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VIRGINIA TOBACCO
SETTLEMENT FOUNDATION





REQUEST FOR PROPOSALS  (RFP)

Issue Date: February 13, 2004

RFP #: 852P005 

Title:  
VTSF’s Statewide Program Evaluation

Issuing Agency:  Virginia Tobacco Settlement Foundation (VTSF)

Initial Period of Contract:  From July 1, 2004 through August 31, 2005 with an option to renew, in whole or in part, at the sole discretion of the Board of Trustees of the VTSF.

Anticipated amount of awards: Up to $250,000 (Initial Period of Contract).

Sealed Proposals Will Be Received Until 4:00 P.M. April 6, 2004, by the Virginia Tobacco Settlement Foundation (VTSF).  To be considered, all proposals must be received at the VTSF office listed below on or before the date and hour stipulated.  Time is of the essence and no late proposal will be accepted, under any circumstances, regardless of the reason or reasons for any late submission.  All packages must be labeled as indicated in Special Terms & Conditions, Identification of Proposal Envelope. Vendors should pay particular attention to ensure that the proposal is properly addressed.  The VTSF is not responsible if the proposal does not reach the specific destination by the appointed time.  Proposals received after the date and hour designated are automatically disqualified and will not be considered.  The official time used in the receipt of responses is that time on the clock in the office of the VTSF.

The response may be sent via US Mail to the address listed below as the "Issuing Agency", provided that it is submitted in adequate time to allow for delivery to the specific office location.  Offerors are responsible for assuring timely receipt of the proposal at the specific office location and should make allowance for the possibility of an untoward event. The safest way to ensure the proposal is delivered on time, especially if it is submitted within the last seven (7) days prior to the due date, is to deliver it in person.  The alternative is to use a commercial delivery service such as FEDEX or United Parcel Service, or the US Post Office's Express Mail. 
All inquiries for information should be directed to Marge White at (804) 225-3637 or mwhite@tsf.state.va.us Terri-ann Brown at (804) 225-3466 or tabrown@tsf.state.va.us.

One (1) original and five (5) copies of the Proposal along with one copy in a PC-friendly, electronic version or via email must be submitted to the VTSF office listed below: 

Virginia Tobacco Settlement Foundation



701 E. Franklin St., 5th Floor 






Richmond, Virginia 23219

tabrown@tsf.state.va.us



INSTRUCTIONS

· Read the entire RFP package before developing a proposal.

· Offerors are highly encouraged to download the electronic version of the RFP and accompanying forms.  The Cover Page, Required Statements, Workplan and Project Budget Form are available as separate files in Microsoft Word format.  These items can be downloaded from the VTSF website, www.vtsf.org, under the “Funding Opportunities” link.  

· The following items constitute the response to this RFP.  ONLY these items should be submitted.  The VTSF reserves the right not to review or consider supplemental submissions beyond the required items.  The contents of your proposal must include:

1. Cover Page

2. Required Statements

3. Agency Capability Narrative

4. Workplan

5. Project Budget Form and Budget Justification

6. Letters of Recommendation

7. Appendix

· All sections must be completed and all questions must be answered to ensure a complete proposal package. Failure to submit all information requested shall result in the VTSF requiring prompt submission of missing information and/or giving a lowered evaluation of the proposal.  Proposals which are substantially incomplete or lack key information shall be rejected by the VTSF.

· An original proposal and five (5) copies must be submitted along with one copy in a PC-friendly, electronic version or via email.

Contact Terri-ann Brown at (804) 225-3466 if you have any questions.

PURPOSE:
The purpose of the Request for Proposals (RFP) is to solicit sealed proposals to establish a contract through competitive negotiations for implementation of the VTSF’s statewide program evaluation process.  The evaluation process will focus on assessing the impact of evidence-based tobacco use prevention programs being implemented with youth in school, community and faith-based settings.

The evaluation contractor shall:

· Conduct five trainings, one in each of the five VTSF regions, to clarify the procedures for the distribution, administration, and collection of survey instruments, and the methods to be used to link pre- and post-test surveys.

· Develop a mechanism to assess the needs of grantees with regard to the number of surveys needed for their respective program participants

· Print and distribute VTSF-designed pre- and post-test evaluation survey instruments to its grantee organizations

· Receive completed surveys, enter data from such surveys, and store survey documents in a confidential manner (NOTE:  Sampling is not permitted.  Every attempt must be made get completed survey instruments from grantee organizations.  VTSF grantees are required to have a minimum of 90% of program participants complete the evaluation instrument.  Additionally, participant responses to surveys must be coded and linked.)
· Track and report the distribution and receipt of surveys for each grantee organization on a monthly basis

· Communicate and follow-up with grantees regarding the submission of completed surveys

· Provide a summary report to each grantee organization on its respective program

· Provide a summary analysis of all grantee programs to VTSF in both technical and “layman’s” writing formats, including but not limited to individual program reports, differences in program effectiveness among various settings in which programs occur, differences in program outcomes among VTSF regions, and an analysis on the impact of programs on five core measures:  current tobacco use, intentions to smoke, the perceived benefits of remaining tobacco free, knowledge about the harmful effects of tobacco, and self-efficacy.
· Compare and report the successes of VTSF Compendium programs and, when possible and appropriate, identify those that were most successful, thereby enabling VTSF to do strategic program planning. The designs of these comparison studies must be appropriate to help determine which Compendium programs will have the greatest impact. (see Background below).     

