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FOREV\ORD 

In recent years private contractors have been providing a greater number of 
services for public agencies. This has been par.ticularly true in the f.ield of 
oommunity corrections where administrators need to provide a greater variety 
of program resources to supervise offenders who have been placed in the 
cownunity. Contracts have been let to provide residential programs, medical 
services, special counseling and drug treatment programs, as well as 
diagnostic and psychiatric services. 

This pUblication is designed to assist community corrections administrators as 
they consider such issues as which orograms they can provide throuqh their own 
orqanizations and which programs can be provided more adequately through 
contractinq with "oluntary or non-profit organizations. The ll'Onograph is 
intended to provide administrators direction in assessing the needs of their 
agencies and decidinq if contracting for services would be appropriate. 

I)/? /. ;. /) /(2 
1,_. flll4}71.{fJ'0t L. {L</!~ t~1'--"-' 

i . 
Raymond C. Brown, Dlrector 
National Institute of Corrections 
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INl'RODOCTION 

The last decade has brought a significant increase in the use of contracts as a way 
of providing camnuni ty corrections services. 'Ibe camnuni ty corrections field has, in 
fact, been in the forefront of the grCMth in the wide variety of gocx1s and services 
being contracted for by states and local governments. 'Ibis increased public/private 
cooperation stems from a number of interrelated pressures and challenges: 

• Legislative targeting of services for selected client groups has meant that 
community based agencies have frequently been the only organizatiop-s available 
with service capabilities in these areas. 

• Deinstitutionalization has encouraged local governments to purchase programs 
necessary to the reintegration process, e.g. residential, rrental health, job 
placement, etc. 

• Increased pressures for fiscal and political accountability have pushed states 
and particularly local governrnent units to assess cost effectiveness, and pri­
vate sector capability, as well as to adopt alternative service delivery rrecha­
nisms, relying where possible on the voluntary sector. In t..his area, union and 
pension system pressures have also been irrportant sources of fiscal concern. 

Today's community corrections agency has an increasing number of service delivery 
options. 'Ibese are: 

• Operating programs themse~ves. 
• Issuing vouchers enabling eligible persons to obtain services fram single or 

multiple vendors. 
• Contracting with profit making organizations. 
• Contracting with voluntary or non-profit organizations. 

'Ibis final category, contracting with voluntary or non-profit organizations, 
represents an expenditure of $7.3 billion, fram federal sources alone, in 1980. 'Ibis 
figure represented 58% of non-profit social service agencies' total budgets.* 

Contracts now exist for a wide variety of client and administrative services. Same 
are particular to the unique responsibilities of community ~1Orrections; others are con­
tracting activities which are frequent.ly shared with other local government jurisdic­
tions. 'Ibese include: 

• Residential programs (including halfway houses, house arrest, restitution 
centers, juvenile facilities). 

• Counseling and treatment programs (for general client groups, targeted 
offenders, victim offender reconciliation programs). 

• Testing (fram emplqy.ment/aptitude to biological lab work, e.g. urinalysis). 

• Administrative services (for data processing, recordkeeping, program 
evaluation services, etc.). 

"* Paul Terrell, "The Context and Practice of Contracting in the Welfare State, II 
m:muscript prepared for Contracting for Services seminar, NIC, August 1985. 
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ORGANIZATION OF HANDBOOK 

This handbook includes materials first prepared for an N[C seminar on Contracting 
for Services held in Boulder, Colorado, in August 1985. 'Ihe authors were the staff 
members of that seminar and represent varied expertise in the contracting process. 

'Ihe organization of the handbook is based on an understanding of contracting as a 
process of interlocking decisions. Each of the decision phases is critical to a 
successful contracting process. 'Ihe total process cannot be "short circuited" without 
diminishing overall service delivery effectiveness. As an exarrple, Reg:uests for 
Proposals (RFPs) issued without the aid of a completed nee.ds assessment process will 
result in unclear criteria and specifications and ultimately to less cost-effective 
delivery of ser\1ices needed b¥ the contracting agency. 

The five chapters of the handbook are presented in sequence: the needs assessment 
process, make or bu~.' decision process, request for proposal process, contract develop­
rent, and contract management and evaluation. 'Ihroughout the handlx>ok, short checklists 
or guidelines are provided which agencies can use as quick references for their own 
planning and evaluation process. '!he handlx>ok also contains sample oocurrents where ap­
propriate. The National Institute of Corrections staff may be contacted for additional 
guidance. 

'lBE CO'N.mP£TIR; PROCESS 

Figure 1 depicts the multi-stage contracting process and can serve as a guide to 
anticipating and analyzing problems. When problems are encountered they may originate 
fran one of two sources. Technical problems nay result, for exanple, fran an irade­
quate needs assessment process, where the rrethods used did not generate accurate data. 
'!he RFP may then be vague and rot canmunicate to potential providers, for example, the 
nature of the population to be served. Political problems in the contracting process, 
on the other hand, usually signal cornnunication failures, canpetition or turf battles, 
or lack of public understanding and support for the contracting process. 

Although this p~ndlx>ok concentrates on avoiding technical problems, a technically 
flawless process can fail if there is a lack of awareness and responsiveness to the 
concerns of elected officials, other justice or corrections agencies, and corrnnunity 
groups. Each step of the contracting process requires political sensitivity and each 
chapter in this handbook will provide specific suggestions to meet those challenges. 
The following are offered as general suggestions for increasing the success of the 
contracting process. 

• Identify potential sources of support and resistance. 
• Involve all those affected early and often. 
• Use contracting as a way to build constituencies of support and information. 
• Provide elected officials with accurate information through good staff work. 
• Continue communication established during the early development of the project. 
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Figure 1 

CONl'RACTIN3 PROCESS 

MAKE OR BUY DECISION 

/ " NEEDS ASSESSMENl' REQUEST FOR PROPOSAL 

What is need? 

What is available? 

What can we do? 

t 
t 

CONrRACT MANAGEMEN'f 

AND EiTALUATION 

Does program 

follow contract? 

Is need net? 

Does RFP reflect 

needs as defined? 

Selection 

of 

Proposal 

CONrRACT I 
WRITIro 

Do RFP, proposal, and 

contract agree? Are they 

contradictor,y or consistent? 

If no to any of the above questions: 

Is it a technical problem? 

Is it a political problem? 
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NEEDS ASSFS9mN1' PROCESS 
Karen SUi. th 'lbiel 

Needs assessment, the process of formally documenting the na~~e and extent of the 
gap between the demand for a service and the available supply, is the logical first step 
in the contracting process. Needs assessment information helps an agency to identify 
contracting opportunities and to determine whether to pursue them. '!he extent of need 
rray channel an agency into either offering the service "in house" as p3.rt of its direct 
program services or deciding to "contract out" the service. '!he type and amount of work 
called for in the Request for Proposal (RFP) are structured by the information obtained 
in the needs assessment. Finally, contract develo};I'!lentr rranagement, and evaluation are 
facilitated by the needs assessment information. 

Needs assessment is rot only useful as input to the contracting process, but the 
information obtained fran a well done needs assessment becanes valuable for a variety of 
other purposes. Information obtained during the course of a formal agency needs 
assessment should be incorporated as an integral p3.rt of all phases of the correctional 
agency's planning and evaluation process. 

NEEDS ASSES9mNr DEFINFD 

Bell et ale define needs assessment as "an enviromnental monitoring system designed 
to measure and rrake judgements about program relevance, adequacy and appropriateness. u* 
This definition incorporates the two+basic components of all needs assessments: needs 
identification and needs assessment. Needs identification is a technical information 
gathering process in which an agency collects information in order to describe the 
nature of the problem. In needs identification, client characteristics are described, 
existing services are catalogued, and information is collected which docurnents the 
derra.nd for new or exp:l.nded services. 

Formal needs assessment occurs after the needs identification component has been 
canpleted. Needs assessment is a process which involves values. Decisionmakers place a 
value on information, set priorities, and determine the relative importance of the ne-cds 
identified. In summary, needs identification a~d needs assessrent are two steps in the 
overall needs assessment process. Needs identification is a measurement process; needs 
assessment involves judgements based on 'values held by decisionrnakers. 

'!HE NEEDS ASS~ PROCESS 

Needs assessment is a process; that is, a series of activities that occur over time 
in which rech step logically lreds to the next. 'lbe needs assessment process (see 
Figure 2) has nine basic steps: definition of goals and objectives; determination of 
questions; identification of relevant actors; examination of existing data; selection of 
data collection techniques; collection of data; analysis and interpretation of data; de­
termination of priorities1 and communication of findings. 

* Bell, Roger A., Tuan D. NJuyen, George J. Warheit, and Joanne M. Buhl. "Service util­
ization, Social Indicator, and Citizen Approaches to Hurran Service Needs Assessment" in 
Attkisson, et ale Evaluation of Human Service Programs, N.?N York: Academic Press, 
1978. 

+ Siegel, Larry M., C. Clifford Attkisson, and Linda G. carson. "Need Identification 
and Program Planning in the Camnunity Context" in Attkisson, et ale Evaluation of 
Human Service Programs, New York: Academic Press, 1978. 
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1 
DEFINE OOALS AND 
OBJECTIVES 

4 
DEI'ERMlNE RELEVAN::E 
OF IiXISl'IN3 DATA 

7 
ANALYZE AND 
INl'ERPREI' mTA 

Figure 2 

'!HE NEEDS ASSESSMEN!' PROCESS 

2 
DEl'ERMINE BASIC QUESTIONS 
'IO BE ADDRESSED 

5 
SELECT DA'm COLLECTION 
TECHNIQUES 

8 
DETERMINE PRIORITIES 

3 
IDENl'IFY RELEVANl' 
AC'IORS 

6 
COLLECT DATA 

9 
COMMUNICATE NEEDS 
ASSESSMENl' FINDlt\GS 
TO DECISIOl'MAKERS 

Adapted fran: Weil, Marie, "Needs Assessment in the Context of California Scx::ial 
Service Planning," Southwest Regional Laboratory, los Alamitos, New Mexico, July 1979. 
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Preparing for a Needs Assessment 

Prior to undertaking a needs assessment, an agency should ask certain questions. 
These questions involve a detennination of what the needs assessn~nt is intended to 
accanplish, why the needs assessment process is being conducted, who are the relevant 
actors in the needs assessment process, where the information for the needs asses~ent 
is to be obtained and how the needs assessment information will be used by 
decision.rna.kers. Answers to these questions (see Table l) not only structure the type of 
information to l:e collected during the needs assessment process, but they also help the 
agency set realistic timelines and work responsibilities for the needs assessment 
process. 

What do we want to know? This question seems almost too simple but it is really 
the most difficult question an agency must ask. Defining the question prior to the im­
plementation of the needs assessment will save the agency titre and effort in the long 
run. For example, an 'agency may want to answer the general question, "W:1at is the ex­
tent of drug use in this ca:nmunity?" Further discussion about this question my in­
cltrle: "Do ~ need information on all types of drug use? Do we want to include other 
fonus of substance use? Are ~ interested in data for the population in general or on.ly 
in data for specific age categories (e.g. 13-19 year olds) or client classifications 
(e.g. probationers)? Do 'We want data fran all areas of the carununity or do we want data 
broken down by census tracts, neighborhoods, high crime areas, etc.? Do we want infor­
mation collected at one point in time or are ~ interested in collecting information 
over time in order to oocunent trends?" 

Defining the question structures the tasks of the needs assessment. Information 
collected in the needs assessment process will answer clearly defined questions. EKtra­
neous pieces of information will be rejected because they do not address tile questions 
relevant to tlIis particular needs assessment. 

Why do we want to know it? Needs assessments may be conducted for a variety of 
purposes. AIrong the most comron reasons for conducting a needs assessment are: alloca­
ting resources, planning and budgeting, directing programs, gathering data for budget 
~~d grant requests, presenting information for decisionmakers, and evaluating programs. 

A needs assessment should not be initiated unless an agency is clear about its rea­
sons for corrlucting the needs assessment. 'Ibis is rot to say that there can only be one 
reason for a needs assessment; in fact, thorough needs assessments often serve multiple 
purposes. W:lat is important is for an agency to work to develop consensus on the real 
purpose ( s) of the needs assessment. 

Who are the relevant actors? Relevant actors in the needs assessment process are 
participc.nts in the actual needs assessment tasks as well as the recipients of needs 
assessment information. These actors may include administrative and program personnel, 
agency data and evaluation staff, camnunity service pr0\7iders, professiona.l consultants, 
clients, CCtlllllunity residents, funding agencies, and public decisionmaking lx>dies such as 
city councils, county boards of supervisors, state legislatures, and the courts. 

