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REQUEST FOR PROPOSALS  
 

for contracted services to complete a 
Community Needs Assessment  

 
for 

EightCAP, Inc. 
A Community Action Agency 

 
 
 
 

INQUIRIES AND PROPOSALS SHOULD BE DIRECTED TO: 
 

Name:  Christa Jerome 
Title:  Manager of Self-Sufficiency Programs  
Entity:  EightCAP, Inc. 
Address: 5827 Orleans Rd. 
  Orleans, MI  48865 
Phone:  (616) 754-9315, ext. 3364 
Fax:  (616) 754-9310 
Email:  christaj@8cap.org 
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I. Background and Purpose 
 

As a Community Action Agency, EightCAP receives Community Service Block Grant (CSBG) 
funding. The federal objectives of this funding to support programs and capacity building in the 
following domains: 
 

- Employment 
- Education 
- Income Management 
- Housing 
- Civic Engagement/Community Involvement 
- Services Supporting Multiple Domains 
- Linkages 
- Agency Capacity Building 
- Other (i.e., emergency management/disaster relief) 

 
The 3 national goals of the Community Action program are: 
 

- Individuals and families with low income are stable and achieve economic security. 
- Communities where people with low incomes live are healthy and offer economic 

opportunity. 
- People with low incomes are engaged in building opportunities in their communities. 

 
In order to develop programming in its service area (which, for the purposes of this RFP, is Gratiot, 
Ionia, Isabella, and Montcalm Counties in Michigan) related to the domains and that meets the goals 
in the context of local needs, EightCAP is required to perform a Community Needs Assessment 
(“CNA”) that complies with several laws, regulations, and administrative guidance documents 
including: 
 

- Section 676(b)(11) of The Community Opportunities, Accountability, and Training and 
Educational Services Act of 1998,  

- U.S. Department of Health and Human Services, Administration for Children and 
Families, Office of Community Services, Information Memorandum 49,  

- U.S. Department of Health and Human Services Administration for Children and Families 
Office of Community Services, Information Memorandum 138 (and associated 
Organizational Standards for CSBG Eligible Entities, specifically Standards 2.2, 3.1, 3.2, 
3.3, 3.4, 3.5, and 6.4) 

- Michigan Department of Health and Human Services’ Community Services Policy 
Manual Item 503 (titled, “Community Needs Assessment Also known as Community 
Assessment”).  

 
The purpose of this Request for Proposals (“RFP”) is to solicit proposals from qualified firms to 
develop the tools, perform the assessment, analyze the data, and prepare the written Community 
Needs Assessment that covers Gratiot, Isabella, Ionia and Montcalm Counties and complies with the 
requirements above. The report must be found to be acceptable to the EightCAP Governing Board, as 
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evidenced by its formal adoption of the document, prior to the conclusion of any contract that is 
entered into as a result of this RFP. 

 
II. Description of Entity/Mission Statement 
 

EightCAP, Inc. is a Community Action Agency, originally chartered in 1966 serving Gratiot, Ionia, 
Isabella, and Montcalm Counties. The mission of EightCAP, Inc. is to improve our community by 
partnering with private, government, and community organizations to deliver programs to low-
income residents that alleviate the local causes of poverty and its effects.  To that end, the corporation 
will design, administer, and deliver programs that address the causes of poverty, alleviate its effects 
on our citizens, and teach self-sufficiency including the habilitation/rehabilitation, social 
development, and employment of mentally, physically, emotionally, and socially disabled persons. 
 
EightCAP is designated by the IRS as a 501(c)3 tax exempt organization that is governed by a 15-
member board. The Governing Board has representation from the private sector, the public sector, 
and from our consumers (low-income sector). Each of these sectors is equally represented on the 
Board. 

 
III. Instructions on Proposal Submission 

 
1. Submission Deadline 
 

Proposals must be submitted no later than 12:00 p.m. on Tuesday, November 19, 2019. 
 
2. Inquiries 
 

Inquiries concerning this RFP should be directed to Christa Jerome at  christaj@8cap.org. All 
inquiries must be received by November 13, 2019 at noon.  