BACKGROUND:
In 1999, the Virginia General Assembly created the Virginia Tobacco Settlement Foundation (VTSF), a political subdivision of the state, to distribute monies from the Virginia Tobacco Settlement Fund for the purpose of restricting the use of tobacco products by minors through such means as educational and awareness programs on the health effects of tobacco use on minors, and enforcement of laws restricting the distribution of tobacco products to minors.  The VTSF has developed a comprehensive approach to achieve this mission, including funding local organizations to engage in prevention programs and activities, implementing a statewide marketing campaign, assisting with the enforcement of youth access to tobacco products laws, and conducting primary research into the causes of youth tobacco use.  Please visit www.vtsf.org to learn more about the VTSF.  

The VTSF anticipates funding approximately 85 organizations to conduct evidence-based tobacco prevention and cessation programs for youth in the Commonwealth of Virginia during the contract period.  The VTSF requires its program grantees to use a program from the Compendium of Tobacco Use Prevention Programs for Youth, which has met minimum standards for content, available training and evaluation.  Offerors can access more detailed information on these programs at http://www.vtsf.org/compendium.asp
STATEMENT OF NEEDS:

The VTSF is seeking a contractor to conduct a statewide evaluation of its local grant programs to determine their effectiveness.  All data and information resulting from the evaluation shall be owned by and made available to VTSF for purposes of improving its ability to implement and oversee the provision of effective tobacco use prevention education programs.  The findings from this evaluation may be used in making overall program modifications.

The VTSF seeks a contractor to work with VTSF program grantees to collect data provided by youth participants via survey instruments in order to assess the effectiveness of program efforts at the local level.  The Offeror must be willing to utilize evaluation surveys previously developed by the VTSF.   Elementary and secondary age-level surveys will be used and neither exceeds twenty (20) questions.

The Offeror must have the capacity to implement an independent evaluation of specific tobacco use prevention programs and activities carried out by VTSF-funded organizations.  It must have the ability to assess the impact of evidence-based tobacco use prevention programs being implemented with youth in school, community and faith-based settings as described in the Purpose section of this RFP.

The VTSF prefers to contract with an agency with adequate staffing capacity currently in place to manage the project.  The Offeror shall identify in its proposal and offer commitment to assign a Project Manager that has a minimum of three years experience as an evaluator in order for the agency to be eligible for a contract award.

I. COVER PAGE

In compliance with this Request for Proposals (RFP) and with all the conditions imposed therein and hereby incorporated by reference, the undersigned agrees to furnish the goods/services in accordance with the attached signed proposal or as mutually agreed upon by subsequent negotiation. I certify that I have read and understand this Request for Proposals and am authorized to sign this proposal for the Offeror.

Date: ________________



By:                                     

Signature - Authorized Representative


Print Name

Title: 




                           

Of Above Authorized Representative

Name and Address of Firm or Organization:
_____________________________________________________

_____________________________________________________

Telephone:
(    )                                   _
Fax:

(    )                                   _ 

E-Mail:
__________________________________________

FIN/FEI#    __________________________________________

II. REQUIRED STATEMENTS

(Read and sign to indicate the organization’s acceptance of these statements.)

1. The Offeror’s primary mission and the primary mission of subcontractors do not conflict with VTSF’s mission: To lead a statewide effort to reduce and prevent the use of tobacco products by youth in Virginia.

2. The Offeror is willing to meet with VTSF staff and other interested parties when needed to discuss overall evaluation design, findings and project progress.
3. All copyright and patent rights and all other intellectual property rights to all papers, reports, forms, materials, creations, or inventions created or developed in the performance of this contract shall become the sole property of the Commonwealth.  On request, the contractor shall promptly provide an acknowledgement or assignment in a tangible form satisfactory to the Commonwealth to evidence the Commonwealth's sole ownership of specifically identified intellectual property created or developed in the performance of the contract.

4. The Offeror agrees that VTSF reserves the right to review and comment on all abstracts, publications, and presentations on its evaluation process and outcomes, prior to distribution.  The Offeror further agrees that all work related to the Analysis Report described herein takes precedence over work on in-depth analyses for publication and/or presentation.

5. The Offeror agrees that VTSF shall distribute all media relations materials regarding its evaluation process and outcomes.
6. The Offeror certifies it will comply with Section 32.1-361 of the Code of Virginia that requires contractors to establish and maintain policies restricting or preventing tobacco use by minors.  The Offeror expressly acknowledges that Virginia law requires the establishment and maintenance of such policies by each Contractor as a condition precedent to the release of payment of any money from the Virginia Tobacco Settlement Fund to such Contractor.

______________________________________________    ______________________

Signature of Authorized Representative




Date

 III.  AGENCY CAPABILITY

Narrative (5 page limit)

Answer all of the following questions as they apply to the applicant agency, and to proposed subcontractors. The narrative which describes the agency capability must not exceed five (5) pages.

a. Describe the primary purpose or function of the applicant agency, how long it has been in existence, the general range of functions the agency has experience in, and how long the agency has been involved in the various functions.

b.  Describe the agency's fiscal and administrative ability to manage contract funds.

c. Describe the agency's ability and experience in implementing the proposed comprehensive independent evaluation or similar studies.

d. Describe the agency's ability and experience in analyzing primary and secondary program data.

e. Describe the agency's ability and experience in working with diverse governmental or private agencies, schools, non-profit and/or community based organizations, faith-based organizations, individuals, and coalitions to carry out evaluation activities.

f. Describe the qualifications of each subcontractor in terms of its fiscal and administrative ability and its ability and experience to conduct the type of evaluation activities proposed. Identify the role(s) and responsibilities the subcontractor(s) will play in carrying out the project.

g. List the names and titles of proposed key staff positions, full-time and part-time, with percent of time and descriptions of duties and qualifications. Attach in the appendix to the proposal a resume (two-page maximum) for each key professional staff member to be involved in the project. If new positions are proposed, include a draft position description.  VTSF reserves the right to approve any substitution in key personnel during the life of the contract.

