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1.0
INTRODUCTION
1.1 Purpose of Procurement
This Request for Proposal (RFP) is intended to invite proposals from experienced providers for Professional Fund-Raising Consulting Services for the Georgia Department of Technical and Adult Education and the Technical College System of Georgia.  The objective is to obtain the services of a qualified firm for strategic planning, institutional advancement and effectiveness, volunteer training and management, board development, market research, public relations, feasibility studies, and major gift campaigns for public institutions of higher education resulting in extensively increased revenues for the Technical College System of Georgia.
1.2 
Proposal Certification

Pursuant to the provisions of the Official Code of Georgia Annotated 50-5-67(a), the Department of Administrative Services certifies the use of competitive sealed bidding will not be practical or advantageous to the State in completing the acquisition described in this RFP.  Competitive sealed proposals will be submitted in response to this RFP in the same manner as competitive sealed bids. All proposals submitted pursuant to this request will be made in accordance with the provisions of this RFP and the Georgia Vendor Manual located at: http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_11783501/37106725vendormanual.pdf.
1.3
Schedule of Events
This Request for Proposals will be governed by the following schedule:


DATES
	October 26, 2006
	
	Release of RFP
	

	November 2, 2006
	
	Deadline for written questions
	

	November 6, 2006
	
	Answers to written questions posted on the
Georgia Procurement Registry 
	

	November 7, 2006
	
	Offerors’ Conference
	

	
	
	2:00 p.m.
	

	
	
	Department of Technical and Adult Education
1800 Century Place

4th Floor State Board Room

Atlanta, GA 30345
	

	November 30, 2006
	
	Proposals due
	

	December 13, 2006
	
	Oral presentations (if required)
	

	January 1, 2007
	
	Contract award (on or about)
	

	January 1, 2007
	
	Contractor begins work (on or about)
	


1.4 
Restrictions on Communications with Staff

All questions about this RFP must be submitted in the following format:


Company Name



1. Question



    Citation of relevant section of the RFP



2. Question



    Citation of relevant section of the RFP

Questions must be directed in writing to the Issuing Officer:

Laurel Shugart
Georgia Department of Technical and Adult Education
1800 Century Place, Suite 550
Atlanta, Georgia 30345
lshugart@dtae.org

Fax:  404-679-4973
Questions must include the company name and the referenced RFP section.
From the issue date of this RFP until a contractor is selected and the selection is announced, Offerors are not allowed to communicate for any reason with any State staff except through the Issuing Officer named herein, or during the Offeror's conference, or as provided by existing work agreement(s).  The State reserves the right to reject the proposal of any Offeror violating this provision.  All questions concerning this RFP must be submitted in writing (fax or email may be used) to the Issuing Officer.  No questions other than written will be accepted.  No response other than written will be binding upon the State.
1.5
Definition of Terms 

Agency – office, agency, department, board, bureau, commission, institution, authority, or other entity of the State of Georgia
DTAE - Georgia Department of Technical and Adult Education
DOAS – Department of Administrative Services 

Georgia Vendor Manual – Information and instructions for conducting business with the State of Georgia  Located at: http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_11783501/37106725vendormanual.pdf.
OCGA - Official Code of Georgia Annotated (State Statute)
Offeror – Respondent to this Request for Proposals

RFP - Request for Proposals
1.6 
Contract Term
The initial contract term is one (1) year, or less, from contract award through June 30, 2007, with four (4) additional one (1) year options to renew and one (1) final renewal period to complete a 48 month total contract period.  Renewal periods will be based on the Fiscal Year period beginning July 1 and ending June 30. Renewal will depend upon funding, and Contractor performance.  Contract award will be by the issuance of a Notice of Award document.  Renewal will be accomplished through the issuance of Notice of Award Amendment.
1.7
Background
The Georgia Department of Technical and Adult Education oversees the state's system of technical colleges, the adult literacy program, and a host of economic and workforce development programs.  DTAE provides a unified system of technical education, customized business and industry training and adult education with programs that use the best available technology and offer easy access to lifelong education and training for all adult Georgians and corporate citizens. This system will be part of a seamless education process for Georgia in which students can transfer credits efficiently as they advance from secondary schools to technical colleges and to the university system. 

Since 1985, the Department of Technical and Adult Education has responded to student needs by registering over 1,800,000 students through its technical colleges, associated university technical divisions, and other services.  There are 34 technical colleges, 31 branch campuses, as well as technical programs at four university system institutions that provide a broad range of career opportunities. These schools offer a variety of associate degree and diploma programs, continuing education programs, and economic development programs. 
In 1999, a charter planning group comprised of foundation trustees, technical college advancement officers, and DTAE staff was established to work toward the formation of a trustee association.  The purpose of TCFA is to support technical and adult education through four primary functions: advocacy, fund raising / constituency building, networking, and foundation board training. Advocacy for technical and adult education will include promoting the institutions to the public, working to increase the technical college’s influence, and communicating the technical and adult education message.  Fund raising efforts will seek to increase the colleges’ base of support, represent the colleges to constituents with influence and/or affluence, and provide information to constituencies.  Training is a primary emphasis for TCFA through workshops presented by fund raising professionals covering all aspects of effective resource development techniques.  Networking will enable trustees to share information, recognize each other’s achievements, become more aware of technical and adult education issues and resource development opportunities, and benefit from associations with their peers across the state.  Additional information regarding Foundations and Defining Principles of Georgia’s Technical College System may be found at:

http://www.dtae.org/public/foundation/foundation.html
Map of Georgia's 
Technical College System
The map below shows the location of Georgia's technical colleges as well as the four associated university-system programs. Clicking on the name of a school will take you their web site. List of Colleges | Map of Satellite Campuses  
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2.0 
MANDATORY REQUIREMENTS
This section identifies all mandatory requirements which must be present in the proposal before further consideration will be given.  Offeror must prepare and submit a Guide to Mandatory Requirements which references the page(s) of the Technical Response where satisfaction of the Mandatory Requirements is substantiated.  
2.1
Offeror Qualification Requirements

