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GENERAL TERMS & .CONDITIONS
REQUEST FOR QUOTATION (RFQ) AND REQUEST FOR PROPOSAL (RFP)

1. Awards will be made in the best interest of the State of West Virginia.

2. The State may accept or reject in part, or in whole, any bid.

3. Prior to any award, the apparent successful vendor must be properly registered with the Purchasing Division
and have paid the required $125 fee. o ‘ :

4. All services performed or goods delivered under State Purchase Ordet/Contracts are fo be continued for the
term of the Purchase Order/Contracts, contingent upon funds being appropriated by the Legislature or otherwise:
being made available. In the event funds are not appropriated or otherwise available for these sefvices or goods
this Purchase Order/Coniract becomes void and of no effect after June 30. '

5. Payment may only be made after the delivery and acceptance of goods or services.

6. Interest may be paid for late payment in accordance with the West Virginia Code. L

7. Vendor preference will be granted upon written request in accordance with the West Virginia Code.

8. The State of West Virginia is exempt from federal and state taxes and will not pay or reimburse such taxes.

" 9. The Director of Purchasing may cancel any Purchase Order/Contract upon 30 days written notice to the seller.

10. The laws of the State of West Virginia and the Legislative Rules of the Purchasing Division shall govemn the
purchasing process.

11. Any reference to automatic renewal is hereby deleted. The Confract may be renewed only upon mutual written
agreement of the parties. :

12. BANKRUPTCY: In the event the vendor/contracior files for bankruptcy protection, the State may deem -
this contract null and void, and terminate such contract without further order. _

13. HIPAA BUSINESS ASSOCIATE ADDENDUM: The West Virginia State Government HIPAA Business Associate
Addendum (BAA), approved by the Attorney General, is available online at www.state.wv.us/admin/purchase/vrc/hipaa.htm
and is hereby made part of the agreemeni. Provided that the Agency meets the definition of a Cover Entity
(45 CFR §160.103) and will be disclosing Protected Health Information (45 CFR §160.103) to the vendor.

14, CONFIDENTIALITY: The vendor agrees that he or she will not disclose to anyune, direcily or indirectly, any such
personally identifiable information or other confidentia!l information gained from the agency, unless the individual who is
~ the subject of the information consents to the disclosure in wriling or the disclosure is made pursuant io the agency's
policies, procedures, and rules. Vendor further agrees to comply with the Confidentiality Policies and Information
Security Accountability Requirements, set forth in hitp/Avww.state wv.us/admin/purchase/privacy/notice Confidentiality.pdf.

15. LICENSING: Vendors must be licensed and in good standing in accordance with any and alf state and local laws and
requirements by any state or local agency of West Virginia, including, but not limited to, the West Virginia Secretary
of State's Office, the West Virginia Tax Department, and the West Virginia Insurance Commission. The vendor must
provide all necessary releases to obtain information to enable the director or spending unit to
vetify that the vendor is licensed and in good standing with the above entities.

16. ANTITRUST: In submitiing a bid to any agency for the State of West Virginia, the bidder offers and agrees that
if the bid is accepted the bidder will convey, sell, assign or transfer to the State of West Virginia all rights, title and interest
in and to all causes of action it may now or hereafter acquire under the antitrust laws of the United States and the Stale of
West Virginia for price fixing and/or unreasonable restraints of trade relating o the particular commodities or services
purchased or acquired by the State of West Virginia. Such assignment shall be made and become effective at the time the
purchasing agency tenders the initial payment to the bidder. .

| certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm, imited
liability company, parnership, or person or entity submitting a bid for the same material, supplies, equipment or
setvices and is in all respects fair and without collusion or Fraud. | further certify that | am authorized to sign
the certification on behalf of the bidder or this bid.

INSTRUCTIONS TO BIDDERS
1. Use the quotation forms provided by the Purchasing Division. Complete all sections of the quotation form.

2. ltems offered must be in compliance with the specifications. Any deviation from the specifications must be clearly
indicated by the bidder. Alternates offered by the bidder as EQUAL to the specifications must be clearly
defined. A bidder offering an altemate should attach complete specifications and literature to the bid. The
Purchasing Division may waive minor deviations to specifications. : : :
3. Unit prices shall prevail in case of discrepancy. All quotations are considered F.O.B. destination unless alternate
shipping tefms are clearly identified in the quotation. '

4. All quotations must be delivered by the bidder to the office listed below prior to the date and time of the bid
opening. Failure of the bidder to deliver the quotations.on time will result in bid disqualifications: Depariment of
Administration, Purchasing Division, 2019 Washington Street East, P.O. Box 50130, Charleston, WV 25305-0130

5. Communication during the solicitation, bid, evaluation or award periods, except through the Purchasing Division,
is strictly prohibited (W.Va. C.S.R. §148-1-6.6).

