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Program Description

The subgrantee shall implement a job readiness and job placement program to serve thirty hard-to-serve adults in the Ward 7 area which includes Census tracts 7804 and 7808.   The subgrantee will provide essential supportive services, including monitoring, personal support, clothing, child care, transportation and other ancillary services for the designated customers.

The program shall operate from the date of signed award through December 30, 2005.

I
SERVICES AND TASKS
1. The subgrantee shall recruit, train, place in jobs and provide support services and follow-up for thirty (30) individuals of the hard-to-serve, ex-offender, and adult TANF population.

Recruitment

The Program Manager and the outreach consultants will use an aggressive approach to recruit 30 participants for the program from the Benning Road census tracts of the target community and other target areas.  Recruitment efforts will involve:

· Contacting potential employers

· Placing ads in local community newspapers

· Contacting community churches for referrals

· Handing out flyers about the program

· Placing PSAs on local radio stations

· Receiving referrals from DOES and CSOSA

· Coordinating with ANC’s to identify possible enrollees

2. The subgrantee shall conduct at a minimum (4) skills and job readiness assessment sessions and ten (10) job preparation training sessions for thirty (30) individuals of the hard-to-serve, ex-offender, and adult TANF population.
Orientation

Orientation will be provided for all in-coming participants and will last one week.  During this period the participants will receive a stipend of $25.00 a week and receive referrals to needed support services.  Each of the following topics will be covered during orientation.  The topics will be covered for two hours each during the first week of the program after participants have been enrolled.

· URBC Employment Services Program Overview
· Participant Enrollment

· Skills Aptitude and Interest Assessment

· Career Goals Identified and Personal Plan Developed

· What Motivates You

· Identify Family Support Care Service Needs

· Learning New Interpersonal Skills

· Developing Listening Skills

· Developing Effective Communication Skills

· Eating Healthy

· Telephone Techniques

· Job Interview Techniques

During the assessments, the program manager will also perform the following:
· Assess each client’s skills, aptitudes, and interests to identify career goals and work with client to develop a strategy to reach those goals.

· Provide the participants opportunities to:

(1) Demonstrate personal growth and define personal values

(2) Acquire new interpersonal and life skills,

(3) Receive exposure to career and cultural development opportunities,

(4) Receive job readiness training; and

(5) Ensure enrollee awareness of employer expectations and work ethics.

The job readiness training will include the following:
· Professional etiquette and workplace attire

· Preparing resumes and Job applications

· Handling Job Interviews

· Writing Effective Cover Letters and Thank You Letters

· Employer Expectations

· Leadership Attributes

· Effective Customer Services Techniques

· Telephone Communication Techniques

· Developing Positive Work Habits

· Habits to Effective Employees

· How to Handle Office Gossip

· Introduction to the Computer

· GED Assistance

3. The subgrantee shall coordinate the support and ancillary services for the 30 participants with DOES, DOH, DHS and private service providers through December 30, 2005.
4. The subgrantee shall conduct monthly monitoring of all enrollees placed in employment for six months through June 30, 2006.
Monitoring and Follow-Up

Monitoring and follow-up will begin for each enrollee as soon as they have successfully completed orientation, job readiness and preparation, and are placed in employment. The program evaluator will monitor the program results to ensure the program standards are being achieved:
· 100 percent attainment of 30 enrollees achieved.

· 66 percent of enrollees are in self-sufficient employment

· 82 percent of enrollees placed in employment will be monitored.

II.
STAFFING RESPONSIBILITIES
The program will be managed by a program manager with support from three consultants and three volunteers.  The program manager will be responsibilities for the overall management of the program as well as the following:

· Supervise program support workers (volunteers and consultants);

· Assist in recruiting program participants from the target area;

· Conduct participant enrollment;

· Conduct assessments and training, and perform job development activities;
· Coordinate with DOES outreach staff for various services, including the One-Stop Mobile van;

· Provide job placement;

· Coordinate monthly monitoring of participants placed in employment.

Two outreach consultants will provide the following:

· Recruit the program participants from the target area;

· Conduct job development activities;

· Conduct job readiness training;

· Conduct limited follow-up activities.

