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Request for Proposals (RFP)
September 2011 Meeting in Washington, DC


I. General Information

1.1  Purpose: Provide logistical support during the planning, execution, and follow-up of a quarterly, two-day meeting of the National Action Alliance for Suicide Prevention (i.e. Action Alliance) in the Washington, DC area. The meeting will occur in two parts: (1) multiple Action Alliance task forces will meet in breakout groups on 9/8/11, and (2) the Action Alliance’s Executive Committee will meet for a full-day meeting on 9/9/11. 

Logistical support includes: development and management of an online registration system; arrangement of airfare for non-federal participants; development, assembly, and transport of all meeting materials; management of on-site registration and printing; and management of the reimbursement process for meeting participants. Please note that logistical support for hotel selection, A/V equipment and staff, food and beverage, and lodging is being provided by the Education Development Center (EDC).
	
1.2  The Project: The Suicide Prevention Resource Center (www.sprc.org), within the Health and Human Development Division of EDC (www.edc.org), supports the operations of Action Alliance, www.ActionAllianceforSuicidePrevention.org). The Action Alliance is an external public-private partnership of national leaders who are advancing the National Strategy for Suicide Prevention (NSSP, 2001) by: (1) championing suicide prevention as a national priority, (2) catalyzing efforts to implement high priority objectives of the NSSP, and (3) cultivating the resources needed to sustain progress. Out of this alliance will grow advancements for practitioners, policymakers, service providers, communities, families, agencies, and other partners that play a vital role in reducing the burden of suicide in the US. Creating the Action Alliance was a key recommendation of the NSSP and will build on noteworthy achievements reached thus far in national suicide prevention.

The Action Alliance is comprised of an Executive Committee and multiple task forces, both of which have multiple in-person meetings over the course of the year. Their next meeting is 9/8/11-9/9/11 in Washington, DC. 


II. Schedule of Events

Issuance of RFP		7/13/11
Questions/Inquiries Due		7/18/11
Proposals Due		7/21/11
Estimated Date for Award Notification	7/28/11


III. Proposal Preparation Instructions

i. Offeror’s Understanding of the RFP: In responding to this RFP, the offeror accepts the responsibility fully to understand the RFP in its entirety, and in detail, including making any inquiries as necessary to gain such understanding. Clarification questions must be submitted via email within six days of the RFP issuance date. Responses will be published in writing. EDC reserves the right to disqualify at its sole discretion any offeror that demonstrates less than such understanding, That right extends to cancellation of award if award has been made. Such disqualification and/or cancellation shall be at no fault, cost, or liability whatsoever to EDC.

ii. Good Faith Statement: All information provided by EDC in this RFP is offered in good faith. Individual items are subject to change at any time. EDC makes no certification that any item is without error. 

iii. Communication: Verbal communication shall not be effective unless formally confirmed in writing by the specified procurement official in charge of managing this RFP process. In no case shall verbal communication govern over written communication. Organizations’ inquiries, questions, and requests for clarification related to this RFP are to be directed in writing to:

Katherine Wootten
		Associate Project Director
		kwootten@edc.org 

iv. Proposal Submission: Proposals must be delivered via email to:

Katherine Wootten
		Associate Project Director
		kwootten@edc.org 


IV. Statement of Work

The offeror will provide all necessary personnel, facilities, materials, and services (not otherwise provided by EDC) to complete the statement of work. The meeting being supported by this work is as follows:

	MEETING DESCRIPTION – WASHINGTON, DC AREA

	Meeting component
	Meeting date
	Total number of participants
	Total number of participants to be traveled

	Part 1: Small-group meetings – task forces
	9/8/11
	Approximately 120-130
	Approximately 70

	Part 2: Large-group meeting – Executive Committee
	9/9/11
	Approximately 120-130
	Approximately 70



The offeror will meet with EDC’s Associate Project Director and Logistics Manager within five days of the start of the contract to finalize the statement of work, below: 

	STATEMENT OF WORK

	Project period: Approximately 8/4/2011– 9/29/11 

	Task 1: Manage online meeting registration process.

	Subtasks
	Deliverables
	Due Date
	EDC Responsibility

	Develop online registration system for EDC approval
	Approved registration website and database
	TBD
	· Provide guidance on website/database content and format
· Approve registration link content and format

	Draft registration invitation email for EDC approval
	Approved draft email
	TBD
	· Provide guidance on email content and format
· Approve email content and format 

	Send email with registration website link to all primary contacts
	Copy of sent email
	TBD
	Provide names and contact information for all primary contacts (i.e. Executive Committee members, proxies, and staff; task force members and staff) 

	Issue email reminder to non-respondents
	Copy of sent email
	TBD
	N/A

	Close registration 
	
	8/31/11
	Help manage responses, if needed, to any late registrants

	Compile and edit participant list into approved categories for EDC approval
	Edited participant list
	9/1/11
	Send final, edited version by 9/2/11

	Task 2: Arrange travel for all non-federal* meeting participants, keeping to the government rate. 
*Includes state employees and private-sector employees. 

	Subtasks
	Deliverables
	Due Date
	EDC Responsibility

	Upon participants’ registration, send email to registrant to confirm registration and provide travel information and  instructions 
	Copies of draft and sent emails
	Upon registration
	Approve email before it is sent to registrants

	Arrange airfare
	Confirmed flights that keep to government rate 
	ASAP
	N/A

	Work with EDC to book registrants’ rooms
	Confirmed rooms
	ASAP
	Provide room block information

	Task 3: Develop, assemble, and transport meeting materials, including:
· Signage for use inside the meeting space,
· 1” information binders for all participants (i.e. ~120-130),
· Name badges for all participants (i.e. ~120-130), 
· Table tents for Executive Committee and staff members (i.e. ~45), and
· Other needed materials. 

	Subtasks
	Deliverables
	Due Date
	EDC Responsibility

	Work with EDC to finalize list of all materials needed
	Final list of materials
	8/12/11
	Provide guidance/edits for list
Provide Action Alliance logos, colors, and fonts 

	Develop and assemble materials
	Assembled materials
	9/6/11
	· Provide direction and electronic versions of materials for the participants binders, including the meeting agenda, PowerPoint slides, etc
· Approve final versions of materials before printing

	Transport/ship materials to meeting venue
	Timely arrival of all materials
	9/7/11
	N/A

	Set up and distribute all materials
	Distributed materials
	9/8/11 and 9/9/11
	N/A

	Ship remaining materials to EDC after the close of the meeting
	Shipped materials
	9/9/11
	Provide shipping address

	Task 4: Manage on-site registration and technical support during the meeting (9/8/11 and 9/9/11.

	Subtasks
	Deliverables
	Due Date
	EDC Responsibility

	Work with EDC and meeting venue to secure space outside of the meeting rooms to set up on-site registration and printing
	Secured space
	ASAP
	Assist as needed

	Attend meeting to provide on-site registration/printing, printing, confirm A/V support, and coordinate A/V set-up/checks before the meeting start
	Provision of on-site support
	9/8/11 and 9/9/11
	N/A

	Task 5: Reimburse travel expenses. 

	Subtasks
	Deliverables
	Due Date
	EDC Responsibility

	Reimburse travel expenses, according to Federal per diem, within 20 days of the meeting
	Reimbursements
	9/29/11
	Provide reimbursement-related instructions and points of contact with EDC’s Accounting Department

	Reporting Requirements

	· Maintain timely proactive and reactive email and phone communication with EDC staff and other stakeholders, as needed, throughout the course of the project.
· Provide a weekly status report to the project’s Logistics Manager at EDC. 
· Provide a final report, to include an event analysis, within five days of the contract end to the project’s Logistics Manager at EDC. 

	Reimbursement / Invoicing

	· Submit monthly invoices to EDC’s Logistics Manager. 



III. Evaluation Criteria
Proposals will be evaluated on the quality of the proposed approach, qualifications of the proposed personnel, and demonstrated capacity to ensure the successful completion of the scope of work described above. 

	Evaluation Criteria
	Score 

	Proposed Approach
	15 points

	Proposals must be presented clearly, thoroughly, and effectively, and the proposed approach must be sound and feasible. Evaluation components include:
· Thoroughness, soundness, and feasibility of proposed approach. 
· Presentation (i.e. layout, editorial clarify and accuracy, design) and effectiveness of proposed approach.
· Provision of detailed action/management plan that includes action steps, timelines/deadlines, responsible parties, resources to be utilized, plans/procedures for resolving problems, and plans for utilizing quality control procedures to ensure the accuracy, clarity, utility, and effectiveness of deliverables. 

	Proposed Personnel
	15 points

	Proposals must demonstrate that proposed personnel have the necessary qualifications to complete all of the tasks in the statement of work. Evaluation components include:
· Demonstrated knowledge and expertise to complete all tasks. 
· Demonstrated ability to complete all tasks. 
· Demonstrated experience related to all tasks. 

	Demonstrated Capacity
	15 points

	Proposals must demonstrate organizational and resource capacity to successfully complete all tasks in the statement of work. Evaluation components include:
· Demonstrated organizational experience in planning, executing, and following up on events of varying scale. 
· Provision of an organizational chart that details the roles of, percentage of, and relationships between proposed staff, including subcontractors, and how proposed staff will be utilized to complete the tasks in the statement of work. 
· Demonstrated availability of adequate space, facilities, equipment, and software necessary to complete the tasks in the statement of work. 
· Demonstrated organizational financial ability to track planned activities according to budget and to account for time and materials for events according to project area and budget. 

	Pricing
	5 points

	Proposals must include a cost breakdown. The results of this cost evaluation shall be carefully considered in determining the best value to this project. Evaluation components include: 
· Determination of cost realism. Cost realism is defined as the offerors’ ability to project costs which are realistic for the work to be performed.
· Completeness.
· Reasonableness. 

	TOTAL
	50 points



 
VI. Budget and Estimated Pricing

All organizations must submit a cost breakdown, including a detailed budget and a supporting narrative describing how the costs were calculated. 
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