MINNESOTA DEPARTMENT OF EMPLOYMENT AND ECONOMIC DEVELOPMENT
Vocational Rehabilitation Services
Information and Instructions for Partner Application to Provide Services to VRS Consumers
Overview
The Department of Employment and Economic Development (DEED) requests applicants to provide job-related services to Minnesotans with disabilities. This request does not obligate the state to award a contract. All costs incurred in responding to this application are borne by the applicant. Only signed, inkprint responses will be considered.
Purpose
Vocational Rehabilitation Services (VRS) purchases services, on behalf of consumers, from qualified partners, to (a) determine whether an individual is eligible for VRS services and the nature and scope of services needed by the individual, or (b) to assist an eligible individual to achieve an employment goal in accordance with the eligible individual’s approved employment plan. [M. Rules, 3300.5060]
Goal
To maintain a sufficient pool of qualified service providers to offer consumers an array of choices from which to make informed selections.
Services
VRS will contract with qualified applicants to provide one or more services similar to those described below or in Minnesota Rules, 3300.5010, subparts 22, 23, 46, 50:
Employee Planning Services (vocational evaluation) – To assess a person's performance in a simulated or real work situation to determine the person's abilities, skills, attitudes toward work, and work behaviors. Methods may include job tryout or temporary job placements to assess the appropriateness of work environments or to promote placement/readiness.
Employment Skills Training – Using an established curriculum and instruction to learn job skills and meet employer expectations in a specific occupational area.
Employment Development Services (work adjustment training) – Using real or simulated work situations to assist persons to understand the meaning, value, and demands of work; learn or reestablish skills, attitudes, and work behaviors; and develop physical or mental capacities necessary for work.
Job Development – to assist consumers in seeking and obtaining gainful employment in a competitive job appropriate to their strengths, abilities, interests and preferences.
Job Site Training/Job Supports – Services to assist an eligible individual perform work duties and retain employment in a competitive employment setting, including: training and assistance with work behaviors; assistance to employers and coworkers when necessary to assist the eligible individual to retain employment; etc.
Communication
The partner will work collaboratively with VRS personnel in providing authorized services. The Individual Employment Plan (IEP) is the State document that describes the services and outcomes agreed to by the VRS counselor and consumer. Partner-initiated program changes resulting in changes to the IEP must be agreed to by the consumer and the VRS counselor prior to initiating the program changes and authorizing funding. The partner will maintain communication between their staff, the person served, VRS counselor, and other relevant VRS personnel to discuss the person’s progress or necessary program changes.
Term
The maximum term of the contract will be 5 years for certified community rehabilitation providers. Certification is primarily dependent on maintaining accredited employment services by the Commission on Accreditation of Rehabilitation Facilities (CARF), and will expire 30 days after the expiration of the CARF accreditation decision unless a current accreditation outcome is achieved and survey report received by VRS.
The contracts of limited-use-vendors, where employment services are not CARF-accredited, will not exceed $40,000 in a 2 year period. However, if the partner applies for CARF accreditation, submitting evidence of application and payment, the contract may be extended to amend the term or cap, or both at the discretion of VRS.
The maximum term of the contract will be 5 years for certified centers for independent living. VRS certifies centers for a maximum of 3 years under MS 268A.11 and Minnesota Rule 3300.3150.
Questions
Direct questions to Anne Paulson – telephone and email are found at the bottom of this page.
How to Submit your Application
A. Complete the application packet, using either method:
1. Print the application packet from our website and fill out.
2. Download the electronic version of the application packet from our website: http://mn.gov/deed/job-seekers/disabilities/partners/.
a) Macros are used in the form, so you may be asked to allow active content to run on your computer – select yes, to enable the macros to run.
b) Open the file with Microsoft Word and complete the form by tabbing through the form, entering the answers as you go.
c) When finished, save and print the completed application packet. 
B. Obtain the signature of the chief executive officer on each applicable form.
C. Assemble the application packet (top to bottom).
1. Partner Application to Provide Services to VRS Consumers
2. Vocational Rehabilitation Partner Assurances
3. Insurance Declaration (obtain from your insurance agent)
4. Affidavit of Noncollusion
5. Certification Regarding Lobbying (if applicable)
6. Affirmative Action Certification (if applicable) 
D. Make a copy for your records.
E. Prepare the application for delivery – and request receipt of delivery:
1. Mail via US Postal Service or another delivery service;  or
2. Scan the signed application packet into an electronic document (Adobe PDF format only), and use email as the delivery method.
