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Before You Begin

This guidance accompanies the FY27 Donnelly Workforce Success Grants Program Narrative Form. The FY27 form has been reorganized and includes several new questions. Section numbers in this guidance match the section and question letters in the FY27 form. Use the FY27 templates from the WCTF FY27 Application Documents SharePoint folder; earlier versions will not be accepted.

Key requirements for the Program Narrative
· Submit the narrative in the Microsoft Word template provided. Do not delete, alter or reorder any questions.
· Limit responses to 15 pages (excluding the cover page and the Appendix: Training Timeline & Outcomes Table), in a font no smaller than 11 point. Responses that exceed the page limit may not be reviewed.
· Choose one pathway: Option A (Training and Placement for unemployed and underemployed residents) or Option B (Training and Advancement for incumbent workers). A proposal may not serve both groups, and an organization may submit only one proposal as lead applicant.
· Respond directly to each question. Cross-references to other sections may supplement an answer, but should not replace it.
· Use consistent names, participant counts, occupations, regions, dates, costs, match and outcomes throughout the narrative, the budget workbook and the signed MOAs. Every partner role described in the narrative should be supported by the budget and by a recently signed MOA that explicitly states that role.

Memoranda of Agreement (MOAs)
Throughout this guidance, "MOA" refers to the signed memoranda of agreement or letters of commitment submitted with your application. General letters of support are not sufficient. Each MOA must:
· be tailored to the proposed program and signed by a representative with authority to make the stated commitments;
· be signed within two months before the application submission date; and
· describe the partner's role, deliverables and level of engagement in the project.
You must submit signed MOAs with at least two employer partners, and with training providers and subcontractors where applicable. Section 3.2 of the RFP lists what each employer MOA must contain. Proposal reviewers will compare what you write in the narrative with what partners have committed to in their MOAs.

How proposals are scored
Proposal reviewers score applications out of 100 points. The table below shows where in the narrative reviewers will look for evidence for each category.
	Scoring category
	Points
	Where reviewers will look

	Regional demand, equity, workforce literacy
	10
	Section 1 (ROAD data, labor market evidence, population fit, English/digital/math skills)

	Track record and capacity
	10
	Section 2; Section 7A–7B

	Partnership and employer engagement
	20
	Sections 3B, 4F, 6B, 7A, 7E (MassHire)

	Program design and outcomes
	30
	Sections 3–6, 7H–7I, Appendix

	MOAs and commitments
	10
	Signed MOAs; Section 6B

	Budget, match, cost effectiveness
	20
	Budget workbook; Sections 7F–7G





STEP 1
Regional Occupational Demand and Target Population

Workforce Success Grants are flexible across occupations and industry sectors, but every proposal must show that the target occupation responds to documented demand in the region you will serve, and that your target population is a good fit for it. Commonwealth Corporation will use the Massachusetts Department of Economic Research's Regional Occupation Alignment Dashboard (ROAD) as a consistent reference point. ROAD does not replace employer validation; you must pair ROAD data with current employer commitments and other evidence of demand.
What changed: Section 1 now begins with regional labor market demand (1A–1D) and adds a dedicated question on English language, digital literacy and math skills (1F). There is no longer a stand-alone question asking you to describe your target population; describe it in 1E and 3A.

1A. What geographic region(s) will your program serve?
Identify the MassHire Workforce Area(s) your program will serve, and the cities, towns or counties where your participants live and where the employer partners' job sites are located. Use the same region(s) here, in the ROAD data in 1B, in your MOAs and in your budget.

1B. List the target occupation(s) and regional labor market demand. For each proposed occupation, identify the applicable Workforce Area, sector, ROAD Opportunity Star rating, and wage indicators.
Complete the table for each target occupation, using ROAD data for the Workforce Area(s) you will serve. Report the sector label and Opportunity Star rating exactly as they appear in ROAD.
· Applicants are encouraged to propose occupations with a rating of two Opportunity Stars or higher in the relevant region. If any occupation is below two stars, you must also answer 1D.
· You may propose more than one related occupation within a sector pathway. If you do, reviewers will look for sufficient staffing, employer engagement, training capacity and outcome tracking for each one.
· Applicants proposing training in life sciences, manufacturing, clean energy, skilled trades or construction should review the related state programs listed in Section 1.3 of the RFP (Career Technical Initiative, Pathmaker, the Advanced Manufacturing Training Grant and MassCEC) and be prepared to explain in 1C how this proposal complements rather than duplicates those investments.

