
Utah Department of Health

Tobacco Prevention and Control Program

Tobacco Prevention and Control Training and Technical Assistance Services
Request for Proposals
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May 2006

REQUEST FOR PROPOSAL

Tobacco Prevention and Control Training and Technical Assistance Services

Solicitation # (to be inserted by the Division of Purchasing)
PURPOSE OF REQUEST FOR PROPOSAL (RFP)
The purpose of this request for proposal is to enter into a contract with a qualified firm to develop, implement, and evaluate a training program for agencies involved in tobacco prevention and control in Utah. It is anticipated that this RFP may result in a contract award to a single contractor.

This RFP is designed to provide interested offerors with sufficient basic information to submit proposals meeting minimum requirements, but is not intended to limit a proposal's content or exclude any relevant or essential data.  Offerors are at liberty and are encouraged to expand upon the specifications to evidence service capability under any agreement.

BACKGROUND 
In the 2000 legislative session, the Utah Department of Health (UDOH) received a $4 million allocation to provide funding to public and/or private agencies for tobacco prevention, cessation and control. As the Tobacco Prevention and Control Program (TPCP) continues to reach out to local communities, there is a need for continued training in developing, implementing and evaluating tobacco prevention and control programs. 

Since 2001 training and technical assistance has been provided to local and state-level TPCP staff as well as individuals from local governments; local health departments; political divisions of the state; county departments of social services; state agencies; state institutions of higher education that offer a teacher education program; schools; school districts; boards of cooperative services; and private for-profit or not-for-profit community-based organizations.  

The areas addressed have been diversity and culture, community partnerships, coalition building, leadership, training design, evaluation, policy and environmental change, and other areas related to comprehensive tobacco control in both communities and schools.  The purpose of this contract is to build upon existing skills as well as identify, assess and develop capacity in new areas.  

PRIVATE 
ISSUING OFFICE AND RFP REFERENCE NUMBERtc  \l 1 "ISSUING OFFICE AND RFP REFERENCE NUMBER"
The State of Utah Division of Purchasing is the issuing office for this document and all subsequent addenda relating to it, on behalf of the Tobacco Prevention and Control Program.  The reference number for the transaction is Solicitation # (inserted by Division of Purchasing).  This number must be referred to on all proposals, correspondence, and documentation relating to the RFP.

PRIVATE 
SUBMITTING YOUR PROPOSALtc  \l 1 "SUBMITTING YOUR PROPOSAL"
One original and six (6) identical copies of your proposal must be received at the State of Utah Division of Purchasing, 3150 State Office Building, Capitol Hill, Salt Lake City, Utah  84114, prior to the closing date and time specified.  Proposals received after the deadline will be late and ineligible for consideration.

PRIVATE 
LENGTH OF CONTRACTtc  \l 1 "LENGTH OF CONTRACT"
The Contract resulting from this RFP will be for a period of 3 years.

The contract may be extended beyond the original contract period year-to-year for up to two (2) additional years at the State's discretion and by mutual agreement.    

PRIVATE 
PRICE GUARANTEE PERIODtc  \l 2 "PRICE GUARANTEE PERIOD"
All pricing must be guaranteed for the entire term of the contract.  Following the guarantee period, any request for price adjustment must be for an equal guarantee period, and must be made at least 30 days prior to the effective date.  Requests for price adjustment must include sufficient documentation supporting the request.  Any adjustment or amendment to the contract will not be effective unless approved by the State Director of Purchasing.  The State will be given the immediate benefit of any decrease in the market, or allowable discount.

PRIVATE 
STANDARD CONTRACT TERMS AND CONDITIONStc  \l 2 "STANDARD CONTRACT TERMS AND CONDITIONS"
Any contract resulting from this RFP will include, but not be limited to, the State(s standard terms and conditions (see attached).
QUESTIONS

All questions must be submitted through RFP Depot.  Answers will be given via the RFP Depot site. Questions received after insert date may not be answered.

