 EXPEDITED RFQ TEMPLATE

FOR TRAINING SERVICES

Commonwealth of Pennsylvania

Training Services ITQ #4400008567
Conference Planning Category and Professional Educational Services Category
RFQ FOR 

December SAS Institute

Solicitation Number:  6100041242
March 27, 2017
Dear Suppliers:


The attached Statement of Work (SOW) (Attachment A) is provided for you to develop your proposal for the referenced Conference Planning Project.  The successful contractor will be selected based on Cost.  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 the requirements listed within the SOW.  Contractors may not subcontract more than 49% of the total spend for this project.  You may complete your proposal on this form and return your quote via SRM by reply no later than 2:00 PM on April 7, 2017.
 Best Value Criteria:

1. Cost:  Complete the attached Cost Matrix to submit the cost portion of your proposal (Attachment B).
 Any questions on this RFQ may be sent by 1:00 PM March 31, 2017 to:

Contact Person:

Emily Rosenberry
(717) 787-8037
E-mail:  emrosenber@pa.gov 

Note:  This Request for Quotations (6100041242) 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.  Contractors must qualify for both the Training Services – Conference Planning and the Training Services - Professional Education Services categories.
For more information about the Training Services ITQ, please click the following link.

http://www.portal.state.pa.us/portal/server.pt/community/invitation_to_qualify/4641/where_to_start/495422 

The following documents must be returned with your RFQ response: 

Attachment A – Statement of Work (include Contractor Work Statement, Project Work Plan, *Contractor Prior Experience Submittal and *Resumes of proposed personnel)

Attachment B – Cost Matrix

Appendix C – Domestic Workforce Utilization Form

Appendix D – Lobbying Form 

*This information should not include any PDE personnel.

Attachment A - – Statement of Work

(Include Contractor Work Statement, Project Work Plan, Contractor Prior Experience Submittal and Resumes of Proposed Personnel)

The Pennsylvania Department of Education (PDE) seeks a supplier who will work in collaboration with the SAS Institute planning lead from PDE in order to deliver the 2017 SAS Institute.  The SAS Institute is scheduled for December 10, 2017, through December 13, 2017.   The Institute will focus on topics that may include the following:

· Implementing and sustaining state initiatives
· ESSA
· Sharing best practices, through LEAs showcasing best practices

· Spotlight strategies and related to a supportive school environment: equity, high expectations, culture to support learning
· Additional critical issues as identified by PDE leadership

The Office of Elementary and Secondary Education annually conducts a single professional development training for approximately 1,000 educators to ensure districts are knowledgeable about the Administration’s foremost educational goals and programs designed to improve student achievement.  Funds are allocated annually for the sole purpose.

PDE anticipates the services under this solicitation will be needed in December 2017.  The anticipated dates are December 10 – 13.  All interested suppliers are expected to provide costs for the work in 2017.  Services provided in 2017 are contingent upon PDE budget approval for Fiscal Year (FY) 2017.    Bids will be evaluated solely based on total cost for one base year with two optional renewal years. 
REQUIRED SPECIFIC WORK SKILLS 
In order to achieve the goals outlined in the Statement of Work, the contractor must demonstrate:

1. A clear understanding of the problem, i.e., work to be done in planning, executing, and evaluating the SAS Institute.
2. Significant prior experience with developing and managing complex training ventures.  

3. Experience in planning and executing a large scale event of 1,000 attendees.

4. Experience in planning and executing conferences for educators.

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

6. Familiarity with the SAS partners (e.g., PLS 3rd Learning, PA Chapter-Teacher of the Year).
7. A working knowledge of the Institute App, the Professional Learning Community, and Showcase events
8. Ability to manage an event that may include multiple locations; may include real time streaming from a remote location.
9. Capability to provide or arrange for meetings to be streamed in real-time and recorded.
10. Ability to design and implement an online registration system for 1,000 registrants that incorporates the following:
a. A registration website that includes the multi-day institute schedule and the ability for registrants to choose breakout sessions in rank order

b. A registration website that additionally provides for special group registration (e.g., Blue Ribbon, Teacher of the Year, Act 45)

c. A printed schedule for all attendees upon arrival at conference that includes all sessions, locations, and times 
d. Ability for attendees to make hotel and meal reservations online and individually and note any necessary ADA accommodations

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

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

g. System to collect registration fees that may include purchase orders, credit cards, etc.

1.  The provider shall charge participants a registration fee and shall be responsible for collecting that fee.  The fee shall be $TBD for participants who are traveling less than 50 miles and $TBD for all other participants.  Provider shall maintain an accurate accounting of the fees collected and provide a final accounting at the conclusion of the institute.   Although the money collected from these fees will be used to offset the cost of the Institute, provider is NOT to consider these fees when preparing its budget.  The budget should only contain those items which are expenses to PDE.  Any registration fee proceeds remaining after all expenses of the 2017 institute have been paid shall belong to PDE and shall either be retained by the Contractor for the 2018 institute or shall be returned to PDE.  In addition, provider must agree to comply with Payment Card Industry Data Security Standards (PCI DSS), if it proposes to collect payments electronically, which is explained below.  

