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Sealed proposals will be received until July 28, 2017 at 11:00 a.m. 

    

All inquiries should be directed to: Robert K. Math, Administrator 
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http://council.cuyahogacounty.us/. 

CUYAHOGA COUNTY 

REQUEST FOR PROPOSAL 

 



   

2 

 

PUBLIC NOTICE 

REQUEST FOR PROPOSALS (RFP #40102) 

The Cuyahoga County Office of Homeless Services is seeking an organization to provide safe, 

high quality, temporary emergency shelter services for homeless women in Cuyahoga County. 

The selected provider will operate the Norma Herr Women’s Shelter at 2227 Payne Avenue, 

Cleveland, Ohio 44114 as well as provide easy access to mainstream benefits and services that 

will assist women in securing permanent housing and achieving self-sufficiency.   

 

A copy of the Request for Proposal is available from the Office of Procurement and Diversity. 

A Proposal received by a Vendor who is not a “Plan Holder of Record” may be deemed non-

responsive.  A “Plan Holder of Record” is one who has received the RFP directly from the 

Cuyahoga County Office of Procurement & Diversity. Please call (216) 443-7200 to request 

a copy of the RFP and to be placed on the official plan holders’ list. 

 

A pre-proposal conference is scheduled for July 6, 2017 at 1:00 p.m. at the Virgil E. Brown 

building, 1641 Payne Avenue, Cleveland, Ohio  44114, Conference Room 4A/B. Copies of the 

proposal specifications are available from the Office of Procurement and Diversity.  

Specifications will not be made available at the conference. 

 

Vendors are also encouraged to register with the County’s Buy Speed Vendor Registration 

Project on the Internet at www.opd.cuyahogacounty.us to receive notices of future bid 

opportunities [Phone: (216) 443-7200]. Awarded Contractors must be registered with the 

Cuyahoga County Inspector General. Information can be accessed on the Internet at 

www.inspectorgeneral.cuyahogacounty.us. 

 

 

Completed proposals must be submitted to the Cuyahoga County Administrative 

Headquarters Office of Procurement and Diversity, 2079 E. 9th Street, 2nd Floor, Room 2-

200, Cleveland, OH 44115, no later than 11:00 a.m. on July 28, 2017. 

 

 

Lenora M. Lockett, Director 

Office of Procurement & Diversity 

 

 

Publish in the Plain Dealer on June 26, 2017. 

 

This notice may also be viewed at the following Cuyahoga County Internet Web Site: 

www.opd.cuyahogacounty.us by selecting “Notices and Contracts Search.” At “Select Item Type 

to view by” click on “Notices.” Next enter the “Notice Bid Close date” range or “Notice Number” 

and select “search” to view applicable notices.  

http://www.opd.cuyahogacounty.us/
http://www.inspectorgeneral.cuyahogacounty.us/
http://www.opd.cuyahogacounty.us/
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ADMINISTRATIVE INFORMATION 

RFP Contact  

All vendor communications concerning the RFP must be directed to the contact person listed below.  

Any oral communication will be considered unofficial and non-binding on the agency.  Vendors 

should only rely on written statements issued by the County. 

 

Name:  Robert K. Math, Administrator  

Agency: Cuyahoga County Department of Health and Human Services  

Division of Contract Administration and Performance  

Address: 1641 Payne Ave., Room 510 

Cleveland, Ohio 44114 

Telephone: (216) 987-6911  

Fax:  (216) 987-7090 

E-Mail:  Robert.Math@jfs.ohio.gov 

 

Pre-proposal Conference  

A pre-proposal conference for all participating vendors is scheduled as indicated below. 

Date:  July 6, 2017 

Time:  1:00 p.m. 

Location:   The Virgil E. Brown Building 

  1641 Payne Avenue, Conference Room 4A/B 

  Cleveland Ohio  41114 

   

 

The purpose of the conference is to discuss with prospective vendors the work to be performed and 

allow them the opportunity to ask questions concerning the RFP.  It is strongly recommended that 

interested vendors attend. 

Vendors with a disability needing accommodations should contact the Department of Human 

Resources, Compliance Unit, 2079 E. 9th Street, Cleveland, Ohio 44115; Phone (216) 443-3192 

(Voice) or 443-7002 (TDD) prior to the date set for the pre-proposal conference so that 

reasonable accommodations can be made.   
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PROPOSAL INFORMATION 

 

 

PURPOSE OF THE RFP 

 

The Cuyahoga County Office of Homeless Services is seeking an organization to provide safe, 

high quality, temporary emergency shelter services for homeless women in Cuyahoga County. 

The selected provider will operate the Norma Herr Women’s Shelter at 2227 Payne Avenue, 

Cleveland, Ohio 44114 as well as provide easy access to mainstream benefits and services that 

will assist women in securing permanent housing and achieving self-sufficiency.   

 

INTRODUCTION 

 

Since 1993, the role of the Office of Homeless Services has been to convene community 

stakeholders; develop community consensus on specific housing initiatives; identify 

collaborative approaches to addressing homelessness; and strategically align multiple funding 

streams to address and resolve housing challenges for individuals and families in Cuyahoga 

County.  As the lead agency for the U.S. Department of Housing and Urban Development’s 

(HUD) Continuum of Care (CoC) funding, the Office of Homeless Services is responsible for 

ensuring compliance with the priorities and policies stated in the Homeless Emergency 

Assistance and Rapid Transition to Housing (HEARTH) Act including: 

 

• focusing activities on making homelessness brief, rare, and non- recurring; 

• ensuring resources are focused on the highest need individuals and families; 

• eliminating barriers to accessing Continuum of Care resources for those most in need 

• promoting a “housing-first” focused response to homelessness  

 

 

The City of Cleveland and Cuyahoga County partner to develop a safety net of emergency shelter 

care which provides safe, decent, basic shelter to anyone experiencing a housing crisis. This “low 

barrier”, or easy access approach to accessing emergency shelter has a goal of eliminating street 

homelessness by providing shelter sites that accept persons without discrimination based on 

disability, sexual orientation, or criminal history. Shelter services are provided with respect for 

each person and focuses on returning persons to permanent housing as quickly as possible.  

Shelter operators build partnerships with community-based service providers (the Continuum of 

Care) in order to link individuals to appropriate benefits and services that will sustain permanent 

housing.  

 

BACKGROUND 

 

The economic depressions of the late 1970s and 1980s, the decline of Cleveland's industrial base 

and the accompanying unemployment, the national trend of “deinstitutionalizing” individuals 

residing in mental health facilities, reductions in state and federal welfare programs, and the lack 

of affordable low-income housing resulted in increased visibility of the homeless problem in 

Cleveland. Overflow shelters were created when General Assistance was reduced in 1990. 

Church-sponsored groups and homeless coalitions attempted to place homeless people in 

temporary or transitional shelters. The Coordinating Council on Homelessness, a cooperative 



   

5 

 

effort between the City of Cleveland and Cuyahoga County, was established in 1991 to provide 

a plan for addressing the needs of the homeless in the community. The council estimated that 

there were as many as 10,000 homeless people in Cuyahoga County in 1990. The Office of 

Homeless Services of the Cuyahoga County Department of Development was established in 1993 

to coordinate services for the homeless. There are presently over 40 agencies providing 

emergency, transitional, and temporary shelter, medical care, transportation, job training, and 

counseling for the homeless, funded by private donations, foundations, and federal and state 

programs.1 

 

The Norma Herr Women’s Shelter has been in operation since 2010. The shelter provides 

emergency, temporary housing for single women experiencing a housing crisis. Emerald 

Development and Economic Network, Inc. (EDEN) is the property owner and has a contract with 

the County for property maintenance including daily cleaning service. There are 161 beds (11 

beds will be added this month) and additional mats to accommodate a total of 210 homeless 

women per night. The shelter operates 365 days a year Monday through Friday from 3:00 p.m. 

to 8:00 a.m.  and weekends. During the day, the shelter remains open for vulnerable clients and 

for clients engaged in programming.  Currently, Lutheran Metropolitan Ministries (LMM) 

provides 60 breakfasts, 60 lunches, and 175 dinners to clients Monday through Friday.  On 

weekends, most meals are provided by community-based agencies. LMM provides weekend 

meals if a community agency cancels or is otherwise unable to provide meals. Services currently 

available on-site to shelter residents include medical treatment, case management, benefit 

enrollment, housing search and job placement. On average 160 women stay at the shelter each 

night.  Last year, the Norm Herr Women’s Shelter served 692 women.  The average length of 

stay was 88 Days.  

 

 PROBLEM STATEMENT 

 

Among industrialized nations, the United States has the largest number of homeless women and 

children.2 According to the 2016 Annual Homeless Assessment Report to Congress, homeless 

women make up 27.9% (99,135 individuals) of the overall homeless population in America. The 

causes of homelessness among women are similar to other populations: disparity between rents 

and income, lack of a social safety net or affordable housing, health problems, and poverty and 

a consequent lack of access to accumulated wealth. However, there is one major difference in 

that domestic violence is a leading driver of homelessness among women and women with 

children; nationally, approximately a third of women cite domestic violence as a reason for 

homelessness.3 

 

                                                           
1 Homeless, vagrants, and tramps. Encyclopedia of Cleveland History. Case Western Reserve University. 

https://case.edu/ech/articles/h/homeless-vagrants-and-tramps/ 

2 “Family Homelessness Facts.” http://greendoors.org/facts/family-homelessness.php 

3 Homeless Women and the Challenges We Don’t See. Jennifer Friedenbach. September 19, 2016. 

http://www.streetsheet.org/?p=2135. 
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Homeless women are also more likely to experience psychiatric disorders than homeless men.4 

They often experience multiple layers of trauma including the trauma of struggling to meet their 

basic needs and trying to find a safe place to sleep combined with multiple traumas of sexual and 

physical violence. For women with mental health issues, life on the streets is particularly 

challenging. Some women may have a mental health issue when entering homelessness, but 

homelessness itself often forcibly disintegrates the mental health of women on the streets. They 

are also more highly susceptible to victimization—with almost a third of women in a study of 

homeless women with severe mental illnesses reporting at least one sexual or physical assault in 

the last month. Multiple traumas further disintegrate their mental health and impairs their 

functioning. Unsheltered women are three times more likely to have fair or poor physical health 

and more than twelve times greater odds of poor mental health than sheltered homeless women.5 

Additionally, unsheltered homeless women were less likely than sheltered homeless women to 

utilize health services that were available, including drug treatment.6  

 

Women on the streets face many unique challenges. Lack of regular access to hygiene is even 

more difficult for women, as they struggle without access to bathrooms, hygiene products, 

showers, and other basic necessities. Often, these basic needs are not provided at shelters and are 

cost prohibitive for a woman experiencing homelessness. This can chip away at a women’s 

dignity in very tangible ways, and also can create more health issues. The dehumanization of 

women, and the societal shaming they face has harmful effects on their feeling of worth, and 

causes overwhelming feeling of hopelessness.7 

 

Therefore, the Office of Homeless Services, through this RFP, seeks an organization that can 

provide safe, clean and high quality shelter services to homeless women in Cuyahoga County.   