Where can we find the data? The first question that should be asked prior to the 
collection of needs assessment information is whether the agency can make use of exis­
ting data or whether the agency will need to collect its CMI1 data. The use of existing 
or "secondary" data may be a convenient, low-cost option for sane needs assessment pur­
poses. It is rot necessary for an agency to "reinvent the wheel" if existing data can 
be analyzed or reanalyzed to answer the qrestions of the needs assessment. Carm:m sour­
ces of existing data for community corrections are u.s. Bureau of the Census reports, 
the U.S. Department of Justice's Uniform Crine reports, U.S. Bureau of Labor statistics' 
reports, and special state and local data Cases generated for other studies. HcMever 1 

there may be problems associated with the use of existing data. The information may have 
been collected for adndnistrative rather than research 
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Table 1 

Questions to Ask at the S~~~ of the Needs Assessment Process 

• What do we want to know? 

• Why do we want to know it? 

• Who are the relevant actors in the needs assessment process? 

• Where can we find the data necessary to answer our questions? 

• Can we make use of existing data? 

• Will we need to collect our aNn data? 

• Which needs assessment techniques are most appropriate given time and cost 

considerations? 

• Does the agency have the staff and dollar resources to perform a needs 

assessment? 

• What kinds of assistance will the agency require in performing the needs 

assessment? 

• How can infonnation obtained fran the needs assessment be rrost effectively 

organized and presented to bnpact agency decisions? 

• What will decisioI'lfl\3.kers in our agency want to knoW? 

• HeM' receptive will the local ccmnunity, providers, and other agencies be to 

our needs assessment? 

Adapted frcm: Bell, Roger A., Tuan D. N;Juyen, George J. Warheit, and Joanne M. Buhl, 
"Service utilization, Social Irrlicator and Citizen Survey Ah'l')roaches to Hunan Service 
Need Assessment" in Attkisson, et al. Evaluation of Human Ser.vice Prggrams, New York: 
Academic Press, 1978. 
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purposes. EKisting data rcay rot have been collected for all clients or geogl'aphic 
areas. Finally the data rcay be presented in a format that is rot suitable for the 
purposes of the needs assessment. 

The agency's other options are to supplement existing data with information it 
collects or to design a methodology to collect original data for the entire needs as­
sessment. If an agency opts to collect its own data, various o:eds assessment tech­
niques should be examined. '!be agency should determine whether it has the internal 
staff and financial resources to undertake the aata collection and analysis process and 
what types of external supJ;X>rt it will require. 

Needs Assessment Techniques 

Needs assessment techniques can be categorized into qualitative and quantitative 
approaches. Quali ta ti ve approaches involve soliciting the input of clients, staff, pro­
viders and corrmu,,'1ity groups. Information obtained fran these sources rcay rot l::e quanti­
fiable, but it should provide the agency with a gocx:l sense of how needs are perceived by 
relevant actors in the needs assessment process. Three qualitative approaches typically 
used in 'needs assessments are: the key informant technique, the use of rnninal groups, 
and the ,community forum. 

In the key informant technique, interviews are conducted with knowledgeable can­
rnuni.ty rranbers or decisionrrakers regarding the need for services and their views of the 
priorities for these services. This technique allows for an in-depth exploration of the 
perspective of the key informant. The key infol1nant approach rcay be useful during the 
needs assessment planning process as well as a data collection technique. 

. In the naninal group technique, meetings are conducted with panels of resJ;X>ndents 
who are selected on the b3.sis of their demographic and/or service characteristics. An 
effort is rcade to secure the perceptions of the groups regarding service needs. N::mir:al 
groups consist of from six to nine members. participants are asked to list needs indi­
vidually on a flip chart. Group discussion, led by a trained facilitator, follows in 
order to clarify each need. Participants then vote as individuals on rankings for the 
list of needs which the group ha.s generated. '!hese rankings are then discussed and a 
second vote is taken. '!he resultant list of needs is then considered the priority list 
of the group. '!he naninal group technique is useful for generating representative in­
formation from a group. It is in no way statistically predictive of the views of the 
population as a whole and therefore should be regarded only as informative. 

In the carmuni ty forum techni~, public meetings are held which provide an op­
portunity or forum for comnunity members to express their perceptions of need. Infor­
mation rcay be provided to the forum attendees prior to the time set aside for the 
public's input on needs. Again the purpose of this technique is infonnatior:al. Canmuni­
ty forlTInS often are used in needs assessments of controversial subjects such as site 
selection for a prison, halfway house, or group heme. 

Quantitative approaches to needs assessments involve systematic methods of collec­
ting information that can be statistically analyzed. Four types of quantitative tech­
niques that often are used in o:eds assessments are: surveys, ecological data, rates 
under treatment, and canputer b3.sed simulation II1Crlels. 

Surveys involve the design and administration of a data collection instrument. 
The agency may ask questions of direct relevance to the needs assessment. A single 
survey rcay be used to assess the opinions of all relevant actors in the needs assessment 
process or separate surveys rcay be designed to generate input on particular issues by 
individual groups of actors (e.g. clients, providers, administrators). The rigor in­
volved in the construction of a good survey instrument should not be underestircated. 
While anyone can write a series of questions, only trained professior:als who are 
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sensitive to the issues of reliability, validity, response bias, and sampling should be 
responsible for the actual design of a survey instrLunent. In addition, the 
administration of the survey to respondents, coding of responses, and analysis and 
interpretation of data are processes that require professional expertise. 

An ecological technique can be used to generate information ab.::>ut the population, 
environment and service organization of a particular location (e.g. a city). This data 
provides a profile of the o:xmnuni ty in which a service is offered or in which there is a 
need for new or additional services. EXisting or secorrlary data often is used to con­
struct an ecological profile of an area. Demographic information obtained from census 
data~ descriptions of the numbers and types of existing facilities (e.g. schools, drug 
treatment programs) obtained fran program directories or service inventories; and analy­
sis of available resources (e.g. program allocations, beds) can be used to present a 
picture of current and projected ccmnuni ty needs. Ecological techniques are lTOst appro­
priate when a needs assessment is required for one geographic area or when the scope of 
the x;teeds assessment is limited to a manageable topic • 

. Use of the rates under treatment technique allows an agency to present client 
characteristics in terms of rates. Counts of the number of clients served in a program 
broken down by relevant client characteristics (e.g. age, sex, ethnicity) are used to 
docurent the extent of existing services and to project the need for additional ser­
vices. This technique may be employed through the use of existing data or with infonna­
tion collected on clients as part of the needs assessment. process. 

Canputer simulations involve the use of data to project various scenarios under 
different sets of assunptions. For example, client needs at a point in the future can 
be projected given current client characteristics, demographic projections, and descrip­
tions of existing services and funding levels. Data generated in this fashion permits 
the examination of a range of program options. 

utilization of Needs Assessment Findings 

Needs a~sessrnent information should be incorporated into all phases of program 
planning, operation and evaluation. Information obtained during the needs assessnent 
can be used 1) to set an agency's agenda, 2) for input to the RFP as background data in 
the problem statement, 3) to define the tasks required in the contract, 4) for contract 
IrOnitoring, 5) for program evaluation, and 6) to inform and influence decisionmakers. 

Needs assessment should not stop at the point at which findings are made public. 
The needs assessment itself must be marketed. Decisionmake:r:s should be informed of the 
existence of the needs assessment, of its accuracy and usefulness. The public also 
should be educated about the purpose of the needs assessment, the manner in which it was 
conducted, and how it can be used to provide infonnation regarding service needs. Needs 
assessment data, therefore, must l::e presented clearly and convincingly. The data must 
l::e interpreted in a straightforward manner that addresses specific questions in a 
m=aningful way. 
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* MAKE OR BOY DOCISION PROCESS 
Harley Lieber 

Once the needs assessment has been conducted suggesting the need for the creation 
of a new correctional service or program, a process should be undertaken to determine if 
the agency has the capacity to deliver the service or if the agency should contract for 
the service with a vendor in the canrnuni ty • 

This process is often conducted informally with little structure or research and is 
usually influenced by the prevailing political and economic forces at work in the 
jurisdiction. A formal, objective process is recommended for weighing the alternatives 
of accomplishing the task with departmental employees or contracting for the effort. 
This decision rraking process is referred to as the "nake or buy decision" and verifies 
that the alternative c.11osen is cost effective and of benefit to the state or county. 

The rrake or buy decision is a four step process reqU1nng: 1) identification of 
the requirements of the new program or service, 2) in-house resource and vendors review, 
3) analysis of in-house resources vs. vendor resources, and 4) the rrake or buy decision. 

IDENl'IFICATION OF '!BE RE;2OIREMENTS OF THE NEfi PROORAM OR SERVICE 

This initial review attempts to determine the resources necessary to satisfy the 
need or objective of the d6;::;ired program or service. '!he needs can be stated in action 
phrases such as "provide treatment for 200 rrale sex offenders," "perform alcohol and 
drug couseling for 50 late-stage alcoholic offenders," or "provide intensive supervision 
for 30 convicted residential bt.rrglars per rronth." 

'!he description of the service to be provided looks at all required service 
activities including expertise required, training, equipment needs, facilities, 
location, period when service is required, enabling or encumbering Federal or State 
regulation, and num1:er of people to be served. 

IN-HOOSE RESOURCE AID VENX>RS RE.VIEH 

The purpose of the in-house resource and vendors review is to identify the 
resources available to provide the service. The in-house/internal agency review 
consists of an analysis of 1) staff with appropriate skills to provide the desired 
service, 2) available facilities and equipment, and 3) budgetary constraints. 

The vendor review examines all potential contract agencies in the canrnunity to 
determine their ability to provide the service. All sources of information should be 
assembled and consulted to determine these agencies ' 1) type and scope of related 
service delivery experience, 2) num1:er of experienced personnel available, 3) financial 
position and stability, and 4) background of key staff. 

The analysis will suggest the capability of the agency 1:.0 provide the service and 
allow for certain vendors to be identified that also offer that potential. 

ANM..YSIS OF IN-HOOSE RES:XJRCES VS. VENX)R RF.SOORCES 

The purpose of this step is to formally analyze the relationship between the 
desired service requirements and the resources available to provide the service. 
Specifically, this portion of the make or buy decision examines in-house costs 

* Adapted fran: Federal Guidelines on Contracting, Dept. of Health and Hurran Se...rvices 
Circular 075-1, AUjust 1, 1980, GPo: ~Vashington IC. 
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including those associated with direct labor, fringe benefits, costs of eguipnent, 
travel costs, total direct costs, and indirect costs. 

The vendor or prospective contract agency costs can be reasonably estimated by 
examining agencies providing similar services and by conducting interviews with other 
contractors to detennine the costs for the provision of the serviceD 

A comparison of the in-house resource requirements for provision of the service 
with the vendor requirements will provide for an ~rtant selection criterion. Cost 
alone should not be considered the single most ~rtant criterion. 

'IRE MAKE OR BOY DECISION 

The purpose of the make or buy decision is to decide whether to purchase the 
services utilizing in-house resources or to contract for the service. 

The make or buy decision incorporates all of the information assembled in the 
previous three steps and allows the decisionmakers to decide on a strategy for delivery 
of the sought-after service. The ultimate decision to contract or to provide in-house 
combines all of the information and is based on a careful analysis of overall cost 
effectiveness, potential for service satisfaction, and the willingness of the political 
environment to support the decision. The process provides the decisionmakers with an 
objective justification for the direction that is ultimately selected. 

The criteria given in Table 2 can serve as a guide to corrections officials in the 
process of conducting a "make or buy decisionu related to a specific servi!"::e or program 
need. 
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Table 2 

A Checklist of * 
Criteria Favoring the Contracting of Services 

Legislation requires that this service be contracted. 

The correctional agency cannot afford the start-up costs required by providers 
of this service. 

( ) The correctional agency does not have the capability to provide this 
specialized service (staff, equipnent, and/or facilities). 

( ) Contract1ng for a given level of service would be less expensive than directly 
providing the service. 

( ) Contracting would pennit better quality of service at the same cost as directly 
providing the service. 

Better quality controls would result fran the contracting of this servic\~. 

Better financial/budget controls would result fran the contracting of this 
service. 

( ) '!he quality of the contracted service would be better because of the 
availability of eKisting provider facilities and/or a large number of trained 
personnel. 