IV. WORKPLAN 

The contractor will be required to design and implement a comprehensive independent evaluation of specific tobacco control education and prevention programs carried out by VTSF grantees. 

The comprehensive program evaluation shall include an assessment of the effectiveness of VTSF grantee programs. The contractor shall coordinate all primary data collection with grantees to complete this comprehensive evaluation.  In support of this primary goal, the contractor shall prepare a workplan with goals, objectives, and activities that identify how the applicant proposes to:

· Conduct five trainings, one in each of the five VTSF regions, to clarify the procedures for the distribution, administration, and collection of survey instruments, and the methods to be used to link pre- and post-test surveys

· Develop a mechanism to assess the needs of grantees with regard to the number of surveys needed for their respective program participants

· Print and distribute VTSF-designed pre- and post-test evaluation survey instruments to its grantee organizations

· Receive completed surveys, enter data from such surveys, and store survey documents in a confidential manner (NOTE:  Sampling is not permitted.  Every attempt must be made get completed survey instruments from grantee organizations.  VTSF grantees are required to have a minimum of 90% of program participants complete the evaluation instrument.  Additionally, participant responses to surveys must be coded and linked.)
· Track and report the distribution and receipt of surveys for each grantee organization on a monthly basis

· Communicate and follow-up with grantees regarding the submission of completed surveys

· Provide a summary report to each grantee organization on its respective program

· Provide a summary analysis of all grantee programs to VTSF in both technical and “layman’s” writing formats, including but not limited to individual program reports, differences in program effectiveness among various settings in which programs occur, differences in program outcomes among VTSF regions, and an analysis on the impact of programs on five core measures:  current tobacco use, intentions to smoke, the perceived benefits of remaining tobacco free, knowledge about the harmful effects of tobacco, and self-efficacy.

· Compare and report the successes of VTSF Compendium programs and, when possible and appropriate, identify those that were most successful, thereby enabling VTSF to do strategic program planning. The designs of these comparison studies must be appropriate to help determine which Compendium programs will have the greatest impact.

Applicants must use the form provided in the RFP to describe how they would implement an evaluation plan. (see Workplan on the following page.  The Workplan form is also available as an independent document in Word format on the VTSF website, www.vtsf.org, funding opportunities section). 

The Workplan must delineate all evaluation activities to be conducted and must include the following:

· The major goals and objectives of the evaluation. Under each goal the applicant must state one or more objectives.  The objectives are to be specific, measurable, achievable, results- and timeframe-oriented, and clearly identify expected results/outcomes of the proposed activities. 

· The activities and methods that will be used to complete each objective.

· The person responsible for implementing each activity.

· The start and end date for each activity.

[SAMPLE FORMAT]

VTSF STATEWIDE EVALUATION WORKPLAN

Page ___ of ___

	EVALUATION GOALS, OBJECTIVES, ACTIVITIES


	RESPONSIBLE

PERSON
	START DATE
	END DATE

	Goal 1.

           Objective 1.

                            Activities

                            1.

                            2.

                            3.

                            4.


	
	
	


V. BUDGET & BUDGET JUSTIFICATION

In this section, the applicant shall provide information on estimated costs to conduct the independent evaluation project described above in the Workplan. This will provide the reviewers the information to judge the capacity of the applicant to cost out the proposed activities, budget these in standardized categories, and explain estimated expenses in a standardized justification format. The budget and budget justification will be evaluated according to how efficiently the proposed costs support the Workplan.   

Use the Project Budget Form provided to prepare a line item budget. (Also available on the VTSF website, www.vtsf.org).  Use the format described below to prepare the budget justification.  This format for justifying costs is provided to assist applicants in developing, defining, describing, and justifying the proposed expenditures, and allows for a standardized review.  Use only whole numbers, i.e., round off to the nearest whole dollar.

A. Personnel Costs – For each position included in the budget describe all personnel related costs, including salaries and fringe benefits (not to exceed 30% of salaries), and the formulas used to develop these figures.  Include a brief description of the duties, responsibilities and activities to be performed by each position in support of this contract. 

B. Operating Expenses and Equipment – List and describe non-personnel expenses related to the project that are not chargeable to the indirect expenses line item.  Sample expenses are listed and defined below.

1. General Expenses – include in this line item expenses for office supplies, communications, postage, copying, rent, printing, and training.

a. Office Supplies:  This expense is for general office supplies (e.g., pens, pencils, paper, etc.).

b. Communications:  This expense refers to installation and any monthly charges related to the telephone system including FAX costs.

c. Postage:  This expense is for postage of correspondence and other materials.

d. Copying:  This expense is for “in-house” copying and reproducing, usually for small office jobs.

e. Printing: Include expenses for printing and reproduction, usually for larger jobs completed by outside vendors.

f. Training: This expense is for any additional training needs for project staff in support of the work plan.  Indicate the number of training sessions, number of individuals, and cost per individual attending.  (Do not include travel and per diem for training in this subcategory.)