Minimally, services must comply with the Cuyahoga County Community Standards for 

Emergency Shelters (Attachment 1). These Standards include the State of Ohio Basic Shelter 

Standards and are approved by the Office of Homeless Services Advisory Board.   In addition to 

providing for basic needs, the selected vendor will offer services that address the unique needs 

of homeless women in shelters as well as provide rapid re-housing assistance, access to 

mainstream benefits, and services which support employment, training, and educational goals of 

its residents.  

 

Goal 

 

The goal of the emergency shelter program in Cuyahoga County is to eliminate street 

homelessness by providing high quality temporary shelter and access to services focused on 

returning persons to permanent housing as quickly as possible.  

                                                           
4 North, C. S., Eyrich, K. M., Pollio, D. E., & Spitznagel, E. L. (2004). Are Rates of Psychiatric Disorders in the 

Homeless Population Changing? American Journal of Public Health, 94(1), 103–108. 

5 Nyamathi, A. M., Leake, B., & Gelberg, L. (2000). Sheltered Versus Nonsheltered Homeless Women: 

Differences in Health, Behavior, Victimization, and Utilization of Care. Journal of General Internal 

Medicine, 15(8), 565–572. http://doi.org/10.1046/j.1525-1497.2000.07007.x 

6 ibid 

7 Friedenbach., 2016.   
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Objectives  

• To provide immediate and low-barrier access to safe and decent shelter to women 

experiencing a housing crisis.  

• To return shelter residents to stable housing as quickly as possible. 

• To connect homeless women with services necessary to ensure long term stable housing 

and self-sufficiency. 
 

Equal Access 

 

State, federal and local funding requires compliance with: the Federal Fair Housing Act (Title 

VIII of the Civil Rights Act of 1968), Americans with Disabilities Act (ADA) of 1990 and the 

Americans with Disabilities Act Amendments Act (ADAAA) of 2008; and Title VI of The Civil 

Rights Act of 1964.  These laws are critical to ensuring participants have equal access to all 

programs receiving federal funds.  In addition to the ADA, reasonable accommodations must be 

offered to all participants with disabilities, which includes access to buildings or programs, so 

that disabled individuals may participate in or benefit from the programs and services that are 

equal to the opportunities the Provider offers to non-disabled persons. Bi-lingual services, 

particularly Spanish, must be available for those participants who speak limited English. For 

those who are Limited English Proficient (LEP) in a language other than Spanish, the selected 

Provider must offer high quality interpretation services.   

 

Target Population 

 

Single women in Cuyahoga County with no place to safely sleep. 

 

Referrals 

 

Referrals to the Norma Herr women’s shelter must come through Cuyahoga County’s 

Coordinated Intake and Assessment program.  

 

PROJECT MODEL AND DESIGN 

 

Location of Activities 

 

Services must be delivered to the target population 365 days per year at the Norma Herr Women’s 

Shelter at 2227 Payne Ave, Cleveland, Ohio 44114.   

 

Program Capacity 

 

The provider must demonstrate sufficient capacity to operate the Norma Herr Women’s Shelter, 

including:  

• Operate the shelter 365 nights per year, not to exceed the legal capacity of 210 women. 

• Providing access, at a minimum, from 3:00 p.m. to 8:00 a.m. weekdays and during the 

day for vulnerable women or women engaged in programming.  

• Provide access on weekends, during extreme weather situations, during any unusual 

safety circumstances, and when the Cosgrove Center is closed for scheduled cleaning and 
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maintenance. 

• Provide dinner for 175 women and breakfast and lunch for 60 women Monday through 

Friday. 

 

Key Program Activities 

 

The Office of Homeless Services Advisory Board has adopted and updated the local Community 

Standards for Emergency Shelters.  These standards address shelter administration, personnel, 

physical facility, fiscal management, food service, health, and general operations.  The standards 

were developed to ensure that homeless individuals are provided a safe, clean and healthy 

environment and have input into the policies and protocols which affect their care.  In addition 

to adhering to these standards, the selected vendor must:  

 

• Provide a clean and safe environment at all times for clients, staff, visitors, and 

community partners 

• Provide access to the shelter during the day for clients receiving services on site, such as: 

a. mental health assessment and linkage 

b. linkages to veterans’ services for veterans 

c. primary health care assessment and referral and/or treatment 

d. benefit program eligibility assessment 

e. assistance with employment, education and/or training  

f. assistance with obtaining permanent housing  

g. other services to assist clients with exiting the shelter into stable housing 

• Develop Memoranda of Understanding (MOU’s) with community partners providing 

services on site which outlines protocols that assures the safety of clients and staff, client 

confidentiality, and a professional work environment for all partners 

• Develop a housing plan as quickly as possible upon client entry and no later than two 

weeks of continuous occupancy. 

• Provide nutritious meals for all persons staying at the shelter (see Background section). 

• Provide access to showers, laundry, lockers, telephones, and mail distribution. 

• Provide clients upon entry, written policies covering: rules and regulations of the shelter, 

and client rights and responsibilities, grievance procedures, visitation expectations, 

search and seizure protocols, and involuntary discharge.  
• Engage the Cleveland Mediation Center for unresolved grievances 

 
In addition, the selected vendor must: 

• Submit a plan, within 30 days of contract award, for evaluating shelter services at least 

annually 

• Participate in Coordinated Intake and Assessment activities 

• Support the CoC strategic plan to reduce the number of people entering  shelter     

• Commit to reducing the length of stay of persons in the shelter   

 

PROJECT MANAGEMENT 

 

Performance Management 

 

Proposals must include a plan for managing all aspects of shelter operations including the 
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program management strategies and activities that will be used throughout the contract period to 

ensure maximum results for both OHS and the clients.  The plan must describe in detail how 

compliance with the Community Standards for Emergency Shelters will be managed including 

the roles and responsibilities of front line staff, managers, community partners, and the shelter’s 

Board of Directors.  The selected vendor must have in place, prior to the contract start date,  a 

detailed Policy Manual which describes the shelter’s purpose, operations, rules, procedures and 

policies that support the Community Standards for Emergency Shelters and ensures the delivery 

of high quality shelter services.    

 

Participant Tracking and Reporting 

 

The Homeless Management Information System is a software application designed to record and 

store client-level data, including the characteristics and service needs of the homeless 

community. It was developed in a response to Congress’s request for unduplicated information 

about how the funds appropriated for homeless programs are being spent. Congress is not only 

interested in fiscal responsibility, but also wants to know who the homeless are (as a group) as 

well as understand the outcomes of the programs assisting them. Service Point is the HMIS  

software application used by the CoC.  

 

Timely data entry into the HMIS is a HUD requirement to determine client homelessness status 

and eligibility. Respondents must have demonstrated capacity to enter data into the Homeless 

Management Information System (HMIS) accurately, consistently and within 24 hours of client 

encounters.  The selected provider must identify an HMIS system administrator who will be 

responsible for ensuring the timeliness and validity to the entry of data into Service Point. Upon 

award, Cuyahoga County will provide a software license and training to enter data into HMIS.     

All required fields within HMIS must be tracked for each client, and the provider must 

demonstrate capacity to run quality performance reports. 

 

Examples of data elements to be tracked and reported each month: 

 

• Number of referrals received from Coordinated Intake   

• Number of persons entering the shelter 

• Number of persons exiting the shelter  

• Number of persons entering shelter for the first time 

• Number of persons returning to shelter 

• Median length of stay (days) for exiters  

• Number of persons receiving on-site services by service type 

• Number of involuntary discharges and reasons for discharge 

• Number of grievances filed by reason 

• Number of grievances resolved 

• Number of grievances referred for mediation 

• Number of unusual incidents 

• Percent of persons satisfied with shelter services 

 

Staffing Model 

 

Services must be conducted by professional staff with experience providing direct services to 
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low income and/or homeless individuals. Minimally, direct care staff must possess a high school 

diploma and certification in First Aid and CPR and supervisory and professional staff must 

possess a bachelor’s degree.  All staff must undergo a criminal background check. Proposals 

must include a plan for providing access to all shelter services for limited English proficient 

individuals, particularly in Spanish as well as a plan for the direct service staff-to-client ratio 

during all hours the shelter is open.  

 

Proposals must describe: 

• How the organization will ensure only qualified candidates will be selected to staff the 

women’s shelter. 

• The new hire orientation and training activities including agency operating procedures 

and evacuation procedures. 

• Ongoing professional development requirements and offerings such as good customer 

service, de-escalating conflict, ethics and confidentiality practices, non-violent crisis 

intervention, working with trauma affected clients. 

• Methods of evaluating and reporting staff performance. 

• The plan to replace staff in the event of separation so as not to impact operations. 

 

The proposal must also include an assigned Shelter Manager who must have a minimum of a 

Bachelor’s degree (Master’s degree preferred) and demonstrated successful experience managing 

facilities of a similar nature and scope with a similar population. The Shelter Manager’s role and 

responsibilities include: 

 

• Ensuring shelter availability to a large volume of referred clients on a daily basis 

• Managing all facets of day-to-day shelter operations 

• Working closely with the Office of Homeless Services to ensure implementation of a high 

quality, timely and effective program 

• Preparing regular and timely utilization and outcome reports 

• Collecting, analyzing and reporting client satisfaction data  

• Implementing continuous improvement efforts as needed 

• Supervision of staff to ensure quality operation of the shelter 

 

Business Continuity Plan   

 

Proposals must describe in detail how the shelter will operate in the event electronic files, data 

systems or hardware/equipment becomes unavailable due to a disaster or system failure. In other 

words, explain how business will continue to operate in the absence of information systems and 

the plan for restoring systems, data and equipment. The proposal must also explain how and 

where data is backed up in order to minimize loss and the plan for safeguarding personal client 

information. In the event personal client data is lost or compromised, the proposal must explain 

what the organization will do to ensure clients do not suffer as a result of this breech. 

 

The following must be described in your proposal: 

 

• Data backup protocols to prevent data loss 

• The schedule for partial and full restoration of data, hardware, and electronic 

application restoration in the event of a loss 
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• Protocols for protecting client personal information 

• Protocols to ensure clients do not suffer a loss due to a data breach 

 

 

 

 

ORGANIZATIONAL CAPACITY AND PRIOR EXPERIENCE 

 

Prior Experience 

 

Interested organizations must have prior demonstrated experience working with homeless 

individuals and/or low income populations and have extensive knowledge of community 

resources including: housing; mental health and alcohol and drug addiction services; healthcare; 

employment and training services; and services to special populations including youth, veterans, 

those affected by trauma, pregnant women, and LGBTQ individuals. Preference will be given to 

organizations with a history of successfully providing high quality residential and/or shelter care. 

