Due date – questions for bidder’s conference
	August 8, 2025, at 5:00pm ET

	Due date – registration for bidder’s conference
	August 11, 2025, at 5:00pm ET

	Bidder’s conference
	August 12, 2025, at 9:30am ET

	Due date – all questions regarding this RFP
	September 10, 2025, at 5:00pm ET

	Due date – proposal submission
	September 19, 2025, at 5:00pm ET

	Proposal evaluation timeframe (estimated)
	September-November 2025

	Possible bidder presentations and discussions (estimated)
	October 27-November 7, 2025

	Notification of results (estimated)
	December 2025


[bookmark: _Toc97489865]Questions
All questions or requests for additional information regarding this RFP must be made in writing to RFP@partner4work.org by September 10, 2025, at 5:00pm ET. Emails must have the subject line “Questions, One-Stop Operator Services [Organization name].” Answers will be posted publicly at www.partner4work.org. Interested parties are encouraged to check the website frequently for updates. Partner4Work may not answer questions received after September 10, 2025, at 5:00pm ET.

Bidder’s Conference 
[bookmark: _Int_aGk7Ja9Z]Partner4Work will conduct a bidder’s conference on August 12, 2025, at 9:30am ET. All interested applicants are highly encouraged to attend the bidder’s conference. The conference will be conducted virtually, and attendees must register no later than 5:00pm ET on August 11, 2025, by emailing RFP@partner4work.org and including organizational name and name(s) of attendee(s). Conference details and instructions will be sent to attendees upon registration. During the conference, Partner4Work staff will review the requirements of the RFP and proposal content. Questions may be posed during the bidder’s conference, but complete answers may not be available until a question/answer document is released following the conference. Interested applicants are encouraged to submit questions in advance of the bidder’s conference in writing to RFP@partner4work.org by 5:00pm ET on August 8, 2025. Interested applicants should view the bidder’s conference and resulting question/answer document as vital opportunities to obtain guidance on the scope and nature of the work required in this RFP or to ask related technical questions.

[bookmark: _Toc1594616537]Disclaimers
· Executive Order 2021-06, Worker Protection and Investment must be followed throughout this RFP. 
· This Request for Proposals (RFP) does not commit Partner4Work to award a contract. 
· Partner4Work may select a firm based on its initial proposal received, without discussion of the proposal. Accordingly, each proposal should be submitted on the most favorable terms, from a price and technical standpoint, that the bidder can submit to Partner4Work. Partner4Work may, however, have discussions with those firms it deems its discretion to fall within a competitive range. 
· Partner4Work reserves the right to request additional information from any applicant, request oral presentations from applicants, or conduct site visits from any applicant before a contract award. 
· Partner4Work reserves the right to fund portions of a proposal, or to reject any and all proposals in whole or in part. Rejection of a portion of a proposal does not necessarily negate the entire proposal. 
· Partner4Work may, at its discretion, adjust the level of funding provided to successful bidders under this RFP and/or consider the funding of proposals not initially funded under this RFP at a later date.  
· No costs will be paid to cover the expense of preparing a proposal or procuring a contract for services or supplies. 
· All data, material, and documentation originated and prepared by the bidder pursuant to the contract shall belong exclusively to Partner4Work and be subject to disclosure under the Freedom of Information Act, Right to Know Law, or other applicable legislation. 
· The contract award will not be final until Partner4Work and the successful bidder have executed a mutually satisfactory contractual agreement. Partner4Work reserves the right to make an award without further discussion of the proposal submitted. No activity may begin prior to final Partner4Work approval of the award and execution of a contractual agreement between the successful bidder and Partner4Work. 
· [bookmark: _Int_aqLZl8x4]The submission of the proposal warrants that the costs quoted for services in response to the RFP are not in excess of those that would be charged to any other individual for the same services performed by the bidder. 
· Applicants are advised that most documents in the possession of Partner4Work are considered public records and subject to disclosure.
· Partner4Work reserves the right to issue additional RFPs if and when it is in Partner4Work’s best interest to do so and may elect to negotiate and issue multi-year contracts to successful bidders under these or subsequent RFPs.  
· All programs and activities are designated equal opportunity for employers/programs. Auxiliary aids and services are available upon request to individuals with disabilities. Contact staff to request assistance with access to this RFP. 
· Applicants must be capable of agreeing to the requirements set forth in the Partner4Work contract templates, available at https://www.partner4work.org/document/partner4work-contract-templates/



























