REQUEST FOR PROPOSAL

For the

CONSULTATION EDUCATION AND TRAINING GRANT PROGRAM

For
Fiscal Year 2013
MIOSHA CET Mini-Grant Program

$5,000 Maximum Award

OPEN COMPETITIVE GRANT PROGRAM
FUNDED THROUGH RESOURCES OF MICHIGAN SAFETY EDUCATION & TRAINING
FUND 1310

Issued by the

DEPARTMENT OF LICENSING AND REGULATORY AFFAIRS
MICHIGAN OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION

MANAGEMENT AND TECHNICAL SERVICES DIVISION

7150 Harris Drive, P.O. Box 30643

Lansing, Michigan  48909-8143

TABLE OF CONTENTS

SECTION I ‑ Information for Applicants

1.  Purpose

2.  Objectives

3.  Program Funding

4.  Program Requirements

5.  Program Reporting Requirements

6.  Processing Proposals

7.  Review Criteria

SECTION II ‑ Instructions for Proposal Preparation

           



1.  Proposal Format

           



2.  Proposal Narrative Instructions

           



3.  Proposal Budget Instructions

APPENDIX A ‑ General Agreement Provisions
APPENDIX B - CET Mini-Grant Project Proposal Signatures
APPENDIX C – LARA’S Accessible Video Production Policy
SECTION I

Information for Applicants

I‑1 PURPOSE

The Michigan Occupational Safety and Health Administration, as agent for the State of Michigan, are soliciting grant proposals for the Consultation, Education, and Training (CET) Mini-Grant Program for Fiscal Year 2013. Fiscal Year 2013 (FY2013) begins October 1, 2012 and ends September 30, 2013. Funding for FY2013 is contingent on authorized appropriations by the Legislature.  

I‑2 OBJECTIVES
The CET Mini-grant Program is for projects that are short term and include innovative situations that may:
- Inform the public of workplace safety and occupational health considerations in specific settings through short term projects, exhibits, demonstrations, safety surveys and other innovative trainings that also explain MIOSHA’s services available to the targeted industry or setting. 

And
-Inform the public regarding the Consultation, Education, and Training (CET) Division, that provides health and safety training and the Michigan Training Institute, which offer health and safety training statewide.

Or

- Create and distribute surveys statewide to interested parties, i.e., business departments of 
Michigan universities and colleges.  Gather information that will assist MIOSHA in developing a successful and productive Mini-grant program. 
I‑3 AVAILABLE PROGRAM FUNDING

Awarding of MIOSHA CET Mini-Grant Program agreements for FY2013 will be based on the availability of funds.  If mid-year budget reductions occur, grantees must be prepared to have their funding reduced or eliminated.

The maximum award will be $5,000 to support the MIOSHA Mini-Grant Program activities for FY2013.  
The MIOSHA CET Mini-Grant program will be subject to matching share requirements.  Grant recipients will be expected to provide at least 10% of the CET grant award.  For example, if the MIOSHA CET Mini-grant Program award is $5,000, then the matching share will be $500, for a total grant budget of $5,500. The matching share may exceed 10%.  The matching share (including any amount over the 10%) must be documented in the proposal and be determinable by an audit trail.

This solicitation of proposals does not commit the department to award a grant.  In addition, the department will not pay any costs incurred in the preparation of a proposal. The department reserves the right to accept or reject any proposals that are submitted and to negotiate with all qualified applicants.  Grant agreements with applicants selected for funding will be negotiated in accordance with the general provisions set forth in Appendix A.

I‑4 PROGRAM REQUIREMENTS

Applicants must be capable of providing safety and health education and training and prevention services to employees or employers, employee or employer groups, especially employees/employers in small establish​ments.  Applicants should take into consideration the following program requirements when preparing their proposals.

GRANTS ARE FOR NEW OR EXPANDED ACTIVITIES ‑ CET Mini-Grant funds will not be used to subsidize regular ongoing activities.  Only new or substantially expanded activities will be funded.

ORGANIZATIONAL OR OTHER GRANT PROJECT DISCLOSURE - Information on current organization projects or grants that closely parallel the proposed CET Mini-grant project must be disclosed.

FEES CHARGED FOR ACTIVITIES SPONSORED WITH MINI-GRANT FUNDS ARE LIMITED TO REASONABLE AND NECESSARY COSTS.  Fees charged for activities sponsored with grant funds are prohibited unless approved in advance by the department.  The department may approve grantee requests to charge a nominal fee to recover certain limited costs, e.g., facility rental, meal for attendees, training material.  The cost for key administrative personnel cannot be recovered through fees charged to program participants.  Each proposal request shall include all proposed charges and fees.
COMPLIANCE WITH LARA’s ACCESSIBLE VIDEO PRODUCTION POLICY- Applicants must comply with LARA’s Accessible Video Production Policy. A copy of this policy follows as Appendix C. Questions on this policy may be directed to Office of Media Technology (OMT) at (313) 456-2927.

EVALUATION COOPERATION REQUIRED ‑ Applicants chosen for funding will be required to cooperate with Department of Licensing and Regulatory Affairs staff in evaluating the program.

DIRECT PROJECT SUPPORT - Funds shall be used to directly support activities related to the accomplishment of the project goals.  Such activities may include developing training instruction, training instructors, and training material; coordinating grantee staff activities; project marketing; project evaluation; and project reporting.  

TRAVEL REGULATIONS AND EXPENSES ‑ Grantees will conform to the state Stand​ardized Travel Regulations and the state rates for mileage, meals and lodging. See Section II‑3 addressing PROJECT BUDGET INSTRUCTIONS.

INTERNAL ACCOUNTING SYSTEM REQUIRED ‑ An internal accounting procedure that separates and identifies grant expenditures and income from other finances must be adopted.  Such a system should leave a clear audit trail.

AUDIT COOPERATION REQUIRED ‑ Applicants selected for funding will be subject to an audit at the end of the project and must cooperate in the completion of the audit.  CET Mini-grant recipients shall be liable to repay, from other than CET funds, any misappropriation of funds.

PERFORMANCE OBJECTIVES - Specific performance objectives will be negotiated, established and assessed for each applicant selected for funding.

IMPLEMENTATION OF GRANT PROJECT ‑ Applicants must supply evidence of the ability to begin program activities, if funded.
Expenses incurred prior to October 1, 2012, will not be accepted as allowable expenses.

I‑5 PROGRAM REPORTING REQUIREMENTS 

Applicants will be required to define beginning and end dates for their CET Mini-Grant Program projects in their proposals.  All applicants selected for funding will be expected to submit the following reports:

A Final Project Report shall be submitted at the end of the CET Mini-grant project detailing both grant and matching expenses.  After signing the CET Mini-Grant Program Grant, Grantees will receive full payment minus fifteen percent (15%) of the Grant funds after grant contract. Grantees will be required to submit a final project report 30 days after the project end.  Final Project Report will include the following element as applicable:
a.
A Summary of the project, the implementation plan, and any deviations from the original project as proposed including a percentage difference in actual training or technical service activities provided.

b.
Accomplishments and Problems experienced while carrying out the project activities.

c.
Impacts, anticipated and unanticipated, experienced as a result of the project implementation.

d.
Actual Budget Expenditures compared to the budget in this Agreement.  Include the basis or reason for any discrepancies.  Show other contributions to the project, in-kind and/or direct funding.

e.
Project Products.  Any project products or experience in applying the project products and anticipated “next steps.”

I‑6 PROCESSING PROPOSALS

This solicitation is being made available to as many interested and qualified nonprofit organizations as is currently feasible.  The following procedures will be followed to ensure the timely processing of proposals.

Proposals must be typewritten, double-spaced, and three-hole punched on the left side.

FY2013 CET Mini-grant Program Proposals will be accepted until July 26, 2013.
Proposals are reviewed and considered for funding as they are received.  
Three hard copies of the completed proposals must be submitted via the United States Postal Service (US Mail) to:
Michigan Department of Licensing and Regulatory Affairs

Michigan Occupational Safety and Health Administration

7150 Harris Drive, P.O. Box 30643

Lansing, Michigan 48909-8143

Attention:  Laurie Lorish, Acting CET Grant Administrator
And
One copy of the completed proposal in Microsoft Word must be submitted electronically to: lorishl@michigan.gov
1. Proposal Content

Each proposal must include:



1) Proposal Signature Page/State of Affiliation (if necessary)



2) Proposal Narrative




(a)  
Problem Addressed




(b)
Project Design




(c)
Project Management



3) Project Budget Narrative
Proposals received after the deadlines will be returned unopened to the sending organization.
2.
Procedures for Review of Proposals

The CET Grant Project Manager will check each proposal for completeness and the adequacy of the project proposal to include:



1)  Commitments have been made to cooperate in the evaluation of



the projects.



2) The proposal package does not violate any of the conditions specified in the 


CET Mini- Grant Agreement Provisions (Appendix A).


The major criteria for determining the quality of the project proposal include:

I. Problem Scope
II.   Project Design

III.  Project Management

IV. Resource Management

3.
Final Determination of Grant Awards
A review committee will consider the proposals based upon the criteria outlined below and make recommendations to the Director of MIOSHA, who will make final selection of applicants to receive grant awards depending on availability of funds.  All grant applicants will be notified in writing of the final selection.
I‑9 REVIEW CRITERIA


I.  PROBLEM SCOPE

a. Needs assessment is supported by objective analysis of the S&H problem.

b. Seriousness of the problem is documented.
c. Target audience is defined.
d. The proposed project solution is reasonable.

e. Expected contribution of the proposed project to the solution.

     II.  PROJECT DESIGN

a. Approach is innovative.

b. Evidence is presented of cooperation by target audience.

c. Timeframe is sufficient in consideration of suggested performance.

d. There is a logical flow from one task to the next in the project delivery.

e. Feasibility of the entire proposed project has been explored.

f. Design incorporates reporting and evaluation requirements.

III.  PROJECT MANAGEMENT



Key personnel are identified, qualified and experienced, or criteria for identification of qualified personnel are established.



Statement of affiliation and commitment from participating groups is secured.





Efficient decision-making structure and communication channel is provided.




Support staff and facility is adequate.




Division of responsibility and performance control is clearly outlined.

IV.  RESOURCE MANAGEMENT



Resource allocation is reasonable for expected performance.




Salary and fringe benefits are reasonable.




Budget plan is complete and consistent with Request for Proposal (RFP) guidelines.




Grantee's in‑kind/matching contribution and the source of the contri​butions are outlined

SECTION II

INSTRUCTIONS FOR PROPOSAL PREPARATION
II‑1 PROPOSAL FORMAT

Proposals should be typewritten, double-spaced and three-hole punched on the left side.  Clarity and completeness are essential.  Elaborate brochures, bound proposals, or other presen​tations beyond those sufficient to present a complete and effective proposal are not desired.

Each proposal must provide the following information, in the following order:



1)
Proposal Signature Page/Statement of Affiliation



2)
Proposal Narrative




 (a)  Problem Addressed




 (b)  Project Design




 (c)  Project Management



3)   Project Budget Narrative
II‑2 PROPOSAL NARRATIVE INSTRUCTIONS
1.
Problem Addressed


Specifically describe the critical Occupational Safety and Health (OS&H) problem(s) that this proposed project is designed to address.

2.
Project Design


A.
Project Summary (one page maximum)




Describe activities and intended outcomes of the activities.



Describe the manner in which activities will be provided.


B.
Project Sponsor



Describe any groups in addition to your organization that were involved in planning and identifying the concerns your proposed project is designed to address.


Give a brief history and description of your organization.


C.
Project Innovation



Describe the unique aspects of the proposed project and the way in which the manner of providing the activities represents an innovative strategy.



Describe how the activities will be tailored to the particular needs of the audience groups.



D.
Summary of Project Time Frame

3.
Project Management
Describe the staffing plan for the project.  
Discuss the commitment to cooperate with performance reporting and evaluation requirements and to assist the Michigan Department of Licensing and Regulatory Affairs in collecting, maintaining, and submitting information for project evaluation.

II‑3 PROPOSED PROJECT BUDGET INSTRUCTIONS

1.
Allowable Expenditures - Provide a rationale for the use of grant funds for any of the following purposes. These examples are provided for guidance, other costs may be acceptable.


A.  Wages, Salaries and Fringe Benefits


B.   Travel -  Explain the method of estimating the extent of travel required in the course 

      of the proposed project.  Cost figures must not exceed state authorized travel rates. 


      Rates shown below are approved in-state travel rate as of October 1, 2012.  Grantees


      will be notified if changes occur during FY2013.

           

Mileage (Approved State Rate $.390 maximum)


Lodging (Approved State Rate $75.00 plus taxes Per Night)

Meals (Approved State Rate: Breakfast $7.25, Lunch $7.25, Dinner $16.50)


C.   Office Supplies


D.   Training Materials



E.   Contractual Services - Describe the scope of services to be provided through a subcontract agreement and why these services must be purchased contractually.  

2.    Budget Holdback - Fifteen percent (15%) of the Grant will be withheld until the Grantee submits a Final Report 30 days after the conclusion of the project.
APPENDIX A

Department of Licensing and Regulatory Affairs
CONSULTATION EDUCATION AND TRAINING MINI-GRANT AGREEMENT
Michigan Occupational Safety and Health Administration

General Agreement Provisions

Section 101.  Authority ‑ The Consultation Education and Training Grant Program is authorized by Public Act 154 of 1974, as amended (MIOSHA).  
Section 102.  Definitions ‑ When used in this agreement, the following terms shall have the meanings set forth below: 
a.
The term “employee” means a person permitted to work by an employer.


b.
The term "employer" means any person, firm, or corporation, including the State and its political subdivisions, agencies, and instrumentalities, and any person acting in the interest of such employer, who or which engages, suffers, or permits a person or persons to work.

c.
The term "small establishment" means a single physical location or plant (manufacturing) where less than 100 persons are employed.

d.
The term "department" means the Michigan Department of Licensing and Regulatory Affairs.

e.
The term "grant administrator" means the director of the Michigan Department of Licensing and Regulatory Affairs.

f.   “Program Manager” means the designated individual within MIOSHA who is responsible for the

       general management of the CET Grants Program. 


g.
The term "agreement" means a negotiated agreement executed with the grantee that specifies the conditions of program management, fiscal management, program and fiscal monitoring, performance and evaluation agreeable to the department and the grantee.


h.
The term "key personnel" means any professional staff position listed in the approved grant budget.  Included are individuals who provide admin​istration, instruction, curriculum development and technical assistance services.

Section 103. Assignability ‑ This agreement is not assignable by the grantee, either in whole or in part, without the prior written consent of the grant administrator.

Section 104.  Changes ‑
a.
The department may at any time by agreement with a grantee make changes in the work to be performed, within the general scope of the agreement.  If any such change causes an increase or decrease in the cost of, or the time required for, the performance of any part of the work specified in the agreement, whether changed or not changed by any such agreement, an equitable adjustment shall be made in the delivery schedule and the agreement shall be modified accordingly.   Any claim for adjustment must be requested within 30 days from the date of receipt by the grantee of the notification of change.  If the project manager decides that the facts justify such action, the grant administrator may receive and act upon any such claim at any time prior to final payment under the grant award.  Failure to agree to any adjustment shall be a dispute concerning a question of fact within the meaning of Section 113 below entitled “Disputes.”  Nothing, however, shall excuse the grantee from proceeding with the project under the changed agreement.

b.
Major changes in project outputs, expenditures, or procedures shall be authorized by the department prior to their implementation. Changes that involve one or more of the following conditions must receive prior approval from the project manager:


(1)  Any change in key personnel,


(2)
Any change in the type of activities provided.
All requests for change shall be presented in writing to the project manager at least two weeks prior to the proposed implementation date.  Each request should include an explanation of the reason for and effect of the proposed alteration along with a detailed description of each deviation.

Section 105.  Collection or Recording of Information ‑ As determined and requested by the department, the grantee shall submit for approval, prior to use, copies of each questionnaire, survey plan, brochure, and training instrument including plans for structured interviews and consultations, and for the collection or dissemination of information.  The term “structured interview and consultation” refers to an interview or consultation that follows a pre‑designed format that approximates the same format for all respondents being interviewed, consulted or counseled.

Section 106.  Competition in Acquiring Supplies and Services ‑The grantee shall select supplies (including “approved subcontractors”) on a competitive basis to the maximum practical extent consistent with the objectives and requirements of the agreement.

Section 107.  Conduct and Standard of the Work ‑ The department shall measure the amount and quality of work performed by the grantee against the administrative and performance expectations stipulated to by the agreement.  The grantee must complete the project in whole.
Section 108.  Agreements ‑ Provisions of the agreement shall be construed in accordance with the provisions of the laws of the State of Michigan.

Section 109.  Covenant Against Contingent Fees ‑ The grantee warrants that he/she has not employed or retained any company or person, other than a bona fide employee working solely for the grantee, to solicit or secure this grant, and that he/she has not paid or agreed to pay any company or person, other than a bona fide employee working solely for the grantee, any fee, commission, percentage, brokerage fee, gift, or other consideration, contingent upon or resulting from the award or making of the agreement.  For breach or violation of this warranty, the department shall have the right to annul the agreement without liability, or in its discretion to deduct from the award or consideration, the full amount of such commission, percentage, brokerage, or contingent fee.

Section 110.  Default ‑

a.
The grant administrator may terminate in whole or in part the agreement in any of the following circumstances:


(1)
The grantee fails to perform the work specified by the agreement within the time specified by the agreement or any extension thereof.


(2)
The grantee fails to perform any of the other provisions of the agreement, or so fails to make progress as to endanger performance of the work specified by the agreement in accordance with its terms.


(3)
The grantee in either of these circumstances does not cure such failure within a period of 10 days (or such longer period as the project manager may authorize in writing) after receipt of notice from the project manager specifying such failure.


     (4)
Evidence of fraud or misappropriation of funds from this or previous grants is discovered during the period of performance of this agreement.

     b.   In the event the grant administrator terminates the agreement in whole or in part as provided in Section 111(a), the department may procure, upon such terms and in such manner as the grant administrator deems appropriate, an alternate project for funding.

c.
Except with respect to defaults of “approved subcontractors,” the grantee shall not be liable for any excess costs if the failure to perform the work specified by the agreement arises out of causes beyond the control and without the fault or negligence of the grantee.  Such causes may include, but are not limited to, acts of God or of the public enemy, acts of the State in either its sovereign or contractual capacity, riots, fires, floods, epidemics, quarantine restrictions, strikes, freight embargoes, unusually severe weather; but, in every case, the failure to perform must be beyond the control and without the fault or negligence of the grantee.  If the failure to perform is caused by the default of an “approved subcontractor” and if such default arises out of causes beyond the control of both the grantee and the “approved subcontractor” and without the fault or negligence of either the grantee or the “approved subcontractor,” the grantee shall not be liable for any excess costs for failure to perform, unless the services to be furnished by the “approved subcontractor” were obtainable from other sources in sufficient time to permit the grantee to meet the required delivery schedule.

d.
If the agreement is terminated as provided in Section 111(a), the department, in addition to any other rights provided in this paragraph, may require the grantee to transfer title and deliver to the department in the manner and to the extent directed by the grant administrator, such partially completed reports, other documentation, equipment and property as the grantee has specifically acquired for the performance of such part of the agreement as has been terminated.  Payments for expenses incurred during the completion of reports and other docu​mentation delivered to and accepted by the department shall be under the conditions specified by the agreement.  Payment for partially completed reports and other documentation delivered to and accepted by the department shall be for expenses incurred during a period agreed upon by the grantee and the grant administrator.  Failure to agree to such conditions shall be a dispute concerning a question of fact within the meaning of Section 113 entitled “Disputes.”


e.
If, after notice of termination of the agreement under the provisions of this paragraph, it is determined for any reason that the grantee was not in default under the provisions of this paragraph, or that the default was excusable under the provisions of the paragraph, the rights and obligations of the parties shall be the same as if the notice of termination had not been issued.

f.
Any such termination shall be effected by delivery to the grantee of a Notice of Termination specifying the extent to which performance of the work under the agreement is terminated and the date on which such termination becomes effective.  The agreement shall be equitably adjusted to compensate for such termination and the agreement modified accordingly; failure to agree to any such adjustment shall be a dispute concerning a question of fact within the meaning of Section 113 entitled “Disputes.”

Section 111.  Disclosure of Information ‑ The grantee shall agree that project reports and conclusions that contain specific references to persons, businesses, or organizations are confidential information of the department and that the conclusions will not be disclosed, in whole or in part, to any unauthorized person without the prior written consent of the grant administrator.

Section 112.  Disputes –

a.
Except as otherwise provided in the grant agreement, any dispute concerning a question of fact arising under the agreement which is not disposed of by consensual agreement shall be decided by the project administrator, who shall reduce the decision to writing and mail or otherwise furnish a copy thereof to the grantee.  The decision of the project administrator shall be final and conclusive, unless within 30 days from the date of receipt of such copy, the grantee mails or otherwise furnishes to the director, a written request for reconsideration.  Pending final decision of disputes, the grantee shall proceed diligently with the performance of the project and in accordance with the project administrator’s decision.  

b.
This “Disputes” paragraph does not preclude consideration of question of law in connection with decisions provided for in paragraph 111a above, provided that nothing in the grant agreement shall be construed as making final the decision of any administrative official, representative, or board on a question of the law.

Section 113.  Extras ‑ Except as otherwise provided by the grant agreement, no payment for extras shall be made unless such extras and the price thereof have been previously authorized in writing by the grant administrator.

Section 114.  Grantee Eligibility for CET Division Services ‑ The grantee shall not be prohibited from requesting the traditional services of the Consultation Education and Training Division during the grant period.  Requests, however, shall be reviewed in the context of the department's evaluation design, and the grantee shall not be permitted to use CET services as a means of providing work specified by the grant agreement as performance expectations of the project.

Section 115.  Grantee Eligibility for MIOSHA Enforcement Activities ‑ The grantee shall not be exempt from Michigan Occupational Safety and Health enforcement activities as a result of participation in the CET Grant Program, nor shall the grantee be targeted for enforcement activities as a result of participation in the CET Grant Program, except as may be requested by the grantee and specified to in the grant agreement as an element of the project.

Section 116.  Grantee's Liability Insurance ‑ The grantee shall, by purchase of insurance or a self-insurance program, maintain such insurance as will protect him/her from claims set forth below which may arise out of or result from the grantee's operations under the contract, whether such operations be by her/himself or by any subcontractor or by anyone directly or indirectly employed by any of them, or by anyone for whose acts any of them may be liable:  
a.
Claims under workers' disability compensation, disability benefit and other similar employee benefit act.

     b.    Claims for damages because of bodily injury, occupational sickness or disease, or death of his/her employees.

c.
Claim for damages because of bodily injury, sickness or disease, or death of any person other than his/her employees, subject to limits of liability of not less than $300,000 each occurrence and, when applicable, $300,000 annual aggregate, for non-automobile hazards and as required by law for automobile hazards.

d.
Claims for damages because of injury to or destruction of tangible property, including loss of use resulting there from, subject to a limit of liability of not less than $50,000 each occurrence for non-automobile hazards and as required by law for automobile hazards.

     e. 
Insurance for Subparagraphs c. and d. non-automobile hazards on a combined single limit of liability basis shall not be less than $300,000 each occurrence and when applicable, $300,000 annual aggregate.

The insurance shall be written for not less than any limits of liability herein specified or required by law, whichever is greater, and shall include contractual liability insurance as applicable to the grantee's obligations under the indemnification clause of the agreement.  It shall be agreed that in the event any carrier of such insurance exercises cancellation, notice will be made immediately to the department of such cancellation.  The grantee shall, upon request, provide evidence of such coverage to the department. 

Section 117.  Gratuities ‑


a.
The department may, by written notice to the grantee, terminate the right of the grantee to proceed under the grant agreement if it is found, after notice and hearing, by the grant administrator or his duly authorized representative, that gratuities in the form of entertainment, gifts, or otherwise were offered or given by the grantee, or any agent or representative of the grantee, to any officer or employee of the department with the view toward securing a favorable treatment with respect to the rewarding or amending, or the making of any determi​nations with respect to the performance of any aspect of the grant agreement provided that the existence of the facts upon which the project administrator makes such findings shall be in issue and may be viewed in any competent court.


b.
The rights and remedies of the department provided in this paragraph shall not be exclusive and are in addition to any other rights and remedies provided by law or under the grant agreement.

Section 118.  Independent Capacity of Grantee ‑ The parties shall agree that the grantee, and any agents and employees of the grantee, in the perfor​mance of the activities associated with the project and the contractual agreement, shall act in an independent capacity and not as officers, employees, or agents of the State.

Section 119.  Inspection and Acceptance of Work Performed ‑  Final inspection and acceptance of all work and reports required by the grant agreement shall be performed by the grant program manager, or such person as duly authorized.

Section 120.  Key Personnel

a.
The grantee shall be prohibited from the expenditure of state funds for the hiring or contracting of key personnel without prior approval from the project manager. The grantee shall submit to the project manager a copy of the resume for the individual being considered.

b.
The grant agreement shall specify any key personnel or positions to be filled by key personnel.  Prior to assigning any key personnel to work activities unrelated to the work specified to under the grant agreement, the grantee shall notify the project manager reasonably in advance and shall submit justification, including proposed substitutions, in sufficient detail to permit evaluation of the impact of such change on the project.  No substitution of key personnel shall be made by the grantee without prior written consent of the project manager.  
Section 121.  Method of Payment ‑ Payment shall be typically made in two installments.  The first payment will be made when the grant agreement has been signed by both the grantee and the department.  Final payments will be issued after the Final payments shall be subject to the project manager approval of the progress of the program and the quality of the work submitted.  Funds advanced for grant projects may not be used for any purpose other than those specified in this agreement.
Section 122.  Nondiscrimination ‑ In connection with the conduct of the project funded under the CET Grant Program and pursuant of the guidelines and grant agreement between the parties, the grantee certifies awareness of and compliance with any provisions of the Americans with Disabilities Act that may apply to them.  The grantee shall agree as follows:

a.
The grantee shall not discriminate against a qualified employee or applicant for employment with respect to hire, tenure, terms, conditions, or privileges of employment or services, because of race, color, religion, natural origin, age, sex, height, weight, physical or mental handicap, or marital status.  Breach of this covenant may be regarded as a material breach of the grant agreement.

b.
The grantee shall agree that any and all “approved subcontractors” to the grant agreement, whereby a portion of the work set forth in the grant agreement is to be performed, shall contain a covenant the same as herein before set forth in paragraph 123a.

c.
The grantee shall take affirmative action to ensure that applicants are employed or serviced, and that employees are treated during employment, without regard to their race, color, religion, national origin, age, sex, height, weight, physical or mental handicap, or marital status. Such action shall include, but not be limited to the following:  services, employment, upgrading, demotion or transfer, recruitment advertising, layoff or termination; rates of pay or other forms of compensation and selection for training, including apprenticeship and services.

d.
The grantee shall, in all solicitations or advertisements for employees or participants placed by or on behalf of the grantee, state that all qualified applicants will receive consideration for employment or services without regard to race, color, religion, national origin, age, sex, height, weight, physical or mental handicap, or marital status.

e.
The grantee shall comply with all relevant published rules, regulations, directives, and orders of the Michigan Civil Rights Commission that may be in effect prior to the taking of bids for the CET grant awards.

f.
If requested, the grantee shall furnish and file compliance reports within such time and upon such forms as provided by the Michigan Civil Rights Commission.  Said forms may also elicit information as to the practices, policies, program, and employment statistics of each "approved subcontractor" as well as the grantee, and the grantee will permit access to project books, records, and accounts by the Michigan Civil Rights Commission, and/or its agent, for the purposes of investigation to ascertain compliance with the grant agreement and relevant rules, regulations, and orders of the Michigan Civil Rights Commission in the case of an investigation.


g.
In the event that the Michigan Civil Rights Commission finds, after a hearing held pursuant to its rules, that a grantee has not complied with the grant agreement under Section 123 entitled "Nondiscrimi​nation," the Michigan Civil Rights Commission may, as part of its order based upon such findings, certify its findings to the Department of Licensing and Regulatory Affairs which may terminate the grant agreement found to have been violated, and/or declare the grantee ineligible for future grant agreements with the department, until the grantee complies with the order of the Michigan Civil Rights Commission.  (Notice of the declaration of future ineligibility may be given to any or all of the persons with whom the grantee is declared ineligible to contract as a contracting party in future grant agreements).
h.   The grantee shall include, or incorporate by reference, the provision of the foregoing paragraphs 123a‑123g in every “approved subcontract” or purchase order unless exempted by the rules, regulations or orders of the Michigan Civil Rights Commission, and will provide in every “approved subcontract” or purchase order and the provisions will be binding upon each “approved subcontractor” or seller.
Section 123.  Officials not to Benefit ‑ No person with a familial relationship to the officers, owners, or directors of the employing entity shall be employed by the grantee without prior written consent of the grant administrator.

Section 124.  Other Grantees ‑ The department may award other grants for additional related work, and the grantee shall fully cooperate with such other grantees and state employees and carefully fit the project activities to such additional work.  The grantee shall not commit or permit any act that will interfere with the conduct of the project by any other grantee or by state employees.  This paragraph shall be included in all grant agreements with other grantees of the CET Grant Program with whom the grantee will be required to cooperate.  The department shall equitably enforce this paragraph as to all grantees to prevent the imposition of unreasonable burdens on any grantee.

Section 125.  Program Evaluation Participation ‑ The grantee shall cooperate in the review of proposed evaluation questionnaires, forms and procedures, and participate in the evaluation of the effectiveness of the Consultation Education and Training Mini-Grant Program to be designed and conducted by the department.  Failure to participate in such evaluation to the extent determined necessary by the department may be deemed grounds for terminating the grant.

Section 126.  Publication Rights ‑ The author is free to arrange for copyright without approval when publications of subject data are developed from work under a Department of Licensing and Regulatory Affairs supported project.  Any such copyrighted materials shall be subject to a royalty‑free, nonexclusive, and irrevocable license to the State of Michigan to reproduce them, translate them, publish them, use and dispose of them, and to authorize others to do so for State of Michigan purposes.  All such materials shall bear an acknowledgment of support through use of the following or comparable footnote:  “This material was prepared under a Consultation Education and Training Grant awarded by the Department of Licensing and Regulatory Affairs.  Points of view or opinions stated in this document do not necessarily reflect the views or policies of the Department of Licensing and Regulatory Affairs.”  

The term SUBJECT DATA as used herein includes research data and reports, writings, sound recordings, pictorial reproductions, drawings, or other graphical representations, and works of any similar nature which are specified to be delivered under this agreement.  The term does not include financial or activity reports, cost analyses, and similar information incidental to grant agreement administration.

