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REQUEST FOR QUALIFICATIONS (RFQ) 
FOR 

PROFESSIONAL SERVICES 
Marketing Consultant 

 
1. INTRODUCTION 
 
The intent of this REQUEST FOR QUALIFICATIONS is to obtain a qualified person, firm, 
or corporation, hereafter referred to as "Respondent," to provide professional services to 
work with the Northwest Intermountain Manufacturers Association to develop a marketing 
plan for the trade association and its membership.  The deliverables shall include 
preparation of a defined scope of work and a delineated joint action plan with the NIMA 
organization, the development of research tools, over sight of the data gathering process, 
synthesis of the data and a written report, and the completion of a written marketing plan. 
  
The Northwest Intermountain Manufacturers Association (hereafter referred to as 
“NIMA”), in collaboration with Lewis County, Idaho and the Clearwater Economic 
Development Association of Idaho, is soliciting written qualifications from interested 
Respondents for these professional services.  NIMA is a trade association of small and 
mid-size manufacturers whose place of business is in the boundaries of Lewis, Idaho, 
Clearwater, Latah, and Nez Perce counties of the State of Idaho and of Asotin, Garfield, 
Whitman, and Columbia counties of the State of Washington. 

 
To be eligible for consideration, the Respondent must be capable of supplying the 
services as noted herein, and must also meet all other criteria outlined in this Request for 
Qualifications. 
 
2. INQUIRIES AND CORRECTIONS 
 

All inquiries relating to this request shall be addressed to: 
 

Christine Frei, Executive Director 
Clearwater Economic Development Association (CEDA) 

1626 6th Avenue North 
Lewiston, ID  83501 

(208) 746-0015 
clfrei@lewiston.com 

 
 

If a Respondent submitting qualifications finds discrepancies in or omissions from the 
Request for Qualifications (RFQ) or should require additional clarification of any part 
thereof, a written request for interpretation may be submitted.  Any interpretation of, or 
change made to the RFQ, will be made by written addendum to each interested party, 
and shall become part of the request for any contract awarded.  NIMA will not be 
responsible for the accuracy of any oral explanations.  All inquiries shall be made in 
writing and all responses will be provided in writing, with copies being sent to all 
Respondents.  To be given consideration, inquiries must be received at least five (5) 
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calendar days prior to the date established for the opening of the qualifications.  It shall 
be the responsibility of each Respondent to verify that every addendum has been 
received prior to submitting proposals. 

 
3. SUBMITTAL DATE & LOCATION  
 

All responses must be received by the Clearwater Economic Development 
Association (CEDA), 1626 6th Avenue North, Lewiston, ID  83501, (208) 746-0015 
prior to 1:00 PM, Friday, May 22, 2009.  Responses must be submitted in a 
sealed envelope plainly marked "REQUEST FOR QUALIFICATIONS - 
PROFESSIONAL SERVICES/NIMA Marketing Project".  
 

4. LATE AND TELEGRAPHIC RESPONSES 
 

Late proposals will not be accepted under any circumstance, and any response so 
received shall be returned to the Respondent unopened.  In addition, telegraphic 
and/or proposals sent by electronic devices are not acceptable and will be rejected 
upon receipt.  Respondents will be expected to allow adequate time for delivery of 
responses.  Sole responsibility rests with the Respondent to see that their 
response is received on time. 
 

5. CONDITIONS OF RESPONSE SUBMITTAL 
 

All Respondents shall comply with all conditions, requirements, and specifications 
contained herein; any departure will constitute sufficient cause for rejection of the 
response. 
 
The response must be signed by a duly authorized official of the Respondent 
submitting the proposal. 
 
No response will be accepted from any Respondent that is in arrears for any 
obligation to NIMA, or that otherwise may be deemed irresponsible or 
unresponsive by NIMA.   

 
The successful Respondent shall be prohibited from assigning or subcontracting 
the whole or any part of the contract without the prior written consent of NIMA. 
 
The successful Respondent and its employees will operate as an independent 
contractor and will not be considered an employee or employees of NIMA. 
 
NIMA reserves the right to negotiate an agreement based on fair and reasonable 
compensation for the scope of work and services proposed.  NIMA also reserves 
the right to reject any and all responses or any part thereof.  The right is reserved 
to waive any formalities or informalities contained in any response, and to award 
the project to the most responsive and responsible Respondent as deemed in the 
best interest of the project. 
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NIMA will not return responses, or other information supplied to NIMA, to 
Respondents. 
 

