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Request for Qualifications & Proposal

PROGRAM MANAGEMENT SERVICES

The Measure J Traffic Congestion Relief Agency (TRAFFIX) is issuing a Request for Qualifications & Proposal (RFQ/RFP) from qualified consultants or firms to provide program management services for a student transportation service. 

OVERVIEW

The Measure J Traffic Congestion Relief Agency (dba TRAFFIX) operates a 16-bus student transportation service at two middle schools and five elementary schools within the boundaries of the San Ramon Valley Unified School District.  TRAFFIX is an independent Joint Powers Authority with a 7-member Board of Directors, with daily oversight provided by a Technical Advisory Committee (TAC), and community input from a Citizens Advisory Committee (CAC).   
TRAFFIX is primarily funded by Measure J, the Contra Costa ½-cent transportation sales tax, authorized by the voters for the purposes of providing traffic congestion relief through capital projects and programs, and for the maintenance of the roadway system. 

TRAFFIX does not maintain a physical office space and manages its operations primarily through telephone and electronic correspondence.  Sale of TRAFFIX bus passes is processed via telephone or its web site, www.RideTRAFFIX.com  
The selected consultant or firm does not need to occupy a physical office space within the San Ramon Valley.   Meetings of the Board, TAC and CAC are held on a rotational basis throughout the San Ramon Valley.  

SCOPE OF WORK

The qualified consultant or firm will manage the daily management and operation of the San Ramon Valley Measure J Traffic Congestion Relief Agency - TRAFFIX.  This will include providing:

1. Program Administration by providing Secretary of the Board functions (see attached Scope of Work) to its Board, TAC and CAC.   Program administration includes the maintenance and periodic update of the TRAFFIX web site (and its background database) as well as the management of the work of subconsultants as necessary and appropriate.  

2. Customer Service by responding to inquiries regarding the TRAFFIX bus service, issuing bus passes, monitoring bus routes, resolving any issues that may arise in the delivery of this transportation service.

3. Sales & Marketing Services by developing and implementing an annual strategic marketing plan for the entire system and as well as targeted efforts at each school site to increase participation.  The consultant is expected to attend school site events and meet with PTA’s, principals and community members to promote the program.  The qualified consultant will be responsible for developing media communications, including press releases and news articles.  As needed, the qualified consultant or firm will be expected to conduct research and surveys and handle public relations matters as they arise.  

4. Contract Bus Provider Oversight to ensure that the program is providing safe and efficient student bus service that also accomplishes the goal of traffic reduction.  
The volume of work associated with the Contract Management responsibilities fluctuates throughout the year.   As an example, during the spring and fall, activities associated with annual pass sales and maintenance efforts are in high demand; whereas the remainder of the year, Contract Management responsibilities are limited to the ongoing program maintenance responsibilities and oversight.    
CONTRACT SERVICES SPECIFICATIONS:


This is a contract service in which the selected consultant or firm will not be provided an office, supplies, or other materials.  In addition, the selected consultant or representative(s) of the selected firm shall be:
· Available during TRAFFIX operating hours to receive and respond to telephone inquiries from the TRAFFIX main telephone and web site.
· Available to attend evening school site meetings and community events to promote the program. 

· Available to pick up mail at least three times per week at a location in the San Ramon Valley.

· In possession of a Business License.

· Required to complete Department of Justice (DOJ) background checks and other related screenings.

INSURANCE COVERAGE
The selected qualified consultant or firm shall be required to carry commercial general liability coverage of $1,000,000 and automobile liability coverage of $1,000,000.  The Program Manager may be required to provide a fidelity bond or insurance in the event they are required to handle funds.
SELECTION CRITERIA
The consultant or firm’s proposal will be evaluated based on its responsiveness and demonstrated ability to provide services outlined in the Scope of Work and its responsiveness to the RFP/Q.  
Final selection will be based on evaluating the consultant or firm’s combination of experience, competencies, and ability to address the Agency’s needs.  
PAYMENT FOR SERVICES
This is an annual contract in an amount of up to $100,000.00, depending on qualifications.  The contractor or firm shall be paid for services rendered and invoiced each month, unless otherwise agreed upon between the Agency and the contractor.  Proposers are expected to estimate the price for services per year and complete Form B – Pricing Summary.