 

If the organization has managed a shelter or has operated other federally funded programs in the 

past five years, the proposal must detail any audit or management findings. 

 

INTERNAL EVALUATION AND ACCOUNTABILITY 

 

Performance Measurement 

 

Proposals must include benchmarks that will be used to gauge whether shelter services are  being 

implemented as planned and whether the program is on course to meet its proposed objectives.  

Organizations must clearly identify and define measurable program outcomes (desired results or 

program effects), the indicators (evidence measures) that will be used to determine whether the 

outcome is achieved, and proposed benchmarks (number/percentage of clients to achieve each 

outcome). For example, 75% of clients will exit the emergency shelter within 45 days of their 

admittance. The proposal should describe the frequency with which the indicator is measured 

and the method by which they are reported.  Examples of program performance measures 

include:  

 

• Length of stay in shelter 

• Exits to permanent housing 

• Grievance resolution rate 

• Involuntary discharges 

• Recurring shelter episodes 

• Client satisfaction with program and services 

  

Quality Assurance  

 

The provider must submit a detailed description of the quality assurance activities in place to 

ensure clients receive high quality emergency shelter services. These activities must be ongoing 

and should include: 
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• Ongoing review of Shelter Standards compliance 

• Management review of  co-located partner services 

• Random case record sampling of client records for quality and completeness  

• Regular observations of shelter services and case management activities 

• Ongoing subject matter training 

• Regular staff meetings on emergency shelter updates and changes 

• Staff evaluation methods/tools to measure quality and productivity.  

 

If your organization is nationally credentialed, include the credential and criteria for 

qualification. If you have received an evaluation of your program/services by an external entity, 

describe the nature and findings of the evaluation.  

 

Client Satisfaction 

 

Proposals must include a detailed plan for measuring client satisfaction with shelter services.  

The plan should describe the point(s) at which clients are surveyed; the survey tool; and how the 

survey results/data will be used to improve shelter operations, programs and/or client outcomes.  

Satisfaction data and quality improvement initiatives and the results will be reported to the Office 

of Homeless Services quarterly.  

 

COLLABORATIONS AND SUB-CONTRACTORS 

 

Office of Homeless Services encourages organizations to form collaborations if they enhance 

service delivery and performance outcomes. These partnerships should maximize available 

resources and range of services in order to better meet the needs of the target population. A lead 

organization must be identified if the proposal is being submitted by a collaboration of 

organizations. That organization must submit the proposal under their name and will be 

responsible for managing all relationships with participating agencies. The submitted proposals 

should be clear on the roles and responsibilities of each of the partner organizations collaborating 

in the program. In addition, all proposals submitted by a collaboration must include Letters of 

Agreement between the partners detailing the commitment of each organization. 

 

If the provider uses any sub-contractors, the proposal must detail the responsibility of each.  

NOTE: The substitution of one sub-contractor for another may be made but only at the discretion 

of the County and with prior written approval. Vendors will be responsible for the sub-contractors 

meeting all the terms and conditions of the specifications.  

 

CUSTOMER REFERENCES 

 

The proposal must include the names and phone numbers of three (3) references for whom the 

organization has completed similar projects.  There is a limit of one (1) total reference from Cuyahoga 

County staff. 

 

PROJECT BUDGET AND CONTRACT STRUCTURE 

 

Proposals must include a completed budget and a thorough and detailed budget narrative, 

describing your budgeting approach to support shelter management and service delivery. If 
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applicable, your budget and budget narrative should describe in detail the nature and estimated 

value of in-kind support as well as other funding and sources of financial support that you may 

be able to leverage. While not required, proposals that demonstrate financial leveraging may be 

scored higher. 

 

 

 

WORK SCHEDULE 

 

This program will operate from January 1, 2018 to December 31, 2018 with a possible contract 

extension for up to two years (January 1, 2019 – December 31, 2019 and January 1, 2020 – 

December 31, 2020) depending upon provider performance, funding availability and agency 

priorities. 
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PROPOSAL SUBMISSION INFORMATION 

 

Proposal Format 

 

The County discourages overly lengthy and costly proposals. In order for the County to evaluate 

proposals fairly and completely, vendors should follow the format set forth herein and provide 

all of the information requested.  

 

Proposals that do not adhere to these formatting requirements may be considered non-responsive. 

Proposals should be submitted in a sealed envelope with the name of the vendor and the relevant 

RFP name and number on the front.       

 

Responses must be submitted with one original and six (6) copies. All proposals submitted will 

become the property of Cuyahoga County and will not be returned. 

 

Proposals must remain open and valid for ninety (90) days from the opening date, unless the time 

for awarding the contract is extended by mutual consent of Cuyahoga County and the vendor. 

 

Cover page 

 

This must include the RFP number, title and the complete vendor name, and the mailing address.  

 

Cover letter 

 

Proposals must include the telephone number of the person the County should contact regarding 

the proposal. 

 

Proposals must confirm that the organization will comply with all the provisions of this RFP and 

include a conflict of interest statement. Any exceptions to the County contract general terms and 

conditions should be discussed here.  

 

The vendor must provide a brief description of the organization including history; number of 

years your organization has been in business; type of services you provide; legal status of vendor 

organization, i.e. corporation, partnership, sole proprietor; and Federal Tax ID number. 

 

The vendor must submit one copy of its most recent audited or compiled financial statements, 

with the name, address and telephone number of a contact in the company’s principal financing 

or banking organization. The financial statements must have been completed by a Certified 

Public Accountant. 

 

A vendor representative authorized to make contractual obligations must sign the cover letter. 

 

Table of Contents 

 

Provide sufficient detail so reviewers can locate all the important elements of your document readily.  

Identify each section of your response as outlined in the proposal package.  
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Executive Summary 

 

Provide a high level overview of your approach, the distinguishing characteristics of your 

proposal, and the funding amount requested.  
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PROJECT UNDERSTANDING AND SCORING 

 Proposals for Emergency Shelter services will be scored based on the criteria outlined in the RFP.  

All proposals must address each area in detail and include all requested attachments.  Proposals which 

do not include the attachments as described will be scored accordingly.  Preference may be given to 

organizations with a history of successfully providing high quality residential and/or shelter care. 

 

At a minimum, all proposals must address/include the following: 

SECTION I   

PROJECT MODEL AND DESIGN  
 

• A detailed description of your plan to provide timely, safe, and effective emergency shelter 

services consistent with the Community Standards for Emergency Shelter (Attachment 

1). Include your days and hours of operation; your plan for managing shelter capacity; and 

your plan for providing access to showers, laundry, telephones, mail distribution and lockers 

for clients’ belongings. 

• A description of how you will provide nutritious meals; develop housing plans and provide 

housing assistance;  offer  on-site services for residents with health, mental health, and 

substance abuse needs; and provide linkages to VA services, public benefits, education, 

training and employment programs.     

• A description of the services, supports and tools in place to ensure non-English speaking 

individuals have full and equal access to emergency shelter services. 

 

SECTION II 

PROJECT MANAGEMENT AND REPORTING 
 

• Your plan for managing all aspects of shelter operations including personnel, 

administration, facilities, meals, and programming to ensure the goal and objectives of 

this RFP are met.  The plan must include your process for ensuring shelter operations are 

consistent with the Community Standards for Emergency Shelter. 

 

• A description of the data system(s) that will be used to support program activities, track 

referrals, services rendered, and housing outcomes to Office of Homeless Services. 

Include your plan for timely and accurate data entry into HMIS 

 

• A completed staffing chart (see Attachment 2, Section 1.A. Budget) along with current 

resumes for all positions identified as “Filled” and a job description for positions 

identified as “Vacant”. Both the resumes and job descriptions must reflect the minimum 

qualifications described in the staffing model section of the RFP. For “Filled” positions, 

the proposal must identify staff by name and position and outline the responsibilities for 

each. The staffing model must also identify bi-lingual staff (Spanish). Attach shelter 

staffing chart as Appendix 1. 
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• The plan to ensure only qualified candidates will be selected for this program as well as 

your new hire training activities, methods of evaluating staff performance, ongoing 

professional development requirements and offerings, and plans to replace staff in the 

event of separation so as not to impact operations.  

 

• A description of your organization’s plan to continue business in the absence of your 

information systems, your protocols for system restoration, your plan for protecting 

personal client data, and the steps you will take to protect clients in the event of a data 

breach. Include all items listed under the Business Continuity Plan section.  Your 

Business Continuity Plan must be available upon request.   

 

SECTION III 

ORGANIZATIONAL CAPACITY AND PRIOR EXPERIENCE 
 

• A description of the organization’s prior experience delivering services to homeless 

and/or low income individuals and families and managing residential care or emergency 

shelter programs. 

  

• A description of the outcomes achieved for similar programs. If the desired outcomes 

were not met, the proposal must include an explanation of the lessons learned and 

adjustments made. 

 

• Documented results of evaluations by external reviewers and/or Cuyahoga County staff 

if applicable that demonstrates the organization’s ability to successfully serve this 

population. 

 

•     Any management or audit findings related to shelter services or other federally funded        

      programs in the past five years.   

   

SECTION IV 

INTERNAL EVALUATION AND ACCOUNTABILITY 
 

• Meaningful outcomes and performance measures, indicators, and benchmarks for providing 

high quality, effective shelter services. Include your rationale for choosing these outcome and 

performance measures. Examples may include reduced length of shelter stay, exits to 

permanent housing, exits with income/benefits, reduced return to shelter, etc.  

 

• A plan for making adjustments to processes, policies, tools or program activities if proposed 

benchmarks are not achieved. 

 

• A description of the activities you will employ to ensure quality shelter services are being 

provided and your approach to continuous quality improvement if results fall short of 

expectations. Quality indicators should incorporate the Community Standards for 

Emergency Shelter where applicable. 

 

• A description of the organization’s process for analyzing and reporting program outcomes and 

program data to the Office of Homeless Services. 
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• A description of the tools and methods in place to measure client satisfaction with shelter 

services and programming as well as plans for utilizing satisfaction data. Methods should 

include a plan for involving clients in the decision-making processes of the shelter.  The 

satisfaction survey must be included and labeled Appendix 2.  
 

SECTION V 

COLLABORATIONS AND/OR SUB-CONTRACTORS 

 
• The name of the lead organization if the program is offered through a collaboration of 

organizations. 

 

• The reason and nature of the collaboration and include letters of agreement between the 

partners detailing the commitments of each. Letters of Agreement should be attached and 

labeled Appendix 3.  

 

SECTION VI 

CUSTOMER REFERENCES 

 

• Names and telephone numbers of three references for whom the organization has completed 

similar projects. There is a limit of one total reference from Cuyahoga County staff.  
•  

SECTION VII 

PROJECT BUDGET AND NARRATIVE 

  
• A completed budget, (Attachment 2) and a thorough and detailed budget narrative, 

(Attachment 3) describing your budgeting approach to support emergency shelter 

management and programming. The budget and narrative should be attached and labeled as 

Appendix 4. 

