EXPEDITED RFQ

FOR TRAINING SERVICES

BETWEEN $10,000.01 - $250,000

Commonwealth of Pennsylvania

Training Services ITQ #4400008567
RFQ FOR SAS Portal Training
Solicitation Number: 6100039720 

August 25, 2016
Dear Suppliers:


The attached Statement of Work (SOW) (Attachment A) is provided for you to develop your proposal for the referenced Training Project.  The successful contractor will be selected based on Best Value.  The Best Value Criteria specified below defines the criteria that will be used to determine the successful contractor to be issued a purchase order.  It is imperative that you expound in writing on each of the best value criteria listed.  You may complete your proposal in SRM no later than 3:00 pm on September 12, 2016. 
Best Value Criteria:

1. Cost:  Complete the attached Cost Matrix (Attachment B) to submit the cost portion of your proposal.
2. Domestic Workforce Utilization: Complete and sign the attached Domestic Workforce Utilization Form (Attachment C).

 Any questions on this RFQ please refer to the letter to suppliers. RFQ point of contact: 
Emily Rosenberry

(717) 787 – 8037

emrosenber@pa.gov
Note:  This Request for Quotations (6100039720) is a restricted solicitation.  Only those contractors qualified in the designated categories under Contract #4400008567, known as the Commonwealth of Pennsylvania’s Training Services Invitation to Qualify (ITQ), may submit a proposal in response to this RFQ.  The designated categories for this solicitation are Conference Planning and Professional Education Services. Suppliers must qualify for both categories to respond to this solicitation.
For more information about the Training Services ITQ, please click the following link.

http://www.itqrp.state.pa.us/ITQ/ITQ/WhereToStart.aspx
The following documents must be returned with your RFQ response: 
Attachment A – Statement of Work
Attachment B – Cost Matrix

Attachment C – Domestic Workforce Utilization Form
Attachment A

The Pennsylvania Department of Education (PDE) seeks a supplier who will work in collaboration with PDE in order to deliver the 2016 SAS Portal Trainings.  PDE plans to conduct 7 one day trainings across the state October – November 2016.  The successful offerer will secure sites for the seven training sessions across the state in the following regions:  PaTTAN King of Prussia, PaTTAN Harrisburg, PaTTAN Pittsburgh, Edinboro,  Scranton, State College, Allentown.  PDE wishes these training sessions to be held at PaTTAN Centers or IUs that are able to accommodate 150+ individuals.

REQUIRED SPECIFIC WORK SKILLS

In order to achieve the goals outlined in the Statement of Work, the contractor must demonstrate:

1. Significant prior experience with developing and managing complex training ventures.

2. Experience in planning and executing large scale event of up to 150 participants per location.

3. Experience in planning and executing conferences for educators.

4. Ability to work with state officials, site management, technical consultants, members of the educational community, etc.

5. Ability to manage an event that may include multiple rooms.

6. Ability to design and implement an online registration systems for 1,050 registrants that incorporates the following:

a. A registration website with instructions and location information

b. A printed schedule for all attendees upon arrival at conference

c. Ability to make lodging reservations, if necessary, for the PDE training staff and note any necessary ADA accommodations

d. Email confirmation of successful registration sent to registrants with proposed schedule

e. Tech support/help desk to assist registrants in the online registration process

f. Regular reporting to PDE SAS Portal Training planners with details of session registrations by location

7. Develop a proposed SAS Portal Training budget for submission for PDE approval once final numbers are received; maintain accurate accounting and reporting procedures.
8. Schedule all SAS Portal Training room arrangements based upon the number of attendees per training; include provisions for four (4) rooms for breakout sessions.

9. Evaluate sites that meet PDE specifications; recommend to PDE a secure ADA compliant location.  PLEASE NOTE:  PDE would prefer to utilize cost free facilities (PaTTANs and IUs).

10. Provide personnel with the ability to maintain, coordinate, and manage all facets of the SAS Portal Trainings and related activities.  These abilities will be demonstrated through resumes of proposed staff.

11. Contracts with IUs or technical centers to ensure all audio-visual institute requirements are met. Audio-visual specifications must include, but not be limited to, as follows:

a. Provide A-V equipment to include the following: speakers, podiums, stages, video projectors, microphones, network connections, cabling.
b. Function as the primary point of reference for mixing all audio, as well as providing technical support related to the house system. 

c. Provide an audio/visual crew member on site during every session.
d. Provide an A-V crew to set the stages, projectors, podiums, microphones, speakers, and presentation monitors.

e. Staff with crew members available to monitor internet bandwidth, troubleshooting network connections, and setting up equipment in the breakout rooms.
12. Maintain and provide on-site technical assistance, diagnostic and installation services. 
13. Work with the sites to coordinate all aspects of the SAS Portal Trainings (e.g., meals, audio-visual needs, room set-ups).

a. Meals to include:  (per location).
1.  One continental breakfast for each participant and presenter (up to 10 presenters)

2.  One lunch for each participant and presenter (up to 10 presenters)
14. Develop and maintain an accounting system to provide financial and programmatic reports to PDE on a regular basis as the SAS Portal Training plans move forward and submit within 90 days from the final day of the SAS Portal Training, a final financial summary report available in both electronic and hard copy. 

15. Schedule a post institute debrief with analysis and recommendations for future events; provide an executive summary and full report to include financials and all other relevant data that informs SAS Portal Training quality; include a qualitative summary highlighting both strengths and needs of SAS Portal Training.