A program evaluation consultant will evaluate the program process and the program outcomes.  The consultant will collect and analyze assessment results on all participants, collect and analyze all pre- and post test results of job readiness and job preparation sessions, assist in the six-month monitoring of all participants placed in employment, and analyze the monitoring data.  The evaluation consultant will develop the final report and present the outcomes and accomplishments, comparing collected data with the program standards and other factors, including the program objectives.

The volunteers will assist in staffing the office, answering the telephones, and assist with intake and facilitating training, copying materials and ensuring the trainers have the needed materials and supplies.  They will ensure the site will be open for receipt of participants from 10:00 am to 2:00 pm daily.
III
REPORTING
The Subgrantee shall comply with monthly programmatic reporting requirements and financial reporting requirements that DOES deems necessary.  The reports should contain the following information in a format approved by the Grant Administrator:
· Total number of persons enrolled in the program.

· Profile of enrollee and assessment of skills and work history.

· Type of services, activities and number of persons involved in each.

· The status of the work plan, indicating the extent to which established milestones for the reporting month have been accomplished.

· Identify barriers to meeting milestones and proposed revisions to address the barriers.

IV
RECORDS
The Subgrantee shall be responsible for maintaining accurate records and data that will comply with information maintained in DCDOES’ Virtual One Stop (VOS) data base.

The Subgrantee is responsible for maintaining records that reflect the following:

· Eligibility for the program;

· Customer’s place of residence;

· Work History;

· Initial and periodic skills and career assessments;
· Placement in employment; and

· Progress of the customer in the placement.
V
MONITORING
The DOES Grant Monitor shall monitor and evaluate the performance of the subgrantee according to the program scope and related services identified in the proposal;

The DOES Grant Monitor shall review all written policies and procedures applicable to the project, review all monthly reports, conduct site visits, and hold periodic conferences with the subgrantee to assess the subgrantee’s performance in meeting the requirements of the grant.
VI
BUDGET
A. Personnel …………………………
$16,000
B. Fringe ……………………………..
     3,000

C. Travel ……………………………..
        500

D. Consultants ……………………….
   21,000

E. Supplies …………………………..
     1,000

F. Equipment ………………………..

0

G. Training …………………………..

0

H. Operating Expenses ………………
        300

I. Other Expenses ………….………..
        500

J. Indirect Cost ………………………
     5,000

Total ………………………………………
 $50,000

Narrative
A. Personnel- The program will be managed by a program manager that will be responsible for managing the office and supervising three consultants and three volunteers. He will ensure that all work is completed and reports are submitted on time. He will report to the Pastor and Church Administrator.

B. Fringe Benefits- Supports the one employee out of the grant at 6%.

C. Travel- The consultants will be required to visit various potential employers, and conduct monitoring site visits and follow-up for enrollees placed in employment. They will be reimbursed at .22 cent per mile until the fund is depleted.

D. Consultants- Three consultants will be secured at $7,000 each. Two consultants will conduct job readiness workshops, recruit participants, and conduct job development.  The program evaluator will evaluate the overall program, ensure program standards are tracked and conduct monitoring activities.
E. Supplies- The program will require the copying of presentation materials and general office supplies: pens, paper, ink, cartridges for computers, folders, etc.

F. Equipment- No equipment

G. Training- No training costs

H. Operating Expenses-The operating expenses will provide stipends of $25 per week for 30 participants.  The stipend will provide for transportation and minor necessities while they are in the program.

I. Other Expenses-Other expenses will cover the cost of the closing graduation ceremony in December 2005.  The graduation will give the participants that complete the program the opportunity to celebrate their success with family, friends, DOES and URBC.
J. Indirect- The rate is based on 10% of the overall program costs.  The overhead cost will be for the use of three rooms that will house the program, telephone service, internet services, and other facility amenities.

VII
EXPENDITURE AND PAYMENT PROVISIONS
1. Grant funds shall be expended in accordance with the cost principles delineated in the Office of Management and Budget Circular (A-12, “Cost Principles for Educational Institutions, A-122, “Cost Principles for Non-Profit Organizations, and A-87, “Cost Principles for State, Local and Indian Tribal Governments), the U.S. Department of Labor “Job Training Partnership Act Financial Management Guide”, the District’s Subgrantee Financial Management Guide, and the Letter of Contract dated August 4, 2000.