1C. Provide labor market information for each occupation with employer and other regional evidence that validates the need for the proposed occupation(s), including annual job openings, projected growth and/or replacement demand, evidence of employer demand, median and entry-level wages, wage progression opportunities.
Proposal reviewers are seeking evidence that there is real, current demand for the occupation in your region, that the jobs are of good quality, and that your program fills a gap. A strong answer draws on all five types of evidence described in Section 2.1 of the RFP:
· ROAD data: region, occupation, sector, Opportunity Star rating, demand and wage indicators, and relevant education or training supply.
· Employer validation: your employer partners' current or anticipated vacancies, hiring volume, turnover or retention needs, required competencies or credentials, wage range, schedule and anticipated hiring timeline. These should match the employer MOAs.
· Regional context: MassHire Workforce Board analyses or regional blueprints, job-posting data, economic development information or other credible sources.
· Training gap: why existing training capacity in the region is insufficient or inaccessible to your population, and how your program fills the gap rather than duplicating available services.
· Participant demand: evidence that you can recruit and support your target population at the proposed scale.
Be specific about entry-level wages and about the wage progression a participant can realistically expect with your employer partners. If ROAD does not fully reflect current conditions (for example, an emerging occupation or a recent local shortage), explain the discrepancy and provide supporting evidence.
Please note – the anticipated openings you report here and in your employer MOAs are the basis reviewers will use to judge whether your planned enrollment (see the Appendix) is realistic.

1D. If applicable, if any proposed occupation has fewer than two ROAD Opportunity Stars, explain why the occupation is appropriate for WCTF investment and provide evidence of compelling regional need, employer demand, job quality, and participant opportunity.
Occupations below two Opportunity Stars may be considered when there is a compelling regional need not fully reflected in ROAD, such as an emerging occupation, a significant local shortage, an occupation essential to regional infrastructure or services, or a limitation in the available data. Explain which of these applies and provide evidence. Reviewers will expect strong employer commitments, evidence of job quality (wages, schedules, benefits) and a clear opportunity for participant advancement. If all of your occupations have two or more stars, write "Not applicable."

1E. Explain why the proposed population is an appropriate match for the target occupation(s), including the participants' likely access to and ability to succeed in the proposed training and employment or advancement pathway.
Begin by describing the specific population you plan to recruit. WCTF/Donnelly grants support programs designed to meet the specific needs of a group of individuals as they prepare for and transition to (or advance in) a target occupation. Describe characteristics such as:
· age range
· highest previous level of education
· whether they have recent work experience
· employment status: unemployed, underemployed or incumbent workers (see the eligibility definitions below)
· English language proficiency and digital literacy
· which of the RFP's priority populations your program is designed to serve: English language learners; immigrants and recent arrivals; individuals with low incomes or receiving public benefits; individuals without postsecondary credentials; justice-involved individuals; veterans; people with disabilities or accessibility needs; older workers with limited recent work experience; workers earning below a family-sustaining wage
· any other characteristics relevant to your program. For example:
· Are you targeting individuals who have been laid off from a specific sector or were recently employed in a specific set of occupations?
· Are you targeting individuals who are currently employed in a specific sector or occupation and will not be able to advance to your target occupation without training and support?
Please note – listing a broad range of characteristics or a generic description, such as unemployed and/or underemployed, sends a message to proposal reviewers that you haven't thought carefully about who would benefit from the program and whether you have the expertise and competence to recruit and serve them effectively.
Next, explain why this population is a good match for the occupation. Proposal reviewers are seeking to understand whether you have thought carefully about whether the requirements of the target occupation (schedule, work settings, previous experience, education, technical skills, physical requirements, salary) are a fit with the circumstances and needs of your target population. Describe the attributes of your population that are a fit with the occupation's requirements. For any attributes that are not a fit, describe the specific program elements designed to help participants close the gap. If there are occupational requirements that cannot be addressed by the program, this is an indication you will not be successful in supporting your population to complete the program and succeed in the occupation.
Finally, address participants' access to the program: can they attend at the scheduled times and locations, use the delivery mode you propose, and meet employers' non-negotiable hiring requirements?

Participant eligibility
Your target population must meet the RFP's eligibility definitions, and you must verify and document eligibility before charging participant-specific costs:
· Unemployed: not employed at the time of enrollment.
· Underemployed: individual (not household) income below 60% of the 2024 SAIPE county median household income for the Workforce Area, as listed in the table in Section 1.3 of the RFP.
· Incumbent worker (Option B): already employed by a business or organization and receiving training to upgrade skills, support retention and advance.
· All participants must be at least 16 years old and legally eligible to work in the target occupation. Participants under 18 must be outside the traditional K–12 school setting and meet any applicable age requirements.
Proposal reviewers will look at your answers here and in Sections 3, 4 and 5 to see whether your program design is aligned with the needs and characteristics of your target population.