[bookmark: _Toc618649705]Appendix B- Administrative Requirements
Overview of Administrative Requirements 
At a minimum, all subrecipient organizations must meet the standards for uniform administrative requirements, cost principles, and audit requirements found at 2 CFR 200 (Uniform Guidance), as well as any regulatory requirements related to the funds. Your organization’s financial management system must provide for the following: 
1. [bookmark: _Int_5mEA1NUD]Tracking spending on multiple individual funding streams. Identification, in its accounts, of all Federal awards received and expended and the Federal programs under which they were received. Federal program and Federal award identification must include, as applicable, the CFDA title and number, Federal award identification number and year, name of the Federal Agency, and name of the pass-through entity (i.e., Partner4Work). 
2. [bookmark: _Int_67Pw7HT6]Fiscal reporting on an accrual basis. Accurate, current, and complete disclosure of the financial results of each Federal award or program in accordance with the reporting requirements set forth in 2 CFR 200.328 Financial Reporting and 200.329 Monitoring and Reporting Program Performance. If a federal awarding agency requires reporting on an accrual basis (2 CFR 200.302) from a recipient that maintains its records on other than an accrual basis, the recipient may develop accrual data for its reports on the basis of an analysis of the documentation on hand. Similarly, a pass-through entity must not require a subrecipient to establish an accrual accounting system and must allow the subrecipient to develop accrual data for its reports on the basis of an analysis of the documentation on hand.
3. Maintaining documentation supporting all spending and assets. Records that identify adequately the source and application of funds for federally funded activities. These records must contain information pertaining to Federal awards, authorizations, obligation, unobligated balances, assets, expenditures, income and interest, and be supported by source documentation.
4. [bookmark: _Int_5M27z4Wa]Maintaining internal controls that ensure compliance with all funding regulations. Control over, and accountability for, all funds, property, and other assets. The non-Federal entity must adequately safeguard all assets and assure that they are used solely for authorized purposes. See 2 CFR 200.303 Internal Controls. 
5. Producing a budget-to-actual report. Comparison of expenditures with budget amounts for each Federal award. 
6. Processing payments on a reimbursement basis. Written procedures to implement the requirements of 2 CFR 200.305 Payment. 
7. Budgeting and spending funds in allowable cost categories (i.e., direct, indirect, program, and admin costs). Written procedures for determining the allowability of costs in accordance with Subpart E - Cost Principles and the terms and conditions of the Federal award. 
Links to Relevant Fiscal and Program Policies and Regulations 
· 2 CFR 200 Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards 
· Pennsylvania’s workforce system policies – PA Department of Labor and Industry
· See Administration > Financial Management > WORKFORCE SYSTEM POLICY (WSP) No. 03-2015
· Pennsylvania Solicitation of Funds for Charitable Purposes Act 
· Workforce Innovation and Opportunity Act 
· Advisories from the USDOL’s Employment and Training Administration (ETA)


[bookmark: _Toc513652736]Appendix C – Budget Narrative Instructions
EXAMPLE
The budget narrative must provide a description of costs associated with each line item on the budget template. It should also include a description of leveraged resources provided (as applicable) to support grant activities. 
Use the following guidance for preparing the budget narrative: 
Personnel (1): List all staff positions by title (both current and proposed). Give the annual salary of each position, the percentage of each position’s time devoted to the project, the amount of each position’s salary funded by the grant, and the total personnel cost for the period of performance. 
Fringe Benefits (2): Provide a breakdown of the amounts and percentages that comprise fringe benefit costs such as health insurance, FICA, retirement, etc. 
Other Program Costs (3): Detail out other program expenditures, such as materials and supplies, technology, travel, etc. and break them down into 3 categories: program; work experience; training. 
Direct Admin Costs (4): Provide type of direct administrative cost being charged directly to grant along with amount. 
Indirect Costs (5): If you include indirect costs in the budget, then include one of the following: 
a) If you have a Negotiated Indirect Cost Rate Agreement (NICRA), provide an explanation of how the indirect costs are calculated. This explanation should include which portion of each line item, along with the associated costs, are included in your cost allocation base. Also, provide a current version of the NICRA. 
or 
b) If you intend to claim indirect costs using the 15 percent minimis rate, please confirm that your organization meets the requirements as described in 2 CFR 200.414(f). Clearly state that your organization has never received a Negotiated Indirect Cost Rate Agreement (NICRA), and your organization is not one described in Appendix VII of 2 CFR 200, paragraph (D)(1)(b). 
Applicants choosing to claim indirect costs using the de minimis rate must use Modified Total Direct Costs (see 2 CFR 200.68 below for definition) as the applicant's cost allocation base. Provide an explanation of which portion of each line item, along with the associated costs, are included in your cost allocation base. Note that there are various items not included in the calculation of Modified Total Direct Costs. See below the definitions to assist you in your calculations. 
2 CFR 200.68 Modified Total Direct Cost (MTDC) means all direct salaries and wages, applicable fringe benefits, materials and supplies, services, travel, and up to the first $25,000 of each subaward (regardless of the period of performance of the subawards under the award). MTDC excludes equipment, capital expenditures, charges for patient care, rental costs, tuition remission, scholarships and fellowships, participant support costs and the portion of each subaward in excess of $25,000. Other items may only be excluded when necessary to avoid a serious inequity in the distribution of indirect costs, and with the approval of the cognizant agency for indirect costs. 
The definition of MTDC in 2 CFR 200.68 no longer allows for any sub-contracts to be included in the calculation. You will also note that participant support costs are not included in the modified total direct cost. Participant support costs are defined below. 
2 CFR 200.75 Participant Support Cost (6) means direct costs for items such as stipends or subsistence allowances, travel allowances, and registration fees paid to or on behalf of participants or trainees (but not employees) in connection with conferences, or training projects. 
See Section IV.B.4. and Section IV.E.1 for more information. Additionally, the following link contains information regarding the negotiation of Indirect Cost Rates at DOL: https://www.dol.gov/oasam/boc/dcd/index.htm. 	 
On the spreadsheet, please follow the below steps for indirect: 
· Enter Cost Rate into Cell E3 (This will calculate the amount of allowable indirect in cell E4) 
· In cell E5, enter the amount of indirect being charged to this budget.   
· In cells E6 and F6, you will enter a percentage to split the indirect between admin and program 
· Once you have completed the above steps, cells F5 and G6 should read “OK”, if it reads “ERROR” something was incorrect 
· Detail out the type of indirect expenses (column A) with total cost (column B) 
Other (7): Provide clear and specific details, including costs, for each item so that we are able to determine whether the costs are necessary, reasonable, and allocable. List any item, such as stipends or incentives, not covered elsewhere here.
Partner4Work (TRWIB, Inc.) is an equal opportunity employer. 
Auxiliary aids and services are available upon request to persons with disabilities.

image1.png
PARTNER-=WORK

The Workforce Development Board for the Pittsburgh Area




