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[bookmark: _Hlk175040111]PUBLIC NOTICE

*************************************************

State of Maine
Department of Health and Human Services
RFP# 202406107
[bookmark: _Hlk124430230]Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed)

[bookmark: _Hlk124430222]The State of Maine is seeking proposals for an Implementing Agency to provide Statewide Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed) services.

A copy of the RFP and all related documents can be obtained at: https://www.maine.gov/dafs/bbm/procurementservices/vendors/rfps

An Informational Meeting will be held on September 9, 2024, at 11:00 a.m., local time at the following location: https://mainestate.zoom.us/j/89890658797?pwd=zZwyqwMQuOZ05Vk5poEUGKIACcnibt.1 Meeting ID: 898 9065 8797, or by phone at 1-646-876-9923 using the Meeting ID provided.

Proposals must be submitted to the Office of State Procurement Services, via e-mail, at: Proposals@maine.gov. Proposal submissions must be received no later than 11:59 p.m., local time, on October 9, 2024. Proposals will be opened the following business day. 

*************************************************


RFP TERMS/ACRONYMS with DEFINITIONS

The following terms and acronyms, as referenced in the RFP, have the meanings indicated below:

	[bookmark: _Hlk124430263][bookmark: _Hlk156985657]Term/Acronym
	Definition

	Department
	Maine Department of Health and Human Services

	Dietary Guidelines for Americans
	A publication by the United States Department of Agriculture (USDA) that provides dietary recommendations by life stage, from birth through older adulthood.

	Direct Education
	An interaction in which an eligible person participates in a class curriculum or activity, either in-person or remotely. Each Participant may have one (1) or more SNAP-Ed Direct Education contacts in a federal fiscal year, depending on the number of curricula-based classes or series they participate in.

	Direct Participant or Participant
	An individual receiving direct, unduplicated nutrition education in a Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed) class. The total number of Participants is counted and reported annually to Food and Nutrition Service (FNS) in the National Program Evaluation and Reporting System (N-PEARS). 

	Food and Nutrition Service (FNS)
	An office of the USDA that oversees several federal food programs including SNAP-Ed.

	Implementing Agency
	The awarded Bidder under this RFP that delivers SNAP-Ed through a contractual agreement with the Department’s State Agency. 

	MaineIT
	Maine’s Office of Information Technology

	MyPlate
	A USDA campaign to teach practical tips on eating healthy from the five (5) food groups. 

	National Program Evaluation and Reporting System (N-PEARS)
	The National data base required by FNS of all states to use for submitting the annual SNAP-Ed Plan, reports, and data.

	Nutrition Educator
	Individual who provides nutrition education services in settings like schools, food pantries, head starts, and other childcare settings, grocery stores, and regional Department offices.

	Nutrition Program Coordinator
	Implementing Agency staff who provides management and technical assistance to Nutrition Educators.

	Policy, Systems, and Environmental (PSE) Change Strategies 
	Strategies to enhance Direct Education projects and Social Marketing campaigns with community involvement in defined projects, as outlined in the SNAP-Ed Plan Guidance.

	RFP
	Request for Proposals

	Supplemental Nutrition Assistance Program Nutrition Education (SNAP-ED)
	The federally funded SNAP nutrition education and obesity prevention grant program for eligible recipients. Participants are not required to be enrolled in SNAP.  

	SNAP-Ed Evaluation Framework
	A document released by FNS that includes short-term, medium-term, and long-term outcome indicators aligning with SNAP-Ed principles to measure success of SNAP-Ed programs. 

	SNAP-Ed Plan
	A document submitted annually to FNS outlining all SNAP-Ed activities and projects to be conducted during the federal fiscal year, with detailed budgeting for the Implementing Agency and all of its sub-recipients. The SNAP-Ed Plan is submitted in the N-PEARS database. Once the SNAP-Ed Plan is approved by FNS, funding will be made available for approved activities in that federal fiscal year.

	SNAP-Ed Plan Guidance (Plan Guidance)
	Provides federal policy guidance for states regarding the operation of SNAP-Ed. Plan Guidance is updated annually.

	Social Marketing
	The application of commercial marketing technologies to the analysis, planning, execution, and evaluation of programs designed to influence voluntary behavior of target audiences in order to improve their personal welfare and that of society. 

	State
	State of Maine

	State Agency 
	The term used by USDA FNS to reference the states that administer SNAP and SNAP-Ed programs. In Maine, the Office for Family Independence (OFI) is the Department’s designated State Agency.

	State Nutrition Action Council (SNAC)
	A group co-facilitated by the Department’s State Agency and Maine SNAP-Ed Implementing Agency, convening food insecurity and nutrition education agencies and advocates.

	United States Department of Agriculture (USDA)
	The Federal Government Agency that provides leadership and funding to states regarding food, agriculture, natural resources, rural development, nutrition, and related issues based on public policy, the best available science, and effective management. 



State of Maine
Department of Health and Human Services
[bookmark: _Hlk124430280]Office for Family Independence 
RFP# 202406107
Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed)

[bookmark: _Toc367174722][bookmark: _Toc397069190]PART I	INTRODUCTION

A. [bookmark: _Toc367174723][bookmark: _Toc397069191]Purpose and Background
[bookmark: _Hlk146642102]
The Department of Health and Human Services (Department) is seeking an Implementing Agency to provide and oversee provision of the Statewide Supplemental Nutrition Assistance Program (SNAP) Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed) as defined in this Request for Proposals (RFP) document. This document provides instructions for submitting proposals, the procedure and criteria by which the awarded Bidder will be selected, and the contractual terms which will govern the relationship between the State of Maine (State) and the awarded Bidder. 

[bookmark: _Hlk83292789][bookmark: _Hlk71031929]The Department is dedicated to promoting health, safety, resiliency, and opportunity to all Maine Residents. The Department’s Office for Family Independence (OFI) helps connect Maine families to benefits and services, that help them to meet a wide variety of needs, including SNAP, which provides a monthly benefit to help low-income households purchase nutritious food.  

SNAP-Ed was established to support low-income individuals who are eligible for SNAP benefits (codified at 7 U.S.C. § 2011 et seq) and is authorized and funded by the Healthy, Hunger-Free Kids Act (HHFKA) of 2010 (Public Law 111-296) Section 241.  HHFKA amended the Food and Nutrition Act of 2008, Section 28 (codified at 7 U.S.C. § 2036(a)), establishing a Nutrition Education and Obesity Prevention Program and re-structuring SNAP-Ed. The United States Department of Agriculture (USDA), SNAP-Ed Plan Guidance (Plan Guidance) is updated annually and states “SNAP is the Nation’s first line of defense against hunger and a powerful tool to improve nutrition among low-income people.”  The Plan Guidance further identifies SNAP-Ed as an important priority that “strengthens SNAP’s public health impact by addressing food and nutrition security to improve nutrition and prevent or reduce diet-related chronic disease, including obesity, among SNAP recipients.”  The Department supports this priority and is focused on improving the health of Maine residents by providing best practice standard services that research and experience have shown to be effective. Maine’s SNAP-Ed focus is to provide education related to healthy eating on a limited budget and obesity prevention, an integral part of the Department’s vision of promoting health, safety, resiliency, and opportunity to all Maine residents. The Department supports the SNAP-Ed goal to improve the likelihood that individuals eligible for SNAP benefits will make healthy food choices within a limited budget and choose a physically active lifestyle. 

Per the most current Plan Guidance, states must implement nutrition education and obesity prevention services consisting of a combination of educational approaches, consistent with the 2020-2025 Dietary Guidelines for Americans and MyPlate, that combine educational strategies, accompanied by supporting Policy, Systems, and Environmental (PSE) Change Strategies, demonstrated to facilitate adoption of food and physical activity choices and other nutrition-related behaviors conducive to the health and well-being of the individual. Maine SNAP-Ed also utilizes guidance at the SNAP-Ed Connection for all interventions in its programming.
 
The Department intends for SNAP-Ed services to be offered to eligible Participants Statewide through programming designed to address the entire lifespan. The Implementing Agency will work closely with the Department’s State Agency in designing and overseeing all aspects of Maine SNAP-Ed and its delivery through:

· Behaviorally focused, evidence-based nutrition education approaches;
· Interventions, projects, and Social Marketing campaigns that are consistent with the mission and focus of SNAP-Ed as detailed in the Plan Guidance;
· Evidence-based Direct Education curricula; and
· Direct Education that is series-based, increasing the number of contacts with SNAP eligible recipients as well as the number of Participants.

SNAP-Ed eligible Participants are recipients of or eligible for SNAP benefits or other means-tested federal assistance programs, such as Medicaid (MaineCare) or Temporary Assistance for Needy Families (TANF). The target population for SNAP-Ed also includes individuals residing in communities with a significant low-income population, which allows SNAP-Ed to be delivered in group settings such as schools and/or other community settings as allowable in the Plan Guidance. In January of 2024, one hundred eight one thousand, three hundred eight-five (181,385) Maine residents in one hundred four thousand, seven hundred thirty-eight (104,738) households received assistance through Maine SNAP.  Data to identify the current SNAP population and geographic distribution of SNAP recipients may be found at the OFI’s Data & Reports webpage. 

Through this RFP, the Department intends for SNAP-Ed services to be coordinated and delivered by an Implementing Agency who shall:

· Implement the most recently approved  SNAP-Ed Plan by delivering all approved services directly or by sub-contracting with local agencies for Statewide provision of services in Department Public Health Districts (including all sixteen counties);
· Assist in the development and drafting of future annual SNAP-Ed Plans and submit, under the direction and approval of the Department’s State Agency, into the National Program Evaluation and Reporting System (N-PEARS) for USDA Food and Nutrition Services (FNS) approval;
· Deliver SNAP-Ed programming using best practice guidelines from the most current Plan Guidance;
· Include Direct Education, PSE Change Strategies, and other strategies or projects in order to implement a comprehensive Statewide SNAP-Ed program that demonstrates fidelity to USDA standards and evidence-based approaches and reaches Maine residents with low incomes at all stages of their lives;
· Identify and utilize strategies to assure diversity, equity, and inclusion (DEI) in service delivery and projects, and deliver services with cultural competency, and identify the current process or policy used in any current programming and how staff are trained accordingly;
· Be responsible for training and monitoring Nutrition Educators Statewide;
· Conduct Social Marketing for SNAP-Ed activities and maintain the Maine SNAP-Ed website;
· Facilitate meetings and co-convene a State Nutrition Action Council (SNAC) in collaboration with the Department’s State Agency; 
· Demonstrate the effectiveness of SNAP-Ed interventions by following SNAP-Ed Evaluation Framework Guidelines and Indicators for reporting outcomes; and
· Utilize N-PEARS for required annual Plan submission and all reporting activities detailed in the Plan Guidance.
[bookmark: _Hlk156983114]
B. [bookmark: _Toc367174724][bookmark: _Toc397069192]General Provisions

2. [bookmark: _Toc367174725][bookmark: _Toc397069193]From the time the RFP is issued until award notification is made, all contact with the State regarding the RFP must be made through the RFP Coordinator.  No other person/ State employee is empowered to make binding statements regarding the RFP.  Violation of this provision may lead to disqualification from the bidding process, at the State’s discretion.
2. Issuance of the RFP does not commit the Department to issue an award or to pay expenses incurred by a Bidder in the preparation of a response to the RFP.  This includes attendance at personal interviews or other meetings and software or system demonstrations, where applicable.
2. All proposals must adhere to the instructions and format requirements outlined in the RFP and all written supplements and amendments (such as the Summary of Questions and Answers), issued by the Department.  Proposals are to follow the format and respond to all questions and instructions specified below in the “Proposal Submission Requirements” section of the RFP.
2. Bidders will take careful note that in evaluating a proposal submitted in response to the RFP, the Department will consider materials provided in the proposal, information obtained through interviews/presentations (if any), and internal Departmental information of previous contract history with the Bidder (if any).  The Department also reserves the right to consider other reliable references and publicly available information in evaluating a Bidder’s experience and capabilities.
2. The proposal must be signed by a person authorized to legally bind the Bidder and must contain a statement that the proposal and the pricing contained therein will remain valid and binding for a period of 180 days from the date and time of the bid opening.
2. The RFP and the awarded Bidder’s proposal, including all appendices or attachments, will be the basis for the final contract, as determined by the Department.
2. Following announcement of an award decision, all submissions in response to this RFP will be public records, available for public inspection pursuant to the State of Maine Freedom of Access Act (FOAA) (1 M.R.S. § 401 et seq.).
2. The Department, at its sole discretion, reserves the right to recognize and waive minor informalities and irregularities found in proposals received in response to the RFP.
2. All applicable laws, whether or not herein contained, are included by this reference.  It is the Bidder’s responsibility to determine the applicability and requirements of any such laws and to abide by them.

C. [bookmark: _Toc367174726][bookmark: _Toc397069194][bookmark: _Toc367174727][bookmark: _Toc397069195]Contract Term

The Department is seeking cost-efficient proposals to provide services, as defined in this RFP, for the anticipated contract period defined in the table below.  The dates below are estimated and may be adjusted, as necessary, in order to comply with all procedural requirements associated with the RFP and the contracting process.  The actual contract start date will be established by a completed and approved contract.

Contract Renewal:  Following the initial term of the contract, the Department may opt to renew the contract for three (3) renewal periods, as shown in the table below, and subject to continued availability of funding and satisfactory performance.

The term of the anticipated contract, resulting from the RFP, is defined as follows:

	Period
	Start Date
	End Date

	Initial Period of Performance
	1/1/2025
	9/30/2026

	Renewal Period #1
	10/1/2026
	9/30/2028

	Renewal Period #2
	10/1/ 2028
	9/30/2030

	Renewal Period #3
	10/1/2030
	9/30/2032



D. Number of Awards

The Department anticipates making one (1) award as a result of this RFP process.

[bookmark: _Toc367174728][bookmark: _Toc397069196]PART II	SCOPE OF SERVICES TO BE PROVIDED	

Specific instructions for the Bidder to provide a narrative response to the Scope of Services may be found in Part IV, Section III, Services to be Provided. 

A. Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed) Plan 

1. Implement and deliver a Statewide SNAP-Ed program that meets the specifications of the most recently approved annual SNAP-Ed Plan (refer to Appendix H for the most current SNAP-Ed Plan), demonstrating standards from the SNAP Ed Plan Guidance (Plan Guidance), including:
a. Implement SNAP-Ed nutrition education and obesity prevention services, consistent with the 2020-2025 Dietary Guidelines for Americans and MyPlate, that combine educational strategies, accompanied by supporting Policy, Systems, and Environmental (PSE) Change Strategies, demonstrated to facilitate adoption of food and physical activity choices and other nutrition-related behaviors conducive to the health and well-being of the individual.
2. Employ and/or subcontract with local agencies to assure SNAP-Ed services are available Statewide in all Department Public Health Districts in all sixteen (16) counties.  
a. All subcontracts shall be pre-approved by the Department’s State Agency and Food and Nutrition Service (FNS).
3. Develop future annual SNAP-Ed Plans, in collaboration with the Department’s State Agency, using current standards from the Plan Guidance  by:
a. Determining which Direct Education curricula and PSE Change Strategies will be included in future SNAP-Ed Plans by identifying:
i. The curricula that will be used for Direct Education activities;
ii. Which target populations the curricula will be used for, as determined from a needs assessment; 
iii. The total unduplicated number of Participants expected to use the curricula; 
iv. PSE strategies that are closely linked to Direct Education projects in order to support SNAP-Ed’s primary goals.
b. Providing a list of curricula and target populations for which the curricula and PSE Change Strategies will be used. 
c. Selecting and identifying strategies and curricula that are culturally appropriate and considering health and racial equity in programming to assure minimized disparities and improved outcomes.
i. Identify how the specific proposed curricula supports cultural competency for the target populations to be served. 
d. Identifying which PSE Change Strategies will be utilized and how they will be linked to Direct Education.
e. Detailing how many SNAP-Ed Participants will be served in its SNAP-Ed Plan based on a well detailed needs assessment.
f. Addressing how the Implementing Agency will assure continued operations meeting all Federal and State guidelines during a public health emergency or other conditions affecting in-person programming such as in rural areas.

B. SNAP-Ed Education

1. Implement the Direct Education projects outlined in the current Plan that use evidence-based and/or promising practice curricula (as defined by United States Department of Agriculture (USDA)) and reaches the maximum SNAP-Ed target audience across the lifespan. 
2. Pilot additional evidence-based nutrition education curricula, as determined on a case-by-case basis and with Department’s State Agency approval. 
3. Deliver a program that serves both Direct Participants and indirect Participants (i.e., parents receiving materials sent home with their children). 
4. Ensure programming promotes water consumption and other messages that encourage healthier beverage choices over sugar-sweetened beverage consumption through Direct Education, PSE Change Strategy efforts, and Social Marketing campaigns.

C. Technology, Website, and Social Marketing

1. Utilize technology that enhances program efficacy and efficiency and maintains the functions identified in the SNAP-Ed Plan, including technology necessary to conduct conference calls and trainings.
2. Maintain and keep current a website for staff and Nutrition Educators which provides nutrition-related documents, curricula, links to tools and resources, guidance and consistent information about best practices, allowable procedures, and other relevant information and materials needed to successfully implement the SNAP-Ed program. 
a. Maintain and update at least monthly, an online calendar to track classes being offered by Nutrition Educators. 
i. Ensure the calendar is available to the Department’s State Agency for consistent review. 
3. Continue the SNAP-Ed Social Marketing campaign “Shop, Cook and Eat Healthy on a Limited Budget” by:
a. Conducting the Social Marketing campaign as an additional nutrition education project to achieve the overall goal of increasing Supplemental Nutrition Assistance Program (SNAP) eligible participation in nutrition education projects and activities. 
b. Using existing materials developed and approved in the previous SNAP-Ed Plans for the “Shop, Cook, Eat” Social Marketing campaign. 
c. Continuing to promote other Social Marketing campaigns previously implemented including, social norms marketing to promote consumption of water and fruits and vegetables among youth. 
d. Maintaining a digital marketing campaign using the Maine SNAP-Ed website and Facebook pages. 
4. Comply with the State’s MaineIT Policies, specifically:
a. Digital Accessibility Policy;
b. Social Media for State Business Policy;
c. Information Security Policy, specifically:
i. 5.6 Backups; and
ii. 5.26 Vulnerability Management.
e. Ensuring no data is released regarding the usage of the website(s) without the written approval from the Department’s State Agency. This is regardless of whether the data would be given away, sold, bartered, or any through any other arrangement. 
f. [bookmark: _Hlk158816562]Ensuring any data collected, used, and reported on will be de-identified meeting the definition of TLP White as per MaineIT Data Classification Policy. 
g. Ensuring the website(s) does not include: 
i. TikTok, which describes the social networking service TikTok or any successor application or service developed or provided by ByteDance Limited or an entity owned by ByteDance Limited.

D. PSE Change Strategies 

1. Implement evidence-based PSE Change Strategies for Nutrition Educators that enhance the Direct Education projects and Social Marketing campaign, as approved in the Maine SNAP-Ed Plan. 
a. Ensure all PSE Change Strategies are approved by the Department’s State Agency and meet USDA SNAP-Ed guidelines. 
b. Provide training and assistance to Nutrition Educators in implementing PSE Change Strategies in their communities. 
c. Ensure Nutrition Educators meet PSE expectations outlined in the Plan Guidance.

E. Training Requirements

1. Deliver training to staff and/or subcontractors to assure Nutrition Educators perform work to the standards specified in the SNAP-Ed Plan for the effective implementation and delivery of the SNAP-Ed program.
a. Obtain written approval from the Department’s State Agency prior to hosting or attending conferences/trainings by providing the Department’s State Agency an itemized budget for all costs associated with such conferences/trainings. 
b. Ensure training includes monthly calls and at a minimum, one (1) Statewide training. 
2. Develop and utilize training materials including an orientation guide to train Nutrition Educators to comply with the standards provided in the SNAP-Ed Plan and Plan Guidance, including information on: 
a. Background;
b. Communication;
c. Plan Guidance;
d. Cost Policy and Procedures;
e. Programming; and 
f. Reporting. 
3. Ensure all new Nutrition Educators are fully trained in all required curriculum within three (3) weeks following employment and before conducting Direct Education. 
4. Provide training to all staff on using and adapting curricula for special populations, including, but not limited to: 
a. Immigrants and New Americans;
b. Tribal members;
c. People with intellectual disabilities; and
d. Students with special education needs. 
5. Provide training on proper food safety and handling techniques. 
6. Work with the Department’s State Agency to ensure annual civil rights training is provided to all staff interacting with SNAP-Ed Participants and document completion of the training.

F. Technical Assistance for Nutrition Educators

1. Employ and train Nutrition Program Coordinators to provide management and technical assistance (mentoring and oversight) to each Nutrition Educator on the SNAP-Ed grant. 
2. Ensure Nutrition Program Coordinators conduct site visits to each Nutrition Educator at least once during the SNAP-Ed Plan year. 
a. Site visits shall include observation of selected nutrition education classes, activities, and/or food demonstrations being conducted by Nutrition Educators to allow for mentoring and ensure adherence to the SNAP-Ed curricula with fidelity. 
b. Submit copies of site visit reports to the Department’s State Agency upon completion. 
c. Provide a schedule of site visits to the Department’s State Agency to ensure management evaluation visits can be coordinated.

G. Communication Requirements  

1. Maintain regular communications with the Department’s State Agency, subcontractors, and other SNAP-Ed collaborating agencies.
2. Convene conference calls, at least one (1) monthly, with all subcontractors to communicate updates on the SNAP-Ed grant, consistent messages, and curricula to be used, information regarding training opportunities, sharing of information, and instructions on tasks required (such as completing work plans). 
3. Participate in meetings, via conference calls or in-person, with the Department’s State Agency every other week, to provide program implementation updates. 
a. Facilitate conference calls/meeting, provide an agenda in advance of each scheduled call/meeting, and provide recording of all calls and/or meeting minutes, with the Department’s State Agency, within two (2) business days following the call/meeting. 

H. Reporting Requirements 

1. Collect and maintain data for required reporting, including but not limited to:
a. Quarterly Reporting Forms – develop and submit reports to the Department’s State Agency on the progress of the deliverables outline in the contract resulting from this RFP, including any deliverables and/or data collected by subcontractors.
i. Provide copies of all reports to the Department’s State Agency as requested. 
ii. Conduct individual calls with subcontractors to jointly review related forms/reports and review any questions or concerns. 
b. National Program Evaluation and Reporting System (N-PEARS) and Outreach Reporting:
i. Utilize a web-based data management system to streamline data collection for N-PEARS and required reporting processes;
ii. Train and provide technical support to users;
iii. Ensure data is centrally compiled in order to track progress and identify problematic outreach areas. 
(1) Hold staff and/or subcontractors to reporting deadlines and ensure data collection is submitted upon completion of a class. 
iv. Facilitate regular (monthly) reporting to the Department’s State Agency and/or FNS to reflect the previous month’s activities. 
(1) Ensure monthly reporting to the Department’s State Agency reflects accurate and actual data/numbers to date and is corrected and updated as necessary to assure the Department’s State Agency has accurate outreach totals. 
(2) Use collected data to track and monitor progress of the contract deliverables.

I. Outreach and Culturally Appropriate Program for Underserved Populations 

1. Work to reach specific underserved populations as outlined in the SNAP-Ed Plan, including but not limited to: 
a. Individuals with chronic health conditions;
b. Individuals with intellectual disabilities;
c. New Americans; 
d. Tribal members; and 
e. Veterans.
2. Provide culturally appropriate programming to Participants, including but not limited to:
a. New Americans; 
b. Tribal members; and 
c. Minority Participants. 
3. Consult with a Maine Tribal Organization to assure that culturally appropriate SNAP-Ed services are delivered to Tribal members.

J. Equipment Inventory 

1. Maintain an up-to-date inventory list of all equipment purchased with Maine SNAP-Ed funding and provide the list to the Department’s State Agency upon request. 
a. All equipment and materials purchased with Maine SNAP-Ed funding are subject to reassignment and shall be returned to the Department’s State Agency within thirty (30) calendar days for circumstances as determined by the Department’s State Agency.

K. State Nutrition Action Council (SNAC)

1. Convene meetings of a SNAP-Ed SNAC with Statewide partners who implement obesity prevention or food security programs. 
2. Work collaboratively with the Department’s State Agency to recruit members and plan meeting agendas. 
3. Facilitate SNAC meetings by:
a. Developing and proving an agenda; and
b. Competing and providing minutes to SNAC members within five (5) business days following the meeting. 
4. Establish and convene sub-committees as approved by the Department’s State Agency. 
5. Utilize the SNAC as a method to coordinate efforts among partners doing similar work in the State as well as to explore ideas for leveraging resources and partners to increase the overall effectiveness of nutrition education Statewide through collective impact initiatives.
6. Ensure the SNAC works with the other involved organizations and programs identified in the SNAP-Ed Plan in order to coordinate delivery of education efforts and increase the overall impact.

L. Budget Oversight

1. Hold subcontractors responsible for collecting and providing information, expenses, and reports within established timeframes.
2. Monitor budget and inventory control through time and effort forms and monthly invoices submitted by subcontractors, including.
a. Ensuring receipts are submitted to the Implementing Agency for review to ensure expenses are allowable. 
i. Notify the subcontractor’s Fiscal Officer and/or Director when expenses are non-allowable and for correction. 
3. Review all documentation against each subcontractor’s financial reports and approved budgets prior to reimbursement. 
4. Ensure all agreements related to budgeting are provided in the form specified in the latest version of the Plan Guidance.

M. Quality Assurance and Evaluation 

1. Implement a quality assurance plan which provides oversight of quality assurance and internal evaluation activities assuring program quality and fidelity to curricula.
2. Perform self-evaluation activities, including those of subcontractors, to determine the quality of direct and indirect programming, as specified in the SNAP-Ed Plan. 
a. Ensure evaluation activities fit with SNAP-Ed Evaluation Framework indicators.
3. Assess short-, medium-, and long-term program outcomes of programmatic efforts and PSE Change Strategy outcomes to determine if SNAP-Ed programmatic goals and objectives are being met. 
4. Work collaboratively with the Department’s State Agency external evaluator, if applicable. 
a. Participate in meetings, at least monthly, with the Department’s State Agency and its external evaluator.
5. Ensure all subcontractors comply with evaluation activities. 