16. Be a currently approved Act 48 provider, subcontract with an approved provider or have filed an application with the Department for approval as an Act 48 provider, in order to coordinate all activities related to awarding Act 48 hours, including Act 48 educator forms, attendance verification, and uploading of hours to the Professional Education Record Management System (PERMS).  

REQUIRED INFORMATION HANDLING TASKS:

The contractor must perform tasks required to support the management of the SAS Portal Training.  These tasks include, but are not limited to, maintaining registration numbers, providing statistical reports, and managing and filing correspondence.  In addition:

1. All material produced or compiled by the contractor in accomplishing this project and all materials purchased under this contract will become the property of, and will be turned over to PDE at the conclusion of this contract.

2. Final version of all reports must be in a form suitable for print reproduction.  Storage and retrieval of all documents must be in Microsoft compatible format (Word, Excel, PowerPoint, etc.).

3. The contractor must have the ability to receive and send electronic transmissions of documents and data.

4. Information must be handled in accordance with Commonwealth policy and procedures.

REQUIRED ADDITIONAL TASKS:

Any tasks apparent to the potential contractor but not stated in this RFQ should be identified in the response.  In addition to the tasks required in the Statement of Work, Work Skills and Information Handling sections, the potential contractor is responsible for the following:

A. ADMINISTRATION.  

The contractor must:

1. Post all institute information and registration on a publicly accessible website

2. Secure Americans with Disabilities Act (ADA) – compliant event locations.

3. Design and issue “Save the Date” information to submit to PDE for posting on the SAS website.

4. Develop and issue agendas created by PDE and posted via the registrant website.

5. Ensure the availability of supplies, equipment, and references on hand to support all functional tasks.

6. Provide location directions to all participants via the registration website.

7. Produce nametags, handouts, manuals and have onsite ability to copy/print documents, agendas, etc.

8. Ship or deliver materials to event locations.

9. Provide on-site logistics. 

10. Create an online evaluation form (PDE approved) and summarize results and provide to PDE within 30 days of the end of the institute.

11. Provide the PDE with reports, plans, and other information requested by directive, letter, message, or verbal communication by the requested due date.  This shall include, but not be limited to quarterly reports, a final completion report, and preliminary and final conference plan.

B. MANAGEMENT.  

The contractor will work with PDE staff to plan and administer the operation of training programs, meetings, conferences.  In carrying out required management tasks, the contractor must:

1. Plan, develop, and administer the tasks of the SAS Portal Trainings.  The contractor must be flexible, able to readjust priorities and readjust priorities in a timely manner.

2. Develop a tracking process for the SAS Portal Trainings, to include the status of the SAS Portal Training’s goals and objectives and funding.  The tracking form will be updated monthly and submitted to the project officer.

3. Provide the financial and programmatic reports identified in the Work Statement section.

C. EMERGENCY PREPAREDNESS.  

To support continuity of operations during an emergency, the contractor must describe its emergency response continuity of operations plan, which plan should include the elements listed below.  Contractor may satisfy this requirement by providing a copy of its plan or a summary describing how the plan addresses the listed elements.

1. How communication within the organization and externally will continue when primary communication systems are overloaded or otherwise fail.

2. How cancellations will occur and events be rescheduled and how those changes will be communicated in the event of emergencies, to include inclement weather.

3. Employee training (describe your organization’s training plan, and how frequently your plan will be shared with employees)

4. Identification of essential business functions of this project and key employees (within your organization) necessary to carry out project functions.

5. Contingency plans to address staffing issues when key employees are incapacitated due to illness or kept from the primary workplace due to contagion control or other reason.

D. PROJECT TO BE COMPLETED Upon final approval through  December, 2016:
1. SAS Portal Trainings: These trainings focus on implementation of PDE initiatives.  The primary target audience is PA curriculum educators, to include school district and charter school curriculum teachers.

a. Expected Audience: 1050 people over all the trainings
b. Responsibilities include site selection, providing committee facilitation, agenda development, registration, and facility logistics/meals, and preparing materials for the conference.     

PDE will only pay for actual expenses incurred for the planning and execution of this conference.  Invoices submitted for payment will be reviewed for accuracy prior to payment. 
CONTRACTOR WORK STATEMENT (Append to Attachment A)


The Pennsylvania Department of Education is planning to offer training to all LEAs in the commonwealth on the use of the SAS portal to assist Pennsylvania educators in planning and implementing effective curricular and instructional practices to increase student learning.  Each LEA will be able send participants in any of the following areas:  English Language Arts, Science, Mathematics, History/Social Studies, English Language Learners, Safety Education, Health and Physical Education, and STEM.  Each training session will begin in a large group setting for up to 150 participants.  Participants may break into content specific groups.  

A proposed agenda follows.

7:30-8:30
Registration




Up to 150 people

7:30-8:30
Breakfast




Up to 160 people

8:30-10:30
Opening session




Up to 150 people




Screen, projector, sound equipment, Internet connection

10:30-10:45
Break




Up to 160 people




Coffee, tea, healthful snacks

10:45-12:00
Individual Content Area sessions 




Up to 4 rooms, up to 40 participants per room

12:00-1:15
Lunch




Up to 160 people

1:15-2:30
My SAS review



Up to 4 rooms, up to 40 participants per room

2:30-2:45
Break




Up to 160 people




Water, juice, healthful snacks

2:45-4:00
Individual SAS Planning, next steps




(see individual content area sessions)
The successful offeror will ensure that all meals and breaks are successfully handled.  The successful offeror will ensure that all rooms have Internet access, a screen, a projector, and sound amplifying equipment for the large room.
Contractor Prior Experience Submittal
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