Rev. 12/15/08
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WorkForce West Virginig (WFw

Stite of West Virginia
WORKFOREE WEST Vitginia
Reguest for Quetation WWV 11888

N {5 seeking: 4 Federal Brants Management-training provider to provide

the follawing trsining of agency staff, subs-recipients, and staff of partnering éntities:

R teainig provider st offer at leasttwelve (IaNLeE,

Cenduct two (2} courses to cover the foltowing tepics;

a) The topic for one. {1} class stiall cover, but shall not necessarily bie limited to, the following
areas: 1) preparing for a grant audit; 2} what ate-typical audit findings to watch far; 3} what
are the audi requirénents; 4):0MB Gircular A-133 audit requirements; and, S} establishing
interral controls;

bl The topic for the otherclass shiatl cover, bist shall not necassarity Bie limited to, the fallowing
areas: 1) Federal tequirements-for racipient and sub-recipients of Federal grant awards; 2)
identitylngdeficiensios-and developing cotrective action plaf(s)if necessatys and 3}

understanding the praperuse of sudit reports,

The dates fafﬁﬂm triing course-must e forne less than twoi{2) butho moré than three {3
consecutive days; (B} ongged e AIEhE {8} hour-days;

The traiiihg courses.sheuld bie Feld at least twenty (25) days apart. The first.course must be
sfferedin May and the second in June, 2011;

The training sust e providedin Charleston, West Virginia ata facility designated by WorkForee

The training shall be for-a group of not tore. i 30 garticipants;

The tisiniig provider must have srovided Federal Grant Training for at léast thie (3} ciotits.

i st provide their casitact Rarie s nEMEREoROH FEqieSEbY WarkFores West Virgiia,

Thie-training provider muit offer a natiorially tecagnized éar’ti_ﬁmﬁgrf firograin in. the area of
grantymandgemeit that & sffiliated with ssotiations such a5, but net limited to, the National
Grasts Management Assaclation (HGMAY :
The training provider must supiply alf training Material hecassaty for the coarse; and,

THe traliing provider shiall be fgspaqsihiéfgf “ary-and all:of its o travel, ledging; etc casts
necessary for each caurse. Travel expenses will fict e teimibursed,



Regquest for-Quatatipn

For Fecaral Grafits Matisgerient Tratning

Nare of Proposing Firm of Vendor:

Management Concepts Inc.

" Guantity

Total F‘remsedcost

Ciassl -

~F14,500

Total

Class. Il -

| _$14,500

Total

Grant Total of Class | and 1

$29,000

=¥

Note: The first class specifications must be-cormpleted.by the end of May 2011
Thie second class speeifications: rust be-completed by the énd of Jutie 2011

Note: Ancitlary expenses (travel, meals, lodging, efc.) MUST beincluded in the proposed elass rates.

Award will be based on fhe Towest Grand Tetal bid. Only bids from vendors meeting alt the requirements of this

RFQ will be cansidered.




ad State of West Virginia :
VENDOR PREFERENCE CERTIFICATE

1. Application Is made for 2.5% resident vendor preference for the reason checked:
p_léi Bidder is an individua! resident vendor and has resided continuously in West Virginia for four (4) years immediately preced-

ing the date of this certification; of,

r_a;Z__A Biddes is a partnership, association or corporation resident vendor and has maintained its headquarters of principal place of
business continuously in West Virginia for four (4) years immediately preceding the date of this certification; or 80% of the
ownership interest of Bidder is held by another individual, parinership, assoclation or corporation resident vendor who has
maintained it headquarters or principat place of business continucusly in West Virglnia for four (4) years immediately
preceding the date of this certification; or, _

g’@ Bidderis anonresident vendor which has an affiliate or subsidiary which employs a minimum of one hwndred state residents
and which has maintained its headquarters or principal place of business within West Virginia continuously for the four (4)
years immediately preceding the date of this certification; or,

2. . Application is made for 2.5% resident vendor preference for the reason checked: :

5/ Bidder is a resident vendor who certifies that, during tho ifs of e cantract. of A487%0% at least 75% of the employees
working on the project being bid are residents of West Virginia who have resided in the state continuously for the two years
immediately preceding submission of this bid; or,

3. Application Is made for 2.5% resident vendor preference for the reason checked:

n;@ Bidder is a nonresident vendor employing a minimum of one hundsed state residents or is a nonresident vendor with an |
affifiate or subsidiary which maintains its headquarters or principal place of business within West Virginia employing a
minimum of one hundred state residents who certifies that, during the fife of the contract, on average atleast 75% ofthe
employees or Bidder's affifiate’s or subsidiary’s employees are residents of West Virglnia who have resided in the state
continuously for the two years immediately preceding submission of this bid; or,

4. Appication s made for 5% resident vendor preference for the reason checked:
N/A.  Biddermeetseither the requirementof both subdivisions (1) and (2) or subdivision (1) and (3) as stated above; or,

5. Apptication Is made for 3.5% resident vendor preference who is a veteran for the reason checked:

EA Bidderis anindividual residentvendor whols aveteranofthe United States armed forces, the reserves or the National Guand
and has resided in West Virginia continuously for the four years immediately preceding the date on which the bid is
submitted, or, .