 

• A plan for leveraging other funding and sources of financial support. While not required, 

proposals that demonstrate additional financial leveraging may be scored higher. 
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EVALUATION AND SELECTION PROCESS 
 

All proposals will be reviewed to determine if they are responsive.  They will then be evaluated by an 

evaluation team.  The team will evaluate and numerically score each proposal in accordance with the 

following evaluation criteria: 

 

• Project Model and Design (20 points) 

• Project Management and Reporting (20 points) 

• Organizational Capacity and Prior Experience (25  points) 

• Internal Evaluation and Accountability (25 points) 

• Collaborations and/or Sub-Contractors (not scored) 

• Customer References (not scored) 

• Project Budget and Narrative (10 points)  

 

The evaluation process is designed to award a contract to the vendor with the best combination of 

attributes based upon the evaluation criteria, not necessarily to the vendor with the lowest cost.   
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ADMINISTRATIVE INFORMATION 

 

RFP Addenda 

 

The County reserves the right to issue addenda to the RFP at any time. The County also reserves 

the right to cancel or reissue the RFP. However, if an addendum is issued less than seventy-two 

hours prior to the proposal due date, the closing date will be modified accordingly.  

 

Proposal Response Date and Location 

 

The vendor’s proposal, in its entirety, must be received at the location by the date and time 

specified on the cover page of this RFP.  Proposals arriving after the deadline will be returned 

unopened to their senders. The official closing time will be determined by the wall clock located 

in the issuing department as indicated on the cover page of this RFP.  All proposals and 

accompanying documents will become the property of the County and will not be returned.  

Proposals should be submitted in a sealed envelope with the name of the vendor and the relevant 

RFP name and number on the front. 

 

Vendors assume the risk of the method of dispatch chosen. The County assumes no responsibility 

for delays caused by any delivery service.  Postmarking by the due date will not substitute for 

actual proposal receipt. Late proposals will not be accepted nor will additional time be granted 

to any vendor. Proposals may not be delivered by facsimile transmission or other 

telecommunication or electronic means. 

 

Hand-delivered proposals may be delivered ONLY between the hours of 8:30 a.m. and 4:30 p.m., 

Mondays through Fridays, excluding holidays observed by the County.  

 

Proposal Opening 

 

Proposals will be publicly opened at the Office of Procurement & Diversity, 2079 East 9th Street, 

2nd Floor, Cleveland, Ohio  44115. At this time, all proposals will be opened, the vendor name 

read from the proposal cover page and logged. No dollar amounts or other details of the 

proposal will be disclosed at this time. The submittal of a proposal will be considered by the 

County as constituting an offer to perform the required services at the stated fees.  

 

Required Review 

 

Vendors should carefully review this RFP for defects and questionable or objectionable matter.  

Comments concerning defects and objectionable material must be made in writing and received 

by the RFP contact at least ten days before proposal opening. This will allow for issuance of any 

necessary addenda. Protests based on any omission or error, or on the content of the solicitation 

will be disallowed if these faults have not been brought to the attention of the RFP contact, before 

the time set for opening.  
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Multiple Proposals 

 

The submission of multiple proposals for the same service will be considered non-compliant and 

those proposals will be disqualified. We are relying on the vendor as the expert, to identify in its 

proposal the approach which the vendor believes will be the most effective to produce the 

required services on time and within budget.  

 

Proposal Rejection 

 

The Director of the Cuyahoga County Office of Procurement and Diversity or designee reserves 

the right and discretion to reject any bid or proposal for any reason or all bids or proposals for no 

reason at all without incurring any liability.  

 

Withdrawal of Proposals 

 

Vendors may withdraw a proposal that has been submitted at any time up to the proposal closing 

date and time, by submitting a written request to the RFP contact listed above and the Office of 

Procurement & Diversity.  

 

Response Property of the County 

 

All materials submitted in response to this request become the property of the County.  Selection 

or rejection of a response does not affect this right.  

 

No Obligation to Buy 

 

The County reserves the right to refrain from contracting with any vendor. The release of this 

RFP does not compel the County to purchase. The County is not bound to accept the lowest 

priced proposal or any of the proposals submitted.  

 

Cost of Preparing Proposals  

 

The County is not liable for any costs incurred by vendors in the preparation and presentation of 

proposals submitted in response to this RFP.  

 

Acceptance of Terms  

 

All the terms and conditions of this RFP are deemed to be accepted by the bidder and incorporated 

in its proposal except those conditions and provisions that are expressly excluded by the vendor 

in the proposal.  

 

Disclosure of Proposal Contents  

 

All documents submitted to the County as part of your proposal become public information after 

the contract is awarded and available for review and inspection by anyone requesting to do so. 

The County does not encourage the submission of confidential/proprietary information in 

response to this proposal. However, written requests for confidentiality can be submitted to the 

RFP contact. Neither a proposal in its entirety, nor proposal price information will be considered 
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confidential or proprietary. Under Ohio Revised Code Section 149.43, the County will make a 

determination of application for disclosure on an ad hoc basis.   

 

Equal Opportunity  

 

Prospective vendors must comply with the applicable contract compliance procedures for equal 

employment opportunity as stipulated by Cuyahoga County. It is the policy of Cuyahoga County, 

to assure equal employment opportunity. Discrimination against any person in the recruitment, 

training, examination, appointment, promotion, retention, discipline or any other aspect of 

personnel administration because of race, religion, national origin, sex, ancestry, age, disability, 

sexual orientation or veteran status is prohibited. 

 

Words of the masculine gender used in proposals shall be deemed and construed to include 

correlative words of the feminine gender. 

 

 Diversity Program Requirements 

 

Cuyahoga County has not established a Diversity goal. 

 

Contract Negotiations 

 

The option of whether or not to initiate contract negotiations rests solely with the County. If the 

County elects to initiate contract negotiations, these negotiations cannot involve changes in the 

County’s requirements or the vendor’s proposal which would, by their nature, affect the basis of 

the source selection and the competition previously conducted.  

 

The vendor is responsible for their travel and per diem expenses during contract negotiations. 

 

Failure to Negotiate 

 

If any contract cannot be negotiated within fifteen (15) days – or a reasonable time as determined 

by Cuyahoga County - of notification to the designated vendor, the County may terminate 

negotiations with the vendor and negotiate a contract with another vendor.  

 

Notice of Intent to Negotiate or Award 

 

Along with requesting Authority to negotiate or Recommendation of Award by Cuyahoga 

County, the County Department will issue a written Notice of Intent Letter, with the Calendar 

Date of the recommended action and send copies to all vendors. The scores and placement of 

vendors will not be part of the notice. A tabulation of all vendors’ names and addresses 

submitting proposals will be available upon request from the RFP contact person. 
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Debriefing 

 

Vendors who submitted an unsuccessful proposal may request a meeting for debriefing and 

discussion of their proposals after receiving the Notice of Intent to Award Letter. The request 

must be in writing addressed to the RFP contact.  The debriefing is not to be seen as an 

opportunity to challenge the decision, nor will it include any comparisons of the vendor's 

unsuccessful proposal with any other vendor's proposals.The department/agency will attempt to 

respond to questions and concerns in this debriefing. 

 

Protests 

 

A vendor may protest the recommendation of award of a contract by filing in writing to the RFP 

contact person, as outlined in the Notice of Intent to Award Letter. The protest letter shall include the 

following information: 

 

1.  Name, address and telephone number of the protester; 

2.  The signature of the protester;  

3.  Identification of the contract at issue; 

4.  A detailed statement of the legal and factual grounds of the protest; 

5.  The form of relief requested.  

 

Contracting Requirements 

 

The successful vendor shall, upon notification of award, be required to enter into a contract with 

the Cuyahoga County, Ohio and must comply with the contract terms and conditions defined 

herein. If the vendor is unwilling to agree to a proposed clause or term, then your cover letter 

must reference an appendix which identifies these clauses in dispute and should: 

 

• Suggest a specific alternative term, clause or approach; 

• Provide an explanation of your reasons. 

 

Contract Processing 

 

The County department shall prepare the contractual agreement required by this RFP 

specification. This contractual agreement shall be fully responsive to the requirements defined in 

these RFP specifications.  

 

Per Executive Order EO2016-0002, the County shall endeavor to require prime contractors to 

pay its subcontractors in a speed and swift fashion and language shall be placed in the relevant 

contracts between the prime contractor and the County. 

 

Proposal as Part of the Contract 

 

Part or all of the successful proposal may be incorporated into the contract. 
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Commencement of Contract Performance 

 

In order to protect the interests of Cuyahoga County a contract must be executed by the County 

Executive and/or his designee before the goods or services as set forth in this RFP specification 

can be provided.  
 

CONTRACT TERMS AND CONDITIONS 

Vendor must agree to the terms and conditions defined herein that will be included in the Contract.  

The County reserves the right to include additional terms and conditions in the Contract as 

applicable.     

 

Legal Form.  The contract shall be subject to the review of the County Department of Law as to 

legal form and correctness.  

 

Compliance. Vendor shall comply with all Federal, State, County and municipal laws, 

ordinances, resolutions, and policies applicable to providing Services under this contract.     

 

Warranty.  Vendor hereby warrants that the services will not infringe, misappropriate or violate 

any intellectual property or other right of any person or entity; the services will be performed in 

a professional and workmanlike manner, consistent with industry standards; the services will be 

performed in strict accordance with the highest standards of care, skill, diligence and professional 

competence applicable to suppliers engaged in providing similar services; Vendor has the 

requisite skill and staff to perform the services required hereunder fully, in a timely and efficient 

manner; and Vendor will perform the services in accordance with all applicable laws. 

 

Indemnification.   Vendor hereby indemnifies, defends and holds harmless the County and its 

respective officers, officials, directors, board members, employees, and agents, from and against 

all claims, damages, losses, liens, causes of action, suits, judgments and expenses (including 

attorney’s fees and other costs of defense), of any nature, kind or description, that result from (a) 

the negligent acts or omissions of Vendor, including all of its officers, owners, principals, 

subcontractors, employees, and agents, or (b) breach or default by Vendor under any terms or 

provisions of this Contract. 

 

Termination.  The County may terminate this Contract or any order under this Contract for its 

convenience and without cause. Any notice of termination will be effective thirty (30) days after 

the Vendor receives it.  If the termination is for the convenience of the County, Vendor will be 

entitled to compensation for any Services that have been delivered before termination. Any fees 

paid in advance shall be returned to the County at a prorated amount.  No early termination fees 

shall apply to the County. 