6. EVALUATION OF RESPONSES 
 

All responses will be evaluated by the NIMA Marketing Oversight Committee 
appointed by NIMA Board of Directors.  Responses will be evaluated on the basis 
of the Evaluation Criteria noted herein.  The Oversight Committee reserves the 
right to “short list” and interview prospective Respondents on the basis of the 
responses received.  During the interview and evaluation process, NIMA reserves 
the right to request additional information or clarifications from Respondents; or to 
allow corrections of errors or omissions.  The qualified Respondent selected for 
the award will be chosen on the basis of the apparent greatest benefit to NIMA, 
and not necessarily on the basis of the lowest price.   Unsuccessful Respondents 
will be notified as soon as possible. 
 

7. CONTENT OF QUALIFICATION PROPOSAL AND EVALUATION CRITERIA 
 

Respondents are asked to submit a letter of qualifications that addresses each of 
the following criteria.   
 
A. Educational background and qualifications. The Respondent shall include a list 

of those individuals who will be working on the project either as 
employees/principals of the Respondent, and the names of subcontractor 
entities (should NIMA consent) who will work on the project under the 
supervision of the respondent.  For employees/principles/subcontractors of the 
Respondent, a brief statement of individual education, professional 
registrations, areas and years of relevant experience is required as well as a 
brief list of representative clients.  (30%)   
 

B. Breadth of Services.  List and explain the types of services you offer and to 
what extent these services can be provided; (30%) 

 
C. Direct Project Experience.  Provide an explanation of the services provided to 

other entities that demonstrate the company and/or consultant’s capabilities.  
Be sure to include references for each project (name of company, company 
contact, mailing address, phone number, and email address.) (40%)    

 
8.   RESPONSE ELEMENTS AND FORMAT 
 

Responses to this RFQ shall be comprised of a Letter and attachments. 
 
The letter narrative shall:   

• State the name, address, and telephone number of the Respondent, and 
must bear the signature of the person having the authority to bind the 
Respondent in a formal contract with NIMA. 

• Identify by sub-headings each of the evaluating criteria;  
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• Use 12 pt. type, single spacing with double spacing between paragraphs; 
• Not exceed five (5) pages; and 
• Be addressed to: 

Christine Frei, Executive Director 
Clearwater Economic Development Association (CEDA) 
1626 6th Avenue North 
Lewiston, ID  83501 

 
Attachments shall:  

• Not exceed ten (10 pages) and may include: 
• Resume of the consultant that will work directly with the project (1-2 

pages); 
• Company brochure; 
• Support letters (not to exceed three letters); 
• Any other documents that may be pertinent to this RFQ. 

 
Please provide seven (7) copies of the proposal. 
 
 

9. SCOPE OF WORK OF THE PROJECT 
 
This project is being funded by three sources:  the US Department of Commerce 
Economic Development Association Technical Assistance Grant Program; the 
Idaho Department of Commerce GEM Grant Program; and donated contributions 
from Avista Corporation.  The scope of work of this project is summarized in the 
GEM Grant Application & Contract that comprises Attachment A.  
 

10. REIMBURSEMENTS FOR PROPOSAL COSTS 
 

There is no expressed or implied obligation on behalf of NIMA to reimburse the 
selected Respondent for any expenses incurred in responding to this RFQ or in 
attending an interview in response to this Request for Qualifications. 
 

11.     FUNDING LIMITATIONS 
 

Funding for this project is limited to funding sources supporting this project and will 
not exceed $20,000.   
 

12. INDEMNIFICATION 
 

The selected Respondent agrees to indemnify and hold harmless NIMA, the 
Oversight Committee, and its officers and its employees, from and against all 
liability, claims, demands, and expenses, including court costs and attorney fees, 
on account of any injury, loss, or damage, which may arise out of or are in any 
manner connected with the work to be performed, if such injury, loss, or damage is 
caused in whole or in part by, or is claimed to be caused in whole or in part by, the 
negligent act or omission, error, professional error, mistake, accident, or other fault 
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of the selected Respondent, subcontractor of the selected Respondent, or any 
officer, employee, or agent of the selected respondent.   
 

13.  ESTIMATED TIMELINE FOR PROJECT 
 

Release Request for Qualifications – May 6, 2009 
 
Deadline for Qualification Responses – May 22, 2009 
 
Evaluation of Proposals by Oversight Committee – May 26, 2009 
 
Approval and Award of Bid to Qualified Respondent – May 26, 2009 
 
Approval of Project Contract – May 29, 2009 
 
Completion of Project – November 30, 2009  

 
 


