6. Appiication ts made for 3.5% resident vendor preference who is a veteran for the reason checked:

n /4 Bidderis aresidentvendorwhois aveteran of the United States ammed forces, the reserves or the National Guard, ¥, for
purposes of producing ordistributing the commodities or completing the projectwhich Is the subjectofthe vendor's bid and
conlinuousty over the entire term of the project, on average at least seventy-five percent of the vendor's employees are
reskdents of West Virginia who have resided in the state cont usly forthe two immediately preceding years.

Bidder understands if the Secretary of Revenue determines that & Bldder recelving preference has falled fo continue to meetthe
requirements for such preference, the Secretary may order the Direclor of Purchasing to: (a) rejectthe bid; or (b) assess a penaty
against such Bidder in an amount not to exceed 5% of the bid amount and that such penalty will be paid fo the contracting agency
or deducted flom any unpaid balance on the confract or purchase order.

By submission of this certificate, Bidder agrees to disclose any reasonably requested information to the Purchasing Division and
authorizes the Departmentof Revenue to disdlose tothe Director of Purchasing appropriate information verifying that Bidder has paid
the required business taxes, provided that such information does not contain the amounts of taxes paid nor any other information
deemed by the TaxCommissioner to be confidential. :

" Under penalty of law for false swearing (West Virginia Code, §61-5-3), Bidder hereby certifies that this certificate is true
and accurate in all respects; and that if a contract is issued to Bldder and If anything contained within this certificate
changes during th_e terin of the contract, Bidder will notify the Purchasing Division in writing immediately.

Bidder: s, Tne Signed:

Date:__4//{ 1 Tite:_Geasen o) Guused
mwmmammmmgmdam,mmmmmmmf “
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STATE OF WEST VIRGINIA
Purchasing Division

'PURCHASING AFFIDAVIT

West Virginia Code §5A-3-10a states: No conlract or renewal of any contract may be awarded by the stata or any of its
polilical subdivisions to any vendor or prospective vendor when the vendor or prospective vendor or a related parly to the
vendor or prospeclive vendor is a debtor and the debt owed is an amount greater than one thousand dollars in the

aggregate.

. DEFINITIONS:

“Debl® means any assessment, premium, penalty, fine, tax or other amount of money owed to the state or any of ils
political subdivisions because of a judgment, fine, permit violation, license assessment, defaulted workers' compansation
_premium, penally or other assessment presently detinquent or due and required to be paid to the state or any of ils
political subdivisions, including any interest or additional penallies accrued thereon.

“Deblor” mesns any individual, corporation, partnership, assodlation, lmited Habllity company or any other form or
business association owing a debt to the state or any of its political subdivisions. “Political subdivision” means any county
commission: municipality: counly board of education; any instrumentality established by a county or municipality; any
separate corporation or instrumentality established by one or more counties of municipalities, as permitted by law; or any
public body charged by taw with the performance of a govomenttuncﬁmorvdmsemﬁsdicum is coextensive with ane
or more counlles or municipalities. “Related party” means a pary, whether an individual, corporation, partnership,
association, limited liability company or any other form or business assaclation or other entity whatsoever, felated to any
vendor by blood, marriage, ownership or coniract through which the party has a relationship of ownership or other interest
with the vendor so that the party will actually or by effect receive or control a pordion of the benefit, profit or other
consideration from performance of a vendor contract with the party recelving an amount that meets or exceed five percent
of the total contract amount. ' '

EXCEPTION: The prohibitfon of this section does not apply where a vendor has contested any tax administered pursuant
to chapter éleven of this code, workers' compensation premium, permit fee or environmental fee or assessment and the
matier has not become final or where the vendor has entered into apaymmuplanoragmnentandmavendoﬂs not in
defewlt of any of the provislons of such plan or agreement.

Under penalty of laiw Tor false swearing (West Virginia Code §61-5-3), it is hereby certified that the vendor affirms and
acknowladges the information in this affidavit and is in compliance with the requirements as stated.

WITNESS THE FOLLOWING SIGNATURE

Vendor's Neame: 'd!ﬁuagg_ﬂgg{l’ (onstagls, Tnie .
Authorized Signature: % Date: &/ / LBJ aoyf
Stateof ___tJ ira.‘:u la '

Countyof ___faicfax _, to-wit:

Taken, subscribed, and swoin to before me this 13 day of A(yg'} ,2011 .

