
   

 
COUNTY OF HENRICO 

DEPARTMENT OF FINANCE 
PURCHASING DIVISION 
CONTRACT EXTRACT 
NOTICE OF RENEWAL  

DATE: July 1, 2024 
  

CONTRACT COMMODITY/SERVICE: 
(include contracting entity if cooperative) 

Customer Case Management and Data Collection 
System for Workforce Services 

  

CONTRACT NUMBER: 2330 

  

COMMODITY CODE: 958.82 

  

CONTRACT PERIOD: July 1, 2024 through June 30, 2025 

RENEWAL OPTIONS: Two (2) additional one-year renewals through 2027 

USER DEPARTMENT: CRWP 

Contact Name: Krishawn Monroe 

Phone Number: 804-652-3224 

Email Address: Mon23@henrico.us 

HENRICO COOPERATIVE TERMS 
INCLUDED: 
 

 
Yes 

SUPPLIER:                                                Name: Empyra.Com Inc. 

Address: 8081 Royal Ridge Pkwy Suite 160 

City, State: Irving, TX 76053 

Contact Name: Jenny Pate 

Phone Number: 704-960-9149 

Email address: JPate@empyra.com 

ORACLE SUPPLIER NUMBER: 76660 

  

BUSINESS CATEGORY: Small, Women Owned, Minority 

PAYMENT TERMS: Net 35 

  

DELIVERY: n/a 

  

FOB:  Destination 

  

BUYER:                                                     Name: Eileen M. Falcone, CPPB 
Title: Procurement Manager 

Phone: 804-501-5637 

Email: Fal51@henrico.gov 
This contract is the result of a competitive solicitation issued by the Department of Finance, Purchasing Division. A 
requisition must be generated for all purchases made against this contract and the requisition must reference the contract 
number. 
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Trevor Aulick, Vice President



Capital Region Workforce Partnership
Contract # 2330

Created: June 23, 2022

Virginia Career

Works Capital

Region

1001 N Laburnum

Ave 

Richmond, Virginia

23223 

United States 

Brian Davis

dav113@henrico.us 

Krishawn Monroe

mon23@henrico.us 

+18046523224 

Products & Services

Item & Description SKU Quantity Unit

Price

Total

myOneFlow Core

Provides your program

with 500 active job

seekers licensed and an

unlimited number of

inactive jobseekers so

you can keep all your

data for analysis and

reporting. Similarly, it

provides you with 80

1 $70,000.00

/ year

$67,000.00

/ year

after

$3,000.00

discount

for 1 year

Comments

Thank you for the opportunity!

Jenny Pate - Senior Sales Executive Empyra.com, Inc.

Doc ID: d764f592fe8d52740768cb6cdebcdb395f300371



Item & Description SKU Quantity Unit

Price

Total

licensed active staff

users and 100

employers. 

Job Seeker portal

includes the following:

·      Registration

·      myPlan

·      Services

(appointments)

·      Events

·      Documents and

Forms

·      Outputs &

Signatures

·      Ability to view

Training that is

recommended or

available

·      Announcements

·      Contact Requests

·      Education and

Career Plan

Staff portal includes the

following:

·      User Management

(Pro�le)/ Account

Creation or Registration

·      Request Queue for

staff to see what they

need to do next and

take action

·      Service Delivery

·      Documents, Forms,

Outputs & signatures

·      Manage training

content and videos for

jobseekers

·      Events

·      Appointment

Scheduling

·      Incoming and

Outgoing Referrals to

Doc ID: d764f592fe8d52740768cb6cdebcdb395f300371



Item & Description SKU Quantity Unit

Price

Total

partners

·      Communications

(via email (Unlimited) &

includes up to 10,000

texts )

·      Notes / Follow-up

·      Assessments

·      Outcomes

·      Resume Builder

·      Surveys

·      Insights & Timeline

·      Work�ow, Business

Rules & Conditions

·      System Admin &

Con�guration

·      Operational

Reporting

·      Ad-hoc and Pipeline

reporting

·      CASAS, GED and/or

TABE integration

·      Language

Translation using

Google Translate

Scorecards &

Pipeline Reporting

For more accurate and

easy reporting, utilize

the Scorecards/ Pipeline

reporting to measure

jobseeker and

enrollment activity and

completion against

each of your unique

goals and or success

metrics. You can create

your speci�c Milestone

pipelines to know

exactly where

individuals or groups

are in any process.

1 $0.00/ year $0.00

/ year

for 1 year
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Item & Description SKU Quantity Unit

Price

Total

Of�ce 365 Calendar

Integration

Of�ce 365 Calendar

Integration enables

appointments made in

OneFlow to synch with

staff members'

Of�ce365 calendar.

1 $0.00/ year $0.00

/ year

for 1 year

myMobile App

Job seekers/ students

will be able to access

the system via the

mobile app to easily

upload documents

directly into their

account. This will enable

easy document sharing

with a click.

1 $0.00/ year $0.00

/ year

for 1 year

Work Experience &

Time Tracking

Approvals

Connecting job seeker

to employers for work

experience and OJTs.

Includes an employer

interface along with

time tracking to allow

employers, staff and

participant to track and

verify hours and sign

for programs such as

apprenticeship, OJT etc. 

1 $0.00/ year $0.00

/ year

for 1 year

myOneFlow

Baseline

Implementation

myOneFlow Baseline

Implementation

1 $7,000.00 $3,000.00

after

$4,000.00

discount
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Annual subtotal $67,000.00

after $3,000.00 discount

One-time subtotal $3,000.00

after $4,000.00 discount

Total $70,000.00

Signature

Before you sign this quote, an email must be sent to you to verify your identity.

Find your pro�le below to request a veri�cation email.

Brian Davis

dav113@henrico.us [ sig|req|signer1 ]

Trevor Aulick

taulick@empyra.com [ sig|req|signer2 ]

Expires on July 23, 2022

Questions? Contact me

Jenny Pate

Senior Sales Executive

jpate@empyra.com

Purchase terms

Empyra shall provide the product and services in accordance

with the provisions of this quote and RFP#22-2330.

Initial terms of this agreement are July 1, 2022 to June 30, 2023,

with the options to renew at the rate agreed to within RFP#22-

2330.

Additional options including increase users and functions are

available at cost outlined in RFP#22-2330.

Doc ID: d764f592fe8d52740768cb6cdebcdb395f300371



Empyra.com, Inc.

7510 Market St, Suite 8

Boardman, OH 44512-6021

United States
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Audit Trail

Title


File Name


Document ID


Audit Trail Date Format


Status

Capital Region Workforce Partnership Contract  # 2330

redir

d764f592fe8d52740768cb6cdebcdb395f300371

MM / DD / YYYY

Signed

This document was signed on app.hubspot.com

06 / 28 / 2022

12:55:54 UTC

Sent for signature to Brian Davis (dav113@henrico.us) and

Trevor Aulick (taulick@empyra.com) from esign@hubspot.com

IP: 54.174.54.111

06 / 28 / 2022

12:56:07 UTC

Viewed by Trevor Aulick (taulick@empyra.com)

IP: 74.83.102.96

06 / 28 / 2022

12:56:27 UTC

Signed by Trevor Aulick (taulick@empyra.com)

IP: 74.83.102.96

06 / 28 / 2022

13:23:58 UTC

Viewed by Brian Davis (dav113@henrico.us)

IP: 173.242.168.179

06 / 28 / 2022

13:30:40 UTC

Signed by Brian Davis (dav113@henrico.us)

IP: 173.242.168.179

The document has been completed.06 / 28 / 2022

13:30:40 UTC



 
 

 

 

 

 
DEPARTMENT OF FINANCE 

Oscar Knott, CPP, CPPO, VCO 

Purchasing Director 

COMMONWEALTH OF VIRGINIA 

County of Henrico 
 

 

 

 

 
RFP No. 22-2330-4EMF

April 5, 2022 

Request for Proposal (“RFP”) 

 Customer Case Management and Data Collection 

System for Workforce Services 

 

Your firm is invited to submit a proposal to provide a customizable collaborative Customer Case 

Management and Data Collection System for Workforce Services for Virginia’s Capital Region 

Workforce Partnership (CRWP), under provisions of the Workforce Innovation and Opportunity 

Act (WIOA) and in accordance with the enclosed Specifications and General Terms and 

Conditions. Pursuant to Section 2.2-4304 of the Code of Virginia, this procurement is a 

cooperative procurement being conducted on behalf of CRWP and other public bodies.]   

 
Your firm’s proposal submittal, consisting of one (1) complete electronic copy and one (1) 

redacted electronic copy (if applicable) in a “pdf” format, will be received no later than, 

May 16, 2022, at 2:00 p.m. by submission through the Commonwealth of Virginia’s electronic 

procurement platform eVA. 
 

Time is of the essence, and any offeror that attempts to submit a proposal after the appointed 

hour for submission, will be unable to, because eVA automatically closes the solicitation at the 

appointed time. The time of receipt shall be determined by the time clock in eVA. Offerors are 

responsible for ensuring that their proposals are submitted in eVA by the deadline indicated. 

 
Nothing herein is intended to exclude any responsible offeror or in any way restrain or restrict 

competition. On the contrary, all responsible offerors are encouraged to submit proposals. The 

County of Henrico reserves the right to accept or reject any or all proposals submitted. 

 
Pursuant to Henrico County Code Section 16-43, the award will be made by the Capital 

Region Workforce Partnership. 

 
This RFP and any addenda are available on the County of Henrico website at: 

http://henrico.us/finance/divisions/purchasing, and on eVA at https://eva.virginia.gov/. 
 

Should you have any questions concerning this RFP, please contact Eileen Falcone at 

fal51@henrico.us by no later than noon, May 3, 2022. 

Very truly yours, 

Oscar Knott, CPP, CPPO, VCO 

Purchasing Director 

 
Eileen M. Falcone, CPPB 

Assistant Division Director 
 
 

 
 
Version 7.29.20 

8600 Staples Mill Road / P.O. Box 90775 / Henrico, VA 23273-0775 
Phone: (804)501-5660 / Fax: (804)501-5693

http://henrico.us/finance/divisions/purchasing
https://eva.virginia.gov/
mailto:fal51@henrico.us
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I. INTRODUCTION AND BACKGROUND 
A. Purpose 

 
The intent and purpose of this Request for Proposal (RFP), and the resulting contract, 
is to obtain a SaaS, cloud- based, encrypted data system from a qualified firm to 
provide a virtual collaborative customer-staff platform for successful case 
management, document collection and reporting of workforce services, in accordance 
with the Scope of Services section of the solicitation. 

 
B. Background and Governance 

 
The Capital Region Workforce Partnership (CRWP) in partnership with the Capital 
Region Workforce Development Board (CRWDB) is announcing this RFP on behalf of 
Local Workforce Development Area IX (LWDA #9) which is comprised of the counties 
of Charles City, Chesterfield, Goochland, Hanover, Henrico, New Kent, Powhatan and 
the City of Richmond. Per the Intergovernmental Agreement for the Capital Region 
Workforce Partnership, the County of Henrico is designated as the fiscal agent and 
administrative entity for the Local Workforce Development Area #9 (LWDA #9), also 
known as the CRWP, CRWDB and Virginia Career Works- Capital Region. 
 
CRWP is currently using My Oneflow platform by Empyra  
 
Note: This RFP is being issued by the Department of Finance, Purchasing Division, at 
the request of, and on behalf of, CRWP. While the Purchasing Division issued the 
RFP, it did not develop the RFP, will not evaluate submitted proposals, will not award 
any resulting contract, and will not be a signatory to any contract entered into by CRWP 
pursuant to this RFP. The RFP was developed by the CRWP staff, with the County’s 
Purchasing Division providing technical assistance. The CRWP is the awarding 
authority and will negotiate and contract with any Successful Offeror (s). The County 
serves as the Fiscal Agent and Grant Recipient for LWDA#9. 

 . 
C. Eligible Offeror(s): 

 
Any private for-profit entity, private non- profit entity, government agency, or 

educational institution that can demonstrate the capacity to have an off the shelf 

customizable system. 

 
II. FUNDING  

 

The CRWP estimated award amount is $80,000. The funds awarded under the terms of 
this RFP is 100% funded through Department of Labor funding including WIOA. 

 
It is anticipated that the proposed solution shall commence August 1, 2022.  

 

Offerors are prohibited from contacting or discussing this RFP with members of the CRWP 
board, elected officials or its administrative staff. 
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III. SCOPE OF SERVICES 
 

A. General Specifications 

The proposed solution must have a single integrated platform with customizable configurations 

to support the typical workflows of the day-to-day collaborative system data system virtually. 

The proposed solution must have portals that are designed to support and segment multiple 

stakeholders such as customers, staff, internal partners and external partners. This data 

system will be used as a portal to our customers but not as the main system of record for our 

service delivery. Information collected in this system must be downloadable for transfer to 

Virginia State System of record. Therefore, the following requested system portals must at a 

minimum, have the following capabilities:  

1. Customer Portal 
a. Provide the customer to securely self-register and complete documents for 

eligibility and ongoing case management services that include two-point 
verification of signature and/or sign in. AdobeSign is the preferred signature 
provider.   

b. Provide a request que for the customer and case manager to schedule 
appointments, send reminders and requests for additional information including 
documentation.  

 
2. Events and Training Portal 

a. Provide staff the ability to upload training for customers, employers, and 
partners to view live or recorded information.  

b. The proposed solution shall be able to track attendance for the individuals 
reviewing of such recordings.  

 
3. Documents Management Portal 

a. As part of the collaborative flow, the current customer forms being used by 
CRWP must be able to be stored and be protected under a configurable unique 
identification code. 

b. Document management shall be searchable, auditable, and easy to retrieve.  
 

4. Communications Portal 
a. Shall link to Outlook, text messaging, and email.  
b. The proposed solution must also have the ability to send surveys, notifications, 

reminders and approval/denial notifications and other service related 
notifications back to sender.  

  
5. Reporting - AdHoc Reporting and Analytics Portal 

This portal must provide a funnel for the other portals data collection, including 
demographics, forms completed, duration of time between each registration, form 
completion, and eligibility determination for reporting and analytics.  
 

6. Mobile Portal 
a. The proposed solution shall offer a mobile app available in the app stores at no 

additional cost. 
b. Allow customers to register for services, view upcoming appointments, upload 

documents for staff, such as, personal protected information, receipts, 
attendance records, etc.   
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7. Security Tracking and Auditing Portal 
a. Must be able to provide a tracking log of dates and time by all users, 

(customers, staff, partners, internal and external customers) for administrative 
use. . 

b. Have an automated time out feature when system idle and not in use.  
c. Provide notification of breaches or suspected breaches.  

 
8. Forms/ Surveys Portal 

a. Shall allow for the configuration of forms which are typically completed in 
person, to be completed virtually.  

b. Allow forms to be downloadable and/or printed in its original format with 
time/date stamp.  

 
9. Work Experience Tracking and time reporting Portal 

Shall provide a place for documents to be completed and approved.  
 

10. Ongoing Configuration Support and Training Portal 
Must include a help desk, break-fix, workflow mapping, form integration, a user focus 
group for system enhancements and reporting.  
 

11. User Authentication Portal 
All users , customers, staff and partners, must have a secured and encrypted way of 
logging in using industry best practices. 
 

12. Overall security Portal 
The proposed solution must handle best modern security practices in presenting, 
storing, downloading and transmitting any data in and out of the system.   
 

B. Workflow Specifications 
The proposed solution will have preferred Work-Flows that will have the ability to provide 
several layers of approval, notifications and completion dates. 

1.  Approvers – (Person(s) who may approve or reject submittals based on this form), 
Optional (Person(s) who may approve or reject submittals based on this form – a second 
level of approval).  

2. Copy recipients – (Persons who are copied when the originator submits the form; 
Approvers are automatically notified, so do not include them in this list).  

3. Action notices – (Originator and Approvers and Completers are automatically notified of 
approval action; do not include them in Action Notice list; use this only for other persons 
to be notified).  

4.  Completers – (Completers are authorized to mark the form as completed [fulfilled]. They 
are automatically notified when a form is approved (or approved with conditions).  Not all 
forms need a "completer"; use a completer only if something has to be done after 
approval, such as issuing a check, purchasing an item, filing a document, etc.) 

5. Approvals or Declines can be submitted with or without comments. 
6. The Workflow Forms system will have an easy-to-use form development tool so the staff 

can generate new forms as needs arise. 
7. The Workflow Forms system must be integrated with the Outlook/Exchange e-mail/text 

messaging system.  
8. The Workflow Forms system must be able to update other parts of the system upon the 

approval process to eliminate rekeying of data.  
9. The Workflow Forms system will provide several standard reports by User and Statuses 

of the Form submitted.  
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10. The Workflow Forms system will provide a standard History Report of Forms that have 
been Approved or Declined. 

 
C. Anticipated System Users 
 

The CRWP anticipates the system will be used by at least 20 partners, 100 employers, and 80 
staff. CRWP anticipates at least 300 new jobseekers will be using the service annually.  
 

D. Customer Service 
 

The Successful Offeror must have a commitment to quality when serving CRWP’s businesses 
and job seekers customers. CRWP has an established 100% as the standard for customer 
satisfaction for businesses and job seekers. 
 

IV. COUNTY RESPONSIBILITIES 

The County will designate an individual to act as the County’s representative with respect 

to the work to be performed under this contract. Such individual shall have the authority 

to transmit instructions, receive information, and interpret and define the County’s policies 

and decisions with respect to the contract. 

 
V. ANTICIPATED PROCUREMENT SCHEDULE 

The following represents the timeline of the process currently anticipated by the County: 

 
Request for Proposal Distributed April 5, 2022; 2:00 p.m. 

Advertised April 10, 2022 

Questions Due May 3, 2022; noon. 

Receive Written Proposals May 16, 2022 2:00 p.m. 

Conduct Oral Interviews with Offerors May 26, 2022 

Negotiations Completed June, 2022 

Award Contract June, 2022 

Data System Begin August 1, 2022 

 
VI. GENERAL CONTRACT TERMS AND CONDITIONS 

For the purposes of this Section (IV) (“General Contract Terms and Conditions”), the 

term “Contract” refers to the contract resulting from this procurement, and the term 

“CRWP” refers to Capital Region Workforce Partnership. Additionally, the terms 

“Successful Offeror” and “Contractor” and “provider” have the same meaning and refer 

to the Offeror that is awarded the Contract. 

 
A. Annual Appropriations 

The CRWP’s duty to pay compensation under the Contract is conditioned on it 
having available funding through grants, appropriations, and other contracts. None 
of the following entities has a duty to appropriate funding or to otherwise make funds 
available from local revenue sources to satisfy the CRWP’s duty to pay the 
Contractor under the Contract: 

1. The City of Richmond, 
2. The County of Henrico, 
3. The County of Chesterfield, 
4. The County of Hanover, 

5. The County of Charles City County, 

6. The County of New Kent, 
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7. The County of Powhatan, 

8. The County of Goochland, 

9. The CRWP, itself. 

 
If CRWP’s funding for the Contract becomes unavailable, then the Contract will be 
terminated when existing funding is exhausted and the Contractor will have no claim 
or cause of action against any entity for non-appropriation of funds to support the 
Contract. 
 

B. Award of the Contract 
1. CRWP reserves the right to reject any or all proposals and to waive any 

informalities. 

2. The Successful Offeror must, within fifteen (15) calendar days after Contract 

documents are presented for signature, execute and deliver to the CRWP the 

Contract documents and any other forms or bonds required by the RFP. 

3. The Contract resulting from this RFP is not assignable 

4. Notice of award or intent to award may also appear on the Purchasing Office 

website: http://henrico.us/finance/divisions/purchasing/. 
 

C. Collusion 

By submitting a proposal in response to this Request for Proposal, each Offeror 

represents that in the preparation and submission of this proposal, the Offeror did 

not, either directly or indirectly, enter into any combination or arrangement with any 

person, Offeror or corporation or enter into any agreement, participate in any 

collusion, or otherwise take any action in the restraint of free, competitive bidding in 

violation of the Sherman Act (15 U.S.C. § 1 et seq.) or Section 59.1-9.1 through 

59.1-9.17 or Sections 59.1-68.6 through 59.1-68.8 of the Code of Virginia. 

 
D. Compensation 

The Successful Offeror must submit a complete itemized invoice for services that are 

performed under the Contract. The County shall pay the Successful Offeror for 

satisfactory compliance with the Contract within forty-five (45) days after receipt of a 

proper invoice. 

 
E. Controlling Law and Venue 

The Contract will be made, entered into, and shall be performed in the County and shall 

be governed by the applicable laws of the Commonwealth of Virginia without regard to 

its conflicts of law principles. Any dispute arising out of the Contract, its interpretations, 

or its performance shall be litigated only in the Henrico County General District Court or 

the Circuit Court of the County of Henrico, Virginia. 

 
F. Default 

1. If the Successful Offeror is wholly responsible for a failure to perform the Contract 

(including, but not limited to, failure deliver services, failure to complete 

implementation, or if the services fail to perform as specified herein), the CRWP 

may consider the Successful Offeror to be in default. In the event of default, the 

CRWP will provide the Successful Offeror with written notice of default, and the 

Successful Offeror shall provide a plan to correct the default within 20 calendar 

days of the CRWP’s notice of default. 

http://henrico.us/finance/divisions/purchasing/
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2. If the Successful Offeror fails to cure the default within 20 days, the CRWP, 

among other actions, may complete the Contract work through a third party, and 

the Successful Offeror shall be responsible for any amount in excess of the 

Contract price incurred by the CRWP in completing the work to a capability equal 

to that specified in the Contract. 

 
G. Drug-Free Workplace to be Maintained by the Contractor (VA. Code §2.2-4312) 

1. During the performance of this Contract, the Contractor agrees to (i) provide a 

drug-free workplace for the Contractor’s employees; (ii) post in conspicuous 

places, available to employees and applicants for employment, a statement 

notifying employees that the unlawful manufacture, sale, distribution, 

dispensation, possession, or use of a controlled substance or marijuana is 

prohibited in the Contractor’s workplace and specifying the actions that will be 

taken against employees for violations of such prohibition; (iii) state in all 

solicitations or advertisements for employees placed by or on behalf of the 

Contractor that the Contractor maintains a drug-free workplace; and (iv) include 

the provisions of the foregoing clauses in every subcontract or purchase order of 

over $10,000, so that the provisions will be binding upon each subcontractor or 

vendor. 

