ATTACHMENT F

ADMINISTRATIVE MANAGEMENT QUESTIONS

Answer the following questions regarding your administrative management system. If selected for award of a contract, some items listed below may be required during the pre-award review prior to entering into a contract with the Southwestern Local Area.

Yes, No or N/A


1.
Does your organization have current Articles of Incorporation?



2.  
Does your organization have written personnel policies?



 3.
Do your written personnel policies contain procedures for:

a. Open employee recruitment, selection and promotional 

opportunities based on ability, knowledge and skills;






b.    providing equitable and adequate compensation;





c.    training of employees to assure high-quality performance;                   

d. retaining employees based on the adequacy of their performance,

and for making adequate efforts for correcting inadequate 

performance;









e. assuring fair treatment of applicants and employers in all aspects

       of personnel without regard to political affiliation, race, color,


      national origin, sex, age, disability, religion or creed, with proper

       regard for their privacy and constitutional rights as a citizen; and


f. assuring that employees are protected against coercion for partisan 



      political purposes and are prohibited from using their official 



      authority for the purpose of interfering with or affecting the result

              of an election or nomination for office?






4.        Can your organization revise its present written personnel policies to

 
include the above procedures?








5. 
Do your written personnel policies contain a prohibition against 


nepotism?                                                                                                             













6.
Do your written personnel policies contain a prohibition against 


employees using their positions for private gain for themselves or

other parties?










7.      Does your organization have an authorized, written travel policy for


employees and authorized agents that provides for reimbursement for


mileage and per diem at a specified rate?








8.      Does your organization have a written employee grievance procedure 


to resolve employment complaints?



   



9.      Does your organization have the capacity or staff to produce and 


maintain participant records, reports, and other information as needed/


required by Capital Area?








10.
If any costs are determined to be disallowed, does your organization 


have a procedure and source for reimbursing such costs to the Board?


11.  Is your organization governed by a Board/Council?
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12.
Does your organization operate under local rules or by-laws?

       




13.
Has your Board/Council reviewed and approved this proposal?




14.  Does your organization have a current approved Fidelity Bond?              

15.  Does your organization have an Equal Opportunity (EO) Policy?


16.  Does your organization have a Complaint or Grievance process?
              

17.  Does your organization have any legal judgments, claims, arbitration 



 proceedings, lawsuits, or other legal proceedings pending against the 



 organization, its owners, or principles?


                         

 

I certify that the information provided on this form is an accurate and true representation of the

administrative management systems of this organization.


Organization Name


Type/Printed Name and Title of Authorized Representative

                                                                                                                    
Signature of Authorized Representative



        
Date
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