My Commission expires ﬂ_fﬂ’iu@ Jo  xnll
Wiy,

\\\\“

S qEsA JO;V”’ %,
AFFIX SEAL HERE SSidigle,, ~ NoTARY puBLIC ] .
= ) o '-_‘ N -
S58 o ﬁz,{wa Zkﬁ%% 229382

Purchasing Affidsvit {Revised 12/{593)




(4

MANAGEMENTCONCEPTS

April 21,2011

M. Frank Whittaker
Department of Administration
Purchasing Division

Building 15

2019 Washington Street, East
Charleston, WV 25305-0130

Reference: RFQ WWV11888 — Federal Grants Management Training (Audit)

Dear Mr. Whittaker:;

Management Concepts is pleased to respond to this requirement to provide instructor-led grants management
training for WorkForce West Virginia employees. Delivering high quality grants training is our core business and
what we do every day. Over the past 37 years, tens of thousands of public and private sector clients have availed
themselves of our services, either by sending individuals students to our open enrollment courses, or by engaging us
to conduct on-site grants training for their staff,

Following is our offer to provide on-site training for WorkForce West Virginia;

Course:

Course Description:

Outstanding Instructional Staff:

Certificate Program:

Audit of Federal Grants and Cooperative Agreements

See attachment 1 for a copy of the course syllabus and table
of contents.

Management Concepts carefully selected instructors stimulate student
interest with their comprehensive subject-matter knowledge. They
have extensive experience in the grants field, working either for the
federal government and/or the recipient community. Several of our
instructors have taught as adjunct faculty members at various
institutions of higher education, and many are practicing consultants,
serving both federal granting agencies and recipient organizations.
Because our instructors are thoroughly involved in the subjects they
teach, course presentations are current and relevant to your Job-related
training needs. See Attachment 2 for the proposed instructor’s resume.

Our comprehensive Grants Management Certificate Program ™ jg
designed to help candidates develop a solid foundation in grants
management. The program offers three tracks—for federal awarding
agencies, pass-through entities, and recipients of federal awards—to
meet the needs of specific segments of the federal grants community.

Our Certificate Program is based on feedback we received from
business/financial and program personnel representing all members of
the grants community—federal, state, local, and Indian tribal
governments; colleges and universities; nonprofits; and profit-making
entities. We obtained information about typical job duties and tasks;
the frequency with which these functions are performed; and the
statutes, regulations, and governmentwide guidance that must be
followed. We then designed a competency-based program to paraliel
the skills and knowledge required on the job.

Grants professionals are expected to possess sophisticated skills and a
comprehensive knowledge of governmentwide requirements, agency
regulations, and grants management best practices. Our program is

8230 Leesburg Pike - Suite 800 - Vienna, VA 22182 - 703.790.9595 - Fax: 703.790.1371 - www.managementconcepts.cor



Mr. Frank Whittaker

April 21, 2011
Page 2
designed to teach you how to understand and apply these requirements
and principles to manage federal dollars efficiently and effectively.
Completing the Certificate Program can:
Increase your effectiveness on the job
*  Serve as evidence that you have achieved a high level of
knowledge and skill in grants management
* Distinguish you from other candidates when seeking career
advancement
¢ Strengthen your chances for long-term success in the field of
grants management
The National Grants Management Association (NGMA) recommends
Management Concepts’ Grants Management Certificate Program as a
valuable professional development tool for the grants community.
Length: 2 days.
CEU Credits: 1.3 (0.65 per day)
Location: Client-provided training facility in Charleston, WV,
Proposed Training Dates: May 24-25, 2011.
# of Students: Up to a maximum of 30 participants.
Fixed-Price: $14,500.

The fixed-price includes all instructor travel and per diem, course
materials, and certificates for students who successfully complete the
course (full attendance is required).

Management Concepts will supply blank roster, attendance, and evaluation forms, and name tents, and we will
provide the POC with completed copies of these items, along with final exam grades. WorkForce West Virginia
will supply a training facility that will comfortably accommodate your group in table groups and includes the
following: a head table, podium, and chair for the instructor; a black/white board, chalk (or markers), and erasers; a
flipchart easel, pad, and markers; and an instructor computer, LCD projector and screen for Power Point
presentation. After the course presentation, we will send an administrative package containing the completed roster,
attendance sheets, student evaluations, and course certificates.

We accept the following forms of payment: purchase order, government training form, credit or purchase card,
check, or letter of authorization to bill your organization. Payment paperwork must be received prior to the start of
the course. We require a minimum cancellation/rescheduling notice of 30 days.

Audio/videotaping of course presentation is prohibited. Management Concepts will retain copyright and ownership
of the course materials.

I can be reached by telephone at 703-270-4013, if you have any questions. We would appreciate the opportunity to
be of service.

Sincerely,
Kathy Rougeux

Attachments: Attachment ! — Course Syllabus and Table of Contents
Attachment 2 — Instructor Resume

8230 Leesburg Pike - Suite 800 - Vienna, VA 22182 - 703.790.9595 - Fax: 703.790.1371 - Wwww.managementconcepts.com



AUDIT OF FEDERAL GRANTS AND
COOPERATIVE AGREEMENTS

Syllabus

Course Description

This two-day Audit of Federal Grants and Cooperative Agreements course
(2052) provides an in-depth understanding of the audit requirements for fed-
eral grants and cooperative agreements, with a focus on the audit process —
from hiring an auditor through audit resolution.

