CUYAHOGA COUNTY DEPARTMENT OF
WORKFORCE DEVELOPMENT CONTRACT

THIS CONTRACT made and entered into this ___ day of , 2013 by and between
the County of Cuyahoga, Ohio (the “County”) and EQUITY ADMINISTRATIVE
SERVICES, INC. with principal offices located at 343 W. Bagley Road, Berea, OH 44017
(the “EMPLOYER”).

WITNESSETH:

WHEREAS, the United States Congress has established and the President has signed
into law, the Workforce Investment Act of 1998 (Public Law 105-220), hereinafter referred to as
“The Act”; and has charged the Governor of the State of Ohio with the establishment of Local
Service Areas for the express purpose of implementing The Act; and

WHEREAS, the Governor of the State of Ohio has created the Ohio Department of Job
and Family Services (ODJFS) to administer The Act in the State of Ohio through its Division of
Workforce Development; and

WHEREAS, the Mayor of the City of Cleveland and the County, as the Chief Local
Elected Officials representing Cuyahoga County, have determined and formed a Local Service
Area (LSA) and appointed members to a Workforce Investment Board for the purpose of
conducting programs and providing services under The Act; and

WHEREAS, the Ohio Department of Job and Family Services (ODJFS) has officially
certified the City of Cleveland/Cuyahoga County Workforce Investment Board for Local Service
Area #3 effective July 1, 2009; and

WHEREAS, the City of Cleveland/Cuyahoga County Workforce Investment Board
(WIB), in partnership with the County, has identified the City of Cleveland/Cuyahoga County
Department of Workforce Development (the “DEPARTMENT”) as Grant Recipient and
Administrative Entity for programs under The Act in Cuyahoga County; and

WHEREAS, the County is desirous of having the EMPLOYER provide various
employment and training services under the Act and the EMPLOYER is willing to provide such
services.

NOW, THEREFORE, IT IS AGREED TO, by and between the parties hereto as
follows:
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SCOPE OF SERVICES:

The EMPLOYER will implement an Incumbent Worker Training Program for an
estimated thirty (30) employees, to accomplish the following:

Improve the skills of the employers’ workforce (including workplace literacy);
Increase retention in employment;

Help employees continue their skill building and maximize their potential;
Help the workers understand new technologies.

Equity Administrative Services, Inc. will provide training for up to 30 employees. The
training will focus on a mix of overall knowledge of the retirement plans and self-
directed accounts, as well as job specific skills required to best assist clients calling into
Equity Trust Company’s Call Center. There will be job shadowing and mentoring.
Individuals will be partnered with a mentor for shadowing and reverse shadowing.
During reverse shadowing, the individuals will take calls as they would independently
with their mentor observing their conversations and system navigation. The mentor is
expected to provide feedback and additional tips that will help the individuals in their
role. The skills and competencies to be provided will be in accordance with Attachment
B.

The total training program budget is estimated to be $45,640.00. The EMPLOYER will
contribute $35,640 and the COUNTY will reimburse up to $10,000.00.

CONFIDENTIALITY:

In signing this Agreement, the EMPLOYER understands that the information provided
on the public assistance and disadvantaged population in this COUNTY is confidential
and subject to Ohio State Laws regarding client confidentiality. As an agent of the
COUNTY, by virtue of this Agreement, the EMPLOYER will be subject to the same
confidentiality guidelines that govern the COUNTY as stated in Rule 5101:1-1-03 of the
Ohio Administrative Code. This rule shall govern under what conditions information on
all clients of the Department of Job & Family Services can be released. The
EMPLOYER agrees to adhere to the conditions of this rule as part of this Agreement.

TIME OF PERFORMANCE:

The period of performance under this Contract shall be from May 1, 2013 through
December 31, 2013. Under this timeframe, the EMPLOYER and the DEPARTMENT
will carry out their respective responsibilities at times mutually agreed upon.

COMPENSATION and METHOD OF PAYMENT:

For the services to be provided, the EMPLOYER shall be reimbursed for an amount not
to exceed $10,000.00 for the costs of Training. The EMPLOYER will be compensated
on a cost reimbursement and performance basis in accordance with Attachment A —
Payment Schedule and Budget Summary.
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TERMINATION OF AGREEMENT:

The COUNTY, the DEPARTMENT and the EMPLOYER shall have the right to
terminate this Agreement for any reason, including failure to make adequate progress
toward project deliverables, subject to the conditions defined in this section. In the event
that this Agreement is terminated by the COUNTY, written notice shall be given to the
EMPLOYER. The EMPLOYER shall provide all services and products required by the
agreement to the date of termination. Under no circumstances shall the COUNTY be
responsible for any type of penalty payment upon cancellation of this Agreement. The
EMPLOYER shall, however, be paid for the cost of all materials and services rendered
and unreimbursed to the date of termination by either party.

