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Please Note 

The deadline for all proposals including COF is:  

May 14, 2025, at 3:00 p.m. EST 

This deadline is firm, no exceptions. 

Any submissions received past this deadline will not be considered. 

If a proposal does not include all components, it may be considered 
incomplete and will therefore not be eligible for funding. 
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I. Ready by Five Overview 
 

The Ready by Five Early Childhood Millage provides dedicated and sustainable funding for 
organizations that improve the health, school readiness, and well-being of children through the 
age of five. Approved by Kent County voters in 2018 and again in 2024, the millage generates 
approximately $8.1 million annually for community-based early childhood programs. 

 

The funds distributed by Ready by Five are used for various purposes: 

1. Navigation and Outreach: Connecting expectant parents and parents of young children 
to resources and programs supporting healthy child development and early learning. 

2. Healthy Development Programs: Supporting initiatives like early education learning 
toolkits, behavioral and emotional support for young children, and fetal infant mortality 
review. 

3. Early Learning Programs: Providing high-quality early learning experiences that nurture a 
child's cognitive, social, and emotional development. 

4. Parenting Education and Support: Ensuring parents have the knowledge and skills to 
support their children's health, development, and learning. 

 
 
The Ready by Five Early Childhood Millage provides dedicated funding for programs to improve 
early childhood health, learning, and well-being. Every year, more than 10,000 children ages five 
and younger and their families participate in community-based programs funded by the millage.  
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II. Funding Details 
First Steps Kent seeks proposals for quality programming meeting specifications included in the 
Continuation of Funding (COF) to serve expecting parents and children from birth through age five 
residing throughout all of Kent County’s communities.  
 
The Ready by Five Resident Proposal Review Board is the body that is responsible for reviewing and 
recommending the proposals that will be awarded funding. Evaluation and discussion of each proposal’s 
COF merit is guided by the evaluation criteria from each funding category type.  
 
If awarded funds, an agency will be required to sign a contract or Service Provider Agreement with First 
Steps Kent. The contract period will begin on October 1, 2025, and end on September 30, 2026. The 
millage supports community organizations that provide critical services for expectant parents and young 
children ages birth through five, including prenatal support, developmental screenings, and play-and-
learn groups, and is designed to strengthen the early childhood ecosystem, helping children enter 
kindergarten healthy and prepared to learn and succeed. Children who participate in early childhood 
programs are indeed more likely to perform better in school, have lower absence rates, and increase 
their chances of graduating high school and attending college.  
 
All services will be paid on a reimbursement payment structure that may vary by service and program 
type. Funding will be awarded in one of two ways: 
 

• Actual Cost Reimbursement  
• A Defined Rate reimbursed, set on a fee schedule 

 
Contracts or Service Provider Agreement’s will include the following terms related to funding:  
 

• Agencies will agree to expend any and all payments solely for the purpose(s) as specified in the 
contract or Service Provider Agreement.  

• Funds must be spent within the contract period for which they are awarded and cannot be 
carried over.  

• Agencies awarded funds may not invoice Ready by Five above the awarded allocation for each 
contract period.  

• Reimbursement will be only for the actual, reasonable, and allowable costs of program delivery 
and allowable, related expenses. 

• Agencies awarded funding will provide a program implementation timeline during the 
contracting process. Services are expected to commence with the contract’s start date and in 
accordance with this timeline.   

 
All awards are contingent on the annual Kent County tax capture and are subject to the availability of 
actual tax funds captured and the appropriation by the Kent County Board of Commissioners for each 
fiscal period.  
 
For this round of funding**, the following estimate is currently available for Kent County’s 2025-2026 
fiscal year:  
 

$8,100,000 
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**Note: First Steps Kent reserves the right to modify the estimated amount of funding allocated at any 
time. These figures represent the best current estimate of the total maximum set of funds to be allocated 
across all Request for Proposals (RFPs). All figures above are rounded. The actual amounts available to 
award may vary as they are contingent on the actual annual Kent County property tax capture. 
 
Funding is designed to cover the cost of direct services and reasonable administrative costs. Unless 
specified in the COF, Ready by Five Millage funding cannot be used to purchase equipment and 
property. Please see the Ready by Fiver Service Provider Manual Section 3.5 for complete details.  
 