( ) Providers nay be better able to cope with increasing service demands or 
changing service needs. 

( ) Contracting would give the correctional agency m::>re fleKibili ty to deal with 
the non-pennanent or temporary na. ture of the service (seasonal or peak/valley 
work) • 

( ) Providers may have access to a wider range of capabilities and technical 
resources for program Clesign, developnent, and experiIrental innovation. 

( ) Contracting would penni t the correctiona.l agency to better rooni tor service 
perfonnance. 

The target group is difficult to reach due to location or attitude. 

There are a number of capable providers available for contracting. 

The work is dangerous and involves liability. 

There is evidence of support for the contracting of this service on the part of 
recipient groups and provider association. 

"* ThIs checklist was developed jointly by the Bureau of Social Services, Purchase of 
Service Office, Hennepin County, Minnesota I and Public Services Options Group I 
Minnesota. 
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Private funds are available to match Federal and State funds. 

Displaced government personnel may be relocated in equally satisfactory jobs 
(considering pay, responsibility, working conditions, etc.). 

Contracting \yould mean increased involvement of community-based groups. 

With a probable Federal or State funding cutback, the correctiona.l agency would 
have a more acceptable set of alterna.tives, i.e., picking up funding or 
tenninating the contract. 

( ) The correctional agency wants to end direct provision of this service. 

A Checklist of 
Criteria Favoring Direct Provision of Services 

There are legal restrictions to contracting this service. 

There are 00 providers who have the capability to provide the service. 

The service is not tangible. Measurable objectives cannot be developed, making 
contracting difficult. 

( ) Direct provision for a given level of service would be less expensive than 
contracting for delivery of the service. 

Better quality controls would result fram directly providing this service. 

Better financial/budget controls would result fran directly providing this 
service. 

( ) '!be correctiona.l agency, in direct provision of the service, could be more 
responsive to increasing service demands or changing service needs. 

( ) The quality of the directly provided service would be better because of the 
availability of existing correctiona.l agency facilities and/or a large number 
of trained personnel. 

( ) Disparity between service objectives of the correctiona.l agency and those of 
providers may reduce the quality of the purchased service. 

( ) 'lhe correctional agency wants to avoid an overdependence on a limited number of 
service providers. 

( ) There is evidence of resistance to contracting this service on the part of 
recipient groups and employee unions. 

( ) '!be correctiona.l agency wants to get out of contracting for delivery of this 
service. 

( ) There is a need for a strong perceived public control and accountability in the 
delivery of this service. 
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~ FOR PROPOSALS 
Harley Lieber 

The Request for Proposals, or RFP, is the fonnal invitation issued by a goverrment 
office to prospective contractors to submit proposals for providing a service. The 
purpose of the RFP process is to establish equitable procedures for contracting. While 
the RFP documant. can be prepared in a variety of formats, it should specifically 
identify: 

• The problem or need for service. 

• Kinds and quality of services sought. 

• Activities to be perfonned. 

• Target population to be served. 

• An acceptable cost range. 

• Administrative requirements. 

• Procedure and timeframe for proposal submission and review. 

• Procedure for appealing the award procedure. 

The RFP process begins after the nee:i for a service and the reasons for having it 
provided by an outside contractor have been established. The process protects the 
public interest by being systematic and bnpartial. The process involves: 

• Identification of potential contractors. 

• Development of and writing the RFP. 

• Managing the preproposal period. 

• ProI;X)sal evaluation and selection. 

Basically, the RFP specifies what is to be purchased and the conditions for doing 
business. The following represent a detailed, step-by-step description of the RFP, its 
essential comI;X)nents, and its associated process. 

IDENrIFlCATION OF PC1l'ENI'IAL CONTIW:TORS 

The issuing office or proI;X)sal manager should develop a profile of a prototypical 
agency which could provide the service. The profile should include: 

• Programmatic experience/technical skills. What previous program experience is 
relevant? What technical skills are required? 

• capacity. HON large will the program be? HON many beds or treatment slots 
are needed? 

• Location. Is location significant? Should the program be located downtown or 
near public transI;X)rtation? 

Consideration of these it.ems 'VJill help the issuing office compile a list of 
vendors. 
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The issuing office must meet all legal requirements which govern the identification 
of contractors. Federal, State, and local requirements pertcdning to Equal Ellployment 
cpportunities (EED) guidelines and minority finn pcirticip:ltion must be followed. M:Jst 
purchasing departments have all applicable regulations at hand. 

Vendor Lists 

A vendor list can be compiled fram: the issuing office's previous contracting 
experience; the experience of other government offices which have contracted for similar 
~rk; a.nd local professional organizations which correspond to the areas of expertise 
required and which maintain directories of service providers. 

General publicity regarding the RFP may generate interest fram agencies that have 
not yet been included in a government office's list of vendors. SUch publicity may be a 
requirement of the RFP process, depending on State or "local administrative rules. 

'!he vendor list should be updated on a regular basis. File infonnation on each 
agency should include: 

• Name and address of key contact. 

• Qualifications and expertise. 

• Recent evaluations, if previously under contract to another State or local 
government office. 

Request for Qualifications 

To narrow the field of qualified vendors, a government office may issue a Request 
for Qualifications, or RFQ. '!his is usually done when an issuing office has a very 
specific idea of the kind of service it requires and how much it intends to spend. An 
RFQ should state the need for service, describe the service to be purchased, and indi­
cate the amount of rroney available for the contract. It should request resporrlents to 
describe their qualifications and explain how they have provided similar services under 
similar conditions in the past. 'Ihe RFQ, and the responses to it, should be brief. As 
responses (letters of qualifications) are received, the issuing office can select those 
that meet established criteria for experience and skills, capacity, and location. 'Ibe 
RFP wuld then be sent only to agencies selected in the RFQ process. 

DEVELOPMENl' OF '!HE RFP 

An RFP p:lckage would include 1) a cover letter, 2) general infonnation for 
respondents, and 3} a work statement. 

Cover Letter. '!he cover letter notes the date of issue of the RFP, the subject, and 
the RFP number. 

General Infonnation For Respondents. 'Ibis section orients bidders to the 
correctional agency's technical contracting requirements. It normally includes the 
following subsections: 

• '!he issuing office. 

• '!he proposal manager. 

• '!he respqnse deadline. 

• Where to send caI!Pleted proposals. 
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• Definition of significant terms, f.'Uch as "status offenders," or lIurinalysis." 

• Purpose of the contract~ the service to re purchased. 

• Source of funding~ acceptable range of proposal estimates. 

• Incurring cost statement. 'Ibis subsection indicates that the correctional 
agency is not liable for costs incurred by bidders prior to awarding the 
contract. In other YK>rds, bidders cannot request funds to cover the cost of 
responding to the RFP. 

• Preproposal conference. A bidder's conference at which issues related to the 
RFP can l:::e clarified (opt.ional). 

• Validity period. 'Ibis subsection asks bidders to specify for how long their 
proposals will l:::e valid. Requirements for a minimum validity period would l:::e 
noted here. 

• Econcrqy of preparation. Bidders are urged to prepare sirrple, econanical 
proposals. A complete, concise description of a bidder's ability to rreet the 
requirements of the RFP is sought. Fancy binding, displays, and pranotional 
material are not desired. 

• Oral presentation. Bidders are informed that they may l:::e asked to make an oral 
presentation of their proposal and respond to questions. 

• Rejection of proposals. Bidders are informed that a contract may l:::e negotiated 
with the bidder whose proposal is rrost advantageous to the issuing office. 'Ibe 
office reserves the right to accept other than the lowest cost proposal and to 
reject any or all proposals. 

• Acceptance of proposal content. 'Ibis subsection states that the contents of 
the proposal of the successful bidder may l:::ecame contractual obligations. 
Failure of the contractor to accept these obligations may result in cancellation 
of the proposal selection. 

• News releases. 'Ibis subsection states that news releases pertaining to the RFP 
or the project to which it relates must not l:::e sent out without prior approval by 
the issuing office. 

• Contract term. 'Ibe length of the contract and whether or not it can l:::e renewed 
are indicated. 

• Contract tyPe. Bidders are told whether the contract will l:::e cost reimburse­
nent, performance based, or another type of agreement. 

• Technical assistance. 'Ibe correctional agency's policy for responding to 
requests for technical assistance in preparing a proposal is explained. 
NJrmally, no technical assistance will l:::e given, but questions regarding the RFP 
may l:::e accepted if sub:ni tted in writing. 'Ihe questions and the written responses 
must be provided to all p3.rties who have received copies of the RFP. 

• ~peal of award procedure. Prospective contractors are informed as to the 
formal recourse available to them if they feel that the RFP process was not fair, 
impartial, and procedurally correct. 
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Work Stat.ewent 

This portion of the RFP gives bidders a detailed picture of what the issuing office 
intends to purchase. It outlines what will be done, how it will be Ckme, the sequence 
of activities, who will be served and the expected outputs and outcares. 'J.Ypical sub­
sections include: 

• Background. 'Ihe problem area and the need for service are again discussed, 
along with the planning process that led to the developnent of the RFP. 

• Program goals. 'Ibis subsection describes the intended result of the program, 
that is, the effect on the target population or the camnunity. PrograIu goals 
are usually quantified as outcome neasures such as "percentage decrease in rate 
of recidivism" or "length of sobriety in m::mths. II 

• Program objectives. Pro..'Jram objectives are the intended operational acccm­
plishments of the program. 'Ibis subsection describes the desired program tasks 
and activities, and the rrethods to be used to accomplish them. For exarl'q?le, re­
quirements for recruiting clients and establishing linkages with other agencies 
might be given here. Precise statements using action verbs such as "enroll," 
"evaluate," or llcounsel" clarify the activities to l:e performed. Program objec­
tives are usually quantified as output rreasures such as "number of clients evalu­
ated" or "number of clients corrpleting training." 

~e work statement should be a clear outline of the program goals and objectives, 
as well as the activities expected to lead to their accomplishment. 'Ibe more precise 
the work statement is, the rrore responsive prospective contractors can be. 

INFORMATION RE;lUIRID FRCM BIDDERS 

'Ibis section of the RFP outlines the proposal elements to be sul:Ini tted by 
prospective contractors. Sane issuing offices ask bidders to sul::mit two separately 
bound volum::s. Volt..IITe I would be the technical and managerial proposal, while Volt..IITe II 
would be the business proposal and would be considered confidential. other agency 
offices merely ask that bidders separate the technical/managerial and business sections 
of their proposals. 

Technical and Managerial Proposal 

The technical and managerial proposal includes 1) problem statement, 2) proposed 
approach, 3) staff qualifications, 4} contractor experience, and 5) management plan. 

Problem Statanent. ResJX,)ndents should be asked to relate their understanding of the 
problem and need for service. Specifically, they should be asked to explain the: 

• Problem(s) addressed by the RFP. 

• Goals and objectives of the project. 

• Assumptions underlying the project. 

• PhilOsophy of service at their agency. 

• Problems anticipated in implementation. 
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Bidders should be instructed not to repeat the problem statement given to them in 
the RFP. '!hey should be asked to elaoorate on it fran their point of view. 'Ibis gives 
the issuing office an opportunity to evaluate a bidder's depth of understanding. Hope­
fully, the variety of responses to this subsection will also shed new light on the prob­
lem for the issuing office. 

Proposed Approach. Bidders should re asked to prCNide the following information. 

• Population to re served. 

• Estimate of flow and source of clients. 

• Methods of referral to the program. 

• Criteria for accepting referred clients. 

• Methods for evaluating client needs~ the diagnostic tools that will re used. 

• Methods for prCNiding the services that address client needs~ the rationale 
for the chosen lnethods of service delivery. 

• Methods to re used for nuni toring clients and providing feedback to sources of 
referral. 

• Criteria for positive and negative terminations. 

• Follow-up techniques. 

Staff Qualificat;'.ons. Bidders should indicate the duties, experience, and qualifications 
(via staff resurres) of all rranagerial and professional personnel who will I::e involved in 
the program. If b'1ere are staff vacancies, job descriptions should re included. Bidders 
should indicate the number of hours 63.ch staff person will devote to the program. 

Contractor EXperience. Information regarding the prospective contractor's experience 
wi th the criminal justice system and similar programs is desirable. 

Management Plan. Bidders should explain how the program will I::e administered. Areas 
of concern are: 

• Organizational capacity for effective and efficient management. 

• Corporate capacity to carry out the proposal~ corporate status (individual, 
partnership, corporation, non-profit, or for profit). 

