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Request for Proposals for Durham Guaranteed Income Pilot 

Non-Profit Administrator 
[Version 2] Released June 15, 2021 

 
A. OVERVIEW 

 
In 2021, the City of Durham will receive $500,000 from Mayors for Guaranteed Income (MGI). With these 
funds, the City is preparing to launch a 12-month Guaranteed Income Pilot in October 2021, which will 
provide monthly $500 unconditional cash payments to 115 formerly justice-involved residents who have 
returned home to Durham prior to the date of the program launch. At no cost, Mayors for Guaranteed 
Income will also provide pilot programs use of an online disbursement platform to automatically distribute 
funds directly to the participants’ depository bank account in a safe and effective manner. This 
disbursement platform also maintains relationships with no-fee neobanks to address unbanked 
participants. Neobanks are online banking platforms which provide pre-paid debit cards and access to 
ATMs for cash withdrawal of funds. 
 
This pilot seeks to determine the effectiveness of this approach at increasing economic security and well-
being and lowering recidivism rates among justice-involved individuals.  The City of Durham has chosen 
this approach to understand the specific benefits of providing a guaranteed income to residents with 
recent justice involvement.  This pilot reflects our ongoing commitment, as Mayor Schewel stated in his 
2018 State of the City Address, “to make the City we love a City of second chances.”  This pilot also builds 
off recent reform efforts by the City to increase economic opportunity for justice-involved residents by 
expanding access to driver’s license restoration, and expunction legal services and by increasing the City’s 
efforts to welcome home individuals returning home from incarceration.   
 

Justice involvement comes with many collateral consequences. Individuals often struggle to find 
employment, applying sometimes for over a hundred jobs before finding a low wage job or just giving 
up.  Individuals might aspire to start a business or invest in training for a better job, but often lack the 
funds to pursue these dreams. These financial hardships may be borne by family members and may place 
added strain on these important relationships.  We believe a guaranteed income can help ensure a 
successful transition home by providing a much needed additional source of income to give people time 
to build a new life and find a new way. 
 
Durham’s pilot program will be part of a collective evaluation of pilot cities by the Center for Guaranteed 
Income Research (CGIR) at the University of Pennsylvania School of Social Policy & Practice. The Center’s 
role is to consolidate the key learnings from the pilots taking place in MGI member cities, to address 
knowledge gaps in the contemporary understanding of guaranteed income’s impact for Americans, and 
to allow the organization to layer data with anecdotal evidence in federal advocacy. 
 

Through surveys and 1:1 interviews throughout the pilot term, CGIR will evaluate participant self-reports 
including, but not limited to employment rates at the end of 12 months, various wellness measures, 
recidivist arrest rate, and recidivist incarceration rate. The City of Durham is also interested in evaluating 
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how this income alleviates the network of family or community members that are supporting persons as 
they return home. 
 
MGI prioritizes data as well as stories. Each MGI pilot must have a small storytelling cohort, or a group of 
recipients that speaks to the public or the media about their experience with guaranteed income and 
economic security as the pilot is happening. Participants will have the option to enroll in a storytelling 
component designed to give participants agency over their own stories, and whether and how to share 
them with wider audiences.  The selected non-profit will be responsible for designing and implementing 
the aforementioned storytelling strategy to share this work with a wider audience. This strategy may be 
achieved using internal staff capacity or by partnering with a local storytelling agency.  
 

Code for America has also offered the selected non-profit free technical support to help envision and 
design the program’s recruitment and enrollment process. Using a process called Customer Journey 
Mapping, these exercises will help define the experience that we want participants to have from the time 
they first hear about the guaranteed income pilot through enrollment, helping us identify and avoid 
potential barriers to participation and enrollment. 
 
B.  SCOPE OF WORK 
 
1. The City of Durham is seeking proposals from non-profits that can distribute monthly payments to 

pilot participants and provide additional administrative support for the Pilot.   
 

Specifically, the successful nonprofit organization is expected to provide the following services: 
 

a. Create and implement an outreach and recruitment plan in order to provide information 
about the Pilot to potential applicants and to identify and enroll the desired number of eligible 
participants by October 1, 2021.  
 

b. Receive the $500,000 grant from City of Durham and release funds to the disbursement 
platform for participant payments starting no later than December 31, 2021. 

 
c. Select and house a part-time local Fellow, whose responsibilities are included as Appendix C 

to this RFP. This position is funded directly in the amount of $20,000 by Center for Guaranteed 
Income Research (CGIR) at the University of Pennsylvania School of Social Policy & Practice 
and is also supervised by CGIR staff. 

 
d. Assist applicants in completing any enrollment applications, self-certification of income 

forms, and any other necessary documentation to be considered as a participant or to 
participate in the Pilot. This assistance may be provided in person, with appropriate 
coronavirus precautions, by phone, or online through Zoom or a similar platform. 

 
e. Track progress toward Pilot’s target enrollment and retention goals, and provide weekly 

updates to the City of Durham and other pilot partners on this retention. 
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f. Create and implement a local branding, communications, and storytelling strategy focused on 
building trust among participants and the larger community, providing transparency, and 
responding to political criticisms.  

 
g. Provide wrap-around support to enrolled participants at the participants’ option (e.g., 

financial education, workforce development and readiness, job training, homeownership, 
entrepreneurship, credit counseling, etc.). 

 
h. Regularly lead and pre-established convene community working group to provide updates on 

the design and implementation of the program and offer participants ongoing opportunities 
to meaningfully shape and inform the program design and work to influence national policy 
around a guaranteed income.  Additional working group members may be added as 
appropriate as the program is implemented. 

 
i. Fundraise, with support of City elected officials, additional dollars identified in the proposer’s 

budget necessary to support the Pilot program. It is expected that the successful proposer 
will need to fundraise approximately $200,000 and all fundraising must be complete by 
December 31, 2021. 

 
2. Anticipated Contract 

The City expects to select one nonprofit partner through this RFP and enter into a contract with the 
organization.  The contract period will run from August 1, 2021 through January, 2023. The City will 
transfer the contract amount to the successful proposer in equal quarterly installments in an amount 
necessary to pay program participants and with sufficient time for the monthly payment to be made 
to participants.  
 
As part of its notice of award, the City will provide a letter authorizing the organization to begin work 
pending preparation and execution of a City contract.   

 
3. Maximum Contract Amount 

The maximum contract amount awarded through this RFP is $610,000. $500,000 of this amount is 
pass-through grant of the funding provided by MGI, which shall be provided to participants in 
compliance with the scope, and up to $110,000 of this amount is for the successful proposer’s 
administrative costs, as defined in Section E.  