2. For the purposes of this section, “drug-free workplace” means a site for the 

performance of work done in connection with a specific contract awarded to a 

contractor in accordance with the Virginia Public Procurement Act, the 

employees of whom are prohibited from engaging in the unlawful manufacture, 

sale, distribution, dispensation, possession or use of any controlled substance or 

marijuana during the performance of the contract. 

 
H. Employment Discrimination by Contractor Prohibited 

1. Contractor certifies to the County of Henrico, Virginia that it will conform to the 

provisions of the Federal Civil Rights Act of 1964, as amended, as well as the 

Virginia Fair Employment Contracting Act of 1975, as amended, where 

applicable, the Virginians With Disabilities Act, the Americans With Disabilities 

Act and § 2.2-4311 of the Virginia Public Procurement Act. If the award is made 

to a faith-based organization, the organization shall not discriminate against any 

recipient of goods, services, or disbursements made pursuant to the contract on 

the basis of the recipient's religion, religious belief, refusal to participate in a 

religious practice, or on the basis of race, age, color, gender or national origin 

and shall be subject to the same rules as other organizations that contract with 

public bodies to account for the use of the funds provided; however, if the faith- 

based organization segregates public funds into separate accounts, only the 

accounts and programs funded with public funds shall be subject to audit by the 

public body. (Code of Virginia, § 2.2-4343.1E). During the performance of this 

Contract, the Contractor agrees as follows (Va. Code § 2.2-4311): 

a) The Contractor will not discriminate against any employee or applicant for 

employment because of race, religion, color, sex, national origin, age, disability, 

or other basis prohibited by state law relating to discrimination in employment, 

except where there is a bona fide occupational qualification reasonably 

necessary to the normal operation of the Contractor. The Contractor agrees to 

post in conspicuous places, available to employees and applicants for 
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employment, notices setting forth the provisions of this nondiscrimination 

clause. 

b) The Contractor, in all solicitations or advertisements for employees placed by or 

on behalf of the Contractor, will state that such Contractor is an equal 

opportunity employer. 

c) Notices, advertisements and solicitations placed in accordance with federal law, 

rule or regulation shall be deemed sufficient for the purpose of meeting the 

requirements of this section. 

2. The Contractor will include the provisions of the foregoing subparagraphs (a), (b), 

and (c) in every subcontract or purchase order of over $10,000, so that the 

provisions will be binding upon each subcontractor or vendor. 

 
I. Employment of Unauthorized Aliens Prohibited 

As required by Virginia Code §2.2-4311.1, the Contactor does not, and shall not 

during the performance of this agreement, in the County of Henrico, Virginia 

knowingly employ an unauthorized alien as defined in the Federal Immigration 

Reform and Control Act of 1986. 

 
J. Ethics in Public Contracting 

Contractor certifies that its proposals are made without collusion or fraud and that 

they have not offered or received any kickbacks or inducements from any other 

offeror, supplier, manufacturer or subcontractor in connection with its proposal, and 

that they have not conferred on any public employee having official responsibility for 

this procurement transaction any payment, loan, subscription, advance, deposit of 

money, services or anything of more than nominal value, present or promised, 

unless consideration of substantially equal or greater value was exchanged. 

 
K. Antitrust 

By entering into a contract, the Successful Offeror conveys, sells, assigns, and 

transfers to the CRWP all rights, title and interest in and to all causes of action it may 

now have or hereafter acquire under the antitrust laws of the United States and the 

Commonwealth of Virginia, relating to the particular services purchased or acquired 

by the CRWP under the contract. 

 
L. Testing and Inspection 

The CRWP reserves the right to conduct any test/inspection it may deem advisable 

to assure services conform to the specifications.  

 

Assignment of Contract 

A contract shall not be assignable by the Successful Offeror in whole or in part 

without the written consent of the CRWP. 

 
M. Indemnification 

Unless prohibited by law from doing so, the Successful Offeror (s) agrees to 
indemnify, defend, and hold harmless the CRWP, the City of Richmond, the County 
of Henrico, the County of Chesterfield, the County of Hanover, Charles City County, 
the County of New Kent, the County of Powhatan, and the County of Goochland 
(each, an “Indemnified Entity”) as well as their respective officers, agents and 
employees from any claims, damages, suits, actions, liabilities and costs of any kind 
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or nature, including attorneys’ fees, arising from or caused by the provision of any 
goods and/or services, the failure to provide any goods and/or services and/or the 
use of any services and/or goods furnished (or made available) by the Successful 
Offeror (s), provided that such liability is not attributable to an Indemnified Entity’s 
sole negligence. 

 
Notwithstanding anything to the contrary contained in the Contract, the indemnity 
and hold harmless provisions shall not apply to any school board, school division, 
local government, or other political subdivision of the Commonwealth of Virginia 
when any of these governmental units are the Contractor. 

 
N. Insurance Requirements 

The Successful Offerors shall maintain insurance to protect itself and CRWP, the city 
and counties comprising Local Workforce Area #9 and the County of Henrico, 
Virginia, in its capacity as fiscal agent from claims under the Workers' Compensation 
Act, and from any other claim for damages for personal injury, including death, and 
for damages to property which may arise from the provision of goods and/or services 
under the Contract, whether such goods and/or services are provided by the 
Successful Offeror(s) or by any subcontractor or anyone directly employed by either 
of them. Such insurance shall conform to the Insurance Specifications. (Attachment 
E) 

 
O. No Discrimination against Faith-Based Organizations 

The CRWP does not discriminate against faith-based organizations as that term is 

defined in Va. Code § 2.2-4343.1. 

 
P.  Offeror’s Performance 

1. The Successful Offeror agrees and covenants that its agents and employees shall 

comply with all County, state and federal laws, rules and regulations applicable to 

the business to be conducted under the Contract. 

2. The Successful Offeror shall ensure that its employees shall observe and exercise 

all necessary caution and discretion so as to avoid injury to person or damage to 

property of any and all kinds. 

3. The Successful Offeror shall cooperate with CRWP officials in performing the 

Contract work so that interference with the County’s normal operations will be held 

to a minimalized. 

4. The Successful Offeror shall be an independent contractor and shall not be an 

employee of the County. 

 
Q. Ownership of Deliverable and Related Products 

1. The CRWP shall have all rights, title, and interest in or to all specified or 

unspecified interim and final products, work plans, project reports and/or 

presentations, data, documentation, computer programs and/or applications, and 

documentation developed or generated during the completion of this project, 

including, without limitation, unlimited rights to use, duplicate, modify, or disclose 

any part thereof, in any manner and for any purpose, and the right to permit or 

prohibit any other person, including the Successful Offeror, from doing so.  To 

the extent that the Successful Offeror may be deemed at any time to have any of 

the foregoing rights, the Successful Offeror agrees to irrevocably assign and 

does hereby irrevocably assign such rights to the CRWP and the County. 
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2. The Successful Offeror is expressly prohibited from receiving additional 

payments or profit from the items referred to in this paragraph, other than that 

which is provided for in the general terms and conditions of the Contract. 

3. This shall not preclude Offerors from submitting proposals, which may include 

innovative ownership approaches, in the best interest of the CRWP and the 

County. 

 
R. Record Retention and Audits 

1. The Successful Offeror shall retain, during the performance of the Contract and for 
a period of five years from the completion of the Contract, all records pertaining to 
the Successful Offeror’s proposal and any Contract awarded pursuant to this 
Request for Proposal. Such records shall include but not be limited to all paid 
vouchers including those for out-of-pocket expenses; other reimbursement 
supported by invoices, including the Successful Offeror’s copies of periodic 
estimates for partial payment; ledgers, cancelled checks; deposit slips; bank 
statements; journals; Contract amendments and change orders; insurance 
documents; payroll documents; timesheets; memoranda; and correspondence. 
Such records shall be available to the County or CRWP on demand and without 
advance notice during the Successful Offeror’s normal working hours. 

2. Virginia Community College System and CRWP personnel may perform in- 
progress and post-audits of the Successful Offeror’s records as a result of a 
Contract awarded pursuant to this Request for Proposals. Files would be available 
on demand and without notice during normal working hours. 

3. The Contractor shall submit reports as required by County or CRWP and shall 
maintain records and provide access to them as necessary for County or 
CRWP’s review to assure that funds are being expended in accordance with the 
purposes and provisions of this Contract. 

4. The Contractor shall maintain an official Contract file that contains the signed 
Contract and any modifications to it, and a file that contains all reports, 
correspondence, budget back-up documentation, and all other materials and 
documentations pertaining to this Contract. 

5. The Contractor agrees to preserve all records relating to this Contract for three 
years after the final payment under this Contract, subject to the qualifications set 
forth in 41 CFR Part 29-70 Section 29-70.203-7, “DOL Public Contracts and 
Property Management,” and in applicable state regulations. 

 

S. Severability 

Each paragraph and provision of the Contract is severable from the entire agreement 

and if any provision is declared invalid the remaining provisions shall nevertheless 

remain in effect. 

 
T. Minority-, Woman-, Service Disabled Veteran-Owned, Small Businesses and 

Employment Services Organizations 

It is the policy of the CRWP and the County to actively seek out and provide contracting 

opportunities to minority-, woman-, service disabled veteran-owned, small businesses 

and employment services organizations in procurement transactions made by the 

CRWP and the County. 

 
CRPW and the County strongly encourages all suppliers to respond to Invitations for 

Bids and Request for Proposals and supports the use of minority, woman-, service 
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disabled veteran-owned, small businesses and employment services organizations for 

sub-contracting opportunities. 

 
All formal solicitations are posted on the Commonwealth of Virginia eVA and the 

County’s internet site at http://henrico.us/finance/divisions/purchasing/ and may be 

viewed under the Bids and Proposals link. Construction related solicitations are located 

on eVA and County internet sites and on ProcureWare at 

https://henrico.procureware.com/home. 
 

U. Subcontracts 

No portion of the work shall be subcontracted without prior written consent of the 

CRWP. In the event that the Successful Offeror desires to subcontract some part of the 

work specified in the contract, the Successful Offeror shall furnish CRWP the names, 

qualifications, and experience of the proposed subcontractors. The Successful Offeror 

shall, however, remain fully liable and responsible for the work to be done by his/her 

subcontractor(s) and shall assure compliance with all the requirements of the Contract. 

 
V. Taxes 

1. The Successful Offeror shall pay all County, state, and federal taxes required by 

law and resulting from the work or traceable thereto, under whatever name levied. 

Such taxes shall not be in addition to the Contract price between the County and 

the Successful Offeror because the taxes shall be solely an obligation of the 

Successful Offeror and not the CRWP, CRWP shall be held harmless for same by 

the Successful Offeror. 

2. CRWP is exempt from the payment of federal excise taxes and the payment of 

state sales and use tax on all tangible, personal property for its use or consumption. 

Tax exemption certificates will be furnished upon request. 

 

W. Termination of Contract 

1. CRWP reserves the right to terminate the Contract immediately in the event that the 
Successful Offeror discontinues or abandons operations; is adjudged bankrupt, or  
is reorganized under any bankruptcy law; or fails to keep in force any required 
insurance policies or bonds. 

2. Failure of the Successful Offeror to comply with any section or part of the Contract 
will be considered grounds for immediate termination of the Contract by the CRWP. 

3. If CRWP provides the Successful Offeror written notice of default under section 
(V.F) above and the Successful Offeror does not cure the default in 20 days, or in 
the time otherwise allowed by the CRWP, then the CRWP may terminate the 
Contract immediately upon written notice to the Successful Offeror. 

4. Notwithstanding anything to the contrary contained in the Contract between CRWP 
and the Successful Offeror, CRWP may, without prejudice to any other rights it may 
have, terminate the Contract for convenience and without cause, by giving 30 days’ 
written notice to the Successful Offeror. 

5. If CRWP terminates the Contract, the Successful Offeror will be paid by CRWP for 
all scheduled work completed satisfactorily by the Successful Offeror up to the 
termination date. 

 

 

http://henrico.us/finance/divisions/purchasing/
https://henrico.procureware.com/home
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X. County License Requirement 

If a business is located in the County, it is unlawful to conduct or engage in the 

business without obtaining a business license. If your business is located in the 

County, include a copy of your current business license with your proposal 

submission. If your business is not located in the County, include a copy of your 

current business license with your proposal submission. If you have any questions, 

contact the Business Section, Department of Finance, County of Henrico, telephone 

(804) 501-4310. 

 
Y. Environmental Management 

The Successful Offeror must comply with all applicable federal, state, and local 

environmental regulations. The Successful Offeror is required to abide by the 

County’s Environmental Policy Statement: http://henrico.us/pdfs/risk/env_policy.pdf 

which emphasizes environmental compliance, pollution prevention, continual 

improvement, and conservation. Employees of the Successful Offeror must be 

properly trained and have any necessary certifications to carry out environmental 

responsibilities. The Successful Offeror must immediately communicate any 

environmental concerns or incidents to the assigned CRWP Project Manager and the 

County Risk Manager. 

 
AA. Safety 

1. The Successful Offeror shall comply with and ensure that the Successful 

Offeror’s personnel comply with all current applicable local, state and federal 

policies, regulations and standards relating to safety and health, including, by 

way of illustration and not limitation, the standards of the Virginia Occupational 

Safety and Health Administration for the industry. The provisions of all rules and 

regulations governing safety as adopted by the Safety and Health Codes Board 

of the Commonwealth of Virginia and issued by the Department of Labor and 

Industry under Title 40.1 of the Code of Virginia shall apply to all work under the 

Contract. The Successful Offeror shall provide or cause to be provided all 

technical expertise, qualified personnel, equipment, tools and material to safely 

accomplish the work specified and performed by the Successful Offeror. 

2. Each job site must have a supervisor who is competent, qualified, or authorized 

on the worksite, who is familiar with policies, regulations and standards 

applicable to the work being performed. The supervisor must be capable of 

identifying existing and predictable hazards in the surroundings or working 

conditions which are hazardous or dangerous to employees or the public, and is 

capable of ensuring that applicable safety regulations are complied with, and 

shall have the authority and responsibility to take prompt corrective measures, 

which may include removal of the Successful Offeror’s personnel from the work 

site. 

3. In the event CRWP determines any operations of the Successful Offeror to be 

hazardous, the Successful Offeror must immediately discontinue such 

operations upon receipt of either written or oral notice by CRWP to discontinue 

such practice. 

 

 

 

 

http://henrico.us/pdfs/risk/env_policy.pdf
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BB. Authorization to Transact Business in the Commonwealth 

1. A contractor organized as a stock or nonstock corporation, limited liability 

company, business trust, or limited partnership or registered as a registered 

limited liability partnership or other business form must be authorized to 

transact business in the Commonwealth as a domestic or foreign business 

entity if so required by Title 13.1 or Title 50 of the Code of Virginia or as 

otherwise required by law. 

2. An Offeror organized or authorized to transact business in the 

Commonwealth pursuant to Title 13.1 or Title 50 of the Code of Virginia must 

include in its proposal the identification number issued to it by the State 

Corporation Commission (Attachment C). Any Offeror that is not required to 

be authorized to transact business in the Commonwealth as a foreign 

business entity under Title 13.1 or Title 50 of the Code of Virginia or as 

otherwise required by law must include in its proposal a statement describing 

why the Offeror is not required to be so authorized. 

3. An Offeror described in subsection 2 that fails to provide the required 

information shall not receive an award unless a written waiver is granted by 

the Purchasing Director, his designee, or the County Manager. 

4. Any falsification or misrepresentation contained in the statement submitted by 

the Offeror pursuant to Title 13.1 or Title 50 of the Code of Virginia may be 

cause for debarment by the County. 

5. Any business entity described in subsection 1 that enters into a contract with 

a public body must not allow its existence to lapse or allow its certificate of 

authority or registration to transact business in the Commonwealth if so 

required by Title 13.1 or Title 50 of the Code of Virginia to be revoked or 

cancelled at any time during the term of the contract. 

 

CC. Payment Clauses Required by Va. Code §2.2-4354 

Pursuant to Virginia Code § 2.2-4354: 

1. The Successful Offeror shall take one of the two following actions within seven 

days after receipt of amounts paid to the Successful Offeror by CRWP for all 

or portions of the goods and/or services provided by a subcontractor: (a) pay 

the subcontractor for the proportionate share of the total payment received 

from CRWP attributable to the work performed by the subcontractor under that 

contract; or (b) notify the CRWP and subcontractor, in writing, of the 

Successful Offeror’s intention to withhold all or a part of the subcontractor's 

payment with the reason for nonpayment. 

2. The Successful Offeror that is a proprietor, partnership, or corporation shall 

provide its federal employer identification number to CRWP. Pursuant to 

Virginia Code § 2.2-4354, the Successful Offeror who is an individual 

contractor shall provide his/her social security numbers to CRWP. 

3. The Successful Offeror shall pay interest to its subcontractors on all amounts 

owed by the Successful Offeror that remain unpaid after seven days following 

receipt by the Successful Offeror of payment from CRWP for all or portions of 

goods and/or services performed by the subcontractors, except for amounts 

withheld as allowed in Subparagraph 1. above. 

4. Unless otherwise provided under the terms of the Contract interest shall 

accrue at the rate of one percent per month. 
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5. The Successful Offeror shall include in each of its subcontracts a provision 

requiring each subcontractor to include or otherwise be subject to the same 

payment and interest requirements with respect to each lower-tier 

subcontractor. 

6. The Successful Offeror's obligation to pay an interest charge to a 

subcontractor pursuant to the payment clause in Virginia Code § 2.2-4354 

shall not be construed to be an obligation of the CRWP. A Contract 

modification shall not be made for the purpose of providing reimbursement for 

the interest charge. A cost reimbursement claim shall not include any amount 

for reimbursement for the interest charge. 

 
DD.  Contact Period 

1. The contract period shall be from date of award for a one-year period. 

Contract prices shall remain firm for the contract period. 

2. The contract may be renewed for six (6) additional one-year periods upon the 

sole discretion of the CRWP and availability of funds. 

3. The resulting contract should require the Successful Offeror to give at least a 

ninety (90) day written notice if it does not intend to renew the contract at any 

annual renewal. 

4. The contract shall not exceed a maximum of seven (7) years. 

 
EE.  Occupational Safety & Health Policy Statement 

The Successful Offeror must comply with all applicable federal, state, and local 

occupational safety and health standards. The Successful Offeror is required to 

abide by the County’s Occupational Safety & Health Policy Statement: 

https://henrico.us/pdfs/risk/h_safety_policy.pdf which emphasizes maintaining a 

safe and healthy work environment for all employees, volunteers, and contractors 

who access County property and locations. The Successful Offeror must be 

properly trained and have any necessary certifications to carry out occupational 

safety and health policy responsibilities. The Successful Offeror must immediately 

communicate any concerns or incidents to the assigned CRWP Project Manager 

and the County Risk Manager. 

 
FF.  Changes in the Law 

If, in the sole discretion of the CRWP, a change in the applicable law or regulations 

requires a modification to the terms of the Contract, the CRWP will present 

additional contractual terms to the Contractor, which the Contractor shall accept in 

writing. Unearned payments may be suspended or terminated if the Contractor 

refuses to accept any such additional contractual terms. 

 

GG. Cooperative Procurement  

This procurement is being conducted by the County in accordance with the 

provisions of Section 2.2-4304 of the Code of Virginia. Except for contracts for 

architectural and engineering services, if agreed to by the contractor, other public 

bodies may utilize this Contract. The Contractor shall deal directly with any public 

body it authorizes to use the Contract. The County, its officials, and its employees 

are not responsible for placement of orders, invoicing, payments, contractual 

disputes, or any other transactions between the Contractor and any other public 

body, and in no event shall the County, its officials, or its employees be responsible 

https://henrico.us/pdfs/risk/h_safety_policy.pdf
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for any costs, damages or injury resulting to any party from another public body’s 

cooperative use of a County contract. The County assumes no responsibility for 

any notification of the availability of the Contract for use by other public bodies, but 

the Contractor may conduct such notification. 

 
VII. PROPOSAL SUBMISSION REQUIREMENTS 

 

A. The Purchasing Division will not accept oral proposals, nor proposals received by 

telephone, FAX machine, email or hard copy submissions. Proposals will only be 

accepted through eVA. 

 
B. All erasures, interpolations, and other changes in the proposal shall be signed or 

initialed by the Offeror. 

 
C. The Proposal Signature Sheet (Attachment A) must accompany any proposal(s) 

submitted and be signed by an authorized representative of the Offeror. If the 

Offeror is a firm or corporation, the Offeror must print the name and title of the 

individual executing the proposal. All information requested should be submitted. 

Failure to submit all information requested may result in the Purchasing Division 

requiring prompt submission of missing information and/or giving a lowered 

evaluation of the proposal. 

 
D. Reserved 

 
E. The time proposals are received shall be determined by the time clock in eVA. 

Offerors are responsible for insuring that their proposals are submitted in eVA by the 

deadline indicated. 

 
F. By submitting a proposal in response to this Request for Proposal, the Offeror 

represents it has read and understands the Scope of Services and has familiarized 

itself with all federal, state, and local laws, ordinances, and rules and regulations that 

in any manner may affect the cost, progress, or performance of the Contract work. 

 
 

G. The failure or omission of any Offeror to receive or examine any form, instrument, 

addendum, or other documents or to acquaint itself with conditions existing at the 

site, shall in no way relieve any Offeror from any obligations with respect to its 

proposal or to the Contract. 