• Clear lines of overall responsibility for daily operation. 

ct Contact person. 

• Active Board of Directors that functions independently of management. 

Business Proposal 

Inforrration provided in this subsection is required to support the reasonableness of 
the bidder's proposal and may be separately bound and suJ:mi tted. '!he RFP should require 
a standard budget format to allow for 63.se of comparison between competing bids. 
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Labor and management costs should I::e itemized to show: 

• Classification of employees. 

• Estimated hours on project. 

• Salary rate. 

• Tbtal cost for each classification and for all staffing needs. 

Itemized costs should also I::e given for: 

• Consultants. 

• Equipnent. 

• Supplies and materials. 

• Canputer use. 

• Travel. 

• Indirect charges. 

A copy of the IOC>st recent audit should be included. 

MAmGIR; '!BE PREPROPOSAL PmIOD 

The preproposal period begins with the announcement of the RFP and ends on the 
closing Clate for subni tting proposals. It is ·usually four to six weeks long. 
AnnoUIicement of the RFP entails general publicity, usually in business dailies, and 
utilization of a vendor list to send the RFP to potential bidders. 

The preproposal period should I::e managed by a single individual in the issuing 
office who will resporrl to questions, publish addenda to the RFP, and convene any pre­
proposal conferences. 'Ibis will usually be the proposal manager. '!he prq;>osal manager 
must treat all prospective bidders objectively and equally. N::> portion of the respon­
dent's proposal, or a respondent's qualifications, should be discussed with other bid­
ders. Arr:l answers to substantive questions should be recorded and sent in writing to 
all recipients of the RFP. Where a purchasing department and an issuing office are both 
involved in the RFP process, coordination I::etween them is essential to make sure that 
all bidders receive the same information, including any aadenda. 

PreprQPOsal conference 

.... o..nerally, if an RFP is clearly written, a preprq;>esal conference will not I::e 
nee: ' .:" HCMever, it may be necessary when the RFP is canplex, prevailing objectives of 
the issuing office require a particular approach, certain portions of the RFP require 
an oral explanation, or the agency wants to encourage the submission of RFPs by a more 
diverse group of vendors. 

A preproposal conference is not mandatory, but it represents an opportunity to 
provide additional infonnation related to the RFP. Bidders who do rot attend should be 
nailed a transcript of the proceedings. '!he conference should include a review of pro­
gram goals and objectives, any special instructions for respondents, and an open ques­
tion and answer period. 

- 21 -



'Ihe specific criteria which reviewers will use when evaluating the t.:anpeting 
proposals should be set forth in the RFP and reviewed during the preproposal conference. 
The issuing office mayor may not include the weighting or point scheme for the cri­
teria. The weights would indicate the relative importance of each of the criteria. 
Bidders should also be told about the make up of the evaluation ccmmittee, when it will 
rreet, how many bidders will re selected for a possible oral interview with the proposal 
rranager, and when the final decision will be made. 

PROPOSAL E..VALUATION AID SELEJ:TION 

The evaluation process should demonstrate the fairness and objectivity that charac­
terized the preproposal period. An evaluation camnittee should be established by the 
proposal manager. The following is a suggestion for staffing the ccmmittee. 

• 'l\o.o to four staff m=mbers (rranagers or line personnel) with an interest in the 
program area. 

• A representative of the purchasing department wfth contracting experience in the 
program area. 

• A non-bidding expert in tJJ.e field, preferably fran out of town, to minimize the 
possibility of prejudice toward any of the bidders. 

• A :::itizen. 

The proposal manager does not score the proposals. 

Evaluation Criteria 

The evaluation criteria were probably identified during the preparation of the RFP, 
but now the evaluation canmittee must "flesh them out" and become familiar with them. 
An evaluation form with weighted criteria should be developed by the proposal manager, 
perhaps in cooperation with the oomrrdttee. 

The specific criteria rray vary fran program to program, but they will usually lead 
an evaluation committee to consider the following. 

Understanding the Problem. How well is the problem stated? Does the bidder demon­
strate an understanding of the purpose of the program? Does the proposal shed new light 
on the problem? Does it indicate an understanding of the agency's mission and goals? 
Have the environmental and social contexts of the proposed program reen carefully consi­
dered? Does the agency appear to be familiar \l1ith the current literature and research? 

Understanding the Work to be Done. Has the proposal addressed the tasks, objectives, 
and goals established for the program? Has the bidder quantified program outputs and 
outcanes? 

Management Plan. Does the proposal outline a system for efficient and effective 
rranagemeht of the program? Are lines of responsibility clearly drawn? Are personnel 
reasonably allocated to the various tasks? Are sufficient support systems in place 
(clerical, data processing, etc.)? Are procedures for financial management and control 
in line with contracting requirements? 

Prior EXperience and Qualifications. Has the agency previously run similar programs 
of similar magnitude? Are the minimum qualifications outlined in the RFP m:t? Do key 
staff have adequate experience and qualifications? 
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Overall Organization of proposal. Is the proposal well organized and easily read? 

Scoring Each Proposal 

Fa~h proposal is scored by each cormd. ttee rrember. If warranted by the number of 
proposals, two teams of reviewers might be established. Usually, the highest and lowest 
scores are eliminated in the calculations of a final score for each proposal. '!be one 
or two (depending on prevailing adrranistrative rules) highest scoring proposals are 
invited for an oral interview with the proposal manager who has authority to negotiate a 
contract. 

The RFP process is used in rrost situations where correctioml serJ'ices are to be 
purchased by a gOllermnent office. RFPs are tirre consuming and expensive to develop, 
respond to, and evaluate, but they allow goverrment to select fran a range of alternative 
approaches to a problem. '!he process helps 9"Overmnent respond to identified needs in a 
cost-effective manner. 
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CONlW\CT DE.VEU>PMEN!' 
Richard Scherman 

The development of a contract to purchase an identified community service requires 
concentrated expertise and a structured format for collecting information needed for 
decision making. This chapter is intended to provide correctioral agencies with gui­
dance on the expertise needed by staff, appropriate staffing patterns, information com­
ponents that should be collected during the development phase and l clauses to be consi­
dered in the development and writing of a contract. 

STAFF EKPERl'ISE 

The five areas of staffing expertise are programmatic, budgeting, evaluation, 
legal, and administrative. 

• Programmatic: Staff should have expertise in conducting structured needs 
assessments, reviewing carununi ty resources, writing RFPs, developing reporting 
guidelines, and monitoring contracts. 

• Budgeting: Staff should have skills in revewing line item budgets, firancial 
statements, depreciation schedules, accounting systems, audits~ performing 
comparative analysis on cost factors and other variables related to the fiscal 
aspects involved in contracting. 

• Evaluation: Staff should have expertise in developing data collection varia­
bles to measure contract effectiveness, in initiating management information sys­
terns that allow for both progranmatic and data reviews, and in providing techni­
cal assistance for ~ial reports that may be needed to answer inquiries 
regarding a service provider. 

• Legal: Staff should have expertise and knowledge in the formulation of the 
required clauses which each jurisdiction mandates in its contracts and other 
legal doc'l.llrents. 'Ibis staff should also know the rules, regulations or statutes 
applicable to a particular provider, which must be addressed in any contract 
between a correctioral agency and a service provider. 

• Administrative: An adrrdnistrative structure is needed within the correc-
tional department to provide policy, coordination 1 and direction to the program­
matic, budgetary, evaluative, and legal staff described above. 'Ibe administra­
tion of contracting must have "equal status" with the other administrative canpo­
nents of a correctional department. 

OPTIMAL STAFFIl'G PATrERNS 

To effectively develop and write a contract for a particular cornmuni'ty service, 
staff must have programnatic, budgeting, evaluative, and legal skills. These skills, 
although evident in many correctioral agencies, are primarily oriented toward the field 
of social work. A reorientation to meld social work skills with more of a business 
approach in the negotiation and writing of contracts is critical. 

A comprehensive contractual lli~it must have an administrator sanctioned and given 
"equal status" recognition with other departmental managers. Ebployees with the 
necessary expertise to staff the contractual unit could be drawn fran wi thin the 
correctioral agency or fran other departments. For large scale correctioral departments 
it would be wise to centrally locate an administrative unit for contracting. For 
smaller departments, a decentralized approach could be accanplished by utilizing staff 
within other divisions of the correctioral agency or by working agreements with other 
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governmental units. 'lhese approaches (centralization vs. decentralization) are best 
left to administrative rranagers, who know the p3.rameters of their p3.rticular jurisdic­
tion. 

Whatever approach is decided upon, the philosophy of the correctional agency toward 
contracting will be the governing variable influencing the effectiveness of contract 
adrrdnistration. For contracting to succeed it must be given equal status with the other 
correctional administrative functions a~d must be seen as an alternative choice for 
services too expensive to be provided in-house. 

INFORMATION ca4PONENTS 

The essential information components for the negotiation and writing of a contract 
for a p3.rticular coomuni ty service will vary fran agency to agency and depend upon the 
dirrension of the service to be purchased. Prior to- the negotiation and writing of a 
contract an agency should have a completed needs assessment which has conceptually 
defined the needed service. '!he RFP has defined the p3.rameters of the service and rroved 
towards specification of its necessary canponents. W1en those two stages have been 
canpleted it is then necessary to refine both the conceptual needs and program 
canpanents into an information fonnat that can 00 analyzed, measured, negotiated, and 
written into a contract. 

The three prirrary components of most contracts developed by correctional agencies 
are the legal document, the program description, and the budget. Prior to implementa­
tion of the technical language of the contract, there should 00 a standardized and 
structured format to collect the necessary programmatic and budgetary information. 

At a minimmn, the following infonnation canponents should 00 collected: 

Description of the Program 

Administrative Structure includes: 

e Organizational Outline. 
• Personnel Policies. 
• Relationships to other Agencies. 
• Employee Descriptions, Qualifications and Salary Ranges. 
• Staffing Patterns. 

Service Delivery Plan includes: 

• Description of Services Provided. 
• Treatment MOdalities Utilized. 
• AdrrUssion and Termination Criteria. 
• Scheduling Patterns. 
• Relationships with other Resources. 

Evaluation includes: 

• Goals and Objectives. 
• Measurements of Effectiveness. 
• Reporting Methods. 

Presentation of Budgetary Information 

Line Item Budget, at a minimum, includes: 

G Salaries, Benefits and Taxes. 
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• Services Purchased. 
• Supplies. 
• Facility Related Costs. 
• Depreciation Schedules. 
• Staff Development. 
• Transportation. 
• Incidentals and Miscellaneous. 

Actual Cost vs. Projected Cost includes: 

• Current Year's Projected Cost and Canparative Analysis with Previous Year's 
Actual Cost. 

• Narrative Support and Substantiation for each Line Item Increase. 

Revenue Projections include: 

• Presentation of all Current or Projected Revenue related to Proposed 
Purchased Service. 

• Incltxle Identity, Time Periods and Proposed Use. 

The above information components are rrdnimal and have been presented in outline 
form. Many sub-categories could be included. Sane governmental jurisdictions and 
correctional agencies have very sophisticated "Purchase of Service" manuals that would 
be of assistance to departments. 

Upon completion of staff reviews of these components, negotiations are conducted 
with the identified service provider. Those negotiations traditionally revolve around 
the programatic components necessary to meet the needs assessment and a budget propo­
sal that will roth support the program and fit wi thin the correctional agency's finan­
cial allotments. Once those negotiations have been completed the actual writir~ of a 
contract will begin. 

The implementation of the contract should be conducted with, and reviewed by, an 
attorney representing the correctional agency or emplqyed by the local jurisdiction. 
~Jst jurisdictions have legal departments or attorneys that know the necessary 
con~nents, requirements and restrictions that must be included in executing the 
contract. It is crucial that legal expertise be sought within the jurisdiction, if rot 
available within the agency. 

Most contracts are comprised primarily of what are commonly called "boilerplate 
clauses" or "standard clauses," the implanentation of which will vary fran contract to 
contract. Their insertion will depend upon the type of service the correctional agency 
wishes to obtain. :weal government attorneys are usually atttmed to these requiranents. 

Clauses that require language formulation and major input fran a correctional 
agency traditionally relate to a contract's scope (description of the provider's 
service), compensation reimbursements, reporting and monitoring responsibilities, ann 
references to attached addenda. 