 

Governing Law and Jurisdiction.  This Contract shall be governed by, and shall be construed and 

enforced in accordance with, the laws of the State of Ohio.  The parties agree that the state and 

federal courts sitting in Ohio will have exclusive jurisdiction over any claim arising out of this 

Contract, and each party consents to the exclusive jurisdiction of such courts.  The Vendor hereby 

agrees not to challenge this Governing Law and Jurisdiction provision, and further agrees not to 

attempt to remove any legal action outside of Cuyahoga County for any reason.  All contracts in 
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which the County is a party, including this Contract, are subject to the Cuyahoga County Code 

including, but not limited to, chapters pertaining to the Cuyahoga County Ethics, Cuyahoga 

County Inspector General and Cuyahoga County Board of Control, Contracting and Purchasing, 

and the parties agree to comply with the County Code as an integral part of this Contract.  The 

County Code is available on the County Council’s web site at http://council.cuyahogacounty.us/ 

Social Security Act. Vendor shall be and remain an independent contractor with respect to all 

Services performed hereunder and agrees to and does hereby accept full and exclusive liability 

for payment of any and all contributions or taxes for social security, unemployment insurance, 

or old age retirement benefits, pensions, or annuities now or hereafter imposed under any local, 

state or federal law which are measured by the wages, salaries, or other remuneration paid to 

persons employed by Vendor for work performed under the terms of this contract and further 

agrees to obey all lawful rules and regulations and to meet all lawful requirements which are now 

or hereafter may be issued or promulgated under said respective laws by and duly authorized 

state or federal officials; and Vendor also agrees to indemnify and save harmless Cuyahoga 

County from such contributions or taxes or liability. 

 

Commencement of Contract Performance.  In order to protect the interest of Cuyahoga County 

this Contract must be executed by the County before compensation for the Services set forth in 

this Contract can be provided.  In the event that Services are provided by Vendor prior to the 

execution of this Contract by the County, the same will be provided at Vendor’s risk, and 

payment therefore cannot, and will not, be made unless and until this Contract is approved by the 

County.  Upon approval by the County of this Contract, however, any and all prior performance 

under this Contract shall be deemed ratified and said performance shall be deemed to be included 

in this Contract.  Payment(s) for said prior performance shall not increase the amount of the 

Contract limit. 

 

Ethics Requirements.  Vendor agrees to remain in compliance with all County Ethics 

requirements including, as applicable, Vendor Ethics Registration, Vendor Ethics Training, and 

Registration of all Lobbyists retained by Vendor. Vendor shall consult the Cuyahoga County 

Office of Inspector General to ensure it is in full compliance with all County Ethics requirements. 

The Inspect General’s website may be found at: http://inspectorgeneral.cuyahogacounty.us/ 

 

Findings and Recovery.  Vendor represents and warrants that it is not subject to an “unresolved” 

finding for recovery under Ohio Revised Code Section 9.24.  If this representation and warranty 

is deemed to be false, this Contract is void ab initio, and Vendor must immediately repay to 

County any funds paid under this Contract and must make the County whole for any damages 

sustained by the County. 

 

Conflicts of Interest.  Vendor personnel may not acquire any personal interest that conflicts with 

Vendor’s responsibilities under this Contract. Additionally,  Vendor will not knowingly permit 

any public official or public employee who has any responsibilities related to this Contract to 

acquire an interest in anything or any entity under Vendor’s control, if such an interest would 

conflict with that official’s or employee’s duties.  Vendor will disclose to County knowledge of 

any such person who acquires an incompatible or conflicting personal interest related to this 

Contract.  Vendor will take all legal steps to ensure that such a person does not participate in any 

action affecting the work under this Contract, unless County has determined that, in the light of 

the personal interest disclosed, that person's participation in any such action would not be 

contrary to the public interest. 

http://inspectorgeneral.cuyahogacounty.us/
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Equal Employment Opportunity.  Vendor shall comply with all state and federal laws regarding 

equal employment opportunity and fair labor and employment practices, including ORC Section 

125.111 and all related Executive Orders.  

 

Drug-Free Workplace.  Vendor shall comply with all applicable state and federal laws regarding 

keeping a drug-free workplace.  Vendor must make a good faith effort to ensure that all its 

employees, while working on County property, will not have or be under the influence of illegal 

drugs or alcohol or abuse prescription drugs in any way. 

 

Anti-Discrimination. Vendor agrees that in its employment of labor, skilled or unskilled, there 

shall be no discrimination exercised against any person because of race, color, religion, national 

origin, sex, gender, ancestry, age, disability, sexual orientation, sexual identity, genetic 

information, military status, or veteran status, and a violation of this term shall be deemed a 

material breach of this Contract. It shall be the policy of Vendor to provide equal opportunity to 

all business persons seeking to contact, or otherwise interested in contracting with, Vendor, 

including various eligible Small Business Enterprises, but that such a policy does not create an 

obligation on the part of Vendor to enter into any particular agreements.  

 

Assignment.   Vendor shall not assign, transfer, convey or otherwise dispose of this Contract, or 

its right to execute it, or its right, title or interest in or to it or any part thereof, or assign, by power 

of attorney or otherwise, any of the monies due or to become due under this Contract without 

approval of the County. 

 

Ownership.  All documents and products created pursuant to this agreement shall be the sole 

property of the County.   

 

No Apparent Authority/Proper Approvals. Vendor recognizes and agrees that no public official 

or employee of the County may be deemed to have apparent authority to bind the County to any 

contractual obligations not properly authorized pursuant to the County Code. 

 

Annual Appropriations. All of the County’s obligations under the Contract are contingent upon 

the County Council’s appropriating the funds on an annual basis necessary for the continuation 

of this Contract in any contract year.  

 

Electronic Signature. Vendor agrees on behalf of the submitting business entity, its officers, 

employees, subcontractors, subgrantees, agents or assigns, that all contract documents requiring 

county signatures may be executed by electronic means, and that the electronic signatures affixed 

by the county to said documents shall have the same legal effect as if that signature was manually 

affixed to a paper version of the document.  Vendor also agrees on behalf of the aforementioned 

entity and persons, to be bound by the provisions of chapters 304 and 1306 of the Ohio revised 

code as they pertain to electronic transactions, and to comply with the electronic signature policy 

of Cuyahoga County. 
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REQUIRED CONTRACT DOCUMENTS  

(To be completed by successful vendor at time of contract preparation)  

 

In addition to the contract agreement furnished by Cuyahoga County, the successful vendor shall 

provide the following documents within fourteen (14) calendar days of the RFP award date.  Failure 

to provide these documents within this time frame may result in a rescission of the award. 

 

1. Signature Authorization 

2. IRS Form W-9: Request for Taxpayer ID and Certification 

3. Worker's Compensation Certificate (if required) 

4. Certificates of Insurance (if required) 

5. Performance Bond and Related Documents (if required) 

6. Independent Contractor (I.C.) Requirement 

 

These documents are described in the following paragraphs. 

 

Signature Authorization 

The successful vendor shall provide one of the following signature authorizations: 

 

1. For a corporation, a notarized certificate of power of attorney authorizing the individual's 

signature to bind the corporation or a notarized certificate of corporate resolution authorizing 

the signature of the document. 

 

2. For the sole owner, a notarized statement indicating that the individual is the sole owner and 

is authorized to sign for and bind the company. 

 

3. For a partnership, a certificate of partnership agreement showing the names and address of all 

partners and authorizing the signatures to bind the partnership. 

 

IRS Form W-9: Request for Taxpayer Identification Number and Certification 

 

An Internal Revenue Service Form W-9 (Request for Taxpayer Identification Number and 

Certification) is required from any successful vendor, prior to the execution of the contract with 

Cuyahoga County, must be completed. 

 

Worker’s Compensation Certificate 

 

A Worker’s Compensation Certificate is required from corporations and partnerships with employees. 

Sole proprietors and individual consultants are not required to submit this document. 
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The contractor shall provide a Certificate of Premium Payment for Ohio State Worker's Compensation 

Insurance, or equivalent Worker's Compensation Insurance or letter of indemnification in lieu thereof. 

This document shall be current for the entire period of the contract. 

 

Certificate of Insurance 

The contractor shall procure, maintain and pay premiums for the insurance coverage and limits 

of liability indicated below with respect to products, services, work and/or operations performed 

in connection with this Contract.  

 

1. Mandatory Insurance Requirements 

 

(a) Worker’s Compensation Insurance as required by the State of Ohio. Such 

insurance requirement may be met by either purchasing coverage from the Ohio State 

Insurance Fund or by maintaining Qualified Self-Insurer status as granted by the Ohio 

Bureau of Workers Compensation (BWC). 

 

For Contractors with employees working outside of Ohio, Worker’s Compensation 

Insurance as required by the various state and Federal laws as applicable including 

Employers’ Liability coverage with limits of liability not less than: 

 

$1,000,000 each accident for bodily injury by accident; 

$1,000,000 each employee for bodily injury by disease; 

$1,000,000 policy limit for bodily injury by disease. 

 

Such insurance shall be written on the National Council on Compensation Insurance 

(NCCI) form or its equivalent. 

 

(b) Commercial General Liability Insurance with limits of liability not less than: 

 

$1,000,000 each occurrence bodily injury & property damage;  

$1,000,000 personal & advertising injury;  

$2,000,000 general aggregate;  

$2,000,000 products/completed operations aggregate. 

 

Such insurance shall be written on an occurrence basis on the Insurance Services Office 

(ISO) form or its equivalent.  

 

(c) Business Automobile Liability Insurance covering all owned, non-owned, hired, 

and leased vehicles. Such insurance shall provide a limit of not less than $1,000,000 

combined single limit (bodily injury & property damage) each accident;   

Insurance Coverage Terms and Conditions 

1. The insurance policies of the Contractor required for this Contract, with the exception of 

the All Risk Equipment Insurance and Errors & Omissions Insurance shall each name the 

“County of Cuyahoga, Ohio and its employees” as an Additional Insured and shall contain 

the following provisions: 
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(i) Thirty (30) days prior notice of cancellation or material change; 

(ii) Contain a waiver of subrogation provision wherein the insurer(s) waives all rights    

of recovery against the County. 

 

2. The insurance required for this Contract shall be provided by insurance carrier(s) licensed 

to transact business and write insurance in the state(s) where operations are performed and 

shall carry a minimum A.M. Best’s rating of A-VII or above. 
 

3. These insurance provisions shall not affect or limit the liability of the Contractor stated 

elsewhere in this Contract or as provided by law. 

 

4. The Contractor shall require any and all of its subcontractors to procure, maintain, and 

pay premiums for the insurance coverages and limits of liability outlined above with respect 

to products, services, work and/or operations performed in connection with this Contract. 

 

5. The County reserves the right to require insurance coverages in various amounts or to 

modify or waive insurance requirements on a case-by-case basis whenever it is determined 

to be in the best interest of the County. 

 

6.  If the Bid/Proposal/RFQ specifies the need for higher limits of liability for any applicable 

insurance provision, the Bid/Proposal/RFQ specifications shall govern.  

 

7. The Contractor shall furnish a Worker’s Compensation Certificate and Certificate of 

Insurance evidencing the insurance coverages required herein are in full force and effect. 