 
H. Subject to the limitations of Va. Code § 2.2-4342(F), trade secrets or proprietary 

information submitted by an Offeror in connection with this procurement transaction 

shall not be subject to public disclosure under the Virginia Freedom of Information 

Act; however, the Offeror must invoke the protection of this section prior to or upon 

submission of data or materials, and must identify the data or other materials to be 

protected and state the reasons why protection is necessary (Va. Code § 2.2- 

4342(F)). (Attachment D) 
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I. A proposal may be modified or withdrawn by the Offeror anytime prior to the time 

and date set for the receipt of proposals. The Offeror shall follow the process in 

eVA. No proposal can be withdrawn after the time set for the receipt of proposals 

and for one-hundred twenty (120) days thereafter. 

 
J. The County welcomes comments regarding how the proposal documents and scope 

of services may be improved. Offerors requesting clarification, interpretation of, 

or improvements to the Request for Proposal’s general terms, conditions, and 

scope of services shall submit technical questions concerning the Request for 

Proposal no later than noon, May 3, 2022 in writing. Any changes to this Request 

for Proposals shall be in the form of a written addendum issued by the Purchasing 

Division and it shall be signed by the Purchasing Director or a duly authorized 

representative. Each Offeror is responsible for determining that it has received 

all addenda issued by the Purchasing Division before submitting a proposal. 

 
K. All proposals received on time shall be accepted for consideration. Proposals shall 

be open to public inspection only after award of the Contract. 

 

VIII. PROPOSAL RESPONSE FORMAT 

 
A. Offerors shall submit a written proposal that present the Offeror’s qualifications and 

understanding of the work to be performed. Offerors must address each evaluation 
criterion and be specific in presenting their qualifications. The proposal should 
provide all the information considered pertinent to the Offeror’s qualifications for this 
project. 

 

B. The Offeror should include in its proposal the following: 

 
1. Table of Contents 

Number all pages that include a header and footer identifying the respondent’s 

organization. 

 
2. Tab 1 – Introduction, Signed Forms 

In this tab, the following items should be provided: 

a. Cover Letter – On company letterhead, signed by a person with the corporate 

authority to enter into contracts in the amount of the proposal. 

b. Proposal Signature Sheet – Attachment A (2 pages) 

c. Business Classification Form – Attachment B 

d. Virginia State Corporation Commission Registration Information – 

Attachment C 

e. Proprietary/Confidential Information – Attachment D 

f. WIOA Assurance and Certifications – Attachment F 

 
3. Tab 2 - Statement of the Scope 

In this tab, Offerors, in concise terms, shall state their understanding of the 

Scope of Services requested by this RFP in Section III. Provide a response 

to each item in the Scope of Services. 
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4. Tab 3 - Organization Overview, Qualifications and Experience 
In this tab offerors shall provide the following information. 
a. Executive Summary –Provide a synopsis of your organization’s systems 

include how long the company has been in business and the number of 
employees.  

b. Identify Program Partnerships used to produce  
i. Business Partnership 
ii. Workforce and community partnerships 

iii. Other partners 

d. List the names and titles of all the owners, members of the board of directors, 
and other officers of the agency, corporation, or business. Indicate owners, or 
members, or officers who are present members of CRWP related to such 
individuals. The Successful Offeror shall be responsible for the performance 
of the subcontractor. 

e. If not subcontracting, Offerors should provide a statement to that effect. 

f. Describe your experience providing technology systems for workforce 
development over the last three years include a list of all such contracts 
(current and for the past three (3) years). Please include in your response, if 
your organization, 

i. Has ever been identified as a “High Risk” contractor or auditee? If so, 
describe the circumstances 

ii. Is operating under any form of corrective action, technical assistance or 
performance improvement plan? If so, for what Board and for what 
purpose and what is your progress? 

iii. Within the past two (2) years, have been under any form of sanction? If 
so, describe the sanctioning Board’s basis for the sanction and duration. 

iv. Have any contracts that you have “lost” within the past three (3) years – 
i.e., terminated early or not renewed. Specify the reason(s) for the early 
termination 

v. Have had any questioned cost, how much, when, what program and how 
it was resolved. 

g. Provide references. References must be from organizations providing similar 
services, other funding sources or other professional relations. Contact 
information for each reference to include name, title, and the nature of 
relationships, web address, phone, fax, email and mailing address. 

h. Provide resumes of staff assigned to this project. 
 

5. Tab 4 – Service Approach and Implementation 
In the tab offerors shall provide information on the 
following: 

a. Describe your staffing support team/plan. Include positions and staff areas 

of responsibility as related to the required Scope of Services. Include a copy 

of your current organization chart showing all major functions and 

components and the names of persons occupying named positions.  
b. If subcontracting, Offerors must provide detailed information on the 

services they will provide. Resumes of staff shall also be provided. 
c. Attach a statement from each potential subcontractor signed by a duly 

authorized officer, employee or agent of the organization/agency that 
includes the name and address of the organization/agency, type of work to be 
performed and cost/percentage of the total work to be subcontracted. The 
statement must also include that the subcontractor will perform all work as 
indicated and will comply with all WIOA regulations, state or federal laws and 
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any worked performed in the last two years under WIOA. 
d. Describe efforts to ensure transparency with the program and avoiding 

conflict of interest between the organization and / or its representatives. List 
the names (s) and title (s) of all the owners, members of the board of 
directors, and other officers of the agency, corporation or business. Indicate 
owners, or members, or officers who are present members of CRWP or 
employed by an organization currently participating in any workforce 
development service or center in LWDA 9 or related to such individuals. 

e. Describe your organization’s plan to provide ongoing staff development 
throughout the life of the contract award. 

f. Provide and Implementation Plan – provide a timeline inclusive of the action 
steps to be taken to fully implement the Scope of Services. 

g. Describe the data system’s down time for scheduled service, system 
updates etc. and the level of notification.  

h. Describe the data system’s reliability, and what’s the fix breaks process and 
time.  

 

6. Tab 5 – Data Reporting, Security and Technical  
a. Provide a flowchart that best depicts how services will be provided over the 

course of the data system setup and ongoing.  

b. Describe the number of job seekers, staff, partners and employers that will 

be available to use the system annually.  

c. Describe your organization’s help desk and implementation strategy for its 

data system and program. 

d. Describe the workflows and how it can be configured to meet the needs 

of this RFP. 

e. Describe your system reporting capabilities. 

f. Offeror must indicate what data cannot be queried and the various display 

options. 

g. Describe the secure encryption system from mobile app to live system. 

h. Describe the number of implementation and workflow development hours 

and ongoing support cost annually.  

i. Describe how customer and staff will upload or complete documents 

through mobile app versus` the desktop.  

j. Describe the host site outage and reliability information.  

 
7. Tab 6 – Pricing 

 
In this tab, offerors shall provide an itemized list of all costs associated with 
providing the services outlined in Sec.III of this RFP.  Offerors shall use 
Attachment G to provide pricing over the seven (7) year period. Attachment G 
is provided as a separate Excel attachment. Price shall be evaluated on total 
cost for year 1-7. 

 
8. (if needed) Tab 7 – Exceptions 

In this tab, Offerors shall list any exceptions taken to the Scope of Services and 

General Terms and Conditions of this Request for Proposals. The County intends 

to make the RFP and the Successful Offeror’s proposal a part of the contract 

between the parties, so Offerors should list any exceptions for purposes of 

negotiating the contract 
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9. (if needed) Tab 8 – Assumptions 

In this tab, offerors shall list any assumptions made when responding to this 

Request for Proposals. 

 
10. (if needed Tab 9 – Appendices 

Optional for Offerors who wish to submit additional material that will clarify their 

response. 
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IX. PROPOSAL EVALUATION/SELECTION PROCESS 
 

A. Selection of the Successful Offeror will be based upon submission of proposals 

meeting the selection criteria. The minimum selection criteria will include: 

 
Evaluation Criteria Weight 

Experience and Qualifications 
(In accordance with Section VIII, Items (B4) this criterion considers 
the Offeror’s qualifications, experience, resumes and references of 
the overall Offeror and staff assigned relative to the 
services solicited by this RFP as specified in Section III.) 

 
 

20 

Functional Requirements Implementation (In accordance with 
Section VIII, Items (B3), (B5), and (B8) this criterion considers the 
extent to which the offeror’s proposal satisfies the work requested by 
this RFP and clearly demonstrates the work to be performed as 
specified in Section III.) 

 
 

25 

Reporting, Security and Technical 
(In accordance with Section VIII, Item (B6), this criterion considers 
how the offeror’s proposed solution meets the requirements 
requested by this RFP as specified in Section III.) 

 
30 

Price 
(In accordance with Section VIII, Item (B7), this criterion considers 
the Offeror’s pricing for completing the services requested by this 
RFP and as specified in Section III.) 

 
20 

Quality of Proposal Submission / Oral Presentations 
(This criterion considers the overall quality of the Offeror’s proposal 
submitted and any oral presentations required.) 

 

5 

Total 100 

 
B. For goods, nonprofessional services, and insurance, selection shall be made of two or 

more Offerors deemed to be fully qualified and best suited among those submitting 

proposals, on the basis of the factors involved in the Request for Proposal, including price 

if so stated in the Request for Proposal. In the case of a proposal for information 

technology, as defined in Va. Code § 2.2-2006, CRWP and the County shall not require 

an Offeror to state in a proposal any exception to any liability provisions contained in the 

Request for Proposal. Negotiations shall then be conducted with each of the Offerors so 

selected. The Offeror shall state any exception to any liability provisions contained in the 

Request for Proposal in writing at the beginning of negotiations, and such exceptions shall 

be considered during negotiation. Price shall be considered, but need not be the sole or 

primary determining factor. After negotiations have been conducted with each Offeror so 

selected, the CRWP shall select the Offeror which, in its opinion, has made the best 

proposal and provides the best value, and shall award the contract to that Offeror. Should 

CRWP determine in writing and in its sole discretion that only one Offeror is fully qualified, 

or that one Offeror is clearly more highly qualified than the others under consideration, a 

contract may be negotiated and awarded to that Offeror. 
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ATTACHMENT A 

PROPOSAL SIGNATURE SHEET 

My signature certifies that the proposal as submitted complies with all requirements specified in 
this Request for Proposal (“RFP”) No.22-2330-4EMF Case Management System for 
Workforce Services 

 
My signature also certifies that by submitting a proposal in response to this RFP, the Offeror 
represents that in the preparation and submission of this proposal, the Offeror did not, either 
directly or indirectly, enter into any combination or arrangement with any person or business entity, 
or enter into any agreement, participate in any collusion, or otherwise take any action in the 
restraining of free, competitive bidding in violation of the Sherman Act (15 U.S.C. Section 1) or 
Sections 59.1-9.1 through 59.1-9.17 or Sections 59.1-68.6 through 59.1-68.8 of the Code of 
Virginia. 

 
I hereby certify that I am authorized to sign as a legal representative for the business entity 
submitting this proposal. 

 

LEGAL NAME OF OFFEROR (DO NOT USE TRADE NAME): 

 

ADDRESS: 

 

 

FEDERAL ID NO: 

SIGNATURE: 

NAME OF PERSON SIGNING (PRINT): 

TITLE: 

TELEPHONE: 

FAX: 

EMAIL ADDRESS: 

DATE: 
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ATTACHMENT B 
BUSINESS CATEGORY CLASSIFICATION FORM 

 
Company Legal Name:     

 

This form completed by: Signature:  Title:   
 

Date:   

PLEASE SPECIFY YOUR BUSINESS CATEGORY BY CHECKING THE APPROPRIATE BOX(ES) 

BELOW. 

(Check all that apply.)  

SUPPLIER REGISTRATION – The County of 

Henrico encourages all suppliers interested in 

doing business with the County to register with 
eVA, the Commonwealth of Virginia’s electronic 

procurement portal, http://eva.virginia.gov. 

 

eVA Registered? Yes No 

SMALL BUSINESS 

WOMEN-OWNED BUSINESS 

MINORITY-OWNED BUSINESS 

SERVICE-DISABLED VETERAN 

EMPLOYMENT SERVICES ORGANIZATION 

NON-SWaM (Not Small, Women-owned or Minority-owned) 

 
If certified by the Virginia Minority Business Enterprises (DMBE), provide DMBE certification number and expiration date. 

  NUMBER   DATE 

 

DEFINITIONS 

For the purpose of determining the appropriate business category, the following definitions apply: 

"Small business" means a business, independently owned and controlled by one or more individuals who are U.S. citizens or legal resident aliens, and together with affiliates, 
has 250 or fewer employees, or annual gross receipts of $10 million or less averaged over the previous three years. One or more of the individual owners shall control both the 
management and daily business operations of the small business. 

"Women-owned business" means a business that is at least 51 percent owned by one or more women who are U.S. citizens or legal resident aliens, or in the case of a 
corporation, partnership, or limited liability company or other entity, at least 51 percent of the equity ownership interest is owned by one or more women who are U.S. citizens 
or legal resident aliens, and both the management and daily business operations are controlled by one or more women. 

"Minority-owned business" means a business that is at least 51 percent owned by one or more minority individuals who are U.S. citizens or legal resident aliens, or in the case 
of a corporation, partnership, or limited liability company or other entity, at least 51 percent of the equity ownership interest in the corporation, partnership, or limited liability 
company or other entity is owned by one or more minority individuals who are U.S. citizens or legal resident aliens, and both the management and daily business operations are 
controlled by one or more minority individuals. 

"Minority individual" means an individual who is a citizen of the United States or a legal resident alien and who satisfies one or more of the following definitions: 

1. "African American" means a person having origins in any of the original peoples of Africa and who is regarded as such by the community of which this person claims 
to be a part. 

 
2. "Asian American" means a person having origins in any of the original peoples of the Far East, Southeast Asia, the Indian subcontinent, or the Pacific Islands, 
including but not limited to Japan, China, Vietnam, Samoa, Laos, Cambodia, Taiwan, Northern Mariana Islands, the Philippines, a U.S. territory of the Pacific, India, 
Pakistan, Bangladesh, or Sri Lanka and who is regarded as such by the community of which this person claims to be a part. 

 
3. "Hispanic American" means a person having origins in any of the Spanish-speaking peoples of Mexico, South or Central America, or the Caribbean Islands or other 
Spanish or Portuguese cultures and who is regarded as such by the community of which this person claims to be a part. 

 
4. "Native American" means a person having origins in any of the original peoples of North America and who is regarded as such by the community of which this person 
claims to be a part or who is recognized by a tribal organization. 

"Service disabled veteran business" means a business that is at least 51 percent owned by one or more service disabled veterans or, in the case of a corporation, partnership, 
or limited liability company or other entity, at least 51 percent of the equity ownership interest in the corporation, partnership, or limited liability company or other entity is 
owned by one or more individuals who are service disabled veterans and both the management and daily business operations are controlled by one or more individuals who are 
service disabled veterans. 

"Service disabled veteran" means a veteran who (i) served on active duty in the United States military ground, naval, or air service, (ii) was discharged or released under 
conditions other than dishonorable, and (iii) has a service-connected disability rating fixed by the United States Department of Veterans Affairs. 

“Employment services organization” means an organization that provides community-based employment services to individuals with disabilities that is an approved 
Commission on Accreditation of Rehabilitation Facilities (CARF) accredited vendor of the Department of Aging and Rehabilitative Services. 

http://eva.virginia.gov/
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ATTACHMENT C 
Virginia State Corporation Commission (SCC) 

Registration Information 
 

The Offeror: 
 

is a corporation or other business entity with the following SCC identification number: 

  -OR- 
 

is not a corporation, limited liability company, limited partnership, registered limited liability 

partnership, or business trust -OR- 
 

is an out-of-state business entity that does not regularly and continuously maintain as part of 

its ordinary and customary business any employees, agents, offices, facilities, or inventories in 

Virginia (not counting any employees or agents in Virginia who merely solicit orders that require 

acceptance outside Virginia before they become contracts, and not counting any incidental 

presence of the Bidder in Virginia that is needed in order to assemble, maintain, and repair 

goods in accordance with the contracts by which such goods were sold and shipped into 

Virginia from Bidder’s out-of-state location) -OR- 
 

is an out-of-state business entity that is including with this bid/proposal an opinion of legal 

counsel which accurately and completely discloses the undersigned Bidder’s current contracts 

with Virginia and describes why those contracts do not constitute the transaction of business in 

Virginia within the meaning of §13.1-757 or other similar provisions in Titles 13.1 or 50 of the 

Code of Virginia. 

 
Please check the following box if you have not checked any of the foregoing options but 

currently have pending before the SCC an application for authority to transact business in the 

Commonwealth of Virginia and wish to be considered for a waiver to allow you to submit the 

SCC identification number after the due date for bids: 
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ATTACHMENT D 
PROPRIETARY/CONFIDENTIAL INFORMATION IDENTIFICATION 

 

 
NAME OF OFFEROR:    

 

 

Trade secrets or proprietary information submitted by an Offeror shall not be subject to public 

disclosure under the Virginia Freedom of Information Act; however, the Offeror must invoke the 

protections of Va. Code § 2.2-4342(F) in writing, either before or at the time the data or other 

materials are submitted. The Offeror must specifically identify the data or materials to be protected 

including the section(s) of the proposal in which it is contained and the pages numbers, and state 

the reasons why protection is necessary. A summary of trade secrets and proprietary information 

submitted shall be submitted on this form. The proprietary or trade secret material submitted must 

be identified by some distinct method such as highlighting or underlining and must indicate only 

the specific words, figures, or paragraphs that constitute trade secret or  proprietary  information. 

Va. Code § 2.2-4342(F) prohibits an Offeror from classifying an entire proposal, any portion of a 

proposal that does not contain trade secrets or proprietary information, line item prices, or total 

proposal prices as proprietary or trade secrets. If, after being given reasonable time, the Offeror 

refuses to withdraw such classification(s), the proposal will be rejected. 
 

SECTION/TITLE PAGE 

NUMBER(S) 

REASON(S) FOR WITHHOLDING FROM 

DISCLOSURE 
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ATTACHMENT E 

CAPITAL REGION WORKFORCE PARTNERSHIP and the COUNTY OF HENRICO 

INSURANCE SPECIFICATIONS 

The following insurance coverages and limits are required in order to provide goods, 

services, construction, professional and non-professional services to Capital Region 

Workforce Partnership. These requirements are specific to this procurement and may or 

may not be the same for future requests. 

 
Please be sure and review the Additional Requirements Section 

 
The Successful Bidder/Offeror shall carry Public Liability Insurance in the amount specified below, 

including contractual liability assumed by the Successful Bidder/Offeror, and shall deliver a 

Certificate of Insurance from carriers licensed to do business in the Commonwealth of Virginia 

and that is representative of the insurance policies. The Certificate shall show that the policy has 

been endorsed to add the Capital Region Workforce Partnership and all participating Cities and 

Counties are named as an additional insured for the Commercial General Liability coverage. The 

certificate must not show in the description of operations section that it is issued specific 

to any bid, job, or contract. The coverage shall be provided by a carrier(s) rated not less than 

“A-” with a financial rating of at least VII by A.M. Best or a rating acceptable to CRWP and the 

County. In addition, the Successful Bidder/Offeror shall agree to give the County a minimum of 

30 days prior notice of any cancellation or material reduction in coverage. 

 
 Workers’ Compensation 

 

Statutory Virginia Limits 

Employers’ Liability Insurance - $100,000 for each Accident by employee 

$100,000 for each Disease by employee 

$500,000 policy limit by Disease 

 
Commercial General Liability 

 

$1,000,000 each occurrence including contractual liability for specified agreement 

$2,000,000 General Aggregate (other than Products/Completed Operations) 

$2,000,000 General Liability-Products/Completed Operations 

$1,000,000 Personal and Advertising injury 

$ 100,000 Fire Damage Legal Liability 

 
Business Automobile Liability – including owned, non-owned and hired car coverage 

 

Combined Single Limit - $1,000,000 each accident 

 
Umbrella Liability 

 

$2,000,000 Per Occurrence and in the aggregate 
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Additional Requirements 

 
In addition to the requirements above, the Successful Bidder/Offeror shall thoroughly 

review the scope of work that is included and if any of the following are included in the 

services that will be provided, the following additional insurance will be required, if 

required: 
 

         Professional Liability - $2,000,000 Per Occurrence (or limit in accordance with 
Statute for Medical Professional) 
Required if the Scope includes providing advice or consultation including but not limited 

to; lawyers, bankers, physicians, programming, design (including construction design), 

architects & engineers and others who require extensive education and/or licensing to 

perform their duties. 
 

         Cyber Liability - $2,000,000 Per Occurrence 
Required if the Scope includes the collection and electronic transmittal of Personal 

Health Insurance (PHI), or any other demographic data on individuals including but not 

limited to Name, Address, Social Security Numbers or any other sort of personally 

identifying information. 
 

         Abuse and Molestation Coverage - $1,000,000 Per Occurrence 
Required if the scope of work includes the offering of professional or non-professional 

services to any child or student where one on one contact or consultation is to be provided. 
 

Pollution Liability - $1,000,000 Per Occurrence 
Required if the scope of work involves the use (other than in a motor vehicle) or removal of a 

substance or energy introduced into the environment that potentially has an undesired effect 

or affects the usefulness of a resource. These include, but are not limited to Asbestos, 

 PCB’s, Lead, Mold, and Fuels. 
 

Explosion, Collapse & Underground Coverage (XCU) 
Required of a Contractor in limits equal to the General Liability Limit when the Scope 

includes any operations involving Blasting, any work underground level including but not 

limited to wires, conduit, pipes, mains, sewers, tanks, tunnels, or any excavation, drilling, 

or similar work. 
 

Builders Risk Coverage 
Required if the scope of work includes the ground up construction of a structure. Limit of 

insurance shall be 100% of the completed value of the structure. For projects for the 

 renovation of an existing structure, The County shall insure the Builder’s Risk with the 

Contractor being responsible for the first $10,000 of any claim. 
 

         Other as Specified Below 
Professional requirements for Errors & Omissions Coverage 
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NOTE 1: The commercial general liability insurance shall include contractual liability. The contract 

documents include an indemnification provision(s). The CRWP and the County 

makes no representation or warranty as to how the Bidder/Offeror’s insurance 

coverage responds or does not respond. Insurance coverages that are 

unresponsive to the indemnification provision(s) do not limit the Bidder/Offeror’s 

responsibilities outlined in the contract documents. 

