Request for Bid
Research Project Manager
SUBMITTED BY 
Karen E. Purves, M.A.
Las vegas NV 89123
1.0 General Information
1.1 Summary
Funder is seeking bids from multiple qualified vendors to provide Research Project Manager services in support of a pilot study and resulting write-up for a Parent/Toddler Curriculum. Both individuals and businesses are eligible to apply. Multiple awards may be made from this RFP to contractors capable of providing the services which meet the award criteria. This is a privately funded project and the pilot program will take place in Las Vegas, NV, but you need not reside in or near Las Vegas, NV.
2.0  INSTRUCTIONS TO BIDDERS

2.1 Proposal Procedure
The deadline for proposals (via email only) is 5:00pm Pacific Time on December 27, 2013. The email subject line shall read: “Parent/Toddler Curriculum RFP”. Proposal evaluation and awards will be made shortly thereafter. 
2.2 Questions
Bidders may ask/submit questions in the following two formats:

1) Strongly preferred method is via text to 702-724-4912. Text replies will be responded to within several hours. When asking your question, refer to the “Parent/Toddler Curriculum RFP” in the text.

2) Secondary method is via email to samneph@earthlink.net. Email requests may not be responded to for several days. When asking your question, refer to the Parent/Toddler Curriculum RFP” in the email subject line.
2.3 Contact information
The primary contact for this RFP is:

Karen Purves
7383 Lionheart 

Las Vegas NV 89123

Text: 702-724-4912 (NO CALLS, PLEASE)

samneph@earthlink.net

2.4 Accept/Reject Proposals
The funder reserves the right to reject any or all bids, wholly or in part; to waive technicalities, irregularities, and omissions; to make the award in a manner deemed to be in the best interest of the project; and to correct any award erroneously made as a result of a clerical error on the funder’s part.

2.5 Withdrawal of Proposal
Proposals may be withdrawn at any time prior to the 5:00 Pacific Time December 27, 2013. 
2.6 No Obligation

The RFP in no manner obligates the funder to the eventual purchase of any services described, implied, or which may be proposed, until confirmed by written agreement, and may be terminated by the funder without penalty or obligation at any time prior to the signing of an agreement. 

2.7 Authorized Signature

The proposal offer shall be signed by a person who is authorized to make such commitments for the bidder.

2.8 Expenses

Expenses for developing and presenting proposals shall be the entire responsibility of the Bidder and shall not be chargeable to the funder.  All supporting documentation, studies and journal article(s) submitted with this proposal will become the funder’s property, unless requested by the Bidder, in writing, at the time of the submission, and agreed to, in writing, by the funder.

3.0 Terms and Conditions


3.1 Proposal Format

All proposals shall be made following the Instructions provided in Section 6.  All proposals shall be submitted as Best and Final Offers. Bidders will not be allowed to make material alterations to their proposal after the bid opening.  Each proposal shall include in the written offer, all requirements, terms and conditions, and shall not assume that an opportunity will exist to add such requirements, terms or conditions after the proposal deadline.  Terms or conditions that are deemed unacceptable by the funder may be the basis for rejection of the proposal.

3.2 Proposal Materials

All materials submitted in response to the RFP shall become the property of the funder upon submission. 

3.3 RFP Interpretation

Interpretation of the wording of this document shall be the responsibility of the funder and that interpretation shall be final. 

3.4 Proposal Modification

Any exceptions/ additions/ alterations to the terms and conditions contained herein must be included in the proposal.  Failure to provide the required information to allow for evaluation of the RFP, or failure to follow and complete the RFP format will be grounds for rejecting the proposal.  The funder reserves the right to reject any bids that alter the terms specified in the RFP.

3.5 Confidentiality

This project is original and proprietary. The consultant/winner(s) of this bid shall be prepared to keep the funder of this project confidential, as well as the details of this project, prior to publication in a journal. Failure to keep this confidentiality is grounds for termination from any further work on the project, and any previously agreed upon work that has not yet been completed at the time of breach of confidentiality will not be compensated.  