3. Do not fax application materials.
F. Deliver the application packet to:
Anne Paulson
DEED Vocational Rehabilitation Services
332 Minnesota St Ste #E200
Saint Paul, MN 55101-1351
Email: Anne.Paulson@state.mn.us 
Telephone: 651.259.7135


FYI – What Requirements Must Partners Meet To Provide Services To The State?
Applicants should be aware of the State’s standard contract terms and conditions applicable to partners of vocational rehabilitation services. A sample State of Minnesota Professional/Technical Services Contract can be downloaded from our website at http://mn.gov/deed/job-seekers/disabilities/partners/.
The language in the contract reflects requirements of VRS, DEED policies, state statutes, and federal requirements. Failure to accept any contract language will result in the denial of the application and our inability to execute a contract. The application and/or contract will address:
General Terms and Conditions
Affidavit of Noncollusion
Applicants must complete and submit the attached Affidavit of Noncollusion.
Conflicts of Interest
Applicants must provide a list of all entities with which it has relationships that create, or appear to create, a conflict of interest with the work that is proposed. The list should indicate the name of the entity, the relationship, and a discussion of the conflict.
Content of Application Materials
By submission of an application, the applicant assures the State that the information provided is true, correct and reliable for the purpose of evaluating a potential contract award. The submission of inaccurate or misleading information is grounds for disqualification from consideration and could subject the applicant to suspension or debarment proceedings as well as other remedies available by law.
Disposition of Responses
After the evaluation process is concluded, all materials submitted by applicants become property of the State and public record pursuant to Minnesota Statutes, section 13.591. Pursuant to the statute, completion of the evaluation process occurs when the government entity has completed negotiating the contract with the selected partner. If the applicant submits information it believes to be trade secret materials, as defined by the Minnesota Government Data Practices Act, Minnesota Statute § 13.37, the applicant must:
· Clearly mark all trade secret materials in its response at the time the response is submitted,
· Include a statement with its response justifying the trade secret designation for each item, and 
· Defend any action seeking release of the materials it believes to be trade secret, and indemnify and hold harmless the State, its agents and employees, from any judgments or damages awarded against the State in favor of the party requesting the materials, and any and all costs connected with that defense. This indemnification survives the State’s award of a contract. In submitting a response to this application, the applicant agrees that this indemnification survives as long as the trade secret materials are in possession of the State.
The State will not consider the prices submitted by the applicant to be proprietary or trade secret materials. Notwithstanding the above, if the State contracting party is part of the judicial branch, the release of data shall be in accordance with the Rules of Public Access to Records of the Judicial Branch promulgated by the Minnesota Supreme Court as the same may be amended from time to time.
Contingency Fees Prohibited
Pursuant to Minnesota Statutes Section 10A.06, no person may act as or employ a lobbyist for compensation that is dependent upon the result or outcome of any legislation or administrative action.
Organizational Conflicts of Interest
The applicant warrants that, to the best of its knowledge and belief, and except as otherwise disclosed, there are no relevant facts or circumstances which could give rise to organizational conflicts of interest. An organizational conflict of interest exists when, because of existing or planned activities or because of relationships with other persons, a partner is unable or potentially unable to render impartial assistance or advice to the State, or the partner’s objectivity in performing the contract work is or might be otherwise impaired, or the partnerhas an unfair competitive advantage. The applicant agrees that, if after award, an organizational conflict of interest is discovered, an immediate and full disclosure in writing must be made to the Assistant Director of the Department of Administration’s Materials Management Division (MMD) which must include a description of the action which the contractor has taken or proposes to take to avoid or mitigate such conflicts. If an organizational conflict of interest is determined to exist, the State may, at its discretion, cancel the contract. In the event the applicant was aware of an organizational conflict of interest prior to the award of the contract and did not disclose the conflict to MMD, the State may terminate the contract for default. The provisions of this clause must be included in all subcontracts for work to be performed similar to the service provided by the prime contractor, and the terms “contract,” “contractor,” and “contracting officer” modified appropriately to preserve the State’s rights.
Human Rights Requirements
For all contracts estimated to be in excess of $100,000, applicants are required to complete the attached Affirmative Action Data page and return it with the response. As required by Minnesota Rule 5000.3600, “It is hereby agreed between the parties that Minnesota Statute § 363A.36 and Minnesota Rule 5000.3400 - 5000.3600 are incorporated into any contract between these parties based upon this specification or any modification of it. A copy of Minnesota Statute § 363A.36 and Minnesota Rule 5000.3400 - 5000.3600 are available upon request from the contracting agency.”