1F. Describe the English language, digital literacy, and/or math skills required for success in the target occupation(s). Explain how the program will assess and address these skills, including any contextualized instruction or other supports that will be integrated into training.
Workforce literacy is part of the "Regional demand, equity, workforce literacy" scoring category. Proposal reviewers are seeking to understand whether you know what English, digital and math skills the job actually requires, and whether your program is designed to help your population reach them. A strong answer will include:
· the specific English language, digital literacy and math skills required in the occupation (for example, reading safety documentation, completing electronic records, calculating measurements), ideally validated by your employer partners;
· how you will assess these skills at intake (tools and the levels required for entry) and during the program;
· how instruction will be contextualized to the occupation and integrated into training rather than offered separately, and who will deliver it; and
· what additional supports (tutoring, bilingual instruction, digital skills sessions, device access) are available to participants who need them.
If the occupation does not require specific skills in one of these areas, say so briefly. Proposal reviewers will look for alignment between this answer, your selection criteria in 3A, your delivery mode in 4B, and your supports in 5B. For example, if you are proposing an online program for individuals who are not digitally literate or proficient in English, reviewers will conclude that you have not been thoughtful in your design.


STEP 2
Track Record and Capacity

Commonwealth Corporation is interested in funding organizations that have a track record of success and qualifications and capacity in grant management, fiscal coordination and implementation of workforce development programs. CommCorp will consider outcomes, fiscal management, reporting, responsiveness, monitoring findings and corrective action history on current or prior grants.
What changed: This section was Step 7 (Past Performance). It now begins with a funding history table and a question about managing multiple funding streams. The "relevant strategy or innovation to serve people from diverse backgrounds" question has been removed, as has the separate chart for applicants who have not operated the program.

2A. Funding history table: Describe your organization's funding history and current funding related to this program.
Proposal reviewers want transparency about other funders of the same or similar programs. This helps them assess your capacity and ensures that no cost, participant or outcome is paid for or counted twice. Donnelly Workforce Success Grants may not duplicate services, costs, participants or outcomes supported by another public grant.
In the table, list the public grants, contracts and other investments that have supported this program, or similar programs, participants or occupations, in the past three years. Also list current, pending or anticipated funding related to the proposed occupation, participants, services or outcomes, including any overlapping applications or awards. For each, provide:
· the funder and the program or purpose;
· the amount and time period;
· its status (past, current or pending); and
· its relationship to the proposed program, for example: funds the same cohorts, funds different cohorts, funds complementary services, funds equipment, or is unrelated to this proposal.
Please note – an applicant with an active Donnelly Workforce Success Grant may not receive a new award for the same or similar occupation while that grant is active, unless the current grant is expected to end within six months of the anticipated award date. Multiple funding sources can be a strength when reviewers can clearly see what each source pays for.

2A (continued). Drawing on the funding sources identified above, describe how your organization has successfully managed grant-funded programs and multiple funding streams.
Proposal reviewers are assessing whether the lead applicant has the fiscal and organizational systems to manage this grant and to keep funding streams separate. A strong answer will describe:
· your experience managing public grants of similar size and complexity;
· the systems you use to track costs, staff time, participants and outcomes by funding source, and to prevent duplication of services, costs, participants and outcomes;
· if you are braiding funding, precisely which budget items each source pays for and how the dollars complement each other;
· your capacity to operate on a cost-reimbursement basis (WCTF grantees incur and pay expenses first, then request reimbursement), submit monthly Fiscal Status Reports with match documentation, and provide back-up documentation with the first two monthly reports; and
· how WCTF funding will add to existing resources: for example, larger cohorts, additional cycles, additional services or improved outcomes.

Past performance tables (Option A chart; 2B Option B chart)
Complete the chart for the pathway you are proposing: the first chart for Option A (Training and Placement), or the 2B chart for Option B (Training and Advancement). Proposal reviewers want to understand the historic performance of this program or a similar program in order to assess its effectiveness.
· Provide the program name, how many times you have offered it and over how many years, and the funding source for those cycles.
· Provide the total number of individuals enrolled, completed and placed in employment (Option A) or receiving wage increases as a result of the program (Option B) to date.
· If you ran a recent cycle and some individuals are still in training or in the placement or advancement phase, give the number enrolled in that cycle and the status of those participants (still in training, completed, placed or advanced, in placement or advancement phase).
· If the lead applicant has not operated the proposed program, provide performance information for the most relevant similar workforce program the lead applicant has managed, and say that it is a similar program. If you are new to workforce development, say so.
Reviewers will look at the percentage of enrollees who completed, the percentage of enrollees placed (or advanced) and the percentage of completers placed (or advanced). They will compare these results with the outcomes you propose in the Appendix.

