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RFB # CP11-DJ-1203
SUBMITTED BY 
THE UNIVERSITY OF MASSACHUSETTS, 
PURCHASING DEPARTMENT, SHREWSBURY, MA 01545

SPONSORED BY 
THE UNIVERSITY OF MASSACHUSETTS DONAHUE INSTITUTE
100 Venture Way, Suite 9

Hadley, MA 01035-9462

1.0 General Information
1.1 Summary
The University of Massachusetts Donahue Institute (UMDI) seeks bids from multiple qualified vendors to provide training, coaching and consulting services in support of Organizational Development and unit.   Both individual consultants and consulting businesses are eligible to apply. Multiple awards will be made against this RFB to vendors capable of providing the services which meet the award criteria.   Successful bidders will be pre-qualified to provide various types of services as specified in this RFB.  Pre-qualified vendors may be asked to provide project-specific price quotes in secondary competitions where the UMDI will identify specific requirements that are not specifically defined in this RFB.

1.2 University System
The University of Massachusetts is composed of six (6) distinct operating units, and each of their associated entities and off-site affiliates including:

· Amherst Campus

· Boston Campus

· Dartmouth Campus

· Lowell Campus

· President’s Office – Central Administration

· Worcester Campus

The University of Massachusetts Donahue Institute is the public service, outreach and economic development arm of the University of Massachusetts President’s Office.  UMDI provides services throughout the Commonwealth, nationally, and internationally.  UMDI has offices in Amherst, Boston, Westborough, Brockton, Hadley, Shrewsbury and  Southbridge MA. 

Additional information about the University of Massachusetts System is available through the University’s web site at http://www.massachusetts.edu/index.html, and for UMDI at  http://www.donahue.umassp.edu .
2.0  INSTRUCTIONS TO BIDDERS

2.1 Open Enrollment Bid Procedure
This is an open enrollment bid process, which means that bidders may submit their response (via email only) to procurement@umassp.edu  at any time prior to the end of the contract.  The email subject line must read: “CP11-DJ-1203 RESPONSE” and must have attached files, which contains the bidder’s response including completed forms.
The base period for this contract is three years, after which the UