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WORKSHOPS 2010

REQUESTS for PROPOSALS (RFP)

INTRODUCTION

Under the Workforce Investment Act, Southcentral Mississippi Works (SMW) administers WIN Job
Centers serving 17 counties. These Centers are located in Brookhaven, Canton, Hazlehurst, Jackson,
McComb, Natchez, Pearl, Vicksburg, and Yazoo City, Mississippi. For the convenience of clients,
several state and local agencies have co-located within these facilities. All of these entities work together
to serve businesses, industries and job seekers. The ultimate goal of the WIN Job Centers is to match
qualified individuals with quality jobs.

Based on experiences with businesses, industries, and job seekers, the SMW staff has compiled a list of
workshops needed to enhance the effectiveness of the WIN Job Centers. These workshops fall into two
categories: (1) Capacity building for the administrative and supervisory staff in business and industry and
(2) Employability skills building for job seekers.

Central Mississippi Planning and Development District (CMPDD) plans to review the proposals and
identify the strongest ones for potential contract award. Each selected vendor will be placed on a pre-
approved vendor list. As each WIN Job Center identifies its specific needs, a schedule will be negotiated
with the appropriate vendors. This pre-approved list may be maintained for two to three years. During
that time, a vendor may be asked to deliver training several times.

PURPOSE of RFP

CMPDD is soliciting proposals for the provision of workshops to assist businesses, industries, and job
seekers.

CMPDD is searching for vendors with the flexibility and the creativity to develop and to deliver
workshops for specific target groups. All workshops must be practical and results-oriented because the
participants will be putting the information gained from the workshops to immediate use.

TARGET GROUPS

Each workshop should be developed to serve a specific target group. A complete list of workshop topics
is provided as Attachment A. Workshops 1 — 2 shall be developed to build the employability skills of job
seekers who need to know the basic soft skills applicable to the workforce in general. Workshops 3-8
will be offered to job seekers whose career areas require knowledge of computer software. Workshop 9
will provide instructions on using the keyboard and increasing participants typing skills. Workshops 10
will target job seekers wanting to use the internet for job search and to complete and submit an on-line
application and resume. Workshop 11 should be designed to serve both out of school youth (ages 16-21)
and in school seniors who qualify for the SMW Senior Transition Program. These workshops for youth
will last no longer than 2 hours. Workshops 12-14 shall be designed to build the skills of the
administrative staff and the supervisors in businesses and industries. Workshop 15 shall be developed for
employers and job seekers.
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ELIGIBLE VENDORS

To qualify for funding award, the vendor must meet the following criteria:

1.

To be eligible, the vendor must be qualified to conduct business in the State of Mississippi.
CMPDD prefers that all vendors be incorporated; however, a service provider may be a
commission, a sole proprietorship, or other type of organization when in the best interest of the
project or activity to be implemented. The vendor may be a public agency, a private nonprofit
organization, or a private-for-profit entity.

To be eligible, the vendor or its principals must not be debarred or suspended or otherwise
excluded from or ineligible for participation in Federal assistance programs under Executive
Order 12549, "Debarment and Suspension.” (Procurements under $25,000 are exempt from this
criterion except when service procurement is provided by an individual who will have a critical
influence or substantive control over transactions.)

To be eligible, the vendor or its principals shall not be convicted of any crime that indicates the
agency's mismanagement or fraudulent use of funds or the vendor's insolvency.

The vendor must have a Federal Employer Identification Number.

FUNDING AWARD TO VENDOR

The funding is available from the Workforce Investment Act (WIA). Each line item of proposed cost
will be evaluated by comparisons with other offers and with market prices. In all cases, the vendor is
advised to make the most cost-effective offer because all proposals will be compared to determine the
most cost-efficient budget.

LIMITATION CLAUSES

1.

This RFP does not in any way commit CMPDD to pay cost incurred as a result of the preparation
of the proposal or as a result of a request for additional information. Costs for developing and
delivering responses to this RFP, and any subsequent presentations, are entirely the responsibility
of the vendor.

CMPDD reserves the right to make no award as a result of this solicitation.

ADDITIONAL DISCLAIMERS

1.

CMPDD may negotiate any costs prior to awarding a contract. However, CMPDD may accept a
proposal based on a firm commitment to the terms submitted. Therefore, vendors are advised to
propose their most favorable terms initially.

The material in the proposal becomes public information and property of CMPDD when it is
submitted to CMPDD for funding consideration. However, the vendor may designate those
portions of the proposal that contain trade secrets or other proprietary data that may remain
confidential.

By submitting a proposal, the vendor certifies that it is a legally constituted organization and that
the following statements apply:
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a. The prices/costs in the proposal have been determined independently without :
consultation, communication, or agreement, for the purpose of restricting competition,
concerning any matter relating to such prices with any other vendor or with any
competition.

b. Unless otherwise required by law, the prices/costs quoted in the proposal have not been
knowingly disclosed by the vendor and will not knowingly be disclosed by the vendor to
any other vendor or to any competition either directly or indirectly prior to award.

C. No attempt has been made by the vendor to induce any other person or firm to submit or
not to submit a proposal for the purpose of restricting competition.

d. CMPDD shall allow a proposer to withdraw a proposal at any time. However, CMPDD will

not allow modifications of a proposal unless CMPDD makes a change in the content of the
RFP. If a change is made, CMPDD shall notify all recipients of the RFP.

CODE OF CONDUCT FOR VENDORS AND CONTRACTORS

The payment of gratuities to CMPDD staff or to board members is prohibited.

The receipt or solicitation of kickbacks from vendors is prohibited.

Obtaining confidential procurement information not available to all vendors is prohibited.
Improper communication with CMPDD staff or board members to influence procurement
decisions is prohibited.

5. Collusion and price-fixing among vendors are prohibited.

el NS

DISPUTE RESOLUTION AND APPEAL PROCEDURES

Any entity adversely affected by a procurement decision of the CMPDD will be afforded an opportunity
to file a grievance. The grievance will be processed in accordance with the CMPDD Grievance
Procedure. At a minimum, this procedure will allow for an informal discussion of the complaint and an
opportunity for filing a written request for a hearing within 15 days of the adverse decision.

A formal hearing before the hearing committee shall be requested in writing. The hearing shall be
conducted within 30 days of the filing. A decision on the appeal shall be rendered within 60 days of the
filing. The request for the review shall be filed within 10 days of receipt of the adverse decision or within
15 days from the date that a decision should have been issued.

CRITERIA FOR RATING PROPOSALS
Only proposals that are submitted by the deadline and that follow the outline under SUBMISSION

REQUIREMENTS will be considered for rating. As part of the review process, each eligible proposal
will be evaluated and assigned a score based on the following items:

1. Demonstrated Effectiveness (40 points)
a. Ability to perform the services as reflected by organizational structure, credentials,
memberships, general experience, and specific experience in providing similar
workshops;
b. Confirmation of references to determine similar experiences, satisfactory record of

integrity and business ethics, and skills to perform the work;
C. Inclusion of Federal Employer Identification Number;



d. Appropriate insurance coverage;
e. Copy of cover page and signature page from the vendor’s charter, articles of
incorporation, or similar document.
2. Implementation Plan (30 points)
a. Level of detail of training outline and appropriateness of content;
b. Appropriateness of materials for target group;
C. Appropriateness of agenda;
d. Appropriateness and variety of delivery methods;
e. Appropriateness of the skills and qualifications of the trainer(s).
3. Costs (30 points)
a. Itemized costs for all items on Budget Page;
b. Certification that costs are accurate, complete, and current; Certification signed by the
individual who is legally authorized to make commitments for the vendor;
C. Costs are reasonable and efficient compared to other offers.

SUBMISSION REQUIREMENTS:

1. PROPOSAL SUBMISSION REQUIREMENTS: Submit five copies of the full proposal by
Tuesday, June 1, 2010 at 4:00 p.m. to the address below. PLEASE NOTE: Faxed or e-mailed
documents will not be accepted. (Indicate “WIN JOB CENTER WORKSHOPS 2010” on the
envelope.) Vendors may hand deliver or mail the proposals to the following:

John L. Nelson, Project Manager

Central Mississippi Planning & Development District
P.O. Box 4935

Jackson, MS 39296-4935

OR

John L. Nelson, Project Manager

Central Mississippi Planning and Development District
1170 Lakeland Drive

Jackson, MS 39216

2. INSTRUCTIONS: To prepare an acceptable proposal, the following items should be completely
described:

a.

Contractor's Qualifications and Insurance/Warranties: The vendor may propose to
deliver one workshop or more. Regardless of the number of workshops being
proposed, the vendor may submit the information in this section once as
introductory information for the proposal package.

(1) Provide vendor’s name, address, phone number, and e-mail address.
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©)
(4)

()

(6)

Provide a description of the vendor’s services, organizational structure,
credentials, professional association memberships, number of years in business,
and experience.

Provide the Federal Employer Identification Number.

List three references who can verify the vendor’s quality services and ethical
business practices. The name, address, and phone number for each reference
must be included. Select references who have first hand knowledge of vendor’s
presentation of a workshop(s) similar to the one(s) being proposed.

Provide a description of the vendor’s insurance coverage to include the
following:

(@) Public Liability Insurance ($1,000,000/$3,000,000)

(b) Bodily Injury

(c) Property damage

(d) Insurance rider naming Central Mississippi Planning & Development
District as additional insured. (Submit certificate upon signing of
contract.)

Include a copy of the cover page and signature page from the vendor’s charter,
articles of incorporation, or similar document.

Implementation Plan: Attachment A includes the complete list of workshops being
requested. The vendor may propose to deliver one workshop or more. For each
workshop proposed, the vendor must submit a separate implementation plan and a
separate budget.

(1)
(2)
©)

(4)

()
(6)

(7)
(8)
(9)

Cite the name of the workshop being proposed.

Describe any audio-visual equipment needed for the delivery of the workshop(s).
Specify the number of participants per workshop. (Do not exceed 12 per
workshop using computers. For the other workshops, do not exceed 25.)
Describe the target group. Indicate any minimum skills required to participate in
the workshop.

Provide a brief description of the workshop delivery method.

Provide a detailed outline of the workshop content. (Additional content
development is necessary beyond the required points shown in Attachment A.)
Describe materials to be provided to participants.

Provide a proposed agenda with timeframes.

Provide the name, qualifications, education, experience, and location of the
individual(s) who will serve as the workshop trainer(s).

Costs/Prices: Attachment A includes the complete list of workshops being
requested. The vendor may propose to deliver one workshop or more. For each
workshop proposed, the vendor must submit a separate implementation plan and a
separate budget.
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@ For each workshop, complete the Budget Page shown as Attachment B. Label

the budget page with the name of the workshop. Please note that several items
will be provided at no charge to the vendor.

2 The vendor shall include a Cost Certification, a written and signed statement to
certify that to the best of the vendor's knowledge and belief, the cost data are
accurate, complete, and current at the time of submission. (The statement must be
signed by the individual who is authorized to legally bind the entity.) (CMPDD
shall reserve the right to adjust prices based on out-of-date, incomplete or
inaccurate data.)

3 In estimating time, the vendor should show the cost for conducting one
workshop. After schedules are negotiated, the vendor may be asked to conduct
the same workshop at multiple locations.

4) In estimating travel, the vendor should use Jackson, Mississippi, as the training
location. After schedules are negotiated, the vendor may be asked to conduct the
same workshop at multiple locations.

MATERIALS

The vendor is required to provide all hand-outs, binders, or other materials used by the participants during
the workshop(s).

EQUIPMENT

Some audio-visual equipment and computers are available at the WIN Job Centers for use during the
workshops. The use of these items must be coordinated with the Manager at the Center.

FACILITY

The workshops will be conducted at the WIN Job Centers unless the WIN Job Center manager makes
arrangements for another location. The WIN Job Centers vary in size; however, most include a computer
lab and a multi-purpose room. When writing the proposal, the vendor should plan to serve a maximum
of 12 participants in the computer lab and a maximum of 25 participants in the other workshops.

RULES/CONDITIONS FOR MODIFICATIONS, WITHDRAWAL OR CANCELLATION

1. All proposals submitted by due date and following the outline under SUBMISSION
REQUIREMENTS will be reviewed by CMPDD or an appointed committee.

2. CMPDD reserves the right to reject any and all proposals in part or in total.

3. If a contract is awarded, the contractor will be the Prime Contractor. If the proposer plans to have

subcontractors, all subcontractors must be listed in the proposal. If approved, the Prime
Contractor shall be responsible, in total, for all work of subcontractors, if any.
(CMPDD must provide written approval to a vendor before a third-party agreement is developed
to further the purposes or goals of the contract. If a vendor receives approval to provide funds to
a third-party, a contract shall be formally executed in writing and shall be legally binding on both
parties. Copies of all third-party agreements and any subsequent modifications shall be provided
to CMPDD.

4. The contractor shall keep itself informed of, and shall comply with all applicable laws,
ordinances, rules, regulations and orders of the appropriate city and county, State of Mississippi,
Federal or public bodies having jurisdiction affecting any work to be done to provide the services
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required. The contractor shall provide all necessary safeguards for safety and protection, as set

forth by the U.S. Department of Labor, Occupational Safety and Health Administration (OSHA)
as well as by any applicable state and local laws.

SCHEDULE

EVENT DATE

Conduct Pre-Proposal Meeting

May 18, 2010 at 10:00 a.m.

Central MS Planning and Development District
1170 Lakeland Drive

Jackson, MS

(601) 981-1511

Proposal Due Date June 1, 2010, 4:00 pm

Tentative Date for Award Announcement On or about June 16, 2010

PROVISIONS: If CMPDD enters a contractual agreement with the vendor, the contract will include the
following:

The duly authorized representative of the Contractor shall certify that the Contractor:

1.

Shall comply with Executive Order 11246 of September 24, 1965, entitles "Equal Employment
Opportunity,” as amended by Executive Order 11375 of October 13, 1967, and as supplemented
in Department of Labor regulations (41 CFR Chapter 60) (All construction contracts awarded in
excess of $10,000);

Shall comply with the Copeland "Anti-Kickback™" Act (18 U.S.C. 874) as supplemented in
Department of Labor regulations (29 CFR Part 3). (All contracts for construction or repair.);
Shall comply with the Davis-Bacon Act (40 U.S.C. 276a to 276a-7) as supplemented by
Department of Labor regulations (29 CFR Part 5). (Construction contracts in excess of $2000
awarded when required by Federal grant program legislation.);

Shall comply with Sections 103 and 107 of the Contract Work Hours and Safety Standards Act
(40 U.S.C. 327-330) as supplemented by Department of Labor regulations (29 CFR Part 5.)
(Construction contracts in excess of $2000, and in excess of $2500 for other contracts involving
the employment of mechanics or laborers.);

Shall ensure that the State of Mississippi, CMPDD, Federal monitors and auditors, and any
persons duly authorized by the Federal government, the State of Mississippi and CMPDD shall
have full access to and the right to examine and copy any and all books, records, documents,
papers, and other materials regardless of form or type which are pertinent to performance of the
services related to this agreement. Access right shall continue during the record retention period
after the agreement’s ending date.

Shall retain all required records for three years after the closing date of the agreement and all
other pending maters are closed.

Shall comply with all applicable standards, orders, or requirements issued under Section 306 of
the Clean Air Act (42 U.S.C. 1857(h)), Section 508 of the Clean Water Act (33 U.S.C. 1368),
Executive Order 11738, and Environmental Protection Agency regulations (40 CFR Part 15).
(Contracts, subcontracts, and subgrants of amounts exceeding $100,000);
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8. Shall comply with mandatory standards and policies relating to energy efficiency contained in

the state energy conservation plan issued in compliance with the Energy Policy and Conservation
Act (Pub. L. 94-163, 89 Stat. 871.).

COPYRIGHTS /RIGHTS TO DATA: If CMPDD enters a contractual agreement with the vendor, the
contract will include the following:

1. Rights in Data - General
(a) Definitions:
"Computer software™" means computer programs, computer data bases, and documentation
thereof.
"Data" means recorded information, regardless of form or the media on which it may be
recorded. The term includes technical data and computer software. The term does not
include information incidental to contract administration, such as financial, administrative,
cost or pricing, or management information.
"Form, fit, and function data" means data relating to items, components, or processes that are
sufficient to enable physical and functional interchangeability, as well as data identifying
source, size, configuration, mating, and attachment characteristics, functional characteristics,
and performance requirements; except that for computer software it means data identifying
source, functional characteristics, and performance requirements but specifically excludes the
source code, algorithm, process, formulae, and flow charts of the software.
"Limited rights data" means data (other than computer software) that embody trade secrets or
are commercial or financial and confidential or privileged, to the extent that such data pertain
to items, components, or processes developed at private expense, including minor
modifications thereof.
"Restricted computer software™" means computer software developed at private expense and
that is a trade secret; is commercial or financial and is confidential or privileged; or is
published copyrighted computer software; including minor modifications of such computer
software.
"Restricted rights" means the rights of CMPDD in restricted computer software, as may be
provided in a collateral agreement incorporated in and made part of this contract including
minor modifications of such computer software.
"Technical data" means that data (other than computer software) that are of a scientific or
technical nature.
"Unlimited rights" means the right of CMPDD to use, disclose, reproduce, prepare derivative
works, distribute copies to the public, perform publicly, and display publicly, in any manner
and for any purpose, and to have or permit others to do so.
(b) Allocations of rights:
(1) Except as provided in paragraph (c) of this clause regarding copyright, CMPDD shall
have unlimited rights in:

(1 Data first produced in the performance of this contract;

(i) Form, fit, and function data delivered under this contract;

(iii) Data delivered under this contract (except for restricted computer
software) that constitute manuals or instructional and training
material for installation, operation, or routine maintenance and
repair of items, components, or processes delivered or furnished
for use under this contract; and

(iv) All other data delivered under this contract unless provided
otherwise for limited rights data or restricted computer software
in accordance with paragraph (g) of this clause.
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The Contractor shall have the right to:

(M Use, release to others, reproduce, distribute, or publish any data
first produced or specifically used by the contractor in the
performance of this contract, unless provided otherwise in
paragraph (d) of this clause;

(i) Protect from unauthorized disclosure and use those data that are
limited rights data or restricted computer software to the extent
provided in paragraph (e) of this clause;

(iii)  Substantiate use of, add, or correct limited rights, restricted
rights, or copyright notices and to take other appropriate action,
in accordance with paragraphs (e) and (f) of this clause; and

(iv) Establish claim to copyright subsisting in data first produced in
the performance of this contract to the extent provided in
subparagraph (c)(1) of this clause.

(c) Copyright:

)

)

©)

Data first produced in the performance of this contract. Except as otherwise specifically
provided in this contract, the Contractor may establish claim to copyright subsisting in
any data first produced in the performance of this contract. When claim to copyright is
made, the Contractor shall affix the applicable copyright notice of 17 U.S.C. 401 or 402
and acknowledgment of CMPDD sponsorship (including contract number) to the data
when such data are delivered to CMPDD, as well as when the data are published or
deposited for registration as a published work in the U.S. Copyright Office. For data
other than computer software, the Contractor grants to CMPDD, and others acting on its
behalf, a paid-up, nonexclusive, irrevocable, worldwide license for all such data to
reproduce, prepare derivative works, distribute copies to the public, and perform publicly
and display publicly, by or on behalf of CMPDD. For computer software, the Contractor
grants to CMPDD and others acting on its behalf, a paid-up, nonexclusive, irrevocable
worldwide license for all such computer software to reproduce, prepare derivative works,
and perform publicly and display publicly, by or on behalf of CMPDD.

Data not first produced in the performance of this contract. The Contractor shall not,
without prior written permission of CMPDD, incorporate in data delivered under this
contract any data not first produced in the performance of this contract and which
contains the copyright notice of 17 U.S.C. 401 or 402, unless the Contractor identifies
such data and grants to CMPDD, or acquires on its behalf, a license of the same scope as
set forth in subparagraph (c)(1) of this clause; PROVIDED, however, that if such data are
computer software CMPDD shall acquire a copyright license as may be provided in a
collateral agreement incorporated in or made part of this contract.

Removal of copyright notices. CMPDD agrees not to remove any copyright notices
placed on data pursuant to this paragraph (c), and to include such notices on all
reproductions of the data.

(d) Release, publication, and use of data:

)

)

The Contractor shall have the right to use, release to others, reproduce, distribute, or
publish any data first produced or specifically used by the Contractor in the performance
of this contract, except to the extent such data may be subject to the Federal export
control or national security laws or regulations, or unless otherwise provided in this
paragraph of this clause or expressly set forth in this contract.

The Contractor agrees that to the extent it receives or is given access to data necessary for
the performance of this contract that contain restrictive markings, the Contractor shall
treat the data in accordance with such markings unless otherwise specifically authorized
in writing by CMPDD.
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(e) Protection of limited rights data and restricted computer software:

When data other than that listed in subdivisions (b)(1)(i), (ii), and (iii) of this clause is
specified to be delivered under this contract and qualify as either limited rights data or
restricted computer software if the Contractor desires to continue protection of such data, the
Contractor shall withhold such data and not furnish it to CMPDD under this contract. As a
condition to this withholding, the Contractor shall identify the data being withheld and
furnish form, fit and function data in lieu thereof. Limited rights data formatted as a
computer data base for delivery to CMPDD are to be treated as limited rights data and not
restricted computer software.

(f) Subcontracting:

The Contractor has the responsibility to obtain from its subcontractors all data and rights
therein necessary to fulfill the Contractor's obligations to CMPDD under the contract. If a
subcontractor refuses to accept terms affording CMPDD such rights, the Contractor shall
promptly bring such refusal to the attention of CMPDD and not proceed with subcontract
award without further authorization.

2. Notice and Assistance Regarding Copyright Infringement

(2) The Contractor shall report to CMPDD, promptly and in reasonable written detail, each
notice or claim of copyright infringement based on the performance of this contract of which
the Contractor has knowledge.

(b) In the event of any claim or suit against CMPDD on account of any alleged copyright
infringement arising out of the performance of this contract or out of the use of any supplies
furnished or work or services performed under this contract, the Contractor shall furnish to
CMPDD, when requested by CMPDD, all evidence and information in possession of the
Contractor pertaining to such suit or claim. Evidence and information shall be furnished at
the expense of CMPDD except when the Contractor has agreed to indemnify CMPDD.

(c) The Contractor agrees to include, and require inclusion of, this clause in all subcontracts at
any tier for supplies or services expected to exceed $25,000.

CONTACT PERSONS

For additional information about proposal preparation and submission, please contact John Nelson at 601-
638-1452 or Mary Allen at 601-981-1511.
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ATTACHMENT A

WORKSHOPS

Target Groups: Each workshop should be developed to serve a specific target group. Workshops 1 — 2
shall be designed to assist first time job seekers or those who have been employed for a long period of
time and now find themselves unemployed and seeking work. Workshops 3-8 are for those participants
wanting to increase their knowledge of computer software. Workshop 9 is for participants wanting
instructions of using the keyboard and increasing their typing skills. Workshop 10 will target job seekers
wanting to use the internet for job search and to complete and submit on-line applications and resumes.
Workshop 11 is targeted to youth audiences. Workshop 12-14 shall be developed as technical assistance
and capacity building for administrative and/or human resource staffs of businesses. Workshop 15 shall

be developed for employers and job seekers.

WORKSHOP 1: Employability Skills (4 hours)

Help participants assess skills they possess

Be realistic about job options and salaries

How to have a successful interview

What to expect on your first day of work

Have a positive attitude.

Importance of time management.

Characteristics of a good employee.

Expectations on the job.

Business etiquette, communication and stress management.
Laws and regulations related to the workplace.

CSTIEMMOUOWY>

WORKSHOP 2: Writing a Resume (4 hours)

A What goes in a resume
B. The cover letter
C. Electronic resume

WORKSHOP 3: Introduction to Word (7 hours)

Creating a document
. Editing text
. Formatting text
. Adding tables
. Using Word timesavers
. Other applications for Word software
. Evaluation of Participants Skill Attainment

OMMmMmoOOm>

WORKSHOP 4: Introduction to Excel (7 hours).