 
3. Conditions of Proposal 
 

All costs incurred in the preparation of a proposal responding to this RFP will be the responsibility 
of the Offeror and will not be reimbursed by EightCAP. 

 
4. Instructions to Potential Bidders 

 

Your proposal may be submitted by mail, fax or email to: 
 

  Name:  Christa Jerome 
  Title:  Manager of Self-Sufficiency Programs 
  Entity:  EightCAP, Inc. 
  Address: 5827 Orleans Rd., Orleans, MI  48865 
  Fax:  (616) 754-9310 
  Email:  christaj@8cap.org 

 

mailto:christaj@8cap.org
mailto:christaj@8cap.org
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It is the responsibility of the Offeror to ensure that the proposal is received by EightCAP by the 
date and time specified above.  Late proposals will not be considered. 
 

5. Alternate Proposals 
 
If an Offeror would like to submit multiple proposals that vary in the services provided, price, 
and/or any other component, they are welcome to do so. Each Proposal should be clearly marked 
as “Proposal A”, “Proposal B”, and so on and so forth. It is the responsibility of the Offeror to 
clearly articulate the products and/or services included in each proposal. 
 

6. Small Businesses, Minority Owned Firms, and Women’s Business Enterprises 
 

Efforts will be made by EightCAP to utilize small businesses, minority owned firms and women’s 
business enterprises. 
 

IV. Description of Project – Expectations of Contractor 
 

As a Community Action Agency, EightCAP, Inc. is required to develop a Community Action Plan 
(“CA Plan”). One required component of the CA Plan is a formal CNA that assists the Governing 
Board and Staff in developing programs and directing resources aimed at alleviating poverty and its 
effects in the EightCAP, Inc. service area.  The assessment is a vital management and leadership tool 
that is used across the organization and utilized by the Agency to set the course for both CSBG and 
many agency resources.  The vendor will need to have a working understanding of the requirements 
that CSBG-Eligible Entities are required to meet with regard to the  CA Plan and the CNA (see 
“Background and Purpose” section above.  
 
The Vendor whose proposal is selected will complete the following: Create all tools/survey 
instruments, implement processes, analyze data, create written report, and present results to 
EightCAP, Inc.’s Governing Board in-person at one of its regularly-scheduled meetings.  Survey 
methods developed should reasonably insure that results are both internally and externally valid.  All 
surveys should be made to be administered by the current EightCAP, Inc. staff.  

 
- A survey instrument that is intended to gather information from other human service agencies in 

the communities that measures, at a minimum: 
o If applicable, the gaps in service that prevent their low-income clients from achieving intended 

outcomes of their program(s) (perceived or identified through a formal assessment) 
o If applicable, barriers that they encounter when working with their clients with regarding to 

clients achieving economic self-sufficiency. 
 

- The Contractor must undergo no less than 2 focus groups in in the EightCAP, Inc. service area in 
preparation of a survey instrument that is intended for the low-income residents residing in 
EightCAP, Inc. service area. This survey instrument will attempt to gather: 
o The barriers that individuals have encountered to develop the skills and assets that they need 

to gain and keep family-supporting jobs and develop assets 
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o What community resources are available to eliminate those barriers at an individual and/or 
a community-wide level. The tool that is developed must be easy to understand and 
interpret; it must not surpass a fifth-grade reading level. While the survey will be conducted 
at a county-wide level, this instrument should attempt to identify in which jurisdiction the 
individual lives so that results can be shared with local decision makers. 

 
- A survey instrument that is intended to gather information from community members generally. 

This survey will capture the perceptions about the low-income community, perceived and proven 
gaps in services that the individuals listed above encounter , and community needs that exists for 
low-income families.  
 

- A survey instrument for EightCAP’s non-managerial staff that work directly with clients intended 
to capture their thoughts and perceptions about how services could be improved to increase the 
number of families that attain economic self-sufficiency that have utilized the agency’s programs. 

