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Issuance of this application does not commit the Children’s Forum to make an award. 

 

RFA Checklist 
 
 

There are five (5) documents related to this Request for Application (RFA) you will need to download from the Help 
Me Grow website: 

Document #1: RFA Instructions – this document 
Document #2: Application Outline 
Document #3: Applicant Information and Qualification Form (fillable pdf) 
Document #4: Budget by OCA (in Excel) 
Document #5: Budget Narrative (in Word) 

 
This document (Document #1) includes: 

•   Help Me Grow Florida (HMGF) program overview 

•   Application instructions 

•   Timeline of Events 

•   Staffing Requirements 

•   Explanation of the selection process 

•   Copy of the HMGF Affiliate contract 

•   Monthly Report templates 

•   RFA Evaluation Guidelines and Scoring Rubric 

 
An Application Outline (Document #2) is a separate document designed to help you structure your Application. 
Applications should be submitted as a Word document or as a searchable and copyable Portable Document Format 
(PDF) file. 

 
Applications must be submitted by August 19, 2024, by 5:00pm Eastern Time to: 
HMGFreports@thechildrensforum.com 

 
Your application packet must contain the following 11 items: 

 
1)   Applicant Information and Qualification Form – Document #3, a fillable pdf form that includes: 

•    Organizational information 

•    Minimum Mandatory Qualification questions 

•    Authorized Signature 
2)   Budget by OCA table – Document #4 - submit in Excel format 
3)   Budget Narrative – Document #5 - submit in Word or as PDF file 

 
The remainder of the Application, as outlined in Document #2, should be submitted as a Word document or as a 
searchable and copyable PDF and must contain: 

4)   Executive Summary 
5)   Company Profile and Organizational Structure – include organizational chart 
6)   Subcontractor list (if any) 
7)   Implementation Plan 
8)   Community Partners list 
9)   Letter(s) of Commitment 

10)  Most recent CPA Audit 
11)  Most recent IRS Form 990

mailto:HMGFreports@thechildrensforum.com
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SECTION 1: HELP ME GROW FLORIDA (HMGF) PROGRAM OVERVIEW 
 

 

1.1   Purpose 
The Children’s Forum, Inc. seeks responses to this Request for Application (RFA) from qualified organizations 
(Applicants) to become the Help Me Grow Florida (HMGF) contracted Affiliate in the service area of Lee, Henry, 
Glades, and Collier Counties. This RFA will identify organizations capable of implementing the HMGF system model 
for early identification of developmental and/or behavioral concerns in children ages birth through eight (8) and 
linking their families to community-based services and supports. 

 
Ideal Applicants will: 

•    Reflect the language, culture and/or ethnicity of the parents, caregivers, and families they serve, 
• Know the landscape of resources and services available to families with young children in the four-county 

service area, 
•    Know the range of barriers families face when seeking resources and services, and 

•    Understand the stigma present in many communities regarding developmental differences 
 

1.2.   Specific Funding Authority(ies) 
The appropriated funds for HMGF are contracted through the Florida Department of Education (FDOE), Division of Early 
Learning (DEL) who has contracted with the Children’s Forum as the designated fiscal and programmatic agent for HMGF. 

 
The maximum amount of funding available for the service area of  Pinellas County is $200,000 per State fiscal year 
(July 1- June 30).  Funding for the 2024-25 fiscal year (if awarded) will be $200,000 and it is anticipated that a 9-month 
contract will be executed by October 1, 2024, and end June 30, 2025.  It is anticipated that this will be an on-going 
program with funding subject to annual Florida Legislative appropriation and approval by DEL and the Children’s Forum. 

 

1.3       Program Description and Background 
HMGF is a comprehensive and integrated statewide system designed to identify developmental and/or behavioral 
concerns in children ages birth through eight (8) and link their families to community-based services and supports. The 
HMGF system model promotes cross-sector collaboration to build efficient and effective early childhood continuums of 
care. These continuums mitigate risk factors and support protective factors, so all children can reach their full potential. 

 
HMGF is not a stand-alone program, but rather a system model that utilizes and complements services in Florida 
communities. Successful implementation of HMGF leverages existing resources, maximizes opportunities, and advances 
stakeholder collaborations toward achieving a mutual agenda. 

 
Four (4) cooperative and interdependent Core Components characterize the HMGF system model: 

 
1.   A Centralized Access Point that provides developmental screening, information, referrals, and care coordination 

to connect children, their families, and professionals with appropriate community-based programs and services. 
2.   Family and Community Outreach that provides child development education and raises awareness of the 

HMGF system and services. 
3.   Child Health Care Provider Outreach that promotes early detection and intervention, and integrates medical care 

into the system; and 
4.   Ongoing Data Collection and Analysis that evaluates services and outcomes; identifies systemic barriers and gaps; 

bolsters advocacy efforts; and guides continuous quality improvement.
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The nation’s first Help Me Grow system launched in Hartford, Connecticut (CT) in 1997. Based on the strength of results 
and the targeted advocacy efforts of founding director Dr. Paul Dworkin and his team, the CT system expanded 
statewide in 2002. Currently, more than 28 states are affiliates of the National Network and receive ongoing technical 
assistance from the Help Me Grow National Center to implement the Help Me Grow model and diffuse innovative 
system enhancements. Visit the Help Me Grow National Center website at helpmegrownational.org for 
more information. 

 
In 2012, the State of Florida became an affiliate of the Help Me Grow National Network. In 2014, the HMGF State 
Coordinating Office (SCO) was established in Tallahassee, Florida. The SCO provides technical assistance to HMGF 
affiliates to maintain fidelity of the system model; provides HMGF branding, marketing and outreach support; plans 
activities that promote HMGF affiliate information- sharing, collaboration, and expansion; compiles and analyzes 
HMGF common indicator data; and writes and publishes the HMGF Annual Report. By 2021, HMGF had services in 
37 counties and had significantly increased its outreach efforts. HMGF also introduced Books, Balls, and Blocks 
community screening events to the State of Florida. Visit the HMGF website at http://www.helpmegrowfl.org for 
more information. 

 
A copy of the HMGF Affiliate contract is attached to this document as ATTACHMENT A. It contains all the Help Me 
Grow program specifications. In submitting an Application to this RFA, the Applicant agrees to be bound to the 
terms of ATTACHMENT A, if awarded funding. Applicants should thoroughly review ATTACHMENT A before 
applying to this RFA. 

 
Also attached as ATTACHMENT B is an example of the Monthly Reports which all HMGF Affiliates are required to 

submit to the Children’s Forum by the 15th of each month. 
 

1.4       Term 
The Children’s Forum will make a contract award for a period of approximately nine (9) months from contract 
execution (currently scheduled for October 1,    2024 through June 30, 2025. It is anticipated that the HMG system will 
continue, and funding will be available for future years in accordance with Florida law and subject to annual State 
Legislative funding appropriations and approval by DEL and the Children’s Forum. 

 

1.5       Contact Person 
The HMGF Contract Compliance Coordinator is the sole point of contact from the date of this RFA’s release until the 
award. All questions and requests for clarification of this RFA must be submitted in a written e-mail to: 

 
Randee Gabriel 
HMGF Contract Compliance Coordinator 
Email: HMGFreports@thechildrensforum.com 

 
Only questions sent to the e-mail address above will be answered. Questions will NOT be answered via telephone. 
Responses will be posted on the Help Me Grow website with this RFA. With respect to a protest of the terms, 
conditions, and specifications contained in this RFA, including any provisions governing the methods for ranking 
Applications or awarding the contract, the notice of protest shall be filed in writing within 72 hours after the posting of 
the RFA. 

 
Between the release of the RFA and the end of the 72-hour period following the Children’s Forum posting of the Notice 
of Intended Award, Applicants to this RFA, or persons acting on their behalf, must not engage in any written or verbal 
communication with any member of the Children’s Forum and/or Evaluation Team regarding the merits of the 
Applicant or whether the Children’s Forum should select the Applicant, or concerning any aspect of this RFA, except in 
writing to the HMGF Contract Compliance Coordinator. Violation of this provision may be grounds for rejecting an 
application.

http://www.helpmegrowfl.org/
mailto:HMGFreports@thechildrensforum.com
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Any Applicant who is adversely affected by the Notice of Intended Award may file a notice of protest in writing to 
HMGFreports@thechildrensforum.com within 72 hours after the posting of the Notice of Intended Award. The formal 
written protest shall be filed within 10 days after the date the notice of protest is filed. 

 
Only communications which are in writing from the Children’s Forum may be considered as authorized 
communications on behalf of the Children’s Forum. The Applicant will not engage in any lobbying efforts or 
other attempts to influence the Children’s Forum or the Evaluation Team to be selected. 

 
SECTION 2:  REQUEST FOR APPLICATION PROCESS 

 

 

2.1       General Overview of the RFA Process 
The RFA is a method of competitively soliciting a contractual service. The Children’s Forum will post the RFA and any 

addenda on the Help Me Grow website. All Application-related documents are located on the Help Me Grow website. 
The process will include a written question and answer period, submission of Applications, a review of Minimum 

Mandatory Qualifications, evaluation of the Applications, and awarding the funds. 

 
Applicants may submit questions in writing to the HMGF Contract Compliance Coordinator by the date listed in the 

Timeline of Events. If there are any perceived inconsistencies among any of the provisions of the RFA, Applicants 

are expected to bring these inconsistencies to the attention of the HMGF Contract Compliance Coordinator 
before the deadline to submit questions as identified in the Timeline of Events. Applications must be submitted by the 

deadline listed in the Timeline of Events. 
 

If an Application contains language that withdraws or negates commitments to the Minimum Mandatory 

Qualifications, the submission will be deemed nonresponsive. Applications that fail to submit all required 

information will also be deemed nonresponsive. 

 
2.2       Timeline of Events 
The schedule in the following table reflects the Timeline of Events for this RFA. The Children’s Forum reserves the right 
to adjust this schedule by posting an addendum on the Help Me Grow website. It is the responsibility of the Applicants 

to check the website on a regular basis for such updates. All methods of delivery or transmittal of the Application to 

the HMG Contract Compliance Coordinator are exclusively the responsibility of the Applicant and the risk of non-receipt 
or delayed receipt will be borne exclusively by the Applicant. 

 

Event Date(s) 

RFA posted on the Help Me Grow website July 15, 2024 

Deadline to submit questions to the Children’s Forum July 22, 2024, 5:00 pm ET 

The Children’s Forum posting date for answers to Applicants’ questions on 

the Help Me Grow website 

 

July 29, 2024, 5:00 pm ET 

Application Due Date August 19, 2024, 5:00 pm ET 

Notice of Intended Award posting date August 30, 2024, 5:00 pm ET 

72-hour notice of protest expires September 2, 2024, 5:00 pm ET 

The Children’s Forum anticipates contract will begin October 1, 2024 

Direct Services to Clients are anticipated to begin on or before this date January 1, 2025 

mailto:HMGFreports@thechildrensforum.com
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2.3       Addenda to the RFA 
The Children’s Forum reserves the right to modify this RFA by issuing addenda. Addenda will be posted on the Help 
Me Grow website. It is the Applicant’s responsibility to check the website on a regular basis for any changes. 

 
2.4       Modify Application 
Applicants may modify an application at any time prior to the Application deadline. If an Application has already 

been submitted prior to the Application deadline, the previously submitted Application must be withdrawn before 

a modified Application is submitted. 
 
 

SECTION 3:  APPLICATION INSTRUCTIONS 
 

 

3.1       Who May Respond 
Only a single prime Applicant is permitted to submit an Application. However, that Applicant may utilize 

Subcontractors to perform some of the HMGF services. An Applicant is allowed to be a prime Applicant in one 

Application and a Subcontractor in another Application. 

 
Only one lead agency will be awarded for the Pinellas County service area. Organizations are strongly encouraged 

to form partnerships with other key agencies in their county, as appropriate, in the development of Applications. 

 
3.2       How to Submit an Application 
The Children’s Forum is not liable for any cost incurred by an Applicant in responding to this RFA. The Applicant should 

carefully examine the contents of the RFA and be informed regarding all its requirements. The Applicant should 

prepare the Application simply and economically, providing a straightforward, concise delineation of the 
Applicant’s capabilities to satisfy the requirements of this RFA. The Applicant should place emphasis within the 

Application on completeness and clarity of content. The Applicant must consider the Contractual Requirements 

when preparing and submitting an Application. 

 
Applicants must submit Applications in an electronic format to HMGFreports@thechildrensforum.com by the posted 

deadline. The electronic copies must contain searchable, copyable content. 

 
3.3       Redacted Submissions 
If the Applicant considers any portion of its Application to be Confidential Information or exempt under Chapter 119, 
F.S. (Public Records Law), or other authority, then the Applicant must simultaneously provide the Children’s Forum with 

an un-redacted electronic version of the materials and a separate redacted electronic version of the materials and briefly 

describe in writing the grounds for claiming exemption from the Public Records Law, including the specific statutory 

citation for such exemption. The redacted copy will be used in response to public records and other disclosure requests. 
 

By submitting an Application, the Applicant agrees to protect, defend, and indemnify the Children’s Forum for any and 

all claims arising from or relating to the Applicant’s determination that the redacted portions of its Application are 

confidential or otherwise not subject to disclosure. If the Applicant fails to submit a redacted copy of its Application, 
the Children’s Forum is authorized to produce the entire un-redacted Application submitted to the Children’s Forum in 

response to a public records request.

mailto:HMGFreports@thechildrensforum.com


Document 1: RFA Instructions 

8 | P a g e 

 

 

 

 

SECTION 4:  SELECTION PROCESS 
 

4.1       Receipt of Applications 
Applications will be screened upon receipt. Applications that are not complete will be considered non- responsive. 
Incomplete Applications will be returned with notification that it did not meet the submission requirements and will not 
be entered into the review process. 

 

Applicants must satisfy all Minimum Mandatory Qualifications (MMQs) to proceed into the evaluation process.  The 

MMQ questions are contained in Document #3, which is a fillable pdf form. Applicants that fail to submit a 

response to all MMQ questions or who do not meet the MMQ will be deemed nonresponsive and will not be entered 

into the review process. 

 
4.2       Evaluation 
An objective Evaluation Team consisting of three or more members will review and score each Application. Evaluators 

will be provided with complete Application packets from all Applicants. Each member of the Evaluation Team will 
evaluate independently of the others. 

 
Members of the Evaluation Team will consider each Applicant’s established presence, experience, and demonstrated 

expertise in providing services to a similar target population in the four-county service area. 

ATTACHMENT C to this document provides the evaluation category and maximum score for each evaluation category. 

The Children’s Forum may request, and the Applicant must provide, supporting information or documentation. Failure 
to supply supporting information or documentation as required and requested may be deemed nonresponsive. 

 
4.3       Basis of Award and Final Selection 
After the evaluation is conducted, the Children’s Forum intends to award one contract to the Applicant who is 

assessed as providing the best value to the State. The Children’s Forum reserves the right to accept or reject any and 

all offers, or separable portions thereof, and to waive any minor irregularity, technicality, or omission if the Children’s 

Forum determines that doing so will serve the best interest of the State. 

 
In submitting an Application, the Applicant agrees to be bound to the terms of the Contractual Requirements in 

ATTACHMENT A, the HMGF Affiliate contract. Applicants must assume that those terms will apply to the final 
contract, but the Children’s Forum reserves the right to negotiate different terms and related cost adjustments if the 

Children’s Forum determines that those terms will provide the best value to the State. Applicants whose past 
performance, current status, or Application does not reflect the capability, integrity, or reliability to fully and in good 

faith perform the requirements of a contract may be rejected. 

 
The Children’s Forum will coordinate a contract for signature between the Children’s Forum and the awarded 
Applicant as soon as possible after posting the Notice of Intended Award on the Help Me Grow website. 

 

 

SECTION 5: PERSONNEL 
 

5.1       Staffing Requirements 
The contract requires one full-time (1 FTE) HMGF Care Coordinator. The contract also requires program oversight, 
community outreach, and healthcare provider outreach which may be achieved by allocating a percentage of the time 

of other employees (%FTE).
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The following positions must be in the Budget: 
1)   One (1 FTE) full-time HMGF Care Coordinator. The Care Coordinator will be responsible for the coordination 

and delivery of family services. The full-time HMGF Care Coordinator must be doing care coordination for 
Help Me Grow only, not other programs. 

2)   One (1) HMGF Program Coordinator who is the  individual  primarily  responsible  for implementing 
and managing the program and budget described in the RFA and executed Contract, as well as meeting 

their contractual requirements in a timely manner. This position may require less than a full-time equivalent 
(FTE) depending on the structure of the organization. 

3)   One (1) or more HMGF Outreach Coordinator(s)) who will be responsible for coordination of Child HealthCare 

Provider Outreach (CHCPO) and Family and Community Outreach (FCO) activities occurring monthly. This 

position may require less than a full-time equivalent (FTE) depending on the structure of the organization. 

 
5.2       Employee Qualifications 
All employees assigned to deliver services under the executed Contract must be deemed qualified. Employee 

qualifications include an appropriate educational background and relevant work experience based upon job 

responsibilities. A college degree is preferred, but not required, for HMGF positions. Employee qualifications must be 

documented in writing for the duration of the Contract term. 

 
5.3       Time Distribution of Personnel Costs 
The Contractor shall maintain and retain timesheets and signed monthly Personnel Activity Reports (PARs) for all staff 
charging time partially or entirely to the HMGF program. The timesheets and monthly PARs shall specify the number of 
hours dedicated to the HMGF program and account for the total activity for which each employee will be compensated 

under HMGF. The Contractor shall only request payment for staff time expended in the HMGF program. 
 

 

SECTION 6: CONTRACTUAL REQUIREMENTS 
 

By submitting an Application, the Applicant agrees, if awarded funding, to be bound to the terms and conditions of the 
HMGF Affiliate Contract, ATTACHMENT A, which includes the highlighted contractual requirements detailed below: 

 

6.1       Cost Reimbursement Funding Method 
The Awardee will be contracted using a cost reimbursement funding method. Contractor will receive reimbursement 
payments from the Children’s Forum for project costs upon submission of: 

 

1)   Documentation of completed deliverables and activities detailed in the executed scope of work 
2)   Documented allowable expenses 

 

Reimbursement payments will be made contingent upon receipt and acceptance by the Children’s Forum HMGF 

Contract Compliance Coordinator, of an accurate and properly formatted invoice with a General Ledger as supporting 

documentation. 

 
6.2       Administrative and Indirect Cost 
No more than 5% of each year’s budget may be spent on activities related to the administration of the HMG contract. 
The term “administrative costs” refers to costs that cannot be identified with any single program (e.g., HMG) but are 

indispensable to conducting agency activities and to the organization’s survival. The administrative costs of the 

Contractor represent costs which are incurred for common or joint objectives in providing services. Such costs are 

distributed to all provider programs on an allocation basis; that is, a fair share of expenses is distributed to each 

service program.
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6.3       Program Support Services (Non-Direct) 
No more than 17% of each year’s budget may be spent on Program Support Services. Expenditures for Program 

Support Services are costs that can be specifically identified with providing HMG services to eligible children and 

families, to healthcare providers, or early education professionals. Allocate funds in the budget to ensure that at least 
one staff member can attend both the Statewide HMG Meeting and the HMG National Forum. HMGF will cover the 

registration fees and hotel accommodation for one staff member. Any additional expenses or travel costs for other 
staff members attending these events should also be included in the budget. 

 
6.4      Background Checks 
All HMGF Affiliates are required to conduct Level 2 background checks on prospective employees who will be assigned 

to HMGF, and update Level 2 background checks every 5 years for current HMG employees, including subcontractors, 
interns, or volunteers who will be associated with Help Me Grow in any way. The cost of background checks is an 

allowable expense in the HMGF budget. 

 
6.5       E-Verify 
All HMGF Affiliates are required to utilize the United States Department of Homeland Security’s 
E-Verify System to confirm all new employees are authorized to legally work in the United States. 

 
6.6       Insurance 
All HMGF Affiliates must secure General Liability and Errors & Omissions insurance (also called Professional Liability 

Insurance) and name the Children’s Forum as an additional insured. The Contractor is also required to have Worker’s 

Compensation Insurance and Unemployment Insurance. Insurance Coverage shall be documented and submitted to the 

Children’s Forum on an ACORD Certificate of Liability Insurance form. The cost of these required insurance policies is an 

allowable expense in the HMGF budget. 
 

ATTACHMENT A: Affiliate HMGF Contract (66-page document) 

ATTACHMENT B: Monthly Reports (10-page document) 

ATTACHMENT C: Evaluation Guidelines and Scoring Rubic
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1650 Summit Lake Drive, Suite 210, Tallahassee, FL 32317 

(850) 487-6300 • HelpMeGrow@TheChildrensForum.com • www.FLChild.com 

  

The Children’s Forum, Inc. is an equal opportunity employer/program. Auxiliary aids and services are 

available upon request to individuals with disabilities. All voice telephone numbers in this document may 

be reached by persons using TTY/TDD equipment via the Florida Relay Service at 711.  
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HMGF AFFILIATE CONTRACT 

This contract is entered into between the Children’s Forum, Inc., a non-profit corporation 

established pursuant to Chapter 617, Florida Statutes (F.S.), hereinafter referred to as the “Forum", 

and the ___________________, hereinafter referred to as the "Contractor" (each individually a "Party" 

and collectively the "Parties"). 

Pursuant to Contract #C1032, any terms and conditions contained in Contract #C1032 between 

the Children’s Forum and the State of Florida Division of Early Learning (hereinafter referred to as 

the “DEL”) applicable to the Forum are also applicable to the Contractor and shall remain in full 

force and effect during the contract period.  Exclusion of such terms and conditions within this 

contract shall not be construed as a waiver of same.  WHEREAS the Parties desire to enter into this 

Contract pursuant to which the Contractor will provide the commodities or contractual services 

hereafter described. NOW THEREFORE, in consideration of the premises set forth herein, the 

Parties agree as follows: 
 

1.0   STANDARD CONTRACT INFORMATION 

Contract Number: 24-528-HMGFA-16                 
        Total  Amount:           $200,000.00 
Cost Reimbursement             2024-25:                  $200,000.00 
Fixed Payment                                   
Direct Services                                                                                

       
                    

 

1.1       Vendor or Subrecipient Determination 

FOR PURPOSES OF THIS CONTRACT, the Forum has reviewed the criteria pursuant to 2 CFR 

§200.330, Subrecipient and Contractor Determinations, and determined that this Contractor is a:  

  Vendor                    

  Subrecipient  

The Contractor acknowledges that if it is determined and designated above to be a subrecipient as 

opposed to a vendor, then it is subject to federal audit requirements as specified in 2 CFR §200 

Subpart F Audit Requirements, and the Florida Single Audit Act §215.97, F.S., as appropriate.  The 

Contractor shall be subject to monitoring and audit conditions and requirements as set forth in this 

contract section 3.0 and in ATTACHMENT 3 – AUDIT AND MONITORING REQUIREMENTS. 

1.2 Governing Law – Florida 

This contract is executed and entered into in the State of Florida, and shall be construed, 

performed, and enforced in all respects in accordance with the laws, rules, and regulations of the 

State of Florida. Each party shall fulfil its obligations herein in accordance with the terms and 

conditions of this contract. 

1.3 Effective and Ending Dates 

The Contract shall be effective on October 1, 2024, or on the date on which the last party has signed 

the Contract, whichever is later. The Contract term shall end on June 30, 2025, unless the Contract 

is terminated earlier. 

1.4 Contract Amount  

The total amount to be paid under this contract shall not exceed a total amount of $200,000.00  
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subject to the availability of funds and the Forum's determination of satisfactory performance of 
all terms by the Contractor. The Forum’s performance and obligation to pay under this Contract is 
contingent upon annual appropriation by the Legislature and continued funding from DEL. 

1.5 Method of Payment  

This is a Cost Reimbursement Contract. Reimbursement payments for project costs shall be 

approved upon a monthly receipt of a properly formatted invoice, supporting documentation, 

submission of documented allowable expenses and completion of specified performance 

objectives related to the activities and deliverables detailed in this contract.  Contractors do not 

have the authority to report expenditures incurred before the date of contract execution or after 

termination or expiration of the contract. The following considerations will be made when 

approving invoices for payment: 

• Costs incurred in excess of the Contract amount will not be reimbursed.  

• Payments will be made in accordance to ss. 215.422 and 287.0585, F.S., which govern time 
limits for payment of invoices.  

• The Forum has the right to inspect and approve goods, services, and invoices. 

• Invoices must be submitted in the format specified by the Children’s Forum and 
accompanied by EXHIBIT C – INVOICE COVER SHEET. 

• Invoices returned to the Contractor due to preparation errors will result in a payment 
delay.  

• Approved invoices will normally be paid within forty (40) days of the date of approval. 
Payment made after 40 days may incur penalties as described in s.215.422, F.S.   

1.6 Administrative Cost  

No more than 5% of each year’s budget may be spent on activities related to the administration of 

the HMGFA contract. The term “administrative costs” refers to costs that cannot be identified with 

any single program (e.g., HMGF) but are indispensable to conducting agency activities and to the 

organization’s survival.    

The Forum recognizes that allowable general and administrative costs are essential and legitimate 

costs. The administrative costs of the Contractor represent costs, which are incurred for common 

or joint objectives in providing services. Such costs are distributed to all Contractor programs on 

an allocation basis; that is, a fair share of expenses is distributed to each service program.  

1.7 Financial Consequences 

If the Contractor fails to meet and comply with the activities/deliverables established in this 

Contract or to make appropriate progress on the activities and/or towards the deliverables and if 

outstanding issues are not resolved within two weeks of written notification from the Forum, then 

the failure to perform may result in one or more of the following consequences listed herein.  

The Forum, at its sole discretion, may offer the Contractor an extension for any listed tasks, 

timelines, or deliverables during which the indicated financial consequences shall not apply. The 

Contractor must request extensions from the Forum.  The Forum will notify the Contractor of 

approval for extension. If the extension is not approved the Forum may apply the following 

financial consequences: 

• A withholding of payment until the deficiency is cured or resolved,  

• A request that the Contractor redo the work, or  
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• A reduced payment of $50 per deliverable task not completed each month until the 
deficiency is cured or resolved.  

 

 

The Forum may assess one or more of the financial consequences based on the severity of the 

failure to perform and the impact of such failure on the ability of the Contractor to meet the timely 

and desired results. If financial consequences are imposed and due, the Forum may offset the 

financial consequences from the next invoice submitted by the Contractor, from the final payment 

of the contract, or require separate payment from the Contractor.  Any payment made in reliance 

on the Contractor’s evidence of performance, which evidence is subsequently determined to be 

erroneous, will be immediately due as an overpayment in accordance with the section of this 

Contract entitled “Return of Funds and Property” to the extent of such error. 

1.8 Allowable Costs  

The Contractor may expend funds only for allowable costs resulting from obligations incurred 

during the contract period. In accounting for and expending funds, a recipient and/or subrecipient 

may only charge expenditures to the contract if they are:  

▪ For activities that directly support the achievement of HMGF activities and expected 
outcomes, 

▪ In payment of obligations incurred during the approved contract period,  

▪ In conformance with the approved program services,  

▪ In compliance with all applicable statutes and regulatory provisions,  

▪ Costs that are allocable to a particular cost objective,  

▪ Spent only for reasonable and necessary costs of the program, and  

▪ Not used for general expenses required to carry out other responsibilities of the 
Contractor.  

1.9 Return of Funds and Property 

The Contractor shall return any overpayments, due to unearned funds or funds disallowed 

pursuant to the terms of the Contract, which were disbursed to the Contractor by the Forum. In the 

event an overpayment has been discovered, the Contractor shall repay said overpayment by 

offsetting the overpayment as a credit in the subsequent monthly invoice submitted to the Forum 

for reimbursement.  Should repayment not be made in a timely manner, the Forum shall be entitled 

to charge interest at the lawful rate of interest on the outstanding balance beginning forty (40) 

calendar days after the date of notification or discovery. Refunds should be sent to the HMGF 

Contract Compliance Coordinator and made payable to “Children’s Forum.”   

1.10 Reasonable Assurances if Requested 

If the Forum learns of the existence of legal or financial conditions during the term of the Contract, 

whether disclosed by the Contractor or independently discovered by the Forum, that causes 

concern that the Contractor’s ability or willingness to perform the Contract is jeopardized, then 

upon written demand, the Contractor shall provide to the Forum in writing all reasonable 

assurances to demonstrate that the Contractor will be able to perform the Contract in accordance 

with its terms and conditions, and the Contractor and/or its subcontractor(s) has not and will not 

engage in conduct, in performing services for the Forum, which is similar in nature to the conduct 

that is the subject of the legal or financial conditions causing such concern. 



Contract #24-528-HMGFA-16 

 

Page 7 of 66 

 

1.11 Loss of State Funding  

In the event funds to finance the Contract become unavailable or if state funds upon which the 

Contract is dependent are withdrawn or redirected, the Forum may terminate the Contract upon 

no less than twenty-four (24) hours written notice to the Contractor. Said notice shall be delivered 

by certified mail, return receipt requested or in person with proof of delivery. The Forum shall be 

the final authority as to the availability of funds. In the event that the Forum terminates the 

Contract for lack of funding, the Forum shall pay the Contractor as follows:  

▪ For Contractor's work in progress that has not yet culminated in a deliverable accepted by 
the Forum, the Forum shall reimburse the Contractor for all documented and verifiable 
costs reasonably incurred for such Contract work.  

▪ The Forum shall reimburse the Contractor for all documented and verifiable costs 
reasonably incurred terminating or winding down the Contract.  

▪ In no event shall the Contractor be entitled to receive, or the Forum obligated to pay, any 
amounts in excess of what is legally appropriated and available for the Forum to devote to 
Contract payments.  

▪ If such funds are not appropriated or available for the Contract purpose, such event will 
not constitute a default on part of the Forum or the State. The Forum agrees to notify the 
Contractor in writing at the earliest possible time if funds are not appropriated or 
available.  

▪ The cost of services paid under any other Contract or from any other source is not eligible 
for reimbursement under the Contract.  

The Contractor shall cooperate and make available any documentation in order for the Forum to 

comply with applicable federal and state statutes, laws, rules, policy, guidance and procedures as 

it relates to the funding of this Contract.  

1.12 Contractor's Responsibility if Contract is Terminated  

Federal and state standards for procurement and contracts administration require all contracts in 

excess of $10,000 to discuss events that trigger termination, the manner by which termination shall 

be affected, and the basis for settlement.  

1.12.1 Termination for cause  

In the event of termination of this Contract by the Forum for cause, the Contractor shall be liable 
for the Forum's expenses for additional managerial and administrative services required to 
complete or obtain the services or items from another contractor.  

1.12.2  Termination for convenience  

The Forum, by written notice to the Contractor, may terminate the Contract in whole or in part 
when the Forum determines in its sole discretion that it is in the Forum's interest to do so. The 
Contractor shall not furnish any services after it receives the notice of termination, except as 
necessary to complete the continued portion, if any, of the Contract. The Contractor shall not be 
entitled to recover any cancellation charges or lost profits.  

1.12.3 Notice of Termination - After receipt of a notice of termination, and except as 

otherwise specified by the Forum, the Contractor shall:  

▪ Stop work under the Contract on the date of and to the extent specified in the notice.  

▪ Complete performance of the work not terminated by the Forum.  

▪ Take such action as may be necessary, or as the Forum may specify, to protect and 
preserve any property related to the Contract which is in the possession of the Contractor 
and in which the Forum has or may acquire an interest.  
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▪ Transfer, assign, and make available to the Forum all property and materials belonging to 
the Forum, upon the effective date of termination of the Contract. No extra compensation 
will be paid to the Contractor for its services in connection with such transfer or 
assignment.  

▪ Meet all the public records law requirements specified in ATTACHMENT 1 – GENERAL 
ASSURANCES, TERMS AND CONDITIONS under the section on Public Records Law 
Compliance. 

1.13 Final Invoice  

The Contractor shall submit the final invoice for payment to the Forum no more than twenty-five 

(25) days after the contract ends or is terminated. If the Contractor fails to do so, unless waived in 

writing by the Forum, all rights to payment are forfeited and the Forum will not honor any requests 

submitted after the twenty-five (25) daytime period. Any payment due under the terms of this 

contract may be withheld until all reports due from the Contractor and any necessary adjustment 

thereto have been approved by the Forum. 

1.14 Supplement not Supplant 

The Contractor shall use the contract funds to supplement, and not supplant, other federal, state 

and local public funds expended to provide programs and activities authorized under this and 

other similar programs.  The Contractor must use any funds received from the Forum solely for 

activities that directly support this contract. Costs that would exist without the presence of federal 

or state program funds or costs previously supported with other Contractor funds are unallowed. 

1.15 Non-duplication of Effort 

Cooperation and communication between agencies are essential to ensure that all necessary 

services are provided and to prevent the duplication of services. It is the responsibility of the 

Contractor to coordinate and ensure non-duplication with other federal and state programs. 

1.16 Incorporation of Florida Contract Provisions  

General Contract Conditions (PUR 1000) are hereby incorporated by reference as if fully set out 

herein.  Promulgated by the State of Florida, Department of Management Services, (hereinafter 

“DMS”) the PUR 1000 is required by s. 287.042(12), Florida Statutes (hereinafter “F.S.”), and Rule 

60A-1.002(7), Florida Administrative Code (hereinafter “F.A.C.”). The term “Customer” referred to 

in the PUR 1000 is the Division of Early Learning.  The general contracting document provisions of 

s. 287.058. F.S. and s. 215.971. F.S., as applicable, are hereby adopted and incorporated by reference 

as if fully set forth herein.  The document, General Terms, Assurances and Conditions, and all 

certifications and provisions it provides, are hereby adopted and incorporated by reference as if 

fully set forth herein. 

1.17 Order of Precedence in the Event of Conflict in Terms  

If there is any conflict in the provisions set forth herein, the conflict will be resolved in the following 

order of priority (highest to lowest):  

▪ Federal laws and regulations 

▪ Florida law and rules 

▪ Standard Contract and Other Contract Requirements 

▪ PUR 1000 unless the conflicting term in the PUR1000 forum is required by any 

section of the Florida Statues, in which case the term contained in the PUR 1000 

shall take precedence over the Other Contract Requirements (Rule 60A-1002(7)(b), 

F.A.C.) 



Contract #24-528-HMGFA-16 

 

Page 9 of 66 

 

▪ Contractor (Subrecipient) Monitoring and Audit Requirements, if applicable 

▪ Scope of Work (section 2.0) 

 

 

1.18 Renewal 

 Subject to the limitations set forth in ss. 287.057(13), and 287.058(1)(g), F.S., this 
Contract is renewable at the option of the Forum for a renewal period not to exceed 3 
years or the term of the original contract, whichever is longer.  The Forum shall provide 
advance written notice of its decision to exercise its option. 

  This Contract is not renewable.  

1.19 Extension 

Subject to agreement by the parties, extension of a contract for contractual services shall be in 

writing for a period not to exceed six months and shall be subject to the same terms and conditions 

set forth in the initial contract. There shall be only one extension of a contract unless the failure to 

meet the criteria set forth in the contract for completion of the contract is due to events beyond the 

control of the Contractor. 

1.20 Renegotiation or Modification 

Modification, renegotiation, or amendment of any provision(s) of this contract shall only be valid 

when reduced to writing and duly signed by both parties.  

1.21 Contractor as Independent Contractor  

In the Contractor’s performance of its duties and responsibilities under the Contract, it is mutually 

understood and agreed that the Contractor is at all times acting and performing as an independent 

contractor. The Forum shall neither have nor exercise any control or direction over the methods 

by which the Contractor shall perform its work and functions other than as provided herein and in 

law. Nothing in the Contract is intended to or shall be deemed to constitute a partnership or joint 

venture between the Parties.  Unless agreed to by the Forum in the Scope of Work, the Forum will 

not furnish services of support (e.g., office space, office supplies, telephone service, secretarial, or 

clerical support) to the Contractor or its subcontractor or assignee. All deductions for social 

security, withholding taxes, income taxes, contributions to unemployment compensation funds, 

and all necessary insurance for the Contractor, its officers, employees, agents, subcontractors, or 

assignees shall be the responsibility of the Contractor. 

1.22 Indemnification  

The Contractor shall be responsible for indemnification pursuant to Section 19 of PUR 1000. 

https://www.dms.myflorida.com/content/download/2933/11777/1000.pdf. However, if 

Contractor is a State agency or subdivision as defined in Chapter 768, F. S., this requirement is 

limited to the extent allowed by s. 768.28, F.S. and the restrictions imposed by the Florida 

Department of Financial Services, Division of Risk Management. 
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1.23 Contractor Name, Mailing and Street Address 

a. The project will be conducted at this location:  

*Note: Physical address is confidential. 

 
 
 

 
 
 
 
 

b. The official payee, contact person, and mailing address to whom the payment shall be 
made and where financial and administrative records are maintained is:  
 

 
 

 

 
1.24 Contact Person(s) 

a. The primary contact person, for the Affiliate for this contract is: 

 
 
 
 
 
 
 

b. The representative of the Affiliate responsible for administration of the HMGF program 
under this contract is:  

 
 
 
 
 

 
c. The Contract Manager for the Children’s Forum for this contract is:  

HMGF Contract Compliance Coordinator 
1650 Summit Lake Drive, Suite 210 
Tallahassee, FL 32317 
(850) 487-6300 
HMGFreports@thechildrensforum.com 
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2.0 SCOPE OF WORK 

The services to be provided shall be performed in the manner specified below. 

2.1 Statement of Purpose 

The purpose of this contract is to continue (or engage)__________________ (the Contractor) as an 

affiliate of Help Me Grow Florida (HMGF) for the following county/ies in their service area: Pinellas 

____________________________________________________________________________________________________________. 

2.2 Project Description   

HMGF is a comprehensive and integrated statewide system designed to identify developmental 

and/or behavioral concerns in children ages birth through eight (8) and link their families to 

community-based services and supports. The HMGF system model promotes cross-sector 

collaboration to build efficient and effective early childhood continuums of care. These continuums 

mitigate risk factors and support protective factors, so all children can reach their full potential. 
 

HMGF is not a stand-alone program, but rather a system model that utilizes and complements 

mechanisms in Florida communities. Successful implementation of HMGF leverages existing 

resources, maximizes opportunities, and advances stakeholder collaborations toward achieving a 

mutual agenda.   Four cooperative and interdependent Core Components characterize the HMG 

system model.   

1. A Centralized Access Point that provides developmental screening, information, 

referrals, and care coordination to connect children, their families, and professionals 

with appropriate community-based programs and services. 

2. Family and Community Outreach that provides child development education and raises 

awareness of the HMGF system and services. 

3. Child Healthcare Provider Outreach that promotes early detection and intervention, 

and integrates medical care into the system; and 

4. Ongoing Data Collection and Analysis that evaluates services and outcomes; identifies 

systemic barriers and gaps; bolsters advocacy efforts; and guides continuous quality 

improvement. 

 

2.3 Implementation of the Four (4) HMGF Core Components  

The HMGF Affiliates shall provide a HMG system that includes the four (4) HMG Core Components 

listed above in Section 2.2 and links families with local resources to address parents' concerns 

about health, development, behavior and learning of their children. The HMGF system shall build 

collaboration across sectors, including early care and education, healthcare and family support.  

 

Each HMGF Affiliate shall ensure that appropriate background checks are conducted on current 

and newly hired employees, including subcontractor employees, interns, and volunteers working 

within the HMGF program as specifically detailed in Attachment 1, Section MM. 

 

Each HMGF Affiliate receiving funds under this contract shall implement work plans that include 

activities to support the following:  
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2.3.1 Centralized Access Point  

The Contractor shall ensure there is a Centralized Access Point (CAP) that serves as the hub for 

linking children at birth through age eight (8) and their families to community-based services and 

supports through seamless care coordination.  CAP activities include, but are not limited to: 

 

▪ Providing a centralized access point available 24 hours per day, 7 days per week assisting 

families with early childhood questions. 

▪ Providing translation services for non-English speakers. 

▪ Employing and retaining a minimum of one full-time (1 FTE) Care Coordinator trained in 

casework, cultural proficiency, and the HMGF initiative. The Care Coordinator must have a 

background in education, child development, early intervention or an equivalent field. 

▪ Answering early childhood questions, conducting child developmental screenings, and 

providing care coordination and follow-up assistance. 

▪ Conducting a minimum of ten (10) child developmental or behavioral screenings per 

month.   

▪ Serving a minimum of ten (10) new children per month. 

▪ Conducting screenings by offering and making available all of the following approved 

screening tools: the Ages and Stages Questionnaire 3 (ASQ-3), ASQ: Social Emotional 2 

(ASQ:SE-2), Pediatric Symptom Checklist (PSC), and the Modified Checklist for Autism in 

Toddlers (M-CHAT-R/F); and 

▪ Providing at least ten (10) referrals for families per month to community programs, 

services, and other family support resources. 

 

Centralized Access Point activities may be evidenced by, but are not limited to:  

▪ Monthly HMGF data report 

▪ Documentation such as training logs or certificates of completion 

 

Expected Outcome:  Increase in the number of families assisted with early childhood questions, 

receiving basic child developmental screening, and receiving care coordination services as 

evidenced by the number of calls received, number of child developmental screenings completed, 

and the number of families effectively connected to services.   

 

2.3.2 Child Healthcare Provider Outreach 

The Contractor shall implement Child Healthcare Provider Outreach (CHCPO) activities to 

educate and motivate physicians and other child healthcare providers to conduct child screening 

and utilize the HMGF centralized access point.  These activities include but are not limited to the 

following: 
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▪ Conducting a minimum of two (2) CHCPO activities each month to physicians and other 

healthcare providers (these activities include educational sessions, trainings, 

presentations, and the distribution of materials). 

▪ Engaging and utilizing at least one (1) Physician Champion to educate and motivate 

physicians and other child healthcare providers to conduct child development screening 

and utilize the HMGF centralized access point. Contractor must provide a dated letter of 

acknowledgement from physician of role as Physician Champion due on January 15, 2025, 

and inform the Forum of changes as they occur as indicated in Section 4.0, Reporting 

Requirements, subsection 4.2. The Contractor shall notify the Help Me Grow Florida 

(HMGF) State Coordinating Office by email, no later than ten (10) calendar days of any 

changes in the Physician Champion. 

▪ Marketing HMGF to physicians and other child healthcare providers quarterly, through 

direct mailings and in-person office visits, with continued follow-up with office staff about 

how HMGF can assist with screenings and/or referrals. 

▪ Establishing a system to offer feedback to physicians and other child healthcare providers 

who have referred clients, including screening results, referrals given, outcomes, and 

thanking them for the referral. 

 

Healthcare Provider Outreach activities may be evidenced by, but is not limited to: 

▪ Monthly HMGF Data Report 

▪ Monthly Summary Report 

 

Expected Outcome: Increase the medical community’s practice of conducting child development 

screening and use of HMGF services as evidenced by the number of physicians and other child 

healthcare providers receiving information about HMGF, referring families to HMGF, and 

conducting child development screening. 

2.3.3 Family and Community Outreach  

The Contractor shall implement Family and Community Outreach (FCO) activities that develop 

associates and partners in the local community, promote HMGF and inform the families and 

community of the importance of child screening and the role of HMGF.  These activities will include, 

but are not limited to the following:  

▪ Conducting a minimum of two (2) FCO activities per month (i.e., distribution of HMGF 

materials, HMGF presentations, HMGF participation at children and family events, health 

and resource fairs and related activities).  FCO activities should average two (2) per month, 

with the understanding certain months of the year may have greater outreach 

opportunities. 

▪ Host a minimum of two (2) in-person Books, Balls and Blocks (BBB) HMGF community 

screening events annually, unless there is a public health emergency that requires BBB 

events to shift to a virtual format.   

▪ Developing marketing and outreach materials, including social media, in accordance with 

HMGF Public Awareness and Style Guide. 
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▪ Update and post to the organization’s social media accounts (such as Twitter, Facebook and 

Instagram) a minimum of two (2) unique social media posts per month.  Updates could 

include but are not limited to new resources, testimonials, sharing of an HMGF post, or 

successes of the HMGF Affiliates. Twice per year, the Contractor shall submit a report 

showing the two (2) monthly posts for the previous six months. 

o Posts must tag the HMGF SCO social media handles. 

o Posts must require language to promote HMGF and a call-to-action that 

encourages families to contact HMGF. 

o Posting the same post on three different social media sites counts as one 

unique post.  

o Re-sharing of HMGF posts are acceptable, however, there must be one post 

unique to the Affiliate and the local county and not a re-share of HMGF 

monthly.  

▪ Providing at least two (2) HMG public awareness events annually through marketing, local 

advertising via newspaper, magazine, or radio, blog, billboard, bus wrap, etc., to be 

evidenced by submitting a Media & Press Release Request form to the Children’s Forum for 

pre-approval. This does not include community presentations and resource tables at health 

fairs which should be reported in STAR as a family/community outreach activity.  

▪ Developing marketing and outreach materials, including social media, in accordance with 

HMGF Public Awareness and Style Guide.  

▪ Providing a direct link to HMGF webpage from the Affiliate’s main home page. 

▪ Distributing information and marketing materials monthly that: 

o Promotes parent and community knowledge of the issues and resources to 

support the health and development of young children, including but not 

limited to developmental milestones and the importance of child screening,  

o Informs the community of what is HMGF and how HMGF can assist families 

with their child’s development. 

▪ Inventory Outreach Materials once per year, submit to HMGF SCO by June 15, 2025 

▪ FCO activities may be evidenced by, but is not limited to:  

o A social media log, which includes date, posted, URL, and summary of 

content, due January 15, 2025, and July 15, 2025.  

Expected Outcome:  Increase the number of families and members of the community provided 

information about child screening and HMGF, as evidenced by the number of individuals reached 

through family and community outreach activities. 

2.3.4 Data Collection and Analysis 

The Contractor shall implement Data Collection and Analysis (DCAP) activities, which involve 
collecting and tracking all HMGF Common Indicators data using the System for Tracking Access 
to Referrals (STAR), reporting the data on a monthly basis. 

The monthly HMGF data report shall include but not be limited to: 
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▪ Total number of new children served during the month. 

▪ Total number of new families served during the month.  

▪ Total number and type of screenings conducted during the month. 

▪ Number and type of referrals to agencies made each month; and 

▪ Number and type of outreach activities conducted during the month with families, 

caregivers, community, health providers, and service/agency providers. 

Developing and maintaining a relationship with the local 2-1-1 agency is encouraged, but not 

required. 

For those HMGF Affiliates who are able to obtain call numbers from their local 2-1-1 agency, 

their monthly HMGF data report shall also include: 

▪ Times that HMGF calls were received through 2-1-1 during the day.  

▪ Day of the week calls through 2-1-1 were received; and 

▪ Total number of HMGF calls received through 2-1-1 during the month. 

Expected Outcome: Increase understanding of the effectiveness and value of HMGF and 

pinpoint any changes and improvements that are needed, as evidenced by data collection and 

measuring HMGF program outcomes. 

 

2.4 Implementation of Additional Components  

2.4.1 Community System Development 

Community system development involves building, enhancing, and expanding efficient and effective 

early childhood continuums of care for children ages birth through eight (8). community system 

development activities include, but are not limited to:  

 

▪ Developing a local HMGF Leadership Team or utilizing an existing workgroup/committee 

to help guide the HMGF program in your area.  The local HMGF Leadership Team shall 

include senior management level representatives and representation from stakeholder 

organizations, such as: 

o 2-1-1 Information and Referral Services 

o Child Care Resource and Referral 

o Early Learning Coalitions 

o Early Steps 

o Florida Diagnostic and Learning Resources System (FDLRS) 

o Healthy Start 

o United Way agencies and programs 

o Head Start or Early Head Start 

o Healthcare Provider or Physician Champion 
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▪ Hold at least two (2) HMGF Leadership Team meetings on an annual basis to discuss 

topics such as:   

o Developing a system of community-based programs, services, and supports for 

the health and development of children ages birth through eight (8); 

o Reviewing HMGF Common Indicator data and identifying the implications for 

community system development and HMGF services. 

o Reviewing the Continuous Quality Improvement (CQI) Plan and recommending 

changes for program success; and 

o Discussing and coordinating program sustainability efforts. 

An already established local workgroup/committee can be utilized as a HMGF Leadership Team 

meeting so long as HMGF has a platform to discuss HMGF related activities, successes, and 

challenges during the meeting. 

Twice a year the Contractor will provide the Forum with a Leadership Team update on these 

meetings by submitting meeting agendas and sign-in sheets and/or a list of agencies/community 

partners present. Meeting minutes or notes and next action steps, if available, should be included in 

the submission to the Forum. 

Expected Outcome: Improve community resources and resource systems for the health and 

development of children ages birth through eight (8), as evidenced by the HMGF Leadership Team’s 

identification and implementation of strategies for improvement. 

 

2.4.2 Continuous Quality Improvement 

Continuous Quality Improvement (CQI) activities are planned and carried out to guide the success 

of HMGF services. The Contractor shall implement its CQI activities, which shall ensure the success 

of programs and services through ongoing analyses and modifications in response to lessons 

learned. 
 

▪ The following actions will be completed as part of the CQI:  

o Develop and implement a CQI Plan, which includes semiannual meetings of 
the local HMGF Leadership Team, including community partners, to review 
the HMGF system and identify necessary changes to ensure the success of 
the program. 

o Utilize all HMGF resources including internal HMGF staff, HMGF Leadership 
Team, and management staff to implement, monitor, and improve the 
quality of HMGF in service location.  

o Annually, evaluate the CQI plan to improve the process and incorporate 
program methodology and system changes.  

▪ CQI meetings should work to achieve the following goals: 

o Monitor the performance and fidelity of the HMGF service location. 

o Work with HMGF staff to resolve methodology and data issues. 

o Identify and develop a strategy to resolve system performance issues and 
minimize service gaps.  

Expected Outcome: Improved processes, procedures or elements of the HMGF service delivery, as 

evidenced by the HMGF Leadership Team’s identification and implementation of improvements to 

the HMGF processes, procedures or services.  
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2.4.3 Sustainability Plan 

The Contractor shall implement strategies for sustaining HMGF, including but not limited to 

pursuing external revenue sources such as grants and donations to sustain the HMGF initiative. 

Sustainability activities include, but are not limited to:  

▪ Developing a Sustainability Plan due November 15, 2024, that includes current and future 

efforts to apply for grants, pursue private donations, or in-kind donations; and 

▪ Documenting sustainability efforts including: 

o Applications submitted. 
o Meetings held. 
o In-kind, donations, grants, etc. 
o Amounts received, purpose and if restricted or unrestricted. 

Expected Outcome: A minimum of one (1) external revenue source is pursued for sustainability of 

Help Me Grow in current in future years, as evidenced by an application, formal request for HMGF 

funding or donations/in-kind.  

 

2.4.4 Help Me Grow National Affiliation 

The Contractor will serve as a local affiliate system in the Help Me Grow National network. 
HMG National activities include, but are not limited to: 

▪ Completion of all HMG National Fidelity Assessments 
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3.0  OTHER CONTRACT REQUIREMENTS  
The Contractor agrees to:  

3.1 Work Plan 

Provide for review by November 15, 2024, a detailed project work plan as indicated in section 4.0 

– Reporting Requirements.  The project work plan should clearly 

▪ set forth the project goals, objectives, deliverables, and timelines, and  

▪ establish roles, responsibilities, and timeframes of the activities of the project  

3.2 Continuous Quality Improvement Plan (CQI) 

Provide for review by November 15, 2024, a detailed CQI plan and an updated plan as indicated in 

section 4.0, Requirements.  See section 2.4.2 for required elements of the CQI plan. 

3.3 Cost Allocation Plan 

Provide for review by November 15. 2024, a detailed cost allocation plan (CAP) in accordance with 

45 CFR §75.415 (also 2 CFR §200.415), Required Certifications.  

The cost allocation plan must include the methodology for how each cost pool expense is 

distributed across cost centers/programs. 

3.4 Monitoring and Audit Requirements 

Participate in on-site or desk review monitoring of HMGF Affiliates conducted by the Children’s 

Forum and ensure all HMGF records are available for review. See ATTACHMENT 3 – MONITORING 

AND AUDIT REQUIREMENTS.  The Forum is responsible for monitoring grant, subrecipient and 

contract supported activities to assure compliance with Federal and State requirements and that 

performance goals are being achieved. In accordance with 45 CFR §75.342 (also 2 CFR §200.328), 

Monitoring and reporting program performance, subrecipient monitoring must cover each 

program, function and activity. 

Make programmatic and fiscal records available to the Forum HMGF Contract Compliance 

Coordinator and its designees or other State of Florida staff during normal business hours, Monday 

through Friday, from 8:00 a.m. to 5:00 p.m., except for official state-recognized holidays, as 

necessary for satisfactory Contractor performance, record keeping, reporting, and accountability. 

The Contractor shall assist the Forum staff for successful monitoring for the duration of this 

Contract at no additional cost.  

If the Contractor is a subrecipient as opposed to a vendor as specified in section 1.1 of this contract; 

then the Contractor will provide a financial and compliance audit to the Forum, if applicable, and 

ensure that all related party transactions are disclosed to the auditor.   

3.5 CPA Audit 

The contractor shall submit their CPA Audit by November 15, 2024, and within thirty (30) days of 

receipt.   

3.6 Technical Assistance and Training 

Participate in training and technical assistance as requested or recommended by the HMGF State 
Coordinating Office (SCO). This must include participation in the Annual HMGF State Meeting and 

the HMG National Forum.  Funds for at least one person to travel to the HMGF State Meeting and 

HMG National Forum must be included in the Affiliate’s annual budget.   

3.7 Partner and Affiliate Counties Team (PACT) Meetings 
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Participate in quarterly affiliate team collaboration meetings to gain updates and training from the 

HMGF State Coordinating Office.  If you are unable to attend due to extenuating circumstances a 

meeting must be scheduled with the State Coordinating Office to review the information covered.  

3.8 E-Verify 

Utilize the U.S. Department of Homeland Security's E-Verify system to verify the employment of all 

new employees hired by the Contractor during the contract term.    

HMGF Affiliate additionally agrees:  

▪ To provide notice, within five (5) calendar days, to the HMGF State Coordinating Office at 

HMGFreports@thechildrensforum.com  of any new employees hired during the term of this 

contract. This notice shall include the name of the individual, position, new hire’s E-Verify 

case number, and written confirmation of a clear background screening. 

▪ To sign an affidavit in accordance with paragraph (2)(b) of s. 448.095, F.S. and submit it to 

the HMGF Coordinating Office at HMGFreports@thechildrensforum.com. 

▪ To enroll and participate in the E-Verify program within thirty (30) days of the effective 

date of this contract. The HMGF Affiliate shall submit a copy of the "Company Profile" screen 

indicating the enrollment in the E-Verify program and make such record(s) available to the 

Forum upon request. (This page can be accessed from the “Edit Company Profile” link on 

the left navigation menu of the E-Verify employer’s homepage.) 

▪ To maintain records of its participation and compliance with the provisions of the E-Verify 

program, including participation by its subcontractors, and to make such records available 

to the Forum as requested or during monitoring visits. 

3.9  Background Screening 

The Contractor shall ensure that background checks are conducted on current and newly hired 

employees, including subcontractor employees, interns, and volunteers working within the HMG 

program have appropriate background screens based upon their roles and responsibilities as 

specifically defined in ATTACHMENT 1 - GENERAL ASSURANCE, TERMS, and 

CONDITIONS, Section MM. Background Screening.   

The Contractor additionally agrees:  

• To submit written confirmation each state fiscal year stating that all required staff, 

subcontractor employees, interns, and volunteers have a clear background screening and 

noting the most recent date of screening on the HMGF Staff Information Sheet. 

Confirmation is due to the HMGF State Coordinating Office within thirty (30) days of 

contract execution and thereafter by July 15th. 

3.10 Procurements and other purchases  

Have documented procurement policies and procedures that meet the minimum requirements of 

state statutes, rules, and regulations at set in ss. 215.971, 287.057, and 287.058, F.S.  

3.11 Subcontracts 

If the Forum permits the Contractor to subcontract all or part of the work contemplated under this 

Contract, including entering into subcontracts with vendors for services and commodities, it is 

understood by the Contractor that all such subcontract arrangements shall be evidenced by a 

written document which shall include: 

▪ A detailed scope of work. 
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▪ Specific deliverables with quantifiable, measurable, and verifiable units. 
▪ Performance measures and financial consequences, and 
▪ Applicable terms and conditions.  

The Contractor shall not subcontract any of the work contemplated under this Contract without 

prior written approval of the Forum. Any subcontract or other transfer of duties and 

responsibilities without prior review and approval of the Forum shall be null and void.  The review 

of the written subcontract document by the Forum will be limited to a determination of whether 

subcontracting is permissible and the inclusion of applicable terms and conditions of the Contract. 

In subcontracting, the Contractor shall ensure that the subcontractor has the same responsibilities 

to the Contractor with respect to the subcontracted work that the Contractor has to the Forum. 

The Contractor shall provide all subcontracts and supporting documents (listed below) to the 

Children’s Forum HMGF Contract Compliance Coordinator for approval prior to execution.  

▪ Copy of agreements/subcontracts  

▪ Subrecipient vs. Vendor determination 

▪ Organizational chart and HMGF staff list for the subcontractor 

▪ Monitoring plan for subrecipient agreements/contracts 

If the subcontract is to a non-profit agency for 2-1-1 services to provide a Centralized Access Point, 

then the subcontractor shall be considered a vendor for the purposes of this contract and no 

monitoring plan is required. 

If the majority of the contract funds awarded to the Affiliate from the Forum are subcontracted to 

another subrecipient agency, the Forum reserves the right to perform programmatic and financial 

monitoring of the subcontractor’s records as directly relate to duties they perform for HMGF. 

The Contractor shall administer the activities of the subcontractor and continue to be responsible 

for all work performed and all expenses incurred under this Contract.  The Contractor further 

agrees that the Forum shall not be liable to the subcontractor for any expenses or liabilities 

incurred under the subcontract. The Contractor, at its expense, will defend the Forum against such 

claims. The Contractor retains sole responsibility for the qualifications of all persons working on 

this Contract whether Contractor's employees or any Subcontractors' employees.  

3.12 Staff Qualifications and Substitutions  

Ensure that all staff assigned to this contract are qualified to deliver services under the terms and 

conditions of this Contract, including.  

▪ Ensuring staff qualifications include not only appropriate educational background based 

upon job duties, but also experience in similar or like employment,   

▪ Ensuring staff qualifications are in writing for all staff assigned to this contract while the 

contract remains in effect, and 

▪ Ensuring staff qualification requirements are also met for any approved subcontractors.   

The Contractor shall notify the HMGF State Coordinating Office by email, no later than ten (10) 

calendar days of any changes in the staff assigned to this Contract and shall include information 

related to replacement staff assigned to the Contract.  Changes in staff may be subject to review 

and approval of the Forum and require submission of an updated HMGF Staff List to 

HMGFreports@thechildrensforum.com. 

▪ The Contractor shall ensure all HMGF personnel files contain (and retain) the following 
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documentation upon hire:  

▪ Resume and/or application, (five years of employment history) 
▪ Job descriptions 
▪ Education documentation – copy of college transcripts if a college degree is required 

for the position 
▪ All applicable professional licenses claimed, if applicable 
▪ E-Verify 
▪ Background screening 

▪ The Contractor shall ensure all new HMGF staff receive the appropriate training and/or 

policies and have on file documentation that the staff have received these policies and/or 

training, including:  

▪ Confidentiality  
▪ Conflict of Interest  
▪ Drug free workplace  
▪ Discrimination and sexual harassment  
▪ Abuse and Grievance 
▪ Whistleblower  
▪ Data Security and Integrity 
▪ Position related training and policies 

3.13 Personnel Costs – Time Distribution    

The Contractor shall maintain and retain timesheets and signed monthly Personnel Activity 

Reports (PARs) for all staff charging time partially or entirely to the HMGF program. The 

timesheets and monthly PARs shall specify the number of hours dedicated to the HMGF program 

and account for the total activity for which each employee will be compensated under HMGF. The 

Contractor shall only request payment for staff time expended in the HMGF program. 

3.14 Unauthorized Alien(s)  

The Contractor shall comply with section 274A (e) of the Immigration and Nationality Act (8 U.S.C. 

1324a) and shall not employ unauthorized aliens in the HMGF program. The Forum shall consider 

the employment of unauthorized aliens a violation of the Immigration and Nationality Act and such 

violation shall be cause for unilateral cancellation of the Contract by the Forum. 

3.15 Travel   

The Contractor shall reimburse staff for travel expenses incurred during the invoice periods of this 

contract pursuant to s. 112.061, F.S. and ensure all travel charged partially or in full to HMGF is 

documented utilizing the Department of Financial Services Voucher for Reimbursement Form, 

DFS-AA-15.  All travel documentation shall be retained by the Contractor, including necessary 

receipts, agendas, maps, and other travel reimbursement related documents.  Travel 

reimbursement form with mileage and maps shall be submitted with monthly invoices when travel 

expenses are being claimed. 

The Forum will consider only travel performed in connection with approved contract activities for 

reimbursement. The statute allows costs for preapproved, reasonable and necessary per diem 

allowances and travel expenses. The Forum shall reimburse the Contractor at the standard travel 

reimbursement rates that s. 112.061, F.S., establishes, and the Contractor shall comply with all 

applicable state requirements and the DOE Travel Guide, is hereby adopted and incorporated by 

reference as if fully set out herein.  
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3.16  Electronic Communication Devices 

Retain documentation related to the use of cellphones or other electronic communication devices 

and services, including:  

▪ The itemized billing for each device’s utilization,  

▪ Attestation by each user that all calls, texts, and communications were HMGF work related, 

or   

▪ For any calls, texts or communications that were not HMGF work related, retain evidence 

that the employee either reimbursed the Contractor for the cost of non-HMGF work related 

calls, texts or communications, or the Contractor deducted the amount of the non-HMGF 

work related call from the invoiced amount to the Children’s Forum. 

3.17 Marketing Materials, Public Announcements, Press Releases, Sponsorships  

The Contractor shall not provide any information to any media representative or any other 

external party regarding the Contract or any services delivered under the Contract without prior 

written approval from the Forum. The Contractor shall notify the Children’s Forum verbally within 

one (1) hour and in writing within one (1) business day of any inquiries received from any media 

outlet or representative.   To notify the Children’s Forum verbally, call (850) 487-6300. To notify 

in writing, complete the Media and Press Release Request/Notification form and submit to the 

HMGF State Coordinating Office at helpmegrow@thechildrensforum.com.  

Additionally, the Contractor shall submit for review and approval, along with the Media and Press 

Release Request/Notification form, any materials developed by the Contractor or that will publish 

on a media source or for a marketing campaign prior to release. On all marketing and 

training/educational materials, the Contractor shall ensure use of appropriate logos as stated in 

the HMGF Public Awareness and Style Guide.  The Children’s Forum HMGF Public Awareness and 

Style Guide is hereby adopted and incorporated by reference as if fully set out herein.  

The Contractor is prohibited from using Contract information, sales values or sales volumes, or the 

Forum's stakeholders or customers, in sales brochures or other promotions, including press 

releases, unless prior written approval is obtained from the Forum.  As required by s. 286.25, F.S., 

if the Contractor is a nongovernmental organization, which sponsors a program financed wholly 

or in part by state funds, including funds obtained through this Contract, it shall, in publicizing, 

advertising, or describing the sponsorship of the program, state: "Sponsored by the Children’s 

Forum and the State of Florida, Division of Early Learning." If the sponsorship reference is in 

written material, the words "State of Florida, Division of Early Learning" and “Children’s Forum” 

shall appear in the same size letters or type as the name of the organization.  

3.18 Change of Ownership of Contractor  

Notify the Forum’s HMGF State Coordinating Office at HMGFreports@thechildrensforum.com 

within twenty-four (24) hours of learning of the potential change in ownership of the Contractor 

following the Contract effective date. The Contractor must describe the circumstances of such 

change and indicate when the change is likely to occur. Subsequent to the email notification, the 

Contractor shall additionally provide written notification on letterhead to the Forum's HMGF 

State Coordinating Office within 10 calendar days of the date of the email notification.  

3.19 Licenses, Permits, and Taxes  

The Contractor shall pay for all licenses, permits, taxes, or other fees required for the performance 

of this Contract. 
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3.20  Insurance General Requirements  

The Contractor is required to carry four (4) types of insurance:  

▪ 1-Liability 

▪ 2- Errors and Omissions (Professional Liability) 

▪ Unemployment Compensation 

▪ Worker’s Compensation 

The Children’s Forum must be named as an additional insured on the required Liability insurance 
and Errors and Omissions insurance policies as evidenced by being named as the Certificate 
Holder on the Certificate of Insurance submitted to the Children’s Forum.  All insurance coverage 
shall be maintained in full force and effect during the term of the Contract. Failure to maintain 
such coverage may void the Contract.  If the insurer for any reasons cancels any of the coverage, 
the Contractor shall immediately notify the Forum of such cancellation and shall obtain 
replacement coverage acceptable to the Forum and provide proof of such replacement coverage 
within ten (10) calendar days after the cancellation of coverage. 

▪ Proof of Insurance  

All insurance policies shall be only with insurers qualified and doing business in Florida. 
The Forum shall be furnished proof of coverage of insurance by standard ACORD form 
certificates of insurance accompanying the Contract documents. The Forum shall be 
exempt from, and in no way liable for, any sums of money that may represent a deductible 
in any insurance policy. The payment of such deductible shall be the sole responsibility of 
the Contractor providing such insurance.  

The Contractor agrees to maintain the following coverages:  

▪ Liability Insurance  

The Contractor shall maintain adequate liability insurance coverage on a comprehensive 
basis and always hold such liability insurance during the existence of the Contract and any 
renewal(s) and extension(s) of it. By execution of the Contract, unless it is a state agency 
or subdivision as defined by subsection 768.28(2), F.S., the Contractor accepts full 
responsibility for identifying and determining the type(s) and extent of liability insurance 
necessary to provide reasonable financial protections for the Contractor and the clients to 
be served under the Contract. A self-insurance program established and operating under 
the laws of the State may provide such coverage.  

▪ Workers' Compensation Insurance  

During the Contract term, the Contractor at its sole expense shall provide workers' 
compensation insurance in accordance with Chapter 440, Florida Statutes, with such 
terms and limits as may be reasonably associated with the Contract with minimum 
employer's liability limits of $100,000 per accident, $100,000 per person, and $500,000 
policy aggregate. The policy shall cover all employees engaged in any Contract work. 
Employers who have employees who are engaged in work in Florida must use Florida 
rates, rules, and classifications for those employees.  

▪ Unemployment Compensation Insurance  

The Contractor, during the life of the Contract, must comply with the reporting and 
contribution payments required under Chapter 443, Florida Statutes, for all employees 
connected with the work of the Contract.  

▪ Errors and Omissions Insurance  

The Contractor shall obtain and keep in force during the life of the Contract, Errors and 
Omissions Insurance which shall indemnify and pay on behalf of the Contractor for direct 
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loss which may be incurred due to human error, computer error, machine error, or 
equipment problems, whether caused by negligence, error, omission or mistake by the 
Contractor, subcontractor, any employee, officers or agents thereof.  Errors and Omissions 
Insurance coverage shall not limit any liabilities or any other obligations that the 
Contractor has under the Contract. 

3.21 Prior Approval of Property/Equipment Purchase 

The Contractor shall obtain prior written approval from HMGF State Coordinating Office for any 

Information Technology Resource (equipment, software, or property), over the $5,000 threshold, 

purchased using funds from this contract. The Contractor agrees to secure said prior approval by 

means of Help Me Grow Florida Prior Approval Request Form, available from HMGF State 

Coordinating Office at HMGFreports@thechildrensforum.com. 

3.22 Inventory of Property 

The Contractor shall conduct a physical inventory of equipment purchased with HMGF funds at 

least once per year by June 15, 2025 as well as whenever there is a change of custodian, change of 

custodian’s delegate or new equipment is purchased. The Contractor must provide its updated 

HMGF Property Inventory list as indicated in Section 4.0 – Reporting Requirements subsection 4.2.  

The following nine (9) elements shall be included in the Property Inventory List:  

▪ Description of equipment 

▪ Serial number, model number, or other identification number 

▪ Funding Source 

▪ Date acquired (purchased) 

▪ Cost 

▪ Current location of the equipment 

▪ Date of last physical inventory 

▪ Disposition 

▪ Name of Custodian 

3.23 Disposition of Equipment  

Based on Section 274.055, Florida Statutes, and Division of Early Learning Program Guidance 
240.02, when original or replacement equipment acquired under the contract is no longer needed 
for the original project or program or for other activities currently or previously supported by the 
awarding agency, disposition of the equipment will be made as follows: 

▪ Items of equipment with an acquisition cost of less than $1,000 may be retained, sold, or 
otherwise disposed of with no further prior approval requests or reporting requirement 
obligations to awarding agency.   

▪ Items of equipment with an acquisition cost of $1,000 or more and a useful life of one year 
or more may be retained or sold and the Forum shall have a right to an amount calculated 
by multiplying the current market value or proceeds from sale by the Forum’s share of the 
equipment’s original costs. (i.e., if 100% of equipment cost was charged to Forum-funded 
program, 100% of the disposal proceeds are subject to Forum instructions).  

3.24 Accessible Electronic Information Technology  

The Contractor agrees that by entering into this contract, the Contractor will.  

▪ Provide electronic and information technology resources in complete compliance with the 
accessibility standards provided in Rule 60-8.002, F.A.C. These standards establish a 
minimum level of accessibility. See s. 282.603, F.S. 

▪ Confirm that telecommunications and website are consistent with accessibility 
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requirements as defined in Section 508 of the Rehabilitation Act (29 U.S.C. 794d), as 
amended by the Workforce Investment Act of 1998 (P.L. 105-220), August 7, 1998. 

▪ Whenever practicable, collect, transmit and store contract, program, and project-related 
information in open and machine-readable formats rather than in closed formats or on 
paper as provided in 2 CFR §200.335, Methods for collection, transmission, and storage of 
information. 

3.25 Information and Data Security Requirements  

The Contractor shall comply with the Division of Early Learning's (DEL) Information Technology 

Security Manual, Rule Chapter 74-2, F.A.C., Florida Cyber Security Standards, and employ adequate 

security measures to protect the Forum and DEL’s information, applications, data, resources, and 

services. DEL’s Information Technology Security Manual is hereby adopted and incorporated by 

reference as if fully set out herein.  

3.26 Prohibition of Peripheral Devices for Confidential Data Storage 

The Contractor, including its employees, subcontractors, agents, or any other individuals to whom 

the Contractor exposes confidential information obtained under the Contract, shall not store, or 

allow to be stored, any confidential information on any portable storage media (e.g., laptops, thumb 

drives, hard drives, etc.) or peripheral device with the capacity to hold information. Failure to 

comply with this provision shall constitute a breach of Contract. 

3.27 Confidential Data  

The Contractor and its subcontractors shall treat data obtained from the Forum, DEL, Early 

Learning Coalitions or other Partner Agencies as confidential as required under ss.1002.72 and 

1002.97, F.S., and other applicable laws. The Contractor agrees not to use or disclose any 

information concerning services under this Contract for any purpose not in conformity with state 

and federal laws or regulations except when authorized by written consent and/or by law, and 

then only with the prior written approval of the Forum. The provisions of the Florida Public 

Records Act, Chapter 119, F. S., and other applicable state laws will govern disclosure of any 

confidential information received by the State of Florida.   The Contractor shall comply with the 

Help Me Grow Florida Confidentiality and Privacy Guidelines update 11.13.19 and employ 

adequate security measures to protect the Forum and DEL’s information, applications, data, 

resources, and services. The Help Me Grow Florida Confidentiality and Privacy Guidelines update 

11.13.19 is hereby adopted and incorporated by reference as if fully set out herein.  

3.28 Record Retention 

Cooperate with the Forum during the contract, and subsequent required retention period, to 

facilitate the duplication and transfer of any records or documents upon request of the Forum or 

its designees.  The length of retention for these records in Florida is five years after the completion 

of the project provided that applicable audits have been released.  If an audit, litigation, claim, 

negotiation, or other action involving the records has been initiated before the expiration of the 

retention period, and the disposition of the records, or if audit findings have not been resolved at 

the end of five years, the records shall be retained until completion of the action and resolution of 

all issues which arise from the audit findings through litigation or otherwise. In no case will such 

records be disposed of before the five fiscal years minimum.   

3.29 Return or Destruction of Confidential Data  

Upon termination of the Contract for any reason, the Contractor agrees to either return to the 

Forum or, if return is not feasible, destroy all confidential information in whatever form or 
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medium that the Contractor received from or created on behalf of the Forum to include without 

limitation all copies and backups. This provision shall also apply to all confidential information 

that is in the possession of subcontractors or agents of the Contractor. In such case, the 

Contractor shall retain no copies of such information, including any compilations derived from 

and allowing identification of confidential information. Contractor shall complete such return or 

destruction as promptly as possible, but not more than forty-five (45) calendar days after the 

effective date of the conclusion of the Contract. Within the forty-five (45) calendar day period, 

Contractor shall certify on oath in writing to the Forum that such return or destruction has been 

completed.  

If the Contractor believes that ultimate destruction of the information is feasible but that to do so 

is not feasible or recommended to occur within the required forty-five (45) days, Contractor 

must contact the Contract Manager and provide the basis for the delay. If the Contract Manager 

determines that it is in the best interest of the Forum to extend the time for return or destruction 

of the confidential data, the Contract Manager shall in writing notify the Contractor of the length 

of the extension and shall include the written notification in the Contract Manager’s official 

contract file. If Contractor believes that the return or destruction of confidential information is 

not feasible, Contractor shall provide in writing within forty-five (45) days, the conditions that 

make return or destruction infeasible. Upon mutual agreement of the Parties that return, or 

destruction is not feasible, Contractor shall continue the protections provided for in this contract 

as long as Contractor maintains the confidential information. 

3.30 Breach of Security/Subpoenas  

Notify the Forum verbally and in writing at helpmegrow@thechildrensforum.com within twenty-

four (24) chronological hours after Contractor learns of a security incident or breach of any data 

in the Contractor's possession, related to the Contract, or the data is subpoenaed or used, copied, 

or removed (except in the ordinary course of business) by anyone except an individual authorized 

by the Forum to use, copy, or remove data. The Contractor shall cooperate with the Forum in taking 

all steps, as the Forum deems advisable to prevent misuse, regain possession, and/or otherwise 

protect the State's rights and the data subject's privacy.  

3.31 Mandatory Reporting of Fraud/Criminal Activity  

Notify the Forum verbally and in writing at helpmegrow@thechildrensforum.com within twenty-

four (24) chronological hours and in writing within seventy-two (72) chronological hours all 

suspected or known instances of the Contractor's or its subcontractor’s operational criminal 

activities and all violations involving fraud, bribery or gratuity violations potentially affecting this 

contract and/or the related program(s). 

3.32 Notification of Legal Action  

Notify the Forum verbally  and in writing at helpmegrow@thechildrensforum.com within twenty-

four (24) chronological hours of becoming aware of legal actions taken against it or potential 

actions such as lawsuits, related to services provided through this contract or that may impact 

the Contractor's ability to deliver the contractual services, or adversely impact the Forum.  

3.33 Conflict of Interest/Related Party Contracts  

The Contractor certifies that, to the best of its knowledge and belief, there are no relevant facts or 

circumstances which could give rise to an organizational or personal conflict of interest, and that 

the Contractor has disclosed all such relevant information if such a conflict of interest appears to 
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exist to the Children’s Forum, Inc.  Any future conflict of interest on the part of the Contractor shall 

be immediately disclosed to Children’s Forum, Inc.  

3.34 Minority Business Enterprise Certification  

Submit the Certified Minority Business Report (CMBR) to the Forum at  

HMGFReports@thechildrensforum.com, with every monthly reimbursement request. The CMBR 

shall report all expenditures with Florida Certified Minority Business Enterprises as certified 

under s 287.0943, F.S.  The Contractor shall report all small, minority-, women-, and service-

disabled veteran business enterprise Subcontractors, identifying the Name, Address, Type of 

Certification and Dollar Amount on the form provided with this contract as Exhibit D – Certified 

Minority Business Report.  The Contractor shall submit this form with each invoice submitted for 

payment, whether funds have been spent with a small, minority-, women-, and service-disabled 

veteran business enterprise subcontractor for the period covered by the invoice. The Office of 

Supplier Diversity, Florida Department of Management Services will assist in furnishing names of 

qualified minorities.  

3.35 Budget and Contract Revisions  

The Budget in Exhibit A – Budget by OCA establishes the allowable limits and rates for each budget 

category. The Contractor must adhere to the project budget and budget narrative as approved with 

this Contract; however, unspent funds within a particular line item may be moved to another line 

item with prior approval from the Forum at HMGFreports@thechildrensforum.com. The Forum 

may approve such changes if the following conditions are met: 

▪ The change does not decrease or increase the original dollar amount of the contract 
budget.  

▪ There is another line item in the budget from which the Contract can shift funds without 
affecting the scope of work.  

Budget revisions that do not meet the above conditions will require a properly executed Contract 

Amendment. Requests for contract amendments shall be in writing to 

HMGFReports@thechildrensforum.com with justification supporting the need for a contract 

amendment.  The Contractor shall not make changes to the contract or related activities until 

written approval is received from the Forum.  
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4.0  REPORTING REQUIREMENTS 

The HMGF Contractor agrees to submit via email to the Forum HMGF State Coordinating Office at 

HMGFReports@thechildrensforum.com all plans, deliverables and evidence of activities, as 

required by this Contract, by the 15th of the each month following the end of the current reporting 

period or as specifically stated below.  

 

4.1 Contract Execution Documents  

The following documentation is due with the executed contract and signed Attachments 1-7. 
These documents are also due again annually before the beginning of the following fiscal year. 

4.1.1 Budget by OCA (for current fiscal year), signed 

4.1.2 Budget Narrative (for current fiscal year) 

4.1.3 Subcontracts (for review and approval before execution)  

4.1.4 Subrecipient vs. Vendor Checklist for subcontracts (submit with the subcontracts)  

The following supporting documentation is due on or before October 15, 2024, as part of the 
contracting process. These documents are also due again annually the following year by July 15th. 

4.1.5 Certificate of Insurance and when current policy expires. 

4.1.6 E-Verify affidavit form and copy of your Company Profile from E-Verify website 

4.1.7 Background Screening compliance letter for new and existing staff charged to HMGF 

4.1.8 HMGF Staff Information sheet indicating most recent date of Background Screening 

The following supporting documentation is due as part of the contracting process: 

              4.1.9     Work Plan–due November 15, 2024 

4.1.10 Continuous Quality Improvement Plan (CQI)–due November 15, 2024 

4.1.11 Sustainability Plan –due November 15, 2024 

4.1.12 Cost Allocation Plan – due Noember 15, 2024 

4.1.13 Organizational Chart, with names and HMGF roles – due November 15, 2024, and 
whenever HMGF staff changes occur 

  4.1.14 Flowchart, provide a visual process map/work flowchart of how HMGF services are 

implemented and provided to families, which should include the sequence of steps through 

all entry points (2-1-1 calls, screening events, online screenings, etc.)-due November 15, 

2024 

4.2 Annual Documents  

The documentation in 4.1.1-4.1.8 above and the following documentation is due each year. 

4.2.1 Subrecipient Monitoring Plan for current fiscal year, if applicable–due November 

15, 2024  

4.2.2 Cell Phone Attestation form, signed for previous FY–due July 15, 2025 

4.2.3 Updated Property/Equipment Inventory List–due June 15, 2025 and whenever 

equipment is purchased.  

4.2.4 Physician Champion agreement letter–due January 15, 2025, and whenever a new 

physician champion is added or changed. 

4.2.5 Certificate of Insurance–due October 15, 2024, and upon expiration of current 

policies 

4.2.6 Internal Controls Questionnaire–due October 31, 2024 
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4.2.7 CPA Audit for previous fiscal year–due November15, 2025 and within thirty (30) 

days after receipt.  

4.3 Monthly Deliverables 

Submit the following documentation on or before the 15th of each month.  First monthly 
deliverable due November 15, 2024 

4.3.1 Invoice Cover sheet, signed  

4.3.2 Expenditure Report, signed  

4.3.3 Certified Minority Business Enterprise Report, signed  

4.3.4 General Ledger  

4.3.5 Monthly Summary Report 

4.3.6 Monthly Data Report  

4.3.7 Travel/Mileage State of Florida Voucher for Reimbursement Form and maps, if 

mileage or travel is being claimed that month 

4.3.8 Prior Approval for Equipment and Property Purchases, as needed  
 

4.4 Semiannual and Other Deliverables 

Submit the following additional documentation:  

4.4.1 Social Media Logs -due January 15, 2025, and July 15, 2025 

4.4.2 Leadership Team Meeting agendas, list of attendees – due January 15, 2025, and July 

15, 2025 

4.4.3 Spending Projection Report – due January 15, 2025, and March 15, 2025 

4.4.4 Outreach Materials inventory – due June 15, 2025 

4.5 Internal Controls – Annual Self-Assessment  

The Contractor is required to perform a self-assessment of internal controls by completing DEL’s 

annual Internal Control Questionnaire (ICQ) Survey form. The Contractor shall submit the 

completed ICQ Survey form to the Forum, by October 31, 2024, unless the Forum provides other 

written instructions. 

4.6 Annual Summary Report 

The Contractor shall submit a final Annual Summary Report on July 25, 2025, that provides 

information on the major actions taken for the Contract year this includes accomplishments, 

challenges, how each of the expected outcomes in Sections 2.0 – Scope of Work were met and if not 

met, why not, and any recommendations for the subsequent year. 

4.7 Contractor Correspondence Format  

The Contractor shall deliver all products in formats acceptable to Forum and all correspondence 

using the software standards of the Forum that include Adobe pdf and 2007 or later versions of 

Microsoft Word, Excel, PowerPoint.  
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5.0 DELIVERABLES TABLE 
The Children’s Forum agrees to pay for the services provided as specified in Section 2.0 - Scope of 

Work.  Evidence of completion along with other deliverables and documentation as specified in Section 

4.0 – Reporting Requirements shall be submitted by the Contractor to receive reimbursement 

payments on this Contract.  

Deliverable Tasks/Activities 
Evidence of 
Completion Due Date Payment 

Work Plan The Contractor will submit for 
review and approval a detailed 
work plan setting goals, objectives, 
and clearly establishing roles, 
responsibilities, and timeframes of 
the activities of the project 

Work Plan November 
15, 2024 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 

Continuous 
Quality 
Improvement 
Plan (CQI) 

The Contractor will submit a 
detailed continuous quality 
improvement plan with activities 
to ensure the success of programs 
and services through ongoing 
analyses and modifications in 
response to lessons learned. 

CQI Plan  November 
15, 2024 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 

Sustainability 
Plan  

▪ The Contractor will submit a 

Sustainability Plan to include 

documentation of current efforts 

and future plans to apply for 

grants, pursue private donations, 

and solicit in-kind donations. 

Sustainability 
Plan 

November 
15, 2024 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 

Cost Allocation 
Plan 

The Contractor shall submit a cost 
allocation plan that explains the 
methodology for how each cost 
pool expense is distributed across 
cost centers/programs. 

Cost 
Allocation 
Plan 

November 
15, 2024, 
and when 
updates are 
made 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 

Organizational 
Chart 

The Contractor shall submit an 
agency-wide Organizational Chart, 
with names, positions and HMGF 
roles identified. 

Organizational 
Chart 

November 
15, 2024, 
and 
whenever 
changed 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 

Physician  

Champion letter 

The Contractor will provide a 
letter of acknowledgement from 
each designated physician of his or 
her role as Physician Champion. 

Letter of 
Acknowledge
ment 

January 15, 
2025 and 
as 
additions 
or changes 
are made 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 



Contract #24-528-HMGFA-16 

 

Page 31 of 66 

 

CPA Audit The contractor shall submit their 
most current CPA Audit  

CPA Audit November 
15, 2024, 
and within 
thirty days 
of receipt 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget 

Property/ 
Equipment 
Inventory 
update 

The Contractor shall conduct a 
physical inventory of property and 
equipment purchased with HMGF 
funds at least once per year as well 
as whenever there is a change of 
custodian or change of custodian’s 
delegate. 

Property/ 
Equipment 
Inventory 
form 

June 15, 
2025, and 
updated 
when 
equipment 
is 
purchased 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 

Internal Control 
Questionnaire 

The Contractor is required to 
perform a self-assessment of 
internal controls by completing 
the Florida Department of 
Education, Division of Early 
Learning’s annual Internal Control 
Questionnaire (ICQ) Survey Form.  

Completed 
ICQ Survey 
form  

October 31, 
2024 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 

Outreach 
Materials 
Inventory 

The Contractor shall conduct a 
physical inventory of Outreach 
materials at least once per year 

Outreach 
Materials 
Inventory 
Form 

June 15, 
2025 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 

Flowchart The Contractor shall provide a 
visual process map/work 
flowchart of how HMGF services 
are implemented and provided to 
families, which should include the 
sequence of steps through all entry 
points (CAP, screening event, 
online screening, etc.) 

Flowchart November 
15, 2024 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 

One month of 
services and 
activities as set 
forth in section 
2.0 – Scope of 
Work 

 

 

 

 

 

 

 

The Contractor shall provide a 
Centralized Access point to assist 
families with early childhood 
questions.                                       

The Contractor will employ and 
retain a full-time Care Coordinator 
to conduct developmental 
screenings, care coordination and 
referrals to services.              

The Contractor will conduct a 
minimum of ten (10) child 
developmental screenings per 
month                                                     
The Contractor will serve a 
minimum of ten (10) new children 
per month                                          
The Contractor will provide a 
minimum of ten (10) referrals per 
month for families to community 
programs and services. 

• Monthly 
Data Report 

 

• Monthly 
Summary 
Report  

 

 

 

 

 

Monthly; 

by the 15th 

of the 

month 

following 

the end of 

the 

reporting 

period 

 

 

 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 
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One month of 
services and 
activities as set 
forth in section 
2.0 – Scope of 
Work 

The Contractor shall conduct a 

minimum of two (2) Child 

Healthcare Provider Outreach 

activities per month to physicians 

and other healthcare providers to 

educate and motivate physicians 

and other child healthcare 

providers to conduct child 

screenings and to utilize the HMGF 

centralized access point. 

 

• Monthly 
Data Report 

 

• Monthly 
Summary 
Report 

Monthly; 
by the 15th 
of the 
month 
following 
the end of 
the 
reporting 
period 

 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 

One month of 
services and 
activities as set 
forth in section 
2.0 – Scope of 
Work 

The Contractor shall conduct a 
minimum of two (2) Family & 
Community Outreach activities per 
month to develop associates 
and/or partners in the local 
community promote HMGF and 
inform the families and 
community of the importance of 
child screening and the role of 
HMGF. 

• Monthly 
Summary 
report  

 

• Monthly 
Data Report 

Monthly; 
by the 15th 
of the 
month 
following 
the end of 
the 
reporting 
period 

 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 

 

The Contractor shall collect, track, 
and report on the HMGF Common 
Indicator Data to the HMGF State 
Coordinating Office monthly. 

• Monthly 
Data Report 

Social Media 
Log 

 

 

 

 

 

The Contractor shall update and 
post to their organization’s social 
media accounts such as Twitter, 
Facebook, and Instagram a 
minimum of two (2) unique social 
media posts per month. Twice per 
year, the Contractor shall submit a 
report showing two (2) monthly 
posts for the previous 6 months. 

Social media 
log, which 
includes six 
months of 
posts with 
date, posted, 
URL, summary 
of content. 

 

On January 

15, 2025, 

and July 15, 

2025, with 

the 

monthly 

deliverable 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 

Leadership 
Team update 

The Contractor shall hold at least 
two (2) meetings of their local 
HMGF Leadership Team each fiscal 
year. 

Leadership 
Team meeting 
agendas and 
list of 
attendees for 
meetings  

On January 

15, 2025, 

and July 15, 

2025, with 

the 

monthly 

deliverable 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget 

Spending 
Projection 
Report 

The Contractor will submit a 
spending projection report to 
show accurate projected spending 
through June 30 of each year. 

Spending 
Projection 
Report 

On January 

15, 2025, 

and March 

15, 2025  

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 

Annual Report The Contractor will submit an 
Annual Summary Report that 
provides information on the major 
actions taken for the fiscal year 
including accomplishments, 
challenges, how each of the 

Annual 
Summary 
Report 

July 25, 

2025 

Reimbursement of 
allowable costs incurred 
in delivering services 
with the monthly invoice 
as specified in the 
approved budget. 
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expected outcomes in Sections 2.0 
– Scope of Work were met and if 
not met, why not, and any 
recommendations for the 
subsequent year. 
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6.0 WARRANT OF AUTHORITY 
 

This Contract, with its Exhibits A through D and Attachments 1 through 7, contain what the Parties 

have agreed upon. These are all the documents that constitute the Contract.  Any changes are not 

valid until reduced to writing and signed by both parties.   

 

IN WITNESS THEREOF, the Parties here to have caused these sixty-seven (67) pages contract, 

including its attachments, to be executed by their undersigned officials. Each person signing this 

Contract warrants that he or she is duly authorized to do so and to bind the respective party, which 

has the institutional, managerial, and financial capability (including funds sufficient to pay the non-

federal share of project cost, if applicable) to ensure proper planning, management and completion 

of the activities described herein. 

 

 

 

 

Contractor:  
 
 
___________________________________________________ 
Signed by: 
Printed Name:  
Title:  
   

Date: ___________________________   

Fed ID#: ________________________    

Provider Fiscal Years Ending Dates:   

Year 1 – FY 2024-2025.  
 

Children’s Forum, Inc.   

 
_____________________________________________  
Signed by:  
Printed Name:  Erin Smeltzer 
Title:  President & CEO 
 

Date: ___________________________ 
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EXHIBIT A – BUDGET BY OCA 
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EXHIBIT B – NARRATIVE FY24-25 

 

 

Within the budget narrative, please briefly describe each expense including detailing what it 

entails and explaining how it contributes to the project's objectives and overall success. Your 

explanation should address the “what” and “how” questions regarding fund allocation. The format 

should bulleted paragraphs and should include the cost calculation. If the related costs are 

included in the Budget by OCA, they do not need to be included in the Narrative (e.g. salaries). 

• Personnel – List each position and position description/summary that pertains to the project. 

The cost calculation should show the percentage of time devoted to the project.  

• Travel – Explain the reason for travel expenses for staff and show the number of people 

traveling and unit costs in the cost calculation. Identify the location of travel and event. 

o For example: HMGF Florida meeting:  1 FTE x $300 (per diem & vehicle rental x 2 

days) 

• Equipment – List items to be purchased. Explain how the equipment is necessary for the 

success of the project and, if necessary, the procurement method to be used. Include the 

cost calculation. 

• Supplies – List expendable items by type and show the basis for computation in the cost 

calculation. 

• Outreach (including Marketing/Advertising) – List types of outreach and show the basis for 

computation in the cost calculation. 

• Consultants (including subcontractors/vendors) – Provide a description of the product or 

services to be provided by the consultant and an estimate of or detailing of exact cost.  

• Other Costs – List items, such as rent, printing, postage, telephone, internet, janitorial, 

security services, etc by major type and show the basis of the computation in the cost 

calculation.  

o For example, for rent provide the square footage and the cost per square foot for rent 

and provide a monthly rental cost and the number of month’s rent will be needed. 

Include the percentage of rent assigned to HMGF via the Cost Allocation Plan in 

the cost calculation. 
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EXHIBIT C – INVOICE COVER SHEET 

 

 

 

Please add this amount to list below

Amount Requested this 

Invoice:

Contract Number: 

DESCRIPTION
SERVICE UNIT                                                             

(reporting period)                             
REPORTING DUE DATE

# OF 

UNITS

AMOUNT INVOICED TO 

DATE                                            

(include current month)

Monthly Deliverable 1 July 1 - July 31, 2024 8/15/2024 1

Monthly Deliverable 2 August 1 - August 31, 2024 9/15/2024 1

Monthly Deliverable 3 September 1 - September 30, 2024 10/16/2024 1

Monthly Deliverable 4 October 1 - October 31, 2024 11/15/2024 1

Monthly Deliverable 5 November 1 - November 30, 2024 12/15/2024 1

Monthly Deliverable 6 December 1 - December 31, 2024 1/15/2025 1

Monthly Deliverable 7 January 1 - January 31, 2025 2/15/2025 1

Monthly Deliverable 8 February 1 - February 28, 2025 3/15/2025 1

Monthly Deliverable 9 March 1 - March 31, 2025 4/15/2025 1

Monthly Deliverable 10 April 1 - April 30, 2025 5/15/2025 1

Monthly Deliverable 11 May 1 - May 31, 2025 6/17/2025 1

Monthly Deliverable 12 June 1 - June 30, 2025 7/15/2025 1

-$                                        

Project/Contract Manager Signature and Date of Payment Approval: _________________________________________________

Form revised 5/27/24

Invoice Approved and Certified for Payment:   □ Yes    □ No              Approved Payment Amount: _______________________

Phone Number: 

Sponsored by the Children’s Forum and the State of Florida/Dept. of Education/Division of Early Learning

For questions about  this Invoice Cover Form please contact the Contract Compliance Coordinator at mdamron@thechildrensforum.com or email HMG at 

HMGFreports@thechildrensforum.com.

Printed Name of Agency Official: 

Additional comments: 

NOTE:  Expenditure Report must be submitted with the Invoice Cover Sheet and both documents must be signed and legible for payment to be approved.  

Children's Forum Use Only

Date Invoice Received:  ______________________                                      Date Deliverable Approved: ______________________

Signature:

INVOICE COVER SHEET

-$                                         

Total YTD Invoiced   

24-527-HMGFA-##

Affiliate Name: 

Affiliate Address: 

Deliverable #: 

Invoice Reporting Period:

Date Invoice Submitted:

Contract Period:  

Provider Certification: I certify that this invoice and attached expenditure report are a true and correct reflection of this period’s activities, and that the 

service deliverables are related to the contract referenced above.  Documentation supporting these reports are maintained at the affiliate address listed 

above.

Date:
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EXHIBIT D - CERTIFIED MINORITY BUSINESS REPORT 

STATE OF FLORIDA DEPARTMENT OF EDUCATION 
MINORITY SUBCONTRACTORS UTILIZATION SUMMARY 
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