   

Section 127.  Purchase of Equipment ‑ The grantee shall be prohibited from the expenditure of State funds for the purchase, lease or rental of real or personal property that has a life span greater than or equal to 24 months and a cost greater than or equal to one thousand dollars ($1,000) without prior approval from the project manager. 
The grantee shall be required to submit requests for purchase, lease or rental of property to the project manager.  
The requests shall include bids from at least three (3) sources of supply or an explanation of why less than three (3) bids have been secured.  The title to equipment purchased with state funds shall vest with the department.  

The project manager shall determine the disposition of such equipment at the termi​nation of the agreement or when such equipment is no longer needed to fulfill the purposes of the agreement. 
Section 128.  Records and Accounts ‑

a.
The grantee shall maintain separate records and accounts, including property, personnel, and financial records relative to this agreement, in accordance with generally accepted accounting principles, to assure a proper accounting of all grant and matching funds.  These records and accounts shall be separate from any non‑grant records maintained by the grantee.

b.
The grantee shall preserve and make available the records for a period of three (3) years from the date the designated final accounting is accepted as the final accounting by the department.  In the event that the grantee ceases business operations before three (3) years elapse, all records and reports pertaining to this agreement shall be delivered to the department within ninety (90) days.

c.
The department or its designated agents shall have access to, and the right to examine and audit, all records, books, papers, tapes or documents related to this agreement.

    d.
The grantee shall transmit to the department, as requested, invoices including narrative explanations of expenses and reports of program activity.

e.
Grant and Matching funds not accounted for as expenditures shall be refunded to the state by the Grantee following completion of the project.

Section 129.  Subcontracts ‑

a.
Unless otherwise provided for in the grant agreement, no subcontract shall be made by the grantee with any other party for furnishing any of the work or services specified by the grant agreement without the prior consent and approval of the project manager.  Any subcontract entered into subsequent to the execution of the agreement must be annotated "approved by the project manager" before it will be compensative under the CET Grant Program.

b.
If the grantee should enter into a subcontract for some portion of the activity covered by the agreement, this agreement will be incorporated by reference into the subcontract and the subcontractor shall be obligated to the same extent as the grantee would be obligated had the grantee performed the work to be performed by the subcontractor.


c.
The grantee is prohibited from subcontracting more than twenty percent (20%) of the grant funds unless approved by the project manager.  

d.
This provision should not be construed as requiring the approval of contracts of employment between the grantee and personnel assigned for the work defined by the grant agreement.

Section 130.  Unfair Labor Practices ‑ The director may terminate this agreement if the grantee or the grantee's subcontractor appears on a register of employers who have been found in contempt of court by a federal court of appeals for failure to correct an unfair labor practice.  This list will be compiled and updated bi‑annually by the Department of Licensing and Regulatory Affairs pursuant to P.A. 278 of 1980.  In the event that a grantee or subcontractor appears on the registry, termination procedures, outlined in Section 111, will be followed.

Section 131.  Out of State Travel ‑ The grantee is prohibited from expending state funds for out-of-state travel without prior approval from the department.

Section 132.  Program Requirements ‑ All program requirements as contained in the Request for Proposal (RFP) are incorporated herein by reference unless specifically modified by the grant agreement.

Section 133.  Composition of Grant Agreement ‑ The grant agreement will consist of the terms and conditions of said agreement, and the requirements contained in the Request for Proposal (RFP), which is Rider B.  The proposal (Rider A), including subsequent approved modifications. 
Section 134. Indemnification - The grantee shall indemnify and hold harmless the State of Michigan and its agents and employees from and against all claims, damages, losses and expenses including attorneys' fees arising out of or resulting from the performance of the work, which includes all labor, material and equipment required to produce the service required by the grant agreement, provided that any such claim, damage, loss or expense (1) is attributable to bodily injury, sickness, disease or death, or to injury to or destruction of tangible property (other than the work itself) including the loss of use resulting there from, and (2) is caused in whole or in part by any negligent act or omission of the grantee, any subcontractor, anyone directly or indirectly employed by any of them or anyone for whose acts any of them may be liable, regardless of whether or not it is caused in part by a party indemnified hereunder.

In any and all claims against the State of Michigan or any of its agents or employees by any employee of the grantee, any subcontractor, anyone directly or indirectly employed by any of them or anyone for whose acts any of them may be liable, the indemnification obligation under this indemnification agreement shall not be limited in any way by any limitation on the amount or type of damages, compensation or benefits payable by or for the grantee or any sub-contractor under Workers' Disability Compensation acts, disability benefit acts or other employee benefit acts.

The obligations of the grantee under this indemnification agreement shall not extend to the liability of the State of Michigan, its agents or employees arising out of (1) preparation or approval of maps, drawings, opinions, reports, surveys, change orders, designs or specifications, or (2) the giving of or the failure to give directions or instructions by the State of Michigan, its agents or employees provided such giving or failure to give is the primary cause of the injury or damage.

Section 135. Termination of the Grant Agreement.  The performance of work under the grant agreement may be terminated by the grantor in whole or in part, whenever for any reasons, the grantor shall determine that such termination is in the best interest of the grantor. Any such termination shall be instituted by delivery to the grantee of a written notice specifying the extent to which performance of the work under the agreement is terminated and the date on which such termination becomes effective.  The agreement may be equitably adjusted to compensate for such termination and modified accordingly.
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APPENDIX  B
	Project Title

	Issued under the authority of P.A. 154 of 1974, as

amended.  Failure to file will result in non-consideration of the proposal package.