N. Performance Measures

1. Perform all services proposed in response to this RFP by achieving all Performance Measures listed in Table 1. 
0. Submit data to support the performance measure by submitting a summary utilizing Appendix I (Performance Measure Report Template) or via a third-party data source, as indicated within the performance measure data source column of Table 1. 
1. Collaborate with the Department’s State Agency to determine additional Performance Measure based on the requirements outline in the annual SNAP-Ed Plan. 

	Table 1
Mandatory Performance Measures

	

	Performance Measure
	Assessment Cycle
	Supportive Documentation and Performance Measure Data Source

	a.
	Twenty-five percent (25%) of program Participants will demonstrate greater knowledge on how to purchase healthy foods on a limited budget
	Quarterly 
	Appendix I

	b.
	Twenty-five percent (25%) of program Participants will demonstrate greater confidence in purchasing healthy foods on a limited budget
	Quarterly 
	Appendix I

	c.
	Twenty-five percent (25%) of program Participants will demonstrate greater ability to purchase healthy foods on a limited budget
	Quarterly 
	Appendix I

	d.
	Twenty-five percent (25%) of program Participants will demonstrate greater knowledge on how to cook healthy meals and snacks at home
	Quarterly 
	Appendix I

	e.
	Twenty-five percent (25%) of program Participants will demonstrate greater confidence in cooking healthy meals and snacks at home
	Quarterly 
	Appendix I

	f.
	Twenty-five percent (25%) of program Participants will demonstrate greater ability to cook healthy meals and snacks at home
	Quarterly 
	Appendix I

	g.
	Twenty-five percent (25%) of program Participants will demonstrate greater knowledge about the importance of eating fruits and vegetables
	Quarterly 
	Appendix I

	h.
	Twenty-five percent (25%) of program Participants will consume more fruits and vegetables
	Quarterly 
	Appendix I

	i.
	Twenty-five percent (25%) of program Participants will demonstrate greater knowledge about the importance of physical activity
	Quarterly 
	Appendix I

	j.
	Twenty-five percent (25%) of program Participants will demonstrate decreased consumption of sugar-sweetened beverages
	Quarterly 
	Appendix I



O. Reports

1. Track and record all data/information necessary to complete the required reports/On-Site Visit listed in Table 2:

	Table 2 – Required Reports

	Name of Report or On-Site Visit
	Description or Appendix #

	a.
	Performance Measures Report
	Status of performance measures outline in the SNAP-Ed Plan and Table 1 of this RFP

	b.
	Department On-Site Visits
	As agreed, between the Department’s State Agency and Implementing Agency, including subcontractors

	c.
	SNAP-Ed Status Report
	A narrative summarizing activities and dashboard summarizing total Participants

	d.
	SNAP-Ed Annual Report 
	An annual report meeting FNS annual report standards as detailed in the Plan Guidance and entered in N-PEARS.

	e.
	Monthly Financial Reports
	Located at the Department’s Division of Contract Management website

	f.
	Contract Closeout Report
	Located at the Department’s Division of Contract Management website



2. Submit all the required reports to the Department in accordance with the timelines established in Table 3:
a. Provide periodic status updates to the Department on all activities, financial reporting, and federally required reporting activities outlined in the Plan Guidance. 

	Table 3 – Required Reports Timelines

	Name of Report or On-Site Visit
	Period Captured by Report or On-Site Visit
	Due Date

	a.
	Performance Measures Report
	Each Quarter
	Thirty (30) calendar days after each quarter

	b.
	Department On-Site Visits
	Point-in-time
	Annually, at the Department’s discretion

	c.
	SNAP-Ed Status Report
	Each Quarter
	Thirty (30) calendar days after each quarter

	d.
	SNAP-Ed Annual Report
	Each Year
	Due to Department by December 15th for internal reviews in order to be submitted to FNS by January 31st of each year

	e.
	Monthly Financial Reports
	Each Quarter
	Forty-five (45) calendar days after the end of each quarter

	f.
	Contract Closeout Report
	Each Year
	Sixty (60) calendar days following the close of the contract period



[bookmark: _Toc367174729][bookmark: _Toc397069197]

PART III 	KEY RFP EVENTS

A. [bookmark: _Toc367174732][bookmark: _Toc397069200]Informational Meeting

The Department will sponsor an Informational Meeting concerning the RFP beginning at the date, time and location shown on the RFP cover page.  The purpose of the Informational Meeting is to answer and/or field questions, clarify for potential Bidders any aspect of the RFP requirements that may be necessary and provide supplemental information to assist potential Bidders in submitting responses to the RFP.  Although attendance at the Informational Meeting is not mandatory, it is strongly encouraged that interested Bidders attend.

B. Questions

1. General Instructions: It is the responsibility of all Bidders and other interested parties to examine the entire RFP and to seek clarification, in writing, if they do not understand any information or instructions.
a. Bidders and other interested parties must use Appendix J (Submitted Questions Form) for submission of questions.  If used, the form is to be submitted as a WORD document.
b. Questions must be submitted, by e-mail, and received by the RFP Coordinator identified on the cover page of the RFP as soon as possible but no later than the date and time specified on the RFP cover page.
c. The RFP number and title must be included in the subject line of the e-mail containing the submitted questions.  The Department assumes no liability for assuring accurate/complete/on-time e-mail transmission and receipt.

2. [bookmark: _Hlk114217410][bookmark: _Hlk114216960]Question & Answer Summary: Responses to all questions will be compiled in writing and posted on the State’s Office of State Procurement Services (RFP) Page  no later than seven (7) calendar days prior to the proposal due date.  It is the responsibility of all interested parties to go to this website to obtain a copy of the Question & Answer Summary.  Only those answers issued in writing on this website are considered binding.

C. [bookmark: _Toc367174733][bookmark: _Toc397069201]Amendments

All amendments released in regard to the RFP will be posted on the State’s Office of State Procurement Services RFP Page.  It is the responsibility of all interested parties to go to this website to obtain amendments.  Only those amendments posted on this website are considered binding.

D. Notice of Intent to Bid

1. Notice of Intent Due:  Bidders interested in submitting a proposal are required to submit Appendix K (Notice of Intent to Bid Form) by the date and time specified on this RFP’s cover page.

Failure to submit a Notice of Intent to Bid by this deadline will automatically result in a Bidder’s proposal being disqualified from the evaluation process.

2. Submission: Notices of Intent to Bid are to be submitted only to the RFP Coordinator by the date and time listed on this RFP’s cover page.  Bidders are responsible for allowing adequate time for delivery.  The Department assumes no liability for assuring accurate/complete/on-time e-mail transmission and receipt. 

E. Proposal Submission

1. Proposals Due: Proposals must be received no later than 11:59 p.m. local time, on the date listed on the cover page of the RFP.  
a. Any e-mails containing original proposal submissions or any additional or revised proposal files, received after the 11:59 p.m. deadline, will be rejected without exception.

2. Delivery Instructions: E-mail proposal submissions must be submitted to the Office of State Procurement Services at Proposals@maine.gov.
a. Only proposal submissions received by e-mail will be considered.  The Department assumes no liability for assuring accurate/complete e-mail transmission and receipt.
i. Proposal submission e-mails that are successfully received by the proposals@maine.gov inbox will receive an automatic reply stating as such.
b. E-mails containing links to file sharing sites or online file repositories will not be accepted as submissions.  Only e-mail proposal submissions that have the actual requested files attached will be accepted.
c. [bookmark: _Hlk62561509]Encrypted e-mails received which require opening attachments and logging into a proprietary system will not be accepted as submissions. Bidders should work with their Information Technology team to ensure that the proposal submission will not be encrypted due to any security settings. 
d. File size limits are 25MB per e-mail.  Bidders may submit files separately across multiple e-mails, as necessary, due to file size concerns. All e-mails and files must be received by the due date and time listed above.

3. Submission Format:
a. Bidders are to insert the following into the subject line of their e-mail proposal submission: “RFP# 202406107 Proposal Submission – [Bidder’s Name]”
b. Bidder’s proposal submissions are to be broken down into multiple files, with each file named as it is titled in bold below, and include:

· File 1 [Bidder’s Name] – Preliminary Information: 
PDF format preferred
Appendix A (Proposal Cover Page)
Appendix B (Responsible Bidder Certification)
All required documentation stated in PART IV, Section I.

· File 2 [Bidder’s Name] – Organization Qualifications and Experience:
PDF format preferred
Appendix C (Organization Qualifications and Experience Form)
Appendix D (Subcontractor Form), if applicable
Appendix E (Litigation Form)
All required information and attachments stated in PART IV, Section II.

· File 3 [Bidder’s Name] – Proposed Services: 
PDF format preferred
Appendix F (Response to Proposed Services)
All required information and attachments stated in PART IV, Section III.

· File 4 [Bidder’s Name] – Allocation Acknowledgement, Cost Proposal and Budget Narrative:
Excel and PDF format preferred
Appendix G (Estimated Snap-Ed FY2025 Allocation Acknowledgement, Cost Proposal and Budget Narrative) 
All required information and attachments stated in PART IV, Section IV.
[bookmark: _Toc367174734][bookmark: _Toc397069202]
PART IV 	PROPOSAL SUBMISSION REQUIREMENTS

[bookmark: _Toc367174736][bookmark: _Toc397069205]This section contains instructions for Bidders to use in preparing their proposals. The Department seeks detailed yet succinct responses that demonstrate the Bidder’s qualifications, experience, and ability to perform the requirements specified throughout the RFP.

Bidder proposals must follow the outline used below, including the numbering, section, and sub-section headings.  Failure to use the outline specified in PART IV, or failure to respond to all questions and instructions throughout the RFP, may result in the proposal being disqualified as non-responsive or receiving a reduced score.  The Department, and its evaluation team, has sole discretion to determine whether a variance from the RFP specifications will result either in disqualification or reduction in scoring of a proposal.  Rephrasing of the content provided in the RFP will, at best, be considered minimally responsive.

Bidders are not to provide additional attachments beyond those specified in the RFP for the purpose of extending their response.  Additional materials not requested will not be considered part of the proposal and will not be evaluated. Bidders must include any forms provided in the submission package or reproduce those forms as closely as possible.  All information must be presented in the same order and format as described in the RFP.

Proposal Format and Contents 

Section I 	Preliminary Information (File #1)

0. Proposal Cover Page
Bidders must complete Appendix A (Proposal Cover Page).  It is critical that the cover page show the specific information requested, including Bidder address(es) and other details listed. The Proposal Cover Page must be dated and signed by a person authorized to enter into contracts on behalf of the Bidder.

0. Responsible Bidder Certification
Bidders must complete Appendix B (Responsible Bidder Certification). The Responsible Bidder Certification must be dated and signed by a person authorized to enter into contracts on behalf of the Bidder.

Section II	Organization Qualifications and Experience (File #2)

1. Overview of the Organization
Bidders must complete Appendix C (Qualifications and Experience Form) describing their qualifications and skills to provide the requested services in the RFP. Bidders must include three (3) examples of projects within the last five (5) years, which demonstrate their experience and expertise in performing these services as well as highlighting the Bidder’s stated qualifications and skills.

2. Subcontractor 
If subcontractors are to be used, including consultants, Bidders must complete Appendix D (Subcontractor Form) providing a list that specifies the name, address, phone number, contact person, and a brief description of the subcontractors’ organizational capacity and qualifications. 

3. Organizational Chart 
[bookmark: _Hlk112404766][bookmark: _Hlk115357763]Bidders must provide an enterprise-wide organization chart showing officers, major organization components, and the project team proposed to meet the requirements of this RFP. This chart must indicate to whom the project team reports.  Note: individual project team positions are to be identified in the job description and staffing plan requirements of Appendix F (Response to Proposed Services).  

4. Litigation 
[bookmark: _Hlk115357806]Bidders must complete Appendix E (Litigation Form) providing a list of all current litigation in which the Bidder is named and a list of all closed cases that have closed within the past five (5) years in which the Bidder paid the claimant either as part of a settlement or by decree.  For each, list the entity bringing suit, the complaint, the accusation, amount, and outcome. If no litigation has occurred, write “none” on Appendix E (Litigation Form).

5. Financial Viability
[bookmark: _Hlk519601107]Bidders must provide the three (3) most recent years of Financial Statements audited or reviewed by a Certified Public Accountant.

6. Certificate of Insurance 
Bidders must provide a valid certificate of insurance on a standard ACORD form (or the equivalent) evidencing the Bidder’s general liability, professional liability and any other relevant liability insurance policies that might be associated with the proposed services.

	Required Attachments Related to Organization Qualifications and Experience 

	Attachment #:
	Attachment Name:

	One (1)
	Qualifications and Experience Form 

	Two (2)
	Subcontractor Form

	Three (3)
	Organizational Chart

	Four (4)
	Litigation Form

	Five (5)
	Financial Viability  

	Six (6)
	Certificate of Insurance



Attachments 1 – 6 must be included in numerical order, as part of File 2, as outlined in PART III “Submitting the Proposal” of this RFP.  Attachments 1 – 6 will be reviewed and evaluated by the Department’s evaluation team under the Organization Qualifications and Experience section of this RFP.

Section III 	Proposed Services (File #3)

[bookmark: _Hlk83294482]Bidder must complete Appendix F (Response to Proposed Services) by providing a detailed response to the requirements outlined in this RFP. 

	Required Attachments Related to Proposed Services 

	Attachment #:
	Attachment Name:

	Seven (7)
	Examples of Reports or Reporting Forms

	Eight (8)
	Staffing Plan

	Nine (9)
	Position Qualifications and Job Descriptions

	Ten (10) 
	Management/Work Plan

	Eleven (11) 
	Overall SNAP-Ed Program Implementation/Work Plan



Attachments 7 – 11 must be included in numerical order, as part of File 3, as outlined in PART III “Submitting the Proposal” of this RFP.  Attachments 7 – 11 will be reviewed and evaluated by the Department’s evaluation team under the Proposed Services section of this RFP.

Section IV	Allocation Acknowledgement, Cost Proposal and Budget Narrative (File #4)

1. General Instructions
a. Bidders must submit the allocation acknowledgement form and cost proposal that covers the period, starting 1/1/2025 and ending on 9/30/2026.  Bidders are expected to submit a budget form based on the Fiscal Year (FY) 2025 estimated SNAP-Ed allocation for the State of Maine. The funding allocation for FFY 2025 may be obtained at the USDA SNAP-Ed Connection webpage.
b. The cost proposal must include the costs necessary for the Bidder to fully comply with the contract terms, conditions, and RFP requirements.
c. No costs related to the preparation of the proposal for the RFP, or to the negotiation of the contract with the Department, may be included in the proposal.  Only costs to be incurred after the contract effective date that are specifically related to the implementation or operation of contracted services may be included.

2. Cost Proposal Form Instructions
a. Bidders must fill out Appendix G (Estimated Snap-Ed FY2025 Allocation Acknowledgement, Cost Proposal and Budget Narrative), following the instructions detailed here and in the form.  Failure to provide the requested information, and to follow the required cost proposal format provided, may result in disqualification or reduction in scoring of the cost proposal, at the discretion of the Department.
b. Budget Narrative:  Bidders are to include a brief budget narrative to explain the basis for determining the expenses submitted on the budget forms.  
[bookmark: _Toc367174742][bookmark: _Toc397069206][bookmark: _Toc367174744][bookmark: _Toc397069208]
PART V	PROPOSAL EVALUATION AND SELECTION

Evaluation of the submitted proposals will be accomplished as follows:

1. [bookmark: _Toc367174743][bookmark: _Toc397069207]Evaluation Process – General Information

1. An evaluation team, composed of qualified reviewers, will judge the merits of the proposals received in accordance with the criteria defined in the RFP.
2. Officials responsible for making decisions on the award selection will ensure that the selection process accords equal opportunity and appropriate consideration to all who are capable of meeting the specifications.  The goals of the evaluation process are to ensure fairness and objectivity in review of the proposals and to ensure that the contract is awarded to the Bidder whose proposal provides the best value to the State of Maine.
3. The Department reserves the right to communicate and/or schedule interviews/presentations with Bidders, if needed, to obtain clarification of information contained in the proposals received. The Department may revise the scores assigned in the initial evaluation to reflect those communications and/or interviews/presentations.  
4. Changes to proposals, including updating or adding information, will not be permitted during any portion of the evaluation process. Therefore, Bidders must submit proposals that present their rates and other requested information as clearly and completely as possible.

A. Scoring Weights and Process

1. Scoring Weights: Proposal scores will be based on a 100-point scale and will measure the degree to which each proposal meets the following criteria.

	Section I.
	Preliminary Information
Proposal materials to be evaluated in this section: all elements addressed in Part IV, Section I of the RFP.
	(No Points)

	Section II.
	Organization Qualifications and Experience Proposal materials to be evaluated in this section: all elements addressed above in Part IV, Section II of the RFP.
	(25 points)

	Section III.
	Proposed Services 
Proposal materials to be evaluated in this section: all elements addressed above in Part IV, Section III of the RFP.
	(40 points)

	Section IV.
	Allocation Acknowledgement, Cost Proposal and Budget Narrative
Proposal materials to be evaluated in this section: all elements addressed above in Part IV, Section IV of the RFP.
	(35 points) 



2. Scoring Process:  The evaluation team will use a consensus approach to evaluate and score Sections II & III above.  Members of the evaluation team will not score those sections individually but, instead, will arrive at a consensus as to assignment of points for each of those sections.  Sections IV, the Cost Proposal, will be scored as described below.

Sections IV Cost, all Bidders will receive 25 points for submitting a signed Appendix G (Estimated Snap-Ed FY2025 Allocation Acknowledgement, Cost Proposal, and Budget Narrative).  Bidders who do not submit a signed Appendix G will receive 0 points.

The remaining ten (10) points allocated to the Cost Proposal and Budget Narrative will be used to evaluate the responsiveness of the budget and narrative materials.  Members of the evaluation team will consider whether the project work and cost estimates (tasks & budget) are reasonable for the expected outcomes (Appendix G). The evaluation team will use a consensus approach to evaluate and score the budget narrative.

No Best and Final Offers: The State of Maine will not seek or accept a best and final offer (BAFO) from any Bidder in this procurement process.  All Bidders are expected to provide their best value pricing with the submission of their proposal.

3. Negotiations:  The Department reserves the right to negotiate with the awarded Bidder to finalize a contract. Such negotiations may not significantly vary the content, nature or requirements of the proposal or the Department’s Request for Proposal to an extent that may affect the price of goods or services requested.  The Department reserves the right to terminate contract negotiations with an awarded Bidder who submits a proposed contract significantly different from the proposal they submitted in response to the advertised RFP.  In the event that an acceptable contract cannot be negotiated with the highest ranked Bidder, the Department may withdraw its award and negotiate with the next-highest ranked Bidder, and so on, until an acceptable contract has been finalized.  Alternatively, the Department may cancel the RFP, at its sole discretion.

B. [bookmark: _Toc367174745][bookmark: _Toc397069209]Selection and Award

1. The final decision regarding the award of the contract will be made by representatives of the Department subject to approval by the State Procurement Review Committee.
2. Notification of conditional award selection or non-selection will be made in writing by the Department.
3. Issuance of the RFP in no way constitutes a commitment by the State of Maine to award a contract, to pay costs incurred in the preparation of a response to the RFP, or to pay costs incurred in procuring or contracting for services, supplies, physical space, personnel or any other costs incurred by the Bidder. 
4. [bookmark: _Toc367174746][bookmark: _Toc397069210]The Department reserves the right to reject any and all proposals or to make multiple awards. 

C. Appeal of Contract Awards 

Any person aggrieved by the award decision that results from the RFP may appeal the decision to the Director of the Bureau of General Services in the manner prescribed in 5 M.R.S.A. § 1825-E and 18-554 Code of Maine Rules  Chapter 120.  The appeal must be in writing and filed with the Director of the Bureau of General Services, 9 State House Station, Augusta, Maine, 04333-0009 within 15 calendar days of receipt of notification of conditional contract award.

[bookmark: _Toc367174747][bookmark: _Toc397069211]
PART VI	CONTRACT ADMINISTRATION AND CONDITIONS

A. [bookmark: _Toc367174748][bookmark: _Toc397069212]Contract Document

1. [bookmark: _Hlk69043174]The awarded Bidder will be required to execute a State of Maine Service Contract with appropriate riders as determined by the issuing department.  

The complete set of standard State of Maine Service Contract documents, along with other forms and contract documents commonly used by the State, may be found on the Office of State Procurement Services forms website.

Forms and contract documents commonly used by the Department can be found on the Department’s Division of Contract Management website.

2. Allocation of funds is final upon successful negotiation and execution of the contract, subject to the review and approval of the State Procurement Review Committee.  Contracts are not considered fully executed and valid until approved by the State Procurement Review Committee and funds are encumbered.  No contract will be approved based on an RFP which has an effective date less than fourteen (14) calendar days after award notification to Bidders.  (Referenced in the regulations of the Department of Administrative and Financial Services, Chapter 110, § 3(B)(i).)

This provision means that a contract cannot be effective until at least fourteen (14) calendar days after award notification.

3. The State recognizes that the actual contract effective date depends upon completion of the RFP process, date of formal award notification, length of contract negotiation, and preparation and approval by the State Procurement Review Committee.  Any appeals to the Department’s award decision(s) may further postpone the actual contract effective date, depending upon the outcome.  The contract effective date listed in the RFP may need to be adjusted, if necessary, to comply with mandated requirements.

4. In providing services and performing under the contract, the awarded Bidder must act as an independent contractor and not as an agent of the State of Maine.

B. [bookmark: _Toc367174749][bookmark: _Toc397069213]Standard State Contract Provisions

1. [bookmark: _Toc367174750][bookmark: _Toc397069214]Contract Administration
Following the award, a Contract Administrator from the Department will be appointed to assist with the development and administration of the contract and to act as administrator during the entire contract period.  Department staff will be available after the award to consult with the awarded Bidder in the finalization of the contract.

2. Payments and Other Provisions
The State anticipates paying the Contractor on the basis of net 30 payment terms, upon the receipt of an accurate and acceptable invoice.  An invoice will be considered accurate and acceptable if it contains a reference to the State of Maine contract number, contains correct pricing information relative to the contract, and provides any required supporting documents, as applicable, and any other specific and agreed-upon requirements listed within the contract that results from the RFP.

PART VII	LIST OF RFP APPENDICES AND RELATED DOCUMENTS


Appendix A – Proposal Cover Page

Appendix B – Responsible Bidder Certification

Appendix C – Qualifications and Experience Form

Appendix D – Subcontractor Form

Appendix E – Litigation Form

Appendix F – Response to Proposed Services 

Appendix G – Estimated Snap-Ed FY2025 Allocation Acknowledgement, Cost Proposal, and Budget Narrative 

Appendix H – Currently Approved SNAP-Ed Plan

Appendix I – Performance Measure Report Template

Appendix J – Submitted Questions Form

Appendix K – Notice of Intent to Bid 


[bookmark: QuickMark]
APPENDIX A

State of Maine 
Department of Health and Human Services
[bookmark: _Hlk69043258]Office for Family Independence
PROPOSAL COVER PAGE
RFP# 202406107
Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed) 

	Bidder’s Organization Name:
	

	Vendor Customer Code 
(for current State of Maine vendors):
	VC

	Chief Executive - Name/Title:
	

	Tel:
	
	E-mail:
	

	Headquarters Street Address:
	

	Headquarters City/State/Zip:
	

	(Provide information requested below if different from above)

	Lead Point of Contact for Proposal - Name/Title:
	

	Tel:
	
	E-mail:
	

	Street Address:
	

	City/State/Zip:
	



· This proposal and the pricing structure contained herein will remain firm for a period of 180 days from the date and time of the bid opening.
· No personnel currently employed by the Department or any other State agency participated, either directly or indirectly, in any activities relating to the preparation of the Bidder’s proposal.
· No attempt has been made, or will be made, by the Bidder to induce any other person or firm to submit or not to submit a proposal.
· The above-named organization is the legal entity entering into the resulting contract with the Department if they are awarded the contract.
· The undersigned is authorized to enter contractual obligations on behalf of the above-named organization.

To the best of my knowledge, all information provided in the enclosed proposal, both programmatic and financial, is complete and accurate at the time of submission.

	Name (Print):


	Title:

	Authorized Signature:


	Date:



23
State of Maine RFP# 202406107
Rev. 8/14/2024 – DAFS/Office of State Procurement Services 
(DHHS Rev. 8/2024 – Subrecipient Services)
APPENDIX B

State of Maine 
Department of Health and Human Services
[bookmark: _Hlk124430822]Office for Family Independence 
RESPONSIBLE BIDDER CERTIFICATION
[bookmark: _Hlk168563609]RFP# 202406107
Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed)

	Bidder’s Organization Name:
	



[bookmark: _Hlk69043375]By signing this document, I certify to the best of my knowledge and belief that the aforementioned organization, its principals and any subcontractors named in this proposal:
a. Are not presently debarred, suspended, proposed for debarment, and declared ineligible or voluntarily excluded from bidding or working on contracts issued by any governmental agency.
b. Have not within three (3) years of submitting the proposal for this contract been convicted of or had a civil judgment rendered against them for:
i. Fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a federal, state, or local government transaction or contract.
ii. Violating Federal or State antitrust statutes or committing embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property.
c. Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal, State or Local) with commission of any of the offenses enumerated in paragraph (b) of this certification.
d. Have not within a three (3) year period preceding this proposal had one or more federal, state, or local government transactions terminated for cause or default.
e. Have not entered into a prior understanding, agreement, or connection with any corporation, firm, or person submitting a response for the same materials, supplies, equipment, or services and this proposal is in all respects fair and without collusion or fraud. The above-mentioned entities understand and agree that collusive bidding is a violation of state and federal law and can result in fines, prison sentences, and civil damage awards.
f. Is not a foreign adversary business entity (https://www.maine.gov/oit/prohibited-technologies).
g. Is not on the list of prohibited companies (https://www.maine.gov/oit/prohibited-technologies) or does not obtain or purchase any information or communications technology or services included on the list of prohibited information and communications technology and services https://www.maine.gov/oit/prohibited-technologies (Title 5 §2030-B).
	Name (Print):

	Title:

	Authorized Signature:

	Date:



APPENDIX C

State of Maine 
Department of Health and Human Services
Office for Family Independence 
QUALIFICATIONS and EXPERIENCE FORM
RFP# 202406107
Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed)


	Bidder’s Organization Name:
	



	Present a brief statement of qualifications and describe the history of the Bidder’s organization, especially regarding skills pertinent to the specific work required by the RFP and any special or unique characteristics of the organization which would make it especially qualified to perform the required work activities.  You may expand this form and use additional pages to provide this information.