A. Getting started
B. Editing a worksheet
C. Performing calculations
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Formatting

Working with multiple worksheets
Creating and modifying charts

Setting page displays and printing options
Other applications for the Excel software
Evaluation of Participants Skills attainment

WORKSHOP 5: POWER POINT ( 4 hours)

A
B.

C
D.
E
F

Orientation to PowerPoint
Beginning a Presentation

. Formatting Text Slides

Adding Tables to a Presentation

. Adding Images to a Presentation

Preparing to Deliver a Presentation

WORKSHOP 6: WINDOW XP (4 hours)

A
B.
C.
D
E

WORKSHOP 7:

Creating a Document in Windows

Organizing Files

Communicating with Window Messenger
Researching and Using Window Media Player

. Cleaning Up the System

INTERMEDIATE WORD ( 7 hours)

moow>

WORKSHOP 8:

Cover in detail Tables

Page Layout

Advanced Graphics in Word
Advanced Topics in Word
Using Merge in Word

INTERMEDIATE EXCEL (7 hours)

WORKSHOP 9:

moomp

Using Functions

Formatting Worksheets
Printing

Creating charts

Managing Large Worksheets

KEYBOARDING (4 HOURS)

moowy

Alphabet

Mechanical keys

Numeral

Symbols

Horizontal and Vertical Alignment

13
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WORKSHOP 10: INTRODUCTION TO INTERNET (4 hours)
Learning Internet Basics
Getting on the Internet
Browsing the World Wide Web
Surfing the Web Safely and Securely
Understanding Search Engines
Completing and submitting an on-line application and resume

mTmooOw>

WORKSHOP 11: EMPLOYABILITY SKILLS/YOUTH (2 hours)

. Assessing your job skills
Choosing a Career- what training is needed for this career
Choosing a Vo-Tech School/College
. Looking for a Job
The Application Process
You’re first Interview
. Preparing a Resume
. First day on the Job
Attitude

—IETMMUO®m>

WORKSHOP 12: DEVELOPING MANAGEMENT & LEADERSHIP SKILLS (4 hours)

The role of management and leadership

Characteristics of effective managers and leaders

Exploring basic management approaches

Principles of effective leadership

Time management

Clarifying goals and standards/facilitating goal achievement
Other Management/leadership tasks

Mmoo ®>

WORKSHOP 13: BUSINESS COMMUNICATION/WRITING (4 hours)

A. Effective writing for business
B. Structure, Standards and Guidelines for effective communication

C. A memo, a letter, and a report

WORKSHOP 14: SUPERIOR CUSTOMER SERVICE (/4 hours)

How to treat your internal and external customers

Learn the difference between good and exceptional customer service
Why customers service is a critical business strategy

How to manage difficult customers

How to use positive words to make a positive impact

Skills required for professional phone communication

Verbal and non-verbal forms of communication

@TMMmMoOOw>

WORKSHOP 15: QUICK BOOKS (7 hours)

A. Setting up a company
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Using the check register

Reconciling the bank statement

Setting up vouchers and customers

Basics of creating reports

Departmentalize reports

Using company credit card for business expenses
Basics of inventory and items

Customizing of reports

15



ATTACHMENT B
BUDGET PAGE
TITLE of WORKSHOP:
Item | Description TOTAL
No.
1 Staff time to develop workshop
(# of hours X cost per hour)
Has vendor presented this workshop previously? Yes ---- No ----
2 Staff time to deliver workshop
(# of hours X cost per hour)
3 Snacks for breaks (Provide snacks if workshop lasts 4 hours or more.)
(# of participants X expense per participant)
4 Travel expenses
Please specify:
5 Supplies to be used by trainer and participants during workshop
Please specify:
6 Administrative Overhead
Please specify:
7 Profit
8 Other
Please Specify:
9 Audio Visual Equipment
10 Use of Computer Lab (if ina WIN Job Center) No Charge
11 Use of Training Room (if in a WIN Job Center) No Charge

TOTAL

16
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