TERM OF CONTRACT
The contract would be valid for one year (February 2011 through February 2012), with the ability to allow for two (2) one-year extensions upon mutual agreement of the Agency and the contractor or firm.  
RESPONSE FORMAT
All submittals shall include the following information:

1. Form “A” – Applicant Information:  Please complete all fields listed in Form “A” describing information about the applicant or firm.


2. Form “B” – Price Summary:  Please complete all fields listed in Form “B.”  The price summary shall include an estimate of the cost for services per month.  This cost should include an estimate of staff time and overhead costs such as office space, telephone, insurance, personal automobile transportation and other materials.  The cost should not include postage and photocopies, which will be reimbursed to the contractor at cost.  The price estimate should not exceed $100,000 per year.


3. Description of Experience and Qualifications: Provide a description of your experience as an individual or firm, including any relevant information in transportation planning, program management, transit routing software, or local government.  A summary of relevant background, education and work experience is helpful.  


Provide information that specifically answers and addresses the following areas of qualifications:

a. Illustrate you or your firm’s experience in providing program administration experience - including the coordination, facilitation, and recordation of meetings.  
b. Illustrate you or your firm’s experience in, and knowledge of, working with public officials, public agencies and appointed committees.

c. Illustrate you or your firm’s experience and competencies in utilizing computer technology necessary to operate this virtual program (demonstrate proficiency in using MS Word, MS Excel, MS PowerPoint, MS Publisher in addition to any capabilities associated with web site management and advance databases).
d. Illustrate any experience you or your firm’s has with regard to transit routing and planning.  

4. Work Examples:  Provide brief descriptions (no more than one page each) of two projects dealing with transportation, student transportation, local government or project management completed by you or your firm.


5. References: Please provide at least three professional references (past employers or clients) relevant to this type of service.

DEADLINE AND DELIVERY 

Two (2) copies of the RFQ/RFP response shall be submitted to:

Lisa Bobadilla, Transportation Division Manager
c/o Measure J Traffic Congestion Relief Agency (TRAFFIX)
3180 Crow Canyon Place, Suite 140
San Ramon, CA 94583

The deadline for the submittal is November 19, 2010.  No information submitted by facsimile or electronic mail will be accepted unless otherwise requested by the Agency during the proposal review process.  Submittals received after 5:00 p.m. on November 19, 2010 will not be accepted. 

CONTRACTOR SELECTION SCHEDULE

The successful contractor shall be selected based on a combination of relevant past experience, qualifications and the cost proposal.

	Event
	Date

	Release RFQ/RFP
	September 22, 2010

	Proposals Due
	November 19, 2010

	Interviews with Candidate and Firms
	December 6th – December 10th  2010 

	Successful Candidate Selected

Contract Term Begins
	February 1, 2011


CONTACT

Any questions on this Request for Qualifications/Request for Proposals (RFQ/RFP) shall be directed to:

Lisa Bobadilla, Chair
TRAFFIX Technical Advisory Committee 
Phone: (925) 973-2651
E-Mail: lbobadilla@sanramon.ca.gov  
FORM A

Applicant Information

	Applicant Last Name (if individual is applying)
	Applicant First Name

	Applicant Middle Name


	Other Names Applicant is known by (if individual is applying)
	Applicant Social Security No.

	Applicant Business Name (if a firm is applying)
	
	
	

	Applicant Business Representative Name (if firm is applying)

	Applicant Address
	City
	State
	ZIP Code

	Phone
(       )
	Fax
(       )
	Mobile
(       )

	E-Mail Address


FORM B
Price Summary
This cost should include an estimate of staff time and overhead costs such as office space, telephone, insurance, personal automobile transportation and other materials.  The cost should not include postage and photocopies, which will be reimbursed to the incumbent at cost. 
 The price estimate should not exceed $100,000.00 annually.

	Estimated Price (annually):


Individual or Authorized Agent Name: ____________________________________

Company Name (if firm is applying): ______________________________________

Signature of Individual/Authorized Agent: ________________________________

Date Signed: ___________________________________________________________
MEASURE J TRAFFIC CONGESTION RELIEF AGENCY
Town of Danville ( City of San Ramon ( County of Contra Costa ( San Ramon Valley Unified School District
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