2C. Based on the performance data provided above, identify the program's key strengths and areas for improvement. Describe how the lessons learned from prior performance will inform the design, implementation, recruitment, training, participant supports, employer engagement, or outcomes of the proposed program.
Proposal reviewers are assessing the partnership's commitment to and capacity for being data-driven and engaged in continuous improvement.
· Honestly assess whether the program met your own and your funders' quantitative goals, and provide specific metrics.
· Identify the elements that were critical to success and what you learned.
· Where results fell short, explain what drove the lower outcomes.
· Describe the specific changes you have made, or will make in this program, as a result.
If the outcomes you propose in the Appendix are significantly higher than your historic performance, this is where reviewers will look for a compelling explanation.


STEP 3
Recruitment, Assessment, and Selection

What changed: Recruitment methods, responsibility for recruitment, and assessment and selection are now combined in a single question (3A). The question adds accessible outreach, eligibility criteria, a recruitment schedule and attention to the priority population's barriers.

3A. Describe how participants will be recruited, assessed, and selected, including recruitment sources and partner roles, accessible outreach strategies, eligibility and readiness criteria, assessment tools, recruitment schedule, and how the approach will address the needs and barriers of the proposed priority population.
Proposal reviewers are seeking to understand whether you have thought carefully about the most effective way to reach your target population, and whether you are likely to enroll participants who will complete the program and succeed in the occupation. Address each of the following:
Recruitment sources and partner roles. Identify the person (name, title, organization) responsible for overseeing recruitment; if the position is open, give the title, organization and timeline for filling it. Name the partners who will refer or recruit participants, including MassHire Career Centers, and explain why each will be effective in reaching your population. These roles should appear in the partners' MOAs.
Accessible outreach strategies. Describe specifically how you will get information to your population. For example:
· Are there specific media (radio station, local newspaper, community or religious institution bulletin) that they regularly engage with?
· If you plan to use social media, how will you target it to reach your population?
· If you plan to hold information sessions or post flyers, what locations will you use and why?
· How will outreach materials and sessions account for literacy levels, languages spoken and accessibility needs?
Please note – simply providing a list of recruitment methods sends a message to proposal reviewers that you haven't thought carefully about who would benefit from the program and whether you have the expertise and competence to recruit them.
Eligibility and readiness criteria. Your criteria should include:
· grant eligibility (see 1E), and how you will apply and confirm it throughout outreach, screening and enrollment, including the documentation you will collect before enrollment;
· non-negotiable hiring requirements for the target occupation, provided by your employer partners, that the program cannot address. Examples include criminal record, driving history, current substance use, specific strength or agility, and working conditions (location, shifts); and
· indicators of a candidate's ability to benefit from and complete the program, such as the English, digital and math levels identified in 1F, interest in and commitment to the occupation, and readiness to participate in all program components.
Assessment tools. For each criterion, describe the method or tool you will use to determine whether a candidate meets it (or will be able to with program support), and how you will help each candidate decide whether the occupation is a good fit for them. Reviewers will compare your criteria with your methods.
Recruitment schedule. Show when recruitment, assessment and selection will take place for each cohort, consistent with the cohort start dates in the Appendix. Indicate how many candidates you expect to reach and screen in order to enroll each cohort.
Priority population needs and barriers. Explain how each stage of recruitment and selection is designed for your population, for example offering sessions in participants' languages, at accessible times and locations, or with support completing eligibility documentation.

3B. Describe how employers will be involved in designing and/or implementing the assessment and selection processes to promote alignment with the requirements of the targeted occupation.
WCTF/Donnelly grant-funded programs require partnerships with employers who are committed to using the program as a source of qualified workers. Proposal reviewers are seeking evidence that participants are likely to secure employment (or advancement) with your employer partners. Employer engagement in identifying selection criteria and participating in selection are key indicators of that commitment.
Describe how your employer partners have been or will be involved in identifying the program's selection criteria. Indicate whether employers will participate in selecting participants (for example, by sitting on interview panels or reviewing assessment results), and if so, how. For Option B, describe how employers will identify or nominate incumbent workers. These roles should appear in the employer MOAs.


STEP 4
Training Design and Delivery

What changed: Program components, delivery mode and hours are now combined in 4B, which also asks for schedule, cohort structure, instructor qualifications and prerequisites. Work-based learning (4C) is a new question. Questions 4D and 4E have been expanded.

4A. List the organizations that will be providing training. If there is more than one organization, provide the specific topic(s) each organization will be responsible for.
Provide the name of each organization that will provide training and the topics each is responsible for.
· Each training provider other than the lead applicant must have a signed MOA describing its role, and its costs should appear in the budget workbook as contracted services.
· Training providers should have qualified staff, facilities, equipment and any licensing, accreditation or regulatory approvals required for the training, as well as a record of preparing participants for the occupation. Briefly note these here or in 7A.
· Make sure the topics listed here match the curriculum described in 4B.