INDEMNITY:

The EMPLOYER will protect and save the COUNTY and the DEPARTMENT, harmless
from any and all loss, claims, expenses, actions, causes of actions, costs damages and
obligations, final or otherwise, arising from any and all acts of the EMPLOYER, its
agents, employees, licenses, clients hereunder, or invitees that result in injury to persons,
damage to property or loss, either directly or indirectly, to the COUNTY and the
DEPARTMENT, arising from the performance of this Agreement, as those injuries,
damages or losses relate to any person, corporation, partnership or any other entity.

ANTI-DISCRIMINATION:

The EMPLOYER recognizes and hereby agrees that in the employment of labor, skilled
or unskilled, under this Agreement, there shall be no discrimination exercised against any
person because of race, color, sex, age, religion, national origin, handicap or political
affiliation or belief as provided in Title VI of the Civil Rights Act of 1964. Violations
thereof shall be deemed a material breech of the Agreement.

EMPLOYMENT RELATIONSHIP, JOINT VENTURE OR PARTNERSHIP:

Nothing in this Agreement shall constitute an employment relationship, a partnership or
joint venture between the parties. The EMPLOYER shall be solely responsible for
his/her employees, including the payment of all Federal and State employment taxes and
payroll insurance, insurance premiums, contributions to benefit plans, workers and
unemployment compensation costs and similar expenses.

PROVISIONS CONCERNING WAIVERS:

Subject to applicable law, any right or remedy which the COUNTY may have under this
Agreement may be waived in writing by the COUNTY, if in the judgment of the
COUNTY, this Agreement, as modified, shall still conform to the terms and requirements
of the pertinent laws.

COUNTY NOT OBLIGATED TO THIRD PARTIES:

The COUNTY shall not be obligated or liable to any other party other than the
EMPLOYER.
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WHEN RIGHTS and REMEDIES NOT WAIVED:

In no event, shall the making by the COUNTY of any payment to the EMPLOYER
constitute or be construed as a waiver by the COUNTY of any breach of covenant or
default which may exist on the part of the EMPLOYER, and the making of any such
payment by the COUNTY while any such breach or default exists, shall in no way
prejudice any right or remedy available to the COUNTY in respect to such breach or
default.

MODIFICATIONS:

By the mutual consent of the COUNTY and the EMPLOYER, this Agreement may be
modified whenever such modifications are deemed necessary. Any such modifications to
this Agreement shall be reduced to writing and signed by both parties.

NOTICES:

Any notices, bills, invoices, reports, etc. required by this Agreement shall be sufficient if
sent by the parties in the United States Mail, postage paid, to the addresses noted as
follows:

COUNTY: EMPLOYMENT CONNECTION
ATTENTION: CHIEF FINANCIAL OFFICER
1020 BOLIVAR ROAD
CLEVELAND, OHIO 44115

EMPLOYER: ELIZABETH AHMED, VP HUMAN RESOURCES
EQUITY ADMINISTRATIVE SERVICES, INC.
343 W. BAGLEY ROAD
BEREA, OH 44017

REPORTING AND EVALUATION:

The EMPLOYER agrees to provide a final Activity Report that documents activities and
progress of the Services offered under this Contract. The report will identify employees
trained and progress made. The EMPLOYER agrees to produce the final report no more
than sixty (60) days upon termination of the contract describing the overall effectiveness
of the project with recommendations for future replication.

THE EMPLOYER agrees to be interviewed and help facilitate interviews for their new
workers trained for the evaluation of this project.

The COUNTY may require more information, and/or may require any information be
submitted in a format which will be provided to EMPLOYER. All required reports
should be to the attention of:
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Employment Connection
Attention: Chief Financial Officer
1020 Bolivar Road

Cleveland, OH 44115

(216) 698-2363

EMPLOYEE ELIGIBILITY:

The EMPLOYER assures that all employees trained are eligible to work in the United
States and are eighteen (18) years of age or older. In addition, the EMPLOYER assures
that all employees subject to Selective Service registration have in fact registered.