	



	Provide a description of three (3) projects that occurred within the past five (5) years which reflect experience and expertise needed in performing the functions described in Part II – Scope of Services to be Provided of the RFP.  Contract history with the State of Maine, whether positive or negative, may be considered in evaluating proposals even if not provided by the Bidder.



	Project One

	Business Reference Name:
	

	Reference Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Description of Project

	



	Project Two

	Business Reference Name:
	

	Reference Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Description of Project

	



	Project Three

	Business Reference Name:
	

	Reference Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Description of Project

	





APPENDIX D

State of Maine 
Department of Health and Human Services
Office for Family Independence 
SUBCONTRACTOR FORM
RFP# 202406107
Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed)

	[bookmark: _Hlk83294785]Bidder’s Organization Name:
	



	If subcontractors, including consultants, are to be used, provide each individual subcontractor’s business or consultant’s name, contact person, address, phone number, and a brief description of the subcontractor’s organizational or consultant’s capacity and qualifications.  Bidders should add additional Subcontractors/Consultants as needed.



	Subcontractor/Consultant

	Subcontractor Business or Consultant’s Name:
	

	Contact Person:
	

	Address:
	

	Phone Number:
	

	E-Mail:
	

	Subcontractor/consultant organizational capacity and qualifications

	



	Subcontractor/Consultant

	Subcontractor Business or Consultant’s Name:
	

	Contact Person:
	

	Address:
	

	Phone Number:
	

	E-Mail:
	

	Subcontractor’s organizational capacity and qualifications

	


[bookmark: _Hlk69043533]
APPENDIX E

State of Maine 
Department of Health and Human Services
Office for Family Independence 
LITIGATION FORM
RFP# 202406107
[bookmark: _Hlk158967695]Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed)


	Bidder’s Organization Name:
	



	Provide a list of all current litigation in which the Bidder is named and a list of all closed cases that have closed within the past five (5) years in which the Bidder paid the claimant either as part of a settlement or by decree.  For each, list the entity bringing suit, the complaint, the accusation, amount, and outcome.  If no litigation has occurred, write “none.”



	

	Case #
	

	Entity Filing Suit:
	

	Complaint/Accusation:
	

	Amount:
	

	Outcome
	

	

	Case #
	

	Entity Filing Suit:
	

	Complaint/Accusation:
	

	Amount:
	

	Outcome
	

	

	Case #
	

	Entity Filing Suit:
	

	Complaint/Accusation:
	

	Amount:
	

	Outcome
	

	
	





APPENDIX F

State of Maine 
Department of Health and Human Services
Office for Family Independence 
RESPONSE TO PROPOSED SERVICES 
[bookmark: _Hlk158895141]RFP# 202406107
Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed)


The response to proposed services form may be obtained in a Word (.docx) format by double clicking on the document icon below.







APPENDIX G

State of Maine 
Department of Health and Human Services
Office for Family Independence 
ESTIMATED SNAP-ED FY2025 ALLOCATION ACKNOWLEDGEMENT, 
COST PROPOSAL AND BUDGET NARRATIVE
RFP# 202406107
Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed) 


	Bidder’s Organization Name:
	

	Estimated Snap-Ed FY2025 Allocation Acknowledgement

	Bidders are not required to submit a competitive cost proposal.  Instead, Bidders are expected to submit a budget based on the Fiscal Year (FY) 2025 estimated SNAP-Ed allocation for the State of Maine. The funding allocation for FFY 2025 may be obtained at the USDA SNAP-Ed Connection webpage.


By signing and submitting this Estimated Snap-Ed FY2025 Allocation Acknowledgement Form, the Bidder agree funding allocation for the initial period of performance will be based on the Fiscal Year (FY) 2025 estimated SNAP-Ed allocation for the State of Maine.

	Name (Print):
	Title:

	Authorized Signature:
	Date:



[bookmark: _Hlk69043559][bookmark: _Hlk532550905][bookmark: _Hlk519768275]Bidders must submit a cost proposal that includes cost necessary for the Bidder to fully comply with the contract terms, conditions, and RFP requirements utilizing the Fiscal Year (FY) 2025 estimated SNAP-Ed allocation for the State of Maine.  The funding allocation for FFY 2025 may be obtained at the USDA SNAP-Ed Connection webpage.

The Budget Form may be obtained in an Excel (.xlsx) format by double clicking on the document icon below.






APPENDIX G (continued)

The Budget Form Instructions may be obtained in a PDF (.pdf) format by double clicking on the document icon below.




	Budget Narrative: Bidders are to include a brief budget narrative to explain the basis for determining the expenses submitted on the budget forms.

	





APPENDIX H

State of Maine 
Department of Health and Human Services
Office for Family Independence 
FY’24 SNAP-ED PLAN
RFP# 202406107
Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed)


The FY’24 SNAP-ED PLAN may be obtained in a PDF (.pdf) format by double clicking on the document icon below.






APPENDIX I

State of Maine 
Department of Health and Human Services
[bookmark: _Hlk124432262]Office for Family Independence 
PERFORMANCE MEASURE REPORT TEMPLATE
RFP# 202406107
Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed) 



[bookmark: _Hlk69043819]The performance measure report template may be obtained in an Excel (.xlsx) format by double clicking on the document icon below.







APPENDIX J

State of Maine 
Department of Health and Human Services
Office for Family Independence 
SUBMITTED QUESTIONS FORM
RFP# 202406107
Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed)

This form should be used by Bidders when submitting written questions to the RFP Coordinator as defined in Part III of the RFP. 

If a question is not related to any section of the RFP, enter “N/A” under the RFP Section & Page Number.  Add additional rows as necessary.  

	Organization Name:
	




	RFP Section & Page Number
	Question

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	






APPENDIX K

State of Maine 
Department of Health and Human Services
Office for Family Independence 
NOTICE OF INTENT TO BID FORM
RFP# 202406107
Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed)

	Bidder’s Organization Name:
	

	Chief Executive - Name/Title:
	

	Tel:
	
	E-mail:
	

	Headquarters Street Address:
	

	Headquarters City/State/Zip:
	

	(Provide information requested below if different from above)

	Lead Point of Contact for Proposal - Name/Title:
	

	Tel:
	
	E-mail:
	

	Headquarters Street Address:
	

	Headquarters City/State/Zip:
	



	Provide a brief description of the Bidder’s experience and ability to perform the work required within this RFP.

	




	Signature of person authorized to enter into the contract with the Department:

	Name (Print):

	Title:

	Authorized Signature:

	Date:
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Response  Submission Template 9.2023.docx


Response Submission Template 9.2023.docx
APPENDIX F

RFP# 202406107

Supplemental Nutrition Assistance Program Nutrition Education 

(SNAP-Ed)



RESPONSE TO PROPOSED SERVICES



		Bidder’s Organization Name:

		







INTRUCTIONS: Bidders must use this form to provide a response to Part IV, Section III Proposed Services.  Bidders may expand each of the response (white) spaces within this document in order to provide a full response to each requirement.



		Part IV, Section III     Proposed Services



		1. Services to be Provided

a. Discuss the Scope of Services referenced in Part II of the RFP and what the Bidder will offer. 

b. Give particular attention to describing the methods and resources to be used and how the tasks involved will be accomplished.  

c. Also, describe how the Bidder will ensure expectations and/or desired outcomes will be achieved as a result of the proposed services.  

d. If subcontractors/consultants are involved, clearly identify the work each will perform.



		Provide detail of how the Bidder will implement the SNAP-Ed Plan to deliver services outlined in Part II, Scope of Services to be Provided.



Part II

A. Supplemental Nutrition Assistance Program Nutrition Education (SNAP-Ed) Plan



		1. Implement and deliver a Statewide SNAP-Ed program that meets the specifications of the most recently approved annual SNAP-Ed Plan (refer to Appendix H for the most current SNAP-Ed Plan), demonstrating standards from the SNAP Ed Plan Guidance (Plan Guidance), including:

a. Implement SNAP-Ed nutrition education and obesity prevention services, consistent with the 2020-2025 Dietary Guidelines for Americans and MyPlate, that combine educational strategies, accompanied by supporting Policy, Systems, and Environmental (PSE) Change Strategies, demonstrated to facilitate adoption of food and physical activity choices and other nutrition-related behaviors conducive to the health and well-being of the individual.



		





		2. Employ and/or subcontract with local agencies to assure SNAP-Ed services are available Statewide in all Department Public Health Districts in all sixteen (16) counties.  

a. All subcontracts shall be pre-approved by the Department’s State Agency and Food and Nutrition Service (FNS).



		





		3. Develop future annual SNAP-Ed Plans, in collaboration with the Department’s State Agency, using current standards from the Plan Guidance  by:

a. Determining which Direct Education curricula and PSE Change Strategies will be included in future SNAP-Ed Plans by identifying:

i. The curricula that will be used for Direct Education activities;

ii. Which target populations the curricula will be used for, as determined from a needs assessment; 

iii. The total unduplicated number of Participants expected to use the curricula; 

iv. PSE strategies that are closely linked to Direct Education projects in order to support SNAP-Ed’s primary goals.

b. Providing a list of curricula and target populations for which the curricula and PSE Change Strategies will be used. 

c. Selecting and identifying strategies and curricula that are culturally appropriate and considering health and racial equity in programming to assure minimized disparities and improved outcomes.

i. Identify how the specific proposed curricula supports cultural competency for the target populations to be served. 

d. Identifying which PSE Change Strategies will be utilized and how they will be linked to Direct Education.

e. Detailing how many SNAP-Ed Participants will be served in its SNAP-Ed Plan based on a well detailed needs assessment.

f. Addressing how the Implementing Agency will assure continued operations meeting all Federal and State guidelines during a public health emergency or other conditions affecting in-person programming such as in rural areas.



		





		Describe in detail how the SNAP-Ed Plan would be implemented utilizing standards from the Plan Guidance and Toolkit.  In additional describe:

· Implementation and delivery of a Statewide SNAP-Ed program; 

· Employing and/or subcontracting with local agencies to ensure SNAP-Ed services are available Statewide in all Department Public Health Districts; and

· Development of future annual SNAP-Ed Plans.



		





		B. SNAP-Ed Education



		1. Implement the Direct Education projects outlined in the current Plan that use evidence-based and/or promising practice curricula (as defined by United States Department of Agriculture (USDA)) and reaches the maximum SNAP-Ed target audience across the lifespan. 



		





		2. Pilot additional evidence-based nutrition education curricula, as determined on a case-by-case basis and with Department’s State Agency approval. 



		





		3. Deliver a program that serves both Direct Participants and indirect Participants (i.e., parents receiving materials sent home with their children). 



		





		4. Ensure programming promotes water consumption and other messages that encourage healthier beverage choices over sugar-sweetened beverage consumption through Direct Education, PSE Change Strategy efforts, and Social Marketing campaigns.



		





		C. Technology, Website, and Social Marketing



		1. Utilize technology that enhances program efficacy and efficiency and maintains the functions identified in the SNAP-Ed Plan, including technology necessary to conduct conference calls and trainings.



		· Identify what technology will be used to deliver the SNAP-Ed program and meet State and federal reporting requirements, including State reporting N-PEARS.  Technology must include both the methods for delivering services as well as the required hardware, software, and use of electronic media.



		





		2. Maintain and keep current a website for staff and Nutrition Educators which provides nutrition-related documents, curricula, links to tools and resources, guidance and consistent information about best practices, allowable procedures, and other relevant information and materials needed to successfully implement the SNAP-Ed program. 

a. Maintain and update at least monthly, an online calendar to track classes being offered by Nutrition Educators. 

i. Ensure the calendar is available to the Department’s State Agency for consistent review.  



		





		3. Continue the SNAP-Ed Social Marketing campaign “Shop, Cook and Eat Healthy on a Limited Budget” by:

a. Conducting the Social Marketing campaign as an additional nutrition education project to achieve the overall goal of increasing Supplemental Nutrition Assistance Program (SNAP) eligible participation in nutrition education projects and activities. 

b. Using existing materials developed and approved in the previous SNAP-Ed Plans for the “Shop, Cook, Eat” Social Marketing campaign. 

c. Continuing to promote other Social Marketing campaigns previously implemented including, social norms marketing to promote consumption of water and fruits and vegetables among youth. 

d. Maintaining a digital marketing campaign using the Maine SNAP-Ed website and Facebook pages. 



		· Describe in detail a plan for developing and executing a Social Marketing and media campaign which integrate Maine SNAP-Ed “Shop, Cook and Eat” references.  



		





		4. Comply with the State’s MaineIT Policies, specifically:

a. Digital Accessibility Policy;

b. Social Media for State Business Policy;

c. Information Security Policy, specifically:

i. 5.6 Backups; and

ii. 5.26 Vulnerability Management.

e. Ensuring no data is released regarding the usage of the website(s) without the written approval from the Department’s State Agency. This is regardless of whether the data would be given away, sold, bartered, or any through any other arrangement. 

f. [bookmark: _Hlk158816562]Ensuring any data collected, used, and reported on will be de-identified meeting the definition of TLP White as per MaineIT Data Classification Policy. 

g. Ensuring the website(s) does not include: 

i. TikTok, which describes the social networking service TikTok or any successor application or service developed or provided by ByteDance Limited or an entity owned by ByteDance Limited.



		



		D. PSE Change Strategies



		1. Implement evidence-based PSE Change Strategies for Nutrition Educators that enhance the Direct Education projects and Social Marketing campaign, as approved in the Maine SNAP-Ed Plan. 

a. Ensure all PSE Change Strategies are approved by the Department’s State Agency and meet USDA SNAP-Ed guidelines. 

b. Provide training and assistance to Nutrition Educators in implementing PSE Change Strategies in their communities. 

c. Ensure Nutrition Educators meet PSE expectations outlined in the Plan Guidance.



		





		E. Training Requirements



		1. Deliver training to staff and/or subcontractors to assure Nutrition Educators perform work to the standards specified in the SNAP-Ed Plan for the effective implementation and delivery of the SNAP-Ed program.

a. Obtain written approval from the Department’s State Agency prior to hosting or attending conferences/trainings by providing the Department’s State Agency an itemized budget for all costs associated with such conferences/trainings. 

b. Ensure training includes monthly calls and at a minimum, one (1) Statewide training.  



		





		2. Develop and utilize training materials including an orientation guide to train Nutrition Educators to comply with the standards provided in the SNAP-Ed Plan and Plan Guidance, including information on: 

a. Background;

b. Communication;

c. Plan Guidance;

d. Cost Policy and Procedures;

e. Programming; and 

f. Reporting.  



		





		3. Ensure all new Nutrition Educators are fully trained in all required curriculum within three (3) weeks following employment and before conducting Direct Education. 



		





		4. Provide training to all staff on using and adapting curricula for special populations, including, but not limited to: 

a. Immigrants and New Americans;

b. Tribal members;

c. People with intellectual disabilities; and

d. Students with special education needs.  



		





		5. Provide training on proper food safety and handling techniques. 



		





		6. Work with the Department’s State Agency to ensure annual civil rights training is provided to all staff interacting with SNAP-Ed Participants and document completion of the training.



		





		· Describe in detail a Training Plan that ensures all staff and/or subcontractors are prepared to deliver services to the standards identified in the Plan Guidance and a SNAP-Ed Plan.  



		





		F. Technical Assistance for Nutrition Educators



		1. [bookmark: _Hlk61440699]Employ and train Nutrition Program Coordinators to provide management and technical assistance (mentoring and oversight) to each Nutrition Educator on the SNAP-Ed grant. 



		





		2. Ensure Nutrition Program Coordinators conduct site visits to each Nutrition Educator at least once during the SNAP-Ed Plan year. 

a. Site visits shall include observation of selected nutrition education classes, activities, and/or food demonstrations being conducted by Nutrition Educators to allow for mentoring and ensure adherence to the SNAP-Ed curricula with fidelity. 

b. Submit copies of site visit reports to the Department’s State Agency upon completion. 

c. Provide a schedule of site visits to the Department’s State Agency to ensure management evaluation visits can be coordinated.



		





		G. Communication Requirements



		1. [bookmark: _Hlk61440781]Maintain regular communications with the Department’s State Agency, subcontractors, and other SNAP-Ed collaborating agencies.



		





		2. Convene conference calls, at least one (1) monthly, with all subcontractors to communicate updates on the SNAP-Ed grant, consistent messages, and curricula to be used, information regarding training opportunities, sharing of information, and instructions on tasks required (such as completing work plans). 



		





		3. Participate in meetings, via conference calls or in-person, with the Department’s State Agency every other week, to provide program implementation updates. 

a. Facilitate conference calls/meeting, provide an agenda in advance of each scheduled call/meeting, and provide recording of all calls and/or meeting minutes, with the Department’s State Agency, within two (2) business days following the call/meeting.  



		





		H. Reporting Requirements



		1. Collect and maintain data for required reporting, including but not limited to:

a. Quarterly Reporting Forms – develop and submit reports to the Department’s State Agency on the progress of the deliverables outline in the contract resulting from this RFP, including any deliverables and/or data collected by subcontractors.

i. Provide copies of all reports to the Department’s State Agency as requested. 

ii. Conduct individual calls with subcontractors to jointly review related forms/reports and review any questions or concerns. 

b. National Program Evaluation and Reporting System (N-PEARS) and Outreach Reporting:

i. Utilize a web-based data management system to streamline data collection for N-PEARS and required reporting processes;

ii. Train and provide technical support to users;

iii. Ensure data is centrally compiled in order to track progress and identify problematic outreach areas. 

(1) Hold staff and/or subcontractors to reporting deadlines and ensure data collection is submitted upon completion of a class. 

iv. Facilitate regular (monthly) reporting to the Department’s State Agency and/or FNS to reflect the previous month’s activities. 

(1) Ensure monthly reporting to the Department’s State Agency reflects accurate and actual data/numbers to date and is corrected and updated as necessary to assure the Department’s State Agency has accurate outreach totals. 

(2) Use collected data to track and monitor progress of the contract deliverables.



		





		I. Outreach and Culturally Appropriate Program for Underserved Populations



		1. Work to reach specific underserved populations as outlined in the SNAP-Ed Plan, including but not limited to: 

a. Individuals with chronic health conditions;

b. Individuals with intellectual disabilities;

c. New Americans; 

d. Tribal members; and 

e. Veterans.



		





		2. Provide culturally appropriate programming to Participants, including but not limited to:

a. New Americans; 

b. Tribal members; and 

c. Minority Participants.  



		





		3. Consult with a Maine Tribal Organization to assure that culturally appropriate SNAP-Ed services are delivered to Tribal members.



		





		J. Equipment Inventory



		1. Maintain an up-to-date inventory list of all equipment purchased with Maine SNAP-Ed funding and provide the list to the Department’s State Agency upon request. 

a. All equipment and materials purchased with Maine SNAP-Ed funding are subject to reassignment and shall be returned to the Department’s State Agency within thirty (30) calendar days for circumstances as determined by the Department’s State Agency.



		





		K. State Nutrition Action Council (SNAC)



		1. Convene meetings of a SNAP-Ed SNAC with Statewide partners who implement obesity prevention or food security programs. 



		· Provide a SNAC description identifying how a SNAC will be convened consisting of collaborating community partners in partnership with the Department.  Include a description of the SNAC and its functions and the Evaluation Framework measures that can be used to evaluate the best practices and effectiveness of the SNAC.



		





		2. Work collaboratively with the Department’s State Agency to recruit members and plan meeting agendas. 



		· Describe in detail an Outreach Plan which demonstrates how community partners will be successfully involved to achieve the goals described of the SNAP-Ed Plan, including coordination with other FNS funded programs.



		





		3. Facilitate SNAC meetings by:

a. Developing and proving an agenda; and

b. Competing and providing minutes to SNAC members within five (5) business days following the meeting.  



		





		4. Establish and convene sub-committees as approved by the Department’s State Agency. 



		





		5. Utilize the SNAC as a method to coordinate efforts among partners doing similar work in the State as well as to explore ideas for leveraging resources and partners to increase the overall effectiveness of nutrition education Statewide through collective impact initiatives.



		





		6. Ensure the SNAC works with the other involved organizations and programs identified in the SNAP-Ed Plan in order to coordinate delivery of education efforts and increase the overall impact.



		





		L. Budget Oversight



		1. Hold subcontractors responsible for collecting and providing information, expenses, and reports within established timeframes.



		





		2. Monitor budget and inventory control through time and effort forms and monthly invoices submitted by subcontractors, including.

a. Ensuring receipts are submitted to the Implementing Agency for review to ensure expenses are allowable. 

i. Notify the subcontractor’s Fiscal Officer and/or Director when expenses are non-allowable and for correction.  



		





		3. Review all documentation against each subcontractor’s financial reports and approved budgets prior to reimbursement. 



		





		4. Ensure all agreements related to budgeting are provided in the form specified in the latest version of the Plan Guidance.



		





		M. Quality Assurance and Evaluation 



		1. Implement a quality assurance plan which provides oversight of quality assurance and internal evaluation activities assuring program quality and fidelity to curricula.



		





		2. Perform self-evaluation activities, including those of subcontractors, to determine the quality of direct and indirect programming, as specified in the SNAP-Ed Plan. 

a. Ensure evaluation activities fit with SNAP-Ed Evaluation Framework indicators.



		





		3. Assess short-, medium-, and long-term program outcomes of programmatic efforts and PSE Change Strategy outcomes to determine if SNAP-Ed programmatic goals and objectives are being met. 



		





		4. Work collaboratively with the Department’s State Agency external evaluator, if applicable. 

a. Participate in meetings, at least monthly, with the Department’s State Agency and its external evaluator.



		· Identify how the Bidder will work collaboratively with the Department-identified external evaluator (when selected) to expand an evaluation plan and measures to determine performance of its Direct Education curricula and PSE strategies identified in the SNAP-Ed Plan.



		





		5. Ensure all subcontractors comply with evaluation activities. 



		





		· [bookmark: _Hlk117748685]Describe in detail a Quality Assurance Plan which details how the Bidder will oversee quality assurance and internal evaluation activities to assure programming quality and fidelity to curricula.  Identify potential additional evaluation activities that could be utilize and how activities fit with SNAP-Ed Evaluation Framework indicators.



		





		N. Performance Measures



		1. Perform all services proposed in response to this RFP by achieving all Performance Measures listed in Table 1. 

0. Submit data to support the performance measure by submitting a summary utilizing Appendix I (Performance Measure Report Template) or via a third-party data source, as indicated within the performance measure data source column of Table 1. 

1. Collaborate with the Department’s State Agency to determine additional Performance Measure based on the requirements outline in the annual SNAP-Ed Plan.



		Table 1

Mandatory Performance Measures



		Performance Measure

		Assessment Cycle

		Supportive Documentation and Performance Measure Data Source



		a.

		Twenty-five percent (25%) of program Participants will demonstrate greater knowledge on how to purchase healthy foods on a limited budget

		Quarterly 

		Appendix I



		b.

		Twenty-five percent (25%) of program Participants will demonstrate greater confidence in purchasing healthy foods on a limited budget

		Quarterly 

		Appendix I



		c.

		Twenty-five percent (25%) of program Participants will demonstrate greater ability to purchase healthy foods on a limited budget

		Quarterly 

		Appendix I



		d.

		Twenty-five percent (25%) of program Participants will demonstrate greater knowledge on how to cook healthy meals and snacks at home

		Quarterly 

		Appendix I



		e.

		Twenty-five percent (25%) of program Participants will demonstrate greater confidence in cooking healthy meals and snacks at home

		Quarterly 

		Appendix I



		f.

		Twenty-five percent (25%) of program Participants will demonstrate greater ability to cook healthy meals and snacks at home

		Quarterly 

		Appendix I



		g.

		Twenty-five percent (25%) of program Participants will demonstrate greater knowledge about the importance of eating fruits and vegetables

		Quarterly 

		Appendix I



		h.

		Twenty-five percent (25%) of program Participants will consume more fruits and vegetables

		Quarterly 

		Appendix I



		i.

		Twenty-five percent (25%) of program Participants will demonstrate greater knowledge about the importance of physical activity

		Quarterly 

		Appendix I



		j.

		Twenty-five percent (25%) of program Participants will demonstrate decreased consumption of sugar-sweetened beverages

		Quarterly 

		Appendix I



		· Describe in detail a plan for Evaluation and Reporting that identifies how performance measures of the SNAP-Ed Plan and the additional mandatory performance measures outlined in Table 1, will be met. Describe the plan to be implemented to achieve and measure the outcomes for SNAP-Ed participants, identify how performance measures outline in Table 1 will be achieved, and identify supportive documentation, and performance measure data sources and assessment cycles for each performance measure within Table 1.



		





		· Identify additional desired SNAP-Ed Behavioral Outcomes specific to the Dietary Guidelines for Americans (DGA) Guidelines and identify the approach to achieve and measure those desired behavioral outcomes.



		





		O. Reports



		1. Track and record all data/information necessary to complete the required reports/On-Site Visit listed in Table 2:



		Table 2 – Required Reports



		Name of Report or On-Site Visit

		Description or Appendix #



		a.

		Performance Measures Report

		Status of performance measures outline in the SNAP-Ed Plan and Table 1 of this RFP



		b.

		Department On-Site Visits

		As agreed, between the Department’s State Agency and Implementing Agency, including subcontractors



		c.

		SNAP-Ed Status Report

		A narrative summarizing activities and dashboard summarizing total Participants



		d.

		SNAP-Ed Annual Report 

		An annual report meeting FNS annual report standards as detailed in the Plan Guidance and entered in N-PEARS.



		e.

		Monthly Financial Reports

		Located at the Department’s Division of Contract Management website



		f.

		Contract Closeout Report

		Located at the Department’s Division of Contract Management website



		2. Submit all the required reports to the Department in accordance with the timelines established in Table 3:

a. Provide periodic status updates to the Department on all activities, financial reporting, and federally required reporting activities outlined in the Plan Guidance. 