 
C.  REQUIREMENTS 
 
1. Threshold Requirements 

To be eligible to submit a proposal, organizations must meet the following requirements: 
 

▪ Must be a nonprofit 501(c)(3) organization, as certified by the Internal Revenue Service. 
▪ Must currently provide outreach and services to justice-involved individuals in Durham. 
▪ Must be able to fundraise the necessary funds to support the Pilot program.  
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2. Additional Requirements  
The nonprofit organization that is selected through this RFP process must meet the following 
requirements by the time a contract is executed with the City: 
▪ Must have received a certificate of authority from the N. C. Secretary of State to transact 

business in North Carolina.   
▪ Must have in place a system to track and document expenses associated with work done under a 

City-funded contract.  This would include timesheets for employees who are being paid with City 
funds.   

▪ Must have demonstrated financial capacity to manage the contract, with an estimated 
reimbursement time period of 30 days from the point that a complete invoice is submitted.  

▪ Must be able to meet City Insurance requirements, as described in Section G of this RFP.  
 
D. REQUEST FOR PROPOSAL PROCESS 
 
Schedule 
 

 Date(s) & Time(s) Action 

June 15, 2021 RFP Issued 

June 17, 2021 at 3:00 pm Pre-Proposal Application Workshop (held virtually via Zoom) 

June 18 - 21, 2021 Written Questions and Response Period 

June 22, 2021 Written Questions and Responses Posted 

June 30, 2021 by 5:00 pm Proposal Applications Due 

July 6 - 8, 2021 Evaluation of Proposals Period 

July 9, 2021 Notification Issued of Selected and Non-Selected Non-Profits 

July 22, 2021 Anticipated Presentation at City Council Work Session 

August 2021 Anticipated City Council Vote and Execution of Contract with Selected Non-
Profit  

 
Submission of Proposals 
Applicants are requested to provide a complete electronic, PDF version of their submission via e-mail to 
Amber Wade at  GuaranteedIncome@durhamnc.gov. Please write “Submission for Guaranteed Income 
Pilot'' in the subject line.  Applicants should see that their proposals are received by June 30, 2021 at 
5:00 pm as indicated above under “Schedule”.  Applicants should receive an email from the City 
confirming receipt of proposals.  Applicants who do not receive a confirmation email within 24 hours 
should contact the City using the e-mail address above to confirm receipt. Applicants may also call 919-
698-0867 to confirm receipt of the application. Do not submit proposals by mail.  
 
Equal Business Opportunity Program (EBOP) 
It is the policy of the City to provide equal opportunities for City contracting for underutilized firms 
owned by minorities and women doing business in the City’s Contracting Marketplace. It is further the 
policy of the City to prohibit discrimination against any firm in pursuit of these opportunities, to conduct 
its contracting activities so as to prevent such discrimination, to correct present effects of past 
discrimination and to resolve complaints of discrimination. This policy applies to all professional services 

mailto:GuaranteedIncome@durhamnc.gov
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categories. 
 
While there are no Underutilized Business Enterprise (UBE) participation goals for this project, in 
accordance with the Ordinance, all proposers are required to submit the Participation Documentation 
and the Employee Breakdown form included in the Professional Services Forms (located in Appendix 
A) as part of their response. In lieu of the Employee Breakdown, contractors may submit a copy of the 
current EEO-1 form (corporate basis).  Responses that do not contain the Participation Documentation 
form and Employee Breakdown may be deemed nonresponsive and ineligible for consideration. The 
Letter of Intent to Perform as a Subconsultant Form included with the Equal Business Opportunity 
Program Professional Services forms should be completed only if an UBE firm will be utilized. These 
forms must be submitted with the proposals. The “UBE Goals Not Met/Documentation of Good Faith 
Efforts” form and the “Post Proposal Submission Deviation” form are not applicable at this time. 
 
The Department of Equity & Inclusion is responsible for the Equal Business Opportunity Program. All 
questions about Professional Services Forms should be referred to Deborah Giles or other department 
staff at (919) 560-4180.  
 
E.  PROPOSAL CONTENT AND FORMAT 
 
Responses should include the following information: 
 

1. Cover Letter - Please see Appendix B for template. 
 
The City may issue addendums to the RFP with additional information or clarifications. The 
cover letter should list the last addendum that the City issued for this RFP, with a statement 
such as: The undersigned applicant has read all the addendums issued by the City for this RFP, 
through and including Addendum No.____. 

 
2. Applicant information  

a. Legal name of applicant organization 
b. Employer Identification Number (EIN) 
c. Name, title and contact information, including mailing address, phone number and E-

mail of the person whom the City should contact regarding this response. 
 

3. Narrative:   In no more than seven (7) single, spaced pages, please address the following topics.  
Each section below should be addressed separately. 

a. Briefly describe the history of the organization, the service the organization currently 
provides, and the population the organization currently serves. 

b. Describe how the organization has provided services to Durham residents, including 
justice-involved individuals.  

c. Describe the services that the applicant would offer with City funding, and how the 
services would be provided (e.g. in person, by phone, by Zoom or similar platform etc.) 

d. Describe the staff that would be involved in providing services, including name, title, 
summarize their qualifications and experience, and describe their role in the delivery of 
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City-funded assistance.  Indicate if new staff (permanent or temporary) would be added 
for this work, excluding the Fellow. 

e. Describe the proposed outreach to potential program participants.  
f. Describe fundraising strategy in detail, including approach and benchmarks.  

 
4. Administrative and Financial Capacity.  Please answer the following questions.   

a. Is your organization registered with the N.C. Secretary of State? 
b. Does your organization currently require timesheets for employees?  If yes, please 

provide a sample timesheet as an attachment to your proposal. 
c. Does your organization currently have the level of insurance required for this contract 

or would additional insurance be required? 
 

5. Budget.  Please provide a budget for your proposed work.  At a minimum your budget must 
include: salaries and benefits for staff assigned to project, direct costs, administrative costs, and 
administrative fees, as defined below.  
 
Salaries:  List name, title and annual salary for all positions that would be paid with City funds.  
Indicate the percentage of the person’s time to be allocated to the City-funded project.  The 
project amount is calculated as follows: 
 

Annual Salary x % of Time Allocated to Project = Project Amount 
 

Benefits: Describe what is included in the benefits amount (e.g. health insurance, social security 
contribution) and provide the amount to be charged to the project.  Note:  Benefits should be 
charged proportionally, based on the percentage of the salary allocated to the project.  For 
example, if 20% of a position’s salary is allocated to the project, then no more than 20% of the 
benefit cost of that position should be allocated to the project. 
 
Direct costs:  List any costs directly related to the delivery of the proposed services (e.g. supplies), 
and the estimated cost. 

 
Administrative costs: Administrative costs are non-direct project costs such as rent and utilities 
for a building that is broadly used by the organization; staff salaries that contribute to the project 
indirectly such as human resources, accounting, etc.; or leasing of equipment that is shared 
between multiple programs.  Administrative costs typically represent necessary infrastructure to 
support activities across the entire organization, including but not limited to projects funded with 
City funds.   
 
Administrative Fee: Refers to the total fee an organization can charge for Administrative Costs. 
The Administrative fee is capped by the Request for Proposals and cannot exceed $110,000. 
 