2. Grant funds may not be expended for:

a. Items not part of the approved budget;

b. Employment generating activities, economic development activities, investment in revolving loan funds, investment in contract bidding resource centers, purchase or construction of land or buildings or improvements thereon, of payment or real estate mortgages or taxes, unless specifically provided for in the grant agreement;

c. Contributions on behalf of a participant to retirement systems or plans;

d. To promote or deter union organizing;

e. Entertainment;

f. Political lobbying; or

g. Public service employment.
3. Subgrantee will be paid as follows:

a. The Subgrantee shall submit invoices to the District no less than monthly for cost reimbursement subgrants; and at the completion of performance units, but not less than quarterly, for fixed unit priced Subgrants evidencing completion of units within the payment parameters or line item costs by category.  All invoices must be submitted by the close of business on the 10th working day of each month following the end of the period for which funds are being invoiced.
b. The Subgrantee shall submit (4) copies of invoices with original signatures and two sets of documentation to the Department of Employment Services’ Accounts Payable Officer, 64 New York Avenue, NE, Room 3808, Washington, DC 20002, who will forward them to the Office of Contract Management.  The invoices shall be in the format and content including documentation or information evidencing satisfactory performance prescribed by DOES.
c. The Subgrantee’s invoices shall be reviewed by the Grant Manager , for the allowability of cost, a determination of whether it constitutes a proper invoice pursuant to the requirements of the Quick Payment Act, and acknowledgement of receipt of satisfactory services, prior to concurrence with the request for payment. Upon the Grant Manager’s recommendation, the DOES, OCFO shall conduct a similar review and certify the invoice once it is determined by either to be proper.
d. All disbursement of funds shall be supported by an invoice signed by the subgrantee, or its authorized representative, to document the provision of services.  All invoices shall contain supporting documentation of the number of units of goods/services provided.

e. The subgrantee shall be remunerated pursuant to the requirements of the Quick Payment Act.

f. Final invoices shall be submitted within thirty (30) days after the expiration date of the Grant Agreement.

g. Payment of the final invoice by the District shall be contingent upon receipt by the District of an acceptable closeout package in accordance with the District’s instructions for Grant closeout.

h. The District may withhold payment to the subgrantee’s direct administrative costs and indirect costs under invoice for this grant, and any and all other grants with the District, for failure to submit required reports accurately and timely.  Amounts withheld will be released upon submission of satisfactory reports.

i. All financial management shall be conducted in accordance with the District’s Subgrantee Financial Management Handbook.

4. The District of Columbia shall make payment(s) or invoiced amounts in accordance with the approved budget for this subgrant .

VIII
FINANCIAL MANAGEMENT AND AUDIT
1. The project expenditures shall be based on actual costs incurred by subgrantee and shall be supported by detailed documentation (ie. Proof of placements, retention, receipts, invoices, etc.)  All project expenditures (check and cash) must be supported by bills, invoices or receipts.  This applies to petty cash, miscellaneous office expenditures and all other expenditures.
2. All unallowable or unsupported costs, as determined by on-site visit by the Department of Employment Services, or an official audit, shall be refunded to DOES within ninety (90) days of determination.

3. The fiscal administration of grants shall conform to the Generally Accepted Accounting Principles (GAAP), recognized by the Financial Accounting Standards.

4. The subgrantee is responsible for notifying DOES as soon as possible whenever it is determined that either all the grant funds will not be utilized per the grant award or the project will be terminated at an earlier/later date than indicated on the subgrant award.
5. It is the responsibility of the subgrantee to closeout the grant accounting records at the end of the project and refund to DOES any unused grant funds that may have been advanced, thirty (30) days after the termination of the subgrant.

6. The Executive Director of OGMD, the Deputy Director of Employment Training Administration (ETA), DOES, the D.C. Inspector General, and the Inspector General of the U.S. Department of Labor, or any of their duly authorized representatives, shall have access for purposes of audit and examination of any books, documents, papers, and records of the subgrantee related to this subgrant at any time.

7. Grant funds may not be obligated prior to the effective date or subsequent termination date of the grant period without prior written approval by DOES.