		Table 3 – Required Reports Timelines



		Name of Report or On-Site Visit

		Period Captured by Report or On-Site Visit

		Due Date



		a.

		Performance Measures Report

		Each Quarter

		Thirty (30) calendar days after each quarter



		b.

		Department On-Site Visits

		Point-in-time

		Annually, at the Department’s discretion



		c.

		SNAP-Ed Status Report

		Each Quarter

		Thirty (30) calendar days after each quarter



		d.

		SNAP-Ed Annual Report

		Each Year

		Due to Department by December 15th for internal reviews in order to be submitted to FNS by January 31st of each year



		e.

		Monthly Financial Reports

		Each Quarter

		Forty-five (45) calendar days after the end of each quarter



		f.

		Contract Closeout Report

		Each Year

		Sixty (60) calendar days following the close of the contract period



		· Describe in detail a Reporting Strategy, including identifying how all data/information necessary to complete the required reports will be tracked and recorded, describing how all reporting requirements of the Department and annual reports required by FNS will be met, and by proving examples of reports or reporting forms (include as Attachment 7) to be used for report submissions.



		





		2. Staffing  



		a. Provide a staffing plan (include as Attachment 8) that describes the minimum staffing and/or subcontractors (position titles and time allocation) necessary to meet the requirements of the RFP.

i. Include justification that demonstrates effective and efficient implementation and delivery of the SNAP-Ed programming.

ii. Identify the management team necessary for managing the SNAP-Ed programming.



		





		b. Provide position qualifications and job descriptions (include as Attachment 9). 

i. Identify staff and/or subcontractor and management team qualifications and job descriptions, to include but not be limited to all staff identified in the proposed staffing plan.

ii. Identify the qualifications of staff and/or subcontractors who will deliver nutrition education and/or PSE strategies or interventions and identify how many staff and/or subcontractors will be required regionally to meet the needs of the target population.   



		





		c. Provide a Management/Work Plan (include as Attachment 10) which:

i. Identifies how the program will be managed, including staff and/or subcontractors and quality of programming.

ii. Include tasks, staff and/or subcontractors responsible for completion, and timelines. 

iii. Specify hiring and/or subcontracting with sufficient staff to deliver SNAP-Ed programming. 

iv. Identifies how the Department will be included in decision making and approval for key SNAP-Ed positions.



		





		d. Describe how subcontractors/consultants, if any, will interact with the Bidder’s organization (i.e., oversight and management of subcontractor.)



		





		3. Overall SNAP-Ed Program Implementation/Work Plan



		a. Provide a realistic work plan (include as Attachment 11) for the implementation of the overall SNAP-Ed program through the first contract period.  

i. Display the work plan in a timeline chart (e.g. Gantt, etc.).  

ii. Concisely describe each program development and implementation task, the month it will be carried out and the person or position responsible for each task. 

iii. If applicable, make note of all tasks to be delegated to subcontractors.
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SNAP-Ed Budget Form.xlsx
FORM 1 REVENUE SUMMARY

		Maine Department of 
Health and Human Services				AGENCY NAME:

						PROGRAM NAME:

						AGREEMENT START DATE:

						AGREEMENT END DATE:

						DHHS AGREEMENT#:

		REVENUE SUMMARY

		LINE		COLUMN 1		COLUMN 2		COLUMN 3		COLUMN 4		COLUMN 5		COLUMN 6		COLUMN 7

		1		REVENUE SOURCES		TOTAL  PROGRAMS		SERVICE: 		SERVICE:		SERVICE:		SERVICE: 		SERVICE: 

		2				(this agreement)		PROGRAM & FY:		PROGRAM & FY:		PROGRAM & FY:		PROGRAM & FY:		PROGRAM & FY:

		3		TO BE COST SHARED List by Donor or Source (Add rows as needed)*

		4		AGREEMENT FEDERAL REVENUE

		5		FEDERAL DHHS AGREEMENT FUNDS		0		0

		6		FEDERAL BLOCK GRANT AGREEMENT FUNDS		0

		7

		8		AGREEMENT STATE REVENUE

		9		STATE DHHS AGREEMENT FUNDS-GF		0

		10		STATE DHHS AGREEMENT FUNDS-FHM		0

		11		STATE DHHS AGREEMENT FUNDS-OTHER		0				0

		12		RESTRICTED UNITED WAY		0

		13		RESTRICTED MUNICIPAL/COUNTY		0

		14		OTHER RESTRICTED INCOME (PROGRAM)		0

		15				0

		16		PRIVATE CLIENT FEES (insurance + self pay)		0

		17		MEDICARE		0

		18		AGENCY COMMITMENT TO PROGRAM		0

		19				0

		20		TOTAL COST SHARED REVENUE		0		0		0		0		0		0



		21		NON COST SHARED (Add rows as needed)*

		22		MAINECARE		0

		23		OTHER RESTRICTED FEDERAL/STATE		0

		24		THIRD PARTY IN-KIND		0						0

		25		PROGRAM CLIENT FEES 		0

		26		PROGRAM INCOME		0

		27		 		0

		28		 		0

		29		RESTRICTED REVENUE (PURPOSE)

		30				0										0

		31				0		0		0

		32				0

		33				0

		34		TOTAL NON COST SHARED REVENUE		0		0		0		0		0		0



		35		TOTAL REVENUE (Lines 20, 34)		0		0		0		0		0		0



		36		TOTAL AGENCY-WIDE REVENUE



				* If adding rows, please make sure cells containing formulas are copied into rows added
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FORM 2 EXPENSE SUMMARY

		Maine Department of 
Health and Human Services				AGENCY NAME:		0

						PROGRAM NAME:		0

						AGREEMENT START DATE:		12/31/1899

						AGREEMENT END DATE:		12/31/1899

						DHHS AGREEMENT#:		0

		EXPENSE SUMMARY

		LINE		COLUMN 1		COLUMN 2		COLUMN 3		COLUMN 4		COLUMN 5		COLUMN 6		COLUMN 7

		1		EXPENSES		TOTAL  PROGRAMS		SERVICE: 		SERVICE:		SERVICE:		SERVICE: 		SERVICE: 

		2				(this agreement)		PROGRAM & FY:		PROGRAM & FY:		PROGRAM & FY:		PROGRAM & FY:		PROGRAM & FY:

		3		PERSONNEL EXPENSES

		4		SALARIES/WAGES		0		0

		5		FRINGE BENEFITS		0						0

		6		THIRD PARTY IN-KIND (Match Only)		0

		7		TOTAL PERSONNEL EXPENSES		0		0		0		0		0		0



		8		CAPITAL EQUIPMENT PURCHASES		0				0



		9		SUB-RECIPIENT AWARDS		0								0



		10		ALL OTHER EXPENSES

		11		OCCUPANCY - DEPRECIATION		0

		12		OCCUPANCY - INTEREST		0

		13		OCCUPANCY - RENT		0

		14		UTILITIES/HEAT		0		0

		15		TELEPHONE		0

		16		MAINTENANCE/MINOR REPAIRS		0

		17		BONDING/INSURANCE		0

		18		EQUIPMENT RENTAL/LEASE		0

		19		MATERIALS/SUPPLIES		0

		20		DEPRECIATION (Non-Occupancy)		0

		21		FOOD		0

		22		CLIENT-RELATED TRAVEL		0

		23		OTHER TRAVEL		0

		24		CONSULTANTS - DIRECT SERVICE		0

		25		CONSULTANTS - OTHER		0

		26		INDEPENDENT PUBLIC ACCOUNTANTS		0

		27		TECHNOLOGY SERVICES/SOFTWARE		0				0

		28		THIRD PARTY IN-KIND (Match Only)		0

		29		SERVICE PROVIDER TAX		0

		30		TRAINING/EDUCATION		0

		31		MISCELLANEOUS		0

		32		SUBTOTAL - ALL OTHER EXPENSES		0		0		0		0		0		0



		33		INDIRECT ALLOCATED - G&A (Line 37 x Line 38)		0		0		0		0		0		0

		34		TOTAL ALL OTHER EXPENSES (Lines 32, 33 )		0		0		0		0		0		0



		35		TOTAL EXPENSES (Lines 7, 8, 9, 34)		0		0		0		0		0		0



		36		TOTAL AGENCY-WIDE EXPENSES



		37		ALLOCATION BASE		0

		38		INDIRECT COST RATE (Form 4, Line 6)		FALSE		FALSE		FALSE		FALSE		FALSE		FALSE
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FORM 2A IN-KIND

				Maine Department of 
Health and Human Services		AGENCY NAME:		0

						PROGRAM NAME:		0

						AGREEMENT START DATE:		12/31/99

						AGREEMENT END DATE:		12/31/99

						DHHS AGREEMENT#:		0

				THIRD PARTY IN-KIND RESOURCE DONATION

				$		Of In-Kind (describe):



				Explanation (how was value determined):

				Shall be used as matching funds for (check applicable):				[  ] SSBG/SPSS/CCSF				[  ] VOCA

				[  ] FVPG		[  ] Other (specify)



				$		Of In-Kind (describe):

				Shall be furnished by:

				Explanation (how was value determined):

				Shall be used as matching funds for (check applicable):				[  ] SSBG/SPSS/CCSF				[  ] VOCA

				[  ] FVPG		[  ] Other (specify)



				$		Of In-Kind (describe):

				Shall be furnished by:

				Explanation (how was value determined):

				Shall be used as matching funds for (check applicable):				[  ] SSBG/SPSS/CCSF				[  ] VOCA

				[  ] FVPG		[  ] Other (specify)
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FORM 3 PERSONNEL

		Maine Department of 
Health and Human Services						AGENCY NAME:		0

								PROGRAM NAME:		0

								AGREEMENT START DATE:		12/31/1899

								AGREEMENT END DATE:		12/31/1899

								DHHS AGREEMENT#:		0

								PROGRAM NAME:

		DIRECT PERSONNEL EXPENSES

		LINE		COLUMN 1				COLUMN 2		COLUMN 3		COLUMN 4		COLUMN 5

				PERSONNEL EXPENSES

				POSITION TITLE				CREDENTIAL                                (eg. MHRT II, LCSW) 		TOTAL ANNUAL SALARY		TOTAL # HOURS SPENT ON PROGRAM FOR AGREEMENT PERIOD		TOTAL DIRECT PROGRAM SALARY FOR AGREEMENT PERIOD

		1		DIRECT CARE/CLINICAL STAFF

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		13

		14		TOTAL FTE 								0.00		0.00



		15		ADMINISTRATIVE STAFF (Non Indirect Allocated)

		16

		17

		18

		19

		20		TOTAL FTE 								0.00		0.00

		21								TOTALS		0.00		0.00



				COLUMN 7						COLUMN 8

				TOTAL FRINGE BENEFITS						SUMMARY

		22		TYPE OF BENEFIT (SPECIFY)		DIRECT EXPENSE		% SALARY		ITEM		DIRECT

		23		FICA & MEDICARE TAX				ERROR:#DIV/0!		TOTAL SALARY		0.00

		24		UNEMPLOYMENT INSURANCE				ERROR:#DIV/0!		TOTAL FRINGE		0.00

		25		WORKERS' COMPENSATION				ERROR:#DIV/0!		TOTAL 		0.00

		26		HEALTH/DENTAL				ERROR:#DIV/0!		REMARKS:

		27		PENSION				ERROR:#DIV/0!

		28		OTHER				ERROR:#DIV/0!

		29		TOTAL FRINGE BENEFITS		0.00		ERROR:#DIV/0!



				COLUMN 9

				CONSULTANTS- DIRECT SERVICE

		31		SERVICE		NAME		CREDENTIAL		HOURLY RATE		# ANNUAL HOURS		TOTAL COST

		32												0.00

		33												0.00

		34												0.00

		35										TOTAL 		0.00
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FORM 3 PERSONNEL (2)

		Maine Department of 
Health and Human Services						AGENCY NAME:		0

								PROGRAM NAME:		0

								AGREEMENT START DATE:		12/31/1899

								AGREEMENT END DATE:		12/31/1899

								DHHS AGREEMENT#:		0

								PROGRAM NAME:

		DIRECT PERSONNEL EXPENSES

		LINE		COLUMN 1				COLUMN 2		COLUMN 3		COLUMN 4		COLUMN 5

				PERSONNEL EXPENSES

				POSITION TITLE				CREDENTIAL                                (eg. MHRT II, LCSW) 		TOTAL ANNUAL SALARY		TOTAL # HOURS SPENT ON PROGRAM FOR AGREEMENT PERIOD		TOTAL DIRECT PROGRAM SALARY FOR AGREEMENT PERIOD

		1		DIRECT CARE/CLINICAL STAFF

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		13

		14		TOTAL FTE 								0.00		0.00



		15		ADMINISTRATIVE STAFF (Non Indirect Allocated)

		16

		17

		18

		19

		20		TOTAL FTE 								0.00		0.00

		21								TOTALS		0.00		0.00



				COLUMN 7						COLUMN 8

				TOTAL FRINGE BENEFITS						SUMMARY

		22		TYPE OF BENEFIT (SPECIFY)		DIRECT EXPENSE		% SALARY		ITEM		DIRECT

		23		FICA & MEDICARE TAX				ERROR:#DIV/0!		TOTAL SALARY		0.00

		24		UNEMPLOYMENT INSURANCE				ERROR:#DIV/0!		TOTAL FRINGE		0.00

		25		WORKERS' COMPENSATION				ERROR:#DIV/0!		TOTAL 		0.00

		26		HEALTH/DENTAL				ERROR:#DIV/0!		REMARKS:

		27		PENSION				ERROR:#DIV/0!

		28		OTHER				ERROR:#DIV/0!

		29		TOTAL FRINGE BENEFITS		0.00		ERROR:#DIV/0!



				COLUMN 9

				CONSULTANTS- DIRECT SERVICE

		31		SERVICE		NAME		CREDENTIAL		HOURLY RATE		# ANNUAL HOURS		TOTAL COST

		32												0.00

		33												0.00

		34												0.00

		35										TOTAL 		0.00
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FORM 4 INDIRECT ALLOCATED

		Maine Department of 
Health and Human Services				AGENCY NAME:						0

						PROGRAM NAME:						0

						AGREEMENT START DATE:						12/31/99

						AGREEMENT END DATE:						12/31/99

						DHHS AGREEMENT#:						0

		INDIRECT ALLOCATION (G&A) SUMMARY

				Non-profit organizations with one major function where all costs are charged to one fund/agreement typically do not have indirect costs.  All costs, be they administrative or program, are charged to one agreement.  Non-profit organizations with one major function that also have fundraising expenses must segregate general and administrative costs (indirect) to both program and fundraising expenses and must establish an indirect cost pool.  The simplified allocation method is recommended for these agencies (See OMB A-122, Attachment A, D. 2. Simplified allocation method).

												Yes				No



		1		Does your agency have indirect costs? 



				If NO, disregard the remainder of this Form and Forms 4A & 4B.  If YES, proceed below:



		2		Does your agency have an approved indirect cost rate?



				If NO, proceed below.  If YES, enter rate here.  INCLUDE RATE LETTER



		3		In general, there are three methods of allocating indirect costs: The simplified allocation method, the multiple allocation method, or the direct allocation method.  

				(See OMB A-122, Attachment A, D.  Allocation of Indirect Costs and Determination of Indirect Cost Rates for guidance).



				What method of allocation does your agency use to spread its indirect costs?



				a.		Simplified Allocation Method												(Circular A-122, D, 2)

				b.		Multiple Allocation Method  												(Circular A-122, D, 3)

				c.		Direct Allocation Method												(Circular A-122, D, 4)

				d.		Other



		4		Indicate your agency's distribution base and provide the amount:

												√						Distribution Base

				a.		Total Salaries

				b.		Modified Total Direct Costs

				c.		Other



		5		Total Agency-Wide Indirect Costs - Budget Form 4A, Line 26														0.00



		6		Agency Indirect Cost Rate  (Line 5 divided by Line 4)								FALSE



				Multiply the Indirect Cost Rate in Box 6, which links to Budget Form 2, Line 38, by the allocation base on Budget Form 2, Line 37 to calculate the Indirect Allocated G& A on Budget Form 2, Line 33.
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FORM 4A INDIRECT EXPENSE 

		Maine Department of 
Health and Human Services				AGENCY NAME:		0

						PROGRAM NAME:		0

						AGREEMENT START DATE:		12/31/99

						AGREEMENT END DATE:		12/31/99

						DHHS AGREEMENT#:		0

		AGENCY WIDE INDIRECT EXPENSE SUMMARY

		LINE		COLUMN 1		COLUMN 2		MULTIPLE ALLOCATION METHOD/DIRECT ALLOCATION

				INDIRECT EXPENSES		AGENCY TOTAL		COST POOL		COST POOL		COST POOL		COST POOL		COST POOL

		1						ADMIN		FACILITIES		NAME?		NAME?		NAME?

		2		INDIRECT PERSONNEL EXPENSES

		3		SALARIES/WAGES (Form 4B, Line 26)		0.00		0.00		0.00		0.00		0.00		0.00

		4		FRINGE BENEFITS		0.00

		5		TOTAL INDIRECT PERSONNEL EXPENSES		0.00		0.00		0.00		0.00		0.00		0.00



		6		INDIRECT OTHER EXPENSES

		7		OCCUPANCY - DEPRECIATION		0.00

		8		OCCUPANCY - INTEREST		0.00

		9		OCCUPANCY - RENT		0.00

		10		UTILITIES/HEAT		0.00

		11		TELEPHONE		0.00

		12		MAINTENANCE/MINOR REPAIRS		0.00

		13		BONDING/INSURANCE		0.00

		14		EQUIPMENT RENTAL/LEASE		0.00

		15		MATERIALS/SUPPLIES		0.00

		16		DEPRECIATION (Non-occupancy)		0.00

		17		FOOD		0.00

		18		CLIENT-RELATED TRAVEL		0.00

		19		OTHER TRAVEL		0.00

		20		CONSULTANTS - DIRECT SERVICE		0.00

		21		CONSULTANTS - OTHER		0.00

		22		INDEPENDENT PUBLIC ACCOUNTANTS		0.00

		23		TECHNOLOGY SERVICES/SOFTWARE		0.00

		24		MISCELLANEOUS		0.00

		25		TOTAL INDIRECT OTHER EXPENSES		0.00		0.00		0.00		0.00		0.00		0.00



		26		TOTAL INDIRECT EXPENSES 		0.00		0.00		0.00		0.00		0.00		0.00
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FORM 4B INDIRECT PERSONNEL EXP

		Maine Department of 
Health and Human Services				AGENCY NAME:		0

						PROGRAM NAME:		0

						AGREEMENT START DATE:		12/31/99

						AGREEMENT END DATE:		12/31/99

						DHHS AGREEMENT#:		0

		AGENCY WIDE INDIRECT PERSONNEL EXPENSE SUMMARY

		LINE		COLUMN 1		COLUMN 2		MULTIPLE ALLOCATION METHOD/DIRECT ALLOCATION

				POSITION/TITLE		TOTAL INDIRECT SALARIES		COST POOL		COST POOL		COST POOL		COST POOL		COST POOL

		1						ADMIN		FACILITIES		NAME?		NAME?		NAME?

		2				0.00

		3				0.00

		4				0.00

		5				0.00

		6				0.00

		7				0.00

		8				0.00

		9				0.00

		10				0.00

		11				0.00

		12				0.00

		13				0.00

		14				0.00

		15				0.00

		16				0.00

		17				0.00

		18				0.00

		19				0.00

		20				0.00

		21				0.00

		22				0.00

		23				0.00

		24				0.00

		25				0.00

		26		TOTAL INDIRECT PERSONNEL EXPENSES		0.00		0.00		0.00		0.00		0.00		0.00
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FORM 5 EXPENSE DETAILS

		Maine Department of 
Health and Human Services				AGENCY NAME:		0

						PROGRAM NAME:		0

						AGREEMENT START DATE:		12/31/99

						AGREEMENT END DATE:		12/31/99

						DHHS AGREEMENT#:		0

						PROGRAM NAME:

		EXPENSE DETAILS

		LINE		COLUMN 1				COLUMN 2		COLUMN 3

				NAME OF LINE ITEM				AMOUNT		DETAIL

								(from Form 2) 		(Use Form 5A if this space is insufficient for required information)

		8		CAPITAL EQUIPMENT PURCHASES (provide your agency's capitalization policy)



		9		SUB-RECIPIENT AWARDS (provide detailed list)



		11		OCCUPANCY - DEPRECIATION (provide depreciation schedule)



		12		OCCUPANCY - INTEREST



		13		OCCUPANCY - RENT (provide name of landlord and physical address)



		14		UTILITIES/HEAT



		15		TELEPHONE



		16		MAINTENANCE/MINOR REPAIRS



		17		BONDING/INSURANCE



		18		EQUIPMENT RENTAL/LEASE



		19		MATERIALS/SUPPLIES



		20		DEPRECIATION - NON-OCCUPANCY (provide depreciation schedule)



		21		FOOD



		22		CLIENT-RELATED TRAVEL 
   (limited to State Rate $0.50/mile; prior to 1/1/24 rate $0.46/mile) Indicate your rate in Column 3



		23		OTHER TRAVEL 
   (limited to State Rate $0.50/mile; prior to 1/1/24 rate $0.46/mile) Indicate your rate in Column 3



		25		CONSULTANTS - OTHER (provide detailed information)



		26		INDEPENDENT PUBLIC ACCOUNTANTS



		27		TECHNOLOGY SERVICES/SOFTWARE



		30		TRAINING/EDUCATION



		31		MISCELLANEOUS (should be less than $1,000; use Form 5A for additional details)
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FORM 5A

		Maine Department of 
Health and Human Services				AGENCY NAME:		0

						PROGRAM NAME:		0

						AGREEMENT START DATE:		12/31/99

						AGREEMENT END DATE:		12/31/99

						DHHS AGREEMENT#:		0

		EXPENSE DETAILS - Additional Support for Budget Form 5

		LINE		COLUMN 1				COLUMN 2		COLUMN 3

				NAME OF LINE ITEM				AMOUNT		DETAIL
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FORM 5 EXPENSE DETAILS (2)

		Maine Department of 
Health and Human Services				AGENCY NAME:		0

						PROGRAM NAME:		0

						AGREEMENT START DATE:		12/31/99

						AGREEMENT END DATE:		12/31/99

						DHHS AGREEMENT#:		0

						PROGRAM NAME:

		EXPENSE DETAILS

		LINE		COLUMN 1				COLUMN 2		COLUMN 3

				NAME OF LINE ITEM				AMOUNT		DETAIL

								(from Form 2) 		(Use Form 5A if this space is insufficient for required information)

		8		CAPITAL EQUIPMENT PURCHASES (provide your agency's capitalization policy)



		9		SUB-RECIPIENT AWARDS (provide detailed list)



		11		OCCUPANCY - DEPRECIATION (provide depreciation schedule)



		12		OCCUPANCY - INTEREST



		13		OCCUPANCY - RENT (provide name of landlord and physical address)



		14		UTILITIES/HEAT



		15		TELEPHONE



		16		MAINTENANCE/MINOR REPAIRS



		17		BONDING/INSURANCE



		18		EQUIPMENT RENTAL/LEASE



		19		MATERIALS/SUPPLIES



		20		DEPRECIATION - NON-OCCUPANCY (provide depreciation schedule)



		21		FOOD



		22		CLIENT-RELATED TRAVEL 
   (limited to State Rate $0.50/mile; prior to 1/1/24 rate $0.46/mile) Indicate your rate in Column 3



		23		OTHER TRAVEL 
   (limited to State Rate $0.50/mile; prior to 1/1/24 rate $0.46/mile) Indicate your rate in Column 3



		25		CONSULTANTS - OTHER (provide detailed information)



		26		INDEPENDENT PUBLIC ACCOUNTANTS



		27		TECHNOLOGY SERVICES/SOFTWARE



		30		TRAINING/EDUCATION



		31		MISCELLANEOUS (should be less than $1,000; use Form 5A for additional details)
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FORM 5A (2)

		Maine Department of 
Health and Human Services				AGENCY NAME:		0

						PROGRAM NAME:		0

						AGREEMENT START DATE:		12/31/99

						AGREEMENT END DATE:		12/31/99

						DHHS AGREEMENT#:		0

		EXPENSE DETAILS - Additional Support for Budget Form 5

		LINE		COLUMN 1				COLUMN 2		COLUMN 3

				NAME OF LINE ITEM				AMOUNT		DETAIL
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CS RIDER F-1 ASF

		Maine Department of 
Health and Human Services

						RIDER F-1

						PRO FORMA

						(see instructions and MAAP IV)

		COST SETTLED PRO FORMA



		AGENCY NAME:				0

		FISCAL YEAR END:

		FUNDING DEPARTMENT:				DHHS

		DHHS AGREEMENT#:				0

		COMPONENT START DATE:

		COMPONENT END DATE:

		DHHS AGREEMENT AMOUNT IN COMPONENT:

		PROGRAM NAME:



				PART I:  AGREEMENT TOTALS

										REVENUE		EXPENSE		BALANCE

		1		PER AGREEMENT BUDGET										0



				AGREEMENT ADJUSTMENTS

		2												0

		3												0

		4												0

		5												0

		6												0

		7												0

		8												0

		9		TOTAL ADJUSTMENTS						0		0		0

		10		TOTALS AVAILABLE FOR COST SHARING						0		0		0



				PART II:  AGREEMENT COST SHARING

								PERCENTAGE		REVENUE		EXPENSE		BALANCE

		11		AGREEMENT #  (STATE FUNDS)				ERROR:#DIV/0!						0

		12		AGREEMENT # (FEDERAL FUNDS)				ERROR:#DIV/0!						0

		13		ALL OTHER - UNRESTRICTED				ERROR:#DIV/0!						0

		14		ALL OTHER - RESTRICTED (PROGRAM)				ERROR:#DIV/0!						0

		15		TOTALS				ERROR:#DIV/0!		0		0		0



				NOTES TO ADJUSTMENTS
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CS RIDER F-1 ASF (2)

		Maine Department of 
Health and Human Services

						RIDER F-1

						PRO FORMA

						(see instructions and MAAP IV)

		COST SETTLED PRO FORMA



		AGENCY NAME:				0

		FISCAL YEAR END:

		FUNDING DEPARTMENT:				DHHS

		DHHS AGREEMENT#:				0

		COMPONENT START DATE:

		COMPONENT END DATE:

		DHHS AGREEMENT AMOUNT IN COMPONENT:

		PROGRAM NAME:



				PART I:  AGREEMENT TOTALS

										REVENUE		EXPENSE		BALANCE

		1		PER AGREEMENT BUDGET										0



				AGREEMENT ADJUSTMENTS

		2												0

		3												0

		4												0

		5												0

		6												0

		7												0

		8												0

		9		TOTAL ADJUSTMENTS						0		0		0

		10		TOTALS AVAILABLE FOR COST SHARING						0		0		0



				PART II:  AGREEMENT COST SHARING

								PERCENTAGE		REVENUE		EXPENSE		BALANCE

		11		AGREEMENT #  (STATE FUNDS)				ERROR:#DIV/0!						0

		12		AGREEMENT # (FEDERAL FUNDS)				ERROR:#DIV/0!						0

		13		ALL OTHER - UNRESTRICTED				ERROR:#DIV/0!						0

		14		ALL OTHER - RESTRICTED (PROGRAM)				ERROR:#DIV/0!						0

		15		TOTALS				ERROR:#DIV/0!		0		0		0



				NOTES TO ADJUSTMENTS
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RIDER F-2 AGREEMENT COMPLIANCE

		Maine Department of 
Health and Human Services

																		RIDER F-2

																		AGREEMENT COMPLIANCE FORM



		AGREEMENT COMPLIANCE FORM



		AGENCY NAME:																0

		PROGRAM NAME:																0

		AGREEMENT START DATE:																12/31/99

		AGREEMENT END DATE:																12/31/99

		DHHS AGREEMENT#:																0



				This section identifies compliance requirements that must be considered in audits of agreements between the Department and a Community Agency.  Below is a summary of required compliance tests as well as sections within the agreement award relevant to such testing.  Failure to comply with any of these areas could lead to material deficiencies.  



				x				Review the Federal compliance requirements specific to the following CFDA identifiers:



																CFDA #						CFDA #

																CFDA #						CFDA #



								and review all the State compliance requirements listed below that apply to Federal Funds.



				x				Review the State compliance requirements in applicable areas specified below:



								x				1		INTERNAL CONTROL



								x				2		STANDARD ADMINISTRATIVE PRACTICES



														a.		2 CFR 200 Subpart D



														b.		Department Additions

																Program Budget



								x				3		ACTIVITIES ALLOWED OR UNALLOWED										Rider A 



								x				4		ALLOWABLE COSTS/COST PRINCIPLES



														x		  2 CFR 200 Subpart E





								x				5		CASH MANAGEMENT 



								x				6		ELIGIBILITY										Rider A
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DEPARTMENT OF HEALTH & HUMAN SERVICES 
INSTRUCTIONS FOR COMPLETING BUDGET FORMS 
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RIDER F-2: AGREEMENT COMPLIANCE FORM 27 


 
OVERVIEW 
 
The rules and regulations regarding the cost principles are defined in 2 CFR 200.  The 
website address is provided below.  In addition, the Maine Department of Health and 
Human Services (DHHS) developed the Maine Uniform Accounting and Auditing 
Practices for Community Agencies, revised July 1, 2012, (MAAP IV) to establish 
consistent accounting, auditing and administrative regulations for community agencies 
receiving financial assistance in the form of agreements with the Department.  The web 
address for MAAP is also provided below.   
 