IMPORTANT CONl'ru\CT PRO\1ISIONS/CLAUSES 

'!he content or nt1IIlter of clauses contained in a cont,ract for a purchased service 
will vary fran jurisdiction to jurisdiction. Correctional personnel need to be directly 
involved in the writing of a contract. A contract is a difficult and oarnplex document 
to oomplete. It is therefore important that an administrator be trained to write 
contracts.. :weal attorneys can develop the boilerplate clauses, but correctional 
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administrators must involve their agencies in developing those clauses directly related 
to the provision of the needed service. 

The following will assist correctional personnel in reviewing clauses typically 
found in ll'Ost sophisticated contracts. 

Clause 1: Opening Paragraph -- defines the contractual relationship between the 
jurisdiction, correctional agency and the purchased service. 

* Clause 2: Scope of Contract -- lists the services to be prO'ilided and reflects the 
understanding of the correctional agency's and the provider's respon­
sibilities to one another. Addenda are usually referenced in this pre­
vision and must be attached to the contract. 

* Clause 3: Ca!lpensation - provides a description of the methcx:l by which the 
provider will be reimbursed for its services; various compensation 
reimbursements carnmonly utilized are: 

• Per Diem Payments. 
• Block Amounts. 
• Monthly or Quarterly Payments. 
• Straight Reimbursements. 
" Advances. 
• ~t to Exceed AIrounts. 
• ~t to Exceed Departrrental Bu:1get AIrount. 

Clause 4: Payment - insures that payments made to the provider \'lill be governed by 
local jurisdiction policy or statute. 

Clause 5: Effective Date/Termination Date - provides the ti.ne frame(s) in which the 
contract will be in effect. 

Clause 6: Extensions - provides an opportunity to eliminate the need for preparing a 
new contract or amending documents if there is a high probability of utili­
zing the same purchased service for the next year. Extensions usually must 
still be apprcwed by the jurisdiction's governing body prior to the 
contract's new effective date. 

Clause 7: Indemnity -- attempts to insure that the provider will "hold hannless" the 
correctional department and local jurisdiction against any liability, claims, 
etc., in which suit nay be brought against them for certain acts of negli­
gence. 

Clause 8 t Insurance - should specifically state the insurance requirements and cer­
tificates that the provider will be required to obtain; it should also 
require that the provider show continuous coverage for the terms of the 
contract. Areas of insurance that should be reviewed to protect the cor­
rectional agency and local jurisdiction follow: 

Insurance covering: 

• Claims under WOrker's Compensation Disability Benefit. 
• Claims for damages because of personal or bodily injury. 

* This provision will usually require ma.jor input fran the correctional agency. 
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• Claims for damages due to destruction of tangible pr~ty. 
• Claims for damages arising fran ownership, maintena.nce or use of any 

Irotor vehicle. 

WOrker's Compensation and Employer's Liability Insurance. 

Comprehensive General and Automotive Liability Insurance. 

The providers should not begin activities until the required certificates of 
insurance are in place and filed with the correctiona.l agency. 

Clause 9: Bonding - requires the provider to maintain an employee fidelity oond. 

Clause 10: Affirmative Action - usually requires that a pra~ider will not discrimi­
nate in the areas of employment or client service. 

Clause 11: Independent Contractor - attempts to protect the local jurisdiction 
against an interpretation that the contract ~lies that the provider is a 
co-partner or employee; intent is to e1~nate claims and suits enjoining 
the local jurisdiction when, and if, the prO\Tider should be sued. 

Clause 12: Audit of Books and Records -- provides that the correctional agency and 
local jurisdiction have the right to examine and copy any docurrents of the 
provider relating to the contract; may also provide for a definitive period 
of time during which the provider must retain certain docurrents. 

Clause 13: Data Privacy .-- informs the provider that it must abide by all applicable 
statutes concerning the handling and disclosure of private and confidential 
information. 

* Clause 14: Reports and M::mitoring Procedures - outlines the procedures with which 
the correctional agency will require necessary reports to properly monitor 
the purchased service. 

A correctional agency nay want to require the provider to: 

.., Maintain a certain type of accounting system. 
• Establish audit procedures. 
• Prohibit purchase of materials or expenditures in excess of approved 

budget categories unless stated procedures are followed. 
• Define and require line item budgetary expense reports. 
• Provide information on any new revenue related to pravider costs. 
• Report on progrannatic activities, goals and objectives, and data 

collection efforts. 
• Canply with statutory, rule, and regulation requirements. 

Clause 15: Incorporation Status -- requires those providers that are non-profit cor­
p::>ra.tions to furnish a copy of their Certificate of Incorporation to the 
local jurisdiction~ 

Clause 16: Cancellation/MJdification - provides the methods, restrictions and time 
frames that the local jurisdiction's correctional agency and the provider 
rrrust follow in order to modify or cancel the contract. 

* This provision will usually require major input fran the correctioral agency. 
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Clause 17: Assigrment - prooides the p:trameters in which the provider could assign 
Its responsibilities, as referenced in the contract, to another entity. 

Clause 18: ~tices - provides the process, rrethods and procedures tha.t the provider, 
correctional agency or local jurisdiction are required to follow if a "notice 
of demand" is initiated. 

The clauses of a service provider's contract requiring major input fram the correc­
tional agency (scope, canpensa tion and reporting/moni toring) are resed on the infor­
nation ccmponents, previously collected, relating to program and budget. As a correc­
tional agency regins to direct more effort towards contracting, a structured and stan­
Clardized format should be developed to collect this information. Maximum specificity 
regarding a service prooider I s program and budget ensures rot only a well structured 
contract but also the basis for proper monitoring and evaluation. 

After final negotiation and resolution of the necessary prooisions and clauses, the 
previously developed programatic and financial information components are either incor­
IX>rated into or attached to form a contract. 'lhe contract then must be processed for 
signature by both the authorized representatives of the purchased service as well as the 
local jurisdiction. 

- 29 -



-----------------------------------------,-----

CONmACT ~ AND EVALUATION 
Richard Scherman 

There are many management styles used in IOC>nitoring and evaluating contracts. Sane 
are comprehensive while others are limited in their approach. In the corrections field 
the canprehensive management style has not been used extensively. '!his is primarily be­
cause IOC>st adrrUnistrators are unaware of the importance of developing the expertise and 
staffing patterns necessary to Ironitor and evaluate contracts. Without a nanaged con­
tractual unit, any major shifts by the correctional agency to a canprehensi ve moni toring 
and evaluation of its contracted service providers will be difficult to achieve. 

TO engage in a canprehensive morritoring and evaluation of contracts, a correctional 
agency should have management information systems to provide decisionrnakers with reviews 
of the three primary functions of a contracted service provider. Those functions are 
programning, evaluation, and budgeting. '!hose management information systems should be 
predicated on standards that can measure the effectiveness of these three ad~nistrative 
functions. 

Standards 

'!he development of standards is an integral part of monitoring any purchase of 
service contract. Standards should refer to basic levels of service that can be mea­
sured. Standards should outline what needs to be acconplished and when it should be 
done. Wi thout standards there cannot be any meaningful measurement of the three admini­
strative functions of a contractor's program noted above. 

Approaches to Contract Ccmpliance 

Ini tially, it is important to examine the basic philosophy of a correctioral de­
parbnent in its developnent of processes to evaluate and monitor contracts. lvbst cor­
rectional agencies focus on two primary philosophies. One concentrates on developing 
processes which will prinarily insure contract canpliance; the other philosophy also 
develops contract compliance processes, but, in addition, develops those processes that 
will assist service providers and encourage a positive working relationship. Both 
provide the decisionmakers of a correctional agency with the necessary information to 
nake inforrred decisions. '!he second one, however, creates a more hannonious relation­
ship with a community service provider, in which quicker identification of problems can 
occur, leading to alternative solutions that can be developed within a partnership 
approach. 

Direct coordination of the Ironitoring and evaluation process should not be under 
the auspice of any particular Ironi toring canponent, either program, evaluation, or 
fiscal. E3.ch is an important carponent in the monitoring and evaluation processes, but 
there is 00 one component that is IOOre important than the other. '!he coordinator must 
have general knowledge of all three Ironitoring components and be part of the administra­
ti ve structure of the correctioml agency. 

FFFEC'I'1VE PROORAM M:)NI'lUI.Um 

Program IOC>nitoring can have a positive inflt1~~nce on ensuring that the contractor 
provides the programmatic activities identified in the needs assessment and called for 
in the RFP. 

Program Ironi toring is an important cornponent in the overall evaluation of a 
contractor. A two-fold purpose of this Ironi toring ccmponent is l) to insure that the 
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contractor is providing the purchased service called for in the contract t and 2) to 
decrease the probability of an unforeseen crisis occurring. Basic progrmmnatic 
standards, initiated during the contracting process, provide accountability and 
rceasurarent of the contractor's activities. 'Ibese items should re referenced in the 
contract. 

Program monitoring does not evaluate the success of a service fram a research 
standpoint and thus should re differentiated fran evaluation monitoring. Program 
moni toring is a process to assist contractors in rrea,suring program activities. The 
function of program m:mi toring is to develop minimum levels of program standards to 
provide contractors with a framework for achieving operational consistency. 

'Ibe development of minimal levels of program standards by a correctional agency 
provides a framework for the measurement of programmatic activities. Therefore it is 
~rtant that same type of programatic standards re developed and referenced in the 
contract. Without standards, problems with non-performance of activities within the 
correctional agency's expectations may re diff icul t to correct. In extreme cases, an 
agency nay re unable to justify the termination of the contract. 

Monitoring Activities 

M:mitoring activities include site program review, progress reports, technical 
assistance, and departmental liaisons. 

Site/Program Review: is an activity intended primarily to assist in program moni­
toring and should re conducted at least. once a year. Si te/program review can provide an 
opportunity to develop greater canmunication retween coordinator and vendor; allow an 
interchange of ideas between contractors and correctional staff; encourage information 
exchange; and identify and discuss problems which may have a systemic cause or impact. 
Site/program review should be viewed as a positive opportunity in which retter services 
can re achieved through a cooperative endeavor. 

A site/program review should examine and regulate the following program components. 

Facility: 

• Living Areas. 
• Kitchen--where pertinent. 
• Counseling Areas. 
• AOrrdnistrative Areas. 
• Address Location. 
• Cleanliness. 
CIt Lighting. 
• Ventilation. 
s Condition of Furnishings and Equipment. 
• General Building Upkeep. 
• Hazardous Conditions. 

Client Records: 

• Intake Information Forms. 
• Client Information Fran Referral Source. 
• Client Social History. 
• Medical Records. 
• Client Plan. 
• Signed Release of Information Forms. 
• Evaluation and program Reports. 
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~ Rules of Program and Disciplinary Policies: Signed by Client. 
• Dcx::urrented Legal Authority to Accept Client. 
• Grievance and Disciplinary Record. 
• Referral to other Agencies. 
• Final Discharge Report. 
• Dated Case Entries by Assigned staff. 
• Case Record Auditing. 
• Location of File Ensuring Confidentiality. 

Programning: : 

• Overview of Goals and Objectives. 
• Service Descriptions. 
• Client Processing Data. 
• Staffing Patterns. 
• Missions Statement (Program Summary). 

Personnel 

• Employment Descriptions and Qualifications. 
• Personnel Policies--Minimum Requirements: Texmination, Grievance, 

Discipline, Resignations, Vacation and Sick Leave. 
• Employee Ev.aluations. 
• Persoll.Tlel Re.'Cords. 
• Organizational Chart. 
• Staff Training and Promotions. 
• Affirmative Action. 

Licensing, Insurance and Bonding 

• Contract Insurance Requirements and Current Status. 
• Regulatory Licensing Requirements and Current Status (Zoning, 

Building, . Heal th, Fire, Medical and Professional). 
• Bond Requirements and Current Status. 

The Site/Program review can provide the correctional agency with a structured 
format to ensure tJhat the cont~actor is conducting programming in accordance with the 
provisions of its contract; it also documents the program monitoring activity by the 
correctional agency~ it identifies problem areas that require resolution; and finally it 
provides a historical context for future Site/Program reviews. 

Progress Reports: should be routinely submitted within specified time frames 
dete~tned by the correctional agency and distributed to the decisionmakers and 
correctional staff who require updated information on the contracted service. 

Technical Assistance: should be available to contractors typically in the areas of 
progranming f budgeting, personnel and evaluation. Correctional agencies having the 
ability to provide such staff services decrease the potential for contract problems. 

Departmental Liaisons: should be administrative staff liaisons who provide input into 
the needs assessment, participate in the RFP, and continue their role by assisting the 
contractor in ongoing relationships with the correctional department. These employees 
can also be the correctional agency's program monitor in a decentralized organizational 
approach to contracting. 