Acceptance of a non-conforming certificate of insurance by the County shall not constitute 

a waiver of any rights of the parties under this Contract. 

 

Letter of Indemnification in Lieu of Worker’s Compensation Certificate and/or Certificate of Insurance 

(If either document is required above) 

If the contractor cannot provide a worker's compensation certificate and/or certificate of insurance as 

requested, the contractor must, at the time of submission of the RFP, substitute a letter of 

indemnification for a worker's compensation certificate and/or certificate of insurance. 

Only in those circumstances where the vendor verifies being self-insured by means of documentation 

will the County consider the substitution of a letter of indemnification for a worker's compensation 

certificate and/or certificate of insurance. Such documentation, together with the letter of 

indemnification, must be submitted with the RFP proposal. Such a request will not be considered after 

the contract has been awarded. 

Performance Bond/Liquidated Damages 

• Performance Bond 

A Performance Bond or certified check, made payable to the Treasurer of Cuyahoga County, in 

a sum equal to N/A of the total contractual award shall be provided by the contractor should the 

total amount of the contractual award be in excess of $25,000. 

 

Such bond or check shall be conditional on the faithful performance of the work in accordance 

with the specifications, and shall remain in the possession of Cuyahoga County for the term of 

the contract and material warranties, whichever is concluded last. Such bond or check shall also 
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indemnify the County of Cuyahoga, Ohio, against such damages as may be suffered by failure 

to perform such contract according to the provisions thereof and in accordance with the 

specifications. If a bond is submitted, it shall be executed by a surety company authorized to do 

business in the State of Ohio. The bond shall be notarized with the corporate seal and the 

bonding company seal. Accompanying the bond shall be: 

a. A certified power of attorney for the agent to sign the bond. 

b. A certificate of compliance for the bonding company for the State of Ohio, Department 

of Insurance. 

If the contractor fails to satisfactorily perform the contract, the bonding company which 

provided the performance bond will be required to obtain timely performance of the contract. 

 

• Liquidated Damages 

 

Liquidated damages shall be assessed in the amount of $N/A per calendar day for each and 

every day that the Contractor fails to meet the agreed upon deadline requirements for 

deliverables under the negotiated contract. 

 

Letter of Credit in Lieu of Performance Bond/Certified Check  

If a performance bond is required, the following will be in effect: 

 

If the contractor cannot provide a performance bond or a certified check in the amount requested, the 

contractor must, at the time of entering into a contract, substitute a letter of credit for a performance 

bond or certified check. 

 

Only in those circumstances where the vendor verifies by documentation from insurance and/or 

bonding companies that a performance bond is not available because of the new, unusual or unique 

nature of the product or the service being purchased will the County consider the substitution of a 

letter of credit for the performance bond or certified check requirement.  Such documentation, together 

with the letter of credit in the amount requested for the performance bond, must be submitted during 

the writing of the contract with the successful vendor. 

 

Independent Contractor (I.C.) Requirement 

In accordance with requirements from the Ohio Public Employees Retirement System 

(OPERS), Cuyahoga County is required to obtain an acknowledgment of Independent 

Contractor Status. Cuyahoga County does not consider the individual/business employee/s a 

public employee and no contributions will be made to the public employee’s retirement system 

for the services.   

The Cuyahoga County “Independent Contractor/Worker Acknowledgment” form must be 

submitted before any contract or payment can be processed (ORC 145.037/8).   
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Cuyahoga County Cooperative Purchasing Project Political Subdivision Participation 

 

In accordance with Ohio Revised Code Section 9.48, the County of Cuyahoga (the “County”) 

may permit a Political Subdivision (as defined below) in the County of Cuyahoga to participate 

in the Cuyahoga County Cooperative Purchase Project (“Cooperative Purchase Project”).  By 

participating in the Cooperative Purchase Project, a Political Subdivision may purchase 

equipment, materials, supplies or services on the same terms and conditions as the County with 

selected vendors who are awarded contracts with the County. Such vendors may receive purchase 

orders from a Political Subdivision that is authorized to participate in an awarded contract with 

the County (“Awarded Contract”).  

Refer to Appendix for “Cooperative Purchasing Vendor Form.” 
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APPENDIX  

Required Forms 

This appendix contains the following forms that must be completed and submitted with the 

proposal.   

• Non-Collusion Affidavit  (requires notarization) 

• Mandatory Vendor Compliance Form 

• Cooperative Purchasing Vendor Form  

• If Cuyahoga County has established a Diversity goal for this project, please see 

attached Bidders’ Manual for information and required forms. 

 

Vendor Checklist  

A checklist is also included, following the above forms, to assist vendors in the preparation of their 

proposals to ensure compliance with all document requirements.  
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(THIS AFFIDAVIT MUST BE EXECUTED FOR THIS BID TO BE CONSIDERED) 

 

RFP # 40102 

 

 

                                                                                                                                 being first duly sworn,  

 

deposes and says that he/she is _________________________________________________________A  

 (sole owner, partner, president, etc.) 

 

of ________________________________________________________________________________ 

 (company/agency, etc.) 

 

making the foregoing proposal or bid; that such bid is genuine and not collusive or sham; that said bidder 

has not colluded, conspired, connived or agreed, directly or indirectly, with any bidder or person to put in 

a sham bid, or that such other person shall refrain from bidding and has not in any manner, directly or 

indirectly, sought by agreement or collusion, or communication or conference, with any person, to fix the 

bid price of affiant or any other bidder, or to fix any overhead, profit or cost element of said bid price, or of 

that of any other bidder, or to secure any advantage against the County of Cuyahoga or any persons 

interested in the proposed contract; and that all statements contained in said proposal or bid are true; and 

further that such bidder has not, directly or indirectly submitted this bid; or contents thereof, or divulged 

information relative thereto to any association or to any member or agent thereof. 

 

     

AFFIANT 

 

Sworn to and subscribed before me this          day of                           201___, in ___________________ 

 

(City/Village/Township), County of ___________________________, State of ___________________ 

 

 NOTARY PUBLIC 

 

(SEAL)                                                                                                                   

My commission expires:  

 

  

NON-COLLUSION AFFIDAVIT 
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By initialing next to each requirement below and by affixing my signature at the end of this document, I hereby certify 
that I or the company that I am authorized to represent (the “vendor”) is in compliance with each requirement listed below 
and shall remain in compliance at the time of execution of a contract with the County.  Failure to initial next to each and 
every requirement below may result in disqualification and/or rejection of the bid/proposal/statement of 
qualifications/offer.  If any material breach of the certifications required below occurs during the contract performance 
by the vendor, the County may exercise any or all contractual remedies, including, but not limited to, contract termination 
for cause. 

 
You MUST initial in the right hand column next to each criteria to certify compliance 

 
INITIAL 

 

Vendor is in compliance with Ohio's Drug-Free Workplace requirements, including, but not limited to, maintaining a substance abuse policy that 
its personnel are subject to on the contract (the successful vendor shall provide this policy upon request). 

1 

Vendor does not have an Experience Modification Rating greater than 1.5 with respect to the Bureau of Workers Compensation risk 
assessment rating. 

2 

Vendor is in compliance and will remain in compliance with Federal and Ohio Equal Opportunity Employment Laws. 3 

Vendor will pay the prevailing wage rate and comply with other provisions set forth in Sections 4115.03 through 4115.16 of the Ohio Revised 
Code and Sections 4101:9-4-01 through 4101:9-4-28 of the Ohio Administrative Code, including, but not limited to, the filing of certified payroll 
reports. 

4 

Vendor has not been debarred from public contracts for prevailing wage violations or found or determined by the state to have underpaid the 
required prevailing wage, whether intentionally or unintentionally, even if settled subsequent to the finding, more than three (3) times in the last 
ten (10) years, provided that, when aggregating for any single project, no finding of an underpaid amount of less than $1,000.00 shall be 
considered, and no single finding based upon a journeyman-to-apprenticeship ratio shall be considered a violation of this provision unless as 
part of multiple, similar findings. 

5 

Vendor has not been penalized or debarred from any federal, state, or local public contract or falsified certified payroll records, or has otherwise 
been found, after appeals, to have violated the Fair Labor Standards Act in the past seven (7) years, or during the vendors’ entire time of doing 
business, if less than seven (7) years. 

6 

Vendor has not had the professional license of any of its employees revoked for malfeasance or misfeasance. 7 

Vendor has not violated any unemployment or workers compensation law during the past five (5) years, or during the vendor's entire time of 
doing business, if less than five (5) years. 

8 

Vendor does not have final, unsatisfied judgments against it which in total amount to 50% or more of the contract amount. 9 

Vendor will utilize, for work performed under the contract, supervisory personnel that have three (3) or more years of experience in the specific 
trade and who maintain the appropriate state license(s), if any. 

10 

Vendor is properly licensed to perform all work as follows:  (1) if performing a trades contract, shall be licensed pursuant to Ohio Revised Code 
Section 4740 as a heating, ventilating, and air conditioning contractor, refrigeration contractor, electrical contractor, plumbing contractor, or 
hydronic contractor; (2) if performing work regulated under Section 3737.65 of the Ohio Revised Code, be certified by the State Fire Marshall;  
and (3) if performing work under any other trade, occupation, or profession licensed under Title 47 of the Ohio Revised Code, be licensed for 
that trade, occupation, or profession as provided in the Ohio Revised Code.  If the applicable contract does not involve any of the above-
described work, Vendor shall place “N/A” and his/her initials in the box to the right. 

11 

Vendor will, if performing a trades contract pursuant to Ohio Revised Code Section 4740, not subcontract more than twenty-five percent (25%) 
of the labor, excluding materials, for its awarded contract, unless to subcontractors also licensed pursuant to Ohio Revised Code Section 4740 
or certified by the State Fire Marshall pursuant to Ohio Revised Code Section 3737.65.  If the applicable contract does not involve this type of 
work, Vendor shall place “N/A” and his/her initials in the box to the right. 

12 

Vendor will provide access as needed and allow the Agency of the Inspector General to perform the functions provided for in Section 501.15 (A) 
(12) of the Cuyahoga County Code. 

13 

Vendor will require all if its subcontractors, at the time of execution of a subcontract, to make all of the certifications required within this form, 
except for certification numbers 7, 8, and 10.  If the applicable contract does not involve the use of subcontractors, Vendor shall place “N/A” and 
his/her initials in the box to the right. 

14 

Vendor has met and will comply with all the provisions of the state law relating to ethics. Vendor has also met and will comply with all applicable 
provisions of the Cuyahoga County Code, including, but not limited to, Title 4 pertaining to Cuyahoga County Ethics and the Inspector General, 
and Title 5 pertaining to Cuyahoga County Contracting and Purchasing Procedures. 

15 

Neither Vendor nor any of its owners, principals, and senior management are delinquent on any taxes or court costs in Cuyahoga County. 16 

Printed Name: _______________________________     Company:  ______________________________  

Signature:  __________________________________     Date:  _____________________ 

9-26-16 h/vendor compliance, Cuyahoga County Code. 