	Sponsoring Organization

	FEIN:

	Authorized Contact Person

	Position Title


	Mailing Address (street number and name)

	City

	State

	Zip Code

	Total Amount of CET  Funds Requested

	Telephone Number (include area code)



	Certification and Signature

	I, the designated official, hereby certify that the above referenced contact person is authorized to make the following proposal and to negotiate on behalf of the sponsoring organization.

I also certify that, if selected for funding, this project will be operated in accordance with the Consultation Education and Training program guidelines and the policies and requirements specified to by the contractual agreement that will be executed by the Michigan Department of Licensing and Regulatory Affairs.

	Signature of Official

	Title

	Date


	Statement of Affiliation

	We, the undersigned, acknowledge that this proposal as submitted has been jointly agreed to and will be cooperatively implemented as defined by this proposal. 


	Authorized Signature
	Organization

	Date


	Authorized Signature
	Organization

	Date


	Authorized Signature
	Organization

	Date


	Authorized Signature
	Organization

	Date



APPENDIX C
Department of Licensing and Regulatory Affairs

ACCESSIBLE VIDEO PRODUCTION 

(Effective date: 12/1/04, Revised 4/07 and 9/11)

PURPOSE
The Department of Licensing and Regulatory Affairs (LARA) uses videos in communicating to internal and external audiences about its mission, programs, products and services. In keeping with Federal and State disabilities rights laws this policy ensures a standardized approach to the production of video media.
POLICY
Video Captioning and Audio Description

1. 
All training and informational video recorded productions which support the agency’s mission*, and contain speech or other audio information necessary for the comprehension of the content, shall be open or closed captioned.

2. 
All training and informational video recordings which support the agency’s mission*, regardless of format, that contain visual information necessary for the comprehension of the content, shall be audio described.

3. 
Display of presentation of alternate text presentation or audio descriptions shall be user-selectable unless permanent.

4. 
The Division of Media Technology (DMT) is responsible for implementing this policy and will maintain procedures for producing, commissioning or otherwise procuring video media.
PROCEDURES

The following procedures for in-house produced closed captioning, audio description and pre-existing videos are as follows:
Captioning 
∙ 
The customer/client provides a written script. 
∙ 
Captioning will follow industry norms. 
∙ 
In the event that the customer cannot provide a written script, DMT will assist in working with the client to get a transcript. 
∙ 
Upon receiving the script from the customer DMT will review the material for clarity and language. 
∙ 
Closed captioning will be provided using these materials.

∙ 
A description of the availability of closed captioning, open captioning or audio description will be listed on the DVD or video. 
∙ 
Cost of captioning will be invoiced to the customer.
Audio Description

Audio description (AD) should describe any visuals that significantly add to or enhance the message of the video. DMT follows Audio Description International (ADI) standards and definitions, which state, in pertinent part: “Audio description is a means for providing access for people who are blind or have impaired vision. The purpose of audio description is to give people who are blind or have impaired vision a more complete picture of what is being shown, enabling them to appreciate and to share in the presentation as fully as a sighted person.”
∙ 
DMT will review and provide AD voice-overs to videos when necessary. 
∙ 
AD voice-overs should only be present when there is no other audio narration on the video. Ideally, the AD voice-over should be performed by someone other than the person doing the regular narration on the video.
∙ 
Audio description should be available on the Second Audio Program (SAP) channel. 
∙ 
If audio description cannot be provided on the SAP channel, the audio description on the video should be “open”, or there should be an alternate video available with open audio description. 
∙ 
A description of the availability of closed captioning, open captioning or audio description will be listed on the DVD or video.
Vendor Usage/ Pre-existing Videos

In the event a video is requested to be purchased, procured, rented or obtained through a contract facilitator for training purposes, job enhancement, guidelines and/or knowledge of duties, approval to obtain this video must come through DMT.

∙ DMT will review the video with the client and make recommendations on the process needed for the video to comply with the current policy.
Example: If a client requests to use a video for an enhancement group or training session, they would first request approval from DMT to use the video. If DMT finds the video to be accessible it can be used.
∙ If the video is not accessible DMT would review the video with the client and suggest changes needed. DMT will contact the producers of the video to request the alterations for accessibility. 
∙ If the producer wants to make the alterations, the time frames for the completion of the project are decided. If accessibility cannot be achieved in the time frames desired by the client, then DMT will offer to make the changes. 
∙ If the producer refuses to make the changes and refuses to allow DMT to make the video accessible, then DMT will:

o Advise the producer of the ADA and LARA policy;

o Advise the client not to use the inaccessible video;

o Advise the client of alternative means to present equivalent information in an accessible format and 
∙ If the client states that a small group of customers will view the video and no one will require accommodation for accessibility then a written request for approval must go to the LARA ADA coordinator. 
∙ If the client refuses to comply with this policy a report will be made to the LARA HR ADA Coordinator.
Lack of equipment or faulty equipment is not a reason to show inaccessible videos or DVD’s.
* Note: 
Video recordings intended for internal investigative processes and/or documentation such as depositions, video recorded inspections, etc. are not included in the scope of this policy.
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