6. Required Attachments 
a. 501(c)(3) designation letter from IRS 
b. Proof of current registration with the N.C. Secretary of State 
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c. List of current board members  
d. Most recent audited financials. If the applicant does not have audited financials, the 

applicant should submit the most recent annual financial statements for the 
organization and indicate if these statements were prepared by a CPA. 

e. Current fiscal year budget, as approved by the organization’s board of directors 
f. Equal Business Opportunity Program Forms ς All applicants are required to submit the 

Participation Documentation and the Employee Breakdown form included in the 
Professional Services Forms package. In lieu of the Employee Breakdown contractors 
may submit a copy of the current EEO-1 form (corporate basis) 
 

7. Optional Attachments 
a. Sample timesheet, if available 

 
F. EVALUATION CRITERIA 
 
If an award is made, it is expected that the City’s award will be to the applicant that agrees to meet the 
needs of the City.   
 
Proposals will be evaluated based on the following criteria: 

A. Implementation Approach (25%) 
B. Account Management and Service Delivery (25%) 
C. Agency Systems and Operational Configuration (20%) 
D. Financial Capacity and Fundraising (20%) 
E. Past Performance and References (10%) 

 
Additional variables will also be considered, including: 

1. Experience of the organization in providing services to Durham residents, and especially justice-
involved residents. 

2. Thoroughness, quality, and efficacy of proposed outreach plan. 
3. Thoroughness, quality, and efficacy of proposed fundraising plan. 
4. Proposed provision of wrap-around services.  
5. Capacity to comply with administrative and financial requirements of the City grant. 

 
G. GENERAL REQUIREMENTS 
 
Definitions in this RFP:  City, RFP, Proposals, Applicant, Contractor, Should.  
Unless the context indicates otherwise –  

(a) The expressions “RFP,” “this RFP,” and “the RFP” refer to this document as it may be 
amended or updated.   
(b) “City” and “city” mean the City of Durham.   
(c) The “proposal” is the response of a person, firm, or corporation proposing to provide the 
services sought by this RFP.  (d) The word “Applicant” or “applicant” is the person, firm, or 
corporation that submits a proposal or that is considering submitting a proposal  
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(e) The word “Contractor” or “contractor” is the person, firm, or corporation with which the City 
enters into a contract to provide the services sought by this RFP.  That is, “contractor” generally 
refers to a successful applicant that has obtained a fully executed contract with the City, while 
“applicant” is generally reserved to the stage before a contract has been signed.   
(f) The word “should” is used to tell applicants what the City thinks it wants and/or what the 
project manager thinks is best.  Applicants that want to increase the likelihood of being selected 
will, in general, do what the RFP says applicants “should” do, but failure to comply with all 
“shoulds” will not necessarily and automatically result in rejection.   
 

Contract 
The City anticipates that the conclusion of the RFP process will be a contract between the City and the 
successful applicant under which the successful applicant will provide the services generally described in 
this RFP.   
 
Insurance 
Contractor agrees to maintain, on a primary basis and at is sole expense, at all times during the life of 
this Contract the following applicable coverages and limits.  The requirements contained herein, as well 
as City’s review or acceptance of insurance maintained by Contractor is not intended to and shall not in 
any manner limit or qualify the liabilities or obligations assumed by Contractor under this Contract. 
 

● Commercial General Liability – Combined single limit of no less than $1,000,000 each occurrence 
and $2,000,000 aggregate. Coverage shall not contain any endorsement(s) excluding nor limiting 
Product/Completed Operations, Contractual Liability or Cross Liability. 

● Automobile Liability – Limits of no less than $1,000,000 Combined Single Limit. Coverage shall 
include liability for Owned, Non-Owned and Hired automobiles. In the event Contractor does 
not own automobiles, Contractor agrees to maintain coverage for Hired and Non-Owned Auto 
Liability, which may be satisfied by way of endorsement to the Commercial General Liability 
policy or separate Auto Liability policy. Automobile coverage is only necessary if vehicles are 
used in the provision of services under this Contract and/or are brought on a City of Durham 
site. 

● Umbrella or Excess Liability – Contractor may satisfy the minimum liability limits required above 
under an Umbrella or Excess Liability policy. There is no minimum Per Occurrence limit of 
liability under the Umbrella or Excess Liability, however, the Annual Aggregate limits shall not be 
less than the highest ‘Each Occurrence’ limit for required policies. Contractor agrees to endorse 
City of Durham as an ‘Additional Insured’ on the Umbrella or Excess Liability, unless the 
Certificate of Insurance states the Umbrella or Excess Liability provides coverage on a ‘Follow-
Form’ basis. 

● Worker’s Compensation & Employers Liability – Contractor agrees to maintain Worker’s 
Compensation Insurance in accordance with North Carolina General Statute Chapter 97 and 
with Employer Liability limits of no less than $1,000,000 each accident, each employee and 
policy limit. This policy must include a Waiver of Subrogation. 

● Additional Insured – Contractor agrees to endorse the City as an Additional Insured on the 
Commercial General Liability. The Additional Insured shall read ‘City of Durham as its interest 
may appear’. 
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● Certificate of Insurance – Contractor agrees to provide City of Durham a Certificate of Insurance 
evidencing that all coverage’s, limits and endorsements required herein are maintained and in 
full force and effect, and Certificates of Insurance shall provide a minimum thirty (30) day 
endeavor to notify, when available, by Contractor’s insurer. If Contractor receives a non-renewal 
or cancellation notice from an insurance carrier affording coverage required herein, or receives 
notice that coverage no longer complies with the insurance requirements herein, Contractor 
agrees to notify the City within five (5) business days with a copy of the non-renewal or 
cancellation notice, or written specifics as to which coverage is no longer in compliance. The 
Certificate Holder address should read: 

 
City of Durham 
Attn: Finance Department  
101 City Hall Plaza 
Durham, NC 27701 
 
All insurance companies must be authorized to do business in North Carolina and be acceptable 
to the City of Durham’s Risk Manager. 

 
Discretion of the City 

1. The City of Durham reserves the right to reject any or all proposals.   
2. NOTWITHSTANDING anything to the contrary in this document or in any addendums to this 

document, unless the contrary provision refers specifically to this provision, the City reserves 
the right (i) to negotiate changes of any nature with any applicant with respect to any term, 
condition, or provision in this document and/or in any proposal, whether or not something is 
stated to be mandatory and whether or not it is said that proposal will be rejected if certain 
information or documentation is not submitted with it, and (ii) to enter into an agreement for 
some or all of the work with one or more persons, firms, or corporations that do not submit 
proposals.  For example, all deadlines are for the administrative convenience or needs of the 
City and may be waived by the City in its discretion.  This subparagraph B applies to the entire 
RFP, including the UBE portions.  

3. Where the City asks or tells applicants to do stated things, such as that proposals should follow a 
stated format or that the applicant should do stated things in seeking the contract, the City may 
reject proposals because it does not comply with those requests, so the applicant is adding to its 
risk of rejection by non-compliance.  Still, the City may, in its discretion, waive non-compliance.  
This subsection (C) does not limit subsections (A) and (B).   