By applying, the proposing agency agrees that all additional available sources of funding will be 
leveraged to cover program costs. This may include funds from a private foundation or other 
philanthropic source of funding, as well as state, local, federal funding, the collection of donations by 
the agency, or the implementation of cost sharing strategies.  
 
The requested millage funds may not supplant or replace existing private foundation or other 
philanthropic funds as well as state, local, and/or federal funds already in use by the Proposing Agency. 
 
Additionally, services funded by the Ready by Five Millage are not “free” as there is a cost to Kent County 
taxpayers for these services. By asking families who participate in specific types of services to share some 
of the cost, there is an increased awareness of the value of a service as well as increased buy-in as families 
may assist with covering some of the cost. Unless stated as an exempt program type or scenario, each 
Service Provider must implement the Ready by Five Cost Sharing and/or Donation Policy.  
 
Cost Sharing is a policy that requires co-payment from the family for whom services are provided. Shared 
costs are based on a sliding scale. Cost Sharing is different than a donation contribution that is given on a 
voluntary basis by a family participating in services. For complete details and requirements on Cost Sharing 
and Donations, see the Cost Sharing Policy (Policy 3.4 and Appendix F) and the Donation Policy (Policy 3.3) 
in the Ready by Five Service Provider Manual. A Service Provider may submit in writing a request to be 
waived from the cost sharing requirements. First Steps Kent will consider a request for reasons, including 
but not limited to: the cost sharing requirement is prohibited by a current source of funding, cost is not 
applicable to the program’s target population being served, and/or cost sharing poses a conflict with 
accreditation or any other authority providing program fidelity administration. A request for a waiver will 
not be considered on the sole basis of the Service Provider incurring a cost to implement the cost share 
process. 
 
As agencies prepare a budget request, they will consider the following:  

• Costs included must be specific to supporting the proposed program. This means that budgets 
may only include costs that can be identified specifically with a program and therefore are charged 
to that program.  

• Request for funding may include necessary program-related and administrative costs. Funds 
should not be utilized to fill general gaps within the organizational budget that are unrelated or 
disproportional to programing costs. 

• Cost estimates should be based on the actual time for individuals necessary to implement 
programming.  

• Agencies will be able to provide a calculation for each line item included in the budget.  
 
All agencies requesting funds will be asked to submit a proposed budget that includes the following four 
sections: 

https://www.firststepskent.org/uploads/financial-reports/Millage-Portal/SPM-2025_v.FINAL-FY-2024-2025.pdf
https://www.firststepskent.org/uploads/financial-reports/Millage-Portal/SPM-2025_v.FINAL-FY-2024-2025.pdf
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Section 1: Direct Program Expenses 
Expenses to support positions that are essential to service delivery that directly support families 
and young children. Any position that gives supervision to direct service positions would be 
included in this section. 

Note: If the proposed program does not provide “face-to-face” services to families, it is considered 
an indirect service. Wages and benefits for professionals would be included under Section 2.  

Examples of expenses to include in this section:   

• Wages/benefits of direct professionals (this includes professionals who support with family 
outreach, recruitment, and intake) 

• Wages/benefits of the immediate supervisor or manager position 
• Mileage/travel/parking for direct positions 
• All program supplies 
• All program-specific technology (may include subscriptions such as Zoom, Microsoft, etc., 

hardware under the set $1,000 threshold, or mobile phone services) 
• All program-related professional development  
• All program-related printing and postage 
• Translation and interpretation* 

Excludes: 

• Incentives for families to participate in programming 
• Bonus or incentives for paid professionals  
• Meeting expenses for meals or food (for paid professionals) 
• Purchase of equipment or property 
• Unless they provide dedicated and direct program supervision, the CEO or other executive 

leadership, time may not be allocated to this section. The organizational chart must 
illustrate % FTE they are providing and the positions they are overseeing in this type of 
situation.  

• General or unrelated administrative assistant staff time may not be allocated to this 
section.   

• Backoffice costs included in the budget’s Administrative Expenses section 

 

*Note: Beginning Oct 1, 2024, requesting Ready by Five programs may cover the cost of other 
specific languages that are not currently offered by Ready by Five Translation and Interpretation 
Services with designated funds in their individual contract’s program budget.  

 

Section 2: Supportive Program Expense 
This section is reserved for costs that identify specifically with the proposed program but are not 
the resources providing face-to-face or direct support to families.  
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Examples of expenses to include in this section:   

• Wages/benefits for positions that provide community convening supports 
• Wages/benefits for positions that support scheduling or other program coordination efforts 

that do not require direct contact with families 
• Data support 
• Program-specific compliance or quality assurance 
• Program-specific marketing and communications  

Excludes: 

• CEO, executive leadership, and general or unrelated administrative assistant staff time may 
not be allocated to this section unless they provide dedicated and direct staff time in this 
area. The organizational chart must illustrate % FTE they are providing and the specific role 
in this type of situation.  

• Bonus or incentives for paid professionals  
• Meeting expenses for meals or food (for paid professionals) 
• Purchase of equipment or property 
• Back-office costs included in the budget’s Administrative Expenses section 
• Fundraising expenses 

 

Section 3: Administrative Expenses 
This section is for specified “back-office” costs only. Cost estimates are based on the actual time 
for individuals that is necessary to implement the program.  

Ready by Five will not be utilized to fill general gaps within the organizational budget that are 
unrelated or disproportional to proposed programing costs. 

Agencies will submit this as a single expense that represents a percentage of the agency’s overall 
overhead as a percentage that is proportional to the program.  

First Steps Kent does not set a rate or formula for determining this percentage. The calculation for 
how this rate was developed must be included in the Budget Narrative Form under the section 
titled, ‘Administrative Expenses - Narrative to Budget.’   

Examples of expenses to include in this section:   

• Occupancy/rent/utilities 
• Financial services 
• IT services 
• HR 

• Insurance 
• Payroll 
• Audit  
• Leadership support 

Section 4: Subcontractor Expenses 
Any partner agency or contractor included in the indirect/direct expense section who will be 
receiving Ready by Five funds through the contract is considered a subcontractor.  

This includes any agency providing work on behalf of the program that does not fall under an 
administrative cost.  
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Includes: 

• Partner agency subcontracts 
• Independent contractors providing services 
• Third-party evaluation 

 
Unless specified in the RFP, costs allocated to Ready by Five funding should not include major purchases 
of equipment or the development of intellectual property. Items developed or acquired with Ready by 
Five funds remain vested with First Steps Kent and Kent County. 
 
The application budget will only include proposed costs that will be covered by Ready by Five Millage 
funding. A program has the option of attaching a full program budget to the proposal to better illustrate 
how other sources of funding contribute to the full program.   
 
In addition to the application’s budget that gives specific information on how the requested amount of 
Ready by Five funding will be used, proposing agencies will provide a list of all revenue sources for the 
program. Each agency will include an itemized list of funding sources and indicate whether the source is 
‘confirmed’ or ‘pending’ at the time of the application submission. Agencies will provide an estimate of 
funds collected through voluntary donations and cost sharing (if applicable). See the Ready by Five Service 
Provider Manual for more information on Donation (Policy 3.4) and Cost Sharing (Policy 3.4 and Appendix 
E) requirements. Also see the RFP Section Two, Part III for each RFP to determine if Cost Sharing is required 
for the Program Type applied under. 
 
Proposed budgets will be evaluated in the following ways:  
 
Across all proposals applying for each Service and Program Type, First Steps Kent will establish: 

• An average for each of the four budget sections: a) direct program expenses, b) supporting 
program expenses, c) administrative expenses and d) subcontractor expenses. Each individual 
proposal will be compared to the overall average established. Any programs with costs that are 
higher than the established average may be asked to provide more information about included 
costs.  

• The average cost per individual is to be served across all proposals. Cost per individual is calculated 
as the total request/the projected number individuals to be served included in the proposal. Each 
individual proposal will be compared to the overall average established. This cost per individual 
may be compared to previous years for each program if a program was previously funded.  Any 
programs with costs that are higher than the established average may be asked to provide more 
information about included costs.  

 
 
For each proposal, First Steps Kent will determine the following to be considered during the proposal 
review process: 

• The percentage of Ready by Five funding compared to other sources of funding for the specific 
program.  

• Compared to each organization’s overall annual revenue, the percentage of Ready by Five funding 
request(s).  

• Review of findings by First Steps Kent’s financial team of overall financial soundness of each 
agency applying.  