2. Consultant’s Services – A consultant is an individual whose level or area of expertise extends beyond that possessed by project staff. Typical services provided by a consultant are advice on: programmatic issues, including in-service training, study design and development, statistical analyses, etc. The rate should be commensurate with the consultant's level of training, expertise, and national recognition. Every effort must be made to negotiate the lowest possible rate. For each consultant, provide the consultant name, hourly rate, number of hours to be worked (e.g., per week, per month, per year), total cost, and description of activities to be performed.)

3. Equipment Purchase - List all equipment to be leased or purchased with funds from this contract, quantify each item, and give the approximate dollar amount for each. Provide a narrative justification. VTSF discourages agencies from using contract funds for equipment unless it is essential, unavailable in the organization, related to the evaluation process, and clearly justified.  VTSF reserves the right to retain ownership of equipment purchased with grant funds at the end of the contract period.
4. Travel – Describe all related expenses including mileage rates, expense reimbursement rates, and reasons for travel.

C. Subcontracts - List the subcontract(s) that will provide a specialized task that is directly related to providing contract services. For each subcontractor provide the name of the agency, description of activities to be performed, period of time, and total cost for services.  If subcontractors are not currently identified, describe the process by which your organization selects subcontractors and the steps taken to ensure the lowest reasonable cost is incurred.

D. Indirect Expenses - Indirect Expenses are defined as expenses not directly associated with the project's deliverables, and shall not exceed 8 percent of the Total Personnel Costs line item dollar amount requested from VTSF (do not include consultant or subcontractor costs when calculating). Examples of Indirect Expenses are: management, administrative, legal, and fiscal personnel; bookkeeping and payroll service; utilities, building and equipment maintenance, janitorial services; and insurance costs.  Identify and list the items that will be covered by the Indirect Expenses requested in the proposal. 

E. Total Project Expenses - Add the Total Direct Expenses amount to the Indirect Expenses amount to compute the Total Expenses.

VIRGINIA TOBACCO SETTLEMENT FOUNDATION

Project Budget Form

A. PERSONNEL COSTS















	Position
	Annual Salary

	
Fringe Rate
	% Time on Project

	Hours Per Week
	Amount

Requested



	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	SUBTOTAL PERSONNEL COSTS
	
	

	Fringe Benefits for Personnel 

Fringes cannot exceed 30% OF Subtotal Personnel Costs
	
	

	TOTAL PERSONNEL COSTS
	
	


B. OPERATING EXPENSES AND EQUIPMENT

	
	Amount 

Requested

	
	

	
	

	
	

	
	

	
	

	TOTAL OPERATING EXPENSES AND EQUIPMENT
	


C. SUBCONTRACTORS

	
	Amount 

Requested

	
	

	
	

	
	

	TOTAL SUBCONTRACTORS
	


D. TOTAL DIRECT EXPENSES


	$


E. INDIRECT EXPENSES (not to exceed 8% of Total Personnel Costs in A.)




	$


F. TOTAL PROJECT EXPENSES









	$


VI.  LETTERS OF REFERENCE

Provide a minimum of three (3) letters of reference in the appendix from current or past clients.  Letters of reference should clearly define the type of evaluation work conducted by the Offeror to provide clear evidence of experience with similar projects.

VII . PROPOSAL PREPARATION AND SUBMISSION REQUIREMENTS

A.
General Requirements
1.
RFP Response:  In order to be considered for selection, Offerors must submit a full proposal of no more than fifty (50) pages, excluding appendices, double-spaced, 12 pt. type, one-inch margins. One (1) original and five (5) copies of the proposal (plus a PC-friendly version on disk or via email to tabrown@tsf.state.va.us) must be submitted to the VTSF office.

         

 Late proposals will not be accepted.  Proposals are due on April 6, 2004, 4:00 p.m.
2.
Proposal Preparation:

a.
Proposals shall be signed by an authorized representative of the Offeror. All information requested should be submitted.  Failure to submit all information requested shall result in the VTSF requiring prompt submission of missing information and/or giving a lowered evaluation of the proposal.  Proposals which are substantially incomplete or lack key information shall be rejected by the VTSF. Mandatory requirements are those required by law or regulation or are such that they cannot be waived and are not subject to negotiation.

b.
Proposals should be prepared simply and economically, providing a straightforward, concise, clear description of capabilities to satisfy the requirements of the RFP.  Emphasis should be placed on completeness and clarity of content. Each copy of the proposal should be bound with a single binder clip in the upper left hand corner, without excessive bindings or notebooks. Please limit appendices to letters of support, requested supporting documents, and staff resumes. VTSF does not guarantee that any additional materials included will be considered in the review process.
c.
Proposals should be organized in the order in which the requirements are presented in the RFP.  All pages of the proposal should be numbered.  The proposal should contain a table of contents.  Information which the Offeror desires to present that does not fall within any of the requirements of the RFP should be inserted at an appropriate place or attached at the end of the proposal and designated as additional material. However, VTSF reserves the right not to review additional materials that were not specifically requested in this RFP. Proposals that are not organized in this manner risk elimination from consideration if the evaluators are unable to locate where the RFP requirements are specifically addressed.