Learning Objectives
Through lecture and individual and group exercises, students will:
®  review OMB Circular A-133 audit requirements;

® develop evaluation criteria and choose the most qualified audit firm
from competing proposals;

® trace the auditor’s steps in conducting an audit;

» review the risk-based approach for determining major programs for a
hypothetical recipient;

® use A-133 criteria to evaluate the adequacy of an audit reporting
package;

= locate key information in a sample audit reporting package; and

® review sample findings and questioned costs as part of an audit reso-
lution team.

© Management Concepts Incorporated i



Audit of Federal Grants and Cooperative Agreements

Required Texis

The following required materials will be issued to each student on the first
day of class and will be used throughout the course.

Management Concepts®, Audit of Federal Grants and Coopera-
tive Agreements ©2011. [Includes text, appendices, and hand-
outs.]

Suggested Prerequisites

Introduction to Grants and Cooperative Agreements for Federal Personnel
(2040) or Managing Federal Grants and Cooperative Agreements for Recipient
Personnel (2062)

Successful Completion

Full (100%) attendance is expected and required. Successful completion of
the course depends on class attendance and active participation in individual
and group exercises. This intermediate course qualifies for 16 CPE credits.
The NASBA field of study is Auditing (Goevernmental).

Covurse Schedule

morning Introductions and Course Administration
Lesson 1: Grants Audits: Type, Scope, Guidance
Lesson 2: Audit Readiness

Lesson 3: Auditor Procurement

lunch

afternoon Lesson 3, Continued
Lesson 4: Planning and Conducting the Audit

i © Management Concepts Incorporated



Syllabus

morning Lesson 4, Continued
Lesson 5: Single Audit Reporting

lunch

afternoon Lesson 5, Continued
Lesson 6: Audit Followup and Resolution

© Management Concepts Incorporated iii



TABLE OF CONTENTS

Audit of Federal Grants and
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BOB CATES

Grants Subject Matter Expertise

Mr. Cates has over 30 years of federal grants experience in state government and as
a trainer and consultant. He currently operates two consulting businesses, one
focusing on assisting local governments and nonprofits with grants management,
indirect costs, and audit issues and the other focusing on disaster recovery. Prior to
these endeavors, Mr. Cates served in the South Carolina Governor’s Office for 20
years where he administered several block and categorical grant programs. As the
Governor's Authorized Representative (GAR) in the wake of Hurricane Hugo, Mr.
Cates supervised all aspects of grant administration related to the recovery effort
and developed policies and procedures to ensure program and financial compliance
at the state and subrecipient levels, including cities, towns, counties, school
districts, colleges and universities, state agencies, utilities, and nonprofits.

Competency-Based Grants Course Delivery and Design Experience

Mr. Cates is a respected member of Management Concepts' faculty, known in the

classroom for his enthusiasm, ability to make difficult material easy to understand,

and lively presentations that engage students. He teaches the following courses in

Management Concepts' competency-based Grants & Assistance Training

Curriculum:

»  Advanced Cost Principles

Applying for Federal Grants and Cooperative Agreements

Audit of Federal Grants and Cooperative Agreements

Awarding and Monitoring Subawards under Federal Grants

Business Management Systems for Recipients

Cost Principles: 2 CFR 220 (A-21), 225 (A-87), and 230 (A-122), and FAR 31.2

Developing a Cost Allocation Plan and Indirect Cost Rate under 2 CFR 295 (A-

87)

Ethics in the Grants Environment

Evaluating Federal Funds Management Capabilities of Recipients and

Subrecipients

Federal Grants Update (an annual update course)

Grants and GPRA: A Performance-Based Approach to Federal Assistance

How to Prepare the Application Budget

How to Write the Application Narrative

Managing Federal Grants and Cooperative Agreements for Recipients

Understanding National Policy Requirements

Uniform Administrative Requirements: OMB Circular A-102 and 2 CFR Part

215

» Subawarding for Pass-Through Entities: Designing Accountable Programs,
Selecting Subrecipients, and Monitoring Subgrants
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Mr. Cates served as primary subject matter expert during development of Grants
and GPRA and a course on disaster recovery. He assisted with major revisions to
the A-87 and Uniform Administrative Requirements courses and has served as a
subject matter expert on several of the annual Update courses.

In his position as the GAR following Hurricane Hugo, Mr. Cates designed and
conducted training seminars and workshops for certified public accountant (CPA)
firms and state, federal, and subrecipient personnel to ensure quality grant
management, programs, and audits.

Mr. Cates has taken several courses in competency-based training delivery,

including, most recently:

» Creative Training Techniques, presented by The Bob Pike Group, November
2009

Professional History

» Consultant Instructor, Management Concepts, 1996 to present. Mr. Cates
1s a core member of Management Concepts' faculty, presenting courses in grants
management, administrative requirements, cost principles, and audit to federal,
reciplent, and pass-through audiences. In addition to teaching open-enrollment
sessions, he has taught courses for many public and private sector clients,
including several local governments, the U.S. Virgin Islands, Missouri
Department of Health, Arizona Governor's Office, State of Washington
Department of Social and Health Services, DOI/Bureau of Reclamation, U.S. Fish
and Wildlife Service, Small Business Administration, the Federal Highway
Administration (courses for both federal personnel and their state recipients),
and the U.S. Forest Service (courses purchased by USFS to train state recipient
staff),

= CEO, Bob Cates & Associates, 1996 to present. Mr. Cates operates a
consulting business specializing in government liaison, grant and financial
management, indirect cost recovery, and audit resolution.

