SIBLEY MEMORIAL HOSPITAL FOUNDATION

5255 Loughboro Road, N.W.

Washington, D.C. 20016

202-537-4257

REQUEST FOR PROPOSAL

Release Date:  March 3, 2008
Due Date:  March 28, 2008
This document constitutes a request for sealed proposals, including itemized prices, from qualified individuals and organizations to furnish those services and/or items described herein.

Proposals must be delivered or mailed to:
Audry Carter
President

Sibley Memorial Hospital Foundation

5255 Loughboro Road, N.W.
Washington, D.C.  20016
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BACKGROUND INFORMATION

About Sibley Memorial Hospital Foundation (SMHF):
The Trustees of Sibley Memorial Hospital established the Sibley Memorial Hospital Foundation and incorporated it as a 501(c)(3) organization in May of 2007.  A separate Board of Trustees was created specifically to oversee the Foundation with a primary purpose of raising money.  A president was recruited and the staff is small but growing.
Our Services
SMHF solely supports the Sibley Memorial Hospital in its fundraising efforts that include major gifts, annual fund and the initial planning for a campaign.
Current Situation
In the past, Sibley Memorial Hospital’s fundraising efforts were primarily passive and reactive.  We are currently looking to identify our marketing strategies, messaging and materials in order to successfully launch a major campaign in the near future and transform the approach to fundraising.  
SCOPE OF SERVICES
Sibley Memorial Hospital Foundation is soliciting written proposals from qualified organizations to provide the following by June 30, 2008:
1. Market Research

2. Brand Strategy, Messaging and Positioning
3. Website Design and Development

4. Collateral Material Development focusing on the Case for support
Special Considerations:

· The firm we work with must be able to coordinate the messages and offered services of SMHF to various markets – specifically tailored to the nonprofit sector and corporate professionals who serve as board members for these organizations.
· The firm we work with must understand the nonprofit sector and preferably be familiar with the healthcare industry.
· The majority of the new business SMHF currently generates is through existing relationships with former patients in the Washington metropolitan area.  Through market research, we are looking for a firm to provide a proven strategy for identifying and cultivating prospective clients in new, relevant and untapped areas.
· We are planning on creating a case statement document that is flexible in its application and in modification for change (possibly including the ability to insert project details, proposal asks, etc.).  We are interested in cost effective solutions for the printing of these inserts to allow for ongoing updating needs. Ideas for internal printing solutions are encouraged. 
PROPOSAL FORMAT – DEADLINE:  March 28, 2008
The proposer is asked to define the approach to achieve the objectives presented in this request for proposal (RFP).  The proposer should include a refined scope of work incorporating the following tasks, and any proposed changes, additions or recommendations.  As appropriate, the description of each project task should include specification of the task itself, the methodology or analytical process, scheduling, personnel, timing, and costs.  

In order to be considered for selection and possible contract, each proposal must be complete and include the following at a minimum:

1. Cover Letter:  A one-page maximum, dated cover letter signed by an official of the firm who has authority to enter into a contract on behalf of the firm.  The cover letter must also contain the complete name of the responding firm, including any assumed business names or designation.  If a proposer is owned or controlled by a parent company, the name, main office address and parent company’s tax identification number must be provided.
2. Approach:  Describe the approach the proposer will take in working with SMHF to accomplish the following outcomes in such a way that demonstrates the proposer’s understanding of the issues and tasks, and the proposer’s ability to address them:

a. Market Research

b. Brand Strategy, Messaging, and Positioning

c. Website Design and Development

d. Collateral Materials

3. Return on Investment: State what benefits SMHF could gain from embarking on the projects outlined in this RFP.

4. Organization Qualifications and Experience:  Include the number of years in business and scope of general services provided to clients.  Provide specific areas of expertise in relation to the scope of work outlined in this RFP.  Describe the proposer’s background in market research, branding, web design and development, and collateral material development; as well as related clients and experience:
a. Describe your firm’s experience in conducting the services outlined for 1) the consulting sector and 2) the nonprofit sector.

b. Describe the outcomes of the above referenced projects.

c. Provide a minimum of three (3) visual examples of your successful work.
5. Scope of Services: The proposal should contain a description of each task with an explanation of how the proposer plans to approach the tasks and steps that will be taken to complete the tasks.  Proposers must demonstrate that the magnitude and importance of each individual task is understood.  
6. Experience of Key Personnel:  Provide a professional bio/resume for the person/personnel who will be assigned as the lead person and the staff who will be working on this assignment.  Also include accreditations, licenses or special training.  Discuss specific roles in relation to the work required.

7. Proposed Project Schedule:  Tasks should be organized into phases constituting measurable deliverables for the proposed scope of work by June 30, 2008.
8. References, related experience and examples of work:  Provide at least three (3) client references, preferably industry related and for relevant work.  Specify the client, location, participating individuals from the firm and his/her role on the team, type of work, implementation results or status, examples of work, and other relevant information as needed.  Include a contact name, email address and phone number for each reference. 