1.  
 The Offeror must provide at least five (5) references (including contact name and phone number) of Technical and Community Colleges that have hired your services over the past five (5) years and for whom your company has performed similar services to those specified in the RFP.  
2.
The Offeror shall provide data reflecting a previous history of successes in excess of $1,000,000.00 in campaign areas that are related to Technical and Community Colleges to include, but not limited to, Planned Gifts, Major Gifts, Alumni Stewardship and Grant Acquisition.
2.
The Offeror shall have experience in providing on-site consulting services to Technical and Community Colleges and the System Office.
2.2
Business Requirements

1. 
The Offeror must specialize in strategic planning, institutional advancement and effectiveness, volunteer training and management, board development, market research, public relations, feasibility studies, and major gift campaigns for public institutions of higher education.
2.3
Submission Requirements

1. The Offeror must submit the Proposal Certification with original signature (Appendix A).
2.
The Offeror must submit a completed Small or Minority Business Form (Appendix B).
3.
Any exceptions to the State’s Sample Contract (Appendix D) must be clearly identified and submitted with the Offeror’s Technical Proposal.   Proposed exceptions must not conflict with or attempt to preempt mandatory requirements specified in Section 2.0.  
4. The Offeror must submit a Technical Proposal detailing the proposed approach to performing all of the services requested under Section 3.0.  The Offeror will submit one hard copy of the Technical Proposal with original signatures, six (6) additional copies and three CDs.
5. The Offeror must submit a completed Financial Proposal (Appendix E).  The Offeror will submit one hard copy of the Financial Proposal with original signatures, six (6) additional copies and three CDs.

6. The Offeror must submit a Guide to Mandatory Requirements referencing the page(s) of the Technical Response where satisfaction of the Mandatory Requirements is substantiated.

NOTE:  If there is a discrepancy between a hard copy submission and the companion CD submission, the CD will take precedence.

3.0 
TECHNICAL PROPOSAL
This section identifies the information which must be submitted in the Technical Proposal.  Offeror must demonstrate their ability to satisfy all Qualification and Technical Requirements as well as detail their plan to perform the required services.  The Technical Proposal must be structured in the following order and labeled with the corresponding titles stated below using the same outline numbers.  
3.1
Company Background and Experience

Offeror will describe their background, relevant experience and qualifications, including, but not limited to the following:

3.1.1
Company Structure

The Offeror will include in the proposal the legal form of their business organization, the state in which incorporated (if a corporation), the types of business ventures in which the organization is involved, the office location that will be the point of contact during the term of any resulting contract, and a chart of the organization structure, including the reporting relationships, as they relate to this RFP.
3.1.2
Experience

The Offeror must have at least ten (10) full consecutive years experience in Professional Fund-Raising Consultant Services with Technical and Community Colleges.
The Offeror will provide a list of all Technical and Community Colleges for whom similar services, as detailed in this RFP, have been provided during the past ten (10) years.  The list must include:
· dates of service

· name of contact person
· title of contact person 
· phone number of contact person

The Offeror will also disclose any services terminated by the client(s) and the reason(s) for termination. 
3.1.3
Financial Stability

The Offeror will provide financial information that would allow proposal evaluators to

ascertain the financial stability of the firm.

· If a public company, the Offeror will provide their most recent audited financial                    report.

· If a private company, the Offeror will provide a copy of their most recent internal financial statement, and a letter from their financial institution, on the financial institution’s letterhead, stating the Offeror’s financial stability.
3.1.4
Business Litigation

The Offeror will disclose any involvement by the organization or any officer or principal in any material business litigation within the last five (5) years. The disclosure will include an explanation, as well as the current status and/or disposition.

3.2
Proposed Solution

3.2.1
Provide orientation and training to system and technical college leadership, staff,  technical college boards of directors/advisory boards, and foundation board members for the purpose of building knowledge and skills required to initiate and sustain a long-term, comprehensive resource development effort; 

3.2.2 Provide assessment and planning services to identify projects and priorities that will enable DTAE and the Technical Colleges as a system, and its individual institutions, to enhance institutional advancement and effectiveness and to maximize the fund-raising potential from private sources; 

3.2.3 Assist the System and technical colleges in preparing strategic plans, analyzing potential funding sources, and creating flexible financing plans and operational plans to identify and justify private sector resource needs; 

3.2.4 Assist the system and technical college development staff in the preparation of cases for support that provide a compelling rationale for private sector support from local, regional, and national sources;

3.2.5 Conduct feasibility studies to validate the private-sector funding potential at the System and technical college levels based on the cases for support;

3.2.6.
Assist the System and technical college staff in the design and implementation of prospect identification, research, cultivation, solicitation, and acknowledgment activities targeted at major donors; and

3.2.7 Assist the System and technical college development staff in the design and implementation of a system-wide, volunteer-driven major gifts campaign.

NOTE:  In addition to providing details of how the solution above can be accomplished, Offerors must also include a Master Schedule charting the timeframe rollout and phases by Institution.  This information must be included as part of the Technical Proposal and should encompass the full four year contract expectancy.

4.0
PROPOSAL SUBMISSION AND EVALUATION
4.1
Process for Submitting Proposals

4.1.1 
Preparation of Proposal

Each proposal should be prepared simply and economically, avoiding the use of elaborate promotional materials beyond those sufficient to provide a complete presentation.  If supplemental materials are a necessary part of the technical proposal, the Offeror should reference these materials in the technical proposal, identifying the document(s) and citing the appropriate section and page(s) to be reviewed.
4.1.2
Packaging of Proposal

The Offeror's proposal in response to this RFP must be divided into two appropriately

labeled and sealed packages - a Technical Submission and a Financial Proposal.