= CEO, Disaster Recovery Control Systems, Inc., 1996 to present. Mr. Cates
assists state and local governments and nonprofit organizations with resolution
of disaster-related activity.

= Director and Governor's Aide, Office of the Governor of South Carolina
- Budget & Control Board State Disaster Management/Recovery, 1989 to
1996. As the Governor’s Authorized Representative (GAR), Mr. Cates managed
all aspects of the state’s recovery efforts following Hurricane Hugo. In the wake
of the first catastrophic disaster following passage of the Stafford Act, he was
authorized to design and implement a disaster recovery management system.
Mr. Cates was responsible for establishing the organizational structure, staffing,
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policies, procedures, and systems to recover from the disaster that occurred in
the wake of Hurricane Hugo. As the GAR, Mr. Cates served as South Carolina
liaison with members of Congress, federal agencies, (the Federal Emergency
Management Agency, General Accounting Office, Office of Management and
Budget, FEMA's Office of Inspector General, (OIG), Department of Education,
and U.S. Army Corps of Engineers); 24 state agencies, and over 500 local
governments and subrecipients.

s Deputy Director for Fiscal Operations, South Carolina Division of
Economic Opportunity, 1982 to 1989. Mr. Cates was responsible for all
financial activity of the Division, both internal and external. Funding was
approximately $35 million and involved two HHS block grants (CSBG &
LIHEAP), and Department of Energy categorical grants. He developed and
implemented financial management systems, controls, and procedures; revised
all grant agreements; wrote policy manuals; and developed programmatic
planning packages. Mr. Cates also designed and presented financial
management workshops at semiannual conferences.

» Administrative Services Manager, Financial Management Specialist,
Accountant/Field Auditor, South Carolina Division of Economic
Opportunity, 1974 to 1982. As Administrative Services Manager, Mr. Cates
was responsible for both external and internal financial management,
overseeing state and federal grants as well as financial personnel. In his
previous positions, he conducted financial management reviews, audits, and
monitoring site visits of state subrecipients and assisted federal inspectors
general with quality control reviews of audit firms.
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B.S., Accounting/Business Management, University of South Carolina

B.S., Accounting/Economics, East Tennessee State University
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MANAGEMENTCONCEPTS

April 21, 2011

Mr. Frank Whittaker
Department of Administration
Purchasing Division

Building 15

2019 Washington Street, East
Charleston, WV 25305-0130

Reference: RFQ WWV11888 — Federal Grants Management Training (Federal requirements for recipients & sub-
recipients)

Dear Mr. Whittaker:

Management Concepts is pleased to respond to this requirement to provide instructor-led grants management
training for WorkForce West Virginia employees. Delivering high quality grants training is our core business and
what we do every day. Over the past 37 years, tens of thousands of public and private sector clients have availed
themselves of our services, either by sending individuals students to our open enrollment courses, or by engaging us
to conduct on-site grants training for their staff,

Following is our offer to provide on-site training for WorkForce West Virginia:

Course: Evaluating Federal Funds Management Capabilities of Recipients
and Subrecipients

Course Description: See attachment 1 for a copy of the course syllabus and table
of contents.

Outstanding Instructional Staff: Management Concepts carefully selected instructors stimulate student

: interest with their comprehensive subject-matter knowledge. They
have extensive experience in the grants field, working either for the
federal government and/or the recipient community. Several of our
instructors have taught as adjunct faculty members at various
institutions of higher education, and many are practicing consultants,
serving both federal granting agencies and recipient organizations.
Because our instructors are thoroughly involved in the subjects they
teach, course presentations are current and relevant to your job-related
training needs. See Attachment 2 for the proposed instructor’s resume,

Certificate Program: Our comprehensive Grants Management Certificate Program ™ is
designed to help candidates develop a solid foundation in grants
management. The program offers three tracks-—for federal awarding
agencies, pass-through entities, and recipients of federal awards—to
meet the needs of specific segments of the federal grants community.

Our Certificate Program is based on feedback we received from
business/financial and program personnel representing all members of
the grants community—federal, state, local, and Indian tribal
governments; colleges and universities; nonprofits; and profit-making
entities. We obtained information about typical job duties and tasks;
the frequency with which these functions are performed; and the
statutes, regulations, and governmentwide guidance that must be
followed. We then designed a competency-based program to parallel
the skills and knowledge required on the job.