These instructions do not replace 2 CFR 200 or MAAP.  These instructions are 
intended to provide a basic explanation on how the required budget forms relate 
to one another and should be filled out to provide accurate, consistent and 
verifiable financial information.  
  
2 CFR 200   http://www.ecfr.gov/cgi-bin/text-
idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl  
MAAP IV     http://www.maine.gov/dhhs/audit/social-services/rules.shtml  
 
The Budget Forms offer detailed financial information regarding the revenue earned by 
the contracting agency and the expenses incurred by that agency to provide contracted 
services.  The Rider F-1 Pro-Forma summarizes this information from the budget forms 
and determines the appropriate agreement closeout as required by MAAP.  Rider F-2 
identifies the compliance requirements that must be considered in audits of agreements 



https://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl

https://www.maine.gov/dhhs/about/financial-management/audit/social-services-audit

https://www.maine.gov/dhhs/about/financial-management/audit/social-services-audit

http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl

http://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl

http://www.maine.gov/dhhs/audit/social-services/rules.shtml





Last Updated: 1/22/2020 (RFP’s Only 6/22/2022) 2 Vs. 2021-1 
 


between the Department and a Community Agency.  These forms are integral to the 
agreement between the Department and the contracting provider. 
 
The Budget Forms and Rider F package is an MS Excel workbook consisting of the 
following: 


• Budget Form 1 Revenue Sources 
• Budget Form 2 Expenses (supported by the forms below) 


 Budget Form 2-A Third Party In-Kind Donation 
o Budget Form 3 Direct Personnel Expenses 
o Budget Form 4 Indirect Allocation Summary 


 Budget Form 4-A Agency Wide Indirect Expense Summary 
 Budget Form 4-B Agency Wide Indirect Personnel Expense 


Summary  
o Budget Form 5 Expense Details 


 Budget Form 5-A Supplemental Detail Information 
• Rider F-1 Pro-Forma 
• Rider F-2 Agreement Compliance Form 


 
Budget Forms 2-A through Budget Form 5-A are supporting schedules for Budget Form 
2 and provide the required, detailed information on expenses summarized on Budget 
Form 2.  The total amounts calculated on the supporting schedules must agree with the 
amounts on Budget Form 2. 
 
What We Need From Providers 
 


• The budget forms must be prepared completely and accurately by the contracting 
agency.   


• A separate set of budget forms must be completed for each agreement, except 
for Budget Form 4 and its sub-schedules which should be filled out once annually 
and pasted into each separate agreement.   


• Agencies that receive funding from DHHS for more than one service or program 
must prepare the forms to reflect the costs for EACH service or program 
separately.    


Failure to complete the forms according to the directions may result in delayed or 
withheld payments.   
 
Agencies may reproduce the forms as needed or add columns on the spreadsheets, IF 
THE FORMAT AND CONTENT OF AGENCY-GENERATED FORMS REMAIN 
EXACTLY THE SAME AS THE FORMS PROVIDED BY DHHS.     
 
Additional required explanatory information, such as agency capitalization policy, 
depreciation schedule or sub-recipient list, should be attached to the submitted 
package.   
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INSTRUCTIONS FOR COMPLETING THE FORMS 
 
The Header Information on these forms is linked in the Excel format.  Information 
entered in the header of Budget Form 1 will appear on all other forms.  However, the 
Rider F-1 Pro-Forma requires additional information in its header which must be entered 
separately on that form.   All forms require the following: 


Agency Name:   The legal name of the parent agency 
Program Name:  The name of the program providing the contracted services 
Agreement Start Date:  Date on which the services in this agreement will begin 
Agreement End Date:  Date on which services in this agreement will terminate 


 DHHS Agreement #:  Number assigned by DHHS  
 
Note that the Line numbers referenced in these instructions are not the Excel row 
numbers, but rather assigned Line numbers in the first Excel Column. 
 
BUDGET FORM 1: REVENUE SOURCES   
 
General Information 
This form consists of seven columns in addition to the Line reference number column at 
the left margin. 
The form is divided into two sections.   


• Revenue Sources To Be Cost Shared are to be listed on Lines 5 through 
19 and are summed by a formula on Line 20. 


• Revenue Sources Non Cost Shared are to be listed on Line 22 through 33 
and are summed by a formula on Line 34. 


Total Revenue for this program is summed by a formula on Line 35, which adds Line 20 
(Total Cost Shared Revenue) and Line 34 (Total Non-Cost Shared Revenue.) 
Total Agency Wide Projected Revenue must be entered by the provider on Line 36.  
 
Column 1 - Revenue Sources:  This column identifies the sources of all funding 
included in the agreement budget.  Providers should add rows, as needed, to identify 
funding sources not specified.  If a source is used for Match, clearly indicate Match in 
this column. 
 
Column 2 - Total Programs:  This column is the calculated SUM of the service and 
program funding entered in Columns 3 through 7.   
 
Column 3 through 7 “Service” and “Program”:  Each DHHS funded program 
component must be listed SEPARATELY under the columns labeled “Service” and 
“Program.” Each budget component will require its own Form 3 Personnel Detail, Form 
5 Expense Details, and Rider F-1 ASF Pro Forma.  
The Service category named in Rider A must be entered in the space under “Service.” 
The providing agency’s Program name, if any, should be entered in the space under 
“Program” along with the FY if noted in the allocation letter. 
 For example: “Service” Residential:  Program: Maple St. Group Home FY20. 
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Note: 
• Agencies that are funded for ONE program/service should use Column 3.  


Column 2 contains a formula summing Columns 3 through 7. 
• Agencies that are funded for five or fewer programs/services must provide all 


summary information on one sheet. 
• Agencies that are funded for six or more programs/services must add additional 


columns to provide the required information.  Each additional column must be 
labeled using consecutive numbers.  Additional pages may be used as needed. 


 
Specific Instructions:  Cost Shared Revenue Source (Lines 5 through 20) 
 
Line 5: Federal DHHS Agreement Funds:  Enter the amount of the federal funding 
included in your DHHS grant allocation.  This information must be provided for each 
Service/Program.  Add rows as needed to identify different sources of federal funds 
stipulated under the agreement. 
Line 6: Federal BLOCK GRANT Agreement Funds:  Enter the amount of the federal 
block grant funding included in your DHHS grant allocation.  This information must be 
provided for each Service/Program.  Add rows as needed to identify different sources of 
federal funds stipulated under the agreement. 
 
Line 9:  State DHHS Agreement Funds-General Fund:  Enter the amount of funding 
from the State General Fund included in your DHHS grant allocation for this agreement.  
This information must be provided for each Service/Program. 
Line 10:  State DHHS Agreement Funds-Funds for Healthy Maine:  Enter the 
amount of State funding received from the Funds for Healthy Maine allocation for this 
agreement.  This information must be provided for each Service/Program.   
Line 11:  State DHHS Agreement Funds-Other:  Enter the amount of funding from the 
State Other Fund included in your DHHS grant allocation for this agreement.  This 
information must be provided for each Service/Program. 
Line 12:  Restricted United Way (Program):  Enter the amount of funding from United 
Way sources that has been donated for restricted use within each Service/Program. 
Submit a copy of the commitment letter from United Way indicating the funds are 
restricted. 
Line 13:  Restricted County, Municipal (Program):  Enter the amount of funding from 
all county and municipal sources that has been restricted for use within each 
Service/Program. Submit a copy of the commitment letter from each county and 
municipal source indicating that the funds are restricted. 
Line 14: Other Restricted Revenue (Program):  Enter contributions and donations 
designated by a donor for this program.  If there are multiple sources, attach a separate 
sheet identifying the sources and amounts. Submit a copy of the commitment letter from 
each source indicating that the funds are restricted. 
Line 16:  Private Client Fees:  Enter fees from clients who self-pay or are covered by 
third party insurance.  Add rows as needed and identify each source of these funds.    
Line 17:  Medicare: Enter the amount of funding from clients who are covered by 
Medicare. 
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Line 18:  Agency Commitment to Program:  Enter the amount of funding the 
community agency is pledging to the program.  These funds represent a commitment to 
the program and include unrestricted donations that the agency commits to the program 
or the agency’s own funds. 
Line 20: Total Cost Shared Revenue:  This amount is calculated by a formula in the 
cell and sums Lines 5 through 19.  (If rows have been added, make sure that cells 
containing formulas include the additional rows.) 
 
 
Specific Instructions: Non Cost Shared Revenue (Lines 21 through 33)   
 
Non Cost Shared Revenues must be adjusted out item by item on the Rider F-1 Pro-
Forma.  Add rows as needed.  When adding rows, make sure cells containing formulas 
are copied into the new rows or include the additional rows.   
 
Line 22: Maine Care:  Enter the amount of MaineCare revenue anticipated during the 
agreement period. 
Line 23: Other Restricted Federal/State:  Enter the amount of other federal/state 
funds anticipated for the program but not through this agreement.   
Line 24 Third Party In-Kind:  Enter the amount of third-party, non-cash donations of 
goods and or services from Budget Form 2-A.  This line is for matching funds only.  
Non-matching in-kind should not be reported.   
Line 25: Program Client Fees:  Enter the amount of anticipated fees from clients who 
are subsidized by the program.  This amount includes any deductibles, co-pays and 
sliding scale fees.   
Line 26: Program Income:  Enter the anticipated amount of all income that may be 
earned by the community agency as a result of this agreement.  This amount includes, 
but is not limited to, the sale of product, rental and or conference fees, royalties, etc. 
Line 29:  Other Restricted Revenue (Purpose):  Enter the amount of contributions or 
donations designated by the donor for a specific part of the program (i.e. equipment).  
These restricted revenues must be also entered in the Rider F-1 Pro-Forma, Part I as 
agreement adjustments.  List each source and amount of restricted revenue. Submit a 
copy of the commitment letter(s) indicating the revenue is restricted. 
Line 34:  Total Non-Cost Shared Revenue:  This amount is calculated by a formula in 
the cell and sums Lines 22 through 28. 
Line 35:  Total Revenue:  This amount is calculated by a formula in the cell and sums 
Lines 20 and 34. 
Line 36:  Total Agency-Wide Revenue:   Enter the total projected revenue for the 
entire agency (not simply this agreement) for the year.   
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Budget Form 2: Expense Summary 
 
General Information on Budget Form 2 
 
To ensure accuracy and consistency, the columns on this form must correspond to the 
columns on Budget Form 1 and must include changes or additions made in the columns 
on Budget Form 1.  Do not alter the names of the expense lines on Budget Form 2. 
 
This form consists of four sections which summarize the detailed information provided 
on the remaining budget forms. 


1) Personnel Expenses (Line 4 and 5) (From Budget Form 3) 
 Personnel Expenses (Line 6) Third Party In-Kind (Match only) from Budget 


Form 2A. 
2) Capital Equipment Purchases (Line 8) (From Budget Form 5, Line 8) 
3) Sub-Recipient Awards (Line 9) (From Budget Form 5, Line 9) 
4) All Other Expenses (Line 11 through 31) (From Budget Form 5, corresponding 


Line #s) 
 Indirect Allocated General and Administrative (Line 33) (This amount is 


calculated by multiplying Line 37 with Line 38).  
 
Note:  The amounts on Line 6 Third Party In-Kind (Match Only) and Line 28 Third Party 
In-Kind (Match Only) must agree with the information provided on Budget Form 2-A.  
The Revenue reported on Budget Form 1, Line 24 –Third party In-kind must agree with 
the total match expense on Form 2 on this page (the sum of Line 6 and Line 28) and the 
total amount on Budget Form 2-A 
 
Column 2 (Total Programs):   This column is the SUM of Columns 3 through 7 and 
provides a summary of all services purchased through this agreement.    
 
Columns 3 through 7 (“Service” and “Program”):  Each DHHS funded “Service” and 
“Program” must be listed in a SEPARATE column and must correspond to the same 
order they appear on Budget Form 1 Revenue Summary. 
 
Line 1: Service:  Enter the service named in Rider A. 
Line 2: Program:  Enter the providing agency’s program name, if any. 
 For example: “Service” Residential:  Program: Maple St. Group Home. 
 
Note: 


• Agencies that are funded for five or fewer programs/services must provide all 
summary information on one sheet. 


• Agencies that are funded for six or more programs/services must add additional 
columns to provide the required information.  Each additional column must be 
labeled using consecutive numbers.  Additional pages may be used as needed. 
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Specific Instructions: Expenses on Budget Form 2 by Line Number 
 
Personnel Expenses (Lines 4 through 6)   
 
The information for Lines 4 and 5 are developed and calculated on Budget Form 3.  
Each separate cost-settled Service and Program must have a separate Budget Form 3.   
Specific instructions for Budget Form 3 are provided in the section labeled Budget Form 
3 below.  The information for Line 6 is developed on Budget Form 2A. Note that if your 
agreement includes any Fee-for-service components, no Form 3 is to be completed for 
Fee-for-service components.   
 
Line 4: Salaries/Wages:  For each program, enter the amount found on Form 3 Direct 
Personnel Expenses, Column 8, Summary, “Total Salary” into the appropriate column (3 
through 7) on Form 2. 
Line 5: Fringe Benefits:  For each program enter the amount found on Form 3 Direct 
Personnel Expenses, Column 8, Summary, “Total Fringe” into the appropriate column (3 
through 7) on Form 2.   
Line 6: Third Party In-Kind (Match Only):  Enter the amount from Budget Form 2A. 
Line 7: Total Personnel Expenses:  This is a calculated field.  The spreadsheet will 
sum Line 4, Line 5 and Line 6.       
 
Line 8: Capital Equipment Purchases:  Enter the total amount for capital equipment 
purchases.  On Budget Form 5, provide details about the Capital Equipment purchases.  
Include your agency’s capitalization policy.  Capital equipment must be depreciated, 
unless specifically approved by the funding source.  According to 2 CFR 200.33:  
 


Equipment means tangible personal property (including information technology 
systems) having a useful life of more than one year and a per-unit acquisition 
cost which equals or exceeds the lesser of the capitalization level established by 
the non-Federal entity for financial statement purposes, or $5,000. See also 
§§200.12 Capital assets, 200.20 Computing devices, 200.48 General purpose 
equipment, 200.58 Information technology systems, 200.89 Special purpose 
equipment, and 200.94 Supplies. 


 
Note:  When capital equipment purchases are included in the agreement, the 
capitalization policy of the provider must be submitted with this package.   
All providers must ensure that no capital equipment, including building improvements, 
have been included in other expenses.  
 
 
Sub-Recipient Awards (Line 9) 
 
Line 9: Sub-Recipient Awards:  Enter the total amount of all Sub-recipient Awards.  
On Budget Form 5, the following details for EACH sub-agreement for a DHHS funded 
program are required:  Provider’s name, dollar amount, time period and description of 
services.   
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• Sub-recipient awards between $5,000 and $25,000 must provide a signed MOU 
with a single one page budget. 


• If the amount of the sub-recipient award is $25,000 or more, provide an MOU 
mirroring the DHHS agreement including Rider A, B & D and full budget forms. 


 
All Other Expenses (Line 11 through 31) 
 
Detailed information supporting these expenses must be provided on Budget Form 5.  
The amounts appearing on both Budget Form 2 and Budget Form 5 must agree.  
Budget Form 2 and Budget Form 5 should be filled out simultaneously to ensure 
accuracy and consistency.   
When separate Rider F-1s are required, separate Budget Form 5s must be created 
for each program/service.  For this reason, the workbook does not automatically 
link Budget Form 2 with Budget Form 5.  The providing agency must create the 
appropriate link.  When only one Rider F-1 is required, link Budget Form 2 
Column 2 with Budget Form 5.  Budget Form 2 Column 2 is designed to sum 
Columns 3 through 7.   
Three items listed under All Other Expenses do not appear on Budget Form 5.   


• Line 24 Consultants-Direct Service information is provided on Budget Form 3 
Column 9.  


• Line 28 Third Party In-Kind is provided on Budget Form 2A.   
• Line 29 Service Provider Tax, paid to Maine Revenue Service, requires no 


detailed information on Budget Form 5.   
 


Information provided on Budget Form 5 must reveal all related party transactions.  The 
expenses listed on these forms must relate directly to the programs and services 
provided.  All indirect costs are addressed on Budget Forms 4, 4-A and 4-B. 
 
Line 11: Occupancy - Depreciation:  Enter the projected depreciation on agency-
owned real property used by this specific program.   If you enter a depreciation amount, 
provide the agency’s total depreciation schedule with the budget forms.   The 
depreciation schedule should include the acquisition date, the acquisition amount, 
accumulated depreciation, current depreciation and the net book value.   Budget Form 5 
must include the physical addresses of the depreciating property included in this 
agreement’s expense.  
 
Line 12: Occupancy - Interest:  Enter the amount of mortgage interest projected for 
the period based on real property acquired after September 29, 1995.  For interest on 
real property acquired on or before September 29, 1995, include the letter of approval 
form provided by the federal funding source when the acquisition was approved.  
 
Line 13:  Occupancy Rent:  Enter the amount of rent or lease expense on real 
property that relates directly to the specific program or service covered by this 
agreement.  On Budget Form 5, provide the physical address, the name of the landlord 
and the annual rent by address.  Related party transactions must be disclosed.   
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Line 14: Utilities/Heat:  Enter the amount of utilities and heat expenses directly 
associated with the program.  Cable television may be included for residential 
programs.  Internet services may be included in program expenses if the internet 
service is integral to the program.   
Internet service for agency administrative functions belongs in indirect costs, if the 
agency includes an indirect allocated G & A on Line 33 of Budget Form 2.   
On Budget Form 5, provide a quantified, brief detailed explanation of this expense.  For 
example, 16 Oak St: Heat 2100gals @ $3.79; elec. $3100p.a..; 7 Elm St: Heat 1500gals 
@$3.79; elec. $1900p.a. 12 Maple St: Heat 1700gals @$3.79; elec. $1900p.a. 
 
Line 15: Telephone:   Enter the cost for local and long distance services for both land-
lines and cellular telephones.   On Budget Form 5, provide a quantified, brief 
description.  For example, six land-lines at $200 per month=$2,400p.a. Twelve cell 
phones at $900 per month = $10,800p.a.  The total expense would be $13,200p.a. 
 
Line 16: Maintenance/Minor Repairs:  Enter the costs directly associated with 
maintaining and repairing owned or rented property.  No capital improvements should 
be included in this expense.  2 CFR 200 clearly addresses this issue.  On Budget Form 
5, provide a quantified, brief description of this expense. 
 
Line 17:  Bonding and Insurance:   Enter the projected expense directly related to this 
program/service for bonding and insurance (other than health insurance).  OMB-A122 
and/or 2 CFR 200 provide guidance on these expenses.  On Budget Form 5, provide a 
quantified, brief explanation. 
 
Line 18:  Equipment Rental/Lease:  Enter the projected expense for rented or leased 
equipment directly related to this program/service.  On Budget Form 5, provide a 
quantified, brief explanation.   
 
Line 19:  Materials/Supplies:  Enter the projected amount for office supplies, postage, 
non-capitalized equipment and other purchases necessary to provide direct services 
under this agreement.  Provide a dollar figure and brief description for each category 
within the line item. State if any laptops are being purchased as part of office supplies.  
 
Line 20:  Depreciation (non-occupancy):  Enter depreciation for equipment, vehicles 
etc. not included on Line 11.  Attach the depreciation schedule which must clearly 
indicate the equipment included in this expense.  The agency must ensure that this 
equipment is (1) used directly by this program/service (2) not included in other 
agreements or g&a indirect expenses, or (3) not fully depreciated already.  On Budget 
Form 5, provide a brief description of this expense.   For example, three trucks 
purchased in 2010 and two vans purchased in 2011. 
 
Line 21:  Food:  Enter the projected expense for food directly associated with the 
program/services.   On Budget Form 5, provide a quantified, brief explanation.  For 
residential programs, for example, state three meals a day for 60 clients.  Food provided 
for volunteer board meetings must be separately described.   2 CFR 200 provides 
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additional guidance.   Light refreshments for volunteers are appropriate.  Catered 
events or restaurant outings for the paid staff are not appropriate use of funds.  Note 
that some DHHS programs and grants do not allow Food expenses. 
 
Line 22:  Client-related Travel:  Enter the travel expense for providing direct services 
to clients.   This expense includes, for example, mileage for home visits or fuel for 
agency owned vans which transport clients.  All expenses for client-related travel 
appear on this line except for vehicle depreciation, which appears on Line 20.    
On Budget Form 5, your agency’s mileage reimbursement rate must be entered.   The 
reimbursement rate for mileage charged to DHHS funded programs cannot exceed the 
reimbursement rate allowed for State employees.  (5M.R.S.A. §1541.13.A.).  Any 
reimbursement above the State rate must be paid with unrestricted funds and adjusted 
out on Rider F-1.   
Out of State travel using DHHS funds must be identified on Budget Form 5 and will be 
reviewed by DHHS. 
 
Line 23:  Other Travel:  Enter the projected travel expense required for non-direct 
client services, such as attending trainings.  All expenses for other travel appear on this 
line except for vehicle depreciation, which appears on Line 20.   On Budget Form 5, 
provide a quantified, brief explanation of this travel. Specify if travel is within State of 
Maine. Include a cost breakdown of the travel components including airfare, registration, 
lodging, meals, etc. State location and purpose of travel; specify number of staff 
traveling. 
On Budget Form 5, your agency’s mileage reimbursement rate must be entered.   The 
reimbursement rate for mileage charged to DHHS funded programs cannot exceed the 
reimbursement rate allowed for State employees.  (5M.R.S.A. §1541 (13.A.)).  Any 
reimbursement above the State rate must be paid with unrestricted funds and adjusted 
out on Rider F-1.   
Out of State travel using DHHS funds must be identified on Budget Form 5 and will be 
reviewed by DHHS. 
 
Line 24: Consultants – Direct Service:  Enter the amount calculated on Budget Form 
3, Column 9, and “Consultants-Direct Service” Total Costs.  Detailed information must 
be provided on Budget Form 3.  See Instructions for Budget Form 3 below for additional 
guidance.   
 
Line 25: Consultants – Other:  Enter the projected expense associated with any 
person or organization providing non-clinical, consultative services to the program, 
except the Independent Public Accountant.  Consultants-Other includes payroll 
services, general bookkeeping services, transcription services, interpreter services, 
security services and legal services.   On Budget Form 5, include the names of these 
providers, description of service and the estimated cost for each provider.    
 
Line 26:  Independent Public Accountant:  Enter the projected expense for your 
independent public accountant for audit or review services.  Do not include amounts 
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paid for payroll or general accounting services.  Those expenses should be recorded on 
Line 25, Consultants-Other.   
 
Line 27:  Technology Services/Software:  Enter the projected expense for computer 
programming and software.  On Budget Form 5, provide a quantified, brief explanation.   


• The software on this line is the “shrink wrapped” product available on-line or 
through a local retailer.   Software expense that exceeds your capitalization level 
should be capitalized and depreciated. 