RQ# 40102 

Cuyahoga County 

Mandatory Vendor Compliance Form  

(C.C.C. § 501.15 and 501.19) 

https://buyspeed.opd.cuyahogacounty.us/bso/index.jsp
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Cooperative Purchasing Vendor Form 

 

RFP# 40102 
 

 In accordance with Ohio Revised Code Section 9.48, the County of Cuyahoga (the 

“County”) may permit a Political Subdivision (as defined below) in the County of Cuyahoga to 

participate in the Cuyahoga County Cooperative Purchase Program (“Cooperative Purchase 

Program”). By participating in the Cooperative Purchase Program, a Political Subdivision may 

purchase equipment, materials, supplies or services on the same terms and conditions as the County 

with selected vendors who are awarded contracts with the County. Such vendors may receive 

purchase orders from a Political Subdivision that is authorized to participate in an awarded contract 

with the County (“Awarded Contract”). The Cuyahoga County Office of Procurement and Diversity 

will notify the successful vendor that it has been selected for an Awarded Contract with the County 

and the name(s) of the Political Subdivision(s) that has been authorized by the County to participate 

in the Awarded Contract. Once the vendor of an Awarded Contract has been informed of the Political 

Subdivision(s) that may purchase from the Awarded Contract, the responsibilities and obligations of 

the County shall cease. Vendors shall then only deal with the Political Subdivision that chooses to 

purchase anything off of the Awarded Contract. 

 All orders placed by a Political Subdivision shall be filed in accordance with the 

terms and conditions of an Awarded Contract. Under no circumstances is the vendor on an Awarded 

Contract or any authorized Political Subdivision permitted to modify the pricing, terms and 

conditions, or specifications of an Awarded Contract. All invoices for purchases under an Awarded 

Contract shall be sent directly by the vendor to the Political Subdivision’s or governmental entity’s 

billing address. Invoices for these Political Subdivisions or governmental entities which are sent to 

the County, will be returned to the vendor. All purchases made under the Cooperative Purchase 

Program are the responsibility of the Political Subdivision or governmental entity and the vendor on 

the Awarded Contract. Under no circumstances is the County obligated to pay for any purchases 

made by a Political Subdivision under an awarded Contract. 

 Pursuant to Ohio Revised Section 2744.01, a Political Subdivision means a 

municipal corporation, township, county, school district, or other body corporate and politic 

responsible for governmental activities in a geographic area smaller than that of the state. Political 

subdivision includes, but is not limited to, a county hospital commission appointed under section 

339.14 of the Revised Code, board of hospital commissioners appointed for a municipal hospital 

under section 749.04 of the Revised Code, board of hospital trustees appointed for a municipal 

hospital under section 749.22 of the Revised Code, regional planning commission created pursuant 

to section 713.21 of the Revised Code, county planning commission created pursuant to section 

713.22 of the Revised Code, joint planning council created pursuant to section 713.231 of the 

Revised Code, interstate regional planning commission created pursuant to section 713.30 of the 

Revised Code, port authority created pursuant to section 4582.02 or 4582.26 of the Revised Code or 

in existence on December 16, 1964, regional council established by political subdivisions pursuant 

to Chapter 167 of the Revised Code, emergency planning district and joint emergency planning 

district designated under section 3750.03 of the Revised Code, joint emergency medical services 

district created pursuant to section 307.052 of the Revised Code, fire and ambulance district created 

pursuant to section 505.375 of the Revised Code, joint interstate emergency planning district 
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established by an agreement entered into under that section, county solid waste management district 

and joint solid waste management district established under section 343.01 or 343.012 of the Revised 

Code, community school established under Chapter 3314 of the Revised Code, the county or counties 

served by community-based correctional facility and program or district community-based  

correctional facility and program established and operated under sections 2301.51 to 2301.58 of the 

Revised Code, a community-based correctional facility and program or district community-based 

correctional facility and program that is so established and operated, and the facility governing board 

of a community-based correctional facility and program or district community-based correctional 

facility and program that is so established an operated. For purposes of the Cooperative Purchasing 

program, the Political Subdivision, must by physically within the County. 

 

[Department to indicated contract or PO:] 

 

[       ] Purchases made from this contract can only be made from the awarded vendor, and 

must be made within ninety (90) days of the original awarded contract. 

 

OR 

 

[       ] Purchases made from this contract can only be made from the awarded vendor, and 

must be made during the term of the original awarded contract. 

 

Vendor wishes to participate in allowing political subdivisions in Cuyahoga County to purchase off 

of the contract with Cuyahoga County, if awarded the contract. 

 

Yes___________    No______________ 

(This will not be a determining factor in awarding the contract.) 

 

 

 

Vendor’s Full Legal Name 

 

 

 

Authorized Signature                                                                                                                     Date 
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ATTACHMENT I 

 

Community Standards for Emergency Shelters 

A. Administration 

1. The shelter shall be operated by a nonprofit organization, recognized under the section 

501(c) (3) of the Internal Revenue Code. 

2. The shelter shall not require clients to participate in religious services or other forms of 

religious expression. 

3. The shelter shall not discriminate on the basis of race, religion, color, sex, national origin, 

disability, age, or ancestry.  Shelters serving families with children shall also not 

discriminate on the basis of the sex or age of the children or the size of the 

family.   Provision shall be made in such cases to maintain the family as an intact unit. 

4. The shelter’s Board of Directors shall consist of voluntary (unpaid) members, with the 

possible exception of the agency’s CEO or Director. 

5. The shelter must include on the Board of Directors or some other policy-making entity, 

one or more members who are either homeless or formerly homeless. 

6. The shelter’s Board of Directors shall meet at least on a quarterly basis and set overall 

policy for the shelter.  Minutes of the meetings shall be maintained for at least three 

years. 

7. The shelter shall have secure storage space for confidential documents relating to clients 

and personnel. 

8. The shelter shall develop and implement procedures to ensure the confidentiality of 

records pertaining to any individuals provided family violence prevention or treatment 

services. 

9. The shelter shall have a policy manual, which includes the shelter’s purpose, population 

served, regulations, rules and procedures. 

10. The shelter shall provide for an evaluation of the effectiveness of the services offered, at 

least annually. 

 

11. Agencies that receive funding under the Homeless Assistance Grant program are required 

to participate in their Continuum of Care’s Homeless Management Information System 

(HMIS).  
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B. Personnel 

 

1. The shelter shall have a table of organization of all paid staff working in the 

shelter.  There shall be written position descriptions for each position type that includes 

job responsibilities and qualifications. 

 

2. The shelter shall have written policies for the selection of all paid personnel in 

conformance with the EEO guidelines. 

 

3. For the safety of the residents, the shelter shall have adequate, trained, on-site staff 

coverage during all hours the shelter is open to residents, unless individual secured units 

are provided. 

 

4. All shelter staff shall receive training in at least the following: 

a. Emergency evacuation procedures; and 

b. Agency operating procedures 

 

5. All relevant direct service staff shall receive additional training in at least the following: 

a. Non-violent crisis intervention techniques 

b. Referral procedures to relevant community resources 

c. First aid procedures 

C. Facility 

 

1. The shelter shall comply with applicable local fire, environmental, health and safety 

standards and regulations. 

 

2. The shelter shall be clean and in good repair. 

 

3. The shelter shall have reasonable access to transportation services. 

 

4. The shelter shall provide a bed or crib for each guest except in extenuating “overflow” 

conditions or unless the shelter has an ODOD exemption based on size and/or type of 

shelter.  The shelter shall make provision for clean linens for each client.  There shall be 

procedures to provide for the sanitizing of all linens and sleeping surfaces. 

 

5. The shelter shall provide sufficient showers/baths, wash basins and toilets that are in 

proper operating condition for personal hygiene.  These should be adequate for the 

number of people served.  Clean towels, soap, and toilet tissue shall be available to each 

client.  

 

6. The shelter shall have private space to meet with clients. 
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7. The shelter shall have laundry facilities available to clients or a system available for the 

services. 

 

8. The shelter shall have a fire safety plan which, includes at least the following: 

a. Posted evacuation plan 

b. Fire drills conducted at least quarterly 

c. Fire detection systems which conform to local building and fire codes 

d. Adequate fire exits 

e. Adequate emergency lighting 

 

9. The shelter shall have adequate provision of the following services: 

a. Pest control services 

b. Removal of garbage 

c. Proper ventilation and heating/cooling systems 

d. Means to ensure that entrances, exits, steps and walkways are kept clear of garbage 

and other debris, ice, snow and other hazards 

 

10.  The shelter shall provide adequate natural or artificial illumination to permit normal 

indoor activities and to support the health and safety of occupants.  Sufficient electrical 

sources shall be provided to permit the use of essential electrical appliances while 

assuring safety from fire. 

 

D. Fiscal Management 

1. There shall be an accounting system which is maintained in accordance with Generally 

Accepted Accounting Principles (GAAP) and which uses fund accounting methods. 

2. The shelter shall have a record of accountability for clients’ funds or valuables the shelter 

is holding. 

3. A shelter which receives $300,000 or more of federal funds shall receive an annual 

independent audit or audit review and submit to OHCP, annually either a letter of “no 

findings” or a copy of the audit, in conformity with the OHCP financial rules and 

regulations handbook. 

4. The shelter shall have internal fiscal control procedures, which are reviewed and 

approved by the Board of Directors. 

5. The shelter shall institute and implement an adequate procurement policy in compliance 

with 24 CFR Part 84, U.S. Department of Housing and Urban Development uniform 

administrative requirements, covering small, medium and large purchases and means of 

price comparisons to assure purchases at the most reasonable costs and shall make known 

to women and minority contractors their capability to be vendors. 
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6. The shelter shall maintain a system of accountability for time worked through use of 

timesheets, activity reports, etc. signed by both the employee and the appropriate 

supervisor.  The executive director’s timesheet should be signed by a board member. 

E. Food Service 

1.  Shelters providing food service shall make adequate provisions for the sanitary storage 

and preparation of foods. 

2. Shelters providing food for infants, young children and pregnant mothers shall make 

provisions to meet their nutritional needs. 

3. Shelters shall provide or arrange for food services to clients or make known the available 

services nearby. 

F. Health 

1.  The shelter shall have available at all times first aid equipment and supplies in case of a 

medical emergency. 

2. All staff on duty shall have access to a telephone.  Emergency telephone numbers shall be 

posted conspicuously near the telephone. 

3. The shelter shall assure that at least one staff person on duty is trained in emergency first 

aid procedures. 

4. The shelter shall have a procedure for making referrals to appropriate medical providers. 

5. The shelter shall have a written policy regarding the possession and use of controlled 

substances as well as prescription and over the counter medication. 

6. The shelter shall have a written policy regarding the control of infectious diseases, such 

as HIV, tuberculosis, etc. 