4B. Describe the training curriculum, instructional hours, delivery schedule and modality, cohort structure, instructor qualifications, and participant prerequisites.
Proposal reviewers are seeking to determine whether the program is likely to prepare your participants to secure and retain employment, or advance, in the target occupation. A strong answer will include:
· Curriculum: the major topics, learning objectives and specific skills and knowledge participants will develop, including both technical skills and work readiness skills. Best-practice programs build work readiness skills throughout the program and contextualize them to the occupation.
· Instructional hours: the total hours and the hours for each topic. Reviewers will assess whether the intensity matches your population's needs and whether the hours are sufficient to build the required skills.
· Delivery schedule and modality: days, times and length of the program, and whether delivery is in person, synchronous online, self-paced or hybrid. For hybrid programs, give the mode for each topic. For online or hybrid programs, explain how you will ensure each participant has access to and can use the required technology. Describe how you will incorporate hands-on skill building.
· Cohort structure: cohort size, the number of cohorts per year and how cohorts are sequenced. This should match the Appendix.
· Instructor qualifications: the experience and credentials of instructors, and the facilities and equipment that will be used.
· Participant prerequisites: any prior skills, education or credentials required for entry. These should be consistent with your selection criteria in 3A.
Also state whether this is an existing program or a new one. If you are modifying an existing program, describe the changes and why they are needed. If it is new, describe who will lead the curriculum design, the organizations involved and how long the design process will take, so reviewers can assess your readiness to start on schedule.
Proposal reviewers will review this answer in the context of the population characteristics you described in 1E and 1F.

4C. If work-based learning is included, describe the type, structure, duration, supervision arrangement, learning objectives, compensation or stipend arrangements, participant protections, employer responsibilities, and method for validating skill gains.
Work-based learning is part of the program design scoring category. Registered Pre-Apprenticeship and Registered Apprenticeship programs are strong, formal models, and WCTF funds may support their implementation; any such program included in your proposal must be registered with the Division of Apprenticeship Standards (DAS). Other models, such as paid internships, on-the-job training and clinical placements, are also eligible.
If you include work-based learning, describe each of the elements in the question. Reviewers will look for experiences that:
· support entry into and advancement along a career pathway;
· provide meaningful job tasks that build career skills and knowledge, not observation alone;
· offer compensation, when applicable;
· identify target skills and how skill gains will be validated;
· recognize and reward skill development; and
· provide comprehensive participant supports.
Explain how the experience connects to the target occupation and leads to employment or advancement. Employer responsibilities (supervision, number of placements, wages) should be reflected in the employer MOAs.
Please note – WCTF funds may not pay participant wages for regular employment. Approved stipends or paid work-based learning must be clearly distinguished from employer payroll for regular productive work.
If work-based learning is not included, briefly explain why.

4D. Describe how you will measure participant learning/progress and program performance.
Best-practice programs set learning objectives and assess frequently whether each participant is developing the targeted skills. This helps staff identify participants who need additional support, provides data to improve the program, and assures employers that graduates have mastered the required skills. Address each part of the question:
· Participant learning and skill attainment measures: the skills being measured, the assessment methods (tests, competency demonstrations, practical exams, credential attainment), who conducts them (instructor, independent tester, employer) and how often.
· Program progress milestones: the milestones you will track, such as attendance, training completion, credential attainment, work-based learning completion and job placement or advancement.
· How data will be tracked, reviewed and used: the system you will use, who reviews the data and how often, and how results will lead to changes in instruction or support. Grantees enter participant data monthly in CommCorp's designated system (currently Apricot by Bonterra).
Proposal reviewers will look for alignment between your answers here and in 4B.

4E. Identify each license, certification, registration, or employer-recognized credential required or commonly expected for entry into the target occupation.
Identifying the credentials expected for the occupation is now a requirement of the RFP. For each credential required or commonly expected for entry, describe:
· the credential and the body that issues it;
· any prerequisites participants must meet to sit for it;
· how the program will prepare participants for the examination; and
· any fees, and whether they are covered in the budget.
If no credential is required or appropriate for the proposed pathway, explain why. Proposal reviewers will look for alignment between this answer, the curriculum in 4B, and the credential targets in the Appendix.

4F. Describe how partners, including employer partners, will be involved in providing input and regular feedback about the training and education components to ensure they are aligned with (technical and non-technical) job requirements and lead to successful job placement or advancement in the targeted occupation(s).
Employer engagement in the initial development of the training and ongoing engagement in continuous improvement are key indicators of employers' commitment and of the likelihood that graduates will be qualified candidates for their vacancies. Describe how your employer partners have been or will be engaged in developing the training topics, learning objectives and instructional methods, and how they will be engaged in reviewing and improving the training over time.
In addition to employers, WCTF/Donnelly programs require partners that bring expertise the lead organization does not have. For each additional partner, describe how they have been or will be engaged in developing and improving the training.
Proposal reviewers will look for alignment between your answers here and the roles and responsibilities outlined for each partner in the signed MOAs.