Grants professionals are expected to possess sophisticated skills and a
comprehensive knowledge of governmentwide requirements, agency
regulations, and grants management best practices. Our program is

8230 Leesburg Pike - Suite 800 - Vienna, VA 22182 - 703.790.9595 - Fax: 703.790.1371 - Wwww.managementconcepts.com



Mr. Frank Whittaker
April 21, 2011

Page 2
designed to teach you how to understand and apply these requirements
and principles to manage federal dollars efficiently and effectively.
Completing the Certificate Program can:
Increase your effectiveness on the job
Serve as evidence that you have achieved a high level of
knowledge and skill in grants management
*  Distinguish you from other candidates when seeking career
advancement
®  Strengthen your chances for long-term success in the field of
grants management
The National Grants Management Association (N GMA) recommends
Management Concepts’ Grants Management Certificate Program as a
valuable professional development tool for the grants community,
Length: 2 days,
CEU Credits: 1.3 (0.65 per day)
Location: Client-provided training facility in Charleston, WV.
Proposed Training Dates: June 22-23, 2011.
# of Students: Up to a maximum of 30 participants.
Fixed-Price: $14,500.

The fixed-price includes ail instructor travel and per diem, course
materials, and certificates for students who successiully complete the
course (full attendance is required).

Management Concepts will supply blank roster, attendance, and evaluation forms, and name tents, and we will
provide the POC with completed copies of these items, along with final exam grades. WorkForce West Virginia
will supply a training facility that will comfortably accommodate your group in table groups and includes the
following: a head table, podium, and chair for the instructor; a black/white board, chalk (or markers), and erasers; a
flipchart casel, pad, and markers; and an instructor computer, LCD projector and screen for Power Point
presentation. After the course presentation, we will send an administrative package containing the completed roster,
attendance sheets, student evaluations, and course certificates.

We accept the following forms of payment: purchase order, government training form, credit or purchase card,
check, or letter of authorization to bill your organization. Payment paperwork must be received prior to the start of
the course. We require a minimum cancellation/rescheduling notice of 30 days.

Audio/videotaping of course presentation is prohibited. Management Concepts will retain copyright and ownership
of the course materials.

I can be reached by telephone at 703-270-4013, if you have any questions. We would appreciate the opportunity to
be of service,

Sincerely,
Kathy Rougeux

Attachments; Attachment 1 — Course Syllabus and Table of Contents
Attachment 2 — Instructor Resume
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EVALUATING FEDERAL FUNDS MANAGEMENT
CAPABILITIES OF RECIPIENTS AND
SUBRECIENTS

Syllabus

Course Description

This two-day Evaluating Federal Funds Management Capabilities of Reci-
pients and Subrecipients course (2042) provides the basic skills needed to de-
termine whether current and prospective federal award recipients and subre-
ciplents are capable of managing federal funds.

Learning Objectives
Through lecture and individual and group exercises, students will:

® perform a cost analysis of a grant budget and identify cost areas re-
quiring explanation;

= explore federal standards for recipient systems and discuss bench-
marks for adequacy;

® review a recipient or subrecipient’s business management systems to
identify deficiencies and determine appropriate corrective actions; and

® use financial statements and audit reports to assess a recipient or
subrecipient’s federal funds management capabilities.

Required Texis

The following required materials will be issued to each student on the first
day of class and will be used throughout the course.

Management Concepts®, Evaluating Federal Funds Manage-
ment Capabilities of Recipients and Subrecipients ©2011. [In-
cludes text, appendices, and handouts.]
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Evaluating Federal Funds Management Capabilities

Suggested Prerequisifes

Introduction to Grants and Cooperative Agreements for Federal Personnel
(2040) or Subawarding for Pass-Through Entities: Designing Accountable
Programs, Selecting Subrecipients, and Monitoring Subgrants (2075).

Successful Completion

Full (100%) attendance is expected and required. Successful completion of
the course depends on class attendance and active participation in individual
and group exercises. This intermediate course qualifies for 16 CPE credits.
The NASBA field of study is Finance (8 hours) and Specialized Knowledge
and Applications (8 hours).

Course Schedule

morning Introductions and Course Administration
Lesson 1: Introduction
Lesson 2: Cost Analysis
lunch
afternoon Lesson 2, Continued
morning Lesson 3: Reviewing Business Management Systems
lunch
afternoon Lesson 4: Evaluating Financial Capability
Lesson 5: Documenting Your Evaluation
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BOB CATES

Grants Subject Matter Expertise

Mr. Cates has over 30 years of federal grants experience in state government and as
a trainer and consultant. He currently operates two consulting businesses, one
focusing on assisting local governments and nonprofits with grants management,
indirect costs, and audit issues and the other focusing on disaster recovery. Prior to
these endeavors, Mr. Cates served in the South Carolina Governor's Office for 20
years where he administered several block and categorical grant programs. As the
Governor's Authorized Representative (GAR) in the wake of Hurricane Hugo, Mr.
Cates supervised all aspects of grant administration related to the recovery effort
and developed policies and procedures to ensure program and financial compliance
at the state and subrecipient levels, including cities, towns, counties, school
districts, colleges and universities, state agencies, utilities, and nonprofits.