EXTENT OF AGREEMENT:

All other provisions of performance are contained herein. This Agreement, with all
EXHIBITS and attachments hereto, represents the entire and integrated Agreement
between the COUNTY and the EMPLOYER and supersedes all prior negotiations,
representations or agreements either written or oral. This Agreement shall be amended
only upon a written instrument executed by both the COUNTY and the EMPLOYER.

ELECTRONIC SIGNATURE:

By entering into this CONTRACT, EMPLOYER agrees to conduct this transaction by
electronic means by agreeing that all documents requiring county signatures may be
executed by electronic means, and that the electronic signatures affixed by the county to
said documents shall have the same legal effect as if that signature was manually affixed
to a paper version of the document. EMPLOYER also agrees to be bound by the
provisions of chapters 304 and 1306 of the Ohio revised Code as they pertain to
electronic transactions, and to comply with the electronic signature policy of Cuyahoga
County. )



IN WITNESS WHEREOF, the COUNTY and the EMPLOYER have executed this Agreement
as of the date first written above.

EQUITY ADMINISTRATIVE SERVICES, INC.

BY: [ i /a/f /A
A { f:}/g

o,

L

COUNTY OF CUYAHOGA, OHIO

Edward FitzGerald, County Executive

BY: Edwﬁ%&t{é&w /MC/

2013-07-19 15:08:38




Attachment A

PAYMENT SCHEDULE & BUDGET SUMMARY

Payments will be made on a cost reimbursement basis. EMPLOYER may request
reimbursement for their actual training costs incurred in accordance with the following
limitations:

= At no time may the amount requested exceed the employer contribution to-date;

= To receive payment, the PROVIDER agrees to submit invoices in accord with Attachment
C, which details expenditures made by the PROVIDER in accordance with the approved
budget summary.

»  EMPLOYER will be reimbursed on a Cost Reimbursement basis. The EMPLOYER will be
reimbursed for the first $5,000 of contract costs upon submission of an invoice in
accordance with Attachment C. Costs in excess of $5,000 will be reimbursed when the
following minimum benchmarks are received:

1) At least twenty three (23) new Workforce Investment Act (WIA) eligible and registered
employees will be hired and trained during the contract period; and

2) At least ten (10) of the WIA registered employees will retain full-time employment for at
least ninety (90) days. Full-time employment is defined as scheduled for at least thirty-
two (32) hours of work per week.

Upon achievement of both the above performance benchmarks, the employer will be
reimbursed for all costs incurred over and above $5,000 up to an amount not to exceed
$10,000.00.

Payment shall be made by the City of Cleveland/Cuyahoga County Department of Workforce
Department upon receipt of a completed and signed invoice containing appropriate
documentation. Appropriate documentation shall consist of, but is not limited to:

- Time records of Employer’s staff providing training;
- Type of training;
- Individuals trained and training dates.

The final request for payment reimbursement by the EMPLOYER must be received by the City
of Cleveland/Cuyahoga County Department of Workforce Development within 30 calendar
days following the end of this Contract. Any request for payment received after this date may
not be honored for reimbursement.

The EMPLOYER shall comply with fiscal management guidelines for allowable costs as
established for all expenditures made under this Contract for which reimbursement is requested.
The EMPLOYER assures that the financial management systems used for such expenditures
will provide the necessary internal controls, accounting records and reporting systems to meet



the prescribed standards. At a minimum this would include the following:

1.

10.

11.

Internal controls which provide for separation of duties such that no one
individual has control over all aspects of any transaction.

Payroll accounting records that reflect hours worked, gross wages, payroll
deductions, and net wages, must be maintained for each person performing
services under this Contract.

All wages and/or payments must be made by check.

All payroll taxes must be accounted for and paid in a timely manner to the
appropriate government agency.

Responsibility for authorizing expenditures and making payments must be
separated.

All expenditures must be supported by proper documentation. Supporting
documents must be verified for completeness and accuracy before any payment
shall be made to the EMPLOYER.

All invoices will be compared with the Contract or other authorizing documents
for propriety and validity before payment.

The EMPLOYER’s accounting procedures and internal financial controls shall
conform to Generally Accepted Accounting Principles (GAAP).

Only those costs incurred or payments earned during this Contract period may be
charged to this Contract (i.e., there must be a proper matching of revenues and
expenses).

Obligations may not be incurred without specific written authorization from the
Cuyahoga County Department of Workforce Development, nor may they be
incurred before such authorization. Any obligation greater than the Contract
Budget in Attachment A to this Exhibit is the sole responsibility of the
EMPLOYER.