The contents of each package will include:

1. Technical Submission

· Proposal Certification (Appendix A)

· Small or Minority Business Form (Appendix B) 

· Contract Exceptions (Appendix D)
· Technical Proposal, addressing all requirements in Section 3.0
· Guide to Mandatory Requirements
2. Financial Proposal

· The Offeror must use the Financial Proposal form (Appendix E)

Do not include cost information in the Technical Proposal

Mark the outside of shipping package as follows:

Name of Company

Phone Number and Point of Contact for Company

RFP # 41500-030-0000000585
Due no later than November 30, 2006, 1:00 P.M. Eastern Time
4.1.3
Number of Proposal Copies

1. Technical Proposal

· an original (marked “Original”) 
· six (6) copies 

· three (3) CDs (in Microsoft Office format, Windows 2000 version or more recent) 
2. Financial Proposal
· an original (marked “Original”) 
· six (6) copies

· three (3) CDs (in Microsoft Office format, Windows 2000 version or more recent)  
Offerors who do not have the capability of providing CDs may substitute 3.5” diskettes.  
Technical Proposal and Financial Proposal CDs or diskettes must be labeled and packaged separately. 
4.1.4
Submission of Proposals

Proposals must be submitted to:

GEORGIA DEPARTMENT OF TECHNICAL AND ADULT EDUCATION
1800 CENTURY PLACE, SUITE 550 / BID ROOM
ATLANTA, GEORGIA 30345

ATTN:  LAUREL SHUGART
Any proposal received after the due date and time will not be evaluated.
4.2
Evaluation Process

The evaluation of proposals received on or before the due date and time will be conducted in the following phases.
4.2.1
Administrative Review
The proposals will be reviewed by the Issuing Officer for the following administrative requirements:
1.
Submitted by deadline  
2.
Separately sealed Technical Submission and Financial Proposal
3.  All required documents have been submitted
4.  Technical Submission does not include any information from the Financial Proposal

5.  All documents requiring an original signature have been signed and are included
4.2.2
Mandatory Requirements Review
Proposals which pass the administrative review will then be reviewed by the Technical Evaluation Team to ensure all requirements identified in Section 2.0 are addressed satisfactorily. 
4.2.3 
Technical Proposal Evaluation
Proposals which pass the Mandatory Requirements Review will be reviewed by the Technical Evaluation Team for quality and completeness.  Technical proposals will be evaluated and scored in categories and may receive a maximum of 700 points.  
The following are the maximum possible points of each category:

	Category
	Maximum Points

	Company Background and Experience
	100 Points

	Orientation and Training
	100 Points

	Assessment and Planning Services
	100 Points

	Strategic Planning and Analysis
	100 Points

	Staff Development
	100 Points

	Feasibility Studies
	100 Points

	Design and Implementation of Campaigns
	100 Points


The Technical Proposal with the highest technical score will be adjusted up to 700 points.  
All other Technical proposals with 525 or more points (75% of maximum points available) will receive a prorated technical score calculated using the following formula:  
P/H x (Maximum points available for Technical Proposal) = V

Where:

P = Technical score of the proposal being adjusted

H = Original technical score of the highest ranking proposal

V = Assigned points for proposal being adjusted 
4.2.4
Site Visits and Oral Presentations


The State reserves the right to conduct site visits or to invite Offerors to present their technical solution to the Technical Evaluation Team.  The Financial Proposal must not be discussed during the oral presentation.
4.2.5
Financial Proposal Evaluation
Offerors will use only the Financial Proposal Forms provided with the RFP (Appendix E).
Only those Technical Proposals which pass the technical review with a score of 525 (75% of the maximum available technical score) or higher will have their Financial Proposals reviewed by the agency’s Issuing Officer.  Financial Proposals can receive a maximum of 300 points (the number of points difference in the maximum technical score and 1000 points).  The Financial Proposal with the lowest cost to the State will be awarded the full 300 points.  All other Financial Proposals deemed to be acceptable will receive a prorated score calculated using the following formula:
L/P x (Maximum number of points available for Financial Proposal) = V
Where:

L = Total  Cost of the proposal with the lowest cost to the State
P = Total Cost of the proposal being adjusted

V = Assigned points for proposal being adjusted

4.2.6
Identification of Apparent Successful Offeror

The resulting Financial Proposal scores will be combined with the Technical Proposal score.  The Offeror with the highest combined technical and financial score will be identified as the apparent successful Offeror.
4.3
Rejection of Proposals/Cancellation of RFP
The State reserves the right to reject any or all proposals, to waive any irregularity or informality in a proposal, and to accept or reject any item or combination of items, when to do so would be to the advantage of the State.  It is also within the right of the State to reject proposals that do not contain all elements and information requested in this document. The State reserves the right to cancel this RFP at any time. The State will not be liable for any cost/losses incurred by the Offerors throughout this process. 
5.0 
TERMS AND CONDITIONS 

5.1 
Vendor Registration System

Vendors must be registered in the web-based Vendor Registration System in order to do business with the State.  This system also allows vendors to receive automatic electronic notification of bid opportunities from the State of Georgia and other governmental entities within Georgia through the Georgia Procurement Registry.   Vendors may register at:  https://ssl.doas.state.ga.us/VendorDB/mainframe.jsp.

At the time of registration, vendors must select the products and services they provide using the appropriate NIGP Codes.  Vendors are responsible for updating and maintaining key company, contact, and product information in the system. All inquiries about the Vendor Registration System should be addressed to: vendoradm@doas.ga.gov.
5.2 
RFP Amendments


The State reserves the right to amend this RFP prior to the proposal due date.  All amendments and additional information will be posted to the Georgia Procurement Registry, located at: http://ssl.doas.state.ga.us/PRSapp/PR_index.jsp.  Offerors are encouraged to check this website frequently.
5.3 
Proposal Withdrawal

A submitted proposal may be withdrawn prior to the due date by a written request to the Issuing Officer.  A request to withdraw a proposal must be signed by an authorized individual.  
5.4 
Cost for Preparing Proposals

The cost for developing the proposal is the sole responsibility of the Offeror.  The State will not provide reimbursement for such costs.

5.5 
Sample Contract

The Sample Contract, which the Agency intends to use with the successful Offeror, is attached to this RFP and identified as Appendix D.   Exceptions to the Contract should be identified and submitted with the Offeror's proposal.  Proposed exceptions must not conflict with or attempt to preempt mandatory requirements specified in Section 2.0.
Prior to award, the apparent winning Offeror will be required to enter into discussions with the State to resolve any contractual differences before an award is made.  These discussions are to be finalized and all exceptions resolved within one (1) week of notification.  Failure to resolve contractual differences will lead to rejection of the Offeror's proposal. 
The State reserves the right to modify the Contract to be consistent with the successful offer and to negotiate with the successful Offeror other modifications, provided that no such modifications affect the evaluation criteria set forth herein, or give the successful Offeror a competitive advantage.