Competency-Based Grants Course Delivery and Design Experience

Mr. Cates is a respected member of Management Concepts' faculty, known in the

classroom for his enthusiasm, ability to make difficult material easy to understand,

and lively presentations that engage students. He teaches the following courses in

Management Concepts’ competency-based Grants & Assistance Training

Curriculum:

» Advanced Cost Principles

Applying for Federal Grants and Cooperative Agreements

Audit of Federal Grants and Cooperative Agreements

Awarding and Monitoring Subawards under Federal Grants

Business Management Systems for Recipients

Cost Principles: 2 CFR 220 (A-21), 225 (A-87), and 230 (A-122), and FAR 31.2

Developing a Cost Allocation Plan and Indirect Cost Rate under 2 CFR 9295 (A-

87}

Ethics in the Grants Environment

Evaluating Federal Funds Management Capabilities of Recipients and

Subrecipients

Federal Grants Updote (an annual update course)

Grants and GPRA: A Performance-Based Approach to Federal Assistance

How to Prepare the Application Budget

How to Write the Application Narrative

Managing Federal Grants and Cooperative Agreements for Recipients

Understanding National Policy Requirements

Uniform Administrative Requirements: OMB Circular A-102 and 2 CFR Part

215

= Subawarding for Pass-Through Entities: Designing Accountable Programs,
Selecting Subrecipients, and Monitoring Subgrants
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Mr. Cates served as primary subject matter expert during development of Grants
and GPRA and a course on disaster recovery. He assisted with major revisions to
the A-87 and Uniform Administrative Requirements courses and has served as a
subject matter expert on several of the annual Update courses.

In his position as the GAR following Hurricane Hugo, Mr. Cates designed and
conducted training seminars and workshops for certified public accountant (CPA)
firms and state, federal, and subrecipient personnel to ensure quality grant
management, programs, and audits.

M. Cates has taken several courses in competency-based training delivery,

including, most recently:

» Creative Training Techniques, presented by The Bob Pike Group, November
2009

Professional History

»  Consultant Instructor, Management Concepts, 1996 to present. Mr. Cates
is a core member of Management Concepts' faculty, presenting courses in grants
management, administrative requirements, cost principles, and audit to federal,
recipient, and pass-through audiences. In addition to teaching open-enrollment
sessions, he has taught courses for many public and private sector clients,
including several local governments, the U.S. Virgin Islands, Missouri
Department of Health, Arizona Governor's Office, State of Washington
Department of Social and Health Services, DOI/Bureau of Reclamation, U.S. Fish
and Wildlife Service, Small Business Administration, the Federal Highway
Administration (courses for both federal personnel and their state recipients),
and the U.S. Forest Service (courses purchased by USFS to train state recipient
staff).

= CEO, Bob Cates & Associates, 1996 to present. Mr. Cates operates a
consulting business specializing in government liaison, grant and financial
management, indirect cost recovery, and audit resolution.

= CEQ, Disaster Recovery Control Systems, Inc., 1996 to present. Mr. Cates
assists state and local governments and nonprofit organizations with resolution
of disaster-related activity.

» Director and Governor's Aide, Office of the Governor of South Carolina
- Budget & Control Board State Disaster Management/Recovery, 1989 to
1996. As the Governor’s Authorized Representative (GAR), Mr. Cates managed
all aspects of the state’s recovery efforts following Hurricane Hugo. In the wake
of the first catastrophic disaster following passage of the Stafford Act, he was
authorized to design and implement a disaster recovery management system.
Mr. Cates was responsible for establishing the organizational structure, staffing,
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policies, procedures, and systems to recover from the disaster that occurred in
the wake of Hurricane Hugo. As the GAR, Mr. Cates served as South Carolina
liaison with members of Congress, federal agencies, (the Federal Emergency
Management Agency, General Accounting Office, Office of Management and
Budget, FEMA's Office of Inspector General, (OIG), Department of Education,
and U.S. Army Corps of Engineers); 24 state agencies, and over 500 local
governments and subrecipients.

= Deputy Director for Fiscal Operations, South Carolina Division of
Economic Opportunity, 1982 to 1989. Mr. Cates was responsible for all
financial activity of the Division, both internal and external. Funding was
approximately $35 million and involved two HHS block grants (CSBG &
LIHEAP), and Department of Energy categorical grants. He developed and
implemented financial management systems, controls, and procedures; revised
all grant agreements; wrote policy manuals; and developed programmatic
planning packages. Mr. Cates also designed and presented financial
management workshops at semiannual conferences.

» Administrative Services Manager, Financial Management Specialist,
Accountant/Field Auditor, South Carolina Division of Economic
Opportunity, 1974 to 1982. As Administrative Services Manager, Mr. Cates
was responsible for both external and internal financial management,
overseeing state and federal grants as well as financial personnel. In his
previous positions, he conducted financial management reviews, audits, and
monitoring site visits of state subrecipients and assisted federal inspectors
general with quality control reviews of audit firms.

Educational Background
B.S., Accounting/Business Management, University of South Carolina

B.S., Accounting/Economics, East Tennessee State University

Associate B.S., Accounting/Business Management, Palmer College
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