 
NOTE 2:     The intent of this insurance specification is to provide the coverage required and  the 

limits expected for each type of coverage. With regard to the Business Automobile 

Liability and Commercial General Liability, the total amount of coverage can be 

accomplished through any combination of primary and excess/umbrella insurance. 

This insurance shall apply as primary insurance and non-contributory with respect 

to any other insurance or self-insurance programs afforded CRWP and the County 

of Henrico. This policy shall be endorsed to be primary with respect to the 

additional insured. 

 
NOTE 3:  Title 65.2 of the Code of Virginia requires every employer who regularly employs three 

or more full-time or part-time employees to purchase and maintain workers' 
compensation insurance. If you do not purchase a workers’ compensation policy, 
a signed statement is required documenting that you are in compliance with Title 
65.2 of the Code of Virginia. 

 
NOTE 4: The Certificate Holder Box shall read as follows: 

Capital Region Workforce Partnership and County of Henrico 
1001 N. Laburnum Avenue, Suite B 

Henrico, VA 23223 
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ATTACHMENT F 

 
A. WIOA Compliance with Applicable Laws, Regulations 

1. The Offeror must assure compliance, as appropriate, with the provision of 
Section 89 of the Internal Revenue Code; 

2. The Offeror shall comply with the WIOA and attendant regulations. The Offeror 
further certifies that it has no commitments or obligations that are inconsistent 
with compliance with these and any other pertinent federal regulations and 
policies, and that any other agency, organization, or party which participates in 
the implementation of the programs funded pursuant to this Contract shall have 
no such commitments or obligations; 

3. The Offeror shall comply with Section 504 of the Rehabilitation Act of 1973, as 
amended (29 U.S.C. § 794), all requirements imposed by the applicable USDOL 
regulations (29 CFR Part 32) and all guidelines and interpretations issued 
pursuant there to; 

4. The Offeror shall comply with Titles VI, VII, and IX of the Civil Rights Act of 1964 
(P.L. 88-352) and the regulations issued pursuant thereto. The Offeror shall not 
unlawfully discriminate against any employee or applicant for employment 
because of race, religion, color, sex, age, or national origin unless it is a bona 
fide occupational qualification reasonably necessary to the normal operation of 
this Contract. The Offeror agrees to put in conspicuous places, available to 
employees and applicants for employment, notice setting forth the provisions of 
this nondiscrimination clause. 

5. The Offeror agrees to include the provisions of the foregoing clauses in every 
subcontract or purchase order of over $10,000, so that the provisions shall be 
binding upon each Offeror or vendor faith; 

6. The Offeror shall comply with prohibitions on discrimination under Sec.188 of the 
WIOA; 

7. The Offeror shall comply with the Virginia Public Procurement Act, §§ 2.2-4300 et 
seq. of the Code of Virginia; 

8. The Offeror shall conform to the Virginia Freedom of Information Act, §§ 2.2- 
3700 et seq. of the Code of Virginia, except as otherwise required by federal or 
state law, consistent with federal confidentiality requirements and with the 
Government Data Collection and Dissemination Practices Act, §§ 2.2-3800 et 
seq. of the Code of Virginia; 

9. The Offeror shall conform to the standards of the Occupational Safety and Health 
Standards for General Industry (29 CFR Part 1910) inclusive of the "Virginia 
Preface to OSHA Standards Book for General Industry"; 

10. The Offeror shall conform to and comply with all relevant procedures, guidelines, 
and directives created by the Virginia Board of Workforce Development as 
provided in §§ 2.2-2472 et seq. of the Code of Virginia; 

11. The Offeror shall conform to the Virginia Child Labor Laws, §§ 40.1-78 et seq. of 
the Code of Virginia; 

12. The Offeror shall conform to the Virginia Workers’ Compensation Act, §§ 65.2 et 
seq. of the Code of Virginia; 
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13. The provisions of the following Acts, applicable regulations made pursuant to 
said Acts, and other listed directives are hereby incorporated by reference. All 
changes to said Acts, regulations, and directives are automatically incorporated 
into this Agreement. 

a. Title I of the WIOA (P.L. 113-128); 

b. WIOA 20 CFR Parts 601, 651, 652 et al. Workforce Innovation and 
Opportunity Act; Notice of Proposed Rulemaking; Proposed Rules including 
subsequent revisions or amendments; 

c. Duly authorized waivers approved by the USDOL; Page 13 

d. Contract Work Hours and Safety Standards Act (40 U.S.C. §§ 327-332); 

e. OMB 2 CFR Chapter I, Chapter II, Part 200, et al. Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards; 
Final Rule dated December 26, 2013; 

f. OMB 2 CFR Part 2900 USDOL Exceptions to Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards 
dated December 19, 2014; 

g.  USDOL administrative regulations, at 41 CFR Part 29-70 (property 
management-private), 29 CFR Part 93-94 (lobbying restrictions and drug- 
free workplace), and 29 C.F. R. Part 96-98 (audits, uniform administrative 
requirements and debarment and suspension); 

h. Nothing in the WIOA (including the amendments made by this Act) shall be 
construed to supersede the privacy protections afforded parents and 
students under section 444 of the General Education Provisions Act (20 
U.S.C. 1232g); 

i.  Executive Order 13333- Human Trafficking (22 U.S.C. §7104 (g)) requires 
termination without penalty, if a subgrantee, Offeror, or subcontractor 
engages in human trafficking; 

j. Executive Order 13513- Prohibition Against Text Messaging While Driving 
by Government Offeror, Subcontractors and Recipients Subrecipients; 

k. Buy American Notice Requirements: None of the funds made available 
under Title I of the WIOA may be expended by an entity unless the entity 
agrees that in expending the funds the entity will comply with (41 U.S.C. 
8301-8303); 

l. Federal Funding Accountability and Transparency Act of 2006 or 
Transparency Act—Public Law 109–282, as amended by section 6202(a) of 
Public Law 110–252 (31 U.S.C. 6101); 

m. Equal Employment Opportunity Directives; 

n. Titles II and III of the Uniform Relocation Assistance and Real Property 
Acquisition Policies Act of 1970 (P.L. 91-646) that provide for fair and 
equitable treatment of persons displaced or whose property is acquired for 
project purposes of Federal or federally Page 14 assisted programs, 
regardless of Federal participation in purchases; 

o. Title IX of the Education Amendments of 1972 (P.L. 92-318), as amended, 
which prohibits discrimination on the basis of sex; 
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p. The Age Discrimination Act of 1975, as amended; 

q. The Comprehensive Alcohol Abuse and Alcoholism Prevention, Treatment 
and Rehabilitation Act of 1970 (P.L. 91-616), as amended, relating to 
nondiscrimination on the basis of alcohol abuse or alcoholism; and 

r. The Americans with Disabilities Act of 1990 (P.L. 101-336). 

B. Certifications 
The following certifications are incorporated by reference and are a part of this 
Agreement: 

1. Certification Regarding Lobbying (29 CFR § 93); 

2. Drug-free Workplace Requirements Certification (29 CFR § 98); 

3. Nondiscrimination and Equal Opportunity Assurance (29 CFR § 37); 

4. Certification Regarding Debarment, Suspension, and Other Responsibility 

Matters (29 CFR § 98). 

5. The Contractor agrees that the information in this contract is correct to the 

best of his knowledge and belief. Any intentionally false or misleading 

information provided by the Contractor and relied upon by CRWP in 

appropriating funds for the project authorized by this Contract shall be cause 

for termination of this Contract, and CRWP shall be entitled to recover all 

monies previously paid under this Contract, caused by such intentionally false 

or misleading information. 

C.. Contract Provisions for non-Federal Entity Contracts under Federal Awards 

1. Equal Employment Opportunity. Except as otherwise provided under 41 CFR 

Part 60, all contracts that meet the definition of “federally assisted construction 

contract” in 41 CFR Part 60-1.3 must include the equal opportunity clause 

provided under 41 CFR 60-1.4(b), in accordance with Executive Order 11246, 

“Equal Employment Opportunity” (30 FR 12319, 12935, 3 CFR Part, 1964-1965 

Comp., p. 339), as amended by Executive Order 11375, “Amending Executive 

Order 11246 Relating to Equal Employment Opportunity,” and implementing 

regulations at 41 CFR part 60, “Office of Federal Contract Compliance Programs, 

Equal Employment Opportunity, Department of Labor.” 

2. Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal 

program legislation, all prime construction contracts in excess of $2,000 awarded 

by non-Federal entities must include a provision for compliance with the Davis- 

Bacon Act (40 U.S.C. 3141-3144) as supplemented by Department of Labor 

regulations (29 CFR Part 5, “Labor Standards Provisions Applicable to Contracts 

Covering Federally Financed and Assisted Construction”). In accordance with the 

statute, contractors must be required to pay wages to laborers and mechanics at 

a rate not less than the prevailing wages specified in a wage determination made 

by the Secretary of Labor. In addition, contractors must be required to pay wages 

not less than once a week. The non-Federal entity must place a copy of the 

current prevailing wage determination issued by the Department of Labor in each 

solicitation. The decision to award a contract or subcontract must be conditioned 

https://www.law.cornell.edu/cfr/text/41/part-60
https://www.law.cornell.edu/cfr/text/41/part-60
https://www.law.cornell.edu/cfr/text/41/part-60
https://www.law.cornell.edu/cfr/text/41/part-60-1.3
https://www.law.cornell.edu/cfr/text/41/60-1.4
https://www.law.cornell.edu/rio/citation/30_FR_12319
https://www.law.cornell.edu/cfr/text/41/part-60
https://www.law.cornell.edu/uscode/text/40/
https://www.law.cornell.edu/uscode/text/40/3141
https://www.law.cornell.edu/uscode/text/40/3148
https://www.law.cornell.edu/uscode/text/40/
https://www.law.cornell.edu/uscode/text/40/3141
https://www.law.cornell.edu/uscode/text/40/3144
https://www.law.cornell.edu/cfr/text/29/part-5
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upon the acceptance of the wage determination. The non-Federal entity must 

report all suspected or reported violations to the Federal awarding agency. The 

contracts must also include a provision for compliance with the Copeland “Anti- 

Kickback” Act (40 U.S.C. 3145), as supplemented by Department of Labor 

regulations (29 CFR Part 3, “Contractors and Subcontractors on Public Building 

or Public Work Financed in Whole or in Part by Loans or Grants from the United 

States”). The Act provides that each contractor or subrecipient must be 

prohibited from inducing, by any means, any person employed in the 

construction, completion, or repair of public work, to give up any part of the 

compensation to which he or she is otherwise entitled. The non-Federal entity 

must report all suspected or reported violations to the Federal awarding agency. 

3. Rights to Inventions Made Under a Contract or Agreement. If the Federal award 

meets the definition of “funding agreement” under 37 CFR § 401.2 (a) and the 

recipient or subrecipient wishes to enter into a contract with a small business firm 

or nonprofit organization regarding the substitution of parties, assignment or 

performance of experimental, developmental, or research work under that 

“funding agreement,” the recipient or subrecipient must comply with the 

requirements of 37 CFR Part 401, “Rights to Inventions Made by Nonprofit 

Organizations and Small Business Firms Under Government Grants, Contracts 

and Cooperative Agreements,” and any implementing regulations issued by the 

awarding agency. 

4. Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control 

Act (33 U.S.C. 1251-1387), as amended - Contracts and subgrants of amounts in 

excess of $150,000 must contain a provision that requires the non-Federal award 

to agree to comply with all applicable standards, orders or regulations issued 

pursuant to the Clean Air Act (42 U.S.C. 7401-7671q) and the Federal Water 

Pollution Control Act as amended (33 U.S.C. 1251-1387). Violations must be 

reported to the Federal awarding agency and the Regional Office of the 

Environmental Protection Agency (EPA). 

5. Debarment and Suspension (Executive Orders 12549 and 12689) - A contract 

award (see 2 CFR 180.220) must not be made to parties listed on the 

government wide exclusions in the System for Award Management (SAM), in 

accordance with the OMB guidelines at 2 CFR 180 that implement Executive 

Orders 12549 (3 CFR part 1986 Comp., p. 189) and 12689 (3 CFR part 1989 

Comp., p. 235), “Debarment and Suspension.” SAM Exclusions contains the 

names of parties debarred, suspended, or otherwise excluded by agencies, as 

well as parties declared ineligible under statutory or regulatory authority other 

than Executive Order 12549. 

The Whistleblower Protection Act of 1989, 5 U.S.C. 2302b, Pub.L. 101-12 as amended, is a 

United States federal law that protects federal whistleblowers who work for the 

government and report the possible existence of an activity constituting a violation of 

law, rules, or regulations, or mismanagement, gross waste of funds, abuse of authority 

https://www.law.cornell.edu/uscode/text/40/3145
https://www.law.cornell.edu/cfr/text/29/part-3
https://www.law.cornell.edu/cfr/text/37/401.2
https://www.law.cornell.edu/cfr/text/37/part-401
https://www.law.cornell.edu/uscode/text/42/
https://www.law.cornell.edu/uscode/text/42/7401
https://www.law.cornell.edu/uscode/text/42/7671q
https://www.law.cornell.edu/uscode/text/33/
https://www.law.cornell.edu/uscode/text/33/1251
https://www.law.cornell.edu/uscode/text/33/1387
https://www.law.cornell.edu/uscode/text/42/
https://www.law.cornell.edu/uscode/text/42/7401
https://www.law.cornell.edu/uscode/text/42/7671q
https://www.law.cornell.edu/uscode/text/33/
https://www.law.cornell.edu/uscode/text/33/1251
https://www.law.cornell.edu/uscode/text/33/1387
https://www.law.cornell.edu/cfr/text/2/180.220)
https://www.law.cornell.edu/cfr/text/2/180
https://www.law.cornell.edu/cfr/text/3/part-1986
https://www.law.cornell.edu/cfr/text/3/part-1989
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or a substantial and specific danger to public health and safety. A federal agency 

violates the Whistleblower Protection Act if agency authorities take retaliatory 

personnel action against any employee or applicant because of disclosure of 

information by that employee or applicant. 
 
 
 
 
 
 
 
 
 

 
Signature of Authorized Representative 

 
 

 

Printed Name of Authorized Representative 
 
 

 

Printed Name of Vendor (if different than) 
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TAB 1 – INTRODUCTION, SIGNED FORMS 
 
 

COVER LETTER  
 
Dear Evaluation Team, 
 

Empyra is excited that the County of Henrico is seeking a streamlined Customer Case Management and Data 
Collection System for Workforce Services for Virginia’s Capital Region Workforce Partnership. Empyra’s 
myOneFlow solution team is eager to continue the work that has begun between customers, CRWP staff and other 
stakeholders. myOneFlow provides a unique cloud-based solution that offers a configurable workflow guiding 
customers through the entire workforce process allowing easy virtual collaboration for all parties. By implementing 
our unique workflow and the myPlan, which guides customers through every step of the way, we provide CRWP 
staff with a way to manage and track individuals, collect documentation as well as create reports to better 
understand the results. 

We have created an intuitive, robust, flexible, and powerful program management system for our customers that 
meets their current needs, helps them be well-prepared for changing business requirements in a secure and 
encrypted manner, and empowers them to control administration functionality so that they may respond to 
business rules, workflow, and policy changes as quickly as possible and in an automated fashion.   

In addition to streamlining operations within the organization, myOneFlow can act as a network connecting CRWP 
to the community at large by providing access to appropriate entities within the system. As myOneFlow grows in 
your community, it will be important to be “in the Network” of myOneFlow to make service and connection efforts 
easy and fluid. myOneFlow fulfills the need for one system that helps manage all aspects of data collection, case 
management and community connection for Virginia’s Capital Region Workforce. 

We would be honored to be chosen to continue to grow with the Virginia Capital Region Workforce in the future. 

 

Sincerely, 

 

Shanthi Subramanyam 

President and CEO, Empyra.com Inc. 

 
 
 

  

May 15, 2022 



 

Empyra.com, Inc. 

Proposal Submitted in Response to RFP No. 22-2330-4EMF 

© Empyra.com, Inc. 2022 Confidential Page 6  
 

 

PROPOSAL SIGNATURE SHEET – ATTACHMENT A (2 PAGES)  
The DMS, including self-service portal must be available to end users on a twenty-four hours per day, seven days 
per week, year-round basis.  

ATTACHMENT A PROPOSAL SIGNATURE SHEET 
My signature certifies that the proposal as submitted complies with all requirements specified in this Request for 
Proposal (“RFP”) No.22-2330-4EMF Case Management System for Workforce Services  

  
My signature also certifies that by submitting a proposal in response to this RFP, the Offeror represents that in the 
preparation and submission of this proposal, the Offeror did not, either directly or indirectly, enter into any 
combination or arrangement with any person or business entity, or enter into any agreement, participate in any 
collusion, or otherwise take any action in the restraining of free, competitive bidding in violation of the Sherman Act 
(15 U.S.C. Section 1) or Sections 59.1-9.1 through 59.1-9.17 or Sections 59.1-68.6 through 59.1-68.8 of the Code of 
Virginia.  

  
I hereby certify that I am authorized to sign as a legal representative for the business entity submitting this proposal.  

  
 

LEGAL NAME OF OFFEROR (DO NOT USE TRADE NAME):  

 EMPYRA.COM, INC. 

ADDRESS:  7510 MARKET STREET, SUITE 8 

  BOARDMAN OH 44512 

  

FEDERAL ID NO:  34-1764602 

SIGNATURE:  

NAME OF PERSON SIGNING (PRINT):  SHANTHI SUBRAMANYAM 

TITLE:  PRESIDENT & CEO  

TELEPHONE: 330 518 5400 (Mobile) 

FAX:  

EMAIL ADDRESS:  ssubramanyam@empyra.com 

DATE: 04/22/2022 
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BUSINESS CLASSIFICATION FORM – ATTACHMENT B  

BUSINESS CATEGORY CLASSIFICATION FORM 
  
Company Legal Name:    EMPYRA.COM, INC.   
  

This form completed by:    SHANTHI SUBRAMANYAM 
 
Signature:  Title:   PRESIDENT & CEO 
 

Date:  04/22/2022 
 
PLEASE SPECIFY YOUR BUSINESS CATEGORY BY CHECKING THE APPROPRIATE BOX(ES) BELOW.  

 (Check all that apply.)    
 

 
 
 
 
 
 
 
 
 
 
 
 

If certified by the Virginia Minority Business Enterprises (DMBE), provide DMBE certification number and expiration date.  
    NUMBER     DATE  

 
 

  SMALL BUSINESS 

  WOMEN-OWNED BUSINESS 

  MINORITY-OWNED BUSINESS 

  SERVICE-DISABLED VETERAN 

  EMPLOYMENT SERVICES ORGANIZATION 

  NON-SWaM (Not Small, Women-owned or Minority-
owned)  

 

SUPPLIER REGISTRATION – The County of Henrico 
encourages all suppliers interested in doing business with 
the County to register with eVA, the Commonwealth of 
Virginia’s electronic procurement portal, 
http://eva.virginia.gov 

 
eVA Registered?     Yes    No 
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DEFINITIONS  
For the purpose of determining the appropriate business category, the following definitions apply:  

"Small business" means a business, independently owned and controlled by one or more individuals who are U.S. citizens or legal resident aliens, and 
together with affiliates, has 250 or fewer employees, or annual gross receipts of $10 million or less averaged over the previous three years. One or more of 
the individual owners shall control both the management and daily business operations of the small business.  
"Women-owned business" means a business that is at least 51 percent owned by one or more women who are U.S. citizens or legal resident aliens, or in 
the case of a corporation, partnership, or limited liability company or other entity, at least 51 percent of the equity ownership interest is owned by one or more 
women who are U.S. citizens or legal resident aliens, and both the management and daily business operations are controlled by one or more women.  
"Minority-owned business" means a business that is at least 51 percent owned by one or more minority individuals who are U.S. citizens or legal resident 
aliens, or in the case of a corporation, partnership, or limited liability company or other entity, at least 51 percent of the equity ownership interest in the 
corporation, partnership, or limited liability company or other entity is owned by one or more minority individuals who are U.S. citizens or legal resident aliens, 
and both the management and daily business operations are controlled by one or more minority individuals.  

"Minority individual" means an individual who is a citizen of the United States or a legal resident alien and who satisfies one or more of the following 
definitions:  

1. "African American" means a person having origins in any of the original peoples of Africa and who is regarded 
as such by the community of which this person claims to be a part.  

2. "Asian American" means a person having origins in any of the original peoples of the Far East, Southeast Asia, 
the Indian subcontinent, or the Pacific Islands, including but not limited to Japan, China, Vietnam, Samoa, Laos, 
Cambodia, Taiwan, Northern Mariana Islands, the Philippines, a U.S. territory of the Pacific, India, Pakistan, 
Bangladesh, or Sri Lanka and who is regarded as such by the community of which this person claims to be a part.  

3. "Hispanic American" means a person having origins in any of the Spanish-speaking peoples of Mexico, South 
or Central America, or the Caribbean Islands or other Spanish or Portuguese cultures and who is regarded as such by 
the community of which this person claims to be a part.  

4. "Native American" means a person having origins in any of the original peoples of North America and who is 
regarded as such by the community of which this person claims to be a part or who is recognized by a tribal 
organization.  

"Service disabled veteran business" means a business that is at least 51 percent owned by one or more service disabled veterans or, in the case of a 
corporation, partnership, or limited liability company or other entity, at least 51 percent of the equity ownership interest in the corporation, partnership, or 
limited liability company or other entity is owned by one or more individuals who are service disabled veterans and both the management and daily business 
operations are controlled by one or more individuals who are service disabled veterans.  

"Service disabled veteran" means a veteran who (i) served on active duty in the United States military ground, naval, or air service, (ii) was discharged 
or released under conditions other than dishonorable, and (iii) has a service-connected disability rating fixed by the United States Department of Veterans 
Affairs.  

“Employment services organization” means an organization that provides community-based employment services to individuals with disabilities that 
is an approved Commission on Accreditation of Rehabilitation Facilities (CARF) accredited vendor of the Department of Aging and Rehabilitative Services.  
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VIRGINIA STATE CORPORATION COMMISSION REGISTRATION 
INFORMATION – ATTACHMENT C 

VIRGINIA STATE CORPORATION COMMISSION (SCC) REGISTRATION 
INFORMATION 

  

The Offeror:  

       is a corporation or other business entity with the following SCC identification number:  

__________________________________________________________ 

    -OR-  
  

is not a corporation, limited liability company, limited partnership, registered limited liability partnership, or 

business trust -OR-  

   is an out-of-state business entity that does not regularly and continuously maintain as part of its ordinary 

and customary business any employees, agents, offices, facilities, or inventories in Virginia (not counting 

any employees or agents in Virginia who merely solicit orders that require acceptance outside Virginia 

before they become contracts, and not counting any incidental presence of the Bidder in Virginia that is 

needed in order to assemble, maintain, and repair goods in accordance with the contracts by which such 

goods were sold and shipped into Virginia from Bidder’s out-of-state location) -OR-  

   is an out-of-state business entity that is including with this bid/proposal an opinion of legal counsel 

which accurately and completely discloses the undersigned Bidder’s current contracts with Virginia 

and describes why those contracts do not constitute the transaction of business in Virginia within the 

meaning of §13.1-757 or other similar provisions in Titles 13.1 or 50 of the Code of Virginia.  

  
Please check the following box if you have not checked any of the foregoing options but currently have pending 
before the SCC an application for authority to transact business in the Commonwealth of Virginia and wish to be 

considered for a waiver to allow you to submit the SCC identification number after the due date for bids:  
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PROPRIETARY/CONFIDENTIAL INFORMATION – ATTACHMENT D  

PROPRIETARY/CONFIDENTIAL INFORMATION IDENTIFICATION 
  
  
NAME OF OFFEROR:   EMPYRA.COM, INC.   

  
Trade secrets or proprietary information submitted by an Offeror shall not be subject to public disclosure under the 
Virginia Freedom of Information Act; however, the Offeror must invoke the protections of Va. Code § 2.2-4342(F) in 
writing, either before or at the time the data or other materials are submitted. The Offeror must specifically identify 
the data or materials to be protected including the section(s) of the proposal in which it is contained and the pages 
numbers, and state the reasons why protection is necessary. A summary of trade secrets and proprietary 
information submitted shall be submitted on this form. The proprietary or trade secret material submitted must be 
identified by some distinct method such as highlighting or underlining and must indicate only the specific words, 
figures, or paragraphs that constitute trade secret or proprietary  information. Va. Code § 2.2-4342(F) prohibits an 
Offeror from classifying an entire proposal, any portion of a proposal that does not contain trade secrets or 
proprietary information, line item prices, or total proposal prices as proprietary or trade secrets. If, after being given 
reasonable time, the Offeror refuses to withdraw such classification(s), the proposal will be rejected.  

  
SECTION/TITLE  PAGE  

NUMBER(S)  
REASON(S) FOR DISCLOSURE  WITHHOLDING  FROM  

Tab 3 Section C  31 Ownership private and not to be disclosed  Competitors 

 Tab 3 Section F  32-25 Our customer information should not be 
accessible to our competitors 

 Competitors 

 Tab 3 Section G  36-41 Resumes – qualifications of our employees is 
private. Our employee information should not be 
accessible to our competitors 

 Competitors 

 Tab 4 Section F  43-46 Implementation is specific to our process and 
this section contains our proprietary 
methodology 

 Competitors 

 Tab 4 Section G  47 Proprietary security information that details our 
hosting and security elements 

 Competitors 

 Tab 4 Section H  47 Proprietary security information that details our 
hosting and security elements 

 Competitors 

 Tab 5 Section D 51 Workflow configuration is part of our trade 
secrets and proprietary information. 

 Competitors 

 Tab 5 Section E 52-58 Reports share unique methods of reporting and 
outcomes part of our trade secrets and 
proprietary information. 

 Competitors 

Tab 5 Section G 58 Proprietary security information that details our 
interoperation details 

 Competitors 

Tab 5 Section J 59 Proprietary security information that details our 
system reliability 

 Competitors 

Appendix 9 63-65 Training Methodologies are unique to our 
product and implementation 

 Competitors 
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WIOA ASSURANCE AND CERTIFICATIONS – ATTACHMENT F  
 

A. WIOA COMPLIANCE WITH APPLICABLE LAWS, REGULATIONS 
a. The Offeror must assure compliance, as appropriate, with the provision of Section 89 of the Internal 

Revenue Code;  

b. The Offeror shall comply with the WIOA and attendant regulations. The Offeror further certifies that it has 
no commitments or obligations that are inconsistent with compliance with these and any other pertinent 
federal regulations and policies, and that any other agency, organization, or party which participates in the 
implementation of the programs funded pursuant to this Contract shall have no such commitments or 
obligations;  

c. The Offeror shall comply with Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C. § 794), 
all requirements imposed by the applicable USDOL regulations (29 CFR Part 32) and all guidelines and 
interpretations issued pursuant there to;  

d. The Offeror shall comply with Titles VI, VII, and IX of the Civil Rights Act of 1964 (P.L. 88-352) and the 
regulations issued pursuant thereto. The Offeror shall not unlawfully discriminate against any employee or 
applicant for employment because of race, religion, color, sex, age, or national origin unless it is a bona fide 
occupational qualification reasonably necessary to the normal operation of this Contract. The Offeror 
agrees to put in conspicuous places, available to employees and applicants for employment, notice setting 
forth the provisions of this nondiscrimination clause.  

e. The Offeror agrees to include the provisions of the foregoing clauses in every subcontract or purchase 
order of over $10,000, so that the provisions shall be binding upon each Offeror or vendor faith;  

f. The Offeror shall comply with prohibitions on discrimination under Sec.188 of the WIOA;  

g. The Offeror shall comply with the Virginia Public Procurement Act, §§ 2.2-4300 et seq. of the Code of 
Virginia;  

h. The Offeror shall conform to the Virginia Freedom of Information Act, §§ 2.2- 3700 et seq. of the Code of 
Virginia, except as otherwise required by federal or state law, consistent with federal confidentiality 
requirements and with the Government Data Collection and Dissemination Practices Act, §§ 2.2-3800 et 
seq. of the Code of Virginia;  

i. The Offeror shall conform to the standards of the Occupational Safety and Health Standards for General 
Industry (29 CFR Part 1910) inclusive of the "Virginia  

Preface to OSHA Standards Book for General Industry";  

j. The Offeror shall conform to and comply with all relevant procedures, guidelines, and directives created by 
the Virginia Board of Workforce Development as provided in §§ 2.2-2472 et seq. of the Code of Virginia;  

k. The Offeror shall conform to the Virginia Child Labor Laws, §§ 40.1-78 et seq. of the Code of Virginia;  

l. The Offeror shall conform to the Virginia Workers’ Compensation Act, §§ 65.2 et seq. of the Code of 
Virginia;  

m. The provisions of the following Acts, applicable regulations made pursuant to said Acts, and other listed 
directives are hereby incorporated by reference. All changes to said Acts, regulations, and directives are 
automatically incorporated into this Agreement.  

1. Title I of the WIOA (P.L. 113-128);  

2. WIOA 20 CFR Parts 601, 651, 652 et al. Workforce Innovation and Opportunity Act; Notice of Proposed 
Rulemaking; Proposed Rules including subsequent revisions or amendments;  
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3. Duly authorized waivers approved by the USDOL; Page 13  

4. Contract Work Hours and Safety Standards Act (40 U.S.C. §§ 327-332);  

5. OMB 2 CFR Chapter I, Chapter II, Part 200, et al. Uniform Administrative  Requirements, Cost Principles, and 
Audit Requirements for Federal Awards; Final Rule dated December 26, 2013;  

6. OMB 2 CFR Part 2900 USDOL Exceptions to Uniform Administrative Requirements, Cost Principles, and 
Audit Requirements for Federal Awards dated December 19, 2014;  

7. USDOL administrative regulations, at 41 CFR Part 29-70 (property management-private), 29 CFR Part 93-94 
(lobbying restrictions and drug- free workplace), and 29 C.F. R. Part 96-98 (audits, uniform administrative 
requirements and debarment and suspension);  

8. Nothing in the WIOA (including the amendments made by this Act) shall be construed to supersede the 
privacy protections afforded parents and students under section 444 of the General Education Provisions 
Act (20 U.S.C. 1232g);  

9. Executive Order 13333- Human Trafficking (22 U.S.C. §7104 (g)) requires termination without penalty, if a 
subgrantee, Offeror, or subcontractor engages in human trafficking;  

10. Executive Order 13513- Prohibition Against Text Messaging While Driving by Government Offeror, 
Subcontractors and Recipients Subrecipients;  

11. Buy American Notice Requirements: None of the funds made available under Title I of the WIOA may be 
expended by an entity unless the entity agrees that in expending the funds the entity will comply with (41 
U.S.C. 8301-8303);  

12. Federal Funding Accountability and Transparency Act of 2006 or Transparency Act—Public Law 109–282, 
as amended by section 6202(a) of Public Law 110–252 (31 U.S.C. 6101);  

13. Equal Employment Opportunity Directives;  

14. Titles II and III of the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970 
(P.L. 91-646) that provide for fair and equitable treatment of persons displaced or whose property is 
acquired for project purposes of Federal or federally Page 14 assisted programs, regardless of Federal 
participation in purchases;  

15. Title IX of the Education Amendments of 1972 (P.L. 92-318), as amended, which prohibits discrimination 
on the basis of sex;  

16. The Age Discrimination Act of 1975, as amended;  

17. The Comprehensive Alcohol Abuse and Alcoholism Prevention, Treatment and Rehabilitation Act of 1970 
(P.L. 91-616), as amended, relating to nondiscrimination on the basis of alcohol abuse or alcoholism; and  

18. The Americans with Disabilities Act of 1990 (P.L. 101-336).  

B. CERTIFICATIONS 
The following certifications are incorporated by reference and are a part of this Agreement:  

1. Certification Regarding Lobbying (29 CFR § 93);  

2. Drug-free Workplace Requirements Certification (29 CFR § 98);  

3. Nondiscrimination and Equal Opportunity Assurance (29 CFR § 37);  

4. Certification Regarding Debarment, Suspension, and Other Responsibility Matters (29 CFR § 98).  
5. The Contractor agrees that the information in this contract is correct to the best of his knowledge and 

belief. Any intentionally false or misleading information provided by the Contractor and relied upon by 
CRWP in appropriating funds for the project authorized by this Contract shall be cause for termination of 
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this Contract, and CRWP shall be entitled to recover all monies previously paid under this Contract, caused 
by such intentionally false or misleading information.  

C.. Contract Provisions for non-Federal Entity Contracts under Federal Awards  

A. Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all contracts that meet 
the definition of “federally assisted construction contract” in 41 CFR Part 60-1.3 must include the equal 
opportunity clause provided under 41 CFR 60-1.4(b), in accordance with Executive Order 11246, “Equal 
Employment Opportunity” (30 FR 12319, 12935, 3 CFR Part, 1964-1965  Comp., p. 339), as amended by 
Executive Order 11375, “Amending Executive Order 11246 Relating to Equal Employment Opportunity,” and 
implementing regulations at 41 CFR part 60, “Office of Federal Contract Compliance Programs, Equal 
Employment Opportunity, Department of Labor.”  

B. Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal program legislation, all 
prime construction contracts in excess of $2,000 awarded by non-Federal entities must include a provision 
for compliance with the Davis- Bacon Act (40 U.S.C. 3141-3144) as supplemented by Department of Labor 
regulations (29 CFR Part 5, “Labor Standards Provisions Applicable to Contracts Covering Federally 
Financed and Assisted Construction”). In accordance with the statute, contractors must be required to pay 
wages to laborers and mechanics at a rate not less than the prevailing wages specified in a wage 
determination made by the Secretary of Labor. In addition, contractors must be required to pay wages not 
less than once a week. The non-Federal entity must place a copy of the current prevailing wage 
determination issued by the Department of Labor in each solicitation. The decision to award a contract or 
subcontract must be conditioned upon the acceptance of the wage determination. The non-Federal entity 
must report all suspected or reported violations to the Federal awarding agency. The contracts must also 
include a provision for compliance with the Copeland “Anti- Kickback” Act (40 U.S.C. 3145), as 
supplemented by Department of Labor regulations (29 CFR Part 3, “Contractors and Subcontractors on 
Public Building or Public Work Financed in Whole or in Part by Loans or Grants from the United States”). 
The Act provides that each contractor or subrecipient must be prohibited from inducing, by any means, any 
person employed in the construction, completion, or repair of public work, to give up any part of the 
compensation to which he or she is otherwise entitled. The non-Federal entity must report all suspected or 
reported violations to the Federal awarding agency.  

C. Rights to Inventions Made Under a Contract or Agreement. If the Federal award meets the definition of 
“funding agreement” under 37 CFR § 401.2 (a) and the recipient or subrecipient wishes to enter into a 
contract with a small business firm or nonprofit organization regarding the substitution of parties, 
assignment or performance of experimental, developmental, or research work under that “funding 
agreement,” the recipient or subrecipient must comply with the requirements of 37 CFR Part 401, “Rights to 
Inventions Made by Nonprofit Organizations and Small Business Firms Under Government Grants, 
Contracts and Cooperative Agreements,” and any implementing regulations issued by the awarding agency.  

D. Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act (33 U.S.C. 1251-1387), as 
amended - Contracts and subgrants of amounts in excess of $150,000 must contain a provision that 
requires the non-Federal award to agree to comply with all applicable standards, orders or regulations 
issued pursuant to the Clean Air Act (42 U.S.C. 7401-7671q) and the Federal Water Pollution Control Act as 
amended (33 U.S.C. 1251-1387). Violations must be reported to the Federal awarding agency and the 
Regional Office of the Environmental Protection Agency (EPA).  

E. Debarment and Suspension (Executive Orders 12549 and 12689) - A contract award (see 2 CFR 180.220) 
must not be made to parties listed on the government wide exclusions in the System for Award 
Management (SAM), in accordance with the OMB guidelines at 2 CFR 180 that implement Executive Orders 
12549 (3 CFR part 1986 Comp., p. 189) and 12689 (3 CFR part 1989 Comp., p. 235), “Debarment and 
Suspension.” SAM Exclusions contains the names of parties debarred, suspended, or otherwise excluded 
by agencies, as well as parties declared ineligible under statutory or regulatory authority other than 
Executive Order 12549.  
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The Whistleblower Protection Act of 1989, 5 U.S.C. 2302b, Pub.L. 101-12 as amended, is a United States 
federal law that protects federal whistleblowers who work for the government and report the possible 
existence of an activity constituting a violation of law, rules, or regulations, or mismanagement, gross waste 
of funds, abuse of authority or a substantial and specific danger to public health and safety. A federal agency 
violates the Whistleblower Protection Act if agency authorities take retaliatory personnel action against any 
employee or applicant because of disclosure of information by that employee or applicant.  

  
 
 

Signature of Authorized Representative  
  
  
  

Printed Name of Authorized Representative  
  
  
  

Printed Name of Vendor (if different than)  
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TAB 2 - STATEMENT OF THE SCOPE  
In this tab, Offerors, in concise terms, shall state their understanding of the Scope of Services requested by this 
RFP in Section III. Provide a response to each item in the Scope of Services.  

Empyra’s Response: 

The requirement is to provide a customer centric system that provides the ability for customers, staff, employers 
and partners to collaborate in a system that also provides each entity the ability to use the system to complete their 
steps/ manage the process of serving customers. 

Customers:  

Customers need to be able to create their own account, providing a minimal set of data, and then complete the 
required forms and documents based on their required services and situation.  The customer should also be able 
to electronically sign any forms they are submitting, upload required documents securely, schedule appointments 
with their case manager or other staff, register for events, receive communications on the status of their application, 
including requests for additional information. 

Staff:  

Staff should be able to receive notifications of actions and inactions by customers, see and be able to work on 
items in the request queue that are assigned to them (and if authorized, unassigned). Staff should be able to view 
forms completed by customers, documents uploaded, outputs signed, and services upcoming or provided to the 
customer.  Staff should have the ability to approve customers to the next stage if so authorized.  Staff should be 
able to access reports needed to do their job. 

System:  

The system should make it easy for clients to complete forms, provide documentation and sign required 
documents.  The system should provide the ability for staff to manage events, create events, track attendance and 
perform automated actions to help remind customers of upcoming events and appointments.  The system should 
have the ability to send communications triggered by client actions to help minimize staff workload and to provide 
a consistent process for customers.  The system will provide staff with the ability to create and assign forms to 
customers.  The system should support the ability to send communications via email and text message,  and 
provide the ability to remind customers of upcoming appointments or events.  The calendar of staff shall be 
synchronized with Microsoft Office 365.  The system should provide the ability for customers or staff to upload 
documents related to the client and store them securely, while being able to search for and retrieve them. 

The system should provide the ability to support the upload and tracking views of training videos. The system 
should support the ability for customers to use their mobile phone to access their portal and have a mobile app to 
enable functions to be available on the mobile app for the customer. 

The system should provide the ability to report on customers actions and the ability to view the stage of action of 
the customer in relation to the complete flow /full funnel.  The system should also be able to provide duration 
metrics for clients as they progress through the system. 

The system should have tracking of actions by all users (customers and staff), including logins, etc.  and must 
protect data through encryption, secure access and features like time out, account locking after n unsuccessful 
attempts, etc.  The system should provide the ability to track work experience for customers when placed with 
employers, and the ability to track time, submission, approval, etc. 

The system shall have the ability to configure workflows to enable multi-stage reviews and approval of forms, 
documents, with notifications and approvals sent to the appropriate staff members and customers as appropriate. 
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1. GENERAL SPECIFICATIONS  
The proposed solution must have a single integrated platform with customizable configurations to support the 
typical workflows of the day-to-day collaborative system data system virtually. The proposed solution must have 
portals that are designed to support and segment multiple stakeholders such as customers, staff, internal partners 
and external partners. This data system will be used as a portal to our customers but not as the main system of 
record for our service delivery. Information collected in this system must be downloadable for transfer to Virginia 
State System of record. Therefore, the following requested system portals must at a minimum, have the following 
capabilities:   

 

REQUIREMENT HOW WE MEET THE REQUIREMENT 

1) Customer Portal  

a) Provide the customer the 
ability to securely self-register 
and complete documents for 
eligibility and ongoing case 
management services that 
include two-point verification 
of signature and/or sign in. 
AdobeSign is the preferred 
signature provider.    

myOneFlow provides the ability for customers to create an account and 
complete forms assigned to them, upload requested documents (which 
can be based on the answers to questions, and can include different 
document types).  myOneFlow also provides the ability to require signature 
by the customer and optionally by staff members on certain “outputs” 
(documents produced from combining data collected in the registration 
process and during form completion).  Customers can sign these outputs 
(similar to Adobe sign or Docusign). 

b) Provide a request queue for the 
customer and case manager to 
schedule appointments, send 
reminders and requests for 
additional information 
including documentation.   

All requests from customers will go the request queue for staff (like their 
“to-do list”) where the action required is shown and when clicked on, takes 
staff straight to the item to be reviewed/signed/approved etc.  The request 
queue will also show requests for appointments, and verification requests 
for documentation. 

2) Events and Training Portal  

a) Provide staff the ability to 
upload training for customers, 
employers, and partners to 
view live or recorded 
information.   

myOneFlow enables staff to embed videos in sequence and track the 
viewing of these videos (training) by customers, staff, partners and 
employers to ensure that they are able to go to the next step.  
 
In addition, myOneFlow offers the ability to create events for training (or 
other purposes), open registration for customers, and track attendance at 
events offered in person training (offered at centers) or virtually.  

b) The proposed solution shall be 
able to track attendance for the 
individuals reviewing of such 
recordings.   

myOneFlow tracks the viewing (“attendance”) of videos (Training) by 
users.   
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REQUIREMENT HOW WE MEET THE REQUIREMENT 

3) Documents Management Portal  

a) As part of the collaborative 
flow, the current customer 
forms being used by CRWP 
must be able to be stored and 
be protected under a 
configurable unique 
identification code.  

myOneFlow offers the ability for authorized staff to create forms, form 
workflows and visibility.  Security of forms that can be modified by staff is 
set based on the security roles assigned to the staff member. 

b) Document management shall 
be searchable, auditable, and 
easy to retrieve.   

Customers can upload documents into myOneFlow.  Staff can search for 
documents uploaded by or on behalf of a customer based on the 
document type.  Documents can be viewed by staff and verified or 
approved as appropriate.  

4) Communications Portal  

a) Shall link to Outlook, text 
messaging, and email.   

myOneFlow enables staff to integrate their myOneFlow calendar with their 
Office 365 Calendar.  This prevents the creation of overlapping 
appointments between the two calendars. 

b) The proposed solution must 
also have the ability to send 
surveys, notifications, 
reminders and approval/denial 
notifications and other service 
related notifications back to 
sender.   

myOneFlow offers the ability to send out surveys (using forms), send 
reminders to customers of an upcoming appointment or event or when a 
form has not been completed, or other actions that were supposed to be 
completed have not been completed, or notifications regarding approval, 
denial or information required. These reminders can be sent via email or 
text (or both). 

5) Reporting – Ad-hoc Reporting and Analytics Portal  

a) This portal must provide a 
funnel for the other portals 
data collection, including 
demographics, forms 
completed, duration of time 
between each registration, 
form completion, and eligibility 
determination for reporting 
and analytics.   

myOneFlow offers the ability to create ad-hoc reports (Group Reports) that 
enables authorized users to use any of these report types. 
 
Group Reporting: To enable staff to build reports to select who they want 
to report on, what they want to display and how to display it (graphical 
form/text).  Data generated can be exported to excel or to working lists for 
action on the clients. This can be used, for example, to provide client 
demographics for all those who applied for program X, viewed in a pie 
chart. 
 
Pipeline Reporting: Pipeline reports enable authorized staff to define the 
stages of the process that customers go through, and for each stage, 
define the conditions that indicate if the customer finished the stage or 
not. Those who meet the criteria for one stage are moved to the next stage, 
and staff can see counts of the numbers who are moving from one stage 
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REQUIREMENT HOW WE MEET THE REQUIREMENT 

to the next and those who are not.  An example of a pipeline report is 
shown below: 

 
 

6) Mobile Application 

a) The proposed solution shall 
offer a mobile app available in 
the app stores at no additional 
cost.  

myOneFlow has a mobile app available in the app stores for both iOS and 
Android.  The connector will be included as a part of this solution at no 
additional cost. 

b) Allow customers to register for 
services, view upcoming 
appointments, upload 
documents for staff, such as, 
personal protected 
information, receipts, 
attendance records, etc.    

The myOneFlow customer portal is mobile responsive and can be used 
to fill forms, make appointment, upload documents, register for events, 
etc.  The Mobile app has an added advantage in that it also allows 
customers to take pictures of their requested documents/receipts, etc. 
using their smart phone.   
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REQUIREMENT HOW WE MEET THE REQUIREMENT 

7) Activity Tracking & Security 

a) Must be able to provide a 
tracking log of dates and time 
by all users, (customers, staff, 
partners, internal and external 
customers) for administrative 
use. 

myOneFlow’s audit tracking tracks user logins and additional information 
to ensure that any suspicious activity can trigger account lockout or 
notifications to appropriate staff. Authorized user can review user usage 
information and additional information can be provided by Empyra if a 
more detailed investigation needs to be performed. 

b) Have an automated time out 
feature when system idle and 
not in use.   

myOneFlow offers a standard 15-minute timeout (this can be changed if 
desired) for all users to protect user data. 

c) Provide notification of 
breaches or suspected 
breaches. 

We will provide notification to our point of contact if any breaches or 
suspected are detected.   

d) Forms & Surveys  

a) Shall allow for the 
configuration of forms which 
are typically completed in 
person, to be completed 
virtually.   

myOneFlow provides the ability for staff to create and manage forms, 
questions and security related to forms. Staff can also configure the 
outputs that will be generated by a user completing the form.  The form 
can be assigned to users either by staff or automated through workflow 
based on a trigger (such as account created). 

Customers can complete forms assigned to them and can do this from 
any location, using their laptop, tablet or phone. 

b) Allow forms to be 
downloadable and/or printed 
in its original format with 
time/date stamp.   

Outputs for forms can be printed /downloaded with the data completed by 
the customer.  This can be printed by staff or customer and can include 
the time stamp of when the customer completed the form or signed the 
output. 

e) Work Experience Tracking and Time Reporting  

a) Shall provide a place for 
documents to be completed 
and approved.   

myOneFlow provides the ability to connect a customer with an employer 
through a work experience placement.  This placement can then trigger 
the customer to be assigned forms related to the work experience and 
request for documents to be uploaded and submitted. 

f) Ongoing Configuration Support and Training 

a) Must include a help desk, 
break-fix, workflow mapping, 
form integration, a user focus 
group for system 
enhancements and reporting.   

myOneFlow offers an online support portal that users can raise tickets 
24X7X365.  Issues are responded to in accordance with the criticality of 
the issue.  Critical issues will be reviewed and best efforts will be made to 
resolve the issue within business hours. Lower priority issues will be 
reviewed and addressed /responded to in order. 
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REQUIREMENT HOW WE MEET THE REQUIREMENT 

g) User Authentication  

a) All users , customers, staff and 
partners, must have a secured 
and encrypted way of logging 
in using industry best 
practices.  

All users will only be able to access the system using a secure encrypted 
authenticated login. All users will be able to login using their password.  
Password rules can be set to control password strength, password reset 
frequency requirements, and more.  Accounts are locked after n (default 
set to 5) sequenced incorrect logins.  Empyra uses industry best practices 
and continues to make improvements based on the direction and offerings 
for security available in the industry. 

b) Overall Security  

a) The proposed solution must 
handle best modern security 
practices in presenting, 
storing, downloading and 
transmitting any data in and 
out of the system.    

myOneFlow offers fine grained security so staff can be assigned as 
many security roles as needed to do their job.  Roles can be 
created/managed by authorized staff to have the security functions 
needed.   Roles control access to user types, security functions, 
document type access, report access and ability to assign security.  
Access to functionality is controlled by the security roles a user is 
assigned.  Access to data is controlled by the organizations to which a 
user has access.  This provides the required control for access to data 
and functionality.  Certain data, such as passwords and SSNs are 
masked and not displayed to prevent visual interception. 

The system is accessed via a secure site with HTTPS, which assures: 

Authenticity. The server presenting the certificate is in possession of the 
private key that matches the public key in the certificate. 

Integrity. Documents signed by the certificate (e.g. web pages) have not 
been altered in transit by a man in the middle. 

Encryption. Communications between the client and server are 
encrypted. 

Because of these properties, SSL/TLS and HTTPS allow users to securely 
transmit confidential information, and be sure that the website they are 
sending them to is authentic. 

The data centers for Empyra are all based on the Continental United 
States. Empyra’s myOneFlow is hosted in a data center that is SSAE 16 – 
SOC Type 2 and FISMA High Physical and Environmental (PE) and PL2 
certified.  Documentation for both of these certifications can be provided 
to CRWP, if awarded. Empyra is also ISO 27001 certified and ISO 27701 
for privacy and information security management certified.  All the above 
certification documents will be provided upon request, if selected. 
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2. WORKFLOW SPECIFICATIONS  
 

The proposed solution will have preferred Work-Flows that will have the ability to provide several layers of approval, 
notifications and completion dates.  

1. Approvers – (Person(s) who may approve or reject submittals based on this form), Optional (Person(s) who may 
approve or reject submittals based on this form – a second level of approval).   

2. Copy recipients – (Persons who are copied when the originator submits the form; Approvers are automatically 
notified, so do not include them in this list).   

1. Action notices – (Originator and Approvers and Completers are automatically notified of approval action; do not 
include them in Action Notice list; use this only for other persons to be notified).   

2. Completers – (Completers are authorized to mark the form as completed [fulfilled]. They are automatically 
notified when a form is approved (or approved with conditions).  Not all forms need a "completer"; use a completer 
only if something has to be done after approval, such as issuing a check, purchasing an item, filing a document, 
etc.)  

3. Approvals or Declines can be submitted with or without comments.  

4. The Workflow Forms system will have an easy-to-use form development tool so the staff can generate new 
forms as needs arise.  

5. The Workflow Forms system must be integrated with the Outlook/Exchange e-mail/text messaging system.   

6. The Workflow Forms system must be able to update other parts of the system upon the approval process to 
eliminate rekeying of data.   

7. The Workflow Forms system will provide several standard reports by User and Statuses of the Form submitted.   

8. The Workflow Forms system will provide a standard History Report of Forms that have been Approved or 
Declined. 

REQUIREMENT HOW WE MEET THE REQUIREMENT 

The proposed solution will have configured workflows that will provide the required number of 
layers of approval, notifications, and completion dates. 

1. Approvers – (Person(s) who may 
approve or reject submittals 
based on this form), Optional 
(Person(s) who may approve or 
reject submittals based on this 
form – a second level of 
approval).   

Requirement: When a form is submitted and can be directly sent to an 
approver, gathered until all documents are submitted, at which point the 
approver can take action by suggesting changes, approving, or declining 
the document. 
 
Optional: If desired the document can go to additional approvers based 
on the workflow. 

2. Copy recipients – (Persons who 
are copied when the originator 
submits the form; Approvers are 
automatically notified, so do not 
include them in this list).   

Requirement: Depending on how the workflow is built, multiple people can 
receive the notification such as: case worker, employer, administrator. If a 
copy receipt needs to be sent to an individual, then that can be built in to 
the workflow and it will automatically be triggered. 
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3. Action notices – (Originator and 
Approvers and Completers are 
automatically notified of approval 
action; do not include them in 
Action Notice list; use this only for 
other persons to be notified).   

Requirement: Once an approval action is taken each party can be notified 
of the completion or the status and take the appropriate corresponding 
action. The notifications can be in form of texts, emails, or within the 
platform on their dashboard. 

4. Completers – (Completers are 
authorized to mark the form as 
completed [fulfilled]. They are 
automatically notified when a 
form is approved (or approved 
with conditions).  Not all forms 
need a "completer"; use a 
completer only if something has 
to be done after approval, such 
as issuing a check, purchasing 
an item, filing a document, etc.)  

Requirement: Yes, we can create or have in place a process that reflects 
this workflow or request. 

5. Approvals or Declines can be 
submitted with or without 
comments.  

Requirement: When approving a submission there does not have to be a 
commented summited with the approval. However, when declining the 
submission our system does require a reason so that the staff doesn’t 
need to provide a separate response later.  

 
6. The Workflow Forms system will 

have an easy-to-use form 
development tool so the staff 
can generate new forms as 
needs arise.  

Requirement: myOneFlow enables the staff to generate many 
configurable items on their own. Among those are forms that can be 
integrated in to new or existing workflows. 

7. The Workflow Forms system 
must be integrated with the 
Outlook/Exchange e-mail/text 
messaging system.  

Requirement: myOneFlow is integrated with Microsoft Office365 and has 
the email/texting functionality to complete this form of communication. 

8. The Workflow Forms system 
must be able to update other 
parts of the system upon the 
approval process to eliminate 
rekeying of data.   

Requirement: Yes, once the data is populated, the clients or staff will not 
need to populate that information again. At no point will we ask them 
redundant questions. 

9. The Workflow Forms system will 
provide several standard reports 

Requirement: Each workflow form provides the ability to report by user 
the statuses of each form started or submitted. For example, your staff 
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by User and Statuses of the Form 
submitted.   

can report on which forms have been started but yet to be complete or 
which forms have been completed.  
myOneFlow also incorporates automated nudges to help prompt the user 
to take action on the process that has not been completed. 
Additionally, each form can be incorporated into the users pipeline 
workflow to graphically see where they are in the process. 

  
 
 

10. The Workflow Forms system 
will provide a standard 
History Report of Forms that 
have been Approved or 
Declined.  

Requirement:  
myOneFlow provides history reports of forms that have either been 
approved or declined. These reports include the user and staff who have 
approved/declined the form. 
In addition reports can be triggered to sent to specific email addresses as 
weekly reports.  

 

  

1.  ANTICIPATED SYSTEM USERS  
The CRWP anticipates the system will be used by at least 20 partners, 100 employers, and 80 staff. CRWP 
anticipates at least 300 new jobseekers will be using the service annually.   

Empyra Response: Empyra will provide a license that allows up to 20 organizations, up to 100 employers with up 
to 5 employer contacts for each employer, 80 staff members to access the system and up to 400 new jobseekers 
per year in addition to existing data. Additionally, the pricing and features will reflect the number of users stated. 
The system can encapsulate all of these users and the actions they need to perform to have a successful 
experience in the system. 

2. CUSTOMER SERVICE 
The Successful Offeror must have a commitment to quality when serving CRWP’s businesses and job seekers 
customers. CRWP has an established 100% as the standard for customer satisfaction for businesses and job 
seekers.  
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Empyra Response:  At Empyra we consider our customers success our success. We seek to ensure that all of our 
users can gain the most out of using the system and have a great customer experience.  There are a number of 
ways in which we focus on customer success: 

 On-line Support: Customers can raise tickets via JIRA service desk and we focus on ensuring that our 
team responds promptly to the tickets, and works to recreate the issue, and resolve it. 

 Phone Support: Customers can call our support line and we will work with you to answer questions/ 
resolve your issue. 

 Customer meetings: We meet with customers on a regular basis to make sure we understand any issues 
users are facing, any process changes needed, and any other feedback from customers that we use to 
improve the product and our processes. 

 Customer Satisfaction Surveys: We can create and deploy customer satisfaction surveys at random (or 
as preferred) for customers (employer contacts and jobseekers) to answer on a quarterly basis which 
focuses on aspects such as ease of use, suitability to purpose, and suggestions for making it 
better/easier.  These scores will be collected and reviewed for action with CWRP staff. 

 Shared, collaborative working tools: We use tools like Figma’s Figjam, Atlassian Confluence, JIRA 
ServiceDesk, etc. to increase communication and collaboration with customers 

 Product Roadmap: We continue to listen to users through our customer meetings, and our annual user 
conference.  These all help to shape our roadmap.  We continue to improve our product every month and 
put out updated releases.  We share our new features at the design stage, to get feedback and refine as 
needed. 
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TAB 3 - ORGANIZATION OVERVIEW, QUALIFICATIONS AND 
EXPERIENCE 
 

 In this tab offerors shall provide the following information.  

A. EXECUTIVE SUMMARY  
Provide a synopsis of your organization’s systems include how long the company has been in business and the 
number of employees.   

Empyra Response:  

Empyra is excited to engage with the Capital Region Workforce through this RFP No. 22-2330-4EMF_HENRICO – 
Customer Case Management and Data Collection System for Workforce Services for Virginia’s Capital Region 
Workforce Partnership (CRWP).  

Our founding mission is to improve equitable service delivery to all in the community by providing actionable 
connections to relevant resources.  Empyra is celebrating 20 years of providing services to its customers in this 
mission. We are a minority-owned, woman-owned company.  We have two main divisions in the company – a 
product group focusing on building and implementing case management, process flow platforms for customers, 
and the other focused on consulting. Within these divisions, we employ 85 approximately individuals with 3 physical 
offices and an ever-increasing number of employees that work remote. 

We look forward to a discussion on how our forward facing, interoperable, cost-efficient customer case 
management solution and data collection solution will enhance the CRWP’s efforts in providing a secure and simple 
virtual cloud-based solution with access to workforce development services.  Additionally, we will show how our 
system streamlines and simplifies case management and automation, provides a network for community partners 
to engage with, and allows for easy transparent reporting to ease the experience for staff, partners and participants. 

Streamlining Efficiency Through Data Collection Case Management 

myOneFlow’s client portal provides tailored structure for program participants. Clients benefit from a system that 
takes them down a step-by-step journey to the completion of their own unique roadmap, and routes them toward 
different program pathways dependent on values in their intakes and registration forms.  Here, clients may register 
for programs, complete orientations, take assessments, upload documents, sign outputs (replicated in the system 
to CRWP standards), make appointments, register for events, and so much more!  Action dependent notifications 
keep them on track, and their future steps are always made crystal clear.  Milestones flex intuitively to reflect the 
client’s program, whether it be via workforce, apprenticeship, veterans related services, or otherwise. 



 

Empyra.com, Inc. 

Proposal Submitted in Response to RFP No. 22-2330-4EMF 

© Empyra.com, Inc. 2022 Confidential Page 26  
 

 

 

As a case management system, we provide the complete snapshot of your casefile with clickable elements to know 
almost anything that is needed. In the image below you can see the demographic info, what program the client is 
in, where she is in her progress towards her goals of completion, what actions that various parties have completed. 
(This is work in progress in our upcoming release). With a quick view, the ability for staff to efficiently work with 
students is unsurpassed. 
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Virtual Collaboration Through Networking: 

Furthermore, myOneFlow creates the kind of organizational network that is crucial to client service.  Our system is 
fundamentally rooted in the network concept, with community agencies and partner organizations working in 
concert for clients.  myOneFlow’s staff portal allows for staff across organizations to document services and follow 
each client’s individual journey.  Staff may monitor roadmaps, send communications, update service plans, upload 
documents, document services and case notes, make referrals, close the loop on referrals, and a great deal more.  
Security configurations govern access to client data, and the integrity of PII is maintained.  Staff have their own 
dashboards which prompt them to complete important tasks, and their own system of notifications helps them 
access myOneFlow when needed.   

Transparent Reporting 

CRWP can harness the power of myOneFlow’s reporting muscle to manage data and reporting needs.  Preset 
reports can update stakeholders on a variety of elements, whether it be outcomes, demographics, services 
rendered, funds spent, or various employment statistics.  Administrators will have easy access to WIPS/PIRL 
elements, and staff will have reporting permissions that reflect their proper use of the system.   
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Reports may also take the form of configurable grant scorecards.  With this functionality, scorecards can be 
configured for each program/grant to focus on the performance measures that matter most. myOneFlow ensures 
that managers can swiftly gain an understanding of how their programs are performing in terms of the measures 
defined – examples include placements, funding, skill gains, retention, etc.  Not only are performance measures 
indicated, but financial allocations to grant outcomes also populate to scorecards. 

Powerful scorecards provide real time performance metrics and allow the user to drill down to see who is in the 
numerator or denominator or in the measure that is displayed.  This feature applies to both high-level state efforts 
as well as local programs. 

 

Beyond predefined reports, staff may create and share ad hoc reports on any data element the system collects or 
look at pipeline funnels to gain key insights into their client’s progress.  Pipeline reporting is crucial to the 
myOneFlow experience, as it gives tremendous insight into how clients are moving between milestones.  Not only 
will pipelines show you where your transitions are effective, they will also give you data driven clues into where your 
clients are most likely to fall through the cracks.  This translates into actionable information for your team and a 
phenomenal opportunity to strengthen your programs. 
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We are confident the synergy between state and local data elements will provide CRWP administrators with the 
richest possible picture of services provided in the Capital Region.   

myOneFlow offers CRWP a unique opportunity to adopt a system that simultaneously considers the needs of the 
region as well as various localities, provides clients with clear and focused guidance based on their own 
programming needs and eligibility, unites staff efforts cross organizationally to maximize service outcomes, 
sponsors unparalleled transparency into data, and properly manages multiple financial aspects.  We would be 
honored to work with CRWP and appreciate your time in evaluating our offering. 

 

Sincerely, 

 

Shanthi Subramanyam 

President and CEO, Empyra.com Inc. 
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B. PROGRAM PARTNERSHIPS  
Identify Program Partnerships used to produce:   

i. Business Partnership  

ii. Workforce and community partnerships  

iii. Other partners  

Empyra Response:  

Empyra’s myOneFlow solution has a catch phrase of “Are You in the Network?” which drives the ability to have 
one solution for multiple organizations to log into to stay connected and complete tasks. In this manner, the 
system has been designed and built from the ground up to 
meet the needs of the community from one organization all 
the way to multiple agencies, partner organizations, and the 
local businesses.  myOneFlow supports connected 
community agencies and their business partnerships with 
the members involved in the system and decreases the 
processing time of program seekers and staff.  

myOneFlow has one portal designed for each type of 
stakeholder (specific restricted role-based access as 
needed)– applicant, workforce agencies, employers and 
other communities to engage with the system based on 
role.  The solution is configured in a short time to meet your 
needs – in terms of workflows, communication templates, 
events, services, etc.   

With one log in site, connected organizations can take 
action they need within the system to such as indicate time 
tracking of a trainee, close a referral loop, make a referral to 
another agency, add notes and more. 

We fully support using the CRWP myOneFlow system as the hub allowing other organizations to easily partner 
and engage with customers. 
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C. OWNERSHIP 
List the names and titles of all the owners, members of the board of directors, and other officers of the agency, 
corporation, or business. Indicate owners, or members, or officers who are present members of CRWP related to 
such individuals. The Successful Offeror shall be responsible for the performance of the subcontractor.  

Empyra Response: 

Name Title Relationship  

Shanthi Subramanyam President & CEO No Relationship CRWP members 

Viswanath Subramanyam Vice-President & CTO No Relationship CRWP members 

Edward Stocking Chief Architect No Relationship CRWP members 

D. SUBCONTRACTORS 
If not subcontracting, Offerors should provide a statement to that effect.  

Empyra Response: Empyra will be performing the work without using subcontractors. 

E. EXPERIENCE 
Describe your experience providing technology systems for workforce development over the last three years 
include a list of all such contracts (current and for the past three (3) years). Please include in your response, if your 
organization,  

a. Has ever been identified as a “High Risk” contractor or auditee? If so, describe the circumstances  

b. Is operating under any form of corrective action, technical assistance or performance improvement plan? 
If so, for what Board and for what purpose and what is your progress?  

c. Within the past two (2) years, have been under any form of sanction? If so, describe the sanctioning 
Board’s basis for the sanction and duration.  

d. iv. Have any contracts that you have “lost” within the past three (3) years –  

i.e., terminated early or not renewed. Specify the reason(s) for the early termination   

e. Have had any questioned cost, how much, when, what program and how it was resolved.  

Empyra Response: No to all the above. 
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F. REFERENCES 
Provide references. References must be from organizations providing similar services, other funding sources or 
other professional relations. Contact information for each reference to include name, title, and the nature of 
relationships, web address, phone, fax, email and mailing address.  

Empyra Response: 

Project One 

Client Name: Houston Community College 

Client Contact Person: Christina Robinson, Ed. D 

Telephone: 713-718-8379 

E-Mail: Christina.robinson@hccs.edu 

Nature of Relationship: Purchaser and champion for other divisions to utilize myOneFlow 

Brief Description of Project 

Houston Community College Adult Education, which encompasses 29 locations providing programs such 
as HSE, IET programs, ESL, Bridge Digital Academies and more, utilize myOneFlow as their student case 
management system. They use the system to provide an easy entry point of intake, tracking for all 
engagement, course offerings, and reporting and tracking for outcomes. Their programs are funded from 
various local programs and federal grants amounting to close to 5 million dollars. 

Their programs transitioned from a paper process to a fully automated process to make their process 
move from Transactional to Transformational very quickly. Through myOneFlow the transformation 
enabled them to go from a stable operation to future ready offering additional programs such as 
apprenticeships. Through an API configuration data is pulled into the system from the PeopleSoft and 
Banner programs at the college to populate student files automatically.  

Through myOneFlow, HCC assigns and manages their students based on individual preferences. For 
instance, as the individual answers specific questions on the intake form, such as a Spanish speaker, the 
workflow will by default place them with a Spanish speaking counselor. The configurable workflow that 
myOneFlow offers streamlines and automates the intake process, the services they are provided, and the 
communications that take place. 

Currently because myOneFlow tracks engagement action items such as texts and emails are 
automatically sent, HCC is seeing an increase in their retention. Through the notifications (emails and 
texts) HCC would be able to reach out to the individuals that have fallen through the gaps provide them 
the continued help and encouragement to reach their goals. 

Additionally, they are able to track and make visible to the student and case manager what activity the 
individuals have completed within their unique workflow such as assessment testing, form completion, 
class enrollment and course hours completed. From these milestones the system can track where each 



 

Empyra.com, Inc. 

Proposal Submitted in Response to RFP No. 22-2330-4EMF 

© Empyra.com, Inc. 2022 Confidential Page 33  
 

 

person is in the process as well as what student has completed course hours and needs to take additional 
testing to assess MSG’s.  

MyOneFlow is used as an end-to-end solution addressing all needs of the Houston Adult Education 
programs. They continue to add programs expanding their use of myOneFlow across additional 
departments in the college system. 
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PROJECT TWO – ALAMO COLLEGES DISTRICT 

 

Project Two 

Client Name: Alamo Colleges District 

Client Contact Person: 

Sammi Morrill, Ph.D. 

Associate Vice Chancellor of Operations within Economic and Workforce 
Development 

Telephone: 210-485-0758 

E-Mail: Smorrill@alamo.edu 

Nature of Relationship: Director and Planner for this program at Alamo Colleges 

Brief Description of Project 

Alamo Colleges District in San Antonio, Texas is a multi-location organization consisting of 5 
independently accredited colleges with 7 education and training centers locations. Through myOneFlow, 
they manage $5-7 million in grants including Skills Developments, Adult Education & Literacy, 
Apprenticeships and more.   

Most recently, because they partnered with 7 local agencies to provide a grant funded initiative, Workforce 
Development Recovery, they chose to expand their use of myOneFlow. This enabled them to provide a 
virtual, streamlined, scalable and efficient system to manage the efforts of the program. Through 
myOneFlow, they provide an intake/eligibility process, Academic Assessments, Case Management, 
Training of Enrollments, Funds Tracking, Attendance/Stipends, Outcomes, Reporting and Align with 
compliance requirements. The procedures are web-based and secure, enable integrated hard referrals, 
with multiple partners to log in with their role-based access.   

MyOneFlow has provided a way to understand the business of each center, staff engagement and 
performance, and participant success. The administrators have insight into what activity is happening at 
each of the training locations, see the community partner activities with their students, and provide 
reporting that allows them to be transparent in all aspects of their services.  
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APPENDIX C (continued) 

 

PROJECT THREE – EDUCATIONAL SERVICE CENTER REGION 20, TX 

 

Project Three 

Client Name: ESC 20, Texas   

Client Contact Person: 

Kimberly Vinton  

Adult Education & Literacy (AEL)  

Coordinator, AEL Alamo Consortium  

Education Service Center, Region 20 

Telephone: 210-370-5238 

E-Mail: kimberly.vinton@esc20.net 

Nature of Relationship: Team lead for myOneFlow initiative 

Brief Description of Project 

Texas is broken up into 20 ESC’s (Education Service Centers) to provide their residents access to 
educational opportunities. ESC 20 Adult Education and Literacy centers comprised of 7 centers and over 
7000 students utilizing myOneFlow. Their set up is similar to how large organizations such as a state 
can benefit from the system.  

ESC 20 is utilizing my myOneFlow to capture intake data, document submission, course information, 
assessments, student success tracking - milestones, course hour completion, and ultimately the 
success of every student.  

There are a group of main administrators that have access to the entire system for complete oversight 
and reporting. For all the Adult Education and Literacy centers, a common set of programmatic 
workflows are used which provides all the data points needed for reporting (State, Federal, grants). As 
an additional layer to the initial data collected, myOneFlow allows individual agencies the autonomy to 
develop unique workflows (docs needed, communications, activity triggers) that address their individual 
needs and requirements for their community.   
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G. RESUMES  
Provide resumes of staff assigned to this project.  

Role Resource name 

Empyra Project Sponsor & Account Manager Shanthi Subramanyam 

Business Analyst Carlos Mora 

Project Manager  Kevin Umana 

Lead Architect  Edward Stocking 

Quality Assurance Team Lead Mark Beil 

Implementation Team – Multiple team members comprise the team who have been trained on the product. 

  

Empyra will be prepared to begin implementation within a week of contract signature.  Core staff for the project 
include Shanthi Subramanyam, Carlos Mora, Vishy Subramanyam (only for infrastructure as needed), Mark Beil, and 
Kevin Umana.  Ed Stocking (Chief Architect) will be consulted as needed and developers will be scheduled to 
address the integration/interface requirements. Their resumes and qualifications are enclosed below.   
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Shanthi Subramanyam  

Project Role Executive Sponsor/Account Manager 

Professional Summary  Shanthi leads the vision for myOneFlow as a platform for next generation 
products.  She manages and sets strategy for the company while also 
serving as the ‘Product Owner’ for myOneFlow. Shanthi works with key 
customer accounts to ensure that the vision of their implementation is 
reflected in their myOneFlow experience. 

Experience 

And Qualifications 

Shanthi is the founder and CEO of Empyra.  She is recognized for her 
visionary approach to transforming workforce development, involving the 
job seeker in driving their own success. Shanthi has created the vision for 
OneFlow as a collaborative shared network for all stakeholders, and has 
helped organizations increase job seeker engagement, reduce time to 
accomplish outcomes, and improve overall service delivery.  She has over 
25 years of IT experience, SDLC, project management and team leadership. 
Shanthi has always been passionate about process improvement and has 
utilized myOneFlow as a medium to channel her passion into helping her 
clients.  Engaging with Workforce customers since 2003, she understands 
Workforce Development, WIOA and how it aligns to all the features and 
functionality of myOneFlow.  

  

Work History 

Shanthi has been involved in implementations as a myOneFlow Subject 
Matter Expert (SME) and Executive Sponsor.  Shanthi spends time with 
customers to understand their issues and works to incorporate customer 
needs into the greater product roadmap.  She has taken Empyra from early 
stage startup to an established company. 

Education 

And 

Training 

Master of Software Engineering 

Specialization: Software Process 

Carnegie Mellon University, Pittsburgh, PA 

Bachelor of Science, Computing & Information Systems 

University of Manchester, England 
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Carlos Mora Duran  

Project Role Business Analyst 

Professional Summary  Carlos has had a rich history in the technology field in positions for 
companies like IBM, Hewlett Packard, and DXC Technologies. At those 
companies he held roles such as Threat Monitoring Analyst, SVC-ITO 
Service Delivery, Account Support Manager and more. 

Experience 

And Qualifications 

As the Business Analyst, Carlos is trusted to ensure customer success 
from onboarding to implementation. Due to his heavy experience in the 
technology industry, from the following experiences he is a pivotal team 
member.  

  

Work History 

Carlos has expertise in IT service deliver and methods. He exceeds in 
customer service and liaising between the client and the technical team. He 
is experienced in representing the current client and making known their 
needs and goals to the technical team to make help provide the customer 
experience that both sides are happy with. 

Education 

And 

Training 

Telecommunications Engineering  

Universidad Fidelitas | Heredia, Costa Rica. 

Electronic Engineering Universidad Hispanoamericana | Heredia, Costa 
Rica. 

Associate of Science: Microsoft Share Point Certification New Horizons | 
San Jose, Costa Rica.| June 2014 

Associate of Science: Microsoft Certified Systems Engineer Chubb Institute 
Edison, New Jersey. U.S.A.| October 2001 

Certifications: 

•HPE GreenLake Accreditations  

•CompTIA Network+ 

•CompTIA A+ 

•Microsoft Office Specialist (MOSS) 

•Cisco Certified Network Associate (CCNA) 
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Kevin Umana  

Project Role  Business Analyst/Project Manager 

Current 

Job 

Description 

Kevin is a Business Administration professional with +10 years of 
experience as business advisor, project manager and process improvement 
lead. He brought his experience to benefit our customers adding his 
perspective about customer journey focus (our customer's clients). In his 
own words: "We want to impact our students population by been an integral 
part of their experience achieving success on they career and learning 
process" 

Experience 

And Qualifications 

In 2009 Kevin founded "Dragon Systems" a retailer store in Central America 
focused on Technology and High End Computing. For the last 5 years he 
also worked as Business Advisor for US companies increasing their sales 
and profit over 85% average for his portfolio. Lastly he has been involved in 
process improvement project for US companies during the last 10 years. 

Prior 

Work History 

Kevin worked as CEO and founder of Dragon System from 2009 to 2015, 
also worked for Amazon.com as Business advisor for worldwide companies 
to enhance their presence on Amazon Marketplaces from 2016 to 2021. In 
parallel, Kevin worked as Marketing Director for the International e-
commerce Cooperative in Europe, from 2018 to 2021. 

Education Business Administration – Universidad de Costa Rica, 2013 
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Edward Stocking  

Project Role  Lead Architect/ Business Analyst 

Professional Summary Mr. Stocking is responsible for making design choices for Empyra’s team of 
myOneFlow software developers including coding on all technical levels.  
As the Lead Architect, he oversees all aspects of Empyra’s data 
infrastructure, development processes, security procedure implementation, 
and application development interfaces.  Mr. Stocking is also responsible 
for working with the Solution Architect, leading the implementation, coding 
and technical decisions.  

Additionally, this role ensures that all development practices are in 
compliance with Empyra’s best practices policies and procedures. Mr. 
Stocking’s goal is to gain a complete understanding of his clients’ needs 
and effectively communicate them to the software design team. Analyzing 
and solving problems are also key components to his success. Maintaining 
up-to-date knowledge of all technological advances is crucial to how he 
approaches his work. 

Experience 

And Qualifications 

Ed has been with Empyra since its beginnings (1997) and is the Architect 
for myOneFlow.  He has over 25 years of experience and has a thorough 
understanding of the product architecture, its application in workforce 
development and configurability to achieve a successful implementation. 
He has provides technical advice and possesses exceptional talent for 
analyzing requirements and translating them into workable solution 
elements.  He also has extensive experience in system design, data 
modeling, data mapping and migration, performance tuning (from the 
software/ database perspective), and complex SQL Queries..   

  

Work History 

Ed has experience with the implementation, configuration, integration and 
setup of all our government implementations, including Bridgepoint, 
WorkOne Indy, JobTrakPA, Cuyahoga and REACH, Mahoning, Columbiana 
and Trumbull Counties, as well as projects for other clients. 

Ed provides the technical leadership for integrations, reporting, data 
mapping and migration, and on interfaces. 

Education  

And 

Training 

Master of Software Engineering,  

Carnegie Mellon University 

MS in Mathematics 

University of Michigan 

BA in Mathematics 

Greenville College 
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Mark Beil  

Project Role  Quality Assurance Lead 

Current 

Job 

Description 

Mark is responsible for the EmpyraWorks Quality Plan for each specific 
product release.  He develops and report on quality metrics and tests 
customer solutions through scripts (use cases) upon product launch. 

Mark’s other responsibilities include writing user help documentation as 
required and writing training manuals and reference documents. He also 
provides user support and troubleshooting when possible. 

Experience 

And Qualifications 

Mark’s experience includes working on quality assurance and testing of 
Empyra’s projects which use our EmpyraWorks product as a baseline. He 
has also worked on documenting test cases, process flows and help files 
and extensive experience with automation 

He has experience with C++ Programing and Problem Solving, Operating 
Systems Concepts, Visual / Object Oriented Programing, Networking 
Concepts and Administration, Assembly Language, and Database 
Development (Oracle SQL).  

Mark is a proven leader and very detailed orientated. His additional 
expertise includes Operating Systems (2000NT, XP, 7) installation and 
configuration, Computer Hardware Assembly, Auto CAD, and Rudimentary 
Network Installation and Configuration. 

Prior 

Work History 

Software Trainer/Support (2012-2013) - Lantek Computer Company, 
Carnegie, Pennsylvania 

 

Data Conservation Specialist (2008-2012) - Officemate - Eyefinity, Irvine, 
California 

 

Education  

And 

Training 

Bachelors of Science in Applied Science (CIS), Minor: Management and 
Database Design, Youngstown State University, Youngstown, Ohio 
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TAB 4 – SERVICE APPROACH AND IMPLEMENTATION  
In the tab offerors shall provide information on the following:  

A. STAFFING SUPPORT TEAM/PLAN  
a. Describe your staffing support team/plan. Include positions and staff areas of responsibility as related to 

the required Scope of Services. Include a copy of your current organization chart showing all major 
functions and components and the names of persons occupying named positions.   

Empyra Response: Empyra deploys a consultative account management approach that spans the sales, 
implementation, and post implementation support phases of the relationship.  Throughout the sales process, 
Empyra takes care to ensure that our partner organizations are contracting for the appropriate products and 
solutions for their business needs. 

This consultative philosophy persists throughout the implementation phase, as Empyra gathers requirements, 
designs and configures the system, develops enhancements, tests, trains staff, and brings the service to life.  Our 
project management philosophy brings us back to review requirements as the project matures so that considerate 
iterations may develop as our partner organizations gain familiarity with myOneFlow. 

At the completion of the development and delivery stage, Empyra team will continue to work with the program team 
to ensure the solution is working well for users.  We will review user satisfaction metrics with CRWP team.  This 
includes user group sessions and communications, technical support, and stakeholder education and engagement. 
Our focus here is to ensure that what is delivered is on track to achieving your business objectives. 

 
 

 



 

Empyra.com, Inc. 

Proposal Submitted in Response to RFP No. 22-2330-4EMF 

© Empyra.com, Inc. 2022 Confidential Page 43  
 

 

B. SUBCONTRACTOR  
If subcontracting, Offerors must provide detailed information on the services they will provide. Resumes of staff 
shall also be provided.  

Empyra Response: No Subcontractors will be utilized. 

C. STATEMENT FROM EACH POTENTIAL SUBCONTRACTOR  
Attach a statement from each potential subcontractor signed by a duly authorized officer, employee or agent of the 
organization/agency that includes the name and address of the organization/agency, type of work to be performed 
and cost/percentage of the total work to be subcontracted. The statement must also include that the subcontractor 
will perform all work as indicated and will comply with all WIOA regulations, state or federal laws and any worked 
performed in the last two years under WIOA.  

Empyra Response: No Subcontractors will be utilized. 

D. ORGANIZATION 
Describe efforts to ensure transparency with the program and avoiding conflict of interest between the organization 
and / or its representatives. List the names (s) and title (s) of all the owners, members of the board of directors, 
and other officers of the agency, corporation or business. Indicate owners, or members, or officers who are present 
members of CRWP or employed by an organization currently participating in any workforce development service or 
center in LWDA 9 or related to such individuals 

Empyra Response: Neither Empyra staff nor owners have any relationship that would constitute a conflict of 
interest with members of the CRWP. See Response in Tab 3 C for complete response. 

 

E.  ONGOING STAFF DEVELOPMENT 
Describe your organization’s plan to provide ongoing staff development throughout the life of the contract award.  

Empyra Response: 

Empyra is preparing a library of training resources for myOneFlow which will be available to staff to review when 
needed.  In addition, we will work with your team to put together collections of these for each job role, so that when 
you have a new staff member, you will be able to assign/him or her the task of reviewing all the training recordings 
that they need for their job role.  These recordings will be updated every quarter as needed. 

We can also provide up to 10 two-hour training sessions as soon as the processes that are defined through 
requirements are fully implemented.  A sample list of training is provided in Appendix 1 

Every year, we will also include up to 10 two-hour trainings that can be requested as needed. 

F. IMPLEMENTATION PLAN  
Provide an Implementation Plan – provide a timeline inclusive of the action steps to be taken to fully implement the 
Scope of Services.  

Empyra Response: 

Empyra’s proposed work plan is shown in the next page.  Each of our phases are described below. 

In an implementation project, it is critical to have great project management in place.  The project management 
team, process, discipline, and tools all play a part of the success of the project.   
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Empyra has developed a proven methodology - myOneFlow Solutions Delivery (OFSD) used in myOneFlow 
implementation projects.  This methodology ensures the requirements of the client are met, while remaining flexible 
to being able to deploy the solution in phases to ease adoption and release value to users early.  It also helps when 
there are changes in requirements, using a hybrid of agile development and waterfall methodologies to facilitate 
increased user value, adoption, and relevance.  After each phase, our project management team will work with your 
team to evaluate and update project plans, working processes, etc. to take advantage of learning and to bring to 
attention any requirements changes so decisions can be made as to whether to include the requirements or not, 
and when (which phase) as well as the impact to project schedule and cost. 

Our proven iterative delivery methodology is described below.   

 

The myOneFlow Solution Delivery approach consists of seven stages that ensure projects are delivered on time, on 
budget, and to specification, while taking account of changes and working with customers to incorporate change 
with appropriate consideration for cost and delivery timeline.  We will incorporate these activities into this project 
implementation.  In our proposed project plan, development, interfaces and data migration are a part of our Develop 
phase, Testing /QA is part of Verify, and training prep, preparation for go-live (e.g. pilot), go-live prep, etc. all map to 
Deploy phase.   

For this project, we will use the Incremental Delivery approach shown above, which provides incremental value and 
reduces risk: 

We expect to have multiple phases of delivery for this project.  For each phase, there will be multiple cycles of 
incremental delivery before packaging and preparing for release which would then go through a final UAT stage for 
the release of that functionality.  We have successfully used this approach in the delivery of the several projects. 

PROJECT INITIATION 

Upon contract signature, the Empyra team will work with CRWP staff to schedule and prepare for the kickoff 
meeting.  We will work together with State staff to establish common working processes and how we will manage, 
track and communicate in this project.  We will establish collaborative tools for working, understand all the teams, 
roles, systems and contacts for the project. 

Kick-off meeting, we will present a shared vision and establish a unified team with clear understanding of critical 
success factors and your business measures of success. We will present a high-level overview of the following: 

A. Project scope and schedule; 
B. Goals of the Project;  
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C. Methodology, approach, and tools to achieve the goals; 
D. Roles, responsibilities, and team expectations; 
E. Tasks, Deliverables, Milestones and significant work products; and 
F. Contract content review. 

DEFINE (REQUIREMENTS) 

We will understand and document/clarify requirements for the system functionality, programs, data conversion, 
interfaces, and operations.  Jointly with the state PM, we will review the initial project plan, milestones, and the 
critical path to achieving your objectives. 

We will also prepare a process flow diagram starting with the high-level flow. The boxes in the high-level flow will 
be expanded out as needed in additional diagrams.  Any detailed requirements will be linked to confluence pages 
where the detailed requirement can be documented.  As we work through the process flow documentation, any 
change requests that are not part of the original requirements will be classified for further discussion of whether 
and when they will be implemented. (see change requests). 

We will create flow diagrams and documentation that goes with the diagram that fully explains the requirement and 
provides links to artifacts.  When reviewing the final requirements, we will go through the flow diagram and 
requirements and ensure that we understand them fully and clarify any vagueness.  We will also have sessions to 
understand: 

 current and desired workflows 
 information required to configure myOneFlow (organizations, staff, security requirements, roles, workflows, 

services, documents, events, sites, forms, screens, dropdowns, etc.) 

As we work through the implementation, we will document the test cases for each requirement, and cross reference 
the product functional areas, link the workflows and any other information needed to that requirement.  A 
requirement may be implemented by many functional areas of the system and using JIRA to document this cross 
reference makes it easier to ensure that every requirement is met, and we know at any point what sub-items may 
be remaining for the requirement to be completely met. 

DESIGN (CONFIGURATION OF SOLUTION) 

Our Implementation staff will work with the program team to configure and optimize the myOneFlow experience 
and your workflow /business rules. This will be achieved by a series of working sessions that will enable our teams 
to work with you on branding, process set up, business rules, workflow, etc.  Tasks will be created to ensure that 
details are worked on outside of meetings. 

DEVELOP, DATA MIGRATION & VERIFY 

At the completion of the OFSD Design stage, the Empyra team will have identified any enhancements needed for 
your solution, and data migration and integration requirements are clear.   

This phase will focus on Empyra team working on the development of enhancements and working on the data 
migrations and integrations required. 

Each of these main activities will go through its own Review and UAT cycle. 

At this point, we do not believe that there are any development gaps in this RFP. 

DEPLOY/ PREPARE FOR GO-LIVE 

The outcome of this stage occurs when user acceptance testing is passed and the completed site is launched in 
production. This phase involves preparation for go-live, training and help updates, end user training, technical 
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support, and onboarding management to ensure that all stakeholders are able to successfully use the system to its 
full advantage. 

POST GO LIVE SUPPORT & SOLUTION OPTIMIZATION 

At the completion of the development and delivery stage, Empyra team will continue to work with the program team 
to ensure the solution is working well for users.  We will review user satisfaction metrics with the CRWP team.  This 
includes user group sessions and communications, technical support, and stakeholder education and engagement. 
Our focus here is to ensure that what is delivered is on track to achieving your business objectives. 

The proposed project plan is shown below: 
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G. DATA SYSTEM’S DOWNTIME & SYSTEM UPDATES 
Describe the data system’s down time for scheduled service, system updates etc. and the level of notification.   

Empyra Response: 

Empyra’s performs systems maintenance every month.  The typical window for maintenance starts around 11 PM 
EST on a Saturday night and the systems are updated with the latest security patches and OS updates etc.  In 
addition, our customers are informed prior to maintenance and the downtime is less than 2 – 5 min, if any.    

Empyra has a disaster recovery and business continuity plan in place.  A full disaster recovery test is conducted 
annually, and the parameters specified above are included in the test. The downtime is tested and all the 
processes for data recovery is in place and tested annually. Empyra does have a communication plan in place 
along with the Disaster recovery and business continuity plans.  

Software updates are released on a regular basis – this may range from a month to six weeks, depending on the 
time it takes to test new features/ changes.  Your pilot instance will have the latest release at given time, and we 
test on your pilot instance, and you also have access to the pilot instance to try out new features / improvements 
before they are released in production.  

If ever there is a need for a critical bug fix to be released, we will update the production release at the earliest next 
night – usually around 10pm EST.    