5.6 
Conflict of Interest

If an Offeror has any existing client relationship that involves the State of Georgia, the Offeror must disclose each relationship.
5.7 
Minority Business Policy

It is the policy of the State of Georgia that minority business enterprises shall have a fair and equal opportunity to participate in the State purchasing process.  Therefore, the State of Georgia encourages all minority business enterprises to compete for, win, and receive contracts for goods, services, and construction.  Also, the State encourages all companies to sub-contract portions of any State contract to minority business enterprises.  For information, contact the Vendor Relations Coordinator referenced in section 5.9.
5.8 
Georgia Income Tax Incentive

Offerors interested in taking advantage of the Georgia income tax incentives provided for by the Official Code of Georgia Annotated 48-7-38, relative to the use of minority subcontractors in the performance of contracts awarded by the State of Georgia, should contact the Vendor Relations Coordinator referenced in section 5.9.

5.9 
Vendor Relations Administrator
The Vendor Relations Coordinator may be contacted at the following address:
Vendor Relations Administrator
Department of Administrative Services
200 Piedmont Avenue, S.E.

Suite 1308, West Tower

Atlanta, Georgia  30334‑9010

Telephone:  (404) 657-6000

Fax: (404) 657-8444

5.10 
Reciprocal Preference Law    OCGA 50-5-60(b)
For the purposes of evaluation only, Offerors resident in the State of Georgia will be granted the same preference over Offerors resident in another State in the same manner, on the same basis, and to the same extent that preference is granted in awarding bids for the same goods or services by such other State to Offerors resident therein over Offerors resident in the State of Georgia.  NOTE:  For the purposes of this law, the definition of a resident Offeror is one who maintains a place of business with at least one employee inside the State of Georgia.  A post office box address will not satisfy this requirement.

5.11 
ADA Guidelines

The State of Georgia adheres to the guidelines set forth in the Americans with Disabilities Act.  Offerors should contact the Issuing Officer at least one day in advance if they require special arrangements when attending the Offeror's Conference.   The Georgia Relay Center at 1-800-255-0056 (TDD Only) or 1-800-255-0135 (Voice) will relay messages, in strict confidence, for the speech and hearing impaired.
5.12 
Sales and Use Tax Registration
In Compliance with section 48-8-59 of the OCGA, every company or individual doing business within the State of Georgia is required to file an application for a certificate of registration with the State Revenue Commissioner.  Prior to award of this Contract, the apparent successful Offeror will be required to complete and submit to the Agency the Sales and Use Tax Registration form (Appendix C).  If the completed Sales and Use Tax Registration form is not received by the Agency within one week of the issuing of the Notice of Award, the Agency may, at its sole discretion, eliminate the apparent successful Offeror from consideration and award the Contract to another Offeror.
5.13 
Compliance with Laws
The Contractor will comply with all State and Federal laws, rules, and regulations.

5.14 
Protest
Offerors should familiarize themselves with the protest procedures set forth in Section 3.8 of the Georgia Vendor Manual, located at: http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_11783501/37106725vendormanual.pdf.
Appendix A

PROPOSAL CERTIFICATION
We propose to furnish and deliver any and all of the goods and/or services named in the attached Request for Proposals (RFP) for which prices have been set. The price or prices offered herein shall apply for the period of time stated in the RFP. 

We further agree to strictly abide by all the terms and conditions contained in the Georgia Vendor Manual, located at: http://statepurchasing.doas.georgia.gov/vgn/images/portal/cit_11783501/37106725vendormanual.pdf, and any modifications or attached special terms and conditions, all of which are made a part hereof. Any exceptions are noted in writing and included with this bid. 

It is understood and agreed that this proposal constitutes an offer, which when accepted in writing by the Agency, and subject to the terms and conditions of such acceptance, will constitute a valid and binding contract between the undersigned and the Agency. 

It is understood and agreed that we have read the specifications shown or referenced in the RFP and that this proposal is made in accordance with the provisions of such specifications. By our original signature, entered below, we guarantee and certify that all items included in this proposal meet or exceed any and all such stated specifications.   We further agree, if awarded a contract, to deliver goods and/or services that meet or exceed the specifications. 

It is understood and agreed that this proposal shall be valid and held open for a period of one hundred twenty days (120) from proposal opening date. 

PROPOSAL SIGNATURE AND CERTIFICATION 

(Bidder to sign and return with proposal)

I certify that this proposal is made without prior understanding, agreement, or connection with any corporation, firm, or person submitting a proposal for the same materials, supplies, equipment, or services and is in all respects fair and without collusion or fraud. I understand collusive bidding is a violation of state and federal law and can result in fines, prison sentences, and civil damage awards. I agree to abide by all conditions of the proposal and certify that I am authorized to sign this proposal for the Offeror. I further certify that the provisions of the Official Code of Georgia Annotated, Sections 45-10-20 et. seq. have not been violated and will not be violated in any respect.   The Vendor also certifies that the Vendor and its Lobbyists have complied with the Lobbyist Registration Requirements in accordance with the Georgia Vendor Manual. 

Authorized Signature ___________________________________Date_______________________ 

Print/Type Name ______________________________________________________________ 

Company Name ______________________________________________________________ 

Appendix B 

SMALL OR MINORITY BUSINESS FORM 

• Can your company be classified as a SMALL BUSINESS by the following definition: 

Small Business – defined as an independently owned and operated entity that has either fewer than one hundred (100) employees or less than one million dollars ($1,000,000) in gross receipts per year. (State Statute 50-5-121) 

____Yes (If yes, please check the following reason(s) that apply) 

___ Less than 100 employees or, 

___ Less than $1,000,000 in gross annual receipts. 

____ No 

• Can your company be classified as a MINORITY OWNED BUSINESS by the following definition? 

Minority Owned Business – means a business that is 51% owned or controlled by one or more minority persons. Please indicate below if your firm is 51% owned or controlled by one of the minority groups listed. 

	African American 
	%
	Asian American 
	%

	Hispanic / Latino 
	%
	Pacific Islander 
	%

	Native American 
	% 


Ownership: American Citizen _____ Yes _____ No 

Are any of your suppliers minority and/or small business enterprises? ____ Yes ____ No 

If Yes, please indicate the percentage of minority companies represented. _____% 

If awarded a contract as a result of this solicitation, do you anticipate employing any small or minority subcontractors? ____ Yes ____ No 

Appendix C 

SALES AND USE TAX REGISTRATION 

Section 50-5-82, of the Official Code Georgia Annotated (OCGA) prohibits the Department of Administrative Services or any other state agency from awarding a contract to an Offeror who is a “prohibited source” as determined by the Department of Revenue. The following information is required prior to award: 

Vendor Name:_________________________________________________________________ 

Principal  Name (Parent Company): 

_______________________________________________ 

FEI: _______________________________________________ 

Affiliate Name (Distributor): _______________________________________________ 

FEI: _______________________________________________ 

Vendor Sales Tax Number: _______________________________________________ 

Type of Product or Service: _______________________________________________ 

What type of service will your company be performing? 

_____________________________ 

Will your company sell any tangible personal property? 

_____________________________ 

________________________________________________________________________ 

Authorized Signature 

________________________________________________________________________

Print Name 

________________________________________________________________________

Date 

Appendix D

 AGENCY STANDARD CONTRACT
STATE OF GEORGIA

Georgia Department of Technical and Adult Education
Professional Fund-Raising Consulting Services
CONTRACT NUMBER 41500-030-0000000585
AGREEMENT made by and between ________________________ hereinafter referred to al “Contractor”, and Georgia Department of Technical and Adult Education, an agency of the State of Georgia hereinafter referred to as “DTAE.”
WHEREAS, the Georgia Department of Administrative Services, “DOAS”, is charged with the responsibility of procuring goods and services on behalf of state agencies pursuant to OCGA 50-5-050 et seq.; and

WHEREAS, Georgia Department of Technical and Adult Education has received from Contractor a proposal in response to the RFP, “Contractor’s Proposal”; and

WHEREAS, Contractor’s Proposal was deemed to be the proposal most advantageous to the State;

NOW, THEREFORE, in consideration of the mutual covenants and agreements contained herein, the parties agree as follows.

1.
Subcontractor Payment Quarterly Report
On the tenth day of the first month of each calendar quarter, the Contractor shall provide a report of all payments that together total more than $2500 to any single subcontractor, supplier, business partner, joint venture and/or agent that the contractor has used to fulfill the requirements of this contract.  The report shall provide the name of the business, their Federal Employment Identification (FEI) number, the purchase order or contract number and the amount paid.  Again, reports are due on the 10th day of January, April, July, and October for the previous quarter.  All reports shall be forwarded to:  Department of Administrative Services, Office of Small and Minority Business, 200 Piedmont Avenue, West Tower, Atlanta, GA 30334.

2.
Incorporation of Documents
The RFP (and any documents referenced therein) and Contractor’s Proposal (including any best and final offer) are incorporated into this Contract by reference and form an integral part of this Contract.  In the event of a conflict between the language of the RFP and the Contractor’s Proposal, the language in the RFP shall govern.  In the event of a conflict between the language of this Contract and any other document or instrument incorporated herein, the language of this Contract shall govern.
3.
Services/Statement of Work
Contractor agrees to provide all of the goods, services and other deliverables required in the RFP, plus those goods, services and deliverables as may additionally be described in Contractor’s Proposal (collectively, the “Deliverable”).

4.
Inspection of Work Performed
Georgia Department of Technical and Adult Education or its authorized representative shall have the right to enter into the premises of Contractor and/or all subcontractors, or any places where duties under this Contract are being performed, to inspect, monitor, or otherwise evaluate the performance under this Contract.

5.
Contractor’s Personnel and Staffing
Contractor warrants that all persons assigned by it to perform work under this Contract shall be employees or authorized subcontractors of Contractor and shall be fully qualified, as required in the RFP and specified in Contractor’s Proposal, to perform the work required herein.  Personnel commitments made in Contractor’s Proposal shall not be changed unless approved by Georgia Department of Technical and Adult Education.  Staffing will include the named individuals at the levels of effort proposed.

Contractor shall provide and maintain sufficient qualified personnel and staffing to enable the Deliverables to be provided in accordance with the RFP and Contractor’s Proposal.  Contractor warrants that Contractor will comply with all staffing/personnel obligations set out in the RFP, including but not limited to those pertaining to security, health, and safety issues.

6.
Use of State Vehicles

State vehicles shall not be used in the performance of this Contract.

7.
Payment for Services
Payment shall be made by Georgia Department of Technical and Adult Education to Contractor for services, that are actually performed, and, if applicable, products actually delivered, in accordance with the specifications of the Request for Proposal.  The procedure for billing and payment for Contractor Services and other deliverables shall be that specified in the Request for Proposal.

Notwithstanding anything in the RFP or Contractor’s Proposal, Georgia Department of Technical and Adult Education shall have the right to withhold or deduct payments in the event of Contractor nonperformance.

8.
Independent Contractor Relationship
In its relationship with Georgia Department of Technical and Adult Education and the State and for purposes of performing any services assigned under this Contract, Contractor warrants that Contractor is an independent contractor.   Contractor shall therefore be responsible for compliance with all laws, rules, and regulations involving its employees and any subcontractor(s), including but not limited to employment of labor, hours of labor, health and safety, working conditions, workers’ compensation insurance, and payment of wages.  Neither Contractor nor any of Contractor’s agents, servants, employees, subcontractors or suppliers shall become or be deemed to become agents, servants, or employees of Georgia Department of Technical and Adult Education or the State.  This Contract shall not be construed so as to create a partnership or joint venture between Contractor and the State or any of its agencies.

9.
Duration of Contract/Renewal
This Contract shall commence on January 1, 2007 and shall continue through June 30, 2007.  Georgia Department of Technical and Adult Education shall have the option, exercisable in its sole discretion, to renew this Contract upon the same terms and conditions, for four (4) additional periods of twelve (12) months each and one (1) final renewal option for a 48 month total period.