3.6 Period of Firm Offer
All proposal offers must remain in effect for a minimum of 45 days following the RFP deadline in order to allow for sufficient time for evaluation, approval, and issuance of award notice.  Successful offers will remain firm for the duration of any resulting award and extensions.

3.7 Pre-Award Negotiations  

After the proposals are opened, but prior to award, the funder may elect to conduct negotiations with the highest ranked bid respondents for purposes of:

· Resolving minor differences and information
· Clarifying necessary details and responsibilities
· Emphasizing important issues and points
· Receiving assurances from bidders
Selection may be made without further discussion, negotiations or bidder’s presentations; therefore, bidder shall offer the most favorable terms in response to this RFP.  Bidder must demonstrate an understanding of the scope of service to be provided and the ability to accomplish the tasks set forth.  Bidder shall include information that will enable the funder to determine the bidder’s overall qualifications.  The funder reserves the right to request additional information or clarification on any matter included in the bid response, to enable the funder to arrive at the final award decision.

4.0    Contract

4.1 Contract Term

Following a review of the bids, the funder will select the individual/organization that represents the best quality/value/fit to the funder.  The approximate duration of the contract will be 18 months, with approximate start date of January 2014 and end date June 2015 with intermittent needs during that time period. 
4.2 Contract Format  

This RFP, any addendum, bidder’s response thereto, all additional agreements and stipulations, and the results of any final negotiations will constitute the final contract.

4.3 Contract Modification 
Any changes to the contract must be agreed to, in writing, by both parties prior to their execution.

4.4 Contractor Assignment of Sub-Contract

The resulting contract shall not be assigned, transferred, or sublet, in whole or in part, without the prior written approval of the funder.

5.0 Evaluation Criteria
RFP responses will be evaluated by and Parent/Toddler Curriculum collaboration team members. The following criteria will be used to evaluate proposals:

· Clear understanding of what is required and ability to complete the tasks

· Attitude of flexibility (i.e. eagerness/excitement to achieve/succeed is valued above previous proven experience)
· Willingness to collaborate on the project with the team and funder
· Demonstrated open and clear communication style

· Ability to articulate how come you believe in this project specifically (i.e. what’s in it for you besides money?)

· Cost proposal

· References
· Completeness and attention to detail of proposal response 
6.0 Bid Requirements
6.1 Background

The funder intends to create a 12-week course for parents of toddlers ages 2-5, where empathy/attachment principles and strategies are shared so that the children feel whole and secure, and have the neurobiological structure for success in later educational, social, personal and professional endeavors. Strengths of the funder and team are passion, drive and real-world experience. Weaknesses of the funder and team are lack of being parents themselves and not having education in positive/developmental psychology.
6.2 Scope of work 

The funder for this Parent-Toddler curriculum/workshop series is an individual and has an ambitious, yet reachable, timeline for success. The approximate timeline is as follows:
Dec 2013 - Feb 2014 Literature review, learn, research*

March-April 2013 – Observe in preschools and offer “Mommy and me” classes*

May 2014 – Layout/Create curriculum*

June-September 2014 - Pilot program
October- December 2014 – Write up study and submit for publication
May/June 2015 – Publication of study

*Vendors are not active in these periods as part of these specific tasks, but s/he will be needed throughout all time periods for questions, preparation for study, when study participants are being found, forms, etc. Funder will need help throughout the process with organizing and strategic decisions, but heavy vendor participation will be focused October-December 2014 as far as write-up, analysis and preparation for submission for journal submission. Vendor can do research prior to September on which publications are likely to be among the best to submit to. 
6.3 Statement of Purpose

The project needs a Research Project Manager to handle, develop, write, collaborate and lead the project team members on topics of statistical analysis and consultation, research design, writing up a study with the intention of submitting and getting the study published. The funder needs help with measurement outcomes, sample sizes, assessments, research design, IRB approval (if necessary), forms such as those to get permission, possible database help to keep subject contact information, writing up a research paper once the pilot study is done, including the research, discussion and bibliography as well as collaborating on determining the best publication to submit to and follow procedures to submit for publication. The goal of this project is to end up with a published study. Literature review is not needed as it is being conducted by the funder and teammates. Also, the pilot study will be facilitated by the funder, so that is not part of the Research Project Manager consultant’s position. The funder is not familiar with the research design, statistics and journal article process, so there may be gaps in what is needed that are not described here, but this is the best effort at describing what is needed. 