8. If the subgrantee expends $300,000 or more in federal funds in a year ($500,000) for fiscal years ending after December 31, 2003) it is required to cooperate in the Single Audit of the District of Columbia government which shall be conducted in accordance with Office of Management and Budget (OMB) Circular A-133 (“Audits of States, Local Governments and Non-Profit Organizations”), dated June 24, 1999.

IX
RECORDS AND REPORTS
1. The subgrantee shall submit all required to DOES.  These reports shall be submitted in the format prescribed by the DOES and other subgrantee issuances, and within the time frame prescribed by the District. 
2. The Subgrantee agrees to comply with any other reasonable reporting requirements, which may be placed on the project.

3. The subgrantee shall maintain, and submit as requested , such records and accounts, including property, personnel (both enrollee and staff), financial and payroll records as are deemed necessary by the District recipient and/or the U.S. Department of Labor, to assure a proper accounting for all project funds both Federal and non-Federal shares, received and disbursed for three years unless being audited and then until completion of the audit.
4. In order to allow for the preparation of national estimates, the subgrantee shall maintain standardized records for all individual participants.

5. Payroll records for both staff and enrollees shall include time sheets signed by the staff member or enrollee and countersigned by the supervisor.

6. All records and accounts shall be made available upon request for audit purposes to any authorized audit agent of the District recipient, the U. S. Department of Labor, any authorized agency of the Federal Government, and/or the independent auditor conducting the annual single audit.

7. In conformance with District regulations the subgrantee agrees that it is the policy of the District that data collected or maintained by, or in the possession of the subgrantee shall be treated in such a manner that will assure that the information will be accessible only to authorized persons and release of such information will not be in violation of District statutes governing confidentiality of data.

X
ASSURANCES AND CERTIFICATIONS
The Department of Employment Services will not award a grant where the Subgrantee has failed to accept the ASSURANCES AND CERTIFICATIONS contained in this section. In performing its responsibilities under this Subgrant, the Subgrantee hereby certifies and assures that it will fully comply with the following:
1. Uniform Administrative Requirements:
a. 29 CFR Part 97, for State/Local Governments and Indian Tribes;OR

b. 29 CFR Part 95, for Institutions of Higher Education, Hospitals and other Non-Profit Organizations.
      2.
      Cost Principles:   (Subject to the exceptions specified at 20 CFR part, 667)

a. OMB Circular A-87, for State/Local Governments and Indian Tribes;

b. OMB Circular A-21, for Institutions of Higher Education;OR

c. OMB Circular A-122, for Non-Profit Organizations.

      3.
      Other Requirements
a. 29 CFR Part 98, Debarment and Suspension Certification;

b. 29 CFR Part 93, Certification Regarding Lobbying;

c. 29 CFR Part 98, Drug Free Workplace Certification;

d. 29 CFR Part 37, Nondiscrimination & Equal Opportunity Assurance

e. 20 CFR Parts 652, Et.al, as Applicable;

f. 29 CFR Part 96, Single Audit;OR
g. Grant Award Document, Parts and attachments.

h. Government of the District of Columbia STANDARD CONTRACT PROVISIONS,  for use with District of Columbia Government Supply and Service Contracts