10.
Funding
Notwithstanding any other provision of this Contract, the parties hereto acknowledge that Georgia Department of Technical and Adult Education, as an agency of the State of Georgia, is prohibited from pledging the State’s credit.  In the event that the source of payment for the total obligation no longer exists or is insufficient with respect to the Deliverables, this Contract shall terminate without further obligation of Georgia Department of Technical and Adult Education as of that moment.  Georgia Department of Technical and Adult Education shall remain obligated to pay for Services performed and accepted by Georgia Department of Technical and Adult Education to such termination.  The determination of Georgia Department of Technical and Adult Education of the events stated above shall be conclusive.

11.
Indemnification

Contractor hereby waives, releases, relinquishes, discharges and agrees to indemnify, protect, and save harmless the State of Georgia, Georgia Department of Technical and Adult Education and their officers and employees (hereinafter collectively referred  to as “Indemnitees”), of and from any and all claims, demands, liabilities, losses, costs, or expenses, including attorneys’ fees, for bodily injury or property damage, of any nature, caused by, growing out of, or otherwise happening in connection with this Contract, due to any act or omission on the part of Contractor, its agents, employees, subcontractors, or others working at the direction or on behalf of Contractor.

This indemnification applies notwithstanding the fact that third parties or any of the Indemnitees may be partially responsible for the situation giving rise to the claim; or the Indemnity claim results in a monetary obligation that exceeds any contractual commitment.  However, if any of the Indemnitees or third parties are partially responsible for the events giving rise to the claim, Contractor’s indemnification hereunder shall apply only to the extent that Contractor contributed to the events.

The indemnification does not apply to the extent of the intentional misconduct or sole negligence of the Indemnitees, their officers, or employees.

To the extent such damage or loss as covered by this indemnification is covered by the State of Georgia Tort Claims Fund (“the Fund”), the Contractor agrees to reimburse the Fund.  To the full extent permitted by the Constitution and the laws of the State and the terms of the Fund, the Contractor and its insurers waive any right of subrogation against the State, the Indemnitees, and the Fund, and insurers participating thereunder, to the full extent of this indemnification.

Contractor shall, at its expense, be entitled to and shall have the duty to participate in the defense of any suit against the Indemnitees.  No settlement or compromise of any claim, loss, or damage entered into by Indemnitees shall be binding upon Contractor unless approved in writing by Contractor.  No settlement or compromise of any claim, loss, or damage entered into by Contractor shall be binding upon Indemnitees unless approved in writing by Indemnitees.

12.
Publicity
Any publicity given to the program or services provided herein including, but not limited to, notices, information pamphlets, press releases, research, reports, signs, and similar public notices prepared by or for Contractor shall identify Georgia Department of Technical and Adult Education as sponsoring institutions, and shall not be released prior to approval by Georgia Department of Technical and Adult Education; however, Contractor may reference this Contract in proposals for other contracts without Georgia Department of Technical and Adult Education approval.

13.
Ownership of Documents
Any documents or other material prepared or in the process of being prepared by Contractor in connection with Contractor’s performance of the Services shall be deemed property of Georgia Department of Technical and Adult Education and all right, title, and ownership interest in any such documents shall vest in Georgia Department of Technical and Adult Education immediately upon their creation and Contractor further agrees to execute any and all documents or to take any additional actions that may be necessary in the future to fully effectuate this provision.

14.
Insurance
Contractor shall procure and maintain insurance, that shall protect the Contractor and the State from any claims for bodily injury, property damage, or personal injury, which may arise out of operations under the Contract.  Contractor shall procure the insurance policies at the Contractor’s own expense and shall furnish the State an insurance certificate listing the State as certificate holder.  The insurance certificate will document that the liability insurance coverage purchased by the Contractor includes contractual liability coverage to protect the State.  In addition, the insurance certificate must provide the following information:

A. Name and address of authorized agent.

B. Name and address of insured.

C. Name of insurance company (licensed to operate in Georgia).

D. Description of coverage in standard terminology.

E. Policy period.

F. Policy Number.

G. Limits of liability.

H. Name and address of certificate holder.

I. Acknowledgment of notice of cancellation to the State.

J. Signature of authorized agent.

K. Telephone number of authorized agent.

L. Details of policy exclusion in comments section of Insurance Certificate.

Contractor is required to maintain the following insurance coverages for the duration of the Contract.
A. COMMERCIAL GENERAL LIABILITY INSURANCE POLICY (CGL)
All contractors shall procure and maintain a Commercial General Liability Insurance Policy, including products and completed operations liability, and contractual liability coverage covering bodily injury, property damage liability and personal injury.  The policy or policies shall name the officers, agents and employees of the State of Georgia as additional named insured, but only with respect to claims which are not covered by the Georgia Tort Claims Act, O.C.G.A. 50-21-20 et seq. (Supp. 1992).  The CGL policy must provide primary limits for any claims not covered by the Georgia Tort Claims Act.  However, the CGL policy must indemnify the State for any claims covered by the Georgia Tort Claim Act.  The policy or policies must be on an “occurrence” basis unless waived by the State.  The CGL policy shall include contractual liability coverage.  The CGL policy purchased by the contractor must be issued by a company authorized to conduct business in the State of Georgia or by a company acceptable to the State if the company is an alien insurer.  The CGL policy must include separate aggregate limits per project.  Excess liability coverage may be used in combination with the base policy to obtain the below limits.




Limits:
$1,000,000 per Person






$3,000,000 per Occurrence

B. BUSINESS AUTOMOBILE LIABILITY INSURANCE POLICY (BAP)

The contractor shall procure and maintain a BAP with liability limits of not less than $1,000,000 per person and $3,000,000 per occurrence or a policy with a Combined Single Limit of not less than $3,000,000 covering any owned, non-owned or hired autos.  Excess liability coverage may be used in combination with the base policy to obtain these limits.
C. WORKERS’ COMPENSATION INSURANCE
To insure the statutory limits as established by the General Assembly of the State of Georgia.  (NOTE:  A self-insurer must submit a certificate from the Georgia Board of Workers’ Compensation stating the Contractor qualifies to pay its own workers’ compensation claims.)  The workers’ compensation policy must include Coverage B-Employer’s liability limits of:

Bodily Injury by Accident -  $500,000 each accident





Bodily Injury by Disease -   $500,000  each employee





Bodily Injury by Disease -   $500,000  policy limit

Excess liability coverage may be used in combination with the base policy to obtain these limits.  The contractor shall require all contractors and subcontractors performing work under this contract to obtain an insurance certificate showing proof of Workers’ Compensation Coverage.