 
- A cover letter for each of the above-mention survey instruments that briefly explains EightCAP, 

Inc./Community Action, the purpose of the survey, how to fill out the instrument, how to results 
may be returned,  how the results may be used,  and a contact at EightCAP that may be called for 
questions on the survey. 

 
In addition to developing the tools/survey instruments, the vendor will: 

 
- Make recommendations to EightCAP regarding the method(s) of survey distribution that will 

maximize participation in the survey. 
 

- Collect and analyze both qualitative and quantitative data obtained from survey instruments 
noted above and provide written explanation of this process, presenting data results to the 
Governing Board for formal approval. 

 
- Translate data results into a written report, including executive summary, that will be made 

available to the public.  
 

- Provide EightCAP with a written explanation of the process and how data was collected and 
analyzed, including current information specific to the following for the service area: Data on 
Poverty, Data on Gender, Data on Age, Data on Race/Ethnicity.    

   
V. EightCAP Support 

 
EightCAP may have the ability to support the efforts of any vendor who is awarded a contract as a 
result of this RFP by performing limited clerical and administrative tasks and by paying for certain 
costs of activities associated with the CNA process. All offerors should clearly identity what tasks it 
will expect EightCAP to perform in order to deliver the services and products being sought under this 
RFP. Under any such contract, EightCAP can: 
- Provide up to 40 hours of clerical support (for mailings, data entry into Microsoft Office or other 

platforms that will not result in additional licensing/user fees to access); 
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- Contact current and previous clients of the agency using methods that are agreed upon by the 
contractor and EightCAP (Note: EightCAP will not release Personally Identifiable Information 
without the individual’s consent); 

- Print materials related to the CNA activities; 
- Pay for refreshments for focus groups; 
- Postage to mail any materials related to this project (bulk or first class at EightCAP’s sole 

discretion); and 
- General outreach to the community. 

 
EightCAP will reserve the right to deny any requests for support if, in its sole determination, the 
request is unreasonable or EightCAP has insufficient time to complete the task. The extent to which 
the Offeror relies on EightCAP’s services will be a factor in the “cost reasonableness” element of the 
selection criteria.  
 

VI. Timeline 
 
DATE EVENT 
November 4, 2019 RFP released 

November 19, 2019 
Deadline for interested parties to submit proposal to EightCAP (see 
“Submission Deadline” section above) 

November 21, 2019 
Interviews may be held between EightCAP and any necessary 
respondents to clarify any information contained in their response 
to this RFP (held if necessary, at the discretion of EightCAP, Inc.) 

November 21, 2019 Vendor selected 
Week of  
November 25, 2019 

Contract signed, notification sent to firms that submitted proposals 
that were not selected. 

Week of  
December 2, 2019 

Meet with contractor to begin activities included contract (project 
period begins) 

May 31, 2020 
Project period ends (subject to formal adoption of CNA by 
EightCAP Governing Board). 

 
The Dates and Event noted above are subject to change. EightCAP reserves the right to modify any 
and all portions of the time line contained herein. 

 
VII. Submission Format 

 
Responses to this RFP must include the following information. Respondents to the RFP must submit 
a completed application on a form provided by EightCAP (See “Attachment A”) and all required 
supporting documentation or information including:  

1. A description of the Offeror’s demonstrated ability to successfully develop and administer 
Community Needs Assessments for CSBG-Eligible Entities or similar assessments. 

2. A description of the Offeror’s professional qualifications and specialized experience of Offeror and 
team members that would be committed to this project. 

3. A description of the firm’s ability to produce the deliverables described herein, in the timeframes 
given. 
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4. A description of the Offeror’s ability to effectively communicate with and make itself available to 
EightCAP, Inc. Staff. 

5. The names, address, telephone number, and e-mail address of at least three business references that 
can be contacted. 

6. A statement regarding whether or not the Offeror does or does not qualify as a small business, 
minority-owned firm, and/or women’s small business. 