By signing the Subgrant Agreement, the Subgrantee is providing the above assurances and certifications as detailed below:
Compliances and General Assurances
1. Pursuant to the terms of the Freedom of Information Act, information documents, correspondence, and other materials relating to the project shall be available for public inspection.
2. The subgrantee assures that it will fully comply with the requirements of the WIA of 1998 (Public Law 105-220, August 7, 1998), and all State and Federal regulations issued pursuant to the Act, and with its grant, as approved by the Department of Employment Services, which is the grantor.  This subgrant shall be governed by the laws of the District of Columbia. Both parties hereby expressly acknowledge the possibility of substantial changes in Federal Regulations applicable to this agreement and expressly agree to re-negotiate this agreement as necessary to comply with such changes. Unless otherwise indicated, all references are to the WIA.
3. The subgrantee assures that no individual in the United States shall, on the grounds of race, color, religion, sex, national origin, age disability, political affiliation or belief, and for beneficiaries only, citizenship or participation in WIA, be excluded from participation in, denied the benefits of, subjected to discrimination, or denied employment in the administration of or in connection with any funded program or activity under the Faith and Community –Based grant program.
4. Will comply with all Federal statutes relating to nondiscrimination.  These include but are not limited to: (a) Title VI of the Civil Rights Act of 1964 (P.L. 88-352) which prohibits discrimination on the basis of race, color or national origin; (b) Title IX of the Education Amendments of 1972, as amended (20 U.S.C. 1681-1683, and 1685-1686), which prohibits discrimination on the basis of handicaps; (c) Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C. Subsection 794) which prohibits discrimination on the basis of handicaps; (d) the Age Discrimination Act of 1975, as amended (42 U.S.C. 6101-6107), which prohibits discrimination on the basis of age; (e) the Drug Abuse Office and Treatment Act of 1972 (P.L. 92-255) as amended, relating to nondiscrimination on the basis of drug abuse; (f) the Comprehensive Alcohol Abuse and Alcoholism Prevention, Treatment and Rehabilitation Act of 1970 (P.L. 91-616 as amended, relating to nondiscrimination on the basis of alcohol abuse or alcoholism; (g) 523 and 527 of the Public Health Service Act of 1912 (42 U.S.C. 290 dd.3 and 290 ee 3), as amended, relating to confidentiality of alcohol and drug abuse patient records; (h) Title VIII of the Civil Rights Act of 1968 (42 U.S.C. 3601 et seq.) as amended, relating to nondiscrimination in the sale, rental or financing of housing; (I) any other nondiscrimination provisions in the specific statutes(s) under which application for Federal assistance is being made; and (j) the requirements of any other nondiscrimination statute(s) which may apply to the application.
XI
NONDISCRIMINATION & EQUAL OPPORTUNITY ASSURANCE:
1. 
As a condition to the award of financial assistance from the Department of Labor under Title I of WIA, the grant applicant assures that it will comply fully with the nondiscrimination and equal opportunity provisions of the following laws:
a. Section 188 of the Workforce Investment Act of 1998 (WIA) which prohibits discrimination against all individuals in the United States on the basis of race, color, religion, sex, national origin, age, disability, political affiliation, or belief, and against beneficiaries on the basis of either citizenship/status as a lawfully admitted immigrant authorized to work in the United States or participation in any WIA Title I-financially assisted program or activity.
b. Title VI of the Civil Rights Act of 1964, as amended, which prohibits discrimination on the basis of race, color, and national origin;
c. Section 504 of the Rehabilitation Act of 1973, as amended, which prohibits discrimination against qualified individuals with disabilities;
d. The Age Discrimination Act of 1975, as amended, which prohibits discrimination on the basis of age; and
e. Title IX of the Education Amendments of 1972, as amended, which prohibits discrimination on the basis of sex in educational programs.

2. The subgrant applicant also assures that it will comply with 29 CFR Part 37 and all other regulations implementing the laws listed above. This assurance applies to the subgrant applicant’s operation of the WIA Title I-financially assisted program or activity, and to all agreements the subgrant applicant makes to carry out the WIA Title I-financially assisted program or activity.  The subgrant applicant understands that the United States has the right to seek judicial enforcement of this assurance.

3. Will cause to be performed the required financial and compliance audits in accordance with the Single Audit Act Amendments of 1996 and OMB Circular No. A-133 “Audits of States, Local Governments and Non-Profit Organizations.”

4. Will establish safeguards to prohibit employees from using their positions for a purpose that constitutes or presents the appearance of personal or organizational conflict of interest, or personal gain.
XII
CERTIFICATION REGARDING DEBARMENT, SUSPENSION, AND
OTHER RESPONSIBILITY MATTERS—PRIMARY COVERED
TRANSACTIONS 

1. The prospective primary participant certifies to the best of its knowledge and belief , that it and its principles:
a. Are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from covered transaction by any Federal department or agency.
b. Have not within a three-year period preceding this proposal been convicted or had a civil judgment rendered against them for commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a public (Federal, State or local) transaction or contract under a public transaction; violation of Federal or State antitrust states or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property;
c. Are not presently indicated or otherwise criminally or civilly charged by a government entity (Federal, State or local0 with commission of any of the offenses enumerated in paragraph (1)(b) of this certification; and

d. Have not within a three-year period preceding this application proposal had one or more public transactions (Federal, State, or local) terminated for cause or default.