DISCUSSIONS WITH OFFERORS (ORAL PRESENTATION)
An oral presentation by an offeror to clarify a proposal may be required at the sole discretion of the State.  However, the State may award a contract based on the initial proposals received without discussion with the Offeror.  If oral presentations are required, they will be scheduled after the submission of proposals.  Oral presentations will be made at the offeror(s expense.

PROTECTED INFORMATION 

The Government Records Access and Management Act (GRAMA), Utah Code Ann., Subsection 63-2-304, provides in part that:

the following records are protected if properly classified by a government entity:


(1) trade secrets as defined in Section 13-24-2 if the person submitting the trade secret has provided the governmental entity with the information specified in Section 63-2-308 (Business Confidentiality Claims);


(2) commercial information or non-individual financial information obtained from a person if:


(a) disclosure of the information could reasonably be expected to result in unfair competitive injury to the person submitting the information or would impair the ability of the governmental entity to obtain necessary information in the future;


(b) the person submitting the information has a greater interest in prohibiting access than the public in obtaining access; and


(c) the person submitting the information has provided the governmental entity with the information specified in Section 63-2-308;

* * * * *


(6) records the disclosure of which would impair governmental procurement proceedings or give an unfair advantage to any person proposing to enter into a contract or agreement with a governmental entity, except that this Subsection (6) does not restrict the right of a person to see bids submitted to or by a governmental entity after bidding has closed; ....

GRAMA provides that trade secrets, commercial information or non-individual financial information may be protected by submitting a Claim of Business Confidentiality.

To protect information under a Claim of Business Confidentiality, the offeror must:

1. provide a written Claim of Business Confidentiality at the time the information (proposal) is provided to the state, and

2. include a concise statement of reasons supporting the claim of business confidentiality (Subsection 63-2-308(1)).

3. submit an electronic “redacted” (excluding protected information) copy of your proposal response.  Copy must clearly be marked “Redacted Version.” 

A Claim of Business Confidentiality may be appropriate for information such as client lists and non-public financial statements.  Pricing and service elements may not be protected.  An entire proposal may not be protected under a Claim of Business Confidentiality.  The claim of business confidentiality must be submitted with your proposal on the form which may be accessed at:  

http://www.purchasing.utah.gov/contractinfo/ConfidentialityClaimForm.doc 
To ensure the information is protected, the Division of Purchasing asks the offeror to clearly identify in the Executive Summary and in the body of the proposal any specific information for which an offeror claims business confidentiality protection as "PROTECTED".

All materials submitted become the property of the state of Utah.  Materials may be evaluated by anyone designated by the state as part of the proposal evaluation committee.  Materials submitted may be returned only at the State's option.
PRIVATE 
DETAILED SCOPE OF WORKtc  \l 1 "DETAILED SCOPE OF WORK"
The contractor is responsible for management of all aspects of the training program, including but not limited to;

1. assist with conducting one statewide needs assessment

2. conducting (1) one statewide contractor training

3. developing an implementation plan to carry out state contractor training

4. developing a marketing and recruitment plan to reach the target groups and publicize the statewide contractor training

5. developing a budget 

6. assist with developing the content of the training including learner and training objectives, outline, key messages, and evaluation

7. scheduling one statewide training and complete all advance publicity, registration and logistical details at the training site

8. acquiring or developing hand out materials

9. conducting training; recording number of participants

10. arrange for Certified Health Education Specialist (CHES) credits to be available to training participants

11. evaluating the effectiveness of the trainings and submitting a compilation of training evaluations within two weeks after conducting the training to the TPCP Program Manager

12. evaluating the overall project effectiveness and submitting a written report to the TPCP Program Manager within thirty days of the conclusion of the project

13. submitting requested materials described under Training Requirements to the TPCP Program Manager for review and approval 
14. assist with the facilitation of one planning meeting prior to training program implementation at the Utah Department of Health, Salt Lake City, Utah with the TPCP Program Manager, designated staff and other selected partners. 