 

https://www.firststepskent.org/uploads/financial-reports/Millage-Portal/SPM-2025_v.FINAL-FY-2024-2025.pdf
https://www.firststepskent.org/uploads/financial-reports/Millage-Portal/SPM-2025_v.FINAL-FY-2024-2025.pdf
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Proposals from agencies who have not been funded previously, have an increase in their request or scope 
(number served), have proposed budget costs that are consistently higher than the established average, 
or have not demonstrated complete performance in past contract periods may be asked to provide a 
video presentation to the Resident Proposal Review Board.  
 
Proposing Agencies may only apply under one program type per proposed service. If an agency is 
interested in applying for more than one service/program type, they must submit a separate proposal as 
multiple service/program types cannot be combined into one proposal. Services are for expecting parents 
and children birth through the age of five living in Kent County. 
 
 

 

III. Requirements of All Funded Agencies 
 

Section 1. Ready by Five Service Provider Manual 
 

 RFP 
# Service Type (RFP) Program Type 

Di
re

ct
 P

ro
gr

am
 T

yp
es

 

1 Outreach and Navigation 
Services 

Coordinated Outreach, Screening and Navigation 

2 Outreach and Navigation 
to Early Care   

Early Care Connection 

3 Healthy Development 
Services 

a. Developmental, Social Emotional Screenings & 
Referral  
 
b. Healthy and Safe Home Environment Programming 
 
c. Niche Family Supports  

 

4 Parent Education and 
Support Services 

Home Visiting Programming 
 

5 Early Learning Services 

a. Play and Learn Community Programming 
 
b. Early Literacy and Learning Programming 

In
di

re
ct

 P
ro

gr
am

 
Ty

pe
s 

6 
Parent Education and 

Support Language 
Services 

Translation and Interpretation Supports 

7 Healthy Development 
Infant Health 

Fetal Infant Mortality Review Network Lead 

8 Healthy Development 
Training 

Ready by Five Training and Education Leads 
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1. The Ready by Five Service Provider Manual lays out all policy expectations and guidelines for 
programs funded by the Ready by Five Early Childhood Millage. All agencies awarded funding 
will be expected to comply with all the policies, procedures, responsibilities, guidelines, terms, 
and conditions stated in the manual. 

 
 

Section 2. Program Monitoring Requirements 
 

1. All agencies will attend all scheduled Service Provider meetings, Ready by Five Quality 
Improvement Consortium meetings and initiatives, and participate in the Provider Networking 
Breakfast.  

 
2. All agencies are required to participate in an annual program assessment. During the assessment, 

compliance with specifications in the Service Provider Agreement and the Ready by Five Service 
Provider Manual will be reviewed.  

 
3. Each year First Steps Kent will conduct one fiscal assessment of the Service Provider’s 

performance to assure financial compliance with Generally Accepted Accounting Principles 
(GAAP) and all financial policies as outlined in the Ready by Five Service Provider Manual.  

 
4. Unless otherwise specified within each RFP (see Section Two, Part III of each RFP), agencies 

providing direct programming that are awarded funding will be required to submit monthly data 
submissions at the individual level for each child and expectant parent served to the Kent County 
Health Department via a secure link. 

 
a. Information for each individual served includes demographics, service information, and 

referral tracking (if applicable to your program). 
 

b. This data submission follows a very specific .csv file format with required fields and codes 
as defined in the Ready by Five Data Standard document. 

 
c. Agencies will be required to sign a data agreement with First Steps Kent and Kent County 

Health Department as part of the contracting process. 
 

5. Unless otherwise stated in the RFP (see Section Two, Part III of each RFP), agencies providing 
direct programming that are awarded funding will be required to report actual costs for 
reimbursement purposes, submit monthly individual-level data, and submit quarterly reports as 
follows: 

 

 
Monthly Invoice 

(By the 10th of 
the month) 

Monthly 
Demographic, 

Service, and Referral 
Data Submission (by 

the 15th of each 
month) 

Quarterly Report 
(By 30th of April, 

July, October, 
and January) 

Additional Details 

https://www.firststepskent.org/uploads/financial-reports/Millage-Portal/SPM-2025_v.FINAL-FY-2024-2025.pdf
https://www.firststepskent.org/uploads/financial-reports/Millage-Portal/RB5-File-Definition_changes-enacted-FY2024.xlsx
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How Submitted: 
Submitted 
through  

e-CImpact 
Submitted to KCHD 

Submitted 
through  

e-CImpact 
 

Actual Expenses 
 

  

Program financials 
provided upon 

request from First 
Steps Kent 

Number Served  
  

 

Number of Encounters  
  

 

Ready by Five 
Indicators  

 

  

Program 
Specific Outcome   

 

 

Narrative Explanation 
of Variances & 

Implementation 
Timeline Update 

  
 

 

 
6. From data and reports submitted as described above, contract metrics will be tracked as follows: 

 
a. First Steps Kent uses the average monthly amount as an estimation to identify programs 

that may be underspending or overspending. All Service Providers will be required to 
provide a narrative to explain why there is a deviation from the average monthly amount 
(specifically, the annual award/total number of months in the award period) of projected 
expenses if 10% or greater. 

 
b. The actual number of individuals served by a Service Provider will be compared to the 

projected number as detailed in the Service Provider Agreement. Service Provider will be 
required to provide a narrative to explain why there is a deviation in the estimated 
number of individuals served if 10% or greater. Note: This is not applicable to contracts 
that operate on an indirect service reimbursement structure. 

  
c. Encounter units will be tracked as part of the contract monitoring process. Actual 

encounters will be compared to the projected number of encounters per individual 
served stated in the Service Provider Agreement. The number of encounters per 
individual will be confirmed during the contracting process. Service Providers will be 
required to report on encounters completed. If applicable, agencies will explain why there 
is a deviation in the number of actual units completed throughout the contract period. 
Note: This is not applicable to contracts that operate on an indirect service reimbursement 
structure. 
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d. Information from the monthly Demographic, Service, and Referral data submissions sent 
to Kent County Health Department will be reconciled with the number of individuals 
served and encounter units stated in the contract as well as numbers submitted in the 
quarterly reports and overall spending. Note: This is not applicable to contracts that 
operate on an indirect services reimbursement structure. 

 

IV. Equity and Inclusion Statement 
 
Ready by Five investments will support an early childhood system that helps all children and families 
thrive, regardless of race, ethnicity, and household income so that socioeconomic conditions are no longer 
predictors of kindergarten and later school success. In their approach to identifying needs in Kent County, 
agencies will consider group-based factors and deploy specific approaches that address the varying needs 
and circumstances of each group eligible for Ready by Five funded services. First Steps Kent has a 
comprehensive interest in improving equity among all demographic groups, especially communities of 
color as well for all families in households with incomes at or below 200% of the Federal Poverty Level 
living throughout Kent County.  
 
Within the RFP for each direct service (See Section Two, Part I of each RFP) are specifications of groups 
and geographies that would benefit from expanded or new programming. Ready by Five defines 
geography in Kent County by five distinct community types: City/Urban, Surrounding or Suburban 
Communities, Northern County, Eastern County, and Southern County (southwest Kent County).  Links to: 
a)  list of ZIP codes in each Community Type and b) a county map illustrating the geography of all 
Community Types. Agencies proposing new or expanded services must describe a plan that illustrates how 
successful outreach and engagement of groups or geographies not currently reached will occur.  
 
First Steps Kent recognizes that equity is not the same as equality. The path to equity requires that Ready 
by Five funding provide more support and resources to the families in our community that are challenged 
by compounding inequities based on their race or ethnicity, health, education, housing, economic 
opportunities, among other factors that have put groups at a historical disadvantage and creates barriers 
to individuals reaching their full potential. As proposals are reviewed and discussed by the Ready by Five 
Resident Proposal Review Board, how we balance equity with county-wide access will be considered.  
 
Please see Appendix A of the Ready by Five Service Provider Manual for the full Ready by Five Equity and 
Inclusion Impact Statement.  

https://www.firststepskent.org/uploads/financial-reports/Millage-Portal/Book1.xlsx
https://www.firststepskent.org/uploads/financial-reports/Millage-Portal/04.10.23-Updated-County-Map.pdf
https://www.firststepskent.org/uploads/financial-reports/Millage-Portal/04.10.23-Updated-County-Map.pdf
https://www.firststepskent.org/uploads/financial-reports/Millage-Portal/SPM-2025_v.FINAL-FY-2024-2025.pdf
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V. Directions for Submission of Proposals 
 

Section 1. Important information and Deadlines 
 
A. The deadline for proposals is May 14, 2025, at 3 p.m. (Eastern Standard Time) 

 
This deadline is firm, no exceptions. First Steps Kent is not responsible for delays caused by any 
occurrence. Under no circumstances shall submissions received after the time be considered.  
 
B. Proposals will only be accepted in electronic format and must be submitted through the e-CImpact 
system.  
 

o All forms and required information must be submitted by the stated deadline. The forms for each 
RFP can be found on the e-CImpact portal.  

 
o Each agency will provide agency information and register for the specific RFP(s) under which they 

plan to apply under. Please note! It could take up to three business days for the registration 
process to be completed. Agencies will receive an email once the registration process has been 
completed and the application is available.  

 
o It is the responsibility of the proposing agency to review all program type specifications within the 

RFP and respond to all questions within the program narrative.  
 
o If a proposal is missing elements, First Steps Kent may disqualify the proposal from further 

consideration.  
 
o The e-CImpact system is accessible by any computer with an internet connection and current 

version of web browser (example: Internet Explorer, Firefox, Chrome, Safari). 
 
o For all new agency users, your agency EIN number is required to set up a profile. Profiles set up 

on e-CImpact through the Heart of West Michigan United Way or other funders using the e-
CImpact system are separate from First Steps Kent.  

 
o To access the Ready by Five e-CImpact website, please go to: https://agency.e-

cimpact.com/login.aspx?org=FirstStepsKent 
 
o Please bookmark the address to easily access e-CImpact at your convenience. 
 
o The e-CImpact user guide with instructions on how to set up a profile and submit an proposal can 

be found here: https://www.firststepskent.org/uploads/financial-reports/Ready-by-Five-
General/EC-Impact-Agency-Training-Manual-vApril-2024.pdf 

 
 

https://agency.e-cimpact.com/login.aspx?org=FirstStepsKent
https://agency.e-cimpact.com/login.aspx?org=FirstStepsKent
https://www.firststepskent.org/uploads/financial-reports/Ready-by-Five-General/EC-Impact-Agency-Training-Manual-vApril-2024.pdf
https://www.firststepskent.org/uploads/financial-reports/Ready-by-Five-General/EC-Impact-Agency-Training-Manual-vApril-2024.pdf
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o In the situation your agency has technical issues with e-CImpact, please contact First Steps Kent 
at readybyfivekent@firststepskent.org. Please allow two business days for First Steps Kent to 
respond.  
 

o All additional materials, written responses to any questions submitted, and updates will be posted 
on the First Steps Kent website. 
 

 

Section 2. Attachments 
 
Agencies are required to submit the following information with the submitted proposal: 
 

1. Attachment A: Agency Staff and Leadership Diversity. One form per agency is submitted. This 
form is available electronically on the e-CImpact portal.  

 
2. Attachment B: Proposing Agency Agreement. This agreement must be signed by the Executive 

Director, President, or CEO -AND- the Board Chairperson of your organization. An uploaded 
PDF version of this agreement must be included with the proposal submission.  

 
3. Attachment C: Proposal Certification Statement. This statement must be signed by the 

Executive Director, President, or CEO -AND- the Board Chairperson of your organization. An 
uploaded PDF version of this agreement must be included with the proposal submission. 

 
4. The agency’s most recent annual financial audit. (Note: First Steps Kent may complete a 

financial review for an organization having annual contributions under $550,000 in lieu of the 
audit.)  

 
5. Organizational chart at the program level that clearly identifies all positions included in the 

proposal’s budget.    
 

6. No more than three letters of support for each agency. All letters must be bound in one pdf 
file and included with the proposal submission. Letters should come from partner 
organizations that can speak to the Proposing Agency’s experience in providing quality 
services within the program and community focus areas included in the proposal(s).  

 
7. If applicable, a fee schedule giving the pricing methodology with attention to detail that 

includes all associated costs to successfully provide services as described in your response. 
(RFP 6 and RFP 8 only).  

 

 
 
 
 
Optional materials that an agency may include: 
 

mailto:readybyfivekent@firststepskent.org
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1. A complete program budget to better illustrate all expenses and how the other sources of 
funding contribute to the full program. Please be sure to include the specific program 
name in the document title.  

 
2. The agency’s annual community report. 

 

Section 3. Question and Answer Period  
 

A. First Steps Kent is available to assist with technical questions and issues specifically related to the 
e-CImpact online application process.  

 
B. First Steps Kent is unable to answer questions related to the RFP unless they are submitted 

through the written process as described in the RFP documents. 
 

• Requests must be made in writing during the period of March 31, 2025, through the deadline 
to submit questions of April 21, 2025, 5 p.m. through the online form provided by First Steps 
Kent. No additional questions will be accepted after this deadline.  

 
• All questions must be submitted in writing via the following on-line form. [CLICK HERE] 

 
• Questions will not be accepted by any other means including, but not limited to, verbal 

communication, text messages, email communication, and/or by phone.  
 

C. All answers to questions will be published on the First Steps Kent website accessible at:  
https://www.firststepskent.org/articles/2025-funding  

 
D. It is the respondent’s sole responsibility to monitor all inquiries (including those submitted by 

other agencies and published by First Steps Kent) to properly prepare a proposal for submission. 
 

E. Two types of questions generally arise. One may be answered by First Steps Kent to offer 
clarification of a specific section of the RFP. Other questions may be more complex and may 
require a written amendment to the RFP. First Steps Kent staff will make that decision.   

 
F. All final answers and notification of amendments to the RFP will be posted on the First Steps Kent 

website (https://www.firststepskent.org/articles/2025-funding) by April 23, 2025, at 5 p.m. 
 

G. If your agency has technical issues with the e-CImpact system, please reach out to First Steps Kent 
staff at: readybyfivekent@firststepskent.org 

 
 
 

VI.  Timeline 
 

https://forms.office.com/Pages/DesignPageV2.aspx?subpage=design&FormId=uny8obbih0mheb3mtgKBN-X6JSa5CXhHt6XkInXppmVUM0dUWkQ0V0owTFpOUFhBTFM4REFBOVQwTS4u&Token=b200cbb1f49b49f7868df17500b51e1f
https://www.firststepskent.org/articles/2025-funding
https://www.firststepskent.org/articles/2025-funding
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A. First Steps Kent reserves the right to change the RFP timeline. First Steps Kent also reserves the 
right to cancel, reissue, or make corrections or amendments to the RFP due to errors or changes 
identified by First Steps Kent and to otherwise modify the terms of the RFP at any time. 

 
 

B. The timeline for the RFP is:  
 

3/31/2025 RFP/COF Issued – Posted on First Steps Kent website 
3/31/2025 Preconference #1 (Virtual) 
4/1/2024 Preconference #2 (Virtual) 
4/21/2025 Question and Answer Period Closes – 5 p.m. 

4/23/2025 Final questions and revisions to RFP (if necessary) posted to First Steps Kent 
website 

5/14/2024 RFP Proposal Submittal Deadline – 3p.m. 
6/11/2025-
6/13/2025 Ready by Five Resident Proposal Review Board (RPRB) Allocation Meetings 

 Week of  
7/7/2025 

First Steps Kent Commission – Review and approve RPRB allocation 
recommendations 

7/28/2025 Agencies will receive preliminary notification of award. 
Note: The final award approval is contingent on approval by the Kent County Board of 
Commissioners’ approval that will happen sometime in July or August. 

 

VII. Resident Proposal Review Board 
 

A. The Ready by Five Resident Proposal Review Board (RPRB) is the body who reviews and 
determines the recommendation for whether a proposal should be funded and how much funding 
will be allocated. These recommendations are reviewed and approved by the First Steps Kent 
Board of Directors and final approval is decided by the Kent County Board of Commissioners.  

 
B. The RPRB will use the Criteria Rubric included in each RFP to guide discussion as they evaluate 

and score the proposals based on the organization’s responses to the RFP application questions. 
Proposals must meet the minimum points required to be considered for funding. 

  
C. For agencies requesting continued funding, First Steps Kent will provide to the RPRB: 

• Whether the contract is on target with spending for the current year.  
• Whether the proposal has an increase, decrease or similar amount requested compared 

to last year.  
• Notice of Contract status and findings or relevant recommendations. 
• All Annual Assessment recommendations.  
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VIII. Guidelines for Completing COF Questions 

 
I. Provide specific, detailed responses with concrete examples and data where applicable. 

 
II. Demonstrate alignment with Ready by Five Early Childhood Millage initiative goals, including 

diversity and inclusion. 
 

III. Use clear, accessible language, avoiding jargon and acronyms. 
 

IV. Present evidence of community need and program effectiveness during awarded funding cycles 
with First Steps Kent – Ready by Five dollars. 

 
V. Be precise about program activities, number of individuals served, and outcomes achieved. 

 
VI. Discuss any challenges encountered and how they were addressed. 

 
VII. Highlight beneficial partnerships and collaborations. 

 
VIII. Clearly explain budget utilization, including any variations from initial plans. Budget’s will still be 

completed using e-CImpact.  
 

IX. Outline specific objectives for future funding periods. 
 

X. Demonstrate commitment to equity, inclusion, and addressing disparities. 
 

XI. Include relevant supporting documentation (e.g., performance metrics, financial reports), if not 
already shared during completion of the Letter of Intent.  

 
XII. Ensure all required information is provided for a complete application. 

 
XIII. Submit the application by the specified deadline of May 14, 2025. 
 
XIV. Have a colleague review the application before submission. 
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XV. Continuation of Funding Form 
Section 1. General Program Performance 
Service Category & Program Type: ____________________________________________________________ 

1. How many contract periods have you been funded with First Steps Kent - Ready by Five? 

 

2. Overview of Impact: 

o Describe the outcomes achieved during the current funding period. How have your 
services impacted the children and families served? 

 

 

 

 

 

 

o Provide specific examples or success stories demonstrating the program's effectiveness. 

 

 

 

 

 

 

3. Alignment with Goals: 

o How has your program supported the goals of the Ready by Five Early Childhood 
Millage? 
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4. Service Reach and Accessibility: 

o What geographic areas and demographic groups have you served?  

 

 

 

 

o Highlight any successful efforts made to reach underserved or high-need populations. 

 

 

 

 

 

 

 

o Highlight any challenges to achieving outreach to underserved or high-need populations 

 

 

 

 

 

 

5. Parent and Family Engagement: 

o Describe how feedback or input you received from parents or caretakers has informed 
program improvement.  
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Section 2. Program Operations and Challenges 
5. Implementation Review: 

o Describe any significant challenges faced during the program's implementation and how 
they were addressed. 

 

 

 

 

 

 

 

6. Adaptations and Innovations: 

o What adjustments or new strategies did you implement to improve service delivery or 
address emerging needs? 

 

 

 

 

 

 

 

 

7. Partnerships and Collaborations: 

o List any community or organizational partnerships that contributed to your program’s 
success. How did these collaborations enhance outcomes? 
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Section 3. Financial Accountability and Planning 
8. Budget Utilization: 

o Provide a detailed explanation of how funds were allocated and utilized during the 
contract period. Were there any deviations from the initial budget plan? If so, explain. 

 

 

 

 

 

 

9. Leveraging Additional Funds: 

o Outline other funding sources leveraged to support the program. Include contributions 
from private foundations, state, local, or federal funding. 

 

 

 

 

 

 

 

 

10. Cost Effectiveness: 

o How does your program demonstrate cost-effectiveness compared to similar services in 
the region? 
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Section 4. Future Goals 
11. Continuation Objectives: 

o If awarded continuation funding, what are the specific objectives and goals for the 
upcoming period? 

 

 

 

 

 

 

 

12. Expansions or Improvements: 

o Are there plans to expand or enhance the program? Describe proposed changes, 
including new populations, geographic areas, or service delivery methods. 

 

 

 

 

 

13. Sustainability: 

o What steps are being taken to ensure the sustainability of your program beyond the 
Ready by Five funding? 
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14. Equity and Inclusion: 

o Describe your commitment to fostering equity and inclusion within your program. How 
will you continue to address disparities in access and outcomes? 

 

 

 

 

 

 

 

 

 

Section 5. Supporting Documentation 
15. Performance Metrics: 

o Attach data and evidence demonstrating the program’s performance, such as the 
number of children served, referrals made, or developmental screenings completed. 

16. Financial Reports: 

o Submit financial documents, including audits and detailed expense reports, to verify 
compliance with funding guidelines. 

17. Feedback Summaries: 

o Include summaries of parent and stakeholder feedback, with insights on how they 
shaped program delivery. 

18. Organizational Chart 
o Include an organizational chart of individuals who will support your agency's program 

operation funded by Ready by Five.  
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