Certification Regarding Lobbying
Federal money will be used or may potentially be used to pay for all or part of the work under the contract, therefore the Proposer must complete the attached Certification Regarding Lobbying and submit it as part of its proposal.
Certification Regarding Debarment, Suspension, Ineligibility, and Voluntary Exclusion
Federal money will be used or may potentially be used to pay for all or part of the work under the contract, therefore the Proposer must certify the following, as required by the regulations implementing Executive Order 12549.
Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion -- Lower Tier Covered Transactions
Instructions for Certification
(1) By signing and submitting this proposal, the prospective lower tier participant is providing the certification set out below.
(2) The certification in this clause is a material representation of fact upon which reliance was placed when this transaction was entered into. If it is later determined that the prospective lower tier participant knowingly rendered an erroneous certification, in addition to other remedies available to the Federal Government, the department or agency with which this transaction originated may pursue available remedies, including suspension and/or debarment.
(3) The prospective lower tier participant shall provide immediate written notice to the person to which this proposal is submitted if at any time the prospective lower tier participant learns that its certification was erroneous when submitted or had become erroneous by reason of changed circumstances.
(4) The terms covered transaction, debarred, suspended, ineligible, lower tier covered transaction, participant, person, primary covered transaction, principal, proposal, and voluntarily excluded, as used in this clause, have the meaning set out in the Definitions and Coverages sections of rules implementing Executive Order 12549.  You may contact the person to which this proposal is submitted for assistance in obtaining a copy of those regulations.
(5) The prospective lower tier participant agrees by submitting this response that, should the proposed covered transaction be entered into, it shall not knowingly enter into any lower tier covered transaction with a person who is proposed for debarment under 48 CFR part 9, subpart 9.4, debarred, suspended, declared ineligible, or voluntarily excluded from participation in this covered transaction, unless authorized by the department or agency with which this transaction originated.
(6) The prospective lower tier participant further agrees by submitting this proposal that it will include this clause titled “Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion--Lower Tier Covered Transaction,” without modification, in all lower tier covered transactions and in all solicitations for lower tier covered transactions.
(7) A participant in a covered transaction may rely upon a certification of a prospective participant in a lower tier covered transaction that it is not proposed for debarment under 48 CFR part 9, subpart 9.4, debarred, suspended, ineligible, or voluntarily excluded from covered transactions, unless it knows that the certification is erroneous. A participant may decide the method and frequency by which it determines the eligibility of its principals. Each participant may, but is not required to, check the List of Parties Excluded from Federal Procurement and Nonprocurement Programs
(8) Nothing contained in the foregoing shall be construed to require establishment of a system of records in order to render in good faith the certification required by this clause. The knowledge and information of a participant is not required to exceed that which is normally possessed by a prudent person in the ordinary course of business dealings.
(9) Except for transactions authorized under paragraph 5 of these instructions, if a participant in a covered transaction knowingly enters into a lower tier covered transaction with a person who is proposed for debarment under 48 C.F.R. 9, subpart 9.4, suspended, debarred, ineligible, or voluntarily excluded from participation in this transaction, in addition to other remedies available to the federal government, the department or agency with which this transaction originated may pursue available remedies, including suspension and/or debarment.
Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion - Lower Tier Covered Transactions
(1) The prospective lower tier participant certifies, by submission of this proposal, that neither it nor its principals is presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any federal department or agency.
(2) Where the prospective lower tier participant is unable to certify to any of the statements in this certification, such prospective participant shall attach an explanation to this proposal.
Insurance Requirements
A. Contractor shall not commence work under the contract until they have obtained all the insurance described below and the State of Minnesota has approved such insurance. Contractor shall maintain such insurance in force and effect throughout the term of the contract.