Target Groups for the training: The training must be designed for and reach agencies and individuals from local governments, local health departments, political subdivisions of the state, county departments of social services, state agencies, state institutions of higher education that offer a teacher education program, schools, school districts, or boards of cooperative services, and any private profit or not-for-profit community based organizations. 
Training Requirements: The training must be interactive between trainer and participant and include a variety of teaching methods to meet the needs of different learning styles. Video conferencing or other types of distance learning will not be accepted. 

The training must be completed within one full (6-8 hour) period with appropriate breaks. The cost of break refreshments & lunch should be included in the budget. 

The TPCP Program Manager will have final approval of the contractor’s work plan, regional needs assessment plan, marketing plan, training outline, and a sample presentation of the training in advance of scheduling and publicizing trainings.
Timeline: A single organization capable of providing or subcontracting to provide the complete scope of work following the timeline below is preferred.

July 2006: 
Contract awarded. Refine work plan and state needs assessment plan.

July 2006 – June 2007: 
Have plans and materials approved by TPCP Program Manager. Materials may be submitted to the Program Manager by e-mail, disk, or hard copy.

August -September 2006: 
Conduct needs assessments. Based on needs assessment develop marketing plan, training outline, sample presentation, evaluation and finalize work plan. Reserve training sites, market and publicize trainings upon TPCP Program Manager approval. Conduct onsite planning meeting with TPCP staff and select local contractors.

October 2006: 
Finalize training site, continue marketing and publicity of the training to TPCP contractors. 

January 2007:
Conduct statewide training. 

June 2007:
Write and submit final report to UDOH.

Range of Funding: The range of funding will be $30,000-$35,000. Methods for selecting subcontractors and criteria for measuring accountability must be identified in the application. The TPCP manager must approve all subcontractors. Scope of work and period of performance must be provided to TPCP Program Manager when subcontractor approval is requested. 

Responsibilities of the Department: The TPCP Program Manager will approve the contractor’s work plan, needs assessment plan, marketing and publicity plan; the outline, content, and hand out materials to be used; and the training evaluation and reporting format to be used prior to scheduling any trainings. The TPCP staff will provide technical assistance on the content of the training.

Proposal Content: This section should provide a logical sequence of steps necessary to reach the overall goal; including the goal(s), measurable objectives, and specific activities to be completed within a specified timeline. Proposals should include the categories listed below and address the questions posed under each category. Proposals will be evaluated in accordance with this format.

(Use Attachment A to complete #1, #2, #3.)

1.  Needs Assessment Plan: This section should describe how you will ensure that the annual statewide training meets the needs of participants.

a. How will you identify and contact participants to assess their training needs?

b. What data collection methods will you use to conduct training needs assessments?

c. How will you use the results to determine training priorities?

2.  Marketing Plan: This section should describe how you will market, publicize, and establish positive communications with the target groups.

a. How will you maintain communication with the Program Manager of the Tobacco Prevention and Control Program during the term of this contract?

b. How will you market/publicize the statewide training to TPCP contractors?

c. How will you ensure that a minimum of 75-100 contractors attend the training?

3.  Evaluation Plan: This section should include your plans to evaluate training  effectiveness and overall project evaluation

a. How will you conduct process evaluation for each activity in the implementation plan?

b. How will you receive formative evaluations from participants and conduct formative evaluation on the entire project?

c. How will the evaluation feedback be used?

(Use Attachment B to complete #4) 

4.  Budget and Budget Justification: This section should detail all expenses requested for this proposal. The allocated range of funding for this proposal is $30,000-$35,000. 

The cost of proposal development and participation in oral review are the responsibility of the contractor. Registrants for the trainings may not be charged a registration fee or parking fee to attend the training.

The total cost of the proposal should reflect, but is not limited to;

· Personnel (trainer(s), program planner(s), project manager or other)

· Travel (mileage or airfare, hotel, meals and ground transportation to attend the training)

· Speakers/presenters (travel and honerarium expenses) 

· Meeting site expenses (room rental, food, tax or service charge, AV needs, parking)

· Marketing and publicity costs for training

· CHES certification 

· Operating expenses – phone, fax, postage, printing, office supplies, etc

· Educational materials and hand outs to be used during the training 

· Evaluation costs; no more than 10% of the total budget may be directed to evaluation

· Organization/agency profit

· Indirect charges

5. Reporting: An annual report, due two weeks after the end of the contract year containing the following additional information:

a. the amount funded;

b. the amount expended;

c. a description of the program or campaign and the number of adults who participated;

d. a statement concerning the success and effectiveness of the program or campaign

6.  Miscellaneous: The successful Offeror must participate in all required local, regional, or statewide meetings and/or trainings, participate in all required meetings and conference calls, and submit all required progress reports addressing:

a. specific elements of the program or campaign meeting the applicable criteria set forth in Utah Code 63-97-401: Use of Tobacco Fund Proceeds, Section (1)(a) a statement concerning the success and effectiveness of the program or campaign

PROPOSAL REQUIREMENTS AND COMPANY QUALIFICATIONS
· 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.  (The resumes of each of these individuals must be included in the attachments.  TPCP reserves the right to approve any substitution in personnel during the life of the contract.)

· Describe the organization’s experience in conducting and evaluating tobacco prevention and control trainings. 

· Describe the organization’s knowledge of tobacco control policy initiatives.

· Describe the organization’s experience in working with local and state-level TPCP staff as well as individuals from local governments; local health departments; political divisions of the state; county departments of social services; state agencies; state institutions of higher education that offer a teacher education program; schools; school districts; boards of cooperative services; and private for-profit or not-for-profit community-based organizations.  

PROPOSAL RESPONSE FORMAT
All proposals must be organized and tabbed with labels for the following headings:

1.
RFP Form.  The State(s Request for Proposal form completed and signed.

2.
Executive Summary. (1-2 pages double spaced) The executive summary is to briefly describe the offeror's proposal.  This summary should highlight the major features of the proposal.  It must indicate any requirements that cannot be met by the offeror.  Proprietary information requests should be identified in this section.

3. 
Agency capacity. (4-6 pages double spaced)

This section should describe your organization/agency’s experience, ability to complete this project, and knowledge and experience providing training on this topic.

a. Describe your organization’s/agency’s prior experience in planning and conducting trainings on this topic or closely related areas.

b. What are the overall goals and objectives for this proposal?

c. How will you ensure cultural inclusivity and cultural competency by trainer(s) and in training materials?

d. How will you develop or acquire training materials?

e. How will you know the content is appropriate for the target groups?

f. How will you revise the content if not appropriate?

4.  
Detailed Response – Work plan.  (Attachment A) The 6-8 page detailed response section should constitute the major portion of the proposal and must contain at least the following information: 

a. A complete narrative of the offeror's assessment of the work to be performed, the offeror(s ability and approach, and the resources necessary to fulfill the requirements.  This should demonstrate the offeror's understanding of the desired overall performance expectations.  Clearly indicate any options or alternatives proposed.  

b. A specific point-by-point response, in the order listed, to each requirement in the Scope of Work (pg. 4) and Proposal Content (pg.6).

5.  
Budget and Budget Justification (Attachment B) Cost will be evaluated independently from the technical proposal.  

6.      
Attachments:

a. Include resumes of key individuals involved in the proposed work plan.

b. Provide three references (names and contact information) from agencies or companies who may be contacted for information on the offeror’s ability to perform projects similar to the work outlined in this RFP.

c. Include samples of training plans and/or reports prepared by key individuals involved in the proposed work plan.

PROPOSAL EVALUATION CRITERIA
A committee will evaluate proposals against the following weighted criteria.   

WEIGHT
EVALUATION CRITERIA
32 %
Cost 

28 %
Demonstrated ability to meet the scope of work

15 %
Demonstrated technical capability (proven track record), etc.

15 %
Qualification and expertise of staff proposed for this project.

10 %

Performance references for similar projects. 

Attachment A

	Agency/Grantee Name:                                                                                                               Report Period:


	Priority Area:  



	1.
	Outcome Objective:

(what is expected to occur as a result of your project?)


	Data Source: 

(to measure the outcome objective)


	
	Process Objectives/Planned Activities

(list target groups in parenthesis)
	Start/End Date 
	Responsible

Personnel

	a.
	
	
	

	b.
	
	
	

	c.
	
	
	

	d.
	
	
	


	2.
	Outcome Objective:

	Data Source:

	
	Process Objectives/Planned Activities
	Start/End date
	Responsible Personnel

	a.
	
	
	


Attachment B

Cost Proposal Sheet
	
	Total Requested
	Total Donated

(IN-KIND or MATCH)

	I.  Personnel
	

	A. Salaries/Wages

position/name:  __________       ____ hours per week  @ $ _____/ hr

position/name:  __________       ____ hours per week  @ $ _____/ hr
	
	

	B.  Benefits

   ____ % x __( income)__ = benefits
	
	

	                                                                                        SUB-TOTAL  
	 
	

	II.  Non-Personnel
	

	A.  Travel 
___ trip  x  ___ people  x  ___ miles r/t   x  .____/mile

___ days per diem  x  $___/day  x  ___ people

___ nights lodging  x  $_____/night  x  people
	
	

	B.  Supplies (please itemize)
	
	

	Item
	Cost
	

	
	
	

	
	
	

	C.  Equipment– Specify in budget justification which objective is linked to the equipment purchase.
	
	

	Item
	Unit Cost
	Number purchased
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	D. Subcontractors:  Consultants & Contract Services
	
	

	Name of contractor:  ___________________  Amount:  $_________

Name of contractor:  ___________________  Amount:  $ ________
	

	E. Other (please itemize)


	
	

	Item
	Cost
	
	
	

	
	
	
	
	

	                                                                                           SUBTOTAL
	
	

	III.  Administrative Cost - _____ % of personnel costs (line item I.C)
	
	

	Total Budget  
	
	


Guidelines for the Budget Justification

tc \l4 "8. Project Budget (No page limit, see attachment)
The following line items must be included in the project budget. Use the budget form provided in Attachment C or other similar format.  Also include a budget narrative on separate pages, explaining each budget item. The first funding period will be from July 1, 2006 through June 30, 2007. 

1. Personnel

a. Salaries and Wages: For each staff position proposed, include the title of the position, percentage of time (FTE), annual salary, number of months salary requested, and a brief summary of the job description or responsibilities.

b. Fringe Benefits: For each position, indicate the rate and compute the amount charged for fringe benefits.

2. Travel: Provide a narrative justification describing the travel staff will perform.  List where travel will be performed, number of trips planned, who will be making the trip, and approximate dates.  If mileage is to be paid, provide the number of miles and the cost per mile. If per diem/lodging is to be paid, indicate the number of days and amount of daily per diem as well as the number of nights and estimated cost of lodging. Explain all travel in budget justification. 

3. Supplies: This category includes office supplies, educational supplies, meeting supplies, and materials necessary for carrying out the proposed work. Identify by line item and explain in budget justification. 

4. Equipment: Describe the type and number of equipment requested. Justify how this equipment and the amount of equipment requested will be used to complete workplan activities. 
5. Subcontracts: Descriptions of any proposed subcontracts for project activities need to be included along with budget information. On a separate page, include descriptions of the following for each proposed subcontract: (a) Scope of Work, including tasks and deliverables; (b) time period of the subcontract; (c) person in your agency who will supervise or manage the subcontract; and (d) name of the subcontract, or, if not yet known, what method will be used to select the subcontractor, e.g. bids, RFPs, or sole source.

6. Other: This category includes costs for items such as telephone, copying, printing, postage, mailing, publicity, publications, and computer time. Please itemize. Provide explanations for all items in the budget justification.

7.  Administrative Costs: Please specify the percentage of the requested budget that is allocated to administrative expenses in the budget justification.  Please list these administrative expenses by category and total.

8. In-Kind: Indicate any in-kind support you or your agency are able to contribute, such as % FTE, office space, or volunteer hours.  In-kind support is not included in the final funding amount you are requesting from UDOH. However, it plays an important role in showing agency support for the project.

Tobacco Prevention and Control Training and Technical Assistance Services AND SOLICITATION # (to be inserted by the Division of Purchasing) 

RFP EVALUATION SCORESHEET






Firm Name:                                           .        
Evaluator:                                              .       
Date:                                                     _.        
The following items will be scored on a Pass/Fail basis:

1. Proposal Cover Sheet

2. Assurances Form

3. List of References

	
	
	Score
	Weight

(0-5)
	Points

	1.  Demonstrated Ability to meet scope of work

     (28 points possible)
	
	----
	----
	----

	Solid workplan and detailed description of how the applicant proposes to accomplish all of the contract requirements outlined in the Scope of Work.
	7 points possible
	
	X 1.4
	

	Utilizes workplan format for development and implementation activities
	7 points possible
	
	X 1.4
	

	Logical sequence of steps necessary to reach the overall goal, objectives, and activities proposed in the work plan format.
	7 points possible
	
	X 1.4
	

	Offeror’s ability to evaluate the effectiveness of each training the project as a whole
	7 points possible
	
	X 1.4
	

	2.  Demonstrated Technical Capability

     (15 points possible)
	
	----
	----
	----

	Organization’s/agency’s prior experience in planning and conducting trainings on this topic or closely related areas.
	5 points possible
	
	X 1
	

	Ability to develop and/or acquire training materials. 
	5 points possible
	
	X 1
	

	Ability to ensure the training content is appropriate for the target groups.
	5 points possible
	
	X 1
	

	3.  Qualification and Expertise of Staff

     (15 points possible)
	
	----
	----
	----

	Administrative capabilities to receive and expend funds, manage and report on project activities
	5 points possible
	
	X 1
	

	Staff expertise in health education, tobacco prevention and control, training and technical assistance. 
	5 points possible
	
	X 1
	

	Qualifications of the offeror (resumes and qualifications of individuals involved in the work plan & 3 references)
	5 points possible
	
	X 1
	

	4.  References  (10 points possible)
	10 points possible
	
	X 2
	

	5.  Cost  (32 points possible)

This section should detail all expenses requested for this proposal. The allocated range of funding for this proposal is $45,000-50,000.
	32 points possible
	
	
	* Inserted by Purchasing

	TOTAL EVALUATION POINTS


	(100 points possible)
	
	Total
	


*  Purchasing will use the following cost formula:  The points assigned to each offerors cost proposal will be based on the lowest proposal price.  The offeror with the lowest Proposed Price will receive 100% of the price points.  All other offerors will receive a portion of the total cost points based on what percentage higher their Proposed Price is than the Lowest Proposed Price.  An offeror who(s Proposed Price is more than double (200%) the Lowest Proposed Price will receive no points.  The formula to compute the points is: Cost Points x (2- Proposed Price/Lowest Proposed Price).







Score will be assigned as follows:


0 = Failure, no response


1 = Poor, inadequate, fails to meet requirement


2 = Fair, only partially responsive


3 = Average, meets minimum requirement


4 = Above average, exceeds minimum requirement


5 = Superior
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