 


d.
Ownership of all data, materials, and documentation originating and prepared for the VTSF pursuant to the RFP shall belong exclusively to the VTSF and be subject to public inspection in accordance with the Virginia Freedom of Information Act.  Trade secrets or proprietary information submitted by an Offeror shall not be subject to public disclosure under the Virginia Freedom of Information Act; however, the Offeror must invoke the protection of Section 2.2-4342 of the Code of Virginia, in writing, either before or at the time the data is submitted.  The written notice must specifically identify the data or materials to be protected and state the reasons why protection is necessary.  The proprietary or trade secret material submitted must be identified by some distinct method such as highlighting or underlining and must indicate only the specific words, figures or paragraphs that constitute trade secrets or proprietary information.  The classification of the entire proposal document, line item prices and/or total proposal prices as proprietary or trade secrets is not acceptable and will result in rejection and return of the proposal.

3.
Oral Presentation:  Offerors who submit a proposal in response to this RFP may be required to give one or more oral presentations of their proposal to the VTSF via site visits or meetings. This provides an opportunity for the Offeror to clarify or elaborate on the proposal.  This is a fact finding and explanation session only and does not include negotiation.  The issuing agency will schedule the time and location of these presentations.  Oral presentations are an option of the purchasing agency and may or may not be conducted.

VIII.
REPORTING:

A. 
MONTHLY PROGRESS REPORTS

The Contractor shall submit monthly progress reports which will include, but not be limited to, a description of work in process, number of surveys distributed and collected from grantees, work completed on the analyses, significant findings, development of deliverables, problems or delays encountered and effects of such problems or delays, and publications and presentations in process and completed.

B.
FINAL PROGRESS REPORT 

Summary report on work done during the entire contract period, highlighting significant accomplishments and findings, discussing major problems encountered and solutions found, listing articles prepared for publication and others underway, and providing recommendations for future similar studies.

C. ANALYSIS REPORT

The Analysis report shall describe the results of evaluation activities (data collection and analyses) conducted during the twelve-month program implementation period defined for VTSF grantees (July 1, 2004 through June 30, 2005).  

The Analysis Report shall consist of two documents:

1. The First Document will be the comprehensive deliverable on the effectiveness of the Virginia Tobacco Settlement Foundation’s local programs.   It will be in a user-friendly format, that is, a format that is useful to persons planning and implementing tobacco control programs and interested public.  This report must contain information including but not limited to a copy of summary reports provided to each individual grantee program, differences in program effectiveness among various settings in which programs occur, differences in program outcomes among VTSF regions, and an analysis on the impact of programs on five core measures:  current tobacco use, intentions to smoke, the perceived benefits of remaining tobacco free, knowledge about the harmful effects of tobacco, and self-efficacy.  It must also compare and report the outcomes of the VTSF Compendium programs and, when possible and appropriate, identify those that were most successful.  A draft of the table of contents of this report must be provided to VTSF for review and approval no later than July 15, 2005.

2. The Second Document will be the technical report providing the technical detail to support the First Document. It shall be appropriate for statistically trained readers. The Second Document shall contain descriptions (including statistical formulae) for evaluation design, weighing and calculation of confidence intervals; the confidence intervals on all of the major analyses discussed in the text of the First and Second Documents; the questionnaires, the individual items results from the questionnaires; and a code book of variables. A draft of the table of contents of this report must be provided to VTSF for review and approval no later than July 15, 2005.

3.  A draft of each report must be submitted to the VTSF by August 20, 2005 for review and comment.  A final report must be submitted to the VTSF by August 31, 2005.  The Contractor's last monthly and/or final invoice will not be processed until an acceptable Analysis Report has been received and approved by VTSF.

IX.
 EVALUATION AND AWARD CRITERIA:
A.
Evaluation Criteria:  Proposals shall be evaluated by the VTSF using the following criteria:

Criteria








Weights
1. RFP Cover Sheet and Required Statements



05%

2. Agency Capability







20%

      3. Workplan








55%

      4. Budget and Budget Justification





15%

      5. Letters of Reference






05%












100%
B.
Award Criteria:  Selection shall be made of Offerors deemed to be fully qualified and best suited among those submitting proposals on the basis of the score from the evaluation criteria included in the Request for Proposals, including price.   Negotiations shall be conducted with the Offerors so selected. Price shall be considered, but need not be the sole determining factor.  After negotiations have been conducted with each Offeror so selected, the agency shall select the Offeror(s) which, in its opinion, has made the best proposal, and shall award the contract(s) to those Offeror(s).  The VTSF may cancel this Request for Proposals or reject proposals at any time prior to an award, and is not required to furnish a statement of the reason why a particular proposal was not deemed to be the most advantageous.  (Section 2.2-4359.3D, Code of Virginia.)  Awards are contingent on availability of funds through appropriations made by the General Assembly or as determined by the VTSF Board of Trustees.

X.  GENERAL TERMS AND CONDITIONS
A.
VPPA:  This solicitation is subject to the provisions of the Virginia Public Procurement Act (VPPA), Sections 2.2-4300 through 2.2-4377, Code of Virginia, as amended.
B. APPLICABLE LAWS AND COURTS:  This solicitation and any resulting contract shall be governed in all respects by the laws of the Commonwealth of Virginia and any litigation with respect thereto shall be brought in the courts of the Commonwealth.  The Contractor shall comply with applicable federal, state and local laws and regulations.