The EMPLOYER shall submit for written approval, to the DEPARTMENT, a
modification request when the cumulative transfer of funds among budget line
items is expected to exceed the total planned budget (Exhibit 1 to this
Attachment).



Exhibit 1 to Attachment A

BUDGET SUMMARY
BUDGET EMPLOYMENT EMPLOYER
CATEGORY CONNECTION CONTRIBUTION TOTAL
ASSISTANCE
REQUESTED

Instructor Wages $4,823.28

(Break out costs for $4,823.28 88 hours per class

individual programs 18.27 = 1607.76 x 3

including total hours classes = $4,823.28

and instructor wages)

Materials/Supplies $375.00 Binders: $2 per

Textbooks (itemize) binder X 30
employees = $60
Tabs: $6.50 per
person X 30 = $195
Folders: $2 per folder
X 30 =$60
Highlighters: $2 per
person X 30 = $60
Total= $375

Other Costs $4,801.72 Mentoring costs which
include: mentoring
and job shadowing
activities

Travel

Trainee Wages* $35,640 Trainee Wages: 88
hours X $13.50 X 30
trained = $35,640

Total $10,000 $35,640 $45,640
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EMPLOYMENT CONNECTION
Customized Occupational Skills /Incumbent Worker Training Application

Clent Service kevel

Company/Association Name  Equity Administrative Services Inc.

Federal Tax ED N’pm}ber H _ NAICS Code 523991
243 W. Buglyy waad el 17

Address 225 Burns Re- City Fiyem Bl Zip 44035

Contact Person  Jessica Hunlev Title Corporate Trainer

Phone 440-323-5491 Ext 256 Fax 440-366-3750  Email Jhunlev@trustetc.com

1. Briefly describe your business/association:

Equity Trust is the nation's leading provider of self-directed IR As and 401ks, with over

130,000 clients in all 50 states and over $11 billion dollars of retirement plan assets under

administration. Truly self directed IR As and other retirement plans allow vou to create

lasting wealth by investing in areas where an individual has knowledge, expertise, and

comfort. In addition to traditional retirement investments such as stocks and mutual funds.

clients at Fauity Trust can diversify their retirement plans into assets such as real estate,

private placements, notes, deeds of trust, tax liens, foreign currency and much more. Asa

passive custodian Equity Trust has no conflicts of interests, as it does not offer investments

or investment advice, Equity Trust, a highly regulated financial institution, is made up of a

staff of experienced professionals who trulv care about serving our clients,

2

Briefly describe proposed training project:

This training is intended for the development of new hires for Client Services Level 1

Representatives. This training will focus on a mix between overall knowledee of the

retirement plans and self-directed accounts we service: as well as job specific skills required

to best assist clients calling into Equity Trust Company’s Call Center

3. Attach training outline(s) and/or curriculum.

4. Attach list of employees to be trained (complete spreadsheet).

5. Training Occupation ()

Customer Service

1/26/09 1
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CST Level 1 -Training Outline }32{ | EQUITY

TRUST®

Introduction

Equity Trust Company is committed to the development of its employees. This training proposal will
outline a specific training program intended for employees to Equity Trust Company for the Client
Service Level 1 Representatives.

The goal of the training is to develop the skills of employees for the Client Service Level 1
Representatives. The training will focus on a mix between overall knowledge of retirement plans and
self-directed accounts; as well as job specific skills required to best assist the client calling into Equity

Trust Company’s Cali Center.

Training Offering

Training Curricula
The training curriculum that will be included in the Client Service Level 1 Employee Training will include:

Timing

Title Description Format Hours

Classroom

The system overview will outline the different systems used by the
CST representatives and give a first look at the systems.

System Overview

Classroom

During mentor time the employee will be expected to keep notes
of the calls and an activity will be created to reinforce the concepts
that could be seen while on the phone. {Activity idea: Scavenger
hunt)

Mentoring based
Activity

1“3 age




CST Level 1 -Training Outline

4

EQUITY

TRUST®

Retirement Plans

Individual Retirement
Accounts

Mentoring

Customer Service Basics | Customer Service Basics training will cover the customer service

standards that Equity Trust Company has for supporting our

clients.

Classroom

The retirement plans topic will include:
s  Tax Environment
e  General Definitions
¢  Terminology

Classroom

Deep dive into Individual Retirement Accounts including:
s Traditional
e Roth

e Spousal
Including eligibility requirements to open and contribute,
contribution limits, and distribution rules and penalties. This
training will also review the application needed to open an IRA.

