
BASIC COMPUTER WORKSHOPS
VENDOR SERVICES (VS)

APPLICATION

	Applicant Organization Name
     
	IRS Employer Identification Number
     

	Organization Address
     
	City
     
	State
     
	Zip
     

	Phone
     
	Fax
     
	E-Mail
     

	Contact Name 
     
	Title
     

	Status:    Private Non-Profit:  FORMCHECKBOX 
  Private For-Profit:  FORMCHECKBOX 
  Public Agency:  FORMCHECKBOX 
  Other (specify):  FORMCHECKBOX 
      


Assurances and Certification:

I, (We), the undersigned, as the duly-authorized representative(s) of the respondent agency, affirm that the information and statements contained on this application, to the best of my (our) knowledge, are truthful and accurate, and further, that I (we) am (are) duly authorized to submit this application from the respondent agency to deliver services.

	

	Signature


	     

	Typed Name


	     

	Date


GSJTA reserves the right in its sole discretion, to select the funding source from which to award contracts provided that the activities identified in the application(s) may be funded from that source and categories.   Contractors will be required to adhere to the statutes, regulations, or policies applicable to the funding source under which the funding is provided.

FILLABLE FORM
VENDOR SERVICES (VS)

APPLICATION

1.
STATEMENT OF CAPABILITIES
A.
Organizational History, Experience, and Structure:

1)
Describe your organization.  Include history, purpose, years of operation, number of staff and services provided to the community.

     
2)
Indicate how and where customer records will be maintained and stored, and describe the safeguards that are in place to insure the confidentiality and security of the records.

     
3)
Describe your organization’s experience in operating the proposed program or similar programs.  Attach an organization chart.

     
B. 
Fiscal Controls:

1)
Describe your organization’s internal fiscal system, including:

a)
Type of accounting system used;       
b)
Which staff member is responsible for the preparation of the fiscal reports;

     
c)
The internal controls used in your fiscal systems;

     
d)
How your agency would repay any potential disallowed costs; and,

     
e)
Describe your agency’s ability to manage grant funds

     
C. 
Internal Program Evaluation and Monitoring:

1)
Describe the process you will use to evaluate and monitor your staff and program(s), and formally document the results, including:

a) 
Activities reviewed;  

     
b) 
Methods that will be used to measure services and outcomes

     
c) 
Data collection method to support measures

     
d) 
Frequency;

     
e) 
Corrective action; and,

     
f) 
Staff assigned to monitor/evaluate.     
D. References

Applicants who have not received funding from GSJTA within the past two years of the submitting this application must complete Exhibit A, References, and provide at least three (3) complete references from organizations/agencies (other than GSJTA), that applicant has had direct involvement with or received funding for the provision of activit(ies) for which applicant is applying.  The following information for each reference must be included:
· Reference’s organization name
· Contact person
· Address, phone number and email address
· Grant period, funding source and/or amount or fees for funded activities
· Description of activities provided
2.
PROPOSED SERVICES
A. Please describe the vendor services you are proposing (based upon outlined provided in Exhibit B), including the overall design of the activity.  Attach curriculum, course outline, or other material you plan to use in delivering the proposed service.
     
B. Please provide responses to the following questions:

1. What are the qualifications, credentials, certifications and experience of your program and any staff providing the proposed service?
     
2. Which locations do you propose providing services at:

 FORMCHECKBOX 
Auburn 

 FORMCHECKBOX 
Roseville

 FORMCHECKBOX 
Both locations
3. What is detailed cost per session; including materials?

4. Will recognized certification of completion be provided?

5. How will you measure the outcome/success of your service?

6. How will customer satisfaction be measured?
     
3.
ACCEPTANCE OF CANCELLATION POLICY
A. All proposals must accept/acknowledge the following “Cancellation Policy” to be considered responsive.

Cancellation Policy:  All sessions that have less than 4 registered participants will be cancelled by close of business the day before the session is schedule.  No payment will be made for sessions cancelled in this manner.

Accepted/acknowledge by:       
EXHIBIT A

REFERENCES

   To be completed by new/non-GSJTA funded applicants:
	
References


(Agencies/Organizations)
	
Contact Person, 

Phone Number and Email Address
	Grant Period, Type of

Activity(ies) Provided, Funding 
Source and Amount of Grant or Fees for Activity(ies)

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


FILLABLE FORM
EXHIBIT B
PROPOSED SERVICES
Basic Computer Workshops

· 2 hour workshops

· 1 session per week (at each location)*
 
4 sessions per month (at each location)*

* Applications will be accepted for either location or both locations

(Sample Monthly Schedule-repeated monthly)

	Session
	Auburn
	Roseville

	PC Basics – Using the Mouse and Keyboard
	Week 1
	Week 1

	PC Basics – Using E-mail and Sending Attachments
	Week 2
	Week 2

	Internet Navigation
	Week 3
	Week 3

	Microsoft Word: Formatting Basics
	Week 4
	Week 4


(Sample Curriculum Outline)

1. PC Basics – Using the Mouse and Keyboard

· Explain basic computer terminology

· Point out the parts of the computer

· Help customers overcome fear of technology

· Exercise: practice using the mouse

· Exercise: practice using the keyboard

· Expose customers to free online tutorials (DIY)

2. PC Basics – Using E-mail and Sending Attachments

· Demonstrate how to create a new e-mail account

· Demonstrate how to compose a new message

· Explain how documents are saved on the computer

· Demonstrate how to attach a document

· Explain folder structure – Inbox/Sent/Draft

3. Internet Navigation

· Explain basic Internet terminology

· Point out safety and confidentiality issues

· Exercise: cut-and-paste URL into address bar

· Exercise: search for job openings on Connections/CalJOBS

· Point out how to use bookmarks

· Expose customers to different search engines

· Help customers develop strategy for organizing usernames and passwords

4. Microsoft Word: Formatting Basics

· Explain basic formatting terminology

· Exercise: Edit a resume

· Exercise: Edit a cover letter

· Adjust font size, font style, and margins

· Explain how to insert bullet points

· Demonstrate how to save documents for future use
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