7. The shelter shall provide a locked place for the storage of medications 

G. Operations 

1. In addition to sleeping arrangements and food, the shelter shall provide the following 

basic needs: 

a. Humane care which preserves Individual dignity 

b. Clean environment 

c. Reasonable security 

d. Referrals to other agencies 

 

2. The shelter shall have written policies for intake of clients and criteria for admitting 

persons to the shelter.  The shelter's intake policy should be available for the clients to 

review.  

 

3. The shelter shall maintain an attendance list which includes, at least, the name and sex of 

each person residing in the shelter. 
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4. The shelter shall post and read, or otherwise make known, the rules, regulations, and 

procedures of the shelter.  

 

5. The shelter shall post and read, or otherwise make known, the rights and responsibilities 

of shelter clients that shall include a grievance procedure for addressing potential 

violations of their rights. 

 

6. The shelter shall report child abuse and endangerment as required by law. 

 

7. The shelter shall only require clients to perform duties directly related to daily living 

activities within the shelter. 

 

8. The shelter shall provide access to a public or private telephone for use by shelter clients 

to make and receive calls. 

 

9. The shelter shall maintain records to document services provided to each client. 

 

10. The shelter shall provide accommodations for shelter clients to store personal belongings. 

 

11. The shelter shall provide a safe, secure environment and have policies to regulate access. 

 

12. The shelter shall have a policy regarding the control of weapons. 

 

13. The shelter shall encourage the involvement of clients in the decision-making processes 

of the shelter.  This can be accomplished in a variety of ways, including having resident 

advisory councils to provide input into the operations of the shelter, or having homeless 

or formerly homeless people on the board, or having homeless or formerly homeless 

people trained and hired as staff. 

 

14. The shelter shall allow current clients to use the shelter as a legal residence for the 

purpose of voter registration and the receipt of public benefits. 

 

15. The shelter shall maintain a daily log to record at a minimum all unusual or significant 

incidents. 

 

16. The shelter shall have written policies for consensual and non-consensual searches. 

 

ADDITIONAL CoC ADOPTED STANDARDS 

1. Each shelter must have a written visitation policy as part of its safety plan (“visitation” 

refers to non-shelter residents seeking to enter the facility) 
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2. Shelters cannot require, upon admission, that residents have IDs, be entered into HMIS or 

provide Social Security numbers. 

3. Each shelter must adhere to the CoC’s involuntary discharge policy and have a procedure 

to collaborate/coordinate with another shelter(s) when involuntary discharges are 

necessary.  At the time of an involuntary discharge, the participant must be provided with 

1) a written explanation of the reason(s) for the discharge and 2) written information on 

how to file a grievance.  These discharges must be documented in incident reports and 

monitored by OHS.  

4. Each shelter must have the ability for consultation with a medical provider or group 

regarding infectious disease questions and assistance with proper notification with illness 

outbreaks. 

5. Shelters must have written policies related to serving healthy, balanced meals and 

shelters must have access to consult with a dietician regarding serving clients with special 

dietary needs. 

6. One staff person on each shift must be trained in basic first aid, CPR and handling 

emergency medical situations. 

7. Shelters must provide or link participants to drug and alcohol services, mental health 

services, life skills and job training, as needed. 

8. Participants must be provided with hygiene items needed for personal care. 

9. Each shelter must have a written policy regarding residents’ access to telephones. 

10. A housing plan must be developed as quickly as possible with the resident upon entry and 

no later than after 2 weeks of continuous occupancy. 

11. Shelters must have written policies on collecting, distributing and storing mail for 

residents and former residents. 

12. Each shelter must have a written entrance, exit and visitation policy as part of its safety 

plan.  The policy should indicate how check in/entrance to and exit from the shelter 

occurs for residents, staff, partners, volunteers and other guests (revision of existing 

standard). 

13. School-aged children are required by law to be enrolled in and attend school.  Each 

shelter will ensure that parents are aware of the legal requirement and will work with 

parents and community resources, as needed, to promote daily school attendance.  In 

addition, each shelter will assist in connecting children with appropriate services within 

the community. 
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Standards adopted by OHS Advisory Board 9/10/14 

1. Drug testing: Each shelter will post the Drug Free Workplace Policy (if covered by it) or 

comparable statement and method for residents to report a suspected violation.  

a. Shelters not specifically funded as drug and alcohol treatment programs may not 

require random or automatic drug or alcohol testing as a condition to receive 

shelter. If behavior by a resident that strongly suggests substance use does not 

warrant a call to either 911 or 696-kids, shelter staff should contact the Cleveland 

Mediation Center to help address the issue.  

2. Posting maintenance concerns and timeframe for response 

a. Each shelter will post the process for reporting maintenance concerns  

b. Staff will acknowledge new issues reported within (2) business days and identify 

timeframe for addressing 

3. Each shelter will have a policy to address search and seizure and warrants to protect 

individual civil rights. 

4. Shelters will consider input from residents in the development of safety plans. 

5. Each shelter will post the CoC’s weather protocols. 

6. When a resident files a grievance related to a suspension or sanction not covered by the 

immediate discharge policy, the action is suspended until the grievance process is 

completed, if immediately implementing it would negatively affect the resident’s 

a. Ability to stay in shelter 

b. Receive meals 

c. Eligibility to obtain housing 

d. Ability to get to work or care for his/her children 

e. Other health or safety issues  

7. Shelters must make accommodations for persons working second and third shifts and 

those with verified medical conditions to have access to beds during the day. 

8. Shelter staff should receive training, at least annually, that includes compliance with the 

Americans with Disabilities Act and understanding special needs and challenges 

associated with the population the shelter serves. 

9. Volunteers at an adult shelter are strongly encouraged, but not required, to receive 

training. If a shelter houses children, volunteers must have criminal background checks in 

order to volunteer. No one with a violent or sexual-based criminal history will be allowed 

to volunteer at a shelter housing children.  

10. All staff and volunteers at a shelter should wear identification that includes the 

individual’s name. 

 

Standard adopted by OHS Advisory Board 9/9/2105 

 Involuntary Discharge – The reason for the Involuntary Discharge or overnight 

suspension must be in writing with grievance procedure described on the back of the page. 

 

***Residents should use an agency’s incident report or grievance process to address any 

concerns associated with a shelter not abiding by the guidelines set forth or other items that need 

to be reported*** 
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ATTACHMENT 2 

BUDGET SUMMARY 

 

I.   PERSONNEL COSTS: Organization’s 

Current Annual 

Budget 

Proposed Program  

Budget 

   
A.  Salaries 

____________ ____________ 

      

   B.  Fringe Benefits ____________ ____________ 

      

   TOTAL PERSONNEL COSTS ____________ ____________ 

      

II.   DIRECT COSTS:   

      

   A. Contract and Professional  

     Services 

____________ ____________ 

      

   B. Staff Travel ……..…………….. ____________ ____________ 

      

   C.  Consumable Supplies ____________ ____________ 

      

   D.  Other Operating Costs.. ____________ ____________ 

      

   TOTAL DIRECT COSTS ____________ ____________ 

      

III.   EQUIPMENT COSTS   

      

   A.  Leased/Rented Equipment ____________ ____________ 

      

   TOTAL EQUIPMENT COSTS ____________ ____________ 

      

IV   INDIRECT COSTS ____________ ____________ 

      

   TOTAL BUDGET ____________ ____________ 
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PERSONNEL 

 

I. A. Salaries 

 

Position/Title (list all 

personnel to be charged to 

proposed program) 

 

F/V 

(Filled/

Vacant) 

Hours 

per 

Week 

Total  

Annual 

Salary 

% of Time  

Charged to 

Proposed 

Program 

Cost 

To 

Program 

      

      

      

      

      

      

      

      

      

      

Total Salaries 
     

 

I. B. Fringe Benefits 

 

Social Security  

Worker’s Compensation/Unemployment Insurance  

Retirement  

Health  

Other (Specify)  

  

  

  

Total Fringe Benefits 
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DIRECT COSTS 

 

II. A.  Contract and Professional Services 

 

 II B.  Staff Travel  

 

 

 
Cost to Program 

Mileage Reimbursement @$____ (Cost) per mile x ____ (number) of 

miles 

 

Conference, Meetings, Etc.  

TOTAL TRAVEL  

 

II. C.  Consumable Supplies 

 

Type/Who 

(Identify each contract or professional service used) 
Cost to Program 

  

  

  

  

  

 
 

TOTAL CONTRACT AND PROFESSIONAL SERVICES 
 

 

 
Cost to Program 

Office Supplies 

 

Program Supplies  

Other (Specify)  

  

  

TOTAL CONSUMABLE SUPPLIES  
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II. D. Other Operating Costs 

 

 

 
Cost to Program 

Meals  

Telephones  

Transportation  

Other (specify)  

  

  

  

  

TOTAL OTHER 

 

 

EQUIPMENT COSTS 

 

III. A. Leased and Rented Equipment 

 

ITEM QUANTITY 
MONTHLY 

CHARGE 

% 

TO 

PROGRAM 

COST TO 

PROGRAM 

     

     

     

     

     

TOTAL LEASED & RENTED EQUIPMENT 
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INDIRECT COSTS 

 

IV. A. Indirect Costs 

 

 

Identify all indirect costs and/or your cost allocation plan 

 

Cost to program 

  

  

  

  

  

  

TOTAL INDIRECT 
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ATTACHMENT 3 

BUDGET NARRATIVE 

Provide a narrative description for each budget category that supports the costs you are proposing 

in your budget; for example why are you proposing the particular staffing model and what roles 

and responsibilities will these staff perform; what are your indirect costs and your cost allocation 

plan, etc. 
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RFP Vendor Checklist 

This checklist will help vendors to submit complete proposals. Proposals missing 

required elements are incomplete. Please include the components listed below in 

your submission.  

 

_____ Cover Page 

 

_____ Cover Letter: (original signature binding proposal must be included.)  

    Telephone Number & Contact Name 

______  Brief Organizational History 

    Years in the Business 

    Service Type Provided 

    Legal Corporate Status 

    Vendor Federal Tax ID # 

 

_____ Table of Contents 

 

_____ Executive Summary 

 

_____ Proposal Content 

Section I Project Model and Design 

Section II Project Management and Reporting 

Section III Organizational Capacity and Prior Experience 

Section IV Internal Evaluation and Accountability 

Section V Collaborations and/or Sub-Contractors 

Section V Customer References 

Section VI Project Budget and Narrative 

 

_____ Required County Forms Completed: 

______ Non-Collusion Affidavit (requires notarization)  

______ Mandatory Vendor Compliance Form 

______ Cooperative Purchasing Vendor Form 

 

If Cuyahoga County has established a Diversity goal for this project, please see attached 

Bidders’ Manual for information and required forms. 

 

_____  Required Vendor Attachments: 

 _____ Most recent audited or compiled financial statement 

 

_____ Original and six copies  

 

 