EVALUATION K>NITORIN; 

Ev.aluation monitoring is used to determine the effectiveness of a contractor's 
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goals and objectives. Irrplementation of basic data collection and management informa­
tion systems provide the correctional agency with the tools to present effective 
contract data reports. 

Three factors are necessary to provide a proper evaluation of a contractor's pro­
gram. '!hey are 1) rreasurable goals and objectives, 2) a basic data collection system, 
and 3) nanagernent information systems capable of organizing and distributing the evalua­
tion data necessary for decisionmaking. 

Evaluation rroni toring implies that specific measurable data elements are already in 
place. In IfOst cases the data elements to be collected will relate to the contractor's 
goals and objectives. '!he correctional agency should have initiated and developed those 
elements during the Needs Assessment and the RFP processes. The elements also should 
have been referenced in the contract with the service provider. 

Measurable Goals and Objectives 

Goals and objectives are necessary to evaluate the success of the contractor's 
program, but may also play an important p:irt in its continued funding. 

In order to properly monitor the goals and objectives of a contractor, they should 
be presented in a format that can be rreasured. At a minimum, the format should contain: 

• Goals of the Contractor's Service 
.. Objectives of the Cont.ractor' s Service 
• Projected Output/Outcome Measurements 

~ta Collection Systans 

In order to properly collect, organize, review, and transmit data in reporting 
fonn, there should be a basic data collection system developed by the service provider 
in conjunction with the correctional agency. 

The data collection system that a service provider should implement must be out­
lined or referenced in the contract. In evaluating the data collection system of a 
service provider, the correctional agency should ensure that the contractor has the 
cap:ibility to routir.'Jly collect the data necessary to rreasure its program goals and 
objectives and produce the necessa~y reports required by the contract. Proper evalua­
tion monitoring should also reveal whether or not there are sufficient internal quality 
controls to Ansure that the data is being reported correctly and objectively. 

If a correctional agency is to properly evaluate the effectiveness of a contrac­
tor's program it should have a data collection system sophisticated enough to collect, 
analyze, and interpret data, and produce in-depth reports for decisiorIOakers. 

TWo additional factors to consider when monitoring and evaluating data collection 
systems of contracted service providers (especially if they provide similar services) 
are uniform definition of data elements and standardized reporting formats. Uniform 
definition of data elements define data so that information can be compared between 
service providers. Standardized rePorting formats facilitate camp:irative analysis be­
tween programs. 

Management Infonnation Systems 

Efficient aata collection systems are essential to sound management infonnation 
systems. If efficient data collection systems have been instituted, regular and special 
reports can be routinely accornplished. 
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Regular reports are differentiated fram special reports in that they are produced 
on a time specific basis. They are sent to decisionmakers and correctional staff for 
informational purposes. Special reports are usually produced when there is need to 
respond to a specific inquiry. The production of either report requires that an ade­
quate management information system is on line and capable of providing the necessary 
data for dissemination. 

EFF'EC'rIVE FISCAL K>NITORIl'G 

The goal of fiscal m:mitoring is to determine, on an ongoing basis, the financial 
stability of the contractor. Fiscal monitoring also attempts to ensure that the service 
provider has a financial management system that is sound and rreets the minimum require­
rrents of the local jurisdiction. 

The degree ~~nd extent of fiscal monitoring depends upon the complexity of the con­
tract and its clauses dealing with revenues and expenditures. Monitoring protects the 
correctional agency and local jurisdiction against accusations that public funds are not 
being spent in accordance with the tenus of the contract. If a correctional agency is 
going to initiate simple contracts governing minimal expenditures, the degree of fiscal 
monitoring will be small~ contracts involving services that require large expenditures 
should be monitored to a greater extent. 

To effectively assess the financial stability of the service provider and respond 
to the complexity of the contract and its clauses dealing with revenues and expendi­
tures, correctional agencies or local jurisdictions should have the capability of pro­
viding the following reviews on its contractors. 

Fiscal Reviews 

Fiscal reviews include an examination and assessment of the following items: 

• Internal Controls. 
• Petty Cash. 
• Bonding. 
• Signature Control on Checks. 
• Client Funds. 
• EIrploYeJ Expense Reimbursements. 
• Inventory Control of all Property and Assets. 
• Non-Contract Income Controls. 
• Ttme and Status of Last Yearly Audit. 
• Ttme and Status of Last Spot Audit. 
• Most Recent Revenue and Expense Report/Against Budget. 
• Cash Balances. 
• Short Tenn Payables and Revenues (Minimum-cash Flow, Position and Forecast, 

Payrolls, Rent or Mortgage Payrrents, Consultants, Foods, and Other itans 
directly related to contractor's ability to deliver services). 

• EIrployee Cash (Salary) Aclvances'1\Status, Arrount and Policies. 
• Units of Service Docum:mtation. 
• Loans Outstanding-Status. 
• Balance Sheets-Most Recent. 
• Monthly/Quarterly Financial Statements--Accrual or cash Basis. 
• Bank Reconciliation. 
• other Reviews: 

-Trace selected expenses fran the most recent expense report back to the 
original source documentation. 

-Documentation of Other Revenues. 
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Budgetary Management Infonnation Systan 

A budgetary management info~tion system instituted by the correctional agency 
collects the fiscal information noted above and fonnalizes it into a reporting fonnat 
for monitoring and decisionmaking purposes. Suggested activities and reviews that may 
be associated with the budgetary management information ~stem are: 

• Annualized Site/Fiscal 'Reviews. 
• Time Specific Financial Statements. 
• Sp::>t Ami ts • 
• Year Errl Amits. 
• Accounting Reviews. 

Other Fiscal Management Consideratio~ 

Governmental units vary significantly in the degree of authority they will delegate 
to their operating agencies on fiscal matters. Management of a contract by a correc­
tional agency tray inclu1e delegated authority to make certain fiscal adjustments. That 
authority should be established by statute or regulation within the local jurisdiction. 
Fiscal matters that cammonly require adjustments in decisionmaking authority relating to 
contracts are sindlar to those decisions that most correctional agencies make in the day 
to day operations of their CMn budgets. They are: 

• Shifting of EKpenditures Within a Line Item Budget. 
• Adjustment of Rates. 
• Movement of Monies. 
• Surplus/Deficit Negotiations. 
• Unanticipated Expenditures. 

Fiscal monitoring implements the same basic management principles discussed in the 
program and evaluation mill toring segments of this chapter. Cost factors negotiated and 
approved during the "RFP" and "De\1elq;xnent of Contract" phases are su1:mit't;ed within a 
standardized forrnat and reviewed within a structured process. Minimum standards define 
the expectations of the correctional agency regarding the ser.vice provider's fiscal 
management system. If these adndnistrative activities and inforrnation components are in 
place, proper fiscal rroni toring can occur. 
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Sample RFP 

APPENDIX A 

Multnamah County Community Corrections requests proposals fran qualified agencies 
for provision of ~ob readiness, placement and general employment services for indi­
viduals under court-ordered supervision. '!be contract amount is $20,000. '!be 
contract awarded will be for the period July 1, 1985 through June 30, 1986. 

'!be proposal must be sub:ni tted by Tuesday, Jme 4, 1985 by 2 p.m. Prospective 
bidder~ are invited to attend a pre-bid conference on Wednesday, May 29, 1985, in 
Roan 1500, 15th Floor, Portland Building, Portland, Oregon. 

I. PROBLEM DESCRIPl'ION 

Corrections clients have serious employment difficulties that may be negatively 
irrg;lacting crime. rates. In Multnanah County approximately 35% of the parole and 
probation caseload is unemployed. In addition, data fran the canmunity Corrections 
Client Tracking System indicates that, as of Decenter, 1984, 71% of the 1,400 
persons who had participated or were currently participating in Community Correc­
rections contract services were unemployed. Recent studies demonstrate the corre­
lation J::etween unemployment and criminal behavior. '!bere are programs in 
Multnamah County designed to provide job development and placement services for 
job-ready clients. 'lbere is, however, a need to provide programs for the non-job­
ready client who is characterized by educational ·deficits, lack of experience and 
job search difficulties. A recent survey of probation officers indicated that 
approximately 21% (981) of the total caseload would J::enefit fran a program designed 
for ron-job-ready clients, while 17% (799) of the case load would be appropriate 
for a job placement program. 

Mastery of certain job search skills such as: 

- Resume writing 
- Application processing 
- Interviewing skills 
- Remedial attention to basic education deficits and utilization of group 

techniques to build motivation and confidence. 

Job placement is defined as: 

The referral of individuals, who have ccmpleted the job readiness <'''urriculum, to 
prospective employers and encouragement by contractor for participants to uti­
lize independent job search and placement activities. 

Job readiness is define::l as: 

Mastery of certain adult survival skills which promote adjustment in the 
community and job retention such as: 

- Financial management and personal budgeting 
- Grooming and hygiene 
- Understanding of available community support services 
- Dealing with job stress 
- Communication skills. 
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II. OCOPE OF SERVICE 

A contractor will be selected to provide the following services: 

1) Provide job readiness training and placement assistance for 200 offenders 
referred by State and County Probation, Public Defender I s Office, State 
Pretrial Release Office, and Multnorrah County Correctional Facility. Program 
should consist of some or all of the following: 

a) Assessrrent and evaluation 
b) Adult basic education 
c) Life skills oampetencies 
d) Placement assistance. 

2) Maintain an 80% program canpletion rate. 

3) Maintain a 55% job placement rate. 

4) Maintain bi-weekly reporting to referral sources, including linmediate 
notification of absences or missed appointments. 

5) Conduct one yearly training session for criminal justice system representa­
tives. Session to be designed to increase awareness of employment barriers and 
job search difficulties encountered by corrections clients. 

6) Participate in the Community Corrections Resource Coordination System and 
provide weekly (52) reports on resource availability. 

7) Conduct outreach and recruiting acti vi ties in order to insure maximum 
utilization of services. 

8) Participate in Community Corrections Client Tracking System and provide monthly 
(12) reports of client activity. 

III. PROPOSAL ELEMENl'S 

Your proposal must include the following: 

1) A description of how agency intends to provide the services to the target 
];X)pulation. Incltrle an explanation of the expected leng'th of stay and minimum 
number of referrals to be served. 

2) A description of the philosophy of service to be used in providing employrrent 
services to an exclusively offender population. 

3) A description of: (a) admission criteria to be used for accepting a client 
into the program, (b) system to be used to coordinate use of resources with 
various criminal justice system referral sources. 

4) A description of agency~s client recruitment strategies and outreach efforts. 
(HCM will your agenC"j recruit participants.) 

5) Surrmarize the major qualifications, required skills and duties of each staff 
position associated with the ernplQYment program. Attach resumes of any current 
agency staff that will be assigned to these positions. 

6) Submit an itemized l2-month operating budget showing proposed expenditures. 
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7) Brief description of previous experience with County crbminal justice system 
and service delivery to non-job-ready or un~i..oyed offenders. 

8) Brief description of agency's budget and primary source of revenue to support 
unit operations. 

9) Name of agency's EKecuti ve Director. 

10) Name of Chairperson of Board of Directors. 

11) Number of Active Members of Board of Directors. 

12) Description of agency's corporate status. 

- Non-profit, tax-exempt 
- For profit 
- Government agency 
- Other. 

13) Date of incorporation. 

14) Brief description of current agency services. 

15) A copy of your lIDst recent auditor annual report. 

16) An organizational chart showing the prc.poserl administration of the project. 

17) A copy of your Board of Directors resolution appr~ing submission of your 
proposal. 

18) Au:! additional information you consider pertinent to your organization's 
qualification and ability to perfoDn the service. 

N. EVALUATION CRITERIA 

'!be proposal is evaluation will be based upon the following: 

1) Demonstrated ~",er to contract and appropriate organizational 
appr~al to submit RFP proposal. 10 pts. 

2) Evidence of administrative capacity to manage scope of program 
and provide accountability for contract compliance. 10 pts. 

3) Evidence of diversified and adequate funding base. 5 pts. 

4) Evidence of responsible, active Board of Directors that functions 
independently of management personnel and pr~ides ~erall 
accountability for organization's activity. 10 pts. 

5) Demonstration of organiza'cion I s suitability to deliver services and 
compatibility of organization's other service activities with 
provision of offender employment services. 10 pts. 