• The purchase of computer equipment must be quantified and explained.  Laptops 
do not need to be replaced annually.  Quantify the number of computers to be 
purchased and provide an explanation. Purchasing computer equipment 
individually to circumvent the capitalization policy is not allowed.   Budget Form 
5A provides additional space to quantify and explain computer equipment 
purchases. 


• The cost of system support must be quantified and described separately.  Payroll 
for an IT employee does not belong in this category.    IT payroll is either an 
administrative expense on Budget Form 3 or an Indirect Expense on Budget 
Form 4B.   


 
Line 28: Third Party In-Kind:  Details must be provided on Budget Form 2A In-Kind 
Resource Donation.   The instructions for Budget Form 2A appear below.   This 
information does not appear on Budget Form 5. 
 
Line 29: Service Provider Tax:  Enter the projected expense for the Service Provider 
Tax to be paid to Maine Revenue Service.   This information does not appear on Budget 
Form 5. 
 
Line 30: Training/Education:  Enter the projected expense for Training or Education.  
On Budget Form 5, provide a quantified, brief explanation of this expense indicating the 
number of employees or others to be trained, purpose of training and location of 
training.   
 
Line 31:  Miscellaneous:  Enter expenses not included in any other category.    A 
quantified breakdown by category of expense is required for any component exceeding 
$1,000 in Miscellaneous.  List each item and identify the expense amount on Form 5 
and provide an explanation.  Budget Form 5A is provided to permit greater detailed 
information in a standard format for Miscellaneous.    
 
For example, if the total amount for Miscellaneous is $6,000, list all components:  
Advertising and recruiting for new employees: $5,500; Other Expense: $500.  (The 
unexplained total is less than $1,000.)   


• If the list includes Dues and Subscriptions provide the names of the 
organizations to which you are paying dues and list all subscriptions.  Some of 
these expenses may not be allowable under 2 CFR 200. 
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Line 32:  Subtotal All Other Expenses:  This is a calculated field.  The formula in this 
cell will sum Lines 11 through 31.  If additional lines have been created, check the 
formula in this cell for accuracy. 
 
Line 33: Indirect Allocated –G&A:  This field is calculated by multiplying the agency’s 
allocation base on Line 37 with the Indirect Cost Rate on Line 38.  Line 38 should link to 
Budget Form 4 Line 6.   
 
Line 34: Total All Other Expenses:  This is a calculated field with a formula in the cell.  
The spreadsheet will sum Lines 32 and 33.   
 
Line 35:  Total Expenses:  This is a calculated field with a formula in the cell.  The 
spread sheet will sum Line 7, Line 8, Line 9 and Line 34. 
 
Line 36:  Total Agency-Wide Expenses:  Enter the total projected expenses for the 
entire agency for the agreement period.  For most non-profits, this amount and the 
amount on Budget Form 1, Line 36 is identical.  This is not true of hospitals or 
educational institutions.  
 
Line 37 Allocation Base:  Enter your agency’s allocation base.   
 
Total Agency Wide Expenses on Line 36 is not an appropriate allocation base. 
 
The following allocation bases are acceptable examples for use when indirect costs are 
allocated to benefiting cost objectives by means of an indirect cost rate.   


a. Direct salaries and wages excluding all fringe benefits. 
b. Direct salaries and wages including fringe benefits. 
c. Modified Total Direct Cost (MTDC) excluding capital expenditures, the excess 


above $25,000 for each sub-recipient awards and distorting items. 
See 2 CFR 200 for additional guidance. 
 


The selection of an appropriate allocation method should be based upon the 
commonality of costs to all cost objectives.  In general, a correlation exists between 
administrative effort and the expenditures for direct labor.  In most cases, a direct labor 
base will produce an equitable distribution of indirect costs.  However, where the ratio of 
direct labor to total direct costs varies significantly from program to program, an 
adjusted total direct cost base should be used in allocating costs to benefiting programs.   
 
 
Line 38:  Indirect Cost Rate:  This should link to Budget Form 4, Line 6. 
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Budget Form 2A:  Third Party In-Kind Resource Donation 
 
This form consists of three boxes.  A separate box of information must be completed for 
each type of in-kind resource included in this agreement and detailed in the accounting 
records.  If necessary, additional boxes may be added to this sheet.  
In-kind expenses are third-party, non-cash donations of goods and/or services.   
Examples:  


• A shelter that provides meals may receive food donations from a grocery chain or 
food collected and contributed by a volunteer organization.   


• A social service agency may receive donations of services from volunteers or 
college interns who contribute their time at no charge for the benefit of the 
organization. 


• In-Kind may be listed on the budget forms only if the contribution is from a third 
party.  For example, the time contributions of salaried employees of the agency 
may not be listed as in-kind.  They are not third party and their contribution may 
be part of their regular job duties.    


 
$:  Enter the estimated dollar value of the donation 
Of In-Kind:  (Describe):  Identify the item, service or resource being contributed. 
Shall be furnished by:  Identify clearly the source of the donation. 
Explanation:  Provide an explanation of how the dollar value was determined. 
Shall be used as matching funds for:  Check applicable box.  If you check other, 
provide explanation. 
 
 
Budget Form 3: Direct Personnel Expenses 
 
A separate Budget Form 3 must be completed for each DHHS funded program 
summarized on Budget Form 1 and for each residential site within a program, as 
directed by the SPOC (Single Point of Contact).   In other words, if there are four 
columns for service/program on Budget Forms 1 and 2, in addition to the summary 
column, there must be four Budget Form 3s submitted.  
When separate Budget Form 3s are created, the totals on each form must agree with or 
be linked electronically to the information in the appropriate column on Budget Form 2.  
Identify the program/service/site in the Header of Form 3. 
Budget Form 3 supports both the Personnel Expense (Budget Form 2, Lines 4 & 5) and 
Consultant- Direct Service (Budget Form 2, Line 24). 
The Personnel Expenses are divided into two sections: 


• Direct Care/Clinical Staff on Lines 2 through 13. 
• Administrative Staff (Non Indirect Allocated) on Lines 16 through 19. 


 
BECAUSE SOME PROVIDERS MUST SUBMIT MULTIPLE BUDGET FORMS 3, THE 
FORM IS NOT LINKED ELECTRONICALLY TO BUDGET FORM 2.  EACH 
PROVIDER SHOULD CREATE THE APPROPRIATE LINKS BETWEEN TOTAL 
SALARIES IN COLUMN 8 TO BUDGET FORM 2 LINE 4 AND TOTAL FRINGE TO 
BUDGET FORM 2 LINE 5.  THE TOTAL AMOUNT FOR CONSULTANTS - DIRECT 
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SERVICE ON BUDGET FORM 3 COLUMN 9 LINE 35 SHOULD LINK TO BUDGET 
FORM 2 LINE 24. 
  
Specific Instructions by Column and Line for Budget Form 3 Appear Below 
Header-Program Name: Complete the Program Name field in Header with 
Service/Program/FY for this component. Each component will have its own Budget 
Form 3. 
 
Column 1 Position Title:  Provide your agency’s position title for each staff member in 
this column.  Include the first initial and surname of the individual associated with this 
position.  If vacant, insert the word vacant.   
 
Line 2-13:  Direct Care/Clinical Staff:  These positions carry caseloads, provide 
services directly to clients and produce billable units of service or provide the non-client 
services described in Rider A purchased under the terms of the agreement.   
 
Line 14:  Total FTE:  Enter the number of FTEs (Full-time equivalents) providing direct 
services for this program.  In general, an FTE equals 2080 hours/year (40 hours 
multiplied by 52 weeks).  Please remember to factor variance if agreement period is 
more than 1 year.   Please note in Column 8 Remarks box total hours for FTE if it is less 
than 2080.  This is the maximum number of hours that can be charged for any individual 
employee when calculating FTEs. To calculate Total FTE is multiple years within 
component, use the Column 4 Total / 2080 / #years in agreement period. 
 
Lines 16-19:  Administrative Staff:  These positions provide clinical or administrative 
support or supervision to Direct Care/Clinical Staff.  Working supervisors must be 
shown in this category and in the Direct Care/Clinical Staff category in proportion to the 
time spent in each activity.   Agencies that allocate expenses of administrators directly 
to program may show those allocations on this form; agencies that are wholly funded by 
DHHS and have a small number of programs typically use this allocation method.  
Include both the position title and the individual name associated with this position.  If 
vacant, list vacant.   
Agencies with indirect, general & administrative expenses allocated to each funded 
program through an indirect cost pool must complete Budget Forms 4, 4-A and 4-B to 
allocate indirect personnel costs.   These costs may not be included on Budget Form 3. 
 
Line 20:  Total FTE:  Enter the number of FTEs (Full-time equivalents) providing 
administrative services for this program.  In general, an FTE equals 2080 hours/year.   
This is the maximum number of hours that can be charged for any individual employee 
when calculating FTEs. 
 
Line 21:  Totals:  In Column 4, sum the total # Annual hours spent on Program.  In 
Column 5, sum the total amount of the Direct Program Salary for Agreement Period.   
 
Column 2 Credential:  Enter the credentials/certifications for each staff person/position 
listed in Column 1.  For example, MHRT II, LCSW, RN, CDA/Degree, etc.   
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Column 3 Total Annual Salary for Agreement Period:   Enter the TOTAL annual 
salary amount for the agreement period for each staff position in whole dollars.  
Generally, the agreement period is annual, but some agreements may have shorter or 
longer time periods.   
 
Column 4 Total # Hours Spent on Program for Agreement Period:  Enter the 
TOTAL hours this staff person spends on this program, in whole hours.   The maximum 
number of hours annually is 2080, based on 40 hours per week and 52 weeks.  One 
FTE for a two-year agreement would spend 4160 hours on the program for the 
agreement period. 
 
Column 5 Total Direct Program Salary for Agreement Period:  Enter the amount of 
salary received by the staff person for this program in the agreement period, rounded to 
the nearest whole dollar.    
This column reflects information from Column 3 and Column 4.  For example, if the total 
annual salary amount in column 3 is $50,000, and the hours in Column 4 are 1040, then 
the amount in this column (Total Direct Program Salary) would be $25,000.   This 
amount reflects two numerical facts:  (1) an annual salary of $50,000(in Column 3) and 
(2) half their annual hours (2080 hours divided by 2= 1040 hours) (Column 4) equals 
$25,000. 
 
Column 6 is intentionally left blank. 
 
Column 7 Total Fringe Benefits:  Enter the dollar amount for each fringe benefit listed.  
Line 29 and the % salary are calculated fields.   FICA may not exceed 7.65% of salaries 
and should include both the Social Security and Medicare tax.   When you use Line 28 
Other, provide details in the remarks section of Column 8. 
 
Column 8 Summary:  The amounts in these fields are linked to other cells on this 
spreadsheet. 
Total Salary in Column 8, Line 23, is linked to Column 5, Line 21, the sum total of Direct 
Program Salaries for Agreement Period.    Total Fringe in Column 8, Line 24 is linked to 
Column 7, Line 29.   These totals, in turn, are the amounts that must appear on Budget 
Form 2, under Personnel Expense on Lines 4 and 5 respectively.   BECAUSE MANY 
PROVIDERS MUST SUBMIT MULTIPLE BUDGET FORMS 3, THE INFORMATION IN 
COLUMN 8 IS NOT LINKED IN THIS WORKBOOK.  THE PROVIDER MUST CREATE 
THE APPROPRIATE LINK.   
 
Column 9 Consultants – Direct Service:  All Consultants providing direct service 
through this agreement must be listed in this section which consists of six columns.   
The first five columns provide information on the consultant.  The sixth column is a 
calculated field based on the information included in column 4 and column 5.  Additional 
rows may be inserted, if needed.   
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Lines 32-34:  Under Service, list the service provided by the consultant.  Under Name, 
provide the name of the consultant that relates to the aforementioned service.  Under 
Credential, provide the consultant’s credentials.  Under Hourly Rate, provide the 
hourly rate agreed on for this consultant.  Under # Annual Hours, provide the number 
of hours that this consultant will be paid under this agreement.   The Total Cost is the 
Hourly Rate multiplied by the # Annual Hours.  A formula in this cell should calculate 
this amount.    
 
Line 35 Total:  This cell contains a formula which sums Total Cost by individual 
consultant. 
This amount must be the same as Budget Form 2, Line 24 in the applicable column.  
BECAUSE MANY PROVIDERS MUST SUBMIT MULTIPLE BUDGET FORMS 3, THE 
INFORMATION IN COLUMN 9 IS NOT LINKED IN THIS WORKBOOK.  THE 
PROVIDER MUST CREATE THE APPROPRIATE LINK. 
 
 
Budget Form 4:  Indirect Allocation (G & A) Summary 
 
Budget Form 4 and its support schedules, Budget Form 4A and Budget Form 4B, 
provide information on the community agency’s indirect costs. 
 
Line 1:  Indicate in the appropriate box if your agency has indirect costs? 


• If No, disregard the remainder of Form 4 and Form 4A and Form 4B. 
• If Yes, proceed to Line 2. 


 
Line 2:  Indicate if your agency has an approved indirect cost rate from the federal 
government.   


• If No, proceed to Line 3. 
• If Yes, Enter the rate and include the letter with the budget submission. 
 Also insert the rate in the box on Line 6. STOP here if Federal rate; Forms 
4A and   
   4B should not be completed if Federal rate. 
 The rate on Line 6 links to Budget Form 2 and calculates the Indirect 


Allocated G&A on Line 34.      
Before proceeding with the rest of Budget Form 4, both Budget Form 4A and Budget 
Form 4B must be completed. 


• Budget Form 4B needs to be completed first.  Budget Form 4B provides the 
detailed indirect Personnel Expense Summary, which supports Personnel 
Expenses on Budget Form 4A, Line 3.  


• Budget Form 4A adds the indirect personnel expenses to the other expenses to 
develop the Total Indirect Expenses in Column 2, Line 26.  This amount is carried 
to Budget Form 4, Line 5, Total Agency Wide Indirect Costs.   


Once these forms have been created annually by the agency, the information should 
simply be pasted into each new agreement.  Verify that the header information is 
accurate after pasting these forms into a new agreement.  Specific instructions for 
completing Budget Forms 4A and 4B appear below.   
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Instructions for the remainder of Budget Form 4 are below. 
 
Line 3:  Indicate with an X the allocation method your agency uses to distribute its 
indirect costs. 
 
 
According to 2 CFR 200, there are four methods of allocating indirect costs. 


• Simplified Allocation Method 
• Multiple Allocation Method 
• Direct Allocation Method 
• Special Indirect Cost Rates 


 
The selection of an appropriate allocation method should be based upon the 
commonality of costs to all cost objectives.  In general, a correlation exists between 
administrative effort and the expenditures for direct labor.  In most cases, a direct labor 
base will produce an equitable distribution of indirect costs.  However, where the ratio of 
direct labor to total direct costs varies significantly from program to program, an 
adjusted total direct cost base should be used in allocating costs to benefiting programs.   
 
Detailed information on these methods is available in 2 CFR 200.   
 
For most agencies, the simplified method of allocating indirect costs is best.  A 
basic example of the concept is described below: 
 
Rate Calculation: 


• Organization XYZ has Total Indirect Costs = $100,000 
• Organization XYZ Has Direct Salaries & Wages (Distribution Base) = $1,000,000 
• Indirect Cost Rate = 10% = $100,000 


$1,000,000 
 
Rate Application to Grants: 


• Grant A has Direct Salaries & Wages (Allocation Base of $40,000 
 Indirect Allocated G&A = $4,000 (10% X $40,000) 


• Grant B has Direct Salaries & Wages (Allocation Base) of $65,000 
 Indirect Allocated G&A = $6,500 (10% X $65,000) 


• Grant C has Direct Salaries & Wages (Allocation Base of $25,000 
 Indirect Allocated G&A = $2,500 (10% X $25,000) 


 
Line 4:  Indicate with an X the distribution base your agency uses to allocate its indirect 
costs.   The choices are Total Salaries, Modified Total Direct Costs or Other.   Then 
provide the amount of the distribution base in the appropriate box. 
 
Line 5:  Enter the Agency Wide Indirect Costs from Budget Form 4A Line 26. 
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Line 6:  The agency indirect cost rate is calculated by dividing the amount on Line 5 
(Total Agency Wide Indirect Costs) by the amount on #4 (agency distribution base).   
This cell should link to Budget Form 2 Line 38. 
 
Once these forms have been created by the agency, the information should simply be 
pasted into each new agreement.   
Verify that the header information is accurate after pasting these forms into new 
agreements.  
  
 
Form 4A:  Agency-Wide Indirect Expense Summary 
 
Agencies with an approved indirect cost rate need not complete this form.   
The information on this form develops the Total Indirect Expense by combining the 
personnel expense developed on Form 4B and appearing on Line 3 of Form 4A with 
Indirect Other Expenses listed on Lines 7 through 24. 
Column 2, Line 26 of Form 4A must be the same amount as Form 4, Line 6.   
 
 
Form 4B Agency-Wide Indirect Personnel Summary 
 
Budget Form 4B provides the Indirect Personnel Expense by Cost Pool (or Cost 
Center).  If an employee is assigned to a specific service which is the sole focus of his 
work time, then his wages or salary is a direct cost and must be shown on Budget Form 
3.  However, when an employee is not assigned to a specific service, his wages or 
salary is shown on Budget Form 4B.  Cost pools (or cost centers) are groups of like 
costs (such as Administration or Facilities) that relate to services.  On Budget Form 4B, 
indirect personnel should be listed and segregated by cost pool in columns 3 through 7 
(more columns may be used if necessary).  
 


• Column 1:  List Position/title 
• Column 2:  List total annual salary for each position/title shown in Column 1. 
• Column 3 through 7 (add more columns if needed):  For each position/title shown 


in Column 1, enter the salary amount in the appropriate cost pools.   
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Budget Form 5 Expense Details 
 
Instructions Provided with Budget Form 2 Expense Summary 
Complete the Program Name field in the Header with Service/Program/FY for this 
budget component. 
The instructions for Budget Form 5 were included with the instructions for Budget Form 
2.  Budget Form 5 provides the expense details for Budget Form 2.  The amounts on 
Budget Form 2 must agree with the amounts on Budget Form 5.   A separate Budget 
Form 5 is required for each Rider F-1 Pro-Forma. Identify the Program/Service/Site for 
each Budget Form 5 in the Header.  
BECAUSE SOME PROVIDERS MUST SUBMIT MULTIPLE BUDGET FORMS 5, THE 
FORM IS NOT LINKED ELECTRONICALLY TO BUDGET FORM 2.  THE PROVIDING 
AGENCY MUST CREATE THE APPROPRIATE LINK.   
 
 
Budget Form 5A Supplemental Information 
 
Budget Form 5A provides space for supplemental information.  The space for detail 
information on Budget Form 5 is occasionally inadequate for the necessary information.  
Providers are encouraged to use 5A for expenses that require additional details.  
 
 
Rider F-1: Pro-Forma  
 
Effective July 1, 2012, the revised Maine Uniform Accounting and Auditing Practices for 
Community Agencies (MAAP) require all agreements to include a Pro-Forma.   The 
Rider F-1 is the appropriate Pro-Forma. 
 
This Pro-Forma determines the expenses allocable to the agreement and illustrates the 
applicable closeout method.   
The projected budget categories and amounts on Budget Form 1 define the eliminations 
and adjustments on the Rider F-1 Pro-Forma which are required prior to settlement.   
Separate Rider F-1 Pro-Formas will be required for each service/program/FY as listed 
on the allocation letter and columns on Budget Form 1.  This practice ensures that 
revenue and expenses approved for a specific program are not inappropriately shifted 
to another program.    
 
If the agreement includes a Fee-for-service component, separate FFS Rider F-1 Pro 
Forma will be included that states the rate, unit of measure, etc. for the FFS 
components. If multiple contract years, a separate FFS Rider F-1 Pro Forma is required 
for each contract year. 
 
The general MAAP rules regarding the Pro-Forma are provided below and appear 
on page 21 of the revised MAAP:  
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(a) The agreement must include a pro forma that clearly identifies the steps necessary 
to reach an accurate settlement. 
(b) Community agencies entering into Department agreements must follow the cost 
sharing methodology described in the agreement and as reflected in the pro forma 
included in the agreement document except as detailed in (c) below. 
(c) Community agencies are required to follow applicable federal circulars, program 
regulations and MAAP restrictions, even if those restrictions are not expressly set forth 
in the pro forma. For example, bad debt will always be eliminated against expense as 
an unallowable expense, even if the pro forma did not show bad debt being eliminated.  
If during the settlement process the community agency notes that the pro forma did not 
accurately reflect the restrictions imposed by federal circulars, program regulations and 
MAAP restrictions, the final settlement to the Department must be based on the actual 
restrictions even when not consistent with the agreement pro forma. 
 
General Information 
 
The Rider F-1 Pro-Forma contains information in three sections. 
1. Header contains two fields that do not appear on the other budget forms: Fiscal 


Year End and Funding Department.  These two fields will have to be completed. 
Complete the Component Start Date, Component End Date, and Agreement Amount 
in Component.  The Agency Name and DHHS Agreement # fields are linked to 
Budget Form 1. 


2. Part I: Agreement Totals:  Part 1 consists of two sections (Agreements Totals and 
Agreement Adjustments with three columns for Revenue, Expenses and Balance. 
Line 1 Column 1 is the Revenue from Budget Form 1, Line 35.    
Line 1 Column 2 is the Expenses from Budget Form 2, Line 35.   
Line 1 Column 3 is Column 1 less Column 2.    
Lines 2 through 8 are for agreement adjustments.  These are revenues and related 
expenses which must be excluded from cost sharing.  They are the revenues 
reported on Budget Form 1 Line 21 through 33, Non Cost Shared Revenue. 
Line 9 Total Adjustment sums the adjustments on Line 2 through 8.  
Line 10 Total Available for Cost Sharing is Line 1 minus Line 9. 
 


3. Part II: Agreement Cost Sharing 
 
The cost sharing calculation in Part II of Rider F-1 will determine the appropriate 
allocation of expenses for settlement purposes.  Subsequent budget revisions 
and amendments require a revised budget and recalculation and resubmission 
of the Rider F-1.   
 
Line 11 Agreement # (State Funds): This is the total amount of state funds from 
Budget Form 1 Lines 9, Line 10 and Line 11. 
Line 12 Agreement # (Federal Funds):  This is the total amount of federal funds 
from Budget Form 1 Lines 5 and Line 6.  
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Line 13 All Other Unrestricted:  This includes Private Client Fees on Form 1 Line 
16 and the Agency Commitment to Program (including fundraising, donation, etc.) 
on Form 1 Line 18 and Line 19 (if applicable).   
Line 14 All Other-Restricted to the Program    The Restricted United Way 
contributions, Restricted Municipal/County contributions and all other restricted 
income to the program are now available for cost-sharing according to the revised 
MAAP rules.  These amounts appear on Budget Form 1 Lines 12, Line 13, Line 14, 
and Line 15 (if applicable).  All revenue that has been restricted to the program is 
subject to cost-sharing.   
 


Additional guidance on items to be adjusted from the pro-forma is provided in 
revised July 2012 MAAP IV.   The website address appears on page 1 and a 
section is quoted below.   
 
MAAP rules for cost sharing agreements from page 22 of MAAP IV Cost Sharing 
Settlements: 
The Department enters into agreements where the Department participates in programs 
with multiple funding sources. Below are Department cost sharing principles to be 
followed in the budgeting and settlement process: 


(a)  Unrestricted revenues shall be specifically identified as such in the 
agreement budget. These amounts are comprised of revenues such as private 
client fees and the community agency’s commitment to the program. The 
agency’s stated commitment to the program shall be included in the final 
settlement whether or not the community agency transferred these funds to the 
program.  In addition, revenues that have been designated to the program by 
such sources as local governments, United Way or other private organizations or 
individuals will be identified as such in the agreement budget and treated as 
unrestricted revenue for cost sharing purposes. All unrestricted revenues are to 
be cost shared in the final settlement with the Department. 
(b)  Restricted revenue (revenue designated for a specific purpose) must be 
eliminated against program expenses dollar for dollar prior to cost sharing. 
(c)  Revenue from other federal and state funding sources that are not 
considered agreement revenue must be eliminated against program expense 
dollar for dollar prior to cost sharing. 
(d)  Program income such as client fees (program) must be eliminated against 
program expenses dollar for dollar prior to cost sharing. Client fees (private) must 
be made available for cost sharing, unless specifically restricted against identified 
expenses in the budgeting process. 
(e)  All MaineCare revenue, whether fee for service, unit based or cost settled, 
must be eliminated dollar for dollar against expense prior to cost sharing. 
(f)  An agency must eliminate all in-kind revenue and expenses prior to cost 
sharing.  In-kind revenue and expenses are third party non-cash transactions that 
add benefits to a program. 
(g)  An agency must eliminate all subcontract revenues and related expenses 
prior to cost sharing. 
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(h)  If an agreement award has multiple pro-formas, a final settlement must be 
prepared consistent to the pro-formas. 
(i)  The final financial report (agreement closeout report) must include the total 
Department agreement amount less any subcontract amount as available 
revenue for settlement purposes. 
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Instructions for Pro Forma 
Cost Sharing Agreements 
 
Purpose:  A departmental Pro Forma is to be used for cost settled agreements which purchase part or all of a Community 
Agency’s program.  The Provider completes the Pro Forma, subject to review by the Contract Administrator. All program revenue 
and expenses should be included in the budget and the Pro Forma. In order to complete this form, one needs to understand the 
terms of the negotiated agreement and the standard administrative requirements applicable to MAAP agreements. The Pro Forma 
is illustrative; settlement will be according to actual amounts and applicable circulars and rules. The following example follows the 
language contained in the MAAP rule.  
 


  
Example 


 
Justification 


Entry on Pro Forma 


Revenue Expense Balance 


Part I:  Agreement Totals 
 
All revenue and expenses should be reflected in the budget and the Pro Forma 


+ + $0 


Agreement Adjustments:  
 
While not all inclusive, the following are among the most common examples of adjustments which could be made to revenues and 
expense amounts for cost sharing  


A.  Eliminate negotiated 
agreement Pro Forma 
revenues and related 
expenditures. 


Particular line items or expenses 
that the Contract Administrator 
doesn’t want to reimburse. 


