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Proposal for Business Services in answer to:

West Piedmont Workforce Investment Board, Area 17
Request for Proposals (RFP)

Adult, Dislocated Worker, Business and One Stop Operator Services
Workforce Investment Act (Wi4)

Issued January 31, 2013

To:

Waest Piedmont Workforce Investment Board
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P. 0. Box 4043

Martinsville, VA 24112

Submitted by: Martinsville-Henry County Chamber of Commerce

Date:

March 1, 2013

Section 01 — Proposer’s Standard Information

1.
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Name and Title: Amanda Witt, President
Address: Martinsville-Henry County Chamber of Commerce
115 Broad St.
Martinsville, VA 24112
Phone: {276) 632-6401
Name and Title: Amanda Witt, President
Martinsville-Henry County Chamber of Commerce
Phone: (276) 632-3401
Area of Consideration: Martinsville-Henry County
Program of Interest: Business Services
Articles of Incorporation (See Attachment A)
The Martinsville-Henry County Chamber of Commerce is not a traditional non-profit.
The staff of the Martinsville-Henry County Chamber of Commerce has a proven track

record in this community for advocating for the employers best interests and making
them aware of all of the training opportunities and services that are available to them
through the Workforce Investment Board’s funding and subsidies.

Amanda Witt, president of the Chamber, has been involved with the business community
for 10 years and works collaboratively with industry leaders and economic developers in
the region. She also serves as the Vice Chair of the West Piedmont Workforce Investment
Board, and has served on the board since 2007, and has a very in depth understanding of
services that are offered through the organization and can communicate those services to
employers in an immediate, practical, articulate way.

Laura Buchanan, business services manager with the Chamber of Commerce, has 8 years
administrative and industry experience and over 6 years experience in education,



outreach, and workforce. She serves on several boards relating to the areas of economic
development, education, and workforce in our community. After workingin this position,
for over a year, she has a great understanding of the services and programs available to
employers and is able to promote them successfully. She has built relationships with key
educational and economic development partners as well as employers.

The Martinsville-Henry County Chamber of Commerce is a membership organization
comprised of businesses operating in our community. With over 630 members, the
Chamber acts as a voice for businesses in the region while also providing opportunities for
networking, collaboration, and increased community exposure. The Martinsville-Henry
County Chamber of Commerce was founded in 1959 and has been actively involved in all
facets of our business community ever since. Our programs are designed to encourage a
strong local economy by creating an environment where businesses thrive and
community and commerce wark together for the future of Martinsville-Henry County.

Please review the organizational chart below that outlines the Chamber staff and a brief
description of each staff members’ responsibilities within the organization.

— Deputy Directos
! { . .
Chamb_er QL)@ President Business Services Managar
Directors
|| Marketing &
Communications Manager

Chamber’s Board of Directors — The board acts as governing body for all major decisions

of the Chamber of Commerce.

President — Serves as the administrative officer of the Chamber and reports to the
Chairman of the Board and the Executive Committee. Responsible for the full range of
Chamber activities, including, but not limited to the coordination of the program of work,
organizational structure and procedures, motivation of volunteers, financial management,
community outreach, service and promotion, employment, training, supervision of staff,
interpretation of policy, vision planning, and maintenance of the Chamber facility.

Deputy Director — Assists the president in the management of the affairs of the Chamber,
including financial duties, membership development, event planning and execution and
committee coordination and develops methods to improve efficiency of operation.
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Oversees the Chamber’s Education Foundation, which includes fundraiser events, Youth
Leadership Development programs, and the PIE grant program.

Business Services Manager — Provides services to employers as it relates to WIA Business
Services and the growth, development, and sustainability of businesses in our area.
Coordinates job fairs, targeted recruitments, workshops and seminars to assist
businesses. Collaborates with educational and economic development partners to

support existing and prospective companies in our area.

Marketing & Communications Manager — Duties include coordinating and delivering all
marketing publications, including the Chamber’s annual community magazine; assisting
with event planning and program coordination; and developing methods to improve

efficiency of operation.

Financial Management System
a-c. See Attachment B
d. Amanda Witt, President
Martinsville-Henry County Chamber of Commerce
115 Broad Street, Martinsvilie, VA 24117
(276) 632-6401

Christina Mallard

Owner and Certified Public Accountant
Mallard & Mallard, CPA’s LLC

411 E. Church Street, Martinsville, VA 24112
(276) 632-5754

Employee Grievance Policy (See Attachment C)
The Chamber board discusses this each year and has opted not to be bonded as the staff

does not handle large sums of cash and never has volunteers handling funds.
Job Title: Business Services Manager

Job Description: See below.

Purpose of the business services manager:

With a strong understanding that satisfying the needs of employers is the overall priority
of the Martinsville-Henry County Chamber of Commerce, the business services manager
position was created. This position was to collaborate with the Virginia Workfarce Center,
as well as other local partners, and to identify employer needs. Once these needs were
established, the business services manager acts as a conduit between the employer and
the partners by streamlining the process of connecting the employers and the partners to
satisfy the need in an extremely efficient manner.

These needs of employers vary by industry sector and size ranging from assistance in
developing new programs, wage negotiations, new business start-ups, layoffs and plant
closings, training needs, data retrieval, and employment issues.



Responsibilities of the business services manager:

1. Meet with employers to determine hiring needs and employment requirements

2. Communicate employers’ hiring needs and requirements to liaisons at the VA
Workforce Center to ensure job openings are posted and communicated to WIA
clients

3. Promote programs and resources avaitable through the VA Workforce Center to
include adult internships, customized training, and on-the-job training, etc. to
employers

4, Work closely with educational institutions in our region to discuss the needs of
employers and learn more about their program offerings

5. Partner with educational and workforce training providers to deliver/promote various
workshops to include, work readiness and professional development

6. Provide information to businesses about training resources and pre-employment
assessments that are available in our region

7. Coordinate targeted and/or community-wide job fairs

8. Coordinate round-table meetings for specific industry sectors to discuss their
workforce needs and provide them with information on resources available to them

9. Meet with economic development office to discuss the role of business services
manager and support that can be provided to new and existing businesses

10. Monitor and communicate labor market data, trends, and other resources to
employers

11. Compile and distribute wage and benefit surveys

12. Assist businesses to help displaced employees find new jobs more guickly through
resource and/or job fairs

13. Provide job descriptions to Job Developer as internship openings occur

Office Space:

The business services manager will work out of the Chamber office and the Virginia
Workforce Center (at no charge, due to limited funds), splitting time between the two
facilities when not meeting with employers or partners in educatien, training, and
economic development.

Section 02 — Statement of Work
1. Program being proposed is Business Services

2. NA

3. Business Services

a. WIA Business Services
In accordance with the West Piedmont Workforce investment Board’s vision,
the WIA Business Services Manager position was developed to give employers
access to a skilled workforce through a variety of services available through the
Virginia Workforce Center to include, but not limited to, targeted recruitment
events, adult internships, on-the-job training, incumbent worker training,
federal bonding program, customized training, plant closure/layoff assistance,
pre-employment screenings, and labor market information. In addition to
promoting the services available through the Virginia Workforce Center,



Business Services addresses barriers that limit employment and promotes a
skilled workforce by building relationships with employers, partnering with
educational institutions and the local economic development office. Business
Services will assist employers with finding the talent needed for high skill jobs
until the local workforce can meet those demands.

The Martinsville-Henry County Chamber of Commerce proposes it would meet
the requirements of WIA Business Services to promote and support the West
Piedmont Workforce Investment Board’s local plan.

Historically, Chambers of Commerce have a strong, deep rooted relationship
with businesses, educational partners, and economic development agencies.
With a membership of over 630 and an already successful track record with
this position, the Chamber is a perfect fit for providing services as indicated by
WIA Business Services.

The Martinsville-Henry County Chamber of Commerce promotes and supports
existing and prospective companies and organizations in the area by offering a
variety of services. Each year the Chamber provides Supervisor Training
workshops that focus on management skills and techniques and also partners
with Patrick Henry Community College to offer the Chamber Business Alliance
series. These workshops are provided in response to feedback from employers
on the skill gaps they are experiencing with their workforce. Another popular
series offered by the Chamber is its Leadership Development Program, which
educates and molds the new leaders in the community as they learn about
local history and explore areas where they can contribute. One of the highest
impact events and a local favorite for the area is the FAST TRACK trade show,
which the Chamber organizes for businesses to showcase their services to the
thousands of people that attend each year.

The Chamber also serves as an advocate for business at the local, state, and
federal leve! and holds legislative events and forums for our membership to
hear the agenda of area representatives.

Each year the Chamber surveys its membership to determine their top
concerns and issues, Workforce Development has been first and foremost on
our members minds for several years, with the addition of the business
services manager, we are making a difference.

The business services manager works to build relationships with local
companies and educational partners through participation in several councils
and committees, to include the Blue Ridge Human Resource Association Board
and currently serve as Program Director, the Emplayer Advisory Committee,
Henry County Schools Technical Education Advisory Committee, National
College Advisory Board, Community Recovery Program Advisory Board,



Prisoner Reentry Council, PLUGGEDInVA Planning Grant Committee,
Martinsvitle Area Disabilities Employment Network, Dan River Region
Collaborative, Youth Development Strategic Planning Committee, Business
Services Team Meetings, and Business and Industry Leadership Teams with
Patrick Henry Community College.

Another area that has been important in building relationships and defining
employer needs has been through roundtable meetings with are held with
specific industry sectors on a quarterly basis. These meetings provide an
opportunity for employers to share their concerns and needs in a small setting
with their peers. It also provides the chance for them to network and
communicate, while the business services manager attempts to meet their
needs and provide solutions to their probiems.

b. WIA services to employers
A. Job fairs and/or targeted recruitment events

Annual community job fairs are an opportunity for jobseekers to be
exposed to a variety of employers at one time and location. They
provide a service to employers by connecting them to a large pool of
applicants. Targeted recruitment events are beneficial to employers
because they work to target the individuals that are qualified for their
specific industry or openings they may have available, reducing the
number of non-qualified applicants.

The M-HC Chamber of Commerce Business Services Manager will
coordinate annual community job fairs and targeted recruitment
events as needed by partnering with other agencies within the
Virginia Workforce Center. The business services manager will work
closely with the Economic Development Corporation to assist
employer prospects to find the talent they need locally and attract
them to our region.

Since 2010, the Chamber has been successful in hosting and
coordinating the events as summarized below.



lob Fairs & Targeted Recruitments

Summary 2010-2013
e No. of No. of No. of
Events Employers Attendees
Targeted Recruitment 9 49 4,025
Job Fair 5 112 2,023

TOTAL 14 161 6,048 |

B. Adult internships and/or work experiences

Adult internships and/or work experiences provide opportunities for
employers to get to know potential employees and for potential
employees to learn more about local industries. Adult internships are
beneficial to both the jobseeker and employer. They are a great tool
to incentivize an employer to provide an opportunity to jobseekers
that may lack certain skills or need a second chance. The participant
is then able to prove themselves and obtain sustainable employment.
During this internship period, the employer is able to evaluate the
participant’s work ethic and skill set to determine if they are a good
fit for their organization while the participant is paid a stipend of
$7.25 an hour by the Virginia Workforce Center (up to 360 hours).

Through routine meetings and contacts with employers, the business
services manager would promote the Adult Internship program
and/or work experiences and explain the benefits available to using
the programs. The Chamber’s Business Services Manager position
has been successful in promoting this program to employers and in
managing the Job Developer portion of the program. The progress to
date has been summarized below.

Internship Program

Summary 2011-2013

Sector of Business No. Placed No. Hired
Manufacturing 14 5
Service 18 12
Administrative 1 1
Automotive 8 7

The Chamber proposes to grow the promotion of the program and
overall success by focusing on business contacts. By partnering with
the local One Stop Operator who will provide services as the Job
Developer, the business services manager will have more time to
dedicate to establishing relationships with employers and sharing the
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effectiveness and benefits of Adult internships and/or work
experiences.

On-the-Job-Training

On-the-Job-Training provides individualized occupational skills
training for dislocated workers and WiA-eligible adults and older
youth. The goal is to place participants in occupations that will
enhance their prospects for long-term employment and promote self-
sufficiency. Employers can enter into an agreement with the Virginia
Workforce Center to hire, train, and retain the participant upon
successful completion of the training program. Employers would be
reimbursed up to 50% of the employee’s wages during the training
period.

Through routine meetings and contacts with employers, the business
services manager will promote the On-the-Job-Training Program to
employers and explain the benefits available to using this program.

. Incumbent worker training

Incumbent worker training funds are available from the WPWIB to
assist employers with averting layoffs and improving the skills of their
existing workforce. The program is structured to meet employer
training objectives to increase employee productivity and company
growth.

Through collaboration with educational partners, the business
services manager can assist employers with utilizing these funds and
aligning the appropriate training program to meet their needs. The
Incumbent worker training funds would be promoted through routine
meetings and contacts with employers.

Federal Bonding Program

The Federal Bonding Program provides employers with fidelity bonds
for new hires who may have been denied coverage by commercial
carriers because of various barriers, such as poor credit, arrest record,
etc. Each $5,000 bond is available at no cost to the employer and
protects them for up to 6 months.

The business services manager works to promote the Federal Bonding
Program to prospective jobseekers by serving on the Martinsville,
Henry County, and Patrick County Prisoner Re-entry Council. The
Council was formed as a result of an Executive Order that Governor
Robert F. McDonnell signed on May 11, 2010, to establish an
integrated system to coordinate the planning and provision of
offender transitional and re-entry services among state, local, and



nonprofit agencies to prepare offenders for successful transition into
their communities upon release from incarceration.

Service with the Re-entry Council connects the Business Service
Manager with other agencies that are working to assist returning
citizens to find employment, access to transportation, housing and
help with family reunification. The council also works to educate
employers on the benefits and incentives available for hiring
returning citizens.

In addition to service with the Re-entry Council, the business services
manager will promote the Federal Bonding Program through direct
meetings and contacts with employers.

Customized Training

Customized Training funds are available to employers for specific
skills training for new hires or incumbent workers. Employers may be
reimbursed up to 50% of the employee’s wages during the training
period. WPWIB staff work with employers on a case-by-case basis to
utilize this training program.

The business services manager would make employers aware of the
Customized Training program through routine meetings and contacts
with employers.

Plant closing/layoff services

Plant closing and layoff services helps to ease the transitions of laid-
off workers, maintaining the morale and productivity of remaining
employees.

The business services manager is a member of the local Rapid
Response Team that provides immediate, on-site downsizing
assistance for businesses. The local team partners with the state's
Rapid Response Unit to provide assistance to companies and their
employees regardless of the reason for the layoff or closure (NAFTA-
impacted, downsizing or restructuring, natural disaster, plant
relocation, bankruptcy, etc.).

Resource lab at the Virginia Workforce Centers

The Virginia Workforce Center is equipped with a resource lab
consisting of computer workstations with internet access, fax
services, copy machines, and printers. Software is available for the
public to upgrade basic reading and math skills and other basic
workplace skills.



The business services manager promaotes the availability of this
resource to both employers and jobseekers through meetings and
presentations in the community.

I. Pre-employment screening
Pre-employment screening is offered to employers to assist them in
securing the most qualified candidates for their job openings. This
can help the employer save time and money with recruiting efforts.

Through meetings and established relationships with employers and
educational partners, the business services manager serves as a
resource when seeking qualified candidates for employment.
Dependent upon the employer’s needs, the business services
manager can identify qualified candidates for openings and provide
pre-screening services and referrals. These services could be as
simple as a quick work skills assessment and short interview or as
complex as to connecting employers with an educational institution,
such as the community college, that offers a wide variety of
assessment tools that can be customized to meet an employer’s
needs. Regardless of the need, the business services manager is
committed to meeting the employer’s requirements for a job opening
and securing the most qualified candidate.

J. Labor market information
Labor market information is important in assisting human resource
professionals and their organizations when making decisions about
their workforce and business. By providing access to industry,
occupational, wage, benefit, and other various data, employers can
make more informed decisions.

The Martinsville-Henry Chamber of Commerce partners each year
with the Martinsville-Henry Economic Development Corporation to
conduct a local Labor Market Analysis. In addition to this resource,
the business services manager has the ability to provide industry,
occupational, wage, and benefit data to employers that is specific to
their needs and business sector. This information is helpful not only
to prospective employers considering locating in Martinsville and
Henry County, but it also helps existing business maintain
competitiveness. The business services manager also provides labor
market information to economic development agencies both locally
and regionally, to include the Southern Virginia Regional Alliance.

c. Employer recruitment and outreach
Employer recruitment and outreach consists of collaboration with the local
Economic Development Corporation to actively recruit and reach out to
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prospective employers. Some of the services that may be provided would
include assistance with hiring and/or training needs, targeted recruitment
events, establishment of assessment tools for appiicants, and wage and benefit
data. All of these tools assist in attracting and securing new employers to our

area.

The business services manager has worked very closely with the Economic
Development Corporation along with other partners to develop a One-Year
Workforce Development Plan to address the immediate recruitment needs of
our existing and prospective employers. The business services manager assists
the EDC with attracting prospective companies by cacrdinating targeted
recruitment events to address employer workforce needs. If work skill
assessment tools are required, the business services manager can connect
employers with educational partners or the Virginia Workforce Center to
obtain those tools. Industry, wage, and benefit information is provided to
employer prospects to help them make informed decisions about locating their
business in this area and benefits of doing business in Martinsville and Henry
County. The business services manager is also working with higher educational
institutions, in collaboration with the EDC, to recruit high demand skilled
workforce, such as engineers and IT specialists. Another example of how the
business services manager, through service on the Blue Ridge Human Resource
Association Board, works with the EDC in promoting our area to employers is
through collaboration with their tourism division, who will be leading a
workshop for employers in April on attracting and retaining employees.

Records management and reporting

The business services manager maintains hard copy and/or electronic files for
each employer, partner, meeting, and/or event that is pertinent. Notes are
kept and services are recorded and reported upon as requested. In addition,
the business services manager will provide quarterly reports and present an
annual report to the West Piedmont Workforce [nvestment Board to exhibit
the number of meetings held with employers, partners, committees, and
councils to detail the outcomes. Information will be provided about employer
needs and market demands. Reports would also provide results from events
coordinated by the business services manager, such as workshops, job fairs,
and targeted recruitments.

The Chamber of Commerce will provide budgetary reports as required by the
West Piedmont Workforce Investment Board.

The business services manager will also be held accountable to the Chamber of
Commerce’s Board of Directors and will report to them on a monthly basis.

Flow Chart (See Attachment D)
11



£ The Martinsville-Henry County Chamber of Commerce will adhere to the
WPWIB’s General Complaint Policy for participant grievance process.

g. There will be an MOU executed with the contractors that are awarded the
Adult, Dislocated Worker, and One Stop Operator services programs, but until
that is determined, an MOU cannot be officially resolved. Please see the
letters of support provided in support of The Martinsville-Henry County
Chamber of Commerce application for Business Services. (See Attachments E-
J)

h. Proposed timeline for delivery of services to employers (See Attachment K}

i. NA

Section 03 — Budget Information
1. Line Item Budget {See Attachment L)
a-n. Included in budget worksheet
2. Budget Worksheet {See Attachment M)
3. Budget Narrative (See Attachment N)

Section 04 — Disclosure of Lobbying {See Attachment O)
Section 05 — Certifications {See Attachment P)
a. Compliance with Nondiscrimination and Equal Opportunity Laws and Regulations
Debarment/Suspension
b. Drug-Free Workplace
c. Indemnification
Section 06 — Proposal Summary Form and Contract (See Attachment Q)

12
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Attachment B

O MARTINSVILLE
ey HENRY COUNTY

CHAMBER OF COMMERCE

Financial Policies and Procedures Manual



Introduction:

This manual is intended to provide an overview of the financial policies and procedures
of the Martinsville-Henry County Chamber of Commerce.

The Martinsville-Henry County Chamber of Commerce is incorporated in the state of
Virginia. The Chamber is exempt from federal income taxes under IRC Section 501(c)
(6) as a nonprofit corporation. The Chamber’s mission is to serve our members and
improve the business community by providing programs, services and leadership which
advance the success of our members.

This manual shall document the financial operations of the Chamber. Its primary purpose
is to formalize accounting policies and selected procedures for the accounting staff and to

docurnent internal controls.

The contents of this manual were approved as official policy of the Chamber by the
Finance Committee and the Board of Directors. All Chamber staff is bound by the
policies herein, and any variation from established policy is prohibited.



The Role of the Board of Directors:

The Martinsville-Henry County Chamber of Commerce is governed by its Board of
Directors. which is responsible for the oversight of the Chamber.

The board is responsible for hiring and evaluating the Chamber’s President, who shall be
responsible for the day-to-day operations and management of the Chamber.

The Role of Committees:

The Board of Directors shall form committees in order to assist in fulfilling its
responsibilities. Specific guidelines regarding the composition and election of the Board
and Committees are described in the Chamber’s bylaws. Roles of committees with
responsibilities for the financial affairs of the Chamber will be described in great detail in

this manual.

Finance Committee Responsibilities:

The Finance Committee is responsible for direction and oversight regarding the overall
financial management of the Martinsville-Henry County Chamber of Commerce.
Functions of this committee include:

1) Review the Chamber’s annual budget (prepared by staff) for final approval by
full board.

2) Participate in long-term financial planning.

3) Establish and monitor investment performance.

4) Monitor financial performance.

5) Oversight of reserve funds.

The Executive Committee will review the financial statements along with the Finance
Committee and approve all recommendations.

The Finance Committee will also be responsible for the process of hiring an independent
CPA firm to conduct the Chamber’s annual audit. The Finance Committee will also
review and approve the final audited financial statements.

The Finance Committee serves as the primary point of contact for any employee who
suspects that fraud has been committed against the Chamber by one of its employees or

Board members.
The Role of the President and Chamber Staff:

The Board of Directors hires the President, who reports directly to the Executive
Committee. The President is responsible for hiring and evaluating all staff. Each staff
member reports to the President.



SECURITY

The Martinsville-Henry County Chamber of Commerce corporate seals, record book and
blank checks should be stored in a fireproof file cabinet in the Chamber offices. This
cabinet will be locked with a key. Access to this file cabinet shall be by keys in the
possession of the President and Accountant.

Petty cash is stored in a lock box. Each employee has a key to the petty cash box. Petty
cash shall hold no more than $200 cash or receipts and cash adding up to that amount.

Access to Electronically Stored Data:

It is the policy of Martinsville-Henry County Chamber of Commerce to utilize passwords
to restrict access to accounting software and data. Only authorized personnel with data
input responsibilities will be assigned passwords to access the data.

Passwords shall be changed on a regular basis. Administration of the passwords shall be
performed by the President.

Storage of Back-Up Files:

The Martinsville-Henry County Chamber of Commerce will create and maintain back-up
copies of electronic data files off-site in a secure environment. Access to back-up files
shall be limited to individuals authorized by management.

Fiscal Year of the Chamber:

The Martinsville-Henry County Chamber of Commerce shall operate on a fiscal year that
begins on July 1 and ends on June 30. Any changes to the fiscal year of the Chamber
must be approved by majority vote of the Chamber’s Board of Directors in accordance
with the by-laws of the Chamber.

GENERAL LEDGER AND CHART OF ACCOUNTS

The general ledger is a set of accounts that supports information within financial
statements of the Martinsvilie-Henry County Chamber of Commerce, which includes all
financial transactions, data, and reports. All information will be supported by subsidiary
ledgers, which more fully detail certain parts of the general ledger.

Chart of Accounts

The chart of accounts is composed of five types of accounts, which make up the general
framework for the general ledger, and thus are a basis for the financial system of the
Martinsville-Henry County Chamber of Commerce. Within the chart of accounts, there is
a record of account titles and account numbers assigned to titles. The five types of



accounts within the chari of accounts include the following: assets, liabilities, net assets.
revenues. and expenses.

Control of the Chart of Accounts

The President of the Martinsville-Henry County Chamber of Commerce is responsible
for controlling, monitoring, and maintaining the chart of accounts. All additions and
deletions must be approved by the President.

Journal Entries

A journal entry will be required for any general ledger entry that is not supported by a
subsidiary ledger. The entry should provide a reasonable explanation for the financial act.
Examples of instances when a journal entry is required would include recording of non-
cash transactions and corrections of errors.

Certain types of journal entries will recur every accounting period. Such type of entry
may include information regarding depreciation of fixed assets. Other types of
information may be recurring as well.

All journal entries shall be approved by the President of the Martinsville-Henry County
Chamber of Commerce by signature.

POLICIES ASSOCIATED WITH REVENUES AND CASH RECEIPTS

Revenue Policies

The Martinsville-Henry County Chamber of Commerce receives revenue for many types
of transactions. Such transactions are recognized in the financial statements upon being
received.

Refunds of Revenue

The following policies govern the refunding of revenue collected by the Chamber:

1) Membership Dues — the Chamber has a policy that if a business is not
completely satisfied with their membership then their dues will be fully
refunded to them.

2) Sponsorship — No refunds will be given.

3) Conferences and Seminars — A full refund is available if notification of
cancellation is received within 30 days of the event. Absence from the
conference/seminar does not constitute a refund.

4) Publications and Other Products — A full refund will be available so long as
the product is undamaged.



Contributions Policy

The Martinsville-Henry County Chamber of Commerce receives income in the form of
contributions, revenue from transactions, and a combination of the two. The type of
transaction will be declared based upon the following details concerning transaction:

e The Chamber’s intent in solicitation of the asset.

e The expressed intent of the party giving money to the Chamber (Are benefits
expected from the monies given?).

e The balance of value in relation to the payment given to the Chamber.

e Whether assets are to be delivered by the Chamber to individuals or organizations
other than the resource provider or whether they are delivered directly to the
resource provider or to individuals or organizations closely connected to the
resource provider.

Accounting for Contributions

The Martinsville-Henry County Chamber of Commerce shall recognize contributions
within the period the Chamber receives such payment. Contribution incomes will further
be classified as an increase in unrestricted, iemporarily restricted, or permanently
restricted net assets.

Unconditional promises to give shall be classified as increases in temporarily restricted
assets. Money received by an unconditional promise within one year will be recorded at
its face value. Money received over a more extended period will be recorded at a value
equal to its discounted net present value. The interest rate that shall be used in calculating
net present values of unconditional promises is the risk-free rate of return available to the
Chamber at the time the promise is made by the donor.

When the final time or use restriction of a contribution has been met, the contribution will
no longer be recorded as temporarily restricted. At this point, it will be considered

nnrestricted.

When the Chamber receives a contribution in the form of volunteer labor, the
contribution will be recorded assuming the following three conditions are met:
1) The volunteer service creates or enhances a non-financial asset
2) The volunteer service is the type that would normally need to be purchased by
the Chamber
3) The volunteer service requires some kind of specialized skill and the
individual making the contribution possesses these skills

If the service meets only one of the criteria listed above, then the service will be recorded
at fair market value.



Receipts and Disclosures

The Chamber will abide by the foliowing guidelines with respect to contributions
received.

All donors will receive a receipt recording the contribution. The receipt shall include the

following information:
1) The amount of cash received or a description of the non-cash contribution

(this will not describe an assessment of value)
2) A statement declaring whether the Chamber provided goods/services in return

for the contribution
3) A fair statement of the value of the goods/services

BILLING AND INVOICING

Below is a list of items billed/received by the Chamber.

Annual Billings
¢ Membership Dues
o Pledges

Monthly Billings
+ Grants/Contracts
+ Periodical advertising

Other Billings
+ Publication and product orders
+ Conferences, events, seminars, etc.

Membership Dues

Billings for Chamber membership occur in three stages. The first renewal billing is sent
approximately 30 days before the expiration of membership. A second billing is sent 30
days after the set renewal date. A third billing is sent one month after the second if the
dues remain unpaid.

No more billings will be sent after the third and it will be the responsibility of the
Membership Committee to contact and follow up with the unpaid member.

After 90 days of past-due membership, the unpaid membership will be brought before the
executive committee to discuss the best strategy to contact the business and retain them
as a member of the Martinsvilie-Henry County Chamber of Commerce.



Customer Invoicing

The Martinsville-Henry County Chamber of Commerce will complete all customer orders
and send an invoice upon receiving a completed purchase order or registration form.
Those members with a history of delinquency will be required to make all payments in
advance at the President’s discretion.

The following information must be included with customer orders or on available files in
order for credit to be established: business name. contact name, mailing address, phone
number, and a complete description of what is to be purchased/invoiced.

Classifications of Income and Assets

All income will be classified as unrestricted with the exception of income received by
grants and the grantors. These funds will be classified as restricted.

Those funds that the Chamber earns or receives may carry stipulations that the Chamber
use these funds for a specific, stated purpose within a specified time. These types of
funds shall be labeled as temporarily restricted.

CASH RECEIPTS AND DEPOSITS

Cash receipts (which also include money received by checks made payable to the
Chamber) are handled carefully so that all funds are appropriately recorded and directed
promptly. Checks and cash received by mail are recorded by the Administrative
Assistant. Reference to the invoice number or appropriate program/event will be
documented in this daily listing of checks/cash received.

A deposit slip will be prepared and compared to daily receipts to check for accuracy.
Deposits must be prepared by an employee other than the one preparing the daily listing
of receipts. Deposits shall be made daily unless the amount to deposit is less than $500. A
deposit must be made at least weekly.

Cash receipts should be added to the appropriate subsidiary ledger or general ledger at
least once a week.

Excess Revenues

Any excess revenues should be placed into one of the two reserve accounts that the
Martinsville-Henry County Chamber of Commerce holds.

Endorsement of Checks

Income checks are to be endorsed by an employee other than the one preparing the daily
listing of receipts. The endorsement shall be made by a stamp which includes the
following information:



1) “For Deposit Only”
2) Martinsville-Henry County Chamber of Commerce
3) The name of the bank where the money is to be deposited

Returned Checks

Any check that is returned to the Chamber will result in a $25.00 charge to the
business/individual. The $25.00 charge along with the original payment is due within five
(5) business days of notification from the Chamber. This payment will be received only
by cash or money order. If the amount has not been paid within ten (10) business days,
then the Chamber’s Finance Committee will review the situation and make a decision for
further action. After two returned checks by any one member, payment by check will not
be accepted.

EXPENDITURES AND DISBURSEMENTS

This section will outline policies related to all purchases made by the Martinsville-
Henry County Chamber of Commerce.

Responsibility for Purchasing

The President has the authority to initiate and approve purchases made by the Chamber
so long as purchases are made in accord with the policies listed below.

Non-Discriminatory Policy

The Chamber will not employ any vendor who does not comply with non-discriminatory
policies. No Chamber-employed vendor should discriminate against employees for any
characteristics such as gender, race, religion, etc. If the Chamber discovers any such
unlawful discrimination, then the existing business contract will be terminated.

Vendor Selection Policy

All vendors selected for hire must provide a certificate of insurance coverage which
includes worker’s compensation and liability if appropriate.

Reconciliation of Deposits

The President will perform a monthly check of deposits to ensure that all receipts confirm
an accurate report. All discrepancies will be investigated immediately.

Bank Statement Reconciliations

Bank account statements are received monthly and opened by the President where he/she
will review for any unusual items. Such items will be immediately reported to the finance

committee.



Each bank statement will be reconciled within 5 days after receiving. Statement,
reconciliations and any journal entries made will be filed in the current year’s accounting

files.

Credit Cards

Payments to the Martinsville-Henry County Chamber of Commerce by credit card must
be approved and authorized by the participating credit card company. For such payments,
the following information will be needed: customer/member name, address, phone
number, name of credit card holder, address of credit card holder, type of credit card,
credit card number, and expiration date.

All credit card deposits are recorded by the Administrative Assistant. These funds are
automatically transferred into the Chamber’s checking account. The deposits from credit
card transactions are reconciled with each monthly bank statement.

On-Site Collections

Cash, checks, or credit card payments may be received on-site as payment for registration
for conferences, programs, or events. The following policies pertain to such payments.

1) A receipt must be sent to the registrant
2) A record of all payments received on-site must be made at the end of each day

Outstanding Billings

Collections are performed on a monthly basis according to a review of a report of
outstanding items. This report also includes activities of the customer and prior
outstanding balances for 30, 60, 90, and 90+ days.

Customers with an outstanding balance will receive a second notice after 30 days. If 30
additional days pass without receiving full payment, then the customer will be contacted
via telephone by a staff member of the Chamber. If the payment is not received within 90
days of the initial notification, then the Membership Services Committee will be
responsible for follow-up correspondence. A record of all notifications shall be kept by

the Chamber.
Special Purchases

Emergencies:

10



If a situation warrants the purchase of a good/service to maintain the health, welfare. or
safety of staff and protection of the Chamber, no quotations will be necessary.

Single Source:
If the needed good/service is only available from a single distributor and no other
product/service meets the stated needs, no quotation will be necessary.

Vendor Documentation

A file should be kept with the Chamber’s records for each new vendor of goods/services.
A W-9 or substitute equivalent musi be mailed to the vendor and then received within 15
days. All documents must be complete and then stored in the Chamber’s records. Those
vendors who have not provided a W-9 will be issued a Form 1099. All documents of
payment should also be stored in the vendor’s file.

Conflicts of Interest

No officer, staff member, or agent of the Martinsville-Henry County Chamber of
Commerce shall participate in the selection and hire of a vendor if any conflict of interest
exists or may exist. An example of such a conflict of interest includes the possible hire of
a close relative, an organization that provides that individual employment, or an
organization in which the individual has a financial interest.

No officer, staff member, or agent of the Martinsville-Henry County Chamber of
Commerce shall accept any type of personal benefit from the hire of vendors in the way

of sub-agreements.

Annual Audit

At the close of each fiscal year, an audit must be prepared by an independent accounting
firm that is a member of the Martinsville-Henry County Chamber of Commerce. The
Finance Committee of the Chamber must select an auditor and staff must prepare all
documents needed.

BANKING CLAUSES

Bank Accounts

The Chamber currently holds one checking account at Branch Banking & Trust
Corporation. Separate securities are held at Carter Bank & Trust as well as River
Community Bank N.A.

Account Signatures

11



Checks over $500 are required to have two signatures by directors or officers designated
on the signature card. The current directors or officers designated are the President,
Chairman, Chairman-Elect, and Secretary/Treasurer. All payroll and expense checks
must have two signatures. It is preferred that all checks have two signatures.

FDIC Security

The basic insurance amount for FDIC has been raised from $100,000 to $250,000. The
Chamber will not exceed this amount in any account.

INVESTMENTS
Securities Held

Currently the Martinsville-Henry County Chamber of Commerce holds two Certificates
of Deposits at Carter Bank & Trust and River Community Bank N.A. These two CD’s
constitute the reserve funds of the Chamber. The President is responsible for the
investment of funds upon approval of the finance committee.

Reserve Funds

It is the policy of the Martinsville-Henry County Chamber of Commerce to maintain at
least one-hundred thousand dollars in a reserve account in case of an emergency or an
unfortunate economic downturn.

Special Funds

Maintenance expenses and building renovations may be charged to special funds. What
constitutes a maintenance expense or building renovation is at the boards discretion.

Fund Transfer Authorization

The President has the authority to move funds from one account to another without board
approval, For example when there is more than a certain amount in checking (one fund),
the President has the authority to transfer monies into a CD (another fund) and also has
the authority to combine CDs so that more interest can be generated if interest rates are
higher at a certain financial institution.

Prohibited Expenditures

Due to the tax-exempt status of the Chamber, no expenditures shall be made for political
intervention, which includes any form of direct or indirect support or opposition for any
candidate of public office. Expenditures are allowed for lobbying purposes, which is
considered to be direct or indirect support or opposition of legislation.

Prohibited political expenditures include examples such as:

12



o Financial support of political action committees, campaigns of candidates {or
office, and political parties

e The purchase or financial support of printed materials supporting or opposing any
candidate

e Placing political advertisements in any Chamber document, newsletier, or
periodical

The Chamber shall in no way endorse or show support of any candidate for public office.
Any representative of the Chamber shall withhold any direct or indirect supporl for
candidates while acting on behalf of or representing the Chamber.

Prohibited Use of Chamber Resources

No Chamber asset or resource shall be used for political support of any candidate for
public office, either directly or indirectly. This policy includes human resources for use
of support. Individuals of the Chamber are not prohibited from engaging in political
activities, but they must be done on their own time and musl clearly represent their
personal interests as separate from their professional ties to the Chamber.

ACCOUNTS PAYABLE

The Martinsville-Henry County Chamber of Commerce requires that all assets and
expenses be recorded accurately, preferably by an employee who did not participate in
the order of the good or service. The recorded information should be supported by a
vendor invoice and an approved purchase order when possible. All information should be
reviewed and approved by the President of the Chamber. Then, these records should be
added to the general ledger and appropriate subsidiary ledger. An efficient accounts
payable policy is meant to encourage an efficient and organized manner to carry out
spending and invoicing.

All valid accounts payable transactions shall be supported by appropriate documentation
and recorded promptly or at least weekly. All accounts payable will be processed weekly.
Only original invoices may be used for payment unless a duplicate is verified to be
unpaid. Vendor statements may not be processed for payment.

Authorization of Disbursement

The President of the Martinsville-Henry County Chamber of Commerce is authorized to
pay bills and/or invoices for products and/or services obtained. The President has the
authority to control the funds as long as the expenses stay within the budgeted numbers.

13



TRAVEL POLICY
Employee Expense Reports

Reimbursements for travel costs, business meals, gas mileage, and other approved
expenses will only be provided if the individual incurring such expense properly requests
reimbursement by submifting an expense report. A proper expense report will include an
attachment of all receipts along with a brief description of the business purposes of the
trip and the reasons for incurred expenses. Expense reports will be due within 30 days of
the incurred expense and will be processed in the next vendor cycle.

Business Travel

Upon returning from a business trip required by the Martinsville-Henry County Chamber
of Commerce, the employee or board member having been on the trip should complete an
expense report which shall include the following information:
1) ldentify every individual business expense incurred while on the trip.
2) When possible, include all receipts or invoices received.
3) If the traveler fails to obtain a receipt for airfare, other proof of flight expenses
may be accepted.
4) Mileage may be reimbursed at $.40/mile. This amount may vary as gas prices
increase.
5) The purpose of the business trip must be adequately described within the
expense report.
6) For all meals and other business-related expenditures of the trip, the following
information must be included:
i) Names, titles, and organization associations of all persons entertained
ii) The business purpose of the meal or other event, which shall also
include topics discussed during the meal or event
7) The expense report must be authorized by signature and date by the traveler.
8) All expense reports must be approved by the President of the Chamber. The
Presidents expense report must be approved by the Chairman of the Board.

If the above criteria are not met, reimbursements will not be provided.

Purpose of Travel

The Martinsville-Henry County Chamber of Commerce shall only provide
reimbursement for business trips deemed necessary and reasonable. The following are
requirements for the trip 1o be deemed as such:
1) Travelers shall stay in standard rooms; no upgrades are allowed.
2) When using rental cars, an affordable option must be chosen and rental cars
should be shared whenever possible.
3) Long-distance telephone calls must be made using a calling card when
possible. Avoid using the hotel’s long-distance service.

14



4) Reasonable tips for baggage handling are reimbursable and do not require
receipt

Air Travel

1) Air travel will only be reimbursed at coach class fares.
2) Membership in airline flight clubs will not be reimbursed.

3) Flight insurance will not be reimbursed.
4) When airfare exceeds $500. two quotes must be obtained from a travel agent

and included within the expense report.
5) Cost of cancelling or rescheduling flights will not be reimbursable unless
sufficient business purposes can be identified and explained as necessary and

unavoidable.
6) Travelers will not be reimbursed for any personal flights, even if'it occurs

within the business trip.

Spouse or Travel Partner

The Martinsville-Henry County Chamber of Commerce will not reimburse any expenses
incurred by a spouse or partner while traveling. The cost of a shared hotel room does not
need to be allocated between the Chamber-associated traveler and the spouse/partner.

CASH DISBURSEMENTS

Check Preparation

All vendor checks and reimbursement checks are printed on a bi-weekly basis. Checks
shall not be prepared by the individual authorizing the check by signature.

All vendor and expense reimbursement checks should be prepared using the following
guidelines:

1) All expenditures must be verified using appropriate documentation as
described previously.

2) In general, all vendors shall be paid within 30 days of a proper invoice
submission.

3) Prior to the release of any check, the available balance should be checked.

4) Checks shall be used in numerical order.

5) Checks shall never be made payable to “bearer” or “cash.”

6) Checks shall never be signed prior to being prepared.

7) Upon preparation of the check, all related documents shall be marked as paid.

Check Signature

All checks require the signatures of the President and any one of the Executive
Committee members that are assigned to the signature card on that bank accou.
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Prior to signing the check, the individual must make sure that the check has been properly
prepared and all documentation supports the check.

Voided Checks and Stop Payments

Any check may be marked as void due to processing errors. If this occurs, the check must
be clearly marked as being void and then stored for aid in preparing bank reconciliations.

A check payment may be stopped if the check is thought to have been lost in the mail or
other valid reasons. The President is responsible for authorizing the stop and a general
journal entry must be prepared to explain the situation and any expenses incurred for the

stop.
PAYROLL POLICIES
Classification of Workers

The Martinsville-Henry County Chamber of Commerce will consider all relevant
information when making the determination of classification of employees as being either
independent contractors or employees. Information reviewed for such classification will
include the following:

1) Behavior conirol
a. Instructions given by the Chamber that control the following:
i. Hours and location of work
ii. Tools or equipment to use
iii. Choosing workers to hire
iv. Place of purchase for supplies and services
v. Responsibilities of individuals
vi. Order to follow when completing work
b. Training provided by the Chamber (typically of employees) or training
provided by individual (typically an independent contractor)
2) Financial control
Extent of reimbursement for business expenses
b. Extent of worker’s investment in facilities, assets, and resources
c. Extent to which the worker makes services available
d. Method of payment to worker (salary for employees and flat fees paid to

P~

contractors)
3) Type of relationship
a. Benefits provided

b. Nature of employment as temporary or permanent

c. Contracts describing relationship between employee and the Chamber

d. Extent to which services of the employee are necessary to the regular
business of the Chamber

16



If the individual is classified as an independent contractor, the Chamber will send the
individual a Form 1099 as required. Money approved and reimbursed from business trips
is not required to be included in the Form 1099.

Personnel Files of Employees

Records of those individuals marked as employees must be appropriately maintained with
current documentation. Required files include the following:
1) Martinsville-Henry County Chamber of Commerce Employment Application
and personal resume/references if possible
2) Form W-4 Employee Federal Withholding Certificate
3) Form VA-4 State Withholding Certificate
4) Form 1-9 Employment Eligibility Verification with photocopies of all backup
5) Copy of valid photo identification
6) Copy of Social Security card issued by the Social Security Administration
7) Starting date and scheduled hours
8) Job title and starting salary
9) Authorization for direct deposit of paycheck
10) Indication of exemption or non-exemption from the provisions of the Fair
Labor Standards Act

The proceeding policies apply to those individuals marked as employees.
Payroll Administration

The Martinsville-Henry County Chamber of Commerce operates on a bi-monthly payroll
system.

There must be authorization in writing (by the appropriate individual) if there are changes
to any of the following payroll information:

1) New hires

2) Termination in employment

3) Changes in wages

4) Voluntary payroll deductions

5) Changes in income tax withholding status

6) Court-ordered payroll deductions

Payroll Taxes

An outside CPA that is a member of the Chamber is responsible for the completion and
submission of all required tax forms and that all required taxes are withheld and paid. An
updated W-4 Form must be received from all employees in January of each year.
Withholding of federal taxes will be based upon the most current version of an
employee’s W-4.

17



Timesheets

Currently all employees of the Chamber are salaried. Occasionally an intern or hourly
employee may be hired. Any employee that is not salaried shall submit a completed
timesheet to the Administrative Assistant no later than 2 days afier the close of the pay
period. Timesheets should adhere to the following guidelines:

1)} Should reflect hours worked during the pay period

2) Should be completed in ink

3) Errors shall be marked out, corrected. and initialed.

4) Vacation time should be clearly identified

5) Authorization by signature of the employee is required

6) The Administrative Assistant will review and check the mathematics for

accuracy.

After preparation, the timesheets must be reviewed and authorized by the President of the
Chamber. If the employee is absent on the day of timesheet submission, the information
can be given by telephone or email. When the employee returns to work, they must sign
and authorize the timesheet prepared in his/her absence. Also, the timesheet shall be
marked as being prepared via email, telephone, or approved altemative.

Payroll Review and Distribution

The President shall review and authorize each check by signature. The President shall
distribute paychecks on the 15" and last day of each month.

18



Attachment C

Emplovee Grievance Procedure for the
Martinsville-Henry County Chamber of Commerce

The Martinsvilie-Henry County Chamber of Commerce’s Employee Grievance Procedure is
formed of three parts; an informal stage, a formal stage, and if necessary, an appeal stage.

1. Informal Procedure

The employee should first discuss their grievance with the person(s) involved in private where
possible. During this meeting, the nature of the problem should be discussed and if possible, a
resolution should be sought between the parties. If this does not resolve the matter, employees
are advised to progress to the formal stage.

2. Formal Procedure

If the matter has not been resolved through informal discussions between the parties, the
employee(s) should set out their concerns to the Chamber president. If the issue directly
involves the Chamber president, the employee(s) may seek involvement of a member of the
Chamber's Board of Directors. Initial concerns can be expressed verbally or in a written
statement to the appropriate person, either the Chamber president or a member of the
Chamber's Board of Directors.

The appropriate person (either Chamber president or member of the Board of Directors) will
then arrange and hold a meeting where the employee and parties involved may officially present
and discuss concerns.

Then, the Chamber president or Board member will make a recommendation in writing to all
employees concerned in the matter. The recommendation should include guidelines for each
involved employee in handling the situation and consequences if the guidelines are not upheld.

3. Appeal Procedure

If a party of the original grievance is not satisfied with the written recommendation provided in
the formal procedure, then that party may issue a written appeal to the Chamber president and
members of the Executive Committee of the Chamber’s Board of Directors. The Executive
Committee will then meet to discuss the original grievance, the appeal, and first
recommendation. At this point, the Executive Committee may decide to uphold the original
recommendation or write a new recommendation. At this point, the recommendation of the
Executive Committee will stand as the final recommendation and guidelines for future action
concerning the original grievance.



Attachment D

Flow Chart

The following flow chart shows the progression from the Business Services Manager (BSM) Meeting with
an Employer to an intern receiving their first check. Following an initial meeting with an employer, the
BSM will then work to resolve employer issues based on their needs. If an employer needs assistance
with recruitment and has interest in the Internship Program, the Job Developer would be contacted, If
the Employer needs assistance finding the appropriate training for their staff, the BSM will connect them
with the appropriate educational partners or work with those partners to develop such training, if not
already available. When an employer needs assistance with training funds, the BSM would work directly
with the WPWIB to apply for the appropriate training assistance, Incumbent Worker, Customized
Training, QJT, etc.

To ensure employers receive the services desired, the Business Services Manager will follow up and
evaluate any services or training provided by seeking feedback from employers. This could occur
through varies means, such as a survey, phone contact, follow meetings, or through roundtable
discussions within sectors. A continuous improvement process would be established to address any
issues that may arise.
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- Attachment E
NSVILLE
HENRY COUNTY VIRGINIA
ECONOMIC DEVELOPMENT

February 25, 2013

Ms. Kim Adkins

Executive Director

West Piedmont Workforce Investment Board
730 East Church Street, Suite 24

P.O. Box 4043

Martinsville, VA 241135

Dear Kim:

The Martinsville-Henry County Economic Development Corporation would like to express
support for the Martinsville-Henry County Chamber of Commerce to operate the Business
Services component of the Workforce Investment Act. To meet the requests of area employers,
the Chamber and EDC, along with NCI and PHCC, have partnered to develop a Community
Workforce Development Plan. This plan was announced in November 2012 and addresses the
immediate recruitment and training needs of area employers.

The Martinsville-Henry County Chamber of Commerce is well aligned to manage the Business
Services program with their 630+ membership of businesses and organizations in the
community. The Martinsville-Henry County Economic Development Corporation has been
better able to serve prospective and new businesses with workforce needs through targeted
recruitments organized by the Chamber’s Business Services Manager. SHINE Systems and
Technologies and Laminate Technologies are just two prime examples of how the Chamber and
EDC work together to grow and recruit business to Martinsville and Henry County.

Please consider this letter of support for the Martinsville-Henry County Chamber of Commerce’s
application for the Business Services component of the Workforce Investment Act.

Sincerely,

D ol Q=

Mark Heath
President/CEO

134 East Church Street, Suite 200 P.0O. Box 631, Martinsville, Virginia 24114
Phone 276.403.5940 Fax 276.403.5941 www.YesMartinsville.com



Attachment F

Patrick Henry

Commuaity College
Office of the President

February 20, 2013

Ms. Kim Adkins

Executive Director

West Piedmont Workforce Investment Board
730 East Church Street, Suite 24

P. O. Box 4043

Martinsville, VA 24115

Dear Kim:

] write to support the application of the Martinsville-Henry County Chamber of Commerce to be the provider
for the Business Services component of the Workforce Investment Act in Martinsville and Henry County.
Patrick Henry Community College has partnered with the Martinsville-Henry County Chamber during their
current operation of the program and to meet the critical workforce needs of employers in our area.

With more than 600 business members, the Martinsville-Henry County Chamber of Commerce is structured
to fulfill its mission to foster an environment where businesses can be created and flourish. Patrick Henry
Community College is pleased with our partnership with the M-HC Chamber of Commerce to identify needs
and enhance services to employers. Currently, the Business Services Manager from the Chamber of
Commerce and the Workforce Programs Coordinator from PHCC meet weekly to facilitate communication
and discuss employer needs. Additionally, our two organizations partner to provide employer services and
training through the Chamber Business Alliance. Should the Martinsville-Henry County Chamber of
Commerce be awarded the operation of the business services program for Martinsville and Henry County,
PHCC looks forward to continued and enhanced collaboration.

Thank you for your consideration of this Jetter of support for the application of the Martinsville-Henry
County Chamber of Commerce.

Sincerely,

Angeline D. Godwin, Ph.D., J.D.

President, Patrick Henry Community College

Phone; {276 656-0201 FAX (276} 656-0303 e-mail: agodwin@patrickhenry.edu

645 Patriot Avenue, Martinsville. VA 24112 www.patrickhenry.edu



Attachment G

Ms. Kim Adkins, Executive Director February 26, 2013
West Piedmont Workforce Investment Board

730 East Church Street. Suite 24

P.0O. Box 4043

Martinsville, VA 24115

Dear Mrs. Adkins:

On behalf of RTI Martinsville, I would like to extend my support of the Business Services
component of the Workforce Investment Act as provided by the Martinsville-Henry County
Chamber of Commerce. In collaborating with the Business Services program, our business has
great benefitted from their assistance since starting the Martinsville facility.

The Martinsville-Henry County Chamber of Commerce is a strategically sound partner for the
Business Services program because of their connection to 630+ businesses and organizations in
the community. Through the Chamber of Commerce and their Business Services Manager, RTI
Martinsville enjoyed a successful job fair, had position specific recruitment assistance, been
provided with valuable community assimilation and had a go to resource for many questions a
new start up business has. The manufacturer’s roundtable that the Business Services Manager
created has been not only a networking opportunity but has created business partnerships that
enhance our business community.

Thank you for your consideration of this letter in support of the Martinsville-Henry County
Chamber of Commerce’s application for the Business Services component of the Workforce

Investment Act.

Gl %ood .

Human Resources Manager

101 RTI WAY MARTINSVILLE, VA 24112
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February 25,2013

Ms. Kim Adkins

Executive Director

West Piedmont Workforce Investment Board
730 East Church Street, Suite 24

P.O. Box 4043

Martinsville, VA 24115

Dear Mrs. Adkins:

On behalf of Virginia Glass Products Corporation and Virginia Mirror Company Incorporated,
I would like to extend my support of the Business Services component of the Workforce
Investment Act as provided by the Martinsville-Henry County Chamber of Commerce. In
working with the Business Services program, our businesses have greatly benefitted.

The Martinsville-Henry County Chamber of Commerce is a sound partner for the Business
Services program because of their connection to 630+ businesses and organizations in the
community through their membership. Over the last year, the Chamber and their Business
Services Manager, has been able to assist Virginia Glass Products and Virginia Mirror Company
in filling several openings. including securing our very important Human Resources Manager
position.

1 appreciate your consideration of this letter to support the Martinsville-Henry County Chamber
of Commerce’s application for the Business Services component of the Workforce Investment

Act.

Sincerely,

J Ohlll Korff

President and CEO
Virginia Glass Products Corp.-Virginia Mirror Company Inc.

Virginia Glass Products Corporation Virginia Mirror Cormpany, Inc. Mailing Address:
347 Oid Sand Road pHoNE. B00.368.3011 300 S. Moss Street PHONE BODO.B26.4776 P.0. Box 5431
Hidgeway, VA 24148 rax: 276.856.3020 Martinsville, VA 24112  Fax 276.632.2468 Martinsville, VA 24115



Attachment |

National college

www.national-college.edu - 800.664.1886

February 25, 2013

Ms. Kim Adkins

Executive Director

West Piedmont Workforce Investment Board
730 East Church Street, Suite 24

P.O. Box 4043

Martinsville, VA 24115

Dear Kim:

On behalf of National College, I would like to extend my support of the Business Services
component of the Workforce Investment Act as provided by the Martinsville-Henry County
Chamber of Commerce. In collaborating with the Business Services program, our organization
has greatly benefitted by better serving the needs of our students.

The Martinsville-Henry County Chamber of Commerce is a perfect partner for the Business
Services program because of their strong membership of 630+ businesses and organizations in
the community. Through the Chamber of Commerce and their Business Services Manager,
National College has improved its networking ability with new and existing businesses in the
area and learned of position openings for our graduates, including those graduates who are
sponsored by the Workforce Investment Board and the Trade Act. The Business Services
Manager has also provided to National College an additional source of community involvement
for our Career Center Director and for students at our college. The college has invited the
Business Services Manager to speak on campus about interview techniques and being prepared
for the job interview. The Business Services Manager is a unique position for our local chamber
which strives to listen to concerns and issues of businesses in the area and to find solutions to
problems. This position is an important addition to the Martinsville-Henry County Chamber of
Commerce and one that is valuable to National College.

Thank you for your consideration of this letter of support.

Sincerely,
Seo fj
ohn Scott

Martinsville Campus Director
National College

A Degree of Difference



Attachment J

I STITUTE g

February 28, 2013

Ms. Kim Adkins

Executive Director

West Piedmont Warkforce Investment Board
730 East Church Street, Suite 24

P.0. Box 4043

Martinsville, VA 24115

Dear Kim:

On behalf of the faculty, staff and students at New College Institute, | write in support of the Business
Services component of the Workforce Investment Act being awarded to the Martinsville-Henry County
Chamber of Commerce. Through collaboration with the Business Services Manager, we have been able
to promote New College Institute’s degree programs, training opportunities and internship program to
area employers.

The Martinsville-Henry County Chamber of Commerce is a prominent leader in providing advocacy and
support to the businesses in our area. With over 630+ members, the Chamber is a strong candidate to
provide business services by partnering with educational partners and economic development
organizations. As New College Institute expands our offerings to retain axisting industry as well as
attract new business and industry, the Business Services Manager will be able to promote these
additional services and the Chamber and NCI will further collaborate on meeting the needs of employers

in our area.

Thank you for your consideration of this letter in support of the Martinsville-Henry County Chamber of
Commerce’s application for the Business Services component of the Workforce Investment Act.

Sincerely,

g "
' )I 9
- & il 0 29 JJ
S Q.C//\/ NS \’J/\}%_Q/M/J

Leanna Blevins, Ph.D.
Associate Director and Chief Academic Officer

p (276) 403-5610 f{276)403-5604 29 Jones Slreel, Martinsville, VA 24112 www.NewCollegelnstilule.org



Attachment K

Proposed timeline for delivery of services to employers:

* Routine employer meetings, contacts, and industry tours — Weekly and as needed
o Provides the opportunity to promote Workforce Center services, internship and
training programs and funding, provide labor market information, define
employer needs and resolve problems.

» Pre-employment Screening — As needed
o The Business Services Manager provides pre-employment screening and
recruitment services as needed by employers.

=  Community Job Fair - Annually
o Provides employers the opportunity to collect a large pool of job applicants.

= Targeted Recruitments — As requested
o Assists employers and prospective employers to recruit talent that meets their

qualifications.

= Martinsville-Henry County Manufacturing Roundtable Meetings - Quarterly
o Gives employers the chance to share concerns within their industry sector and
positions the Business Services Manager to be able to resolve those issues.

» Blue Ridge Human Resource Association —Manthly
o Participation helps to build relationships with ernployers. Serving as the
organization’s Program Director, the Business Services Manager provides
valuable programs that meets HR personnel needs.

* Supervisor Training Series - Annually
o Training for mid-level management to evaluate and improve their supervisory

skills

= Leadership Development Program — Annually
o Provides new leaders in our community with history on the area and venues

where they may want or be able to contribute and serve.

= Chamber Business Alliance in partnership with PHCC — Bi-annually
o Workshops coordinated and offered in partnership with PHCC that are focused on
areas that employers have specified as skill gaps seen in their workforce.



zZov'L6

00521

00S'C

000'¢
000'2
005

000't
00S'L
00S'L
09€

000't
LLE'8

b2L'9g

00¥'G1

V101l OHIN

180'9€ LZE'GS
120'S 6ZP'L
00S'C 0
000'Z 0001
00S'L 00s
00S 0
00S'E 005
000'L 006
0SZ'L 052
09¢ 0
000'¢ 0
LLE'B
0
LLL'BE
00v'SlL 0

Puly-ul JHIW pajsanbay oHIN

1 JUsWYIeNY

iejol

uoIsIAZ|3) ‘OIpel

‘s1adedsmau) sjuana Juawynioal pajabie)
pue sJiej qol @jowoid o) spoya yseanngp
(s18B1q NIEWS '1ape|smau) swelbold 'sadiaies
aolopjiom arowold o) spoye yoeanng

(¥ Jo wnuwiujwy)
si1afoldwa Joj sieuias pue sdoysyiopn

(¥ $0 wWnwiujw)

s1afodwa yum sbupsawl ajge) punoy
abejsod

awdinba pue sajddns 20140
Juawdojpasp [BUDISSJ0IH

[enel )|

auoyds|a)

(®oueInsUl 'smnes (euoluE(

'sal)jiIn sapn|oul) jual ; aoeds aou()
S99IAJAS JUDID - SIyausg
reuonesadQ - sjjauag

(anyeyuasaldal

92IAJ9S SSOUISNQ DLW} 2UO SaPN|oU|)
S99IAI9S JUdl|) - Sobepp '§ Souejeg
{awn yejs Jayjo jo uoipod

e Jojpue ‘awy sjuspisald Jo 9,0z Sapn|au))
|euoneladQ - sebepp g saueeg



zov'Le 180°'9¢ LZE'SS €0l

a2 005"z Li0's BEw'L UOISIAS|S} ‘OIpE.
Jad pied Aj|eaidA) si 1eY) Buisiiaape yooqaoe) pue 00s$-052% ‘siadedsmau) sjusae Juswynioal pajabie]
woyy alaymiue BuiBuel sajowal Jo SEIDISWWOD OIpEY 'SPUOISS pue sJse} gof ejowold 0] sHoYS Yseanno

0F Joy 0ogg uni Aea1dAy Jey; sjusas Bunowoud sjepIswwo)
'SalW] IYOUBOY PUB PIOSaY g SMaN 'aag % 1918160y

SE yons aAlsuadxa aJow ale Jey] sladedsmau [euciBal alow

U] S9WIBLWOS pue una(ing IIASUILE au) U sajiue jadedsmap

Jeah a1jud By} Joj BYsgaMm (0S5’ 0052 4] (siseiq
pue auizebew 'Jaye|smau 's1SE|qe N0 Ul SJusas Jo abelaaon Ilews ‘Japaismau} swesbold 'saoiaas
20I0jiom Sj0Wwold 0] spoya yoeaAng
5994 Jojonysul ajqissod 000'€ 000'z ooo'L {¥ J0 wnwyu|w}
pue s|ELRjewW pue sa)ddns pue pooy ‘aoeds apnjou) sesuadxg slaAojdwa Joy sIeUIWSS pue sAoUSHIOAA
s|eusjew pue sa||ddns pue pooy} ‘soeds apnjoul sesuadx3 000'Z 00S'1L 0os {# Jo wnwuwy)
siahojdwa yym sbugesw ajge; punoy
siafojdwsa o) sBupew 7 10) abejsod JoAod (M JBgqWEYD 00S o0s 0 abejsod
sabplues sayud pue sajuud 'sdoyde| se yans Jaqueyd 000'y 005'c oos uswdinba pue saiddns aoyo

Ag Jayjo |12 'gipn A pelaao aq o] saljddns Joujw ¢ Jaded
Jaqueyn Wwolj puly-ul 0O0‘L PUB giaA Wwoly paysanbal 00S'L 000'L 0os JuawdojsAap [BUCISSa)OId

005¢ "o2foidwa Joj Buiuiel) pue uswdojpasg askoldwg
Jaqueyd Aq 0gz'L pue gim Aq oge obeaw 00s'L 0sZ'L DSZ IELL2NR
auoyd J0) taqiey) Ag pupi-ul pled aq |Iim yuow/pes 09¢ 0ot 0 auoyds|a|
"PUB-UI B4 | Jequiey) Je juads swi] 000'e 000t 0 (aoueInsul ‘sonles |eLO)UE[
'SIN|N SIPNOU]} Jual f 90BdS 3O
YOI Y| %E SE [[9M SB adUBJINSUI 8))| JISB] PUB (JLS 'YlleaH |.£'8 LiE'8 $321AM3G JUal|D - s)iyBusg
s)iyauaq |euopelado [|B 19A09 |IIm JaquEy) 0 |euonesadg - syjeuag
Aejes Jobeuely sadlAlag ssauisng L2298 Lit'ae {aanejussaldal

3DIAI9S SSBUISNG BNy SUC SIpNoU|)

Sa9IAI8S JUBI D - sabep ' sallejes

3w yels s,usp|sald 8yl Jo %0Z 00F'GL oop'GlL 0 {(aw} yels Jayio Jo uonsod
e Jo/pue ‘awp sjuapisaid Jo 9,0z sapnjauj)

|euoijesad() - sabepp 'p saue|es

IVLOL DHIN  PUry-ul DHIW pagsanbay oMW

W uawydeny



Attachment N

Budget Narrative — Martinsville-Henry County Business Services

The Martinsville-Henry County Chamber of Commerce is requesting $55,321 to provide
Business Services in the Martinsville-Henry County Service area to cover one full time business
services manager and fringe benefits as well as a contribution to trave!, professional
development and outreach. Chamber in-kind contributions will be $36,081 to cover costs for
staff time, travel, professional development, office supplies, hosting fees for roundtables and
workshops as well as outreach to promote job fairs, targeted recruitment events and to

promote workforce services in all Chamber materials.

Salaries & Wages — Operational: Will consist of 20% of the Chamber President’s time and will be
covered fully by the Chamber of Commerce.

Salaries & Wages — Client Services: Will cover one full time business services manager at
$36,771.

Benefits — Operational: No funds are requested. The Chamber will cover all costs.

Benefits — Client Services: $8,371 is requested to cover monthly benefits of health insurance,
short-term disability and basic life insurance as well as a 3% match towards employees IRA,

Office Space — Time spent at the center will be an in-kind contribution and any time spent at
the chamber will be covered at no expense to the West Piedmont Workforce Investment Board.
With the lack of funds, this arrangement will work out best for all parties involved.

Telephone —Cell phone costs for the business services manager will be covered fully by the
Chamber of Commerce at 5360/year or $30/month for unlimited access.

Travel - $250 is requested to cover travel expenses for the business services manager. The
Chamber will contribute $1,250 in-kind to mileage and other travel expenses.

Professional Development — The Chamber requests $500 for professional development and will
contribute an in-kind amount of $1,000. Types of training will be determined as they become
available but have consisted in the past of leadership, supervisor training etc.

Office Supplies - $500 is requested for office supplies and the Chamber will give an in-kind
amount of 63,500 for supplies and equipment. The business services manager will need a new
laptop and printer as well as cartridges and supplies and they will be covered at the Chamber’s

expense.

Postage — The Chamber will cover all postage costs in-kind at a budgeted amount of 5500. This
will cover two mailings to employers.



Employer Roundtable Meetings - $500 is requested for employer roundtable meetings and the
Chamber will contribute $1500 in-kind towards employer meetings. Those amounts will cover
space, food, supplies and materials for each event. There will be at least four roundtabies

annually.

Workshops and Seminars for Employers — The Chamber requests $1,000 for employer
workshops and seminars and will contribute an in-kind amount of $2,000 towards those events.
Those funds will cover space, food, supplies, materials and possibie instructor fees. There will

be at least 4 workshops presented annually.

Outreach Efforts to Promote Workforce Services — The Chamber wili cover all outreach funds
through its newsletter, hard mailers, website coverage and e-blasts at an in-kind value of
$2,500. This will ensure exposure for the entire year,

Outreach Efforts to Promote Job Fairs and Targeted Recruitment Events — The Chamber is
requesting $7,429 and will use the remaining $3,071 in other areas to meet budget needs due
to budget cuts. In addition, the Chamber will contribute an additional 5,071 in-kind to
promote these events. Examples include advertisements in the local newspapers as well as
regional papers that are more expensive where applicable where a more broad amount of
jobseekers need to be reached. Commercials on local and cable networks typically run
$300/month for a thirty second spot. Radio commaercials or on-site remotes range anywhere
from $250-$900 per event. Facebook advertising is typically paid per click. These amounts are
difficult to predict not knowing what the needs will be for targeted recruitment and job fair

events.

Total funds requested from the West Piedmont Workforce Investment Board: $55,321
Total in-kind contribution from the Martinsville-Henry County Chamber of Commerce: $36,081



Section 04 — Attachment O

West Piedmont Workforce Investment Board
Disclosure of Lobbying

This disclosure form shall be completed by the reporting entity, whether sub-awardee or prime Federal
recipient, at the initiation or receipt of a covered Federal action, or a material change to a previous filing,
pursuant to title 31 U.S.C. Section 1352. The filing of a form is required for each payment or agreement to
make payment to any lobbying entity for influencing or attempting to influence an officer or employee of
any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of
Congress in connection with a covered Federal action. Use the SF-LLL-A Continuation Sheet for additional
information if the space on the form is inadequate. Complete all items that apply for both the initial filing
and material change report. Refer to the implementing guidance published by the Office of Management
and Budget for additional information.

1. Identify the type of covered Federal action for which lobbying activity is and/or has been secured to
influence the outcome of a covered Federal action.

2. ldentify the status of the covered Federal action.

3. Identify the appropriate classification of this report. If this is a follow-up report caused by a material
change to the information previously reported, enter the year and quarter in which the change
occurred. Enter the date of the last previously submitted report by this reporting entity for this
covered Federal action.

4.  Enter the full name, address, city, state, and zip code of the reporting entity. Include Congressional
District, if known. Check the appropriate classification of the reporting entity that designates if it is,
or expects 10 be, a prime or sub-award recipient. Identify the tier of the sub-awardee, e.g. the first
sub-awardee of the prime is the ¥ tier. Sub-awards include but are not limited to subcontracts, sub-

grants, and contract awards under grants.

5. If the organization filing the report in item 4 checks “sub-awardee,” then enter the full name,
address, city, state, and zip code of the prime Federal Recipient. Include Congressional District, if
known.

6. Enter the name of the Federal agency making the award or loan commitment, Include at least one
organizational level below agency name, if known. For example, Department of Transportation,
United States Coast Guard.

7.  Enter the Federal program name or description for the covered Federal action (item 1). If known,
enter the full Catalog of Federal Domestic Assistance (CFDA) number for grants, cooperative
agreements, loans and loan commitments.

8. Enter the most appropriate Federal identifying number available for the Federal action identified in
item 1 (e.g. Request for Proposal (RFP) number; Invitation for Bid (IFB) number; grant
announcement number; the contract, grant, or loan award number; the application/ proposal control
number assigned by the Federal agency). Include prefixes, e.g. ARFP-DE-90-001(a).

9. For a covered Federal action where there has been an award or loan commitment by the Federal
agency, enter the Federal amount of the award/loan commitment for the prime entity identified in
item 4 or 5.

10. (a) Enter the full name, address, city, state, and zip code of the jobbying entity engaged by the
reporting entity identified in item 4 to influence the covered Federal action.

(b) Enter the full names of the individual(s) performing services, and include full address if
different from 10 (a). Enter Last Name, First Name, and Middle Initial (M1}.

11. Enter the amount of compensation paid or reasonably expected to be paid by the reporting entity
(item 4) to the lobbying entity (item 10). Indicate whether the payment has been made (actual) or

23



will be made (planned). Check all boxes that apply. If this is a material change report, enter the
cumulative amount of payment made or planned to be made.

12. Check the appropriate box (boxes). Check all boxes that apply. If payment is made through an in-
kind contribution, specify the nature and value of the in-kind payment.

13. Check the appropriate box (boxes). Check all boxes that appty. If other, specify nature.

14. Provide a specific and detailed description of the services that the lobbyist has performed, or will be
expected to perform, and the date(s) of any services rendered. Include all preparatory and related
activity, not just time spent in actual contact with Federal officials. Identify the Federal official(s) or
employee(s) contacted or the officer(s), employee(s), or Member(s) of Congress that were contacted.

15. Check whether or not a SF-LLL-A Continuation Sheet(s) is attached.
16. The certifying official shall sign and date the form, print his/her name, title and telephone number.

The undersigned certifies, to the best of his or her knowledge and belief, that:

1. No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, 1o
any person for influencing or attempting to influence an officer or employee of an agency, a Member
of Congress, an officer or employee of Congress, or an employee of a Member of Congress in
connection with the awarding of any Federal contract, the making of any Federal grant, the making of
any Federal loan, the entering into of any cooperative agreement, and the extension, continuation,
renewal, amendment, or modification of any Federal contract, grant, loan, or cooperative agreement.

2. If any funds other than Federal appropriated funds have been paid or will be paid to any person for
influencing or attempting to influence an officer or employee of any agency, a Member of Congress.
an officer or employee of Congress, or an employee of a Member of Congress in connection with this
Federal contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit
Standard Form-LLL, “Disclosure Form to Report Lobbying" in accordance with its instructions.

3. The undersigned shall require that the language of this certification be included in the award
documents for all* sub-awards at all tiers (including subcontracts, sub-grants, and contracts under
grants, loans, and cooperative agreements) and that all* sub-recipients shall certify and disclose

accordingly.

This certification is a material representation of fact upon which reliance was placed when this transaction
was made or entered into. Submission of this certification is a prerequisite for making or entering into this
transaction imposed by Section 1352, Title 31, U.S. Code. Any person who fails to file the required
certification shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for

each such failure.
Lobbying Activities (Complete the following on the next page to disclose lobbying activities pursuant to

31 US.C. 1352)

Public reporting burden for this collection of information is estimated to average 30 minutes per response,
including time for reviewing instructions, searching existing data sources, gathering, and maintaining the
data needed, and completing and reviewing the collection of information. Send comments regarding the
burden estimate or any other aspect of this collection of information, including suggestions for reducing
this burden, to the Office of Management and Budget, Paperwork Reduction Project (0348-0046),

Washington, D.C. 20503.
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Type of Federal Action: 2. Status of Federal Action: 3. Report Type: l

Contract Bid/offer/application

| Grant Initial award : N/A
N/A

For Material Change Only: I

Cooperative agreement Post-award
| Loan IJ/ p( Year
Loan guarantee Date of last report
Loan insurance
4, Reporting Entity: N/A 5. If Reporting Entity in No. 4 is Sub-awardee,
. Prime R
Address: Name N/ H
Address
[ ] Prime [ ] Sub-awardee
Tier, if known.
. L . Congressional District, if
Congressional District, if known: Known:
6. Federal Department/Agency: 7. Federal Program Name/Description:

N/A N/R

CFDA Number, If applicable:

M/A

B. Federal Action Number, If known: 9. Award Amount, if known.

s M/A
1, a. Name and Address of Laobbying Entity pr
b. Individual Performing Services (including address if (If individual, last name, first name, MI): different from No. 10. a.)
{last name, first name, MI):{Attach Continuation Sheet(s) SF-LLL-A, if necessary)

LT fP t (Check all that apply):
11. Amount of Payment {check all that apply): ﬁ a.yéJ:t;neEymen (Sheealituztzpety)

$ [ ] Actual [ ] Planned [ ] b. One-time fee
N/A [ 1 c. Commission
12. Form of Payment (check all that apply): [ 1d. Contingent fee
[ ]a. Cash [ ] b. In-kind; specify: nature and [ 1 e. Deferred N/A
value; [ ]f. Other; specify:

14, Brief Description of Services Performed or to be Performed and Date(s) of Service, including officer{s), employee(s), or
Member(s) contacted, for Payment indicated in ltem 11: (Attach Continuation Sheet(s) SF-LLL-A, if necessary) /\./ /F}

15. Continuation Sheet(s) SF-LLL-A attached: [ ] Yes [ ] No N/ }q

16. Information requested through this form is authorized by Title 31 U.S.C. Section 1352. This disclosure of lobbying activities is
a material representation of fact upon which reliance was placed by the tier above when this transaction was made or entered
into. This disclosure is required pursuant to 31 U.S.C. 1352, This information will be reported to the Congress semi-annually and
will be available for public inspection. Any person who falls to file the required disclosure shall be subject to a cash penalty of not
less than $10,000 and not more than $100,000 for each such failure.

ame or agency [VIACENSV1le - Hency County Chamber of Commeras
Authorized Representative anﬂ'\dg\ C;\fd H’Jf'
Title pres‘\de\ﬁ
Signature m{moh Q L,)JJ@)
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Section 05 — Attachment P

West Piedmont Workforce Investment Board
Certifications

Compliance with Nondiscrimination and Equal Opportunity Laws and Regulations

Initials (35"] L c’!

In regards to Contracts, Grants, Loans, and Cooperative Agreements, the undersigned certifies, to the best of
his or her knowledge and belief, that as a condition to the award of financial assistance under WIA from the
Department of Labor, the grant applicant assures, with respect to operation of the W]A-funded program or
activity and all agreements or arrangements to carry out the WIA-funded program or activity, that it will
comply fully with the nondiscrimination and equal opportunity provisions of the Workforce Invesiment Act
of 1998, Title VI of the Civil Rights Act of 1964, as amended; section 504 of the Rehabilitation Act of
1973, as amended; the Age Discrimination Act of 1975, as amended; title IX of the Education Amendments
of 1972, as amended; and with all applicable requirements imposed by or pursuant to regulations
implementing those laws, including but not limited to 29 CFR part 34. The United States has the right to

seek judicial enforcement of this assurance.

This certification is & material representation of fact upon which reliance was placed when this agreement
was made or entered into. If it is later determined that the grantee knowingly rendered a false certification,
or otherwise violates the requirements of the nondiscrimination and equal opportunity laws and regulations,
the agency, in addition to any other remedies available to the Federal Government, may take action
authorized under the nondiscrimination and equal opportunity laws and regulations.

Debarment, Suspension, Ineligibility and Voluntary Exclusion Lower Tier Covered Transactions
0
Initials (11 U )

This certification is required by the regulations implementing Executive Order 12549, Debarment and
Suspension, 29 CFR Part 98, Section 98.510, Participants Responsibilities. The regulations were
published as Part VII of the May 26, 1988, Federal Register (pages 19160-19211).

a. By signing and submitting this proposal, the prospective recipient of Federal assistance funds is
providing the certification as set out below.

b. The certification in this clause is a material representation of fact upon which reliance was placed
when this transaction was entered into. If it is later determined that the prospective recipient of
Federal assistance funds knowingly rendered an erroneous certification, in addition to other remedies
available to the Federal Government, the Department of Labor (DOL) may pursue available remedies,
including suspension and/or debarment.

c. The prospective recipient of Federal assistance funds shall provide immediate written notice to the
person to whom this proposal is submitted if at any time the prospective recipient of Federal
assistance funds learns that its certification was erroneous when submitted or has become erroneous
by reason of changed circumstances.

d. The terms “covered transaction”, “debarred”, “suspended”, “ineligible”, “lower tier covered
transaction”, “participant™, “person”, “primary covered transaction”, principal”, proposal”, and
“voluntarily excluded”, as used in this clause, have the meanings set out in the Definitions and
Coverage sections of rules implementing Executive Order 12549. You may contact the person to
which this proposal is submitted for assistance in obtaining a copy of those regulations.

e. The prospective recipient of Federal assistance funds agrees by submitting this proposal that, should
the proposed covered transaction be entered into, it shall not knowingly enter into any lower tier
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covered transaction with a person who is debarred, suspended, declared ineligible, or voluntarily
excluded from participation in this covered transaction, unless authorized by the DOL.

f.  The prospective recipient of Federal assistance funds further agrees by submitting this proposal that it
will include the clause title “Certification Regarding Debarment, Suspension, Ineligibility, and
Voluntary Exclusion Lower Tier Covered Transactions,” without modification, in all lower tier
covered transactions and in all solicitations for lower tier covered transactions.

g. A participant in a covered transaction may rely upon a certification of a prospective participant in a
lower tier covered transaction that it is not debarred, suspended, ineligible, or voluntarily excluded
from the covered transaction, unless it knows that the certification is erroneous. A participant may
decide the method and frequency by which it determines the eligibility of its principals. Each
participant may, but is not required, to check the List of Parties Excluded from Procurement or Non-
procurement Programs.

. Nothing contained in the foregoing shall be construed to require establishment of a system of records
in order to render in good faith the certification required by this clause. The knowledge and
information of a participant is not required to exceed that which is normally possessed by a prudent
person in the ordinary course of business dealings.

Except for transactions authorized under paragraph (e) of these instructions, if a participant in a covered
transaction knowingly enters into a lower tier covered transaction with a person who is suspended,
debarred, ineligible, or voluntarily excluded from participation in this transaction, in addition to other
remedies available to the Federal Government, the DOL may pursue available remedies, including
suspension and/or debarment.

The prospective recipient of Federal assistance funds certifies, by submission of this proposal, that neither
it nor its principles are presently debarred, suspended, proposed for debarment, declared ineligible, or
voluntarily excluded from participation in this transaction by any Federal department or agency.

Where the prospective recipient of Federal assistance funds is unable to certify to any of the statements in
this certification, such prospective participant shall attach an explanation to this proposal,

Certification Regarding Drug-Free Workplace i 7
Initials AV )

This certification is required by the regulations implementing the Drug-Free Workplace Act of 1978, 29
CFR Part 98, Sections 98.305, 98.320, and Subpart F.

In addition, this certification is a material representation of fact upon which reliance is placed when the
agency determines to award the grant. If it is later determined that the grantee knowingly rendered a false
certification, or otherwise violates the requirements of the Drug-Free Workplace Act, the agency, in
addition to any other remedies available to the Federal Government, may take action authorized under the

Drug-Free Workplace Act.

The prospective grantec certifies that it will provide a drug-free workplace by:

i.  Publishing a statement notifying employees that the unlawful manufacture,
distribution, dispensing, possession, or use of a controlled substance is
prohibited in the grantee’s workplace and specifying the actions that will be
taken against employees for violation of such prohibition:

ii.  Establishing a drug-free awareness program to inform employees about:
1. The dangers of drug abuse in the workplace:
2. The grantee's policy of maintaining a drug-free workplace;
3. Any available drug counseling, rehabilitation, and employee assistance
programs; and
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4, The penalties that may be imposed upon employees for drug abuse
violations occurring in the workplace.

iii.  Making il a requirement that cach employee 1o be engaged in the performance
of the grant be given a copy of the statement required by paragraph (a);

iv.  Notifying the employee in the statement required by paragraph (a) that, as a
condition of employment under the grani, the employee will:

1. Abide by the terms of the statement; and

2. Notify the employer of any criminal drug statute conviction for a
violation occurring in the workplace no later than five days after such
conviction;

v.  Notifying the agency within ten days after receiving notice under subparagraph
(d)(2), with respect to any employee or otherwise receiving actual notice of
such conviction;

vi.  Taking one of the following actions within 30 days of receiving notice under
subparagraph (d)(2), with respect 1o any empioyee who is so convicted:
vii.  Taking appropriate personnel action against such an employee up to and
including termination; or
viil.  Requiring such employee to participate satisfactorily in a drug abuse assistance
or rehabilitation program approved for such purposes by Federal, State, or local
health, law enforcement, or other appropriate agency.
ix.  Making a good faith effort to continue to maintain a drug-free workplace.

Certification Reparding Indemnification U
Initials ( H J

It is understood by the recipient and signatory for the receiving agent that, hereafter, they will accept
responsibility for the funds and their program. 1t is understood that each recipient is responsible for
adhering to the rules/regulations promuigated by the Workforce investment Act, U.S. Department of
Labor, Virginia Community College System, and West Piedmont Workforce investment Board in the
performance of their contract.

With this understanding of responsibility, all W1A contractors will account for all Federal funds, WIA
property and program income, if generated. The recipient hereby agrees to indemnify, reimburse and save
harmless the West Piedmont Workforce Investment Board and Chief Local Elected Officials, for any
mistakes, errors of judgments, malfeasance, theft, or other actions by the recipient or their staff which
result in disallowed cost.

Name of Recipient m)“{\%\/\\kt U\@’\ f\j\ Cﬂj’\)ﬂ/ C)\WO?COYMW

Authorized Representative m@w C \,J\
Title b
. @(de@& o
ignatu "&L’\ C‘ Lx; ] N Date :_%_ |,B
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Section 06 — Attachment Q

West Piedmont Workforce Investment Board
Proposal Summary Form and Contract

Organizalion Name: Martinsville-Henry County Chamber of Commerce

Address: P.O. Box 709

City, State, Zip: Martinsville, VA 24114

Phone, Fax, Website: (P): (276) 632-6401; (F): (276} 632-5059; (Website): www.martingville.com

Type of Organization:
Proprietorship

Partnership

Corporation
Profit-making

State Government Agency

Local Government Agency
Nonprofit

Minority Owned

Small Business

Other

®{j O
A O o I R

Briel Summary to provide services for WIA-eligible adults and dislocated workers, manage WIA
business services to employers and/or serve as the One Stop Operator with geographic service area(s) in
the region:

The Martinsville Henry County Chamber of Commerce proposes to provide business services
to employers within the Henry County and Martinsvilie area. The Chamber will work with the
WIA program operator by identifying employers that would need or benefit from the Services
available through WIA. Through the business services manager position, the Chamber will
serve as the linkage to services available from the WPWIB and WIA by informing employers
that these opportunities exist and helping them to utilize those services.

Participant Summary Proposed Number to be recruited, enrolled, credentials earned and/or placed into
employment by program and by geographic service area(s) in the region:

N/A
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Contract Performance and Statement of Work Responsibilities — In acceptance of program
funding, I agree to provide and comply with the following:
|. Reporting for reimbursement only allowable expenditures contained in approved contract budget
2. Adhere 1o all performance standards as specified in the RFP and contained herein
3. Adherence o all specification contained in the following:
a. General Provisions of this RFP
b. Workforce Investment Acl
c. All applicable federal and state policies
d. All applicable WPWIB (local) policies

Contract Funding Summary: For WPWIB Olfice Use Only — Do not write this section

Initial Award Amount lor PY 13-14
Adult Dw Business Services One Stop Total
Operator

Danville Pittsylvania 50
Co. (55%)
Martinsville-Henry 50
Co. (35%)
Patrick Co. (10%) 50

Total 30

Awarded with Following Stipulation(s):

Note: Should additional funds become available during the program year, contraclors are entitled to consideration of
such additionai funds. This is not a guaraniee of additional funding only an option that may be exercised by the

WPWIB.

Contract Funding Summary: For WPWIB Office Use Only — Do not write this section

Business Services for outreach only

Danville Pittsylvania Co. {55%)
Martinsville-Henry Co. (35%)
Patrick Co. (10%)

Total

Awarded with Following Stipulation(s):

Note: Should additional funds become available during the program year, contractors are entitied to consideration of
such additional funds. This is not a guarantee of additional funding only an option that may be exercised by the

WPWIB.
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Signatures — We the undersigned agree to abide by the terms and conditions outlined above, including
without limitation, the RFP, attachments thereto, and proposal, which are incorporated herein by
reference, and we further acknowledge and agree thal changes are acceptable only il mutually agreed to
by way of a signed contract modification. The undersigned offers and agrees to furnish and abide by all
items listed above and the price offered with the time specified. This offer is firm for 120 days. It is
understood by the agency and signatory for the receiving agent that, hereafier, they will accept
responsibility for the funds and their program. It is understood that each receiving agency is responsible
for adhering to the rules/regulations promulgated by the Workforce Investment Act, U. S. Department of
Labor, Virginia Community College System, and the West Piedmont Workforce Investment Board in the
performance of their contract. With this understanding of responsibility, all WIA contractors will account
for all federal funds, WIA property and program income if generated. The receiving agency hereby agrees
to indemnify, reimburse and save harmless the Wesl Piedmont Workforce Investment Board and Chiel
Local Elected Officials for any mistakes, errors of judgments, malfeasance, theft or other actions by the
receiving agency or their staff which result in disallowed cost.

Proposer (Agency): Authorized Signatory:

Name: Martinsville-Henry County Chamber of Print Name: Amanda C. Witt
Commerce

Address: P.O. Box 709 Title: President

City, State, Zip Signature:

Martinsville, VA 24114 z ] ' C 1 }
Phone: (276} 632-6401 Date: 03/01/13

West Piedmont Workforce Investment Board Signatory

Signature Signature
Kim E. Adkins, Executive Director James A. L. Daniel, Chairman
Date: Date:




