Dear DVRS Vendor,

You have expressed interest in providing Pre- Employment Transition Services for the
Division of Vocational Rehabilitation Services (DVRS).

The 5 Pre-Employment Transition Counseling Services are:

e Job Exploration Counseling

e Counseling & guidance services on comprehensive transition, vocational training,
industry recognized credential programs and post- secondary school training
programs like 2 and 4 year colleges

e Work based learning experiences, internships, apprenticeships

e Workplace readiness training to develop social skills and independentliving.

Instruction in Self Advocacy

Approval is contingent on the following:

L] Demonstrated need for the service in the county or counties in which you propose to
operate;

[ Appropriate staff coverage (submit names, resumes, for employment specialists &
skills trainers, etc. (include proof of training)

] State and federal budgetary conditions

[1 Compliance with the N.J.A.C. 12:51 and pertinent DVRS policies.

Staff Qualifications:

Some services require specific education, experience, and/or training of your staff. This
is in addition to those requirements set for standard skills training for Pre-Employment
Transition Services. Please indicate the individual(s) and their educational
background responsible for each service you wish to provide.

Additional Vendor Qualifications:

An agency must have been in business providing the same or similar services for a
minimum of two years. Vendors with a 14c certificate are required to provide
services in an integrated setting within the community.

Approved vendors are periodically monitored by the NJDVRS. Vendors may be
terminated for issues related to non-compliance and/or a minimum of 12 months of
inactivity.

Qualified Vendor applications will be reviewed for approval on a quarterly basis, no later
than 1/15th, 3/15th, 6/15th, and 9/15th.

Please mail your letter of intent with the required information as stated in this letter.
Once these materials are reviewed, you will receive feedback on your status as a



prospective vendor. You may be asked for additional information or clarification. You
may be asked and/or required to meet with a local DVRS office manager.

Do not contact the local office until advised by DVRS Central Office to do so.

Letter of Intent: (Must include the following as applicable)

(] Basic Agency/Provider Information- address, physical location, phone number, name
and email of contact person

[ County(s) your agency intends to serve

(1 Bios of key staff, including, resumes outlining related experience

[ List of Skills Trainers and/or Employment Specialists; attach resumes

1 Proof of national accreditation (CARF or comparable in the provision of employment
services)

(1 List number of Skills Trainers available for each county. Include names, languages
spoken and resumes if job sampling will be provided

(1 Provide a rationale for the expansion of services or addition of new services. Include
Information as to your ability to manage the addition or expansion of services.

[l Indicate Pre- ETS services you wish to provide and an explanation of how this service
will be implemented; include curriculum of course description for each core
service you intend to provide, testing, reports etc. to be utilized

] Indicate any school with which you are already affiliated and/or providing services

1 For work based learning experiences, internships, apprenticeships; list of names of
businesses contracted along with work sites, job titles available and associated skills for
each job.

In addition to the above, please provide the following:

e Proof of registration via NJSTART, listing vendor number
https://www.njstart.gov/bso/

e Proof of registration via NJTrainingSystems.com, listing vendor number
https://njtrainingsystems.dol.state.nj.us/

If you have any questions or need further technical assistance, please contact PPDS
(Program Planning and Development Specialist) Cheryl Vail at 609-292-7396.

Your letter of intent and required documentation can be emailed to Cheryl Vail at
Cheryl.Vail@dol.nj.gov and/or mailed to:

DVRS, NJ Dept. of Labor & Workforce Development, Attn: Cheryl Vail/Pre-ETS
P.O. Box 398, Trenton, NJ 08625-0398
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