2. The Provider is obliged to adhere to the Payment Card Industry Data Security Standard (PCI DSS) if it processes payment card data. Moreover, The Provider certifies that their Information Technology practices conform to and meet PCI DSS standards as defined by The PCI Security Standards Council at https://www.pcisecuritystandards.org/security_standards/index.php.  The Provider will monitor these PCI DSS standards and its Information Technology practices and the Provider will notify the Commonwealth within one (1) week, if its practices should not conform to such standards. The PROVIDER will provide a letter of certification to attest to meeting this requirement and agrees to the Commonwealth’s right-to-audit either by Commonwealth or external 3rd party auditors. Provider agrees that it may (1) create, (2) receive from or on behalf of Commonwealth, or (3) have access to, payment card records or record systems containing cardholder data including credit card numbers (collectively, the “Cardholder Data”). Provider shall comply with the Payment Card Industry Data Security Standard (“PCI-DSS”) requirements for Cardholder Data that are prescribed by the payment brands (as appropriate including Visa, Mastercard, American Express, Discover), as they may be amended from time to time (collectively, the “PCIDSS Requirements”). Provider acknowledges and agrees that Cardholder Data may only be used for assisting in completing a card transaction, for fraud control services, for loyalty programs, or as specifically agreed to by the payment brands, for purposes of this Agreement or as required by applicable law.

h. Process payments and refunds and provide PDE with an accurate accounting of all transactions

i. Regular reporting to PDE institute planners that details session registrations by name and number

j. Weekly reporting of registrations, broken out by category of participants.
k. Assistance with development and implementation of an Act 45 program, to include development of an ITQ, session workshop(s), evaluation of participant projects, webinars, and uploading hours into PERMS, as necessary.

1. Coordinate hotel reservations to include differentiating PDE-paid lodging versus individual requested payment.

2. Develop a proposed institute budget for submission for PDE approval once final numbers are received; maintain accurate accounting and reporting procedures.

3. Develop a system whereby contractor actively seeks presenters; summarizes all presenter applicants, and recommends presenters to PDE.
4. Schedule all institute room assignments based upon approximately 1,000 attendees; include provisions for approximately 25 – 30 breakout sessions recurring throughout each day. 
5. Evaluate hotel/conference sites that meet PDE specifications to include a Central Pennsylvania venue; recommend to PDE a secure ADA compliant location. 

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

7. Contracts with hotel and/or its technology contractor 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, large cloth backdrops, podiums, stages, gobo lights, spotlights, audio mixers, 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 a minimum of at least two audio/visual crew members on site during every major presentation in the ballroom 

d. Provide an A-V crew to set the stages, backdrops, lighting, 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

8. Maintain and provide on-site technical assistance, diagnostic and installation services for recording selected institute sessions.

9. Work with hotel/conference center to coordinate all aspects of the institute (e.g., meals, audio-visual needs, room set-ups).

a. Meals to include:  (actual meals may vary based upon finalized schedule)
1. One (1) evening meal

2. Three (3) breakfasts

3. Three (3) lunches

10. Develop and maintain an accounting system to provide financial and programmatic reports to PDE on a regular basis as the institute plans move forward and submit within 90 days from the final day of the Institute, a final financial summary report available in both electronic and hard copy. 

11. Schedule a post institute debrief with analysis and recommendations for future events; provide an executive summary and full report to include financials, aggregated institute participant evaluations, and all other relevant data that informs institute quality; include a qualitative summary highlighting both strengths and needs of institute.
REQUIRED INFORMATION HANDLING TASKS:

The contractor must perform tasks required to support the management of the institute.  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. With PDE approval, secure trainers, facilitators, speakers and other needed professionals.

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

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

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

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

8. Produce nametags, handouts, manuals, packets, copies of presenter PowerPoint presentations, digital access to all materials, etc.; have onsite ability to copy/print documents, agendas, etc.

9. Ship or deliver materials to event locations.

10. 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).  
11. Provide PDE with documentation of Act 45 program approvals and offerings. (within last 3 years).
12. Provide on-site logistics. 

13. Develop and implement an online SAS Institute evaluation; collate all evaluation feedback and provide an executive summary that highlights feedback themes and recommendations for improvement within 30 days of the conclusion of the Institute.
14. Provide the PDE conference lead 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.

15. Work with PDE-identified NSTOY Coordinator to schedule National Network State Teachers of the Year-Pennsylvania events at the institute and coordinate NSTOY outreach efforts.  PDE will provide assistance in terms of being a communication resource.
16. Provide timely follow-up for payments, reimbursements, acknowledgements, etc.

B. MANAGEMENT.  

The contractor will plan and administer the operation of training programs, meetings, conferences, webinars, audio conferences, and videoconferences. In carrying out required management tasks, the contractor must:

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

2. Develop a tracking process for the institute, to include the status of the institute’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 June 30, 2018 with two (2) annual options to renew:
1. Standards Aligned System (SAS) Institute This annual, four-day conference focuses on implementation of PDE initiatives.  The primary target audience is PA educators, to include administrators, teachers, IU, and higher education staff.

a. Expected Audience: 1,000 people

b. Responsibilities include site selection, providing committee facilitation, agenda development, registration, coordinating speaker and hotel 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)


PROJECT WORK PLAN:

Utilizing a GANTT or PERT chart, include a high-level summary that shows all the tasks and deliverables to complete the project. Explain your approach to deliverables. Append your PROJECT Work Plan onto the attached Statement of Work (Appendix A).

CONTRACTOR PRIOR EXPERIENCE SUBMITTAL

	
	Company Name and Address
	Contact Information
	Project Name
	Project Start and End Dates
	Brief Description of the Project

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	


CONTRACTOR PERSONNEL AND QUALIFICATIONS

Provide resumes with names of individuals that will be assigned and demonstrate the qualification and skills required to successfully develop and implement the project as defined in the SOW.  PDE expects the names and resumes of any subcontractors who will perform task under this contract as well.  
� Act 48 of 1999 requires all Pennsylvania educators holding Pennsylvania public school certification including Instructional I and II, Educational Specialist I and II, Administrative, Supervisory, Letters of Eligibility and all vocational certificates to participate in ongoing professional education.
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