STEP 5
Participant Supportive Services and Coaching

What changed: 5B now asks you to start from the barriers participants are likely to face and connect each barrier to a specific support. The separate question about how staff share participant information has been removed.

5A. Identify the staff responsible for participant coaching and coordination of supportive services, including their roles and responsibilities.
Proposal reviewers want to know that a specific person is responsible for ensuring each participant receives one-on-one support to complete the program and secure employment or advancement. Provide the name, title and organization of the person with overall responsibility and of each person providing one-on-one support, and describe each person's role. If any position is open, give the title, organization and timeline for filling it.
Each position should appear in the budget workbook (as staff or, if provided by a partner, as contracted services), and partner roles should be described in the partner's MOA. Briefly describe how coaches, instructors and job developers will share information about each participant's progress and needs, how often, and how participant consent and confidentiality will be protected.

5B. Identify the barriers participants are likely to face for program completion and employment retention and the specific coaching, supportive services, partner resources, or budgeted resources that will address those barriers.
Competitive programs use a participant-centered design that clearly identifies the barriers participants face and connects each barrier to a specific support service, partner organization or budgeted resource. Proposal reviewers are seeking assurance that you understand the personal and structural barriers most likely to affect your population and have planned specifically for them.
Be specific. For each barrier, identify:
· the barrier and why it is likely for your population (this should be consistent with 1E);
· the support that will address it, such as career navigation, case management, transportation, childcare, uniforms, tools, technology, emergency assistance, benefits counseling, accessibility accommodations, contextualized English, digital or math instruction, or stipends;
· who will provide it (lead applicant, partner organization or referral); and
· where it appears in the budget, or which partner resource will cover it.
Then describe how participants will access these supports, and how the program will monitor whether they are working, for example by tracking attendance, retention and use of supports. Many applicants find it helpful to present the barriers and supports in a simple table.
For guidance on stipends, see CommCorp's Stipend Guidance (confirm you are using the current version). Meals are not an allowable cost unless expressly authorized in writing.
Proposal reviewers will look at the participant supports in your budget workbook for evidence that you have allocated sufficient resources, and at partner MOAs for any supports provided by partners.


STEP 6
Job Development, Placement, and Post-Placement Services

What changed: The separate questions on job development, readiness for placement, hiring manager engagement, retention services and services to employers are now combined in 6A. 6B (employer commitments) is new, and 6C applies to Option B proposals only.

6A. Describe the roles and responsibilities of staff and partners in delivering employment placement and retention services (Option A) or advancement and retention services (Option B).
Proposal reviewers will evaluate the strength of your placement or advancement and retention services based on the detail you provide. Address the following:
Who is responsible. Name the person (name, title, organization) responsible for job development and placement or advancement, and for retention services. If a position is open, give the title, organization and timeline for filling it.
Career navigation and job search preparation. Describe how and when in the program participants will develop job search skills: resume preparation, mock interviews, work readiness skills and work-based learning.
Employer engagement and matching. Describe how you will maximize your employer partners' commitments to interview and hire (or promote) graduates, and how you will grow your base of employers with demand for the occupation over time. Describe how employers will get to know participants during the program, for example through mock interviews, guest speaking or instruction, work-based learning and skill assessments.
Readiness for placement or advancement. Explain how you will determine that a participant has completed the program and is ready for placement or advancement, when this happens, and which partners (including employers) are involved.
Interview preparation and hiring or promotion support. Describe when, how and what you will communicate to hiring managers about participants' readiness, and how they will be involved in decisions about who is interviewed and hired or promoted.
Post-placement or post-advancement follow-up. Describe how you will routinely check in with graduates and what services you will provide to help them address issues that could affect retention. Describe how you will check in with employers after they hire or promote a graduate, and how you will help graduates take advantage of advancement opportunities and continued education. Note who is responsible for collecting the retention data you will report.

6B. Describe each employer partner's specific commitments to the proposed program.
Employer partnership is worth 20 points and MOAs a further 10, so this answer matters. For each employer partner, describe its specific commitments, using the same language and numbers as its MOA:
· involvement in curriculum and program design;
· the number of anticipated openings during the grant period (Option A) or incumbent participants, promotions and wage increases (Option B), and the anticipated hiring or advancement timeline. Employers do not need to commit to hiring a specific number of participants, but they are expected to indicate the number of openings they anticipate;
· participation in interviews, hiring or advancement decisions;
· work-based learning opportunities;
· retention support;
· contributions to the program, such as staff time, instructors, equipment, facilities, paid work experience, participant resources or match; and
· job quality: wages, schedules, benefits and advancement opportunities.
Also explain how the partnership will track progress toward hiring or advancement goals and how you and each employer will adjust if their hiring needs change. If employers are participating as a consortium, explain who can make commitments for each employer and how you will coordinate their participation.