7. A description of the support services that the firm would expect from EightCAP in order to meet 
produce its deliverables (see section V: EightCAP Support 

8. A description of any alternate proposals, including the impact on the costs, that the Offer would like 
EightCAP to consider. 

 
This material must be submitted in the order indicated and responses to each of the items requested must 
be clearly delineated using headings. Proposals may not exceed 10 pages in length, using 1” margins and 
12-pt font. 
 

If the submission format is not followed, or elements are not included, EightCAP, Inc. may: 
- Contact the proposer for clarification or additional information (but EightCAP is not obligated 

to do this; Offerors must submit any material that they wish to be considered by the Submission 
Deadline); 

- consider the entire proposal “nonresponsive” and exclude it from receiving further 
consideration; or  

- withhold the award of selection points in any or all of the criteria elements. 
 
VIII. Selection Criteria 

 
EightCAP, Inc. will award points to each proposal received based on the criteria in the following table: 
 

ELEMENT POINTS 
POSSIBLE 

Cost Reasonableness 0-25 
Offeror’s demonstrated ability to successfully develop and 
administer Community Needs Assessments for CSBG-Eligible 
Entities or similar assessments. 

0-20 

Offeror’s professional qualifications and specialized experience of 
Offeror and team members that would be committed to this project. 

0-20 

Capacity of the firm to firm’s ability to produce the deliverables 
described herein, in the timeframes given. 

0-15 

Offeror’s ability to effectively communicate with and make itself 
available to EightCAP, Inc. Staff. 

0-10 

Positive reference checks 0-5 
Small Businesses, Minority Owned Firms, and/or Women’s Business 
Enterprises 

0-5 

TOTAL POINTS POSSIBLE 100 
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EightCAP may, at its discretion, request presentations by or meetings with any or all Offerors to clarify 
or negotiate modifications to the Offerors’ proposals. EightCAP will award points based on the 
information provided in the response packet, meetings, and interviews, at its sole discretion. 
 
However, EightCAP reserves the right to enter into a contract without further discussion of the 
proposals submitted.  Therefore, proposals should be submitted initially on the most favorable terms, 
from both technical and price standpoints, which the Offeror can propose.  EightCAP contemplates 
award of this bid to the responsible Offeror with the highest total points. 
 
EightCAP, Inc. reserves the right to accept or reject any and all bids received. The decision to select or 
reject any and all bids will be made at the sole discretion of EightCAP, Inc. EightCAP is an Equal 
Opportunity Employer and will not base the decision to award or not award a contract on the basis of 
race, color, national origin, religion, age, sex, marital status, familial status or handicap. 
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Application 
to be completed by firms submitting a proposal in response to EightCAP, Inc.’s 

Request for Proposals for Community Needs Assessment  

Firm Name:  

Date of Proposal: 

Information regarding person responsible for submitting this proposal: 

Name:  
Title:  
Mailing Address:  
Telephone Number: 
E-mail Address:
Number of years in current position Total Number of years with firm 

Information of main contact person for project (if different that person listed above) 
Name:  

Title:  

Mailing Address:  

Telephone Number:  

E-mail Address:
What is the employer tax ID number of your firm? 

Please provide the following information in writing by attaching pages to this application. 

1. A description of the Offeror’s demonstrated ability to successfully develop and administer 
Community Needs Assessments for CSBG-Eligible Entities or similar assessments.

2. A description of the Offeror’s professional qualifications and specialized experience of Offeror 
and team members that would be committed to this project.

3. A description of the firm’s ability to produce the deliverables described herein, in the 
timeframes given.

4. A description of the Offeror’s ability to effectively communicate with and make itself available 
to EightCAP, Inc. Staff.

5. The names, address, telephone number, and e-mail address of at least three business references 
that can be contacted.

6. A statement regarding whether or not the Offeror does or does not qualify as a small business, 
minority-owned firm, and/or women’s small business.

7. A description of the support services that the firm would expect from EightCAP in order to 
meet produce its deliverables (see section V: EightCAP Support)
A description of any alternate proposals, including the impact on the costs, that the Offer 
would like EightCAP to consider. 