H. DATA SYSTEM’S RELIABILITY  
Describe the data system’s reliability, and what’s the fix breaks process and time.   

Empyra Response:  

Empyra has worked very hard to eliminate any Single Point of Failures (SPOF) on our infrastructure.  The data 
center has multiple power sources to the individual racks, multiple network providers and all the systems are 
under a 4 hour warranty with the respective hardware providers.  Empyra has enterprise servers for all of its 
hardware and Storage area networks (SAN) for the data storage, multiple networks switches, a primary and 
secondary firewall to ensure reliability.  In addition, Empyra uses load balancers to ensure that the requests are 
sent to the least loaded web server. In the case of a server overload, the requests are automatically sent to the 
least loaded webserver ensuring that the requests are serviced appropriately and on time.  Our process to fix any 
issues identified starts with the dev team working on their development environment, then it moves to the testing 
/ QA environment and once the issue has been tested and approved, the fix is rolled out to the production 
environment.  No fixes are applied to the production environment directly. This applies to both Operating System 
fixes and application fixes.   

Depending on the fix, the time may vary.  Hardware fixes are addressed by warranty support agreements with 
hardware vendors.  For software updates, we will either wait until end of business day or release the fix during the 
day, depending on the criticality and the input from the CRWP staff. 
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TAB 5 – DATA REPORTING, SECURITY AND TECHNICAL   
A. FLOWCHART OF SYSTEM SETUP 
Provide a flowchart that best depicts how services will be provided over the course of the data system setup and 
ongoing.   

Empyra Response: 

We will use our implementation process to gather requirements.  A part of this process is to understand and define 
the current and desired business processes and workflows.  We often find that as we continue to gather these 
requirements and flows, we discover optimizations to the process that can be more effectively performed, once 
users understand the capabilities of our platform.  Our process is summarized below: 

Please see TAB 4- F (Implementation Plan) to see explanation of phases. 

DEFINE (REQUIREMENTS) 

We will understand and document/clarify requirements for the program requirements, user flows, programs, data 
conversion, interfaces, and operations.  Jointly with your project manager, we will create an initial project plan, 
milestones, and the critical path to achieving your objectives. 

We will also prepare multiple process flow diagrams starting with the high-level flow. The boxes in the high-level 
flow will be expanded out as needed in additional diagrams.  Any detailed requirements will be linked to confluence 
pages where the detailed requirement can be documented.  As we work through the process flow documentation, 
any change requests that are not part of the original requirements will be classified for further discussion of whether 
and when they will be implemented. (see change tab 4- section H). 

We will document requirements through a combination of using user flow diagrams and Confluence, a collaborative 
documentation tool.  Confluence will contain the details that cannot be placed on the diagram in the detail required 
(for example, if the requirement is that the job seeker completes a form X, the linked Confluence page will contain 

POST-GO LIVE  
SUPPORT 

07 

Go-live 
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the form as well as details about who completes the form, does it need signature, etc.).  As the final step in 
requirements elicitation, we will go through the user flows and details and ensure that they are fully representative 
of the desired process, and will use this final review to clarify any vagueness.  Where applicable, the requirements 
will also reference the flow diagrams. We will also have sessions to understand: 

 current systems and ensure that we document all the details of current systems and systems we need to 
interface with – this will include purpose, scope of connection to that system, system owners, security 
implications, etc.  

 current and desired workflows 

 information required to configure myOneFlow (organizations, staff, security requirements, roles, workflows, 
services, documents, events, sites, forms, screens, dropdowns, etc.) 

 partner flows and permissions 

As we have a base implementation, we will use this opportunity to understand the requirements and what changes 
are required to existing flows, permissions and more. 

The project plan will be reviewed and updated if needed based on the requirements. 

DESIGN (CONFIGURATION OF SOLUTION) 

There are two main aspects that will be covered by this phase 

Solution mapping – mapping the requirements to features in myOneFlow, so we know exactly how the solution will 
be implemented (eg will this be a service or an event? How best will workflows be setup? Impact of changes to the 
workflows, etc).  A high-level outline may also be configured at this stage for items that are solidified to optimize 
use of time. 

Branding and design – Our UI/UX team will work with you to understand your branding requirements, work on 
designs / look and feel, get feedback and implement a final branding and website theme for CRWP.  As the branding 
and design has been established, we will be seeking any change requirements for this phase. 

DEVELOP, DATA MIGRATION & VERIFY 

At the completion of the OFSD Design stage, the Empyra team will have identified any enhancements needed for 
your solution, and data migration and integration requirements are clear.   

This phase will focus on Empyra team working on the development of enhancements and working on the data 
migrations and integrations required. 

Each of these main activities will go through its own Review and UAT cycle. 

DEPLOY/ PREPARE FOR GO-LIVE 

The outcome of this stage occurs when user acceptance testing is passed and the completed site is launched in 
production. This phase involves preparation for go-live, training and help updates, end user training, technical 
support, and onboarding management to ensure that all stakeholders are able to successfully use the system to its 
full advantage. 

POST GO LIVE SUPPORT & SOLUTION OPTIMIZATION 

At the completion of the development and delivery stage, Empyra team will continue to work with the program team 
to ensure the solution is working well for users.  We will review user satisfaction metrics with CRWP team.  This 
includes user group sessions and communications, technical support, and stakeholder education and engagement. 
Our focus here is to ensure that what is delivered is on track to achieving your business objectives. 
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B. USERS 
Describe the number of job seekers, staff, partners and employers that will be available to use the system annually.   

Empyra Response: Empyra will provide access based on the RFP requirements of 300 job seekers, 100 employers, 
80 staff and 20 partners.  

C. HELP DESK  
Describe your organization’s help desk and implementation strategy for its data system and program.  

Empyra Response: The Empyra team will train CRWP and partner staff and myOneFlow administrator to raise 
support tickets as needed. 

Empyra will provide technical support using JIRA Service Desk on a 24x7 basis.  This provides an online portal 
where issues can be raised anytime.   

Staff determined to need access will be provided access to Empyra’s online ticketing system, JIRA Service Desk.  
Staff may enter issues needing attention and enhancements directly, view the status or all issues/enhancements 
entered by program staff and Empyra staff, and produce performance reports for issues/enhancements by 
resolution stage and time to resolution.  Empyra will also provide the main point of contact (project manager) 
staff with emergency cell phone numbers of the PM, Support manager on call at Empyra for critical issues. 

Staff determined to need access will be provided access to  Empyra’s online ticketing system, JIRA Service Desk.   
This will be used to manage the issues / help desk requests raised by the district staff with Empyra.  In addition, 
users can call Empyra’s Help Desk, which is manned between 8 AM – 6 PM CST/ 6AM -4PM PST all weekdays 
except national holidays.  Empyra has offices in Ohio and also in Dallas, Texas.  Empyra’s help desk also monitors 
JIRA for issues that are being raised and any and all issues, phone calls, emails etc. are tracked in JIRA.  These 
tickets are automatically assigned to a queue and based on the severity of the tickets, they are triaged and 
resolved.    

We prefer that all issues are logged through the ticketing system to enable our team to process them efficiently.  
All calls received are logged and can be reported on.  If first level support is not able to assist, they will escalate to 
the second level (the Project Manager), who will investigate and assign the issue to the appropriate technical 
resource and manage it through resolution, ensuring that customers are kept informed.  Our support system will 
send email notifications when issues are resolved. 

If a critical issue is reported, we will resolve the issue and will install an update as soon as practically possible 
with minimum disruption.  When there are a set of issues of high priority resolved, we will work with the CRWP PM 
to decide on the appropriate point for an upgrade.   

The Empyra Project Manager will work with the staff to coordinate off-hours support that may be needed for 
specific upgrades and patch management related to the application.   Planned maintenance windows will always 
be outside of business hours and will always be coordinated with the district project management team well in 
advance. 
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D. WORKFLOWS  
Describe the workflows and how it can be configured to meet the needs of this RFP.  

Empyra Response: Empyra’s myOneFlow solution is entirely based around using workflows to effectively 
coordinate programmatic elements and data collection.   Our myOneFlow solution provides the ability to define 
your business process and ensures that it is followed.  Workflow enforces compliance with your business 
process, enabling the right steps to be completed at the right time preventing unwanted actions.  With 
notifications and escalations, workflow provides an infrastructure to keep things moving smoothly.  These 
workflows are flexible and adaptable and as new requirements emerge or state/local changes are 
needed, myOneFlow can be configured to meet the demand for an improved client/staff experience. 

myOneFlow has an integrated workflow that can be configured for each type of entity in the system such as 
forms, events, document types, services, events, etc.  The workflow actions enable authorized users to define 
actions to be automated when certain triggers occur.   

Actionable Workflow Examples 

 

Automated workflows may take place in response to specific milestones by the client, staff, or administrator. At 
the client level, communications and proper steps may be cued based on triggers, e.g. completion of a step, 
reaching a number of classwork hours, or a variety of other tailorable milestones.  Staff may receive automated 
communications or notifications dependent on client activity, grant progress (whether it be financial or 
programatic), or a variety of other elements in the system.  Pipeline reports native to the system allow for staff and 
administrators to evaluate progress through various workflows and run differentials to analyze the gaps between 
milestones.    
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E. SYSTEM REPORTING  
Describe your system reporting capabilities.  

Empyra Response: myOneFlow houses a complete set of reports which fall under the following categories: 

Pre-defined Operational Reports: These are standard reports that include, but are not limited to client reports service 
summaries, demographics reports, grant specific reports (WIOA etc), client activity reports, staff activity reports, 
grant scorecards, funding allocation reports, etc.  Standard reports may be built into the system as needed.  
Graphing options exist for standard reports.  These are reports “canned” for each of the areas of data collected in 
the system, including demographics, services, events, forms, jobs, etc. Operational reports are standard reports 
that provide filter criteria and display a defined set of data.  These can be restricted to staff in the system based on 
the program, organization, or predefined role that the staff member is associated with. Staff can run these for their 
authorized areas and data.  Staff would select the criteria for the report and then run the report where it can be 
filtered and exported for further drill down. These can be exported to PDF and Excel. 

Below is an example of a Pre-Defined Operational report pulling several years of data, providing an overview of how 
many of each kind of service was rendered at which location and which staff member provided it. 

Operational Reports 

 

 



 

Empyra.com, Inc. 

Proposal Submitted in Response to RFP No. 22-2330-4EMF 

© Empyra.com, Inc. 2022 Confidential Page 53  
 

 

Below is a screenshot showing a sample of our operational reports. 

 

The following screenshot shows a sample of the Client reports (in this instance “Client” was renamed to 
“Student”), Fiscal Reports and Program Reports.  We have several hundreds of reports and will work with you to 
determine which will be useful and will develop any additional custom reports if the reports cannot be created 
with our ad-hoc reporting. 
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 Ad-Hoc Reports: This provides authorized staff with the ability to run reports on any aspect of data 
collected. It includes the ability to select the filters for the data to be reported on, what to display, as well 
as sorts, grouping, etc. and layout for the report.  For example:  

o Filter: Select all students who have indicated that they are a veteran, who are going to complete 
their training by May 2022 

o Display: Show the First Name, Last Name, zip code and age band of these veterans on my report 

o Sorts, Grouping: Group my display by zip code, and sort by last name within the group 

o How to show the report: Show the report with the data and include a pie chart to show # veterans 
by zip code. 

Below is a screenshot showing an example of the filter tab (different from above) 

 
 Pipeline Reports:  As myOneFlow is primarily concerned with moving clients through a continuum of 

services, staff may develop pipeline reports to gain insight into who has advanced through various stages 
of programming and who requires more support.  Our latest addition, pipeline reports, enable you to define 
and create your pipeline stages, based on your key milestones.  Each stage is a sub-set of the previous 
stage.  This allows you to see where clients are dropping off. 
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Scorecards  

Scorecards provide a quick comparison between an organization's goals and performance for program 
participants.  Scorecard elements are available for standard federal measures, state standards, and local 
contractual items.  The measures to be included are customizable for each organization and 
program.  Suborganizations and subprograms may be rolled up into the scorecard.  Drilldowns to the job seekers 
contributing to both the numerator and denominator are available.  These are available in real time or close to real-
time for LWDBs making it a powerful tool for improving/impacting performance where possible.  

 

Scorecards may be configured for a given organization/office and program.  The standard WIOA common 
measures are available, and some additional useful measures are provided.  Configuring of the scorecards and 
display of the scorecards is fully integrated into myOneFlow.  Adding additional custom measures requires 
customization of the code, but the measures will then be available for any organization or program.  The scorecards 
provide numerators, denominators, and percentages where appropriate, and drill down is available to identify the 
items contributing to the results. These provide an excellent summary for management in identifying trends and 
problem areas requiring action, without waiting for the end-of-quarter processing.  Some sample scorecards are 
shown below: 
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Scorecard Tracking -WIOA 

  
 
 
Scorecards Grant Tracking 
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myOneFlow has pre-created reports that align with requirements. Below is an example of a WIOA report. 
Scorecard - WIOA 

 

 

F. DISPLAY OPTIONS 
Offeror must indicate what data cannot be queried and the various display options. 

Empyra Response:  

myOneFlow is a configurable system, which provides a comprehensive ad-hoc reporting system that allows for the 
group to be restricted based on conditions that span the data collected in the system.  There are also a number of 
group reporting types that provide data for: 

jobseekers, services, events, outcomes, placements, program enrollment and more. 

We also have operational reports that provide our customers with an option for a custom report of to use one from 
a common set of useful reports that we have built over the years. 

Report data can be viewed in table form, and where applicable, with a chart, such as a pie chart, bar chart or line 
graph.  Data from ad-hoc reports can be exported to Excel, or printed to PDF.  Operational reports can be exported 
to pdf, excel, image (TIFF) etc. 

G. SECURITY 
Describe the secure encryption system from mobile app to live system.  

Empyra Response: Data is encrypted at rest and in transit. Data is encrypted both at rest and during transit. Data is 
encrypted using industry standard encryption AES 256 and SSL is used for all transmission of the data. Key fields 
within the system is encrypted and stored in the database. Google reCAPTCHA is used to prevent robots from 
creating accounts on the system. All data backups are encrypted and stored. 
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H. IMPLEMENTATION AND WORKFLOW  
Describe the number of implementation and workflow development hours and ongoing support cost annually.   

Empyra Response:  

Post go-live we include 100 hours of continued implementation support per year. These hours can be utilized for 
implementation of new workflows or changes to existing workflows, configuration, and other system changes. 

 

I. UPLOAD OPTIONS 
Describe how customer and staff will upload or complete documents through mobile app versus` the desktop.   

Empyra Response: myOneFlow supports the process of requested documents for approval. 

Desktop: To complete the process on a computer, the client will have to take a picture or scan their document and 
email or send it to their computer. Once it is on the desktop, the client can log into the myOneFlow system and go 
to the document request and click “upload”. They will be prompted to “select and attach” a file from the desktop. 
At that point they choose upload document and “submit”. 

Mobile App: To upload the document from the mobile app, they can log into their myOneFlow account from their 
phone, go to the document request and take a picture of their document. It will automatically go to their file in 
myOneFlow.  

In either case, the document is then in the system and the staff can complete the approval or decline of the 
document.  

Clients can change a document uploaded until it is locked.  When staff reviews a document, it is locked in order to 
be able to ensure that it is saved as a part of the auditable record.  Both staff and clients have the ability to upload 
documents. Staff may verify client documents as per their roles and responsibilities. Clients can upload other 
documents such as resumes or cover letters at any time. 

J. RELIABILITY  
Describe the host site outage and reliability information.   

Empyra has 99.99% reliability over the years – this includes system maintenance downtime. Empyra has invested 
on its infrastructure.  The data center is SOC1, SOC2, ISO 27001, FISMA, PCI-DSS certified amongst other 
certifications.  Empyra also is ISO 27001 and ISO 27701 certified as an organization.  Empyra has eliminated all 
single point of failures as mentioned in the System reliability section above.  We have not had a site outage except 
for scheduled maintenance.  Documentation for all the certifications will be provided, if requested. 
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TAB 6 – PRICING  
  

In this tab, offerors shall provide an itemized list of all costs associated with providing the services outlined in Sec. 
III of this RFP.  Offerors shall use  

Attachment G to provide pricing over the seven (7) year period. Attachment G is provided as a separate Excel 
attachment. Price shall be evaluated on total cost for year 1-7.  

See attachment G in the SharePoint Attachment G Price Sheet.xlsx 
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TAB 7 – EXCEPTIONS  
In this tab, Offerors shall list any exceptions taken to the Scope of Services and General Terms and Conditions of 
this Request for Proposals. The County intends to make the RFP and the Successful Offeror’s proposal a part of 
the contract between the parties, so Offerors should list any exceptions for purposes of negotiating the contract  

Empyra Response: When asked about the ability to decline a document without providing a reason we had to 
answer no. This is intentional because we found that if answer is not provided, then typically more time via email 
clarification ends up happening. If this is a criteria that is needed we can discuss the possibilities of this 
development. 
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TAB 8 – ASSUMPTIONS  
In this tab, offerors shall list any assumptions made when responding to this Request for Proposals.  

Empyra Response: We assume the availability of CRWP staff as needed for meetings and clarifications, 
especially during the initial few weeks where requirements gathering and clarifications are taking place. 

We have made some assumptions about multiple phases, but the actual decision about phases and 
what will be released in these phases is for the joint CRWP and Empyra team to work out. 
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TAB 9 – APPENDICES  
Optional for Offerors who wish to submit additional material that will clarify their response 

A. TRAINING PLAN SAMPLE 
 

AREA Summary Description Duration video 

 Introduction to myOneFlow, 
terminology and 
application capabilities 

 Go over modules and their capabilities, 
scenarios for how the modules would be 
used to solve an everyday problem and 
how they integrate with each other 

 Organizations, portals, capabilities 
(Cover customer specific solution application) 

2 hours 

 

37 mins 

 How clients will use the 
system  

(customer specific flow) 

Hands on for staff to create a client account 
as a client and go through the flow 

1.5 - 2 
hours 

20 mins 

 Introduction to staff portal 
and how to work with 
clients in staff portal 

 Overview of the staff User Interface and 
menus,  

 staff preferences,  
 how to search for a client and go through 

staff view of client, all client tabs and 
common functions (cog wheel) 

 Working lists and how they can be used 

3 hours 20 mins 

 Forms (staff perspective)  Introduction to Forms and form structure, 
assignment & completion of forms 

 Outputs, signatures, and form security 
 Form history 
 Forms workflow 
 Forms related reporting 
 Using working list to achieve form related 

actions 
 

3.5 - 4 
hours 

 

 Forms Advanced (staff 
perspective) 

 Advanced forms with multiple entities 
involved – client, client guardian/ parent/ 
attorney, staff, employer if applicable 

 Requesting signatures 
 Multiple output views & visibility of outputs 
 Organizational level forms vs global forms 
 Self-assignable forms 

2 – 2.5 
hours 

 

 Communications  Introduction to communications & 
templates, substitution fields 

 Sending methods – text and email and 
order of precedence, preferences, staff 
signature 

 Sending communications 
 To one client 
 To a group of clients 
 Via working list 

 Communication history 
 Reporting on communications 

2.5 hours  



 

Empyra.com, Inc. 

Proposal Submitted in Response to RFP No. 22-2330-4EMF 

© Empyra.com, Inc. 2022 Confidential Page 64  
 

 

AREA Summary Description Duration video 

 Communications in workflow 
 Events  Introduction to event types, events – one-

time, recurring and multi-part events 
 Creating events 
 Editing events 
 Registering clients for events 
 Communicating with registrants 
 Events related workflow 
 Reporting related to events 

  

 Services  Introduction to services and structure of 
services in relation to organizations and 
programs 

 Staff availability - slots 
 Making appointments – staff making 

appointments and recording service after 
appointment is made 

 Client making appointments and how staff 
will be notified  

 Single service or multiple services 
 Based on recommendation 
 Service requests 
 Client making appointment 

 Services related workflow 
 Services related reporting 
 Relationship between services and Scan 

System 
 

  

 Activity & Time Tracking  Introduction to Activity and timesheet 
 System Admin – Activity setup 
 How to setup activity 
 How to add additional fields to activity 

setup screen 
 How to add additional fields to time 

entry screen 
 Adding Activity to clients 
 Adding time entries for an activity 
 Time entry by scan system 
 Time entry by a staff 
 Time entry by client 
 Time entries and holidays 

 Timesheet 
 Individual activity timesheet 
 Activity timesheet – All clients 
 Timesheet approval process 
 Timesheet template 
 

  

 Holiday Setup  Introduction to holiday setup 
 How to set up holidays 
 Global holiday list 
 Organization level holiday list 

  

 Introduction to Conditions  Introduction to conditions  
 Using Profile conditions 
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AREA Summary Description Duration video 

 Using Form Conditions 
 Using Services conditions 
 Using Event conditions 
 Using Assessment Conditions 

 Workflow  What does workflow do in myOneFlow? 
 How to use basic workflow 
 Advanced workflow – delayed execution, 

etc. 

  

 Programs and program 
enrollment 

 Introduction to programs  
 Program setup 
 Program enrollment 
 

 

  

FI
SC

A
L 

Introduction to Fiscal 
Module 

 What does the fiscal module of 
myOneFlow do? 

 How fiscal module relates to other 
functions in the system – program 
enrollment, training, etc. 

 Setup options and how they impact future 
functions of fiscal module behavior  

  

Budgets  Setting & approving budgets  
 Budgeting by program or organization and 

implications 
 Limits and security 

  

Authorizations  Authorizations, approval and vouchers 
 Budgeting by program or organization and 

implications 
 Limits and security 
 Authorization groups  
 Exporting approved authorizations 

  

Recording Payments  Recording payments against 
authorizations 

 Approval of payments 
 Importing payments from accounting 

system 
 Payments and authorization groups 
 

  

 Organization Setup   Multi-organization structure 
 Security implications  
 Organization level settings 
 Holiday setup 

 

  

 Group & Pipeline Reports  Introduction to Group reports 
 Report types 
 How to create report by adding conditions 
 Adding display fields 
 Sharing methods 
 Pipeline reports – introduction, creation, 

running, sharing, taking action 

  

 Scorecards  How to set up scorecards 
 Interpreting scorecards 
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