6C. For Option B Only proposals, describe the employer-defined career pathway and advancement opportunities available to participating workers.
Option B programs must lead to measurable advancement: a wage increase of at least $2.00 per hour, a promotion to a higher-level position, or advancement along a documented career pathway established through an employer agreement. A routine cost-of-living adjustment alone does not qualify. If the wage increase is less than $2.00 per hour, the employer must certify the increased responsibility, movement to a higher-paying role or promotion and explain the rationale.
Describe the specific pathway at each employer: the positions participants will advance from and into, the wage at each step, and what is required to advance. Then explain how the program and employers will identify the opportunities available, communicate them to participants, prepare and support participants to pursue them, and document advancement once it occurs. Option A applicants should write "Not applicable."


STEP 7
Program Staffing & Management and Budget

What changed: 7A adds fiscal, data management, reporting and compliance capacity. The management structure and program manager questions are combined in 7B. 7E (MassHire) has been reframed, and 7H (sustainability) and 7I (continuous improvement) are new. Note that the form does not include a question 7C.

7A. Describe the partnership structure and the role of each partner. Demonstrate that the lead applicant and partners collectively have the programmatic, fiscal, data management, reporting, compliance, and implementation capacity required to accomplish the goals of the program.
Proposal reviewers will assess the experience and readiness of the partnership based on prior experience, collective capacity and the clarity of roles and accountability. At a minimum, the partnership must include a lead applicant with clear fiscal, programmatic and data accountability; at least two employers operating in Massachusetts with current or anticipated demand for the occupation; and a qualified training provider.
· State whether this is a new or existing partnership. If it is existing, describe its past experience running the program and how it has changed to strengthen the program.
· For each partner, describe its role and its capacity and expertise to perform it, including specific experience with the target population and/or the target occupation. If a partner delivering services lacks experience with your population, explain how you will ensure its services are culturally competent and meet participants' needs.
· Describe the lead applicant's capacity to carry out its accountabilities. The lead applicant is responsible for all grant funds and for the performance of all partners and subcontractors, including procurement, participant eligibility, program quality, match documentation, data entry and reporting, record retention and compliance.
If a partner's activities affect represented workers or collectively bargained occupations, describe the role of the relevant labor organization. Reviewers will compare this answer with Sections 3–6 and with the MOAs.

7B. Describe the management structure, decision-making process, and staffing plan. Identify key staff roles, qualifications, the project/program manager's authority and accountability, and access to program and policy decision makers.
Proposal reviewers are looking for a clear, functional management structure and decision-making process, and a staffing plan with appropriate experience and qualifications.
· Name the person who will convene the partnership and is responsible for its overall success, and describe their experience leading this kind of effort.
· Describe the decision-making process: who provides input, how the group discusses and decides, and who is the ultimate decision-maker.
· List each staff member, their role, experience and qualifications, and how staff work together (for example, how often they meet and how they communicate about participants). For positions to be filled, list the title, role and required qualifications and write "to be hired."
· Describe the project or program manager's title, where they sit in the lead organization and to whom they report; their decision-making authority; their relationship to the partnership (member or convener, meeting attendance); and whether they can go directly to partners for resources or advice between meetings.

7D. Please clearly indicate which positions, if any, will need to be hired to serve this grant program.
List the title and role of each position you will hire for, such as instructors, case managers or coaches, job developers, and recruitment and outreach specialists, and the expected hiring timeline. Reviewers will check that staffing described throughout the narrative matches this list and the budget workbook.

7E. Describe the role of MassHire in recruitment, referrals, labor market validation, job matching, employer engagement, or other regional workforce services.
Each region has a MassHire Workforce Board, which oversees regional planning, and at least one MassHire Career Center, which works directly with employers and job seekers. Close alignment with your region's Workforce Board and Career Center is strongly encouraged, and MassHire alignment is part of the partnership and employer engagement scoring category.
· If MassHire is a partner, describe its specific role, for example recruitment, referrals, co-enrollment, labor market validation, job matching or employer engagement. These commitments should be reflected in a signed MOA.
· If MassHire is not a formal partner, describe your communication with the Workforce Board and/or Career Center, how the proposal is aligned with the regional blueprint and regional services, and provide evidence of regional support.
Reviewers will assess how the program aligns with regional planning, leverages regional resources and adds training capacity for in-demand jobs.

7F. Please indicate the amount of the overall budget dedicated to this program.
Proposal reviewers assess whether the lead organization is largely dependent on this grant or has a diversified budget that can share the costs of administration and overhead, and whether the organization is financially healthy enough to sustain programming. State the lead organization's total annual budget and the share of that budget the proposed program would represent if funded.