9. Proposed Budget: Please provide a total dollar amount for the cost of this project and itemized costs for each service area specified in this proposal, and for any sub-consultants, inclusive of reimbursable expenses.  Specify whether the services will be performed under a fixed fee or T&M with a cap.  Include hourly rates for staff members, anticipated hours for each staff member and an estimate for all reimbursable expenses.  
All proposals must be presented in original print form with an electronic copy on a recordable compact disc or USB flash drive (no email or faxed versions can be accepted).  Please submit FOUR (4) print copies of the proposal for review by the members of the SMHF selection committee.  Proposals should not include original irreplaceable materials.

SELECTION PROCESS
Qualifications:  All proposals received by March 28, 2008, will be evaluated by the SMHF selection committee. Only information that is received in response to the RFP or any subsequent interview will be evaluated.  SMHF will judge the responses of each proposing firm in several critical areas.  Initial review of the proposals will be based on overall evaluation and assessment of the materials contained in each proposal.  At this phase of the selection process, qualifications, experience, approach, past results, and other factors outlined above will be of utmost importance. 

Selected proposers may be invited to an interview, tentatively scheduled for the week of March 24, 2008.  At this stage, all interview candidates will be considered suitable to perform the required components of the contract.  During the interviews, special attention will be given to portfolio reviews and the perceived ability of the candidates to work in cooperation and harmony with the SMHF team. Special attention will also be given to initial design concepts in order to show SMHF the range of creativity and originality that each provider is capable of contributing to the design aspects of this project.
Selection criteria:  The selection committee will choose the most qualified proposal based on the following:

· General experience: Evaluation of demonstrated experience and ability to provide service as identified in the scope of work.  Includes experience, qualification and certification of key staff identified in the proposal, and initial creative ideas that may apply to SMHF.
· Project approach and schedule:  Evaluation points will be awarded based on submitted project approach and proposed project schedule.

· Cost and fee structure:  The submitted fee structure will be compared to fee schedules proposed by other firms.  Each proposer’s cost-saving and added-value advantages will also be considered.

· Demonstrated knowledge: Both of the consulting and nonprofit sectors.

OTHER CONSIDERATIONS

1. Confidentiality:  It is understood that proposals may contain confidential information in relation to previous client strategies, goals and results.  Applicants are encouraged to obtain written permission from previous clients before including any confidential or sensitive information relative to those clients.  In return, the selection committee shall keep all proposals and the information they contain confidential.  

2. Handling of Proposals:  Until the selection process is complete and a firm is chosen, the selection committee members will each possess one copy of each proposal.  The committee members are advised to treat the proposals and the information they contain with the strictest confidentiality.  Following the selection process, SMHF may opt, for archival reasons, to keep one copy of each proposal on file in a secure locked area of its office.  For security reasons, all other copies of the proposals will be shredded, destroyed or returned to the proposal submitter at their option.  For this reason, candidates are encouraged to include copies of materials that are not the sole copy.

3. Acceptance/Rejection of Proposals:  SMHF reserves the right, at its discretion, to reject any proposal that does not meet the stated criteria; to waive minor information within a specific proposal; or to cancel or extend this solicitation for proposals.

4. RFP Questions/Clarification:  Questions regarding the RFP or requests for clarification of the RFP must be sent in writing or by email to Audry Carter at the SMHF address or to acarter@sibley.org.  Written and/or email questions must be received no later than 
March 10, 2008.  Requests must contain an email address to which the appropriate response can be sent.  Responses to questions that the committee feels could be of value to all applicants will be sent to the applicant who asked the question and copied to all other applicants who supplied an email address when obtaining the RFP packet.

5. Disclosure:  Other than the name of the selected firm, no other information regarding the candidates or their proposals shall be made public.
6. Cost for Preparation of Proposals:  SMHF is not responsible under any circumstance for costs incurred as a result of the preparation or submission of the candidates’ proposals.

CONTRACT AWARD

SMHF reserves the right to award one or multiple contracts for the outlined scope of work, although it anticipates it will award the entire contract to one party.  SMHF also reserves the right to not award a contract to any candidate, if none are deemed suitable.  SMHF further reserves the right to cancel the services contract at any time and for any reason upon notification in writing to the selected firm.  If the awarded services are terminated for other than cause by the awardee, all fees and actually incurred expenses will be paid on a percentage of complete basis.

Proposal selection and project schedule: 
Proposal due date:


3/28/08

Selection interviews:


Week of 4/1/08

Award agreement:


4/7/08

Projected agreement start date:
4/14/08

Project completion: 


7/15/08

Submit Proposals to:

Audry Carter
President

Sibley Memorial Hospital Foundation

5255 Loughboro Road, N.W.

Washington, D.C. 20016
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