4. Of course, once a contract is signed, the parties to the contract may enforce the contract 
according to its terms as allowed by applicable law.  

 
Applicant to Bear Expense; No Claims against City 
No applicant will have any claims or rights against the City arising out of the participation by an applicant 
in the proposal process.  No applicant will have any claims or rights against the City for the City’s failure 
to award a contract to it or for awarding a contract to another person, firm, or corporation, regardless of 
whether the other person, firm, or corporation participated in the RFP process or did not submit a 
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proposal that complied with the RFP.  A notice of award will not constitute acceptance by the City; the 
City’s only method of acceptance is the City’s execution of a formal contract in accordance with law.   
 
{ǘŀǘŜ ¢ǊŜŀǎǳǊŜǊΩǎ ƭƛǎǘǎ ǊŜƎŀǊŘƛƴƎ LǊŀƴ ŀƴŘ .ƻȅŎƻǘǘ ƻŦ LǎǊŀŜƭ  
If the value of the contract is $1,000 or more, the following applies unless the applicant otherwise states 
in its proposals:  the applicant affirms (by submitting proposals) that (1) its name does not appear on the 
list of companies that are engaged in a boycott of Israel developed by the N. C. State Treasurer under 
N.C.G.S. 147-86.81(a)(1) or on a list created by the Treasurer pursuant to N.C.G.S. 147-86.58 as a 
company engaging in investment activities in Iran, and (2) it has no reason to expect that its name will 
appear on either of those lists.  Take notice that a contract between a company named on either list and 
the City may be void.  
 
Notice under the Americans with Disabilities Act 
Persons who require assistance to participate in government activities should contact (919) 560‐4197 or 
ADA@DurhamNC.gov no later than 48 hours before the event.  
 
 Aviso bajo el Acto de Americanos Descapacitados 
Las personas que requieran asistencia para participar en actividades gubernamentales deben 
comunicarse al (919) 560‐4197 o ADA@DurhamNC.gov a más tardar 48 horas antes del evento. 
 
Values Regarding Treatment of Employees of Contractors 
* Statement of City EEO Policy - The City of Durham opposes discrimination in employment because of 
race, color, religion, sex, national origin, political affiliation or belief, age, or handicap. Therefore, it 
desires that firms doing business with the City: 
* Not discriminate against any employee or applicant for employment because of race, color, religion, 
sex, national origin, political affiliation or belief, age, or handicap. 
* Take affirmative action to insure that applicants are employed and that employees are treated equally 
during employment, without regard to race, color, religion, sex, national origin, political affiliation or 
belief, age, or handicap. This action includes employment, upgrading, demotion, transfer, recruitment or 
advertising, layoff or termination, rates of pay or other forms of compensation, and selection for 
training, including apprenticeship. 
* State, in solicitations or advertisement for employees, that all qualified applicants will receive 
consideration for employment without regard to race, color, religion, sex, national origin, political 
affiliation or belief, age, or handicap. 
* Include this Statement of City EEO Policy in every purchase order for goods to be used in performing 
City contracts and in every subcontract related to City contracts. 
* Livable Wage - The City of Durham desires that firms doing business with the City pay their workers a 
livable wage rate while working on City contracts. The livable wage rate is $15.46 per hour through June 
30, 2020, and $16.25 per hour for July 1, 2020 – June 30, 2021. The City will reset the rate for the period 
after June 30, 2021. 
 
Appendix A - EBOP Professional Services Forms (Updated 3/21) 
Appendix B - Cover Letter Template 
Appendix C - Fellow Position Description   

mailto:ADA@DurhamNC.gov
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APPENDIX A 
 
EBOP PROFESSIONAL SERVICES FORMS 
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EQUAL BUSINESS OPPORTUNITY PROGRAM 
 

PROFESSIONAL SERVICES FORMS 
Updated 03/21 
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Policy Statement 
 

It is the policy of the City to provide equal opportunities for City contracting to underutilized businesses 
owned by minorities and women doing business in the City’s Contracting Marketplace. It is further the 
policy of the City to prohibit discrimination against any firm in pursuit of these opportunities, to conduct 
its contracting activities so as to prevent such discrimination, to correct the present effects of past 
discrimination and to resolve complaints of discrimination. 

 
Goals 

 

To increase the dollar value of all City contracts for goods and services awarded to minority and women 
business enterprises, it is a desire of the City that the contractor will voluntarily undertake efforts to 
increase the participation of minority and women individuals at higher skill and responsibility levels within 
non-minority firms engaged in contracting and subcontracting with the City. 

 
The Equity & Inclusion Director shall determine participation goals based upon the availability of 
minority and women business enterprises (MWBEs) within the defined scope of contracting, and the 
goals established for the contracting category.  
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Equal Business Opportunity Program UBE Participation Documentation 

 

If applicable information is not submitted with your proposal, your proposal may be deemed non- 

responsive. 

 

UBE Participation Documentation must be used to document participation of an underutilized 

business enterprise (UBE) on Professional Services projects. All UBEs must be certified by the State 

of North Carolina as a historically underutilized business, the North Carolina Department of 

Transportation as a minority-owned or women-owned business or the U.S. Small Business 

Administration’s 8(a) Business Development Program prior to the submission date. If a business 

listed has not been certified, the amount of participation will be reduced from the total utilization. 

 
Letter of Intent to Perform as a Sub-consultant/Subcontractor must be completed for 

UBEs proposed to perform on a contract.  This form must be submitted with the proposal. 

 

Post Proposal Submission UBE Deviation 

 

Post proposal submission UBE deviation participation documentation must be used to report any 

deviation from UBE participation either prior to or subsequent to startup of the project. The Equity & 

Inclusion Department must be notified if the proposed sub-consultant/subcontractor is unable to 

perform and for what reasons. Substitutions of sub-consultants/subcontractor, both prior to and after 

awarding of a contract, are subject to City approval. 

 

UBE Goals Not Met/Documentation of Good Faith Efforts 

 

It is the responsibility of consultants/contractors to make good faith efforts. Good Faith Efforts means 

the sum total of efforts by a particular business to provide equitable participation of minority-owned 

and women-owned individuals or businesses as sub-consultants/subcontractors. 

 
Whenever contract alternatives, amendments or extra work orders are made individually or in the 

aggregate, which increase the total value of the original contract, the consultant must make a good 

faith effort to increase UBE participation such that the amounts subcontracted are consistent with the 

established goals. 
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SELECTION OF 
CONSULTANTS/CONTRACTORS FOR 

ARCHITECTURAL/ENGINEERING 

AND OTHER PROFESSIONAL SERVICES 
 

Goal 

 

The purpose is to provide underutilized business enterprises owned by minorities and women with 
equal opportunities for participation on City of Durham contracts. 