 - - $0 


B.  Eliminate unallowable 
expenditures per applicable 
federal cost principles. 


Bad debt, lobbying, bonuses, 
mileage in excess of the State 
rate. In the absence of contract 


Unallowable per 2 
CFR 200.  Could be 
disallowed or removed 


- - $0 
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Donations or other 
unrestricted revenue should 
be used for unallowables. 


provisions to the contrary, costs 
incurred for interest on borrowed 
capital are unallowable. Interest 
on debt incurred after 9/29/95 to 
acquire or replace capital assets 
is allowable.  
DHHS allows interest on 
borrowed capital on or before 
9/29/95 to be prorated and offset 
against DHHS agreement State 
revenue and other unrestricted 
non-Federal revenue. 
(Note: interest incurred for short 
term cash flow loans can be 
offset using non-State, non-
Federal unrestricted revenue). 
 


against specific 
revenue if stated in 
contract. 


C.  Eliminate expenditures 
which are not in accordance 
with MAAP section .04 
“Revisions of budgets and 
program plans”. 


Any budget category but 
especially Equipment. State 
budget category 


If agency exceeds 
budget, excess is 
disallowed.  If agency 
purchases equipment 
different from what is 
in agreement budget, 
entire amount is 
disallowed. 


- - $0 


D.  Eliminate In Kind revenue 
and expenditures. 


 In-kind is not a cash 
expense and should 
not participate in cost-
sharing even if used 
for match. 


- - $0 
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E.  Eliminate restricted 
revenue and related 
expenditures which 
purchases part of the total 
program. 


All non-agreement state and 
federal government revenue 
(unless cost sharing is indicated 
by the revenue source), 
MaineCare, Program Client fees, 
Restricted Client Rents, Sales of 
Product, Subrecipient 
agreements. 


Restricted Donations 
are stipulated by 
donor.  Subrecipient 
agreements should not 
be part of cost-sharing. 


- - $0 


F.  Include agreement 
available revenue (agreement 
award less revenue 
received). 


If agency does not show the 
entire amount of the agreement 
on the SAO, it is added here. 


Cost-sharing should be 
calculated using the 
entire amount of the 
agreement. 


+ $0 + 


G.  Include all “other available 
revenue” per MAAP section 
.04 which represents a 
commitment of funds by the 
agency to the program. 


Unrestricted income (donations, 
agency share), match (cash or 
in-kind) 


Actual amounts shown 
on the SAO are 
changed to the budget 
amounts.  Agency has 
committed the budget 
amount. 


+ + $0 


H.  Include prior year carry 
forward balances. 


Federal funds only, as approved. 
State funds are not allowed to be 
carried forward. 
 
 


Carry Forward 
approved for inclusion 
in current agreement. 


- - $0 


Line 1 plus or minus all adjustments within Part I equals line 10 - the totals available for Part II cost sharing. 


 
Part II:  Agreement Cost Sharing 
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The Part I line 10 totals are 
posted to lines 11-14 and 
they represent the total 
allowable and allocable 
expenses which can be cost 
shared to the agreement.  
The total expenses on line 15 
are allocated to the 
agreement based upon 
agreement available revenue 
to the total available revenue. 


Unrestricted revenue (donations, 
agency share, municipal revenue 
unless restricted), Client Fees- 
Private, 3rd Party Insurance 
Fees, Private Co-Pays, and 
Agreement Revenue 


These are the 
remaining amounts 
from the SAO that 
should be included for 
cost-sharing. 


   


 
 


Note to adjustments 
 
The section at the bottom of the Pro Forma is for notes to adjustments.  Whenever possible the use of explanatory notes to line 
adjustments is suggested, especially if revenue sources are combined, or portions of unrestricted revenue are used for 
unallowable expenses. 
 
Any notes that can clarify adjustments are helpful.  For example, in “E” above, the Pro Forma would show subrecipient 
agreements as being removed dollar-for-dollar, as it is based on a balanced budget.  A note could be included here indicating that 
this adjustment should remove actual subrecipient agreement revenue against actual subrecipient agreement expense (but not 
greater than subcontract revenue), and any surplus should be collected from the subrecipient. 
 
Fundraising revenue and expense should not be part of the budget; agencies should utilize a separate cost center. Any funds 
committed to the program as a result of fund raising should be entered into the budget. 
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Rider F-2:  Agreement Compliance Form 


 
The Rider F-2 Agreement Compliance Form must be completed by the DHHS 
Contract Budget Analyst.   The Rider F-2 provides the agency and the Independent 
Public Accountant (IPA) with the Department’s compliance requirements for audits of 
this agreement.  Most of the compliance requirements are pre-determined by federal 
and state rules.   The DHHS may add requirements based on the projected budget.     
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Target Audience and Needs Assessment 


Needs Assessment Process 


Stakeholders engaged in the needs assessment process 
 
 


The key stakeholders in the needs assessment process for Maine SNAP-Ed include State Agency staff, Implementing Agency staff, key partnerships and 
collaborators as well as the people Maine SNAP-Ed serves. The State Agency and Implementing Agency work closely together to determine the metrics and 
data sources included in the needs assessment to identify the target audiences’ needs. Maine’s State Nutrition Action Council (SNAC) membership includes 
state-level public health, obesity prevention and food security leaders. They support community capacity to plan and achieve changes in nutrition security 
policies and practices. The SNAC provides a forum for ongoing discussion and prioritization of the food security, nutrition, physical activity, and obesity and 
chronic disease prevention needs of Maine families experiencing low income. To date, children and families served by Maine SNAP-Ed provide input primarily 
through surveys and focus groups included in planning and evaluation. Maine SNAP-Ed is actively exploring ways to engage the community in the needs 
assessment process in more meaningful ways for the next Comprehensive Needs Assessment cycle. 


 
Process used to determine the State’s priority goals and develop objectives and indicators to track progress toward them 


In order to respond to the new N-PEARS format for State Priority Goals and Smart Objectives, Maine SNAP-Ed adapted the current statewide goal and 
performance measures from the performance-based contract that is required by the State of Maine and realigned the existing SNAP-Ed Evaluation 
Framework indicators currently being measured to the new format. Maine SNAP-Ed’s goals and objectives are comprehensive, address the SNAP-Ed Guiding 
Principles, and will be implemented for the remainder of Maine’s plan cycle. It is anticipated that a robust, inclusive process to finalize Maine SNAP-Ed’s 
goals and objectives will be undertaken in anticipation of a new funding and plan cycle beginning in FY 2025. 


Needs Assessment Findings 


State-Specific Nutrition and Physical Activity-Related Data on Target Population 
 


 
Topic 


Age Group 
Range 


 
Finding 


 
Data Source 


Obesity 18 to 99 32.0 % 2021 ME BRFSS and MIYHS (Maine's YRBS) 
 14 to 17 15.0 %  
 12 to 13 17.0 %  


Type 2 diabetes 18 to 99 10.0 % 2021 Behavioral Risk Factor Surveillance 
System 


Cancer 18 to 99 9.0 % 2021 Behavioral Risk Factor Surveillance 
System 


Hypertension 18 to 99 34.0 % 2021 Behavioral Risk Factor Surveillance 
System 


High cholesterol 18 to 99 35.0 % 2021 Behavioral Risk Factor Surveillance 
System 


Fruit consumption 18 to 99 
14 to 17 
10 to 12 


35.0 percent consume less than once per day 
42.0 percent consume less than once per day 
14.0 percent consume less than once per day 


(yesterday) 


2021 ME BRFSS and MIYHS (Maine's YRBS) 


Vegetable consumption 18 to 99 
14 to 17 
10 to 12 


13.0 percent consume less than once per day 
57.0 percent consume less than once per day 
25.0 percent consume less than once per day 


(yesterday) 


2021 ME BRFSS and MIYHS (Maine's YRBS) 


Physical activity behaviors 18 to 99 


14 to 17 


27.0 percent no PA in last month 


50.0 Percent PA less than 5 days per week 


2021 ME BRFSS and MIYHS (Maine's YRBS) 


Household food insecurity 0 to 17 13.0 percent of children living in households that are 
food insecure 


2021 Current Population Survey, Food Security 
Supplement 
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Topic 


 
Age Group 
Range Finding Data Source 


 
 


Other: Sugar Sweetened 


Beverages 


10 to 12 
13 to 13 
14 to 17 


59.0 percent consumed at least one SSB yesterday 


20.0 percent consumed at least one SSB per day in 
past week 


23.0 percent consumed at least one SSB per day in 


past week 


2021 Youth Risk Behavior Surveillance System 
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10,712 Black or African American 


 


 


 


335,407 White 


Community Food Access Data 
 


File Attachments: 2023 County Health Rankings Maine Data - Food Security and Access table.pdf, 
USDA Food Access Research Map - Low Income and Low Access Overlay.pdf 
Demographic Characteristics of SNAP-Ed Target Audiences 


 
Race 


16,916 Other 
 


Source: American Community Survey, 2021 
 


Ethnicity 


 
6,682 Hispanic/Latino 


 


Source: American Community Survey, 2021 
 


Age 


 
Source: American Community Survey, 2021 


 


Primary language spoken in household 


 
5,631 Spanish 124 Thai 


 


Source: American Community Survey, 2021 
 


364,749 Not Hispanic/Latino 


 


 


 


 


33,541 76 or older 


  


  


  


  


  


Serbo-Croatian 2,329 Somali 


  


  


  


  


731 Other Bantu languages 557 Other Native North American languages 



https://national.pears.io/uploads/download/1094/

https://national.pears.io/uploads/download/1095/
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486 Japanese 455 Navajo 


 


Source: American Community Survey, 2021 
 


Members of State and federally recognized Tribes 


 
Source: American Community Survey, 2021 


 


County, Ward, Parish 
 


33,056 Androscoggin 23,817 Aroostook 56,124 Cumberland 8,958 Franklin 14,598 Hancock 


35,953 Kennebec 10,503 Knox 8,766 Lincoln 20,385 Oxford 47,597 Penobscot 


6,225 Piscataquis 8,895 Sagadahoc 20,336 Somerset 12,967 Waldo 12,069 Washington 


40,779 York 
    


 


Source: American Community Survey, 2021 
 


File Attachments: Maine Special Population Reports for 2023 Needs Assessment.docx 
 
 
 


SNAP Participation  


County, Ward, Parish 


18,867 Androscoggin 12,311 Aroostook 23,539 Cumberland 4,259 Franklin 5,240 Hancock 


16,855 Kennebec 3,875 Knox 3,270 Lincoln 9,727 Oxford 21,742 Penobscot 


3,036 Piscataquis 2,958 Sagadahoc 9,568 Somerset 5,418 Waldo 6,149 Washington 


17,130 York 
    


 


Source: Prepopulated from Bi-Annual County Level SNAP Participation and Issuance Data, 2023. Values may have been adjusted by the State agency. 
 


 
 


Program Access for Diverse Target Audiences 


Gaps in geographic reach of SNAP-Ed and related programs for the target audiences 


Description of the areas of the State that have a significant number of SNAP-Ed-eligible individuals but little or no current programming from SNAP-Ed or 
other nutrition programs 


 
 


Maine is a fairly large state in terms of geographic area, with concentrations of population in the metropolitan regions in the South and vast rural areas in 
the North, East and West. Maine’s SNAP recipients are more likely to live in rural areas and small towns than in metro areas. Aroostook County is Maine’s 
northernmost county and of Maine’s 16 counties is the largest in area. Aroostook is one of the top three counties in Maine with high food insecurity and 


  


  


  


240  Houlton Maliseet Reservation and Off-Reservation Trust Land 


600  Penobscot Reservation and Off-Reservation Trust Land 


 


 


284 Aroostook Band of Micmac Trust Land 



https://national.pears.io/uploads/download/1098/
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limited food access. Aroostook County’s population with low income is underserved by Maine SNAP-Ed programming as evidenced by the attached spatial 
equity tool used to analyze Maine SNAP-Ed’s 2019-2021 direct education sites to population. 
File Attachments: Spatial Equity Mapping Results for Direct Ed FY2019-2021.pdf 


 
Factors that limit the geographic reach of SNAP-Ed in the State 


The factors that limit the geographic reach of SNAP-Ed in Maine include the rural nature of Maine, lack of public health infrastructure and funding to 
support healthy eating and active living programming, challenges with recruitment and retention of qualified Nutrition Educators, lack of access to 
affordable, public transportation and lack of consistent access to broadband services for people in Maine eligible for SNAP-Ed. 


 
The SNAP-Ed State agency and implementing agencies can address the identified gaps in the State by: 


The SNAP-Ed State and Implementing Agencies will identify an organization in Aroostook County that has the capacity and interest to serve as a 
subrecipient of Maine SNAP-Ed funding and will hire two full-time Nutrition Educators to provide SNAP-Ed programming. In the event that an organization 
with that capacity is not identified, the implementing agency will hire up to two Nutrition Educators to provide evidence-based nutrition education 
programming for the SNAP-Ed eligible population in Aroostook County. 


 
The SNAP-Ed Implementing Agency will continue to strengthen the comprehensive onboarding and orientation process for Nutrition Educators to ensure 
they have the skills and resources necessary to successfully implement SNAP-Ed in their communities. The Senior Nutrition Program Coordinators at the 
Implementing Agency have developed an Orientation Guide that supports Nutrition Educators and their supervisors throughout this process to ensure 
success in their roles and enhance retention at their subrecipient organizations. 


 
The State and Implementing Agencies partner with members of Maine’s State Nutrition Action Council (SNAC) to increase collective impact statewide by 
identifying initiatives that enhance food and nutrition security, achieve changes in obesity prevention policies and practices, and improve access to healthy 
foods and opportunities to be physically active for Maine people with low income. Membership includes close to 50 state-level public health, obesity 
prevention and food security leaders, from state agencies and offices, non-profit and non-government organizations as well as representation from 
Nutrition Educators and their directors at the subrecipient organizations. 


 
Other factors affecting program access for diverse target audiences 


 
Description of how SNAP-Ed programming is reaching all groups within its target audiences 


The SNAP-Ed Implementing Agency currently contracts with 16 subrecipient organizations that employ close to 39 Nutrition Educators across the state in 8 
of the 9 public health districts, including the Tribal Public Health District. There is currently a gap in the Aroostook Public Health District, Aroostook County, 
that is being addressed. The subrecipient organizations understand the nutrition and physical activity needs of people with low income in their communities 
and have expertise in the community partnerships and resources available to address those needs using SNAP-Ed programming for direct education and 
policy, systems and environmental change strategies. 


 
Each of the subrecipient organizations completed a workplan template for FY 2024, developed by the IA, that outlines their community’s needs and 
opportunities and how those needs will be addressed with direct education interventions and policy, systems and environmental change strategies. Eligible 
partner sites are listed along with which direct education interventions (from Maine SNAP-Ed’s list of direct education interventions) will be taught at the 
sites and how often. A direct education narrative section is completed that describes how Head Start and eligible school settings will be reached and 
addresses priority populations reached including adults with intellectual and developmental disabilities, people with low income in job training programs, 
Federally Qualified Health Center (FQHC) clinic patients, New Mainers (immigrants, asylees and refugees), older adults, parents of preschool age children, 
Tribal communities, and veterans. New and continuing policy, systems and environmental change strategies (from Maine SNAP-Ed’s list of PSE 
interventions) and their sites for FY 2024 are described in the workplan as well. 


 
Key factors supporting access to SNAP-Ed programming for each of these groups 


Key factors that support access to SNAP-Ed programming include the following. Maine SNAP-Ed offers curricula for all ages across the lifespan and has 
resources that Nutrition Educators can use to prepare for and teach curricula for older adults and people with disabilities. Examples of these resources 
include pictorial recipes and accommodations for physical activities in lesson plans for adults. 


 
Maine SNAP-Ed is able to reach Tribal community members with Wabanaki Public Health and Wellness (WPHW) as a subrecipient. Wabanaki Public Health 
and Wellness serves four federally recognized Tribes in five communities with public health and wellness services including physical activity and nutrition 
through SNAP-Ed. The Growing Active Readers curriculum is being used in Tribal community schools and curriculum materials for youth have been 
adapted to include traditional foods and translated into three different Tribal languages. 


 
The Race, Health, and Social Equity (RHSE) Funding Plan is a partnership between one subrecipient organization and one local community-based 
organization that focuses on reaching the New Mainer community with SNAP-Ed programming in each of three counties. The counties were selected based 
on needs assessment data, State Agency (SA) and Implementing Agency (IA) expertise and feedback from key partners. The RHSE Funding Plan was 
implemented in FY 2023 and will continue in FY 2024. Funding is provided directly to the community-based organizations to partner with their local Maine 
SNAP-Ed subrecipient organization to plan, implement and evaluate SNAP-Ed nutrition programming that meets the needs in their community for nutrition 
programming. 


 
Maine SNAP-Ed contracts with an organization with expertise in translation and interpretation services and also provides funding and guidance for 
Nutrition Educators to access interpreter services for programming. The IA works with the organization to provide translation services for curricular 



https://national.pears.io/uploads/download/1097/
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materials. The IA published the Maine SNAP-Ed Guidance for Virtual Direct Education for Nutrition Educators to maintain fidelity to curricula while providing 
programming virtually. Nutrition Educators gained expertise for virtual programming during the pandemic and are able to provide virtual programming for 
participants as needed. Maine SNAP-Ed’s Shop, Cook, and Eat Healthy on a Budget social marketing campaign messages are promoted through paid 
digital ads and boosted social media posts on Facebook and Instagram, as well as through weekly text messages to reach participants in the digital space. 
Nutrition Educators at subrecipient organizations work with community level partners identified in their annual workplans to provide programming space 
and support participant recruitment for direct education and policy, systems, and environmental change interventions. 


 
Key factors limiting access to SNAP-Ed programming 


A key factor that appears to limit access to SNAP-Ed programming are resources available to participants to be able to commit to and engage in series- 
based education. These resources can include affordable and reliable transportation, access to public transportation, child care and broadband access. 
Other key factors include the following. Language barriers with available participant surveys and curricular materials. Reaching the SNAP-Ed eligible 
audience throughout the state with awareness of the Maine SNAP-Ed project and how to participate as well as with social marketing campaign messages. 


 
The State agency and implementing agencies can address the above limiting factors by: 


The Implementing Agency (IA) will work with a contracted organization to translate the Pick a better snack curricular materials into six languages. Pick a 
better snack is Maine SNAP-Ed’s most widely used curriculum for youth. The IA will modify participant surveys of select curricula to be appropriate for 
people with language barriers and with disabilities. The IA will continue to train Nutrition Educators and identify and/or develop resources to reach people 
with disabilities with SNAP-Ed programming. 


 
The IA will promote the EatFresh Mini Course in areas of the state where there are gaps in programming for adults. The EatFresh Mini Course is designed 
for audiences with low-literacy and beginning computer skills and is an asynchronous online adult curriculum that covers a variety of core nutrition 
principles and food resource management skills. The EatFresh Mini Course will allow participants to take part in nutrition education on their own schedule 
and without the need for travel. To increase awareness of and engagement with the Maine SNAP-Ed project by the SNAP-Ed eligible audience in Maine, the 
SA and IA will continue and expand on the paid TV, cable and over-the-top streaming ad campaign. This campaign will reach participants with Shop, Cook, 
and Eat Healthy on a Budget social marketing campaign messages and lead them to the Maine SNAP-Ed website where participants can find recipes, sign 
up to take a class, and subscribe to receive text messages. 


 
The IA is engaging directly with the three community-based organizations (CBOs) that are part of the Race, Health and Social Equity (RHSE) Funding Plan 
to support their active involvement with the local Maine SNAP-Ed subrecipient organization. The three CBOs bring expertise of the New Mainer 
communities they serve and provide resources including staff liaisons, space for classes, participant recruitment, etc. that address limiting factors to 
reaching New Mainer communities with SNAP-Ed programming. 


 
Program appropriateness for diverse target audiences 


 
Strengths of current SNAP-Ed programming regarding its appropriateness for target audiences 


The Maine SNAP-Ed project utilizes a decentralized model administered by the Implementing Agency (IA), whereby the majority of the grant funds go 
directly to local subrecipients throughout Maine. These subrecipient organizations hire qualified Nutrition Educators to deliver nutrition education 
programming for youth and adults who are eligible for SNAP-Ed and implement policy, systems and environmental (PSE) change strategies in communities 
where Maine people who are eligible for SNAP-Ed eat, live, learn, play, shop and work. 


 
The Maine SNAP-Ed project uses evidence-based curricula and multi-level approaches to improve the likelihood that families experiencing low-income will 
have the knowledge and skills to be able to make healthier food and physical activity choices on a limited budget. The IA onboards, orients and trains 
Maine SNAP-Ed Nutrition Educators to be able to provide nutrition education opportunities, implement social marketing campaigns, and help to create 
environmental supports to enable families experiencing low-income to establish and sustain healthy eating and physically active behaviors in their 
communities. SNAP-Ed Nutrition Educators work to reach people and families experiencing low-income through new and long-standing partnerships 
created with local community organizations that understand their participants’ needs. 


 
The Maine SNAP-Ed project’s menu of curricula includes three curricula that have been developed by the IA specifically for Maine audiences, 10 Tips for 
Adults, 10 Tips for Teens, and Kaaley Ila Kari (“Come cook with me”) for New Mainers. 10 Tips for Adults is a SNAP-Ed Toolkit Intervention, 10 Tips for 
Teens is practice tested and Kaaley Ila Kari is emerging and reflects the social, cultural, and/or linguistic needs and resources of New Mainers with low 
income. The Cooking Matters curricula are provided in partnership with Maine’s Good Shepherd Food Bank who partner with Share Our Strength, a national 
organization working to end hunger and poverty. The Growing Active Readers curriculum is practice tested and was initially implemented in Tribal 
communities by Nutrition Educators with the Wabanaki Public Health and Wellness subrecipient. Curriculum materials such as Medicine Wheel Cards for 
physical activity, “I tried it” charts to track weekly or monthly progress, and “Super Taster” certificates were translated into Penobscot, Passamaquoddy, and 
Maliseet languages. A MyPlate poster was designed by Wabanaki Public Health and Wellness to highlight traditional foods of the Tribal communities. The 
Growing Active Readers curriculum is available for use by Nutrition Educators across Maine. 


 
Nutrition Educators are able to assess the unique needs of participants and adapt nutrition education programming to meet those needs. For example, 
recently arrived New Mainers living in hotels have limited access to food preparation, storage and cooking equipment. Participants were able to use crock 
pots in hotel rooms and Nutrition Educators worked with local community organizations and markets to be able to purchase culturally relevant food items 
and demonstrate meals that could be made using crock pots. 
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Nutrition Educators provide nutrition education programming in settings that are most accessible to individuals eligible for SNAP-Ed, including Head Start 
and other child care settings, schools, worksites, food pantries, low-income housing facilities, grocery stores, and regional DHHS offices. 


 
Weaknesses of current SNAP-Ed programming regarding its appropriateness for target audiences 


There is a lack of interventions available on the SNAP-Ed Toolkit that are relevant to the Maine SNAP-Ed Project model and in languages used by Maine’s 
priority populations such as the Tribal and New Mainer communities. As a result of this, weaknesses of current SNAP-Ed programming include a lack of 
curricular materials translated into languages that meet the needs of Maine’s priority populations, and a lack of culturally relevant recipes available for 
Nutrition Educators to use in programming and easily accessible to participants. 


 
The SNAP-Ed State agency and implementing agencies can address weaknesses related to the appropriateness of programming for its target audiences 
by: 


The IA will work with Nutrition Educators who have implemented curricula, such as 10 Tips for Adults, Cooking Matters and Kaaley Ila Kari, with priority 
populations to identify culturally relevant recipes and food demonstrations they have used successfully. These and other culturally relevant recipes will be 
made easily accessible and will be added to the Maine SNAP-Ed website Find a Recipe page. Accessibility of culturally relevant recipes will include 
translation into languages of the priority population. 


 
As mentioned previously, the Implementing Agency (IA) will work with a contracted organization to translate the Pick a better snack curricular materials 
into six languages. Pick a better snack is Maine SNAP-Ed’s most widely used curriculum for youth. The IA will provide training for Nutrition Educators to be 
able to successfully incorporate translated curricular materials and culturally relevant recipes in the SNAP-Ed programming they provide. 


 
 


 
Coordination and Partnerships With Programs and Organizations From Multiple Sectors 


Strengths of coordination and partnerships among SNAP-Ed and other nutrition education, obesity prevention, and health programs and organizations 
from multiple sectors 


Developing and enhancing partnerships is critical to instituting multi-level interventions and public health approaches. State-level collaborations and local- 
level partnerships further the reach of Maine SNAP-Ed activities, broaden the project’s impact, and ensure the success of state-level goals. Maine SNAP-Ed 
coordinates and collaborates with organizations and other entities that conduct similar work and target similar populations to assure the programs are 
complementary. Partnerships with organizations that are federally funded through the USDA (Food and Nutrition Service (FNS), Expanded Food and 
Nutrition Education Program (EFNEP), Gus Schumacher Nutrition Incentive Program (GusNIP), Maine Department of Education, Maine Department of 
Agriculture, Conservation and Forestry) and the US CDC and other programs that address the population eligible for SNAP-Ed will be included in strategic 
planning and in collaborations to ensure initiatives are complementary and impactful. The primary mechanism for ensuring coordination of efforts is the 
Maine SNAP-Ed State Nutrition Action Council (SNAC). 


 
The SNAC mission is: Pull together Maine partner organizations to improve food security, nutrition, and health for low-income Mainers. Maine’s SNAC has 
close to 50 members that meet quarterly and includes state-level public health, obesity prevention and food security leaders, from state agencies and 
offices, non-profit, non-government and healthcare organizations as well as representation from Nutrition Educators and directors at subrecipient 
organizations. The SNAC supports community capacity to plan and achieve changes in nutrition, physical activity, food security and obesity prevention 
policies and practices. The SNAC’s members work on initiatives to increase collective impact statewide. 