Mentoring/shadowing time will be used throughout training to

provide the employee prospective to how the job works, how the

information being taught is applied, and in general some of the
core skills that can only be taught through being in the position
and environment.

Classroom

Mentoring




CST Level 1 -Training Outline }%&{ 1 EQUITY
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Other Accounts: CESA Review of information regarding additional types of plans Classroom
and HSA established at Equity Trust to allow clients to invest in
nontraditional investments.
e CESA
e HSA

Including eligibility requirements to open and contribute,
contribution limits, distribution rules, penalties, and applications.

Classroom

In depth training on IRA rules for investing in alternative
investments in the IRA including disqualified individuals, self
dealing, commingling, collectibles, and 50% rule.

Prohibited Transactions

Mentoring Mentoring/shadowing time will be used throughout training to Mentoring
provide the employee prospective to how the job works, how the
information being taught is applied, and in general some of the
core skills that can only be taught through being in the position

and environment.

Walkthrough of eVantage including: account maintenance, cash Self Study
transactions, DOIs, Bill Pays, printing coupons.

Also include the eVANTAGE portal for viewing clients accounts real
time when they are on the phone.

eVantage

Salesforce How to search for accounts, entering notes, submitting escalations | Classroom
to Team Leads, and fee disputes within Salesforce.

Week 2, Spark This training will review the basic navigation and information Classroom 8
Day 2 stored in Spark including the primary tabs located within the
| account screens, cash transactions, and how to submit and track

3lPage
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RFAs and I1DOs.
A special focus on settling assets and original documents required

and where to locate that information in Spark.

Express

Day 3 Call Back sections in Express. Review examples of looking at
statuses, reviewing deficiencies and clearing verbal verifications.
Also, cover the process for submitting a CIM, as well as the forms
required for Account Maintenance and Security Designation.

Review of Search Activities, Customer Service Role, and Customer Classroom

Week 2, Review of Systems Revisit all system as a refresher to tie the systems together. Classroom

Day 4

provide the employee prospective to how the job works, how the
information being taught is applied, and in general some of the
core skills that can only be taught through being in the position

and environment.

Mentoring Mentoring/shadowing time will be used throughout training to Mentoring

their knowledge on plans, general investment topics; as well as
some systems and customer service specific concepts. A required
minimal score will need to be determined and agreed upon by CST
Leadership, Executive Leadership, Human Resources, and the
Training Department Suggested score of 85%, open book open
note.

Assessment One full assessment will be provided to the employees to evaluate | Classroom

Mentoring/shadowing time will be used throughout training to
provide the employee prospective to how the job works, how the
information being taught is applied, and in general some of the

Week 3,
Day 1-3

Mentoring

Mentoring

'4fPage
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Customer Service
Training — Working with
Other Departments

Week 6,
Day 4

Customer Service
Training -~ Confrontation
and Conflict

Week 9,
Day 4

Safekeeping

Mid Ohio/ETC Brokerage

core skills that can only be taught through being in the position

and environment.

CST works very closely with Operations, Sales, and other
departments; this training will provide the employee more in-
depth information about the relationships and structure of these
departments. Outline the specifics of how, when to transfer calls
to the various departments.

16

Self Study

This training will provide tips how address clients that are being
difficult or are upset. It will discuss defusing clients feelings, and
handling the compliant.

s

Self Study

Safekeeping documents are required to settle an asset. The
safekeeping training will outline the specifics of documents
required, how to navigation Spark to located requested
documents for the specific client, and how clients can send these
originals to ETC

g U

Overview of MOSC/brokerage options available and relationship of
the accounts between MOSC and ETC, Review of Streetscape
system and documentation for setting up account, and purchasing
process.

Classroom
Y. S
Classroom 1




INVOICE - EMPLOYER CUSTOMIZED TRAINING WORKER PROGRAM

INVOICE PERIOD

EMPLOYER NAME:
CONTRACTOR ADDRESS:
Employment Total : Employer
Connection Expenses To- To;a; Iz:g;ce Contribution To-
CATEGORY Budget Date 9 Date

Tuition/Instructor Wages

Curriculum Development

Materials/Supplies

Training Equipment

Other Cost (ltemize)

Travel

Trainee Wages

| TOTAL | - - - -

| certify that to the best of my knowledge and belief, this report is accurate, that the costs incurred
are valid and consistent with the terms of the contract.

NAME:

TITLE:

SIGNATURE:






