ACCESSIBLE TECHNOLOGY (AT) VENDOR CERTIFICATION AND MASTER CONTRACT PROCESS


In considering whether being a contract trainer is the right decision for you, it would be wise to first read through this process fully, and review the referenced documents to understand the process, required documentation, duties, and remuneration.


1. Review Requirements and complete Application for AT Tech Trainer certification and submit to Jennifer Beilke at Jennifer.Beilke@state.mn.us or
	
Jennifer Beilke
State Services for the Blind 
2200 University Ave W. Ste 240
St. Paul, MN 55114 

The requirements and application are available on the SSB website at http://mn.gov/deed/job-seekers/blind-visual-impaired/vendor/index.jsp 


2. Complete and pass the Adult Learning Course available on the SSB website at http://mn.gov/deed/job-seekers/blind-visual-impaired/vendor/index.jsp 
a. Read the material packet. 
b. Schedule and meet with Jennifer Beilke for an interview/discussion.

To schedule contact Jennifer Beilke at 651-539-2273 or 
Jennifer.Beilke@state.mn.us   


3. Complete and pass the teaching demonstration with SSB staff. 

To schedule contact Jennifer Beilke at 651-539-2273 or Jennifer.Beilke@state.mn.us 


4. Complete and pass the Skills Demonstration for AT Trainers – Schedule testing with John Hess 651-539-2296 John.Hess@state.mn.us or Jesse Anderson 651-539-2295 Jesse.Anderson@state.mn.us 

*A minimum of 30 days is required between the first and second administration of a given test, and 3 months is required between the second and the third time the test is attempted.  Applicants failing after three attempts must wait a year before a test can be retaken.   


5. Read the sample Master Contract available on the SSB website at http://mn.gov/deed/job-seekers/blind-visual-impaired/vendor/index.jsp 


6. Complete the application for a Master Contact and submit to Jennifer Beilke at Jennifer.Beilke@state.mn.us or 

Jennifer Beilke
State Services for the Blind 
2200 University Ave W. Ste 240
St. Paul, MN 55114 

The application is available on the SSB website at http://mn.gov/deed/job-seekers/blind-visual-impaired/vendor/index.jsp 

Applicants for a Master Contract must submit the following information:

1. 	Submit one Application (below) as stated in the Application materials. All questions within a Category must be answered as directed for the Application to be considered. Applicants may submit a list of additional services or programs for SSB’s consideration. A narrative regarding any response or proposal in the Application is welcome. These Application materials are available in ink print and electronic format.

2.     Submit an insurance declaration, and a proposal for fees consistent with SSB’s Rate Schedule. Rates are available on the SSB Rehabilitation Services Master Contracts web page where this Application was accessed. Facility based comprehensive centers must submit documentation to support their fees.

3. Submit the following forms (below):
A. Affidavit of Non Collusion
B. Certificate Regarding Lobbying (if proposal exceeds $100,000, including extension options)
C. Affirmative Action Certification (if proposal exceeds $100,000, including extension options and if Contractor employed 40 or more full-time employees on any given day during the previous 12 months)
D. Veterans Preference Form (if applicable)
E. Vendor Criminal History and Release form (Contractors with no employees only)
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7. When your application has been approved, SSB will develop the draft Master Contact and send it to you for your signature.  Please sign it and send it back to SSB for the Director’s signature.  It will then go to DEED for final signature and contract execution.  
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