 
Important areas for improved coordination and partnerships among SNAP-Ed and other nutrition education, obesity prevention, and health programs and 
organizations from multiple sectors 


Important areas for improved coordination and partnerships include engaging members of the State Nutrition Action Council (SNAC) that are not involved 


in the two subcommittees of the SNAC in developing and implementing initiatives where capacity and need exists that will increase collective impact 
statewide. There are currently two subcommittees of the SNAC. The Federal Food Programs (FFP) Subcommittee works to promote benefits of school 
meals and increase participation in federal meal and food programs. The Wraparound Services Subcommittee coordinates promotion of the various 
programs in Maine that increase the purchasing power of federal nutrition program benefits when they are spent on local Maine foods. The 
subcommittees’ initiatives are measured by the SNAC shared-measurement process and results shared in an infographic. 


 
Another area for improved coordination and partnerships is to engage with organizations who are not currently represented on the SNAC to become 
members such as Head Start, Area Agencies on Aging that support senior adult food and nutrition services, and a local food pantry. 


 
 


 
Agency/Workforce Capacity 


 
Strengths of the SNAP-Ed workforce at the State and implementing agency levels for program planning, implementation, and evaluation 


The SA and IA have fostered a strong partnership and created systems that support open communication channels to optimize the planning, 
implementation, and evaluation of Maine SNAP-Ed in accordance with the FNS guidance. The IA team is composed of nutrition and public health 
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Improve health behaviors 


 
   


 
 
 


 


Improve health behaviors 
Improve policies, systems, or environment of settings 


 
   


 
 
 


 


 
Expand or strengthen coordination and collaboration with other 


 
Collaborate with multiple sectors 


 
   


 
 
 


 


 


 
   


 
 
 


 


professionals with broad experience and knowledge in nutrition education, community engagement, instructional design, training facilitation, 
communication and public relations, social marketing, data collection, data analysis, program evaluation and finance. The IA team provides implementation 
management, guidance, technical assistance, training, and evaluation to 16 local sub-recipient agencies that carry out SNAP-Ed interventions across the 
state of Maine. This model allows for the Nutrition Educators, employed by local sub-recipient agencies, to focus on program implementation in their 
communities with ongoing guidance and administrative support from the IA. The statewide Nutrition Educator team is composed of nutrition, education, 
farming, culinary and public health professionals with broad experience and expertise that matches the needs of their local communities for SNAP-Ed 
program delivery. The local sub-recipient agencies leverage existing partnerships with community organizations across the state to identify eligible 
populations and facilitate successful programming. 


 
The SA contracts with an external evaluator for the program. The external evaluator partners with the IA to design and implement evaluations at various 
levels of the program to inform quality improvement. 


IA staff serve in leadership and supporting roles in ASNNA, which strengthens programming and provides support for building SNAP-Ed best practices 
nationwide. 


 
Needs of the SNAP-Ed workforce at the State and implementing agency levels for program planning, implementation, and evaluation 


The SNAP-Ed workforce needs to be broadly skilled with diverse experience and expertise in public health and nutrition education. At the IA level, the staff 
need and have knowledge and expertise across the following areas: program planning, program evaluation, data analysis, financial management, 
community engagement, nutrition education, curriculum design, training facilitation, administrative organization and oversight, cultural humility, public 
relations, and communications. At the Nutrition Educator level, the staff need and have knowledge and expertise across the following areas: cultural 
humility, community engagement, nutrition education, class facilitation, culinary skills, budgeting skills. survey administration and time management. The 
IA provides a comprehensive new hire onboarding program for all new Nutrition Educators that includes training across the following areas: SNAP-Ed 
policies and procedures, data collection and reporting, curricula, basic nutrition science and the Dietary Guidelines for Americans, financial management, 
PSE change efforts and community engagement. The IA provides ongoing training webinars monthly to develop and strengthen the skill set for the 
Nutrition Educator job description. An in-person training event is planned annually for the statewide team to learn and grow together. Statewide training 
needs are informed by data from an annual survey, identified improvement areas from site observations and other feedback on training needs from the 
Nutrition Educators. The IA staff also need to and do participate in ongoing training to strengthen their skill set for program planning, implementation, and 
evaluation. Participating in conferences to convene with and learn from other public health professionals is valuable to innovation in the Maine SNAP-Ed 
program. 


 
 
 


Selected State Priority Goals Based on Needs Assessment 
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Other Performance Indicators: None 


 


 
Other Performance Indicators: None 


 


Improve health behaviors 


   


 
 


 


 


 
Other Performance Indicators: None 


 


Improve health behaviors 
Improve policies, systems, or environment of settings 
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Priority Goals 
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Other Performance Indicators: Number of Individuals 


 


 
 


 


 


   


 
 


 
 


 


 


Other Performance Indicators: Number of trainings 


 


 


 


 
 


 


 
Other Performance Indicators: None 


 


 
Other Performance Indicators: Number of key messages 


 


 


Other Performance Indicators: None 


 


 
Expand or strengthen coordination and collaboration with other programs 


Collaborate with multiple sectors 
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Projects Linked to the State Objectives 
 


Project 
Name/Title Agency Conducting Project  SMART Objective(s) to be Addressed 


 


Maine SNAP- 
Ed 


(Implementing Agency) By the conclusion of FY 2024 at least twenty-five individuals will complete the asynchronous, self- 
directed Eat Fresh curriculum as measured through platform analytics. 
By the conclusion of FY 2024 all three sites participating in the Race, Health, and Social Equity Project 
will have implemented at least one intervention to improve access in their communities as measured 
by monitoring and evaluation tracking systems. 
By the conclusion of FY 2024 at least 75% of adults participating in direct education will report at least 


one improved health behavior as measured by curriculum surveys. 
By the conclusion of FY 2024 at least 60% of youth participating in direct education will report at least 
one improved health behavior as measured by curriculum surveys. 
By the conclusion of FY 2024 one training will be held to increase Nutrition Educator (NE) skills related 
to trauma-informed intervention delivery as measured by post-training surveys. 
By the conclusion of FY 2024 all Nutrition Educators will complete the Trauma-Informed Resilience and 
Nourishment course. 
By the conclusion of FY 2024 at least 50 community sites will be impacted by a new policy, system, or 
environmental (PSE) support as measured by PSE tracking tools. 
By conclusion of FY 2024 social marketing campaign media impressions across all channels will 
increase by an average of at least 2% as measured through campaign analytics. 
By the conclusion of FY 2024 at least three new SHOP COOK EAT campaign key messages will be 
developed that reflect participant feedback as measured by campaign marketing metrics. 
By the conclusion of FY 2024 the State Nutrition Action Council (SNAC) will implement at least two 
multi-sector initiatives as measured by the SNAC shared-measurement process. 


 
 
 


SNAP-Ed Outreach 
 


Methods that the State agency will use to notify SNAP applicants, participants, and eligible individuals of the availability of SNAP-Ed activities. Including a 
description of any specific target groups for these outreach efforts and, if relevant, how SNAP-Ed is working with State and local SNAP offices to reach 
participants and applicants. 


 
The State Agency (SA) developed an outreach SNAP Brochure that has been translated into four languages (French, Lingala, Arabic, and Spanish) and is 
made available in print or electronically to partners, organizations and Nutrition Educators across the state to distribute. The brochure includes a description 
of Maine SNAP-Ed and the website and phone number for more information. There is a description about Maine SNAP-Ed and a link to the Maine SNAP-Ed 
website from the SA or Maine Department of Health and Human Services, Office for Family Independence website SNAP page. 


Other Performance Indicators: Percent of Educators who have completed the course. 
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The training that the SA provides for SNAP eligibility specialists includes information and a video about the Maine SNAP-Ed project so that SNAP eligibility 
specialists can reference SNAP-Ed with their clients. 


 
Maine SNAP-Ed branded materials (ChopChop magazines) with how to contact Maine SNAP-Ed are made available at local DHHS/SNAP offices. 


 
This will be the seventh summer that the SA has participated in the Postcard Project by having a confidential data use agreement with a printer to mail 
postcards to SNAP participants in specific zip codes located around select farmers’ markets. The postcards include the Maine Harvest Bucks GusNIP 
nutrition incentive to redeem at the local farmers’ market that accepts SNAP EBT, dates of family events featuring Maine SNAP-Ed Nutrition Educators, and 
Maine SNAP-Ed contact information. 


 
 
 


 
Action Plan Overview 


 
Overview of how the planned SNAP-Ed efforts across implementing agencies and subgrantees fit together to address the target audiences’ needs, 
accomplish SMART objectives, and complement other programs in the State to support individuals and families with low incomes in improving their healthy 
eating and physical activity behaviors. 


 
The goal of the Maine SNAP-Ed project is to improve the nutrition and physical activity behaviors of SNAP-Ed program participants statewide. Utilizing 
evidence-based curricula, multi-level public health approaches, and the “Shop, Cook, and Eat Healthy on a Budget” (SCE) social marketing campaign, Maine 
SNAP-Ed is designed to reach individuals participating in SNAP and eligible for SNAP-Ed across the age spectrum in a wide variety of settings (child care, 
schools, public housing, grocery stores, food pantries, etc.) and through multiple channels to choose healthier lifestyles, consistent with the latest Dietary 
Guidelines for Americans. 


 
The Maine SNAP-Ed project is administered by the Office for Family Independence (OFI) at the Maine Department of Health and Human Services (DHHS) as 
the State Agency (SA) and a single Implementing Agency (IA), through subcontracts with 16 subrecipient agencies representing all counties. 


 
The Maine SNAP-Ed project utilizes a decentralized model administered by the Implementing Agency (IA), whereby the majority of the grant funds go directly 
to local subrecipient agencies throughout Maine. These subrecipient organizations hire professional staff, up to 39 Nutrition Educators across the state, to 
deliver nutrition education programming for youth and adults who are eligible for SNAP-Ed and implement policy, systems and environmental (PSE) change 
strategies in communities where Maine people who are eligible for SNAP-Ed eat, live, learn, play, shop and work as outlined in the subrecipients’ annual 
workplans. 


 
The Maine SNAP-Ed project uses evidence-based curricula and multi-level approaches to improve the likelihood that families experiencing low-income will 
have the knowledge and skills to be able to make healthier food and physical activity choices on a limited budget. The IA onboards, orients and trains Maine 
SNAP-Ed Nutrition Educators to be able to provide nutrition education opportunities, implement social marketing campaigns, and help to create 
environmental supports to enable families experiencing low-income to establish and sustain healthy eating and physically active behaviors in their 
communities. SNAP-Ed Nutrition Educators work to reach people and families experiencing low-income through new and long-standing partnerships created 
with local community organizations that understand their participants’ needs. 


 
The State Agency and IA coordinate initiatives related to the State Nutrition Action Council (SNAC), a state-level collaborative that works to coalesce efforts 
around nutrition education, obesity prevention and food and nutrition security to reach people in Maine with low income. Membership includes state-level 
public health, obesity prevention and food security leaders, from state agencies and offices, non-profit and non-government organizations as well as 
representation from Nutrition Educators and their directors at the subrecipient organizations. The SNAC supports community capacity to plan and achieve 
changes in nutrition, physical activity, food security and obesity prevention policies and practices. The SNAC’s members work together to increase collective 
impact statewide. Maine’s SNAC has close to 50 members, meets quarterly and all members provide program updates that allow for coordination, 
collaboration and reduction of duplication. There are two subcommittees of the SNAC, the Federal Food Programs Subcommittee and the Wraparound 
Services Subcommittee, that meet regularly to implement selected initiatives. 


 
 
 
 


 Planned Projects and Activities  
 


Implementing Agency Projects and Activities 
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Provided in English 


Maine SNAP-Ed 
 


Project Description 


The goal of the Maine SNAP-Ed project is to improve the nutrition and physical activity behaviors of SNAP-Ed program participants statewide. Utilizing 
evidence-based curricula, multi-level public health approaches, and the “Shop, Cook, and Eat Healthy on a Budget” (SCE) social marketing campaign, Maine 
SNAP-Ed is designed to reach individuals participating in SNAP and eligible for SNAP-Ed across the age spectrum in a wide variety of settings (child care, 
schools, public housing, grocery stores, food pantries, etc.) and through multiple channels to choose healthier lifestyles, consistent with the latest Dietary 
Guidelines for Americans. 


 
The Maine SNAP-Ed project is administered by the Office for Family Independence (OFI) at the Maine Department of Health and Human Services (DHHS) as 
the State Agency (SA) and implemented by the Implementing Agency (IA), through subcontracts with 16 subrecipient agencies. The subrecipient agencies 
hire professional staff, up to 39 Nutrition Educators across the state, who partner with local community organizations to provide direct nutrition 
education, virtually and in person, and implement policy, systems, and environmental (PSE) change interventions to increase healthy nutrition and physical 
activity supports in their communities. 


 
Nutrition Educators across the state will continue implementation of evidence-based direct education for all age groups, selecting from a menu of nine 
curricula. In FY 2022, students participating in the Food Smarts Kids curriculum for 4th – 6th graders significantly increased fruit and vegetable consumption 
and physical activity and decreased sugar-sweetened beverage consumption as well. The program’s 39 Nutrition Educators reached 15,345 Maine people 
with direct education, amounting to 88,072 contacts (reflecting participants attending multiple sessions in a series). Nutrition Educators also worked on 61 
objectives across 9 of 11 available PSE change interventions reaching an estimated 19,000 Maine people. Of those 61 interventions, 37 were new or 
expanded PSE supports in 59 sites. At the state level, the SCE social marketing campaign reached 147,549 people and the IA used twice weekly posts on 
social media (Facebook and Instagram) and paid digital advertising to support the social marketing campaign with more users following the digital ads to 
the website to find recipes, sign up to take a class, or sign up to receive texts. The texting channel had a 45% increase in subscribers for a total of 297, that 
directly reached Maine adult subscribers weekly with SCE messages and healthy living resources on their phones. 


 
The IA team provides implementation management, technical assistance, and training to Nutrition Educators to carry out interventions with fidelity in their local 
communities. The IA also coordinates initiatives related to the State Nutrition Action Council (SNAC), a state-level collaborative that works to coalesce efforts 
around nutrition education, obesity prevention and food and nutrition security to reach people in Maine with low income. The IA team is comprised of 
nutrition and public health professionals with broad experience in obesity prevention and nutrition education, including two Senior Nutrition Program 
Coordinators who perform site visits and observe Nutrition Educators teaching classes to ensure fidelity to curricula. 


 
Linked SMART Objectives 


By the conclusion of FY 2024 at least twenty-five individuals will complete the asynchronous, self-directed Eat Fresh curriculum as measured through 
platform analytics. 
By the conclusion of FY 2024 all three sites participating in the Race, Health, and Social Equity Project will have implemented at least one intervention to 
improve access in their communities as measured by monitoring and evaluation tracking systems. 
By the conclusion of FY 2024 at least 75% of adults participating in direct education will report at least one improved health behavior as measured by 
curriculum surveys. 
By the conclusion of FY 2024 at least 60% of youth participating in direct education will report at least one improved health behavior as measured by 
curriculum surveys. 
By the conclusion of FY 2024 one training will be held to increase Nutrition Educator (NE) skills related to trauma-informed intervention delivery as 
measured by post-training surveys. 
By the conclusion of FY 2024 all Nutrition Educators will complete the Trauma-Informed Resilience and Nourishment course. 
By the conclusion of FY 2024 at least 50 community sites will be impacted by a new policy, system, or environmental (PSE) support as measured by PSE 
tracking tools. 
By conclusion of FY 2024 social marketing campaign media impressions across all channels will increase by an average of at least 2% as measured 
through campaign analytics. 
By the conclusion of FY 2024 at least three new SHOP COOK EAT campaign key messages will be developed that reflect participant feedback as 
measured by campaign marketing metrics. 
By the conclusion of FY 2024 the State Nutrition Action Council (SNAC) will implement at least two multi-sector initiatives as measured by the SNAC 
shared-measurement process. 


 
Settings and Approaches 


 







 


15/25 


 


 


 


   


Adult education, job training and work 


 


 
 


 


 


 


 


Worksites with low-wage workers (0 
 


 
 


 
 


 


 


Community and recreation centers (2 
 


 


 


 
 


 


 


 


 


 


 


 


 


 


 


 
 


 
 


 
Community and recreation centers (2 


 


 


 


 


 


 
 


Areas covered: 
 


 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
Projected reach: 140,000 
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Priority Gender Groups 


 
 


 


 
Previously Developed Interventions 


 
 


 Gardens 
 


 


Priority Populations 
 


 


Interventions 
 


SNAP-Ed Toolkit Interventions 
 
 


10 Tips for Adults 
 


Not adapted for this project 


 
Cooking Matters at the Store 


 
Not adapted for this project 


 
Food Smarts 


 
Not adapted for this project 


 
Cooking Matters 


 
Not adapted for this project 


 
Pick a better snack 


 


Adapted for this project: 
The Bingo cards and parent newsletters for Pick a better snack will be translated into the following six languages: Arabic, French, Lingala, 
Portuguese, Somali, and Spanish. 


 
Eat Well Play Hard in Child Care Settings (EWPHCCS) 


 
Not adapted for this project 


 
Farm to School 


 
Not adapted for this project 


 
Nutrition Pantry Program (NPP) 


 
Not adapted for this project 


 
Farm to Early Care and Education 


 
Not adapted for this project 


 
EatFresh 


 
Not adapted for this project 
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Berg, A. C., Padilla, H. M., Sanders, C. E., Garner, C. T., Southall, H. G., Holmes, G., Ashley, S., Crosson, L., Twilley, B., Everson, D. D., Hubbard, R., Brown, 
C. S., Lamm, A. J., Johnson, L. P., & Davis, M. (2023). Community gardens: A catalyst for community change. Health Promotion Practice, 24(1_suppl). 


https://doi.org/10.1177/15248399221120808 


 


10 Tips for Teens 
 


Not adapted for this project 


Practice tested: 


10 Tips for Teens Evaluation Report, FY 2020 - FY 2022 
 
 


Growing Active Readers 
 


Adapted for this project: 
In FY 2020, with the approval of the developer and the implementing agency, new materials such as Medicine Wheel Cards for physical activity, “I 


tried it” charts to track weekly or monthly progress, and “Super Taster” certificates were created and will continue to be used in Tribal communities. A 
newly designed MyPlate poster was created by Wabanaki Public Health and Wellness to highlight traditional foods of the Tribal communities. All the 
created materials are in English, but also include Penobscot, Passamaquoddy, or Maliseet languages. 


 
Practice tested: 


 
We contacted the developers, and they have designated the intervention as practice tested. Loes, M., et al. (2015). iGrow Readers: A literature-based 
nutrition and physical activity program for young children. Journal of Nutrition Education and Behavior, 47(4), S31. doi: 
doi.org/10.1016/j.jneb.2015.04.084 


 


Kaaley Ila Kari 
 


Not adapted for this project 
 


Emerging: Reflects the social, cultural, and/or linguistic needs and resources of the low-income population(s) served 
 
 


Power of Produce 
 


Not adapted for this project 
 


Emerging: Addresses State or local priorities/strategic plans 
 
 


Gleaning 
 


Not adapted for this project 


Practice tested: 


https://www.jneb.org/article/S1499-4046(06)60009-2/pdf 
 
 


Healthcare Clinical-Community Linkages 
 


Not adapted for this project 


Practice tested: 


https://publications.aap.org/pediatrics/article/136/5/e1431/33896/Promoting-Food-Security-for-All-Children 
 
 


Physical Activity Point of Decision Prompts 
 


Not adapted for this project 


Practice tested: 


Lenstra, N., & Campana, K. (2020). Spending time in nature: How do public libraries increase access? Public Library Quarterly, 40(5), 425–443. 
https://doi.org/10.1080/01616846.2020.1805996 


 


 



https://drive.google.com/file/d/1tHoPSP4IxLmOZE7rQUWysddlW4FMh1Dt/view?usp=drive_link

https://www.jneb.org/article/S1499-4046(06)60009-2/pdf

https://publications.aap.org/pediatrics/article/136/5/e1431/33896/Promoting-Food-Security-for-All-Children
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Outcome 10/01/2023 - 09/30/2024 


 


Project Components Evaluated: 


Direct  
 


 


 


Data Collection Methods: 


 


 


 


 


 


 


 


 


 
 
 
 
 
 


Planned Evaluations 


 
Adult Healthy Behaviors Internal Evaluation 


Projects 
 


Maine SNAP-Ed 
 


 


Youth Healthy Behaviors Internal Evaluation 


Projects 
 


Maine SNAP-Ed 
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Project Components Evaluated: 


 
 


Data Collection Methods: 


 
Direct observation (e.g., monitoring tool) 


 
 


 


 


 
Outcome 10/01/2023 - 09/30/2024 


 


Project Components Evaluated: 


 
 


 


 


Data Collection Methods: 


 


 
 


Healthy Environments Internal Evaluation 


Projects 
 


Maine SNAP-Ed 
 


 


 
Outcome 10/01/2023 - 09/30/2024 


 


Project Components Evaluated: 


Direct Education 
 


 


 


Data Collection Methods: 


 


 


 


 


 


Prior Evaluations: 
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Project Components Evaluated: 


 
 


Data Collection Methods: 


Other: Program records/documentation 


 


 


 
Outcome 10/01/2023 - 09/30/2024 


 


Project Components Evaluated: 


 
 


 


 


Data Collection Methods: 


Other: Program records/documentation 


 


 


 


 


Other: Media impressions 
 


 


 


 
 


Social Marketing Internal Evaluation 


Projects 
 


Maine SNAP-Ed 
 


 


 
Direct observation (e.g., monitoring tool) 


 
 


 


 


 


 
 


Prior Evaluations: 
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Project Components Evaluated: 


Direct Education 
 


Data Collection Methods: 


Direct observation (e.g., monitoring tool) 
 


Other: EatFresh Mini Course (asynchronous learning platform) analytics 
 


 


 


 


 
 


 


Project Components Evaluated: 


Direct Education 
 


Data Collection Methods: 


 
Other: Program records/documentation 


 
 


Intervention adaptation or improvement 


 
 


 


Project Components Evaluated: 


 


 
 


Equitable Programming Internal Evaluation 


Projects 
 


Maine SNAP-Ed 
 


 


Workforce Capacity Internal Evaluation 


Projects 
 


Maine SNAP-Ed 
 


 


Race, Health, and Social Equity (RHSE) Funding Plan Process External Evaluation 


Projects 
 


Maine SNAP-Ed 
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Project Components Evaluated: 


Direct Education 
 


Data Collection Methods: 


Other: literature review 
 


 


 
Intervention adaptation or improvement 
Other report or paper: Final report for Office for Family Independence 


 
 


 


Project Components Evaluated: 


 
 


Data Collection Methods: 


 
 


 
 


 


Other report or paper: Final report for Office for Family Independence
 


 


 
 


Environmental Scan External Evaluation 


Projects 
 


Maine SNAP-Ed 
 


 


SNAC Evaluation Support External 


Projects 
 


Maine SNAP-Ed 
 


 


Social Marketing External Evaluation 


Projects 


Direct Education 


PSE 
 


 
Data Collection Methods: 


 


Direct observation (e.g., monitoring tool) 
 


 


 
Intervention adaptation or improvement 
Conference presentation 
Other report or paper: Final report for Office for Family Independence 
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Project Components Evaluated: 


 
 


Data Collection Methods: 


 
 


 


Intervention adaptation or improvement 
 


Other report or paper: Final report for Office for Family Independence 


Maine SNAP-Ed 
 


 
 
 
 


Coordination and Collaboration 


 
Implementing Agency 


Coordination and Collaborations With Other Federal Nutrition, Obesity Prevention, and Health Programs 
 


 
 
 
 


Program/Organization Type 


Needs 
Assessment / 


Plan 
Development 


 
 
 


Coordination of 
Messaging/Materials/Approaches 


 


PSE 
Change 
Efforts 


 


Social 
Marketing 


Campaign(s) 


Improvement of 
SNAP-Ed Access 


for Target 
Audiences Other 


 


 


 
 


Gus Schumacher Nutrition Incentive 


 


 


 


 
 


 


 


     


National Institute of Food and Agriculture, USDA 
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Needs 


Assessment / 
Plan 


Development 


 
 
 


Coordination of 
Messaging/Materials/Approaches 


 
 


PSE 
Change 
Efforts 


 
 


Social 
Marketing 


Campaign(s) 


 
Improvement of 
SNAP-Ed Access 


for Target 
Audiences Other 
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Other: Maine Center for Disease 
Control and Prevention, Chronic 
Disease Prevention and Control - 
Physical Activity and Nutrition 


 
 
Engagement With Multisector Partnerships/Coalitions 


 


State Nutrition Action Council (SNAC) State/Territory 
 


Sectors Represented 


Agriculture: 3 
Education: 4 


Food retailers: 1 
Public health and healthcare: 12 
Government: 5 


Key Activities 


The State Agency is the lead, and the Implementing Agency is the co-lead and facilitates the Maine SNAP-Ed State Nutrition Action Council (SNAC), a 
state-level collaborative that works to coalesce efforts around nutrition education, obesity prevention and food and nutrition security to reach people in 
Maine with low income. Membership includes state-level public health, obesity prevention and food security leaders, from state agencies and offices, 
non-profit and non-government organizations as well as representation from Nutrition Educators and their directors at the subrecipient organizations. 
The SNAC supports community capacity to plan and achieve changes in nutrition, physical activity, food security and obesity prevention policies and 
practices. The SNAC’s members work together to increase collective impact statewide. Maine’s SNAC has close to 50 members, meets quarterly and all 
members provide program updates that allow for coordination, collaboration and reduction of duplication. 


 
There are currently two subcommittees of the SNAC that meet regularly to implement selected initiatives. The Federal Food Programs (FFP) 
Subcommittee works to promote benefits of school meals and increase participation in federal meal and food programs. The Wraparound Services 
Subcommittee coordinates promotion of the various programs in Maine that increase the purchasing power of federal nutrition program benefits when 
they are spent on local Maine foods. The subcommittees’ initiatives are measured by the SNAC shared-measurement process and outcome results are 
shared in an annual infographic. 


 


Senior Farmers Market Nutrition 
 


 
 


 
 


 
 


Centers for Disease Control and Prevention, HHS 


National Institute of Food and Agriculture, USDA 
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Districts

		Counties within District		District

		York		1

		Cumberland		2

		Oxford, Franklin, Androscoggin		3

		Sagadahoc, Lincoln, Waldo, Knox		4

		Somerset, Kennebec		5

		Piscataquis, Penobscot		6

		Hancock, Washington		7

		Aroostook		8

		Statewide		9

		Service Type not broken down by District		10