 
Definition of the Scope of the Selection Policy 

 

The Equity & Inclusion Director shall determine UBE participation goals for each contracting category to 
be awarded by the City. Goals for each project or contract will be based upon the availability of 
underutilized business enterprises(UBE’s) within the defined scope of work, delineated into percentages 
of the total value of the work. 

 
The City of Durham will consider a formal certification of the State of North Carolina’s Historically 

Underutilized Businesses (HUB) Office, North Carolina Department of Transportation (N.C. DOT) 

minority and women businesses and the United States Small Business Administration (U.S. SBA) 8(a) 

Development Program as meeting the requirements of the Equal Business Opportunity Program, 

provided there is evidence that the firm is currently certified by one of the stated entities. 

 
Underutilized Business Proposal Requirements 
 

The prime consultant/contractor shall submit a proposal in accordance with the City of Durham’s 
request for Proposal. In addition, the prime consultant/contractor must submit all required 
Professional Services  Forms. 
 
Selection Committee for Professional Services 

 

A selection committee shall be established and may be composed of the following: City Manager or a 

designated representative of this office; Director of Finance or a designated representative of this office; 

department head responsible for the project; City Engineer if engineering services are involved; the 

Equity & Inclusion Director or designee and Purchasing Manager or designee. Other representatives 

shall be called upon as needed based on their areas of expertise. 

 

The committee shall screen the proposals based on the following criteria: 

 

1. Firms; interest in the project; 

2. Current work in progress by firm; 

3. Past experience with similar projects; 

4. General proposal for carrying out the required work; 

5. Designation of key personnel who will handle the project, with resume for each; 

6. Proposed associate consultants/contractors, UBE subconsultants; 

7. Indication of capability for handling project; 
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8. Familiarity with the project; 

9. Fees that have been charged for recent comparable projects; 

10. References; 

11. UBE Participation; and 

12. Documentation of Good Faith efforts should UBE participation requirements not be met. 
 

After ranking the firms presenting proposals based on the above criteria, interviews will be conducted 

by the selection committee with the top ranked firms (3-5). The contracting department will make the 

final recommendation, prepare contracts for review by the City Attorney, and prepare the 

recommendation for the City Council including the following: 

 

1. Description and scope of the project; 

2. Recommended firm; 

3. Contract cost; 

4. Time limits; 

5. Basis for selection; 

6. Source for funding; 

7. Equal Business Opportunity Ordinance compliance; and 

8. Recommendation that the contract be approved by the City Council. 

Contract Award 

 

A provision must be written in each contract with an architect or engineer requiring them to work with  

Equity & Inclusion Department in creating and identifying separate work. 

Project Evaluation 

 

An evaluation shall be made of each contract after its completion to be used in consideration of future 

professional services contracts. The evaluation shall cover appropriate items from the check list for 

ranking applicants. A copy of the evaluation shall be given to the consultant, and any comment 

he/she cares to make shall be included in the files. 
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PARTICIPATION DOCUMENTATION 

(TO BE COMPLETED BY PRIME CONSULTANT/CONTRACTOR 
ONLY) 

 

Names of all 

firms Project 

(including 

prime and 

  

 
UBE 

 

 
Nature 

 

subconsultants/

sub- 

contractors) 

 

Location 
Fir

m 

Yes/

No 

of 

Participa

tion 

% of 

Proje

ct 

Work  
 

 

   

Yes (  )   No (  

) 

  

  

 

 

Yes (  )   No (  

) 

  

  

 

 

Yes (  )   No (  

) 

  

  

 

 

Yes (  )   No (  

) 

  

  

 

 

Yes (  )   No (  

) 

  

  

 

 

Yes (  )   No (  

) 

  

  

 

 

Yes (  )   No (  

) 

  

 
TOTAL     

 
 

Name ‐ Authorized Officer of Prime Consultant/Contractor Firm (Print/Type) 

 
 

Signature ‐ Authorized Officer of Prime Consultant/Contractor Firm 

 
 

 

Date 
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Letter of Intent to Perform as a SubȤ
Consultant 
 

The undersigned intends to perform work in connection with the above project as a UBE: 

Minority(African American, American Indian, Asian or Hispanic)  Woman  

  

The UBE status of the undersigned is certified if identified as HUB certified by the N.C Department of 
Administration HUB Office, minority or women certified by the N.C. Department of Transportation and 
8(a) certified by the U.S. Small Business Administration. 

 
The undersigned is prepared to perform the following described work in connection with the 
above project (specify in detail particular work items or parts thereof to be performed): 

 
You have projected the following commencement date for such work, and the undersigned is 
projecting completion of such work as follows: 

 
ITEMS PROJECTED 

COMMENCEME
NT DATE 

PROJECTE
D 

COMPLETI
ON DATE 

   

   

   

   
 

The consultant will  subcontract  % of the dollar value of this contract to UBE sub-
consultant. 

 
The undersigned will enter into a formal agreement in the amount of $ 
   
for the above work with you, conditioned upon your execution of a contract with the City of Durham. 

 
Name  Title  Company 

 Telephone  Address   

Signature     
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REQUEST TO CHANGE UBE 

PARTICIPATION  
Project:   

 

Name of bidder or consultant:   

 

Name and title of representative of bidder or consultant: 

 

Address: Zip Code:   

 

Telephone No: Fax Number:   

 

Email address: 

 
Total amount of original contract, before any change orders or amendments: 

 

 
Total amount of the contract, including all approved change orders and amendments to date, but not 
counting the changes proposed in this form:  

 

Dollar amount of changes proposed in this form: 

 

The proposed change (check one)           increases  decreases the dollar amount of the 

bidder’s/consultant’s contract with the City. 
Does the proposed change decrease the UBE participation? (check one)      yes  no 

If the answer is yes, complete the following: 

 

BOX A. For the subcontract proposed to be changed (increased, reduced, or eliminated): Name of sub-

consultant   

 

Goods and services to be provided before the proposed change:   

 

 

Is it proposed to eliminate this subcontract?      yes  no 

 
If the subcontract is to be increased or reduced, describe the nature of the change (such as  adding 
$5,000 in environmental work and deleting $7,000 in architectural): 

 

 
Dollar amount of this subcontract before this proposed change:   

 

Dollar amount of this subcontract after this proposed change: 

 

This subcontractor is (check one): 
  1.  Minority-owned UBE 

  2.  Women-Owned UBE 

  3.  Not a UBE 

  
 

BOX B. Proposed subcontracts other than the subcontract described in Box A above (continued) 
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Name of sub-consultant for the new work: 

 
Goods and Services to be provided by this proposed subcontract: 

 

Dollar amount proposed of this proposed subcontract:  This sub-consultant is: 

  1.  Minority-owned UBE 

  2.  Women-Owned UBE 

  3.  Not a UBE 

 

Add additional sheets as necessary. 

 

 

UBE GOALS NOT HAVING BEEN MET.  The following information must be 
presented by the consultant concerning good faith efforts taken. 
 

It is the responsibility of consultants to make good faith efforts. Any act or omission by the City shall not 
relieve them of this responsibility. For future efforts, it shall be comprised of such efforts which are 
proposed to allow equitable participation of socially and economically disadvantaged employees and 
sub- consultants/subcontractors.   The City Manager shall apply the following criteria, with due 
consideration of the quality, quantity, intensity and timeliness of efforts of consultants/contractors, in 
determining good faith efforts to engage UBEs along with other criteria that the City Manager deems 
proper: 

 
Name of Bidder:    

 

If you find it helpful, feel free to attach pages to explain your answers.  How many pages is your 

firm attaching to this questionnaire?     

questionnaire.) 

 

(Donôt count the 2 pages of this 

 

If a yes or no answer is not appropriate, please explain the facts. All of the answers to these 

questions relate only to the time before your firm submitted its bid or proposal to the City. In 

other words, actions that your firm took after it submitted the bid or proposal to the City cannot 

be mentioned or used in any answers. 

 

1.  SOLICITING UBEs. 

 
(a) Did your firm solicit, through all reasonable and available means, the interest of all UBEs in the 

list  
  provided by the City  in the scope of work of the contract?  yes   no 

 
  In such soliciting, did your firm advertise?  yes    no   Are you attaching copies to this    
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  questionnaire, indicating the dates and names of newspaper or other publication for each ad if 
that  
  information is not already on the ads?  yes   no 

 

(b)    In such soliciting, did your firm send written (including electronic) notices or letters?  Are     
         you attaching one or more sample notices or letters?  yes   no 

 

(c)     Did your firm attend the preȤbid conference?   yes    no 
 
(d)      Did your firm provide interested UBEs with timely, adequate information about the 
plans,     
         specifications, and requirements of the contract?  yes   no 

 
(e)    Did your firm follow up with UBEs that showed interest?  yes   no 

 
(f)    With reference to the UBEs that your firm notified of the type of work to be subcontracted , 

did  
   your firm tell them: 

 
(i) the specific work your firm was considering for subcontracting?  yes   no 
(ii) that their interest in the contract is being solicited?  yes   no 

            (III) how to obtain and inspect the applicable plans and specifications 
and descriptions of items       
                    to be purchased?  yes   no 

2.  BREAKING DOWN THE WORK. 

 

(a)   Did your firm select portions of the work to be performed by UBEs in order to increase 
the         likelihood that the goals would be reached?  yes  no 

 
(b)  If yes, please describe the portions selected.  ANSWER: 

 
3. NEGOTIATION.  In your answers to 3, you may omit information  regarding UBEs for which you 

are providing a Letter of Intent. 

 

(a)  What are the names, addresses, and telephone numbers of  UBEs that you contacted?
 ANSWE
R: 

 

 

(b) Describe the information that you provided to the UBEs regarding the plans and specifications 
for the work selected for potential subcontracting. ANSWER: 

 

(c) Why could your firm not reach agreements with the UBEs that your firm made contact with? Be 
specific.  ANSWER: 

 

4. ASSISTANCE TO UBEs ON BONDING, CREDIT, AND INSURANCE. 
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(a) Did your firm or the City require any subcontractors to have bonds, lines of credit, or insurance? 
       yes   no  (Note:  In most projects, the City has no such requirement for subcontractors.) 

 

(b) If the answer to (a) is yes, did your firm make efforts to assist UBEs to obtain bonds, lines of 

credit, or insurance?  yes  no If yes, describe your firm’s 

efforts. ANSWER: 

 

(c) Did your firm provide alternatives to bonding or insurance for potential subcontractors? 
 yes  no If yes, describe.  ANSWER: 

 

5. GOODS AND SERVICES. What efforts did your firm make to help interested UBEs to obtain 
goods or services relevant to the proposed subcontracting work?  ANSWER: 

 

 

6. USING OTHER SERVICES. 

 

(a) Did your firm use the services of the City to help solicit UBEs for the work?  yes   no 

Please explain. ANSWER: 
 

(b) Did your firm use the services of available minority/women community organizations, minority and 
women contractors' groups, governmentȤsponsored minority/women business assistance 
agencies, and other appropriate organizations to help solicit UBEs for the work?    yes  no 
Please explain.  ANSWER:
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Contractor Workforce Diversity Questionnaire  
 

A diverse workforce refers to the similarities and differences among employees in terms of age, 

cultural background, physical abilities and disabilities, race, religion, gender, and sexual 

orientation.  A diverse workforce results in greater productivity, engagement and innovation 

among the employees of a business.  The workforce of the City of Durham is diverse and directly 

benefits from diversity in hiring practices of the contractors that do business in the City of 

Durham. The City of Durham is committed to the promotion of a diverse workforce within its 

own workforce and the workforce of contractors that perform work for, or deliver goods or 

services to, the City.   

 

The information requested in this questionnaire is intended to encourage the candidate, which is 

defined as the person, firm or corporation interested in contracting with the City, to engage in 

diverse workforce hiring practices as in the best interest of the City and the greater Durham 

community. The following questions focus on your efforts to recruit and maintain a diverse 

workforce and to provide your business with resources and recommendations on how to create 

and maintain a diverse workforce.  

 

1. Do the management and professional positions within your business include women and 

minorities? 

________ Yes   _________ No 

 

If yes, please provide number(s) and positions: 

 

   Number of Women _________ 

   Position title:  _____________________________________ 

      _____________________________________ 

      _____________________________________ 

      _____________________________________ 

 

   Number of Minorities ________ 

   Position title:  _____________________________________ 

      _____________________________________ 

      _____________________________________ 

      _____________________________________ 

 

2. Please respond to the following efforts you make to create and maintain a more diverse 

workforce: 

 

(a) When you recruit for employees, do you only recruit by word-of-mouth? 

 

 ________ Yes  ________ No 

 

[Note: Reliance on word-of-mouth recruiting alone is unlikely to result in a diverse 

workforce.] 

 



25 
RFP for Non-Profit Administrator of Durham Guaranteed Income Pilot 

 

(b) Do you focus any recruitment efforts in the local Durham area? 

 

_________ Yes   _________ No 

 

If, yes, please provide examples how you focus recruitment to the local Durham area: 

 

_____________________________________________________________________ 

 

_____________________________________________________________________ 

 

_____________________________________________________________________ 

 

(c) Do you utilize any women/minority-focused LinkedIn groups and/or other 

professional or non-professional women/minority groups? 

 

_________ Yes   _________ No 

 

If, yes, please provide examples: __________________________________________ 

 

_____________________________________________________________________ 

 

_____________________________________________________________________ 

 

(d) Do you regularly recruit from HBCUs (Historically Black Colleges and Universities) 

and/or other minority-focused colleges and universities? 

 

_________ Yes   _________ No 

 

If, yes, please provide names of the schools: ________________________________ 

 

_____________________________________________________________________ 

 

_____________________________________________________________________ 

 

(e) Do you attend minority-focused career fairs? 

 

_________ Yes   _________ No 

 

If, yes, please provide names of examples: __________________________________ 

 

_____________________________________________________________________ 

 

_____________________________________________________________________ 

 

(f) Do you participate in Durham youth internship programs? 
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_________ Yes   _________ No 

 

If, yes, please provide names of examples: __________________________________ 

 

_____________________________________________________________________ 

 

_____________________________________________________________________ 

 

3. Please list the efforts your company makes to promote or create a more diverse workforce 

that may not be listed above under question No. 2. 

 

_____________________________________________________________________ 

 

_____________________________________________________________________ 

 

_____________________________________________________________________ 

 

4. Do you believe your business, including all employees, has a diverse workforce?   

 

________ Yes   _________ No 

 

Enter the total number of employees that work for your business _____________. 

 

Please provide the reasons why you believe you have, or do not have, a diverse workforce: 

 

 ________________________________________________________________________ 

 

 ________________________________________________________________________ 

 

 ________________________________________________________________________ 

 

5. How would you characterize the nature of the majority of your workforce: 

 

 (a) Professional and skilled (includes technicians and clerical) workers: 

 

  ________ Yes  ________ No 

 

 (b)  Mostly unskilled workers and laborers: 

 

 ________ Yes  ________ No 

 

 

 (c)  Mix of professional, skilled and unskilled workers and labors: 

 

  ________ Yes  ________ No 
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6. To assist the City in determining the effectiveness of your diverse workforce hiring 

practices, please complete the following Employee Breakdown Table(s) to show your 

current employee diversity breakdown:  

[Instructions:  Complete Part A for the primary location where the goods and services 

that are the subject of the bid/proposal are to be made or provided. If the parent 

company or other locations of the business are providing any substantial portion of the 

goods or services, then the business must also complete Part B, for the consolidated 

company.] 

 

Part A – Employee Diversity Breakdown Table for Primary Location 
  

M--------a--------l--------e--------s 

 

F----e----- m----- a----- l----- e----- s 

 

Employ

ment 

Categor

y 

Total 

Emplo

yees 

 

Total 

Males 

Total 
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les 

 

Whi
te  
 

Blac
k 
 

 

Hispan
ic 
 

Asian 

or 

Pacific  
Island
er 

Indian 

or 

Alaska

n 
Native  

Whi
te  

Blac
k 
 

Hispan
ic 
 

Asian 

or 

Pacifi

c 

Island 
 

India

n or 

Alask

an 
Nativ
e 
 

Pro

jec

t 

Ma

ng

er 

             

Professi
onal 

             

Labor              

Clerical               

Totals              
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Part B – Employee Diversity Breakdown for the Consolidated Company  
 

  

M--------a--------l--------e--------s 

 

F----e----- m----- a----- l----- e----- s 

 

Employ

ment 

Categor

y 

Total 

Emplo

yees 

 

Total 

Males 

Total 

Fema

les 

 

Whi
te  
 

Blac
k 
 

 

Hispan
ic 
 

Asian 

or 

Pacific  
Island
er 

Indian 

or 

Alaska

n 
Native  

Whi
te  

Blac
k 
 

Hispan
ic 
 

Asian 

or 

Pacifi

c 

Island 
 

India

n or 

Alask

an 
Nativ
e 
 

Pro

jec

t 

Ma

ng

er 

             

Professi
onal 

             

Labor              

Clerical               

Totals              

 

 

Resources –The City of Durham advertises job postings to a variety of sources in its own pursuit 

of a diverse workforce. The following resources are sources used by the City of Durham and 

others and are being provided to assist you in your recruitment of a more diverse workforce.  

 

Category Organization Website 

Professionals American Women’s Society of 

Certified Public Accountants 

www.awscpa.org 

Professionals Accounting & Financial 

Women’s Alliance 

www.afwa.org 

Professional/ 

Technical 

Society of Women Engineers www.societyofwomenengineers.sw

e.org 

Professionals American Business Women’s 

Assoc. 

www.abwa.org 

Professionals Association for Women in 

Science 

www.awis.org  

Professionals Women in Engineering www.womeng.org 

Professionals Women in Technology www.womenintechnology.org  

Professionals Women in I.T www.womeninit.org  

Professionals URISA www.urisa.org  

Professionals Women in GIS www.womeningis.org  

Professionals Supporting Women in 

Geography & GIS 

www.swiggis-austin.org  

http://www.awscpa.org/
http://www.afwa.org/
http://www.societyofwomenengineers.swe.org/
http://www.societyofwomenengineers.swe.org/
http://www.abwa.org/
http://www.awis.org/
http://www.womeng.org/
http://www.womenintechnology.org/
http://www.womeninit.org/
http://www.urisa.org/
http://www.womeningis.org/
http://www.swiggis-austin.org/
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Professionals Women’s Transportation 

Seminar 

www.wtsinternational.org  

Professionals Society of Asian Scientists and 

Engineers 

https://www.saseconnect.org/ 

Professionals  National Organization of 

Minority Architects 

https://www.noma.net/professional/

north-carolina 

Professionals North Carolina Society of 

Hispanic Professionals 

https://www.thencshp.org 

Professionals Association of Asian American 

Architects & Engineers 

https://www.aaaesc.org 

Professionals Minority Professionals Network http://www.minorityprofessionalnet

work.com 

Gen. Construction National Association of Black 

Women in Construction 

https://nabwic.org 

Chamber of 

Commerce 

Carolinas Asian American 

Chamber of Commerce 

https://caacc.com  

 

Skilled Craft Hispanic Arborist Assoc. www.hispanicarboristassociation.c

om  

Skilled Craft Electrical Workers Minority 

Caucus 

www.ibew-ewmc/org  

Skilled Craft Women in Manufacturing www.womeninmanufacturing.org  

Skilled Craft Rainbow PUSH Automotive 

Project 

www.automotiveproject.org  

Skilled Craft Women in Automotive www.womeminautomotive.org  

Service/Maintenance Conf. of Minority 

Transportation Officials 

www.comto.org  

Service/Maintenance Coalition of Labor Union 

Women 

www.cluw.org  

Service/Maintenance National Assoc. of Women in 

Construction 

www.nawic.org 

Protect and Serve National Assoc. of Latino 

Firefighters 

www.nahf.org  

Protect and Serve Int. Assoc. of Black Firefighters www.iabpf.org 

Protect and Serve Int. Assoc. of Women in Fire & 

Emergency Services 

www.i-women.org  

Protect and Serve National Assoc. of Women Law 

Enforcement Officers 

www.nawlee.org  

Protect and Serve National Latino Law 

Enforcement Org. 

www.nlleo.com   

Protect and Serve National Coalition of Latino 

Officers 

www.latino-officers.org  

Protect and Serve  Asian American Law 

Enforcement Assoc. 

www.asianamericanlawenforement

association.org  

 
 

http://www.wtsinternational.org/
https://www.saseconnect.org/
https://www.noma.net/professional/north-carolina
https://www.noma.net/professional/north-carolina
https://www.thencshp.org/
https://www.aaaesc.org/
http://www.minorityprofessionalnetwork.com/
http://www.minorityprofessionalnetwork.com/
https://nabwic.org/
https://caacc.com/
http://www.hispanicarboristassociation.com/
http://www.hispanicarboristassociation.com/
http://www.ibew-ewmc/org
http://www.womeninmanufacturing.org/
http://www.automotiveproject.org/
http://www.womeminautomotive.org/
http://www.comto.org/
http://www.cluw.org/
http://www.nawic.org/
http://www.nahf.org/
http://www.iabpf.org/
http://www.i-women.org/
http://www.nawlee.org/
http://www.nlleo.com/
http://www.latino-officers.org/
http://www.asianamericanlawenforementassociation.org/
http://www.asianamericanlawenforementassociation.org/
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APPENDIX B 
 
COVER LETTER TEMPLATE 
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DATE 
 
Amber Wade, Assistant to Mayor Steve Schewel 
City of Durham 
101 City Hall Plaza 
Durham, NC 27701 
 
Dear Ms. Wade: 
 
NAME OF APPLICANT ORGANIZATION is submitting a proposal in response to the City’s Request for 
Proposals (RFP) Durham Guaranteed Income Pilot Non-Profit Administrator. The undersigned, whose 
title with the proposer are stated next to or beneath his or her signature, has the authority to submit 
this proposal (including this cover letter) on behalf of the applicant in response to the City of Durham’s 
RFP.    

 
Unless otherwise clearly stated in this response to the RFP, our proposal accepts the terms and 
conditions stated in the RFP, including the description of services to be performed and the provisions of 
the contract to be signed.  IF APPLICABLE: The undersigned applicant has read all the addendums issued 
by the City for this RFP, through and including Addendum No.____. 
 
The proposer is not submitting any trade secrets to the City in connection with this proposal or the 
contract. If a contract is awarded to the proposer, the proposer will not submit any trade secrets to the 
City in connection with this proposal or the contract.  The applicant acknowledges that the City will rely 
on the preceding sentence. 
  
This proposal is not an offer, and the applicant retains the right to decline to enter into a contract with 
the City for this project.  
 
Sincerely, 
 
Signature 
 
Name of Applicant (typed) 
Title 
 
ACKNOWLEDGEMENT 
 
Type/print the name of Notary Public signing this acknowledgment: ______________________________  

Place where acknowledgment occurred:  County of __________________, State of _________      

bƻǘŀǊȅΩǎ ǊŜǎƛŘŜƴŎŜΥ County of __________________________, State of ___________      

I, the Notary Public named above, certify (1) the individual named above personally appeared before me 
this day, (2) I have personal knowledge, or satisfactory evidence, of the individual’s identity; and (3) the 
individual acknowledged signing the foregoing cover letter.  

This the ____ day of ____________, 20____.         _________________________________ 
       Notary Public 

My commission expires:  ___________________________ 
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Appendix C 
Fellow Position Description  
 
 

 
 

Position Title: Research Fellow, Center for Guaranteed Income Research 

Job Location: Pilot City  

Stipend: $20,000/year 
Role type:  Contract, Part-time 

 

Position Context: Mayors for a Guaranteed Income, a coalition of 40 mayors across the country, 

has partnered with the Center for Guaranteed Income Research at the University of Pennsylvania. 

Led by Drs. Stacia Martin-West and Amy Castro Baker, this Center will conduct a multi-city 

evaluation of emerging guaranteed income pilots. The Center will build on the existing body of 

cash-transfer literature to build an evidence rich pilot to policy pipeline.  

 

[insert city-specific pilot details here] 

 

Position Description: The Center for Guaranteed Income Research is searching for a highly 

motivated individual to serve as the Research Fellow, in [city]. The Research Fellow will be the 

primary person interfacing with guaranteed income recipients, establishing trust, facilitating data 

collection, ensuring participant retention, and executing on operational priorities. Research fellows 

running the pilots will also be provided a research affiliation with Penn through the center 

providing them access to Penn’s resources, standardized indirect costs, and streamlined research 

support under the Center Directors. 

Research Fellows, who reside in the pilot city and have been appointed by pilot leadership, will 

receive a $20,000/year stipend from the Center to execute the research design in their city. Akin 

to the logic behind guaranteed income, pilot researchers will be free to leverage the funds for 

research however they see fit to provide maximum flexibility for their local context and 

community-based stakeholders.  

Responsibilities include: 

 

Participant Liaison and Engagement 

● Provide potential participants, recipients, and control groups with accurate and updated 

information through 1-1 relationships and produced materials;  

● Coordinate interactions between potential participants, recipients, and control groups and 

outside organizations and interested parties;  

● Ensure participant retention in both treatment and control groups in a community based 

setting; 

● Field inquiries from potential participants, recipients, and control groups;  
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● Coordinate research compensation payments and troubleshoot issues. 

 

Data Collection and Management 

● Contribute to the development of research designs, data collection methods, and strategies 

for data management in concert with other team members; 

● Manage day-to-day logistics of data collection activities, such as troubleshooting around 

Qualtrics survey completion; 

● Troubleshoot with participants when issues with surveys arise, including issuing reminders 

around survey completion deadlines;  

● Coordinate day-to-day qualitative research-related activities for participants (e.g. schedule 

and complete one-on-one qualitative interviews, meetings and other events); 

● Implement quality control processes throughout. 

● Write and format reports for external distribution. 

● Create presentations for stakeholder meetings as requested. Represent research fidelity and 

integrity at stakeholder meetings.  

● Perform other duties as assigned 

Requirements/Qualifications:  
The ideal candidate will have a basic understanding of qualitative and quantitative research design 

and methods, strong computer skills, and be able to work independently. Prior research assistant 

leadership experience is strongly preferred. The job is ideal for someone with an enthusiasm for 

empirical research, and the ability and interest to learn new skills and take initiative as a project 

develops. Candidates must be comfortable with community-based field research, and have some 

experience working in a collaborative model with multiple stakeholders in and outside of 

government.    

          

● Master’s degree in social work, sociology, public policy, public health or a related field 

required; 

● Experience coordinating large groups of people and tracking sensitive data 

● Passion for highlighting the lived experiences of those experiencing financial insecurity  

● Confident leadership, writing, communication, and organizational skills  

● Ability to manage and adapt in a constantly evolving and changing environment; comfort 

working with ambiguity  

● Proven success in managing multiple projects and timelines  

● Understanding the strength of diversity, and the need for solutions to support all regardless 

of race, religion, gender, immigration status, or ethnicity  

 

Fellow Nominations:  

Pilot city leadership should submit a nomination letter and applicant CV/Resume to  

info@mayorsforagi.org. Please include “Application - MGI Research Fellow” in the subject line. 

 
 

 

mailto:info@stocktondemonstration.org

