Snohomish County Workforce Development Council

DOCUMENTATION OF QUALIFICATIONS

CONTRACTOR QUALIFICATIONS

All businesses/organizations must meet a minimum level of administrative and fiscal capacity in order to contract with WDC.  Therefore, all applicants must substantiate the following Documentation of Qualifications before starting the application process.  Failure to satisfactorily substantiate the following documentation could result in cancellation of award and failure to contract.

Documentation of Qualifications

· Legal Entity (Proof of Incorporation, 501(c)(3), Federal Employer ID Number (EIN), etc.)
· Written Personnel Policies
· Written Conflict of Interest Policy for Staff and Board

· Written Grievance Procedure for Customers/Clients

· Written Equal Opportunity/Nondiscrimination Policy

· Ongoing Continuous Quality Improvement Process with Customer Satisfaction Measures

· Annual Budget of $250,000 (or more)  <Must have an annual budget document or recent copy of audit.>

· More than one funding source  (public agencies only)  < Must have revenue documentation.>

· Proven Fiscal Capacity including Capacity for Fund Accounting

· Has (or is able to obtain) up to $500,000 liability and Worker’s Compensation Insurance  
· Demonstrated Ability to Collect Outcome Data which measures Performance to Plan for last year  <Must have data for PY 01 or PY02>
· Internet connectivity, individual E-mail accounts for staff working with WDC, and workstation capable of running the latest versions of Microsoft Internet Explorer or Netscape Navigator web browsers, or willingness and budget to acquire these technologies. 

Documentation of Qualifications 

· Ensure all documentation is available for review if requested or is attached.

· Include a cover letter identifying your organization and signed by an individual authorized to represent your organization, to act on behalf of it, and to legally bind it in all matters substantiating and related to the Documentation of Qualifications and addressed as follows:

Marla Guerrero, Procurement Coordinator
Snohomish County Workforce Development Council

917 134th St SW, Suite B-3

Everett, WA 98204

Verification of documentation must be received in WDC offices before starting the application process.  No faxed or electronic documentation will be accepted.  Qualifications shall remain valid for as long as the contractor is in continuous compliance with the WDC.