7G. Describe the measures you have taken to ensure the overall cost per participant and cost per employment outcome are reasonable for this program.
Proposal reviewers will review your budget and cost per participant and per outcome in the context of similar programs and competing applications. They will assess whether the budget is aligned with the program design, the needs of the population, the length and intensity of the program and the projected outcomes. Your budget narrative should show how you calculated the cost per participant.
· Provide the cost per participant and the cost per outcome. Cost per outcome is the grant request divided by the number of participants expected to achieve the placement and 30-day retention outcome (Option A) or the advancement outcome (Option B).
· Explain the major cost drivers (such as training, tuition, stipends or work-based learning) and why they are critical to participant success. Tie them to the needs of your population.
· Explain any costs that are unusual or higher than the norm, why they are critical and why they are higher than the norm.
· Briefly describe your match: awardees must provide match equal to at least 30% of the grant, in cash, in kind or both, documented in the Match Contribution Forms.
Also confirm that the request is no more than $500,000, that indirect costs do not exceed 15% of modified total direct costs, that fringe rates are clearly itemized, and that any consultant's role, selection and rate are explained.
Please note – cost reasonableness is related to the needs of the population, the hiring requirements of the occupation and your experienced judgment about what it will take for participants to succeed. A higher cost per participant or outcome will not disadvantage your application if it is reasonable in that context.

7H. Describe how the program, partnership, training pathway, employer engagement, participant supports, or other program functions will be sustained after WCTF funding ends.
Sustainability is part of the program design scoring category. Proposal reviewers want to see which functions will continue after the grant and how shared ownership will be built during it. Be specific about what will continue, who will pay for or provide it, and what you will do during the grant to make that happen. Mechanisms may include:
· employer investment, such as continued hiring, paid training time, instructors or equipment;
· curriculum that is integrated into a training provider's regular offerings;
· braided funding from other public or private sources;
· ongoing convening of the partnership; and
· shared staffing or equipment, or integration into regular systems such as MassHire services.

7I. Describe how the partnership will use participant and employer feedback and performance results to inform continuous improvement and adherence to stated outcome goals.
Grantees must regularly review enrollment, attendance, completion, credentials, placement, retention, wages, advancement and expenditures. Grantees also submit quarterly progress reports and meet quarterly with CommCorp to review data and performance. A strong answer will identify:
· who will review performance data and how often;
· how you will collect and use feedback from participants and employers; and
· how you will change recruitment, instruction, supports or placement when performance falls below plan.


STEP 8
Appendix: Training Timeline & Outcomes Table

What changed: The table is now organized with one row per cohort, labeled by grant year, and includes an explanation row for targets below the RFP benchmarks. Totals and rates marked "FOR COMMCORP" will be completed by CommCorp.
Complete the table for the pathway you are proposing (Option A or Option B). Grants may be two or three years; the earliest anticipated contract start date is June 1, 2027, with end dates of May 31, 2029 (two-year grants) or May 31, 2030 (three-year grants). Programs should plan for multiple cohorts over the grant period.

Benchmarks
The RFP sets the following minimum expectations for a successful project:
· Completion: at least 85% of enrolled participants complete the training program.
· Placement and 30-day retention (Option A): at least 75% of enrolled participants enter unsubsidized employment in the target occupation or a closely related occupation and remain employed for at least 30 days.
· Advancement (Option B): at least 75% of enrolled incumbent participants achieve a qualifying advancement (see 6C).
If any target is below a benchmark, explain why the lower target is appropriate for your population, occupation, credential, program length or labor market in the explanation row.

What reviewers will assess
· the number of cohorts and participants per cohort, and their alignment with your staffing capacity and budget;
· the alignment between planned enrollment and the anticipated openings reported in 1C and the employer MOAs;
· proposed completion, credential and placement or advancement rates, compared with the benchmarks;
· job quality, as indicated by the proposed starting wage (Option A) or wage and other advancement measures (Option B); and
· the proposed outcomes compared with the historic performance reported in Section 2.

In completing the table, you should:
· Provide a best estimate of start and end dates for each cohort and indicate the grant year (Year 1, 2 or 3). Dates may shift, but the cycle length and number of cycles per year should remain the same, and should match your work plan and cohort structure in 4B.
· Enter the number of participants you plan to enroll in each cohort. Total enrollment should not be significantly larger than the openings your employer partners anticipate. If it is, reviewers will conclude that you do not have enough demand to place the participants you plan to serve.
· Provide realistic estimates of the number of enrollees who will complete, earn an industry-recognized credential and enter new employment measured at 30 days retention (or advance). These are the metrics you will be measured against if funded. If they are significantly different from your historic performance, reviewers will look for a compelling case in 2C.
· Propose targets by occupation and cohort if you are proposing more than one occupation.
· For Option B, enter the proposed wage increase and any other advancement measure (promotion or documented pathway step) in the last column.
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