In the event the contractor fails to maintain and keep in force the required insurance coverage, include Performance Bond as listed in item 15, Georgia Department of Technical and Adult Education shall have the right to cancel and terminate the contractual agreement forthwith and without notice.

15.
Performance Bond - THIS PARAGRAPH IS DELETED IN ITS ENTIRETY.
16.
Obligations to Maintain Confidentiality
The parties hereto acknowledge that some material and information that may come into their possession or knowledge in connection with this Contract, or the performance hereof, may consist of confidential and private information, the disclosure of which to or use by third parties may be damaging.   The parties therefore agree to hold such material and information in strictest confidence, not to make use thereof other than as is necessary for performance of the Contract, and not to release or disclose any information to any other party except as may be required by law.  Each party hereby expressly agrees to immediately remove any such party’s employees or subcontractors from performing any work in connection with this Contract upon the other party giving notice that such employee or subcontractor has failed to meet the confidentiality obligations or standards of this Contract.

Some services performed for Georgia Department of Technical and Adult Education may require that Contractor sign a nondisclosure agreement.  Contractor understands and agrees that refusal or failure to sign such a nondisclosure agreement, if required, may result in termination of The Contract.

17.
Termination
Georgia Department of Technical and Adult Education shall have the right to terminate this contract in whole, or any assignment of work made to Contractor hereunder, for any reason, by giving written notice to Contractor of such termination and specifying the effective date thereof, at least thirty (30) days before the effective date of such termination.  Except as otherwise stated herein, Contractor shall receive compensation for any of the services performed and accepted prior to such termination in accordance with terms and conditions of this Contract.  Notwithstanding any other provisions of this Section, Georgia Department of Technical and Adult Education may terminate this Contract immediately without further notice upon the occurrence of a material breach of this Contract by the Contractor.

In the event that the contractual agreement is legally terminated and legal action is thereafter necessary to evict the contractor from Georgia Department of Technical and Adult Education premises, the contractor shall pay all reasonable legal fees and any court costs incurred.
18. Parties Bound
This Contract shall be binding on and beneficial to the parties to this Contract and their respective heirs, executors, administrators, legal representatives, successors, and assigns.
19. No Assignment, Delegation or Subcontracting without Georgia Department of Technical and Adult Education Consent.

Except as may be expressly agreed to in writing by Georgia Department of Technical and Adult Education, Contractor shall not subcontract, assign, delegate, or otherwise permit anyone other than Contractor or Contractor’s personnel to perform any of the Contractor’s obligations under this Contract or any of the work subsequently assigned under this Contract.  Contractor shall not assign or otherwise transfer any of its rights, interests or benefits under this Contract, without the prior written consent of Georgia Department of Technical and Adult Education.  No subcontract that Contractor enters into with respect to performance of obligations or work assigned under the Contract shall in any way relieve Contractor of any responsibility, obligation, or liability under this Contract.  Contractor shall give Georgia Department of Technical and Adult Education immediate written notice by registered or certified mail of any action or suit filed against it by any subcontractor and of any claim made or suit filed against Contractor, any subcontractor, or supplier that is, in any way, related to this Contract.

20.
Cooperation with other Contractors

In the event that Georgia Department of Technical and Adult Education has entered into or enters into agreements with other Contractors for additional work related to the services rendered hereunder, the Contractor agrees to cooperate fully with such other Contractors.  The Contractor shall not commit any act that will interfere with the performance of work by any other Contractor.

21.
Contractor Accounting Requirements

Contractor agrees to maintain books, records, documents, and other evidence pertaining to the costs and expenses of this Contract (collectively the “Records”) to the extent and in such detail as will properly reflect all payments received under this Contract.  Contractor’s accounting procedures and practices shall conform to GAAP/GASB and the costs properly applicable to the Contract shall be readily ascertainable there from.

22.
Records Retention
Contractor agrees to make available at all reasonable times during the period set forth below any of the Records of the contracted work for inspection or audit by any authorized representative of DOAS or the Georgia State Auditor.  Contractor shall preserve and make available its Records for a period of 5 (5) years from the date of final payment under this Contract and for such period, it any, as is required by applicable statute, by any other paragraph of the RFP, or this Contract.  If the Contract is completely or partially terminated, the Records relating to the work terminated shall be preserved and made available for a period of five (5) years from the date of any resulting final settlement.  Records that relate to appeals, litigation, or the settlements of claims arising out of the performance of this Contract, or costs and expenses of any such agreement as to which exception has been taken by the State Auditor or any of his duly authorized representatives, shall be retained by Contractor until such appeals, litigation, claims, or exceptions have been disposed of. 
23. Time of Essence

Time is of the essence.

24.
Trading with State Employees
The provisions of Official Code of Georgia Annotated, Sections 45-10-20 et seq., have not and must not be violated under the terms of this Contract.

25.
Governing Law/Venue
This contract is deemed to be made under and shall be construed in every respect according to the laws of the State of Georgia.  Any lawsuit or other action based on a claim arising from this Contract shall be brought in a court or other forum of competent jurisdiction within Fulton County, State of Georgia.

26.
Taxes

Contractor shall forthwith pay all taxes lawfully imposed upon it with respect to this Contract or any product delivered in accordance herewith.  Georgia Department of Technical and Adult Education makes no representation whatsoever as to the liability or exemption from liability of the Contractor to any tax imposed by any governmental entity.  Upon request Georgia Department of Technical and Adult Education shall provide Contractor with a certificate of any tax exemptions which apply to this Contract.

27.
Amendment in Writing
Except as otherwise provided in this Contract, no amendment to this Contract shall be effective unless it is in writing and signed by duly authorized representative of all parties.

28.
Section Titles not Controlling
The section titles used in this Contract are for reference purposes only and shall not be deemed a part of this Contract.

29.
Notices
All notices provided for herein shall be deemed duly given upon delivery if delivered by hand, or three days after mailing.  Notice shall only be given to the following persons or officials at the following addresses:

CONTRACTOR:


_________________________________________



_________________________________________



_________________________________________

GEORGIA DEPARTMENT OF TECHNICAL AND ADULT EDUCATION:



_________________________________________



_________________________________________



_________________________________________

30.
Compliance with Laws and Georgia Department of Technical and Adult Education/Department of Technical and Adult Education Policies
Contractor shall perform its obligations hereunder in accordance with all applicable Federal, State, and local governmental laws and regulations now or hereafter in effect.  Contractor and Contractor’s personnel shall also comply with all State, Department of Technical and Adult Education and Georgia Department of Technical and Adult Education policies and standards in effect during the performance of the Contract, including but not limited to Georgia Department of Technical and Adult Education/Department of Technical and Adult Education policies and standards relating to personnel conduct, security, safety, confidentiality, and ethics.  Contractor agrees that any failure by Contractor or Contractor’s personnel to comply with any of the obligations of this Section may be treated by Georgia Department of Technical and Adult Education as a material breach of this Contract by Contractor.

31.
Entire Contract
This Contract instrument, including all incorporated documents, contains the entire Contract between the parties with regard to the subject matter hereof, and supersedes any and all other prior and contemporaneous agreements and understandings between the parties, whether oral or written.

32.
Severability
Any section, subsection, paragraph, term, condition, provision or other part (hereinafter collectively referred to as “part” of this Contract that is judged, held, found, or declared to be voidable, void, invalid, illegal or otherwise not fully enforceable shall not affect any other part of this Contract, and the remainder of this Contract shall continue to be of full force and effect.  Any agreement of the parties to amend, modify, eliminate, or otherwise change any part of this Contract shall not affect any other part of this Contract, and the remainder of this Contract shall continue to be of full fore and effect.

33.
Limitation of Liability/Exceptions
Except as otherwise provided inn this Contract, Contractor shall not be liable to Georgia Department of Technical and Adult Education or Department of Technical and Adult Education and State of Georgia for remote or consequential damages.  Nothing in this Contract shall limit Contractor’s indemnification liability arising from claims brought by any third party against Georgia Department of Technical and Adult Education or Department of Technical and Adult Education and the State.

34.
Drug-Free Workplace

Contractor hereby certifies as follows:

Contractor must not engage in the unlawful manufacture, sale, distribution, dispensation, possession, or use of a controlled substance or marijuana during the performance of this Contract.

If Contractor has more than one employee, including Contractor, Contractor shall provide for such employee(s) a drug-free workplace, as defined under Official Code of Georgia Annotated Section (“OCGA”) 50-242(5) and Section 50-24-3(b), throughout the duration of this Contract.

Contractor must secure from any subcontractor hired to work on any job assigned under this Contract the following written certification:  “As part of the subcontracting agreement with (Contractor’s Name), (Subcontractor’s Name) certifies to Contractor that a drug-free workplace must be provided for the subcontractor’s employee’s during the performance of this Contract pursuant to paragraph 7 of subsection B of OCGA 50-24-3.”

Contractor may be suspended, terminated, or debarred if it is determined that:

1.
Contractor has made false certification here in above; or 

Contractor has violated such certification by failure to carry out the requirements of Official Code of Georgia Section 50-24-3E.

EACH PERSON SIGNING BELOW ON BEHALF OF A PARTY REPRESENTS THAT SHE/HE IS DULY AUTHORIZED AND FULLY EMPOWERED TO BIND SUCH PARTY TO THIS CONTRACT.  THE PARTIES HERETO ACKNOWLEDGE THAT THEY HAVE READ AND UNDERSTAND THIS CONTRACT, AND AGREE TO BE BOUND BY ALL TERMS AND CONDITIONS OF THIS CONTRACT, AS INDICATED BY THEIR SIGNING OF THIS CONTRACT DOCUMENT ON THE DATES SET OUT BELOW.

CONTRACTOR:

By:  _____________________________
Date:  ________________________

Printed Name and Title:______________________________________________



  ______________________________________________
GEORGIA DEPARTMENT OF TECHNICAL AND ADULT EDUCATION:


By:  _____________________________
Date:  ________________________


Printed Name and Title:
_________________________________________






_________________________________________

Appendix E
FINANCIAL PROPOSAL

Offeror Name: _______________________________________________________________

The successful Contractor shall provide a total cost per designated period below:
PERIOD 1:
January 1, 2007 - June 30, 2007   

 ___________________________

PERIOD 2: 
July 1, 2007 - June 30, 2008


____________________________

PERIOD 3:
July 1, 2008 - June 30, 2009


____________________________

PERIOD 4:
July 1, 2009 - June 30, 2010


____________________________

PERIOD 5:
July 1, 2010 - December 31, 2010

____________________________

TOTAL FOR EVALUATION:



____________________________

NOTE:

Offerors shall provide a detailed explanation of what comprises costs above by breaking out specific costs per entity for various campaigns, feasibility studies, workshops, etc.  This information must be included in the Financial Proposal Submission and should not be reflected in any way in the Technical Proposal. 

In addition, offerors shall also provide a detailed explanation of projected success both annually and over the total four year contract period to include Gift Planning and Major Gift Contributions.
APPENDIX  F

DIRECTIONS TO DTAE

Below are directions to the Georgia Department of Technical and Adult Education for offerors who are attending the Mandatory Pre-Proposal Conference on November 7, 2006 at 2:00 p.m. in the following location:

1800 Century Place, 4th floor

State Board Room

Atlanta, Georgia 30345

By MARTA:
Take MARTA Rail to either the Brookhaven Station or to the Decatur Station. MARTA trains run every 8 minutes during peak periods. From either station, take the #19 Clairmont MARTA bus, which operates between the two stations and passes the front entrance on Clairmont Road. The bus runs approximately every 20 minutes during peak periods. 

By Car:
Take I-85 to Clairmont Road (Exit 91). If travelling north, turn left onto Clairmont (right if travelling south). Go past the traffic light for Century Boulevard (Century Center and Century Lake Office Park) and turn right at the large green sign marked "Clairmont Place" and Georgia Department of Technical and Adult Education, onto Century Place (no traffic light). Take the first left turn into the parking lot in front of the 5-story concrete building.
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