6) Applicant's completeness in addressing prc.posal's elements (Section 
III, 1-18) and understanding scope of work. 25 pts. 

7) Evidence of well-planned client recruitment strategy. 15 pts. 
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8) The applicant has linkage with other provider agencies. 

9) Provision of realistic budget. 

10) Provision of qualified staff to operate program. 

V. NJALUATION PROCEDURE 

TOTAL 

5 pts. 

5 pts. 

5 pts. 

100 pts. 

An evaluation canmittee comprised of one Camnunity Corrections staff person, one 
member of the Multnomah County Purchasing Division and one member from the 
Multnanah County Caronunity Corrections Advisory Camnittee will evaluate the pro­
posals on M:>nday, June 10, 1985. 

Each of the criteria has been assigned the value indicated under the Evaluation 
Criteria above. The two bidders receiving the highest total number of points shall 
be recommended for selection by the Division Director. The Director of Multnomah 
County Community Corrections will make the selection following an interview with 
the two top applicants. After the Multnomah County Community Corrections review, 
the successful bidder will be notified by the Director of the Purchasing Division 
on or about June 19, 1985. 

VI. CONTRACT REQUIREMENl'S 

1) Contractor must agree to comply with the Standard General Conditions of all 
agencies contracting with Multnamah County Community Corrections Division and 
any Special Conditions deemed necessary by the Division. 

2) Services will be funded on a cost reimbursement basis. Contractor must agree 
to maintain accurate fis~~l records that conform to generally accepted accoun­
ting principles and are in compliance with all County and State audit and 
accounting requirements. 

3) Contractor must corrply with all applicable federal, state, county and local 
statutes, rules and funding cdteria governing services, facilities and 
operations. 

4) The contractor agrees to satisfy all federal, state, county and contract 
requirements concerning the provision of liability insurance coverage, fidelity 
b::md and Worker's Canpensation coverage. 

VII. ROCEIP'r OF PROPOSALS 

An original and biO copies of all proposals must be received by the Multnanah 
County purchasing Director located at 2505 SE 11th Avenue, Portland, Oregon, 97202, 
by 2 p.m., par, on Tuesday, June 4, 1985. 

VIII. TECHNICAL ASSISTAl\CE 

Multnanah County Canmuni ty Corrections staff cannot provide assistance in develo­
ping or writing a proposal beyond that indicated in this RFP and the pre-bid 
conference. Questions regarding the RFP must be subnitted in writing to Multnanah 
County canrnunity Corrections Division, 1120 9N 5th Avenue, Roan 1500, Portland, 
Oregon, 97204,. and those questions and the respective answers will be available to 
all RFP holders. 

Multnamah County reserves the right to reject any and all proposals. 
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APPENDIX B 

CONl'RACT ID. ___ _ 

SAMPLE CONl'RACT 
(Page 1 of 8) 

THIS lIGREEMENl', made 1::etween the COUNrY OF HENNEPIN, STATE OF MINNESOI'A, 
hereinafter referred to as County, and OPERATION DE tUVO, IOC., a corporation organized 
and existing under the laws of the State of Minnesota, and having its principa.l place of 
business at 251 Portlarrl Avenue South, Minneapolis, Minnesota, 55415, hereinafter 
referred to as Contractor. 

I Scope of Contract 

Contractor agrees to operate a program that provides screening of District 
and Municipal Court Defendants, reccmrendations to the Minneapolis City Attorney and 
Hennepin County Attorney for deferred prosecution, and the provision of direct counsel­
ing services to adult defendants who are diverted fran continued prosecution of crimi­
nal cases as well as providing a nonresidential treatment program in which it agrees to 
provide counseling, education, and support services to juveniles and their families who 
are referred by the Hennepin County Juvenile Court, as outlined in EXhibit "A" attached 
hereto and made a pa.rt thereof as though fully set forth herein. 

II Compensation 

A. In consideration for program reimbursement to the Contractor, total 
compensation under this Contract shall not ~JCceed Four Hundred Ninety Two Thousand 
Thirty Six and 00/100 Dollars ($492,036.00). 

B. To assure canpetent and uninterrupted performance by the Contractor, the 
County shall pay to the Contractor for service provided hereunder the sum of Forty One 
Thousand 'lhree and 00/100 Dollars ($41,003.00) each nonth for twelve (12) consecutive 
rronths, with the first pa.yment being made on December 15, 1984, it being understood that 
the contractor's services are to 1::e perfonned throughout the entirety of each said 
rocmth. 

1. It is understood that for those Adult clients ~hat are referred to the 
Contractor's program, the total amount of rroney to 1::e provided to the Contractor under 
this Contract shall not exceed the amount of Three Hundred Ninety Ore Thousand Eighty 
and 00/100 Dollars ($391,080.00). 

2. It is further understood. that for those Juvenile clients that are 
referred to the Contractor's program, the total amount of noney to 1::e provided to the 
Contractor under this Contract shall rot exceed "the amount of One Hundred Thousand Nine 
Hundred Fifty Six and 00/100 Dollars ($100,956.00). 

C. Pa~?Irent for the services rendered under this Contract by the Contractor 
shall 1::e made following receipt of claims of Contractor for pa.yment and shall 1::e made in 
the manner provided by law for pa.yment of claims against the County. Contractor shall 
suhnit its claims to the County by the Fifth of each nonth to help assure timely pa.y­
nent. Said claims must state all clients serviced by n:::une, classification, and the 
nurnl:er of days that each client has 1::een prOlTided service. It is understood that the 
sums pa.id to the Contractor by the County will 1::e expended by the Contractor to pay for 
operating expenses consistent with the annual budget itemized in EXhibit "B" of this 
Contract, hereto attached and made a part hereof as though fully Set forth herein. 

- 40 -



--------- ---- --- - - -

(Page 2 of 8) 

D. So as to assure that payrrents are mde under this Contract shall not 
exceed the amount set forth in Section II, Paragraph A hereof, the County in its sole 
discretion may either 1) beginning on October 1, of this Contract's calendar year lower 
the per diem rate for all or any portion of the remaining Contract term, or 2) within 
ninety (90) days fran the termination of this Contract seoo. to Contractor a statement 
setting forth the amount of overpayment received by the Contractor fran the County and 
said statement shall be based on the Revenue and Expense Statement and Balance Sheet 
as set forth in Section XII, Paragraph D hereof and wi thin thirty (30) days after 
receipt of said statement, the Contractor shall p;.ty in full to the County the amount set 
forth in said statement or 3) a combination of roth rrethods. It is agreed that the 
County will give to the Contractor ro less than seven (7) calendar days written notice 
prior to the lowering of any per diem payment rate as above provided. 

III Effective Date/Termination Date 

This Contract shall be in full force and effect fran January 1, 1984 through 
December 31, 1984. 

IV I ndannity 

The Contractor does hereby agree that it will indemnify and hold hannless 
Hennepin County Department of Court Services and the County against any and all 
liability, claims, loss, damages, cost, and expenses including reasonable attorney fees 
which the Hennepin County Department of Court Services or the County may hereafter 
sustain, incur, or require to pay and which may arise, directly or indirectly: 

1. By reason of any applicant suffering personal injury, death, or personal 
property loss or damage either while participating in or receiving the 
care and services to be furnished under this Contract, or while on 
pranised CMned, leased, or operated by Contractor, or while 1::eing 
transported to or fran said premises in any vehicle CMned, leased, 
chartered, or otherwise contracted for by the Contractor or any officer, 
agent, or anployee thereof; or 

2. By reason of any applicant causing injury to, or damage to the property 
of another person during any tirre when Contractor or any officer, agent, 
or enployee thereof has undertaken or is furnishing the care and services 
called for under this contract; or 

3. By reason of any act or anission (including without limitation 
professional errors or anissions) of the Contractor, his agents, 
officers, contractors, or enployees in the performance of Purchased 
Services; or 

4. By reason of the failure of said Contractor fully to perform, in any 
respect, all obligations under this Contract. 

V Insurance 

The Contractor shall purchase and maintain for the entire Contract tenn such 
insurance as will protect the Contractor fram claims set forth below wnich may arise out 
of or result fran the Contractor's operations under the contract, whether such opera­
tions be by the Contractor or by any Subcontractor or by anyone employed by any of them, 
or by anyone for whose acts any of them may be liable. The Contractor shall provide 
acceptable certificates of insurance as necessary to show continuous coverage. 

1. Claims under WOrker's Compensation Disability Benefit and other similar 
employee benefit acts; 
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2. Claims for damages because of personal or bodily injury, sickness or 
disease, or death of any person other than his employees~ 

3. Claims for damages, other than to the goods or work itself, because of 
injury to or destruction of tangible property, including loss of user 
resulting therefrom; and 

4. Claims for damages because of bodily injury or death of any person or 
property damage arising from the ownership, maintenance or use of any 
rotor vehicle. 

WOrker's Compensation and Employer's Liability Insurance 

1. WOrker IS Canpensation Insurance shall be as required by law and shall 
include an all states or universal endorsement. 

2. Employer's Liability Insurance shall be written for not less than 
$100,000 each occurrence. 

Comprehensive General and Automobile Liability Insurance 

1. Minimum Limits: 
Bodily and Personal Injury 
Property Damage 

$1,000,000 per occurrence 
$1,000,000 per occurrence 

2. The folla~ing coverages must be specifically insured and certified with 
no internal sublimits. Aggregate limits are acceptable for property 
damage due to the Products/Completed Operation hazard: 

a. Independent Contractors Contingency Liability or Owners Protective 
Liability (if applicable) 

b. Products/Completed Operations Liability (if applicable) 

c. Contractual Liability 

d. "X, C, U" Hazard Liability (if applicable) 

e. Personal Injury Liability including claims related to employment 

f. Broad Form Property Il3mage Liability, or deletion of the "care, 
Custody and Control" exclusion (if applicable) 

g. Owned, Hired and l\bn-Owned Automobile Liability 

h. waiver of Defense of Municipal Liability Immunity 

i. Aircraft Liability (if applicable) 

j. Watercraft Liability (if applicable) 

k. Professional Errors and Omissions (Malpractice) (if applicable) 

3. The contractual liability is to be either on a blanket basis for all 
written or oral contracts, or specifically endorsed to acknowledge the 
Contract between the insured and the County of Hennepin. 
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All certificates of insurance shall provide that the insurance company shall 
give the County thirty (30) days prior written notice of cancellation, 
oon-renewal or any naterial changes in the policy, and certificates of 
insurance shall so state. 

Tne above suqaragraphs establish minimum insurance requiranents, and it is 
the sole responsibility of the Contractor to purchase and naintain additional 
insurance that may be necessary in connection with the Contract. 

The Contractor shall not oammence work until the Contractor has obtained 
required insurance and filed an acceptable certificate of insurance with the 
County. All insurance policies shall be open to inspection by the County 
upon written request. 

VI Affirmative Action Policy 

In accordance with Hennepin County Affirmative Action Policy and the County 
Canmissioner's policies against discrimination, no person shall be excluded fran full 
employment rights or participation in or the benefits of any program, service or activi­
ty on the grounds of race, color, cree:i, religion, age, sex, handicap, marital status, 
affectional preference, public assistance status, criminal record, or natioml origin, 
and 00 person who is protected by applicable fe:ieral or state laws against discrimina­
tion shall be otherwise subjected to discrimination. Contractor will furnish all infor­
nation and reports required by Hennepin County or by EXecutive Order NJ. 11246 and 
Revise:i Order N::>. 4 and by the rules and regulations and orders of the Secretary of 
labor for purposes of investigation to ascertain C<ll'q?liance with such rules r regulations 
and orders. 

VII Assignment of Services 

The Contractor shall ~t assign, sublet, transfer or pledge this Contract 
and/or the services to be per fOLded hereunder, whether in whole or in part, without the 
prior written consent of the County. 

VIII In~ent Contractor 

It is agreed that oothing herein contained is intended or should be construed 
in any manner as creating or establishing the relationship of co-partners between the 
parties hereto or as constituting the Contractor as the agent, representative or employ­
ee of the County for any purpose or in any manner whatsoever. Contractor is to be and 
shall remain an indepenoent contractor with respect to all services performed under this 
Contract. Contractor represents that it has, or will secure at its own expense, all 
personnel required in performing services under this Contract. Arrj and all personnel of 
Contractor or other persons, while engaged in the performance of any work or services 
required by Contractor under this Contract shall have 00 contractual relationship with 
the County and shall oot be considere:i employees of the County and any and all claims 
that nay or might arise under the W:lrk.er's Canpensation Act of the State of Minnesota on 
behalf of said personnel or other persons while so engaged, and any and all claims what­
soever on behalf of any such person or personnel arising out of employment or alleged 
employment including without limitation, claims of discrimination against the Contrac­
tor, its officers, agents, contractors or employees shall in 00 way be the responsibili­
ty 9f the County and Contractor shall defend, indemnify and hold the County, its offi­
cers, agents and employeed harmless fran any and all such claims regardless of any de­
termination of any pertinent tribunal, agency, mard, canmission or court. Such person­
nel or other persons shall rot require nor l:e entitled to any canpensation, rights or 
l:enefits of any kind whatsoever fran the County, including, 
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without limitation, tenure rights, rredical and hospital care, sick and vacation leave, 
worker's canpensation, unemployment ca:npensation, disability, severance p:ty, and 
P.E.R.A. 

IX County's Right to Audit Books and Records 

Contractor agrees that the County, State Ami tor, or any of their duly 
authorized representatives, at any time during normal business hours and as often as 
they rray reasonably ooan recessary, shall have access to and the right to examine, 
audi t, excerpt and transcribe any OOoks, docurrents, papers, records, etc., which are 
pertinent and involve transactions relating to this Contract. Such rraterial must be 
retained for three years by the Contractor. Contractor's accounting practices and 
procedures relevant to tilis Contract shall also be subject to examination by any or all 
of the aforesaid persons as often as and during such times as aforesaid. 

Data Privacy 

Contractor agrees to abide by all applicable state and federal laws and 
regulations concerning the handling and disclosure of private and confidential informa­
tion concerning individuals. Contractor agrees to hold the County harmless from any 
clabns resulting from the Contractor's unlawful disclosure or use of private or confi­
dential information. 

XI Reporti1)9' of Mal treatment of Minors and Vulnerable Adults 

Contractor will comply with all of the provisions of: 

A. rrbe Child,Abuse Reporting Act, Minnesota Statutes 1982, Section 626.556, 
as amended by the laws of Minnesota 1983, Chapter 229, and DPW Rule 12, 
M:AR 2.207, as promulgated by the Minnesota Departrrent of Public Welfare 
~lementing such Act now in force or hereafter adopted. 

B. The Vulnerable Adults Reporting Act, Minnesota Statutes 1982, Section 
626.557, as amende1 by the Laws of Minnesota 1983, Chapter 273, and all 
rules promulgated by the Minnesota Department of Public welfare ~lemen­
ting such Act now in force or hereafter adopted. 

XII Reports and Monitoring Procedures 

The Contractor shall take the following actions and/or provide the County 
with the following reports and communications: 

A. Maintain a bookkeeping system which sufficiently and properly reflects 
all direct and indirect costs of any nature incurred in the performance 
of this Contract. 

B. If the County discovers through audit or other rrea.ns, 1) that the Con­
tractor has supplied information to the County which has cause1 a rate 
to be established which is higher than that reasonable and necessary for 
the Purchased Servlces, or 2) that circumstances have arisen which in the 
opinion of the County affect the established rate, the County ma.y adjust 
the total p:tyment to the Contractor to an amount which is base1 on a rate 
which is reasonable as determine1 by the County. 

C. No claim for materials purchased in excess of budget categories or pro­
gram services not specifically provided for in this Contract will be 
allowed by the County unless this is approved in writing by the County 
through the Department of Court Services Contractual Services 
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Adrrdnistrator. Such approval shall be considered to be a modification of 
this Contract. 

D. Quarterly Line Item Expenditure Report -- '!his report is to be provided 
to the Hennepin County Department of Court Services Contractual Services 
AarrUnistrator prior to the 15th day of the month following the quarter 
reported. Said report will provide the Revenue and Expense Statement, 
which shall account for all funds received and an itemized account of 
program expenditure in the Balance Sheet, which shall account for any 
unexpended funds accumulated. 

E. Furnish the County with information regarding any revenue received for 
program costs. In the event the Contractor hereafter receives revenue 
other than fran this Contract, and such revenue is used to provide any or 
all of the above service or to pay the personnel listed in Exhibit "A" 
and Ekhibit liB" of this Contract, hereto attached and mde a part hereof 
as though fully set forth herein, for their tirre allocated to providing 
said services, then that revenue shall be deducted fran the amount which 
the Cont.ractor would otherwise be entitled to under this Contract. '!he 
Contractor further agrees to return any or all excess of payments to the 
County, through the Department of Court Services Contractual Services 
Administrator. 

F. Quarterly Progress Report - This report shall be provided to the 
Hennepin County Department of Court Services Contractual Services Admini­
strator at the end of each quarter, on the 15th day of the month follow­
ng the quarter reported. Said report will provide information regarding 
program activities and client activities and any other such information 
as my be requested by the Contractual Services 
Administrator. 

G. Maintain program statistical records required by the County and produce 
program narrative and statistical data at times prescribed by the Depart­
ment of Court Services Contractual Services Administrator. 

H. Contractor agrees that it shall observe and carry out the provisions of 
Exhibit "C", Canmunity Treatment Program Resolution, attached hereto and 
rrade a part hereof by this reference, provided that in the event any 
provision thereof is inconsistent with any provision of this Contract 
such provision of this Contract shall prevail. 

1. The County my duplicate, use or disclose in any mnner consistent with 
statutes, and have others do so, all Clata delivered under this Contract. 

J. The County reserves the right to authorize independent evaluations of the 
Purchased Services. 

K. '!he Contractual Services Administrator of the Department of Court Servi­
ices will be the County's authorized representative in dealing with the 
Contractor. 

XIII Certificate of Incorporation 

The Contractor agrees that prior to receipt of funds fran the County, the 
Contractor shall furnish a copy of the Certificate of Incorporation with the Finance 
Director of the County as evidence that it has been incorporated as a nonprofit corpora­
tion under Minnesota Law. 
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XIV Cancellation/Modification 

A. '!his Contract or a portion thereof may be cancelled at any time, with or 
without cause, upon thirty (30) days written notice, delivered by mail or in person. 

B. AnI alterations, variations, m::>difications, or waivers of provisions of 
this Contract shall be valid only when they have been reduced to writing, duly signed, 
and attached to the original of this Contract. 

C. After receipt of notice of cancellation, and except as otherwise 
directed, the Contractor shall: 

1. Discontinue provision of Purchased Services under this Contract on the 
date, and to the extent specified, in the notice of cancellation. 

2. Cancel all orders and subcontracts to the extent that they relate to the 
performance of Purchased Services cancelled by the notice of 
cancellation. 

3. Settle all outstanding liabilities and all claims arising out of such 
cancellation of orders and subcontracts, with the approval or 
ratification to the extent that may be required, which approval or 
ratification shall be final for all the purposes of tl1is clause. 

4. Complete performance of such Purchased Services that shall not have been 
cancelled by the notice of cancellation. 

5. Maintain all records relating to performance of the cancelled portion of 
this Contract as may be required by the County. 

D. County shall not be obligated to pay for services provided in an 
unsatisfactory manner. 

E. tbtwithstanding the above, Contractor shall not be relieved of liability 
to the County for damages sustained by the County by virtue of any breach of this 
Contract by Contractor, and the County may withhold any payments to the Contractor for 
the purpose of set-off until such time as the exact amount of damages due the County is 
determined. 

F. It is agreed that any right or remedy provided for herein shall not be 
considered as the exclusive right or remedy of the County for any default in any respect 
by the Contractor, but such right or remedy shall be considered to be in addition to any 
other right or remedy hereunder or allowed by law, equity, or statute. 

G. '!he County's failure to insist upon strict performance of any covenant, 
agreement, or stipulation of this Contract or to exercise any right herein contained, 
shall not be a waiver or relinquishment for the future of such covenant, agree:nent, 
stipulation, or right, but the same shall remain in full force and effect. 
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Contractor, having signed this Contract, and the Hennepi n County Board of 
Camnissioners having duly approved this Contract on , 19_, and 
pursuant to such approval and the proper County Officials having signed this Contract, 
the parties hereto agree to be bound by the provisions herein set forth. 

Upon proper execution, 
this Contract will be 
legally valid and 
binding. 

Asst. County Attorney 

Date: ---------------------

APPRCNED AS '10 EXB:UTION: 

Date: ______________________ __ 

COUNTY' OF HENNEPIN, STATE OF MINNESOtA 

B¥=-~ __ ~~~~~~~~ ____ __ 
Chainnan of its County Board 

Associate/Deputy County Administrator 

A~ST~~--~~~--~~--~--­
Clerk of the County Board 

OPERATION DE NOVO, INC. 

B¥ 
~I~t-s---------------------------

And~ ____ ------------------------Its 

OPERATION DE NCNO 1 Il'C. 

~TE OF ___________________ > 
>SS 

CO~ OF __________________ > 

The foregoing instrument was acknowledged J:efore me this _________ Clay of 

,~ ,by ~ 
-------------- of == __ ~~~~~~~~~~~~~~~~~~~~:.-,--on---;be--;-hal--:;--;:f-o-f:::--:th-;--e---
corporation. 

Notary Public 
My Canrnission EKpires: _______________ _ 
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Contracting for Community 
Corrections Services 

USER FEEDBACK FORM 

Please complete and mail this self-addressed, postage-paid form to assist the 
National Institute of Corrections in assessing the value and utility of its publi­
cations. 

1. What is your general reaction to this document? 

Excellent Good Poor Useless -- -- __ Average 
---.; --

2. To what extenl: do you see the document as being useful in terms of: 

Very Useful Of Some Use Not Useful 

Providing new or important information 
Developing or implementing new programs 
Modifying exi sti ng programs 
Administering ongoing programs 
Providing appropriate liaisons 

3. Do you feel that more should be done in this subject area? If so, please 
spec ify wh at types of as si stance are needed. 

4. In what ways could the document be improved? 

5. How did this document come to your attention? 

6. How are you planning to use the information contained in the document? 

7. Please check one item that best describes your affiliation with corrections or 
criminal justice. If a governmental program, please also indicate level. 

--
--
--
--

Dept. of corrections or 
correctional institution 
Jai 1 
Probation 
Parole 
Community corrections 
Court 

Federal State -- --
8. OPTI aNAL: 

Name: -------------------------
Address: 

Police -- legislative body 
------ Professional organization 
__ College/university 

Citizen group 
--- Other government agency 
__ Oth:~r (please specify) 

County local __ Regional 

Agency ________________ _ 

--------------------------------------------------------

Telephone Number: ---------



----------------------------------------------, 

Please fO~_l!..n.£l_s.!.lP!':...~r_~!!~ _____________________________________ _ ------------------------------------------
National Institute of Corrections 
320 First St., N.W. 
Washington, D.C. 20534 

Official Business 
Penalty for Private Use, $300 

Attn: Publications Feedback 

National Institute of Corrections 

320 First Street, N.W. 

Washington, D.C. 20534 

Postage and Fees Paid 

United States 
Department of Justice 

JUS-434 

~~~ -U.S.MAIL -, 
~ 

First Class 

Mail 



NATIONAl INSTITUTE OF CORRECTIONS ADVISORY BOARD 

Richard Abell 
Assistant Attorney General 
Office of Justice Programs 
Washington, D.C. 

Benjamin F. Baer 
Chairman 
U.S. Parole Commission 
Bethesda, Maryland 

Frank D. Brost 
Administrative Assistant 

to the Governor 
Presho s South Dakota 

John E. Cl ark 
Attorney 
San Antonio, Texas 

John C. Godbold 
Director 
Federal JUdicial Center 
Washington, D.C. 

Phillip N. Hawkes 
Acting Assistant Secretary 

for Development 
Department of Health and 

Human Services 
Washington, D.C. 

Stephen Horn 
Pres; dent 
California State University 

at Long Beach 
Long Beach, California 

W. Walter Menninger 
Chief of Staff 
The Menninger Foundation 
Topeka, Kansas 

Richard H. Mills 
U.S. District Judge 
U.S. District Courthouse 
Springfield, Illinois 

Norval Morris 
Professor 
University of Chicago Law School 
Chicago, Illinois 

J. Michael Quinlan 
Director 
Federal Bureau of Prisons 
Washington, D.C. 

Richard K. Rainey 
Sheriff 
Contra Costa County 
Martinez, California 

Verne L. Speirs 
Acting Administrator 
Office of Juvenile Justice and 

Delinquency Prevention 
Washington, D.C. 

James H. Turner, III 
Consultant 
Ventura, California 
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