2.
Where the prospective primary participant is unable to certify to any of the statements in this certification, such prospective participant shall attach an explanation to this proposal.

XIII
CERTIFICATION REGARDING LOBBYING—Certification for Contracts, Grants, Loans and Cooperative Agreements

1. By accepting this subgrant, the signee hereby certifies, to the best of his or her knowledge and belief, that:

a. No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any person for influencing or attempting to influence an officer or employee of Congress, or an employee of a Member of Congress in connection with the awarding of any Federal contract, the making of any Federal grant, the making of any Federal loan, the entering into of any cooperative agreement, and the extension , continuation, renewal, amendment or modification of any Federal contract, grant, loan or cooperative agreement.

b. If any funds other than Federal appropriated funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with this Federal contract, grant, loan or cooperative agreement, the undersigned shall complete and submit Standard Form—LLL, “Disclosure Form to Report Lobbying”, “n accordance with its instructions.

c. The signer shall require that the language of this certification be included in the award documents for all subawards at all tiers ( including subcontracts, subgrants, and contracts under grants, loans, and cooperative agreements) and that all subrecipients shall certify and disclose accordingly.  This certification is a material representation of facts upon which reliance was placed when this transaction was made or entered into.  Submission of this certification is a prerequisite for making or entering into this transaction imposed by Section 1352, Title 31, U.S.C.  Any person who fails to file the required certification shall be subject to a civil penalty of not less than $10,0000.00 and not more than $100,000.00 for each such failure.

XIV
CERTIFICATION REGARDING DRUG-FREE WORKPLACE

REQUIREMENT
1. The subgrantee certifies that it will or will not continue to provide a drug-free workplace by:

a. Publishing a statement notifying employees that the unlawful manufacture distribution, dispensing, possession, or use of a controlled substance is prohibited in the subgrantee’s workplace and specifying the actions that will be taken against employees for violation of such prohibition;

b. Establishing an ongoing drug-free awareness program to inform employees about

1.
The dangers of drug abuse in the workplace; 

2.
The subgrantee’s policy of maintaining a drug-free workplace;

3.
Any available drug counseling, rehabilitation, and employee assistance programs; and

4.
The penalties that may be imposed upon employees for drug abuse violations occurring in the workplace.

5.
Making it a requirement that each employee to be engaged in the Performance of the subgrant be given a copy of the statement required by paragraph (1);

c.
Notifying the employee in the statement required by paragraph (1) that, as a condition of employment under the subgrant, the employee will-

(1)
Abide by the terms of the statement; and

(2) 
Notify the employer in writing of his or her conviction for a violation of a criminal drug statute occurring in the workplace no later than five calendar days after such conviction;

d.
Notifying the agency in writing, within ten calendar days after receiving notice under the subgraph (4)(B) from an employee or otherwise receiving actual notice of such conviction.  Employers of convicted employees must provide notice; including position title, to every grant officer or other designee on whose grant activity the convicted employee was working, unless the Federal agency has designated a central point for the receipt of such notices.  Notice shall include the identification number(s) of each affected grant;
e.
Taking one of the following actions, within thirty calendar days of receiving notice under subgraph (4)(B), with respect to any employee who is so convicted-

i. Taking appropriate personnel action against such an employees, up to and including termination, consistent with the requirements of the Rehabilitation Act of 1973, as amended; or

ii. Requiring such employee to participate satisfactorily in a drug abuse assistance or rehabilitation program approved for such purposes by a Federal, State, or local health, law enforcement, or other appropriate agency;

n. Making a good faith effort to continue to maintain a drug-free  workplace through implementation of paragraphs a through e.
o. The subgrantee may insert in the space provided below the site(s) for the performance of work done in connection with the specific subgrant:

Place of Performance (Street, address, city, county, state zip code):

Subgrantee’s Acceptance
____________________________
Subgrantee Organization Name
____________________________
Subgrantee Name
____________________________
Title
_____________________________                                           _____________________
Signature                                                                                     Date
Acceptance by the District

Department of Employment Services

Gregory Irish

Director

________________________________                                    ______________________

Signature                                                                                    Date
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