6.4 Deliverables

Vendor will be expected to know each step of the research study process and overlay a timeline of what needs to be done and when, that falls in line with the above overall project timeline. Vendor will be expected to provide expertise on such things as moderators, mediators, what statistical analysis to use, sample size, random assignment, research design, validity, what assessments are appropriate for toddlers, what forms need to be filled out and when, etc. and to alert the funder to these needs so the funder can make appropriate decisions. The vendor will then be asked to create/edit some of these documents as needed. The vendor is expected to know how to write a research article at the caliber of publication in a reputable journal and how to submit, and make edits to, a paper as part of the publication process. Vendor is expected to write article (except for literature review) including charts, graphs, and bibliography. 

6.5 Outcome and Performance Standards

Outcome targets include meeting the deadlines outlined in Section 6.2. Between January and June, vendor should be prepared to lead the funder and team on a timeline of what needs to happen and when so that the study can take place starting in June. Vendor will be given data in late September for analysis and writeup beginning approx. 10/1 with an anticipated submission date to an agreed upon journal by 12/31/14 and publication approx. May/June 2015. Vendor must have demonstrated statistical analysis and research design experience (graduate level coursework is sufficient). Vendor must demonstrate an understanding of the steps and timeline to lead others in this process. Methods for monitoring progress may include:

· Communicate on an as-needed basis with the designated Contractor representative.

· Produce each deliverable according to schedule and within a fixed budget -- based on project specifications.
· Providing an itemized breakdown of tasks by hours and outcomes (time to produce such documents is not billable). 
If vendor does not complete a task in the way it was requested initially, correcting the work to produce what was originally requested is not billable time. Payment schedule will be bi-weekly, unless vendor prefers another method, and if so, this can be discussed. It is possible successful completion of this project will lead to a subsequent contract. Inadequate leadership or producing material that is not of high caliber could result in the termination of the contract relationship.
6.6 Proposal Response 
Bid response shall include the following items in the order listed:
1. Please restate in approximately one sentence each (do not copy and paste, use your own words): a) what you understand this whole project is intended to do, and b) what your role is
2. Share an example of where you demonstrated flexibility with others on a similar type project (about a paragraph answer)
3. Share an example (about a paragraph answer) of you successfully working with other strong personality types and what you did to make that work well
4. If you don’t understand what is being asked of you on a project of this type, what exactly would you do? Kindly be as specific as possible. (Sentence or two)
5. What about this project appeals to you personally aside from the compensation? (Sentence or two)
6. Cost Proposal – kindly include: 1) hourly rate (or different billing structure such as retainer or “all inclusive project fee”), 2) your willingness and availability on an as-needed basis for calls/emails/skype, etc., 3) approximate number of hours of vendor work as part of each phase and 4) an overall “not to exceed” amount for the 18 month project
7. How many times have you consulted on a project of this nature?
8. What is your experience/education in research methods, design, writing up a study and getting accepted for publication?

9. Do you have sample journal articles submitted for review or published? If so, please attach at least one to your email submission, or a link to where it can be found online
10. Have you conducted original (i.e. your own, not a Professor’s) research?

11. Attach current resumé 

12. Name, phone number, time zone and email for three references who can speak to your ability to do this type of work. Kindly note, if you are considered a top candidate for this consultancy, references will be contacted. 
13. Please include the statement “I (your first and last name) affirm I am the bidder and can meet all requirements described herein” and the date. 
14. If applicable, attach to your email evidence of federally recognized status as a Small Business, HUBzone Business, Small Disadvantaged Business, 8(1) Business, Service Disabled Veteran Owned Business, Veteran Owned Business, or Woman Owned Business.  
15. Your contact information (include name, business name (if applicable), address, city, state/province, postal code, country, primary and secondary phone numbers, email address, fax number (or please state “no fax”), and website (if applicable).
END OF RFP
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