C.
ANTI-DISCRIMINATION:   By submitting and signing this proposal, the Offeror certifies to the Commonwealth that they will conform to the provisions of the Federal Civil Rights Act of 1964, as amended, as well as the Virginia Fair Employment Contracting Act of 1975, as amended, where applicable, the Virginians With Disabilities Act, the Americans With Disabilities Act and Section 2.2-4311 of the Virginia Public Procurement Act:

If the award is made to a faith-based organization, the organization shall not discriminate against any recipient of goods, services, or disbursements made pursuant to the contract on the basis of the recipient’s religion, religious belief, refusal to participate in a religious practice, or on the basis of race, age, color, gender or national origin and shall be subject to the same rules as other organizations that contract with public bodies to account for the use of the funds provided; however, if the faith-based organization segregates public funds into separate accounts, only the accounts and programs funded with public funds shall be subject to audit by the public body. (Code of Virginia 2.2-4343.1E).

In every contract over $10,000 the provisions in 1. and 2. below apply:

1.  During the performance of this contract, the Contractor agrees as follows:

a. The Contractor will not discriminate against any employee or applicant for employment because of race, religion, color, sex, national origin, age, disability, or any other basis prohibited by state law relating to discrimination in employment, except where there is a bona fide occupational qualification reasonably necessary to the normal operation of the Contractor.  The Contractor agrees to post in conspicuous places, available to employees and applicants for employment, notices setting forth the provisions of this nondiscrimination clause.

b. The Contractor, in all solicitations or advertisements for employees placed by or on behalf of the Contractor, will state that such Contractor is an equal opportunity employer.

c. Notices, advertisements and solicitations placed in accordance with federal laws, rules or regulations shall be deemed sufficient for the purpose of meeting the requirements of this section.

2.  The Contractor will include the provisions of (1.) above in every subcontract or purchase order over $10,000 so that the provisions will be binding upon each subcontractor or vendor.

D.
ETHICS IN PUBLIC CONTRACTING:  By submitting their bids or proposals, Bidders or Offerors certify that their bids or proposals are made without collusion or fraud and that they have not offered or received any kickbacks or inducements from any other Bidder/Offeror, supplier, manufacturer or subcontractor in connection with their bid or proposal, and that they have not conferred on any public employee having official responsibility for this procurement transaction any payment, loan, subscription, advance, deposit of money, services or anything or more than nominal value, present or promised unless consideration of substantially equal or greater value was exchanged.

E.
IMMIGRATION REFORM AND CONTROL ACT OF 1986:  By submitting their bids or proposals, the Bidders of Offerors certify that they do not and will not during the performance of this contract employ illegal alien workers or otherwise violate the provisions of the federal Immigration Reform and Control Act of 1986.

F.
DEBARMENT STATUS:  By submitting their bids or proposals, Bidders or Offerors certify that they are not currently debarred by the Commonwealth of Virginia from submitting bids or proposals on contracts for goods and/or services covered by this solicitation, nor are they an agent of any person or entity that is currently so debarred.

G.
ANTITRUST:  By entering into a contract, the Contractor conveys, sells, assigns, and transfers to the VTSF all rights, title and interest in and to all causes of the action it may now have or hereafter acquire under the antitrust laws of the United States and the Commonwealth of Virginia, relating to the particular goods or services purchased or acquired by the VTSF under said contract.

H.
MANDATORY TERMS AND CONDITIONS:  Modification of or additions to the General Terms and Conditions of the solicitation may be cause for rejection of the proposal; however, the VTSF reserves the right to decide, on a case by case basis, in its sole discretion, whether to reject such a proposal. 

I.
CLARIFICATION OF TERMS:  If any prospective Bidder or Offeror has questions about the specifications or other solicitations documents, the prospective Bidder or Offeror should contact the buyer whose name appears on the face of the solicitation no later than five working days before the due date.  Any revisions to the solicitation will be made only by addendum issued by the buyer.

J.
PAYMENT:

1.
To Prime Contractor:

a.
Invoices for services rendered and accepted shall be submitted by the Contractor directly to the VTSF office, using a format provided by VTSF.  

b.
Any payment terms requiring payment in less than 30 days will be regarded as requiring payment 30 days after invoice or delivery, whichever occurs last.  This shall not affect offers of discounts for payment in less than 30 days, however.

c.
All goods or services provided under this contract or purchase order that are to be paid for with public funds shall be billed by the Contractor at the contract price, regardless of which public agency is being billed.

d.
The following shall be deemed to be the date of payment:  the date of postmark in all cases where payment is made by mail, or the date of offset when offset proceedings have been instituted as authorized under the Virginia Debt Collection Act.

2.
To Subcontractors:

a.
A contractor awarded a contract under this solicitation is hereby obligated:

(1)
To pay the subcontractor(s) within seven (7) days of the contractor's receipt of payment from the Commonwealth for the proportionate share of the payment received for work performed by the subcontractor(s) under the contractor; or

(2)
To notify the agency and the subcontractor(s) in writing of the contractor's intention to withhold payment and the reason.

b.
The contractor is obligated to pay the subcontractor(s) interest at the rate of one percent per month (unless otherwise provided for under the terms of the contract) on all amounts owed by the contractor that remain unpaid seven (7) days following receipt of payment from the Commonwealth, except for amounts withheld as stated in (2) above.  The date of mailing of any payment by U.S. Mail is deemed to be payment to the addressee.  These provisions apply to each sub-tier contractor performing under the primary contract.  A contractor's obligation to pay an interest charge to a subcontractor may not be construed to be an obligation of the Commonwealth.

K.
PRECEDENCE OF TERMS:  Paragraphs A-J of these General Terms and Conditions shall apply in all instances.  In the event there is a conflict between any of the other General Terms and Conditions and any Special Terms and Conditions in this solicitation, the Special Terms and Conditions shall apply.

L.
QUALIFICATIONS OF BIDDERS OR OFFERORS:  The VTSF may make such reasonable investigations as deemed proper and necessary to determine the ability of the Bidder or Offeror to perform the work/furnish the item(s) and the Bidder or Offeror shall furnish to the VTSF all such information, including Dunn and Bradstreet Reports, and data for this purpose as may be requested.  The VTSF reserves the right to inspect Bidder's or Offeror's physical facilities prior to award to satisfy questions regarding the Bidder's or Offeror's capabilities.  The VTSF further reserves the right to reject any bid or proposal if the evidence submitted by, or investigations of, such Bidder or Offeror fails to satisfy the VTSF that such Bidder or Offeror is properly qualified to carry out the obligations of the contract and to complete the work/furnish the item(s) contemplated therein.

M.
TESTING AND INSPECTION:  The VTSF reserves the right to conduct any test/inspection it may deem advisable to assure that supplies and/or services conform to the specification.

N.
ASSIGNMENT OF CONTRACT:  A contract shall not be assignable by the Contractor in whole or in part without the written consent of the VTSF.

O.
CHANGES TO THE CONTRACT:  Changes can be made to the contract in any one of the following ways:

1.
The Purchasing Agency may order changes within the general scope of the contract at any time by written notice to the Contractor.  Changes within the scope of the contract include, but are not limited to, things such as services to be performed, the method of packing or shipment, and the place of delivery or installation.  The Contractor shall comply with the notice upon receipt.  The Contractor shall be compensated for any additional costs incurred as the result of such order and shall give the Purchasing Agency a credit for any savings.  Said compensation shall be determined by one of the following methods:

a.
By mutual agreement between the parties in writing; or

b.
By agreeing upon a unit price or using a unit price set forth in the contract, if the work to be done can be expressed in units, and the Contractor accounts for the number of units of work performed, subject to the Purchasing Agency's right to audit the Contractors records and/or to determine the correct number of units independently; or 

c.
By ordering the Contractor to proceed with the work and keep a record of all costs incurred and savings realized.  A markup for overhead and profit may be allowed if provided by the contract.  The same markup shall be used for determining a decrease in price as the result of savings realized.  The Contractor shall present the VTSF with all vouchers and records of expenses incurred and savings realized.  The VTSF shall have the right to audit the records of the Contractor as it deems necessary to determine costs or savings.  Any claim for an adjustment in price under this provision must be asserted by written notice to the VTSF within thirty (30) days from receipt of the written order from the VTSF.  If the parties fail to agree on an amount of adjustment, the question of an increase or decrease in the contract price or time for performance shall be resolved in accordance with the procedures for resolving disputes provided by the Disputes Clause of this contract or, if there is none, in accordance with the disputes provision of the VPPA.  Neither the existence of a claim nor a dispute resolution process, litigation or any other provision of this contract shall excuse the Contractor from promptly complying with the changes ordered by the VTSF or with the performance of the contract generally.
2.
The parties may agree in writing to modify the scope of the contract.  An increase or decrease in the price of the contract resulting from such modification shall be agreed to by the parties as a part of their written agreement to modify the scope of the contract.

P. DEFAULT:  In case of failure to deliver goods or services in accordance with the contract terms and conditions, the VTSF, after due oral or written notice, may procure them from other sources and hold the Contractor responsible for any resulting additional purchase and administrative costs.  This remedy shall be in addition to any other remedies which the VTSF may have.


Q.
INSURANCE: By signing and submitting this proposal the Offeror certifies that the Offeror and any/all subcontractors have at the time the contract is awarded and will maintain throughout the period of the contract the following insurance coverage and limits required.

INSURANCE COVERAGES AND LIMITS REQUIRED:
1. Worker’s compensation - Statutory requirements and benefits. 

2.
Employers Liability - $1,000,000

3.
Commercial General Liability - $5,000,000 combined single limit. Commercial General Liability is to include Premises/Operations Liability, Products and Completed Operations Coverage, Independent Contractor’s Liability, Owner’s and Contractor’s Protective Liability and Personal Injury Liability.  The Commonwealth of Virginia must be named as an additional insured when requiring a Contractor to obtain Commercial General Liability coverage. 

4.
Automobile Liability - $1,000,000.

R.
DRUG FREE WORKPLACE: By signing and submitting a proposal the Offeror agrees to (i) provide a drug-free workplace for the Contractor’s employees: (ii) post in conspicuous places, available to employees and applicants for employment, a statement notifying employees that the unlawful manufacture, sale, distribution, dispensation, possession, or use of a controlled substance or marijuana is prohibited in the Contractor’s workplace and specifying the actions that will be taken against employees for violations of such prohibition; (iii) state in all solicitations or advertisements for employees placed by or on behalf of the Contractor that the Contractor maintains a drug-free workplace; and (iv) include the provisions of the foregoing clauses in every subcontract or purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or vendor.


S.
ANNOUNCEMENT OF AWARD:
Upon the award or the announcement of the decision to award a contract as a result of this solicitation, the VTSF will publicly post such notice at the VTSF’s public bulletin board located at the 701 E. Franklin St., 5th Floor, for a minimum of 10 days.  The announcement may be viewed during the hours of 8:30 AM to 5:00 PM.   In addition, the announcement of the decision to award contracts will be made on the VTSF website.