B. Contractor is required to maintain and furnish satisfactory evidence of the following insurance policies:
a. Workers’ Compensation Insurance: Except as provided below, Contractor must provide Workers’ Compensation insurance for all its employees and, in case any work is subcontracted, Contractor will require the subcontractor to provide Workers’ Compensation insurance in accordance with the statutory requirements of the State of Minnesota, including Coverage B, Employer’s Liability. Insurance minimum limits are as follows:
$100,000 – Bodily Injury by Disease per employee
$500,000 – Bodily Injury by Disease aggregate
$100,000 – Bodily Injury by Accident
If Minnesota Statute 176.041 exempts Contractor from Workers’ Compensation insurance or if the Contractor has no employees in the State of Minnesota, Contractor must provide a written statement, signed by an authorized representative, indicating the qualifying exemption that excludes Contractor from the Minnesota Workers’ Compensation requirements. If during the course of the contract the Contractor becomes eligible for Workers’ Compensation, the Contractor must comply with the Workers’ Compensation Insurance requirements herein and provide the State of Minnesota with a certificate of insurance.
b. Commercial General Liability Insurance: Contractor is required to maintain insurance protecting it from claims for damages for bodily injury, including sickness or disease, death, and for care and loss of services as well as from claims for property damage, including loss of use which may arise from operations under the Contract whether the operations are by the Contractor or by a subcontractor or by anyone directly or indirectly employed by the Contractor under the contract. Insurance minimum limits are as follows:
$2,000,000 – per occurrence
$2,000,000 – annual aggregate
$2,000,000 – annual aggregate – Products/Completed Operations
The following coverages shall be included:
Premises and Operations Bodily Injury and Property Damage
Personal and Advertising Injury
Blanket Contractual Liability
Products and Completed Operations Liability
Other; if applicable, please list 	
State of Minnesota named as an Additional Insured
c. Commercial Automobile Liability Insurance: Contractor is required to maintain insurance protecting it from claims for damages for bodily injury as well as from claims for property damage resulting from the ownership, operation, maintenance or use of all owned, hired, and non-owned autos which may arise from operations under this contract, and in case any work is subcontracted the contractor will require the subcontractor to maintain Commercial Automobile Liability insurance. Insurance minimum limits are as follows:
$1,000,000 – per occurrence Combined Single limit for Bodily Injury and Property Damage
In addition, the following coverages should be included:
Owned, Hired, and Non-owned Automobile
This policy will provide coverage for all claims the contractor may become legally obligated to pay resulting from any actual or alleged negligent act, error, or omission related to Contractor’s professional services required under the contract.
Contractor is required to carry the following minimum limits:
$2,000,000 – per claim or event
$2,000,000 – annual aggregate
Any deductible will be the sole responsibility of the Contractor and may not exceed $50,000 without the written approval of the State. If the Contractor desires authority from the State to have a deductible in a higher amount, the Contractor shall so request in writing, specifying the amount of the desired deductible and providing financial documentation by submitting the most current audited financial statements so that the State can ascertain the ability of the Contractor to cover the deductible from its own resources.
The retroactive or prior acts date of such coverage shall not be after the effective date of this Contract and Contractor shall maintain such insurance for a period of at least three (3) years, following completion of the work. If such insurance is discontinued, extended reporting period coverage must be obtained by Contractor to fulfill this requirement.
C. Additional Insurance Conditions:
a. Contractor’s policy(ies) shall be primary insurance to any other valid and collectible insurance available to the State of Minnesota with respect to any claim arising out of Contractor’s performance under this contract;
b. If Contractor receives a cancellation notice from an insurance carrier affording coverage herein, Contractor agrees to notify the State of Minnesota within five (5) business days with a copy of the cancellation notice, unless Contractor’s policy(ies) contain a provision that coverage afforded under the policy(ies) will not be cancelled without at least thirty (30) days advance written notice to the State of Minnesota;
D. The State reserves the right to immediately terminate the contract if the contractor is not in compliance with the insurance requirements and retains all rights to pursue any legal remedies against the contractor. All insurance policies must be open to inspection by the State, and copies of policies must be submitted to the State’s authorized representative upon written request.
E. The successful applicant is required to submit Certificates of Insurance acceptable to the State of Minnesota as evidence of insurance coverage requirements prior to commencing work under the contract.
[bookmark: _GoBack]E-Verify Certification (In accordance with Minn. Stat. §16C.075)
By submission of a proposal for services in excess of $50,000, Contractor certifies that as of the date of services performed on behalf of the State, Contractor and all its subcontractors will have implemented or be in the process of implementing the federal E-Verify program for all newly hired employees in the United States who will perform work on behalf of the State. In the event of contract award, Contractor shall be responsible for collecting all subcontractor certifications and may do so utilizing the E-Verify Subcontractor Certification Form available at http://www.mmd.admin.state.mn.us/doc/EverifySubCertForm.doc. All subcontractor certifications must be kept on file with Contractor and made available to the State upon request.