T.
NONDISCRIMINATION OF CONTRACTORS:  A Bidder, Offeror, or Contractor shall not be discriminated against in the solicitation or award of this contract because of race, religion, color, sex, national origin, age, or disability or against faith-based organizations.  If the award of this contract is made to a faith-based organization and an individual, who applies for or receives goods, services, or disbursements provided pursuant to this contract objects to the religious character of the faith-based organization from which the individual receives or would receive the goods, services or disbursements, the public body shall offer the individual, within a reasonable period of time after the date of this objection, access to equivalent goods, services, or disbursements from an alternative provider.

XI.
SPECIAL TERMS AND CONDITIONS:
A.
AVAILABILITY OF FUNDS:  It is understood and agreed between the parties herein that the VTSF shall be bound hereunder only to the extent of the funds available or which may hereafter become available for the purpose of this agreement, and as determined at the sole discretion of the VTSF Board of Trustees.

B.
AUDIT:  The Contractor hereby agrees to retain all books, records, and other documents relative to this contract for five (5) years after final payment, or until audited by the VTSF or Commonwealth of Virginia, whichever is sooner.  The agency, its authorized agents, and/or State auditors shall have full access to and the right to examine any of said materials during said period.

C.
CANCELLATION OF CONTRACT:  The VTSF reserves the right to cancel and terminate any resulting contract, in part or in whole, without penalty, upon 30 days written notice to the Contractor.  Any contract cancellation notice shall not relieve the Contractor of the obligation to deliver and/or perform on all outstanding orders issued prior to the effective date of cancellation.


D.
INDEPENDENT CONTRACTOR:  When providing the services specified under this contract the Contractor shall not be deemed an “employee” or “agent” of the VTSF.  The Contractor shall act as an independent Contractor and is responsible for obtaining and maintaining appropriate liability insurance, payment of all FICA, State and Federal taxes, and complying with other similar requirements, which are customary in the industry.  In addition, the Contractor certifies that it is not an employee, nor does it currently employ employees of the VTSF.

E.
INDEMNIFICATION:  Contractor agrees to indemnify, defend, and hold harmless the Commonwealth of Virginia and the VTSF, its officers, agents, and employees from any claims, damages, and actions of any kind or nature, whether at law or in equity, arising from or caused by the use of the materials, goods, services or equipment furnished, of any kind or nature by the contractor, or any services of any kind or nature furnished by a subcontractor or vendor employed or retained by the Contractor, provided that such liability is not attributable to the sole negligence of the VTSF, its officers, agents or employees.


F.
RENEWAL OF CONTRACT: This contract may be renewed up to three times by the VTSF, in whole or in part, upon such terms and conditions as the VTSF Board of Trustees, in its sole discretion, may authorize.


G.
IDENTIFICATION OF PROPOSAL ENVELOPE:  



The envelope should be addressed as directed on Page 1 of the solicitation.

If a proposal is not labeled as indicated, the Offeror takes the risk that the envelope, even if marked as described above, may be inadvertently opened and the information compromised which may cause the proposal to be disqualified.  Proposals may be hand delivered to the designated location in the office issuing the solicitation.  No other correspondence or other proposals should be placed in the envelope.


H.
SUBCONTRACTS:   No portion of the work shall be subcontracted without prior written consent of the purchasing agency.  In the event that the contractor desires to subcontract some part of the work specified herein, the contractor shall furnish the purchasing agency the names, qualifications and experience including at least (2) two proposed subcontractors.  The contractor shall, however, remain fully liable and responsible for the work to be done by its subcontractor(s) and shall assure compliance with all requirements to the contract.

I.       METHOD OF PAYMENT:   


The Contractor shall be paid on the basis of invoices submitted for actual expenditures as a result of services performed under the terms of the contract based on the budget submitted by the Contractor and approved by the VTSF.  The Contractor shall invoice the VTSF on a monthly basis with supporting documentation. Billing shall be due no later than 30 days following the end of each month in which expenditures are incurred. 


Invoices shall cite the contract number assigned to the contract. 


Failure of the Contractor to submit invoice(s) within the prescribed time frame may forfeit the Contractor’s right to payment from the VTSF.

J.
NON-DISCRIMINATION
This Public Body does not discriminate against faith-based organizations in accordance with the Code of Virginia, Section2.2-4343.1 or against an Offeror because of race, religion, color, sex, national origin, age, disability, or any other basis prohibited by state law relating to discrimination in employment

           K.
OWNERSHIP OF INTELLECTUAL PROPERTY/PRESENTATION 
All copyright and patent rights and all other intellectual property rights to all papers, reports, forms, materials, creations, or inventions created or developed in the performance of this contract shall become the sole property of the Commonwealth.  On request, the contractor shall promptly provide an acknowledgement or assignment in a tangible form satisfactory to the Commonwealth to evidence the Commonwealth's sole ownership of specifically identified intellectual property created or developed in the performance of the contract.  

 

VTSF reserves the right to review and comment on all abstracts, publications, and presentations on its evaluation process and outcomes, prior to distribution.  

 

Offeror also agrees that if awarded a contract and it enters into any agreement with other parties in order to perform the work required under this contract, Contractor shall require the agreements to include the ownership of intellectual property/presentation clauses listed above.
Evaluation Project Manager Contact Name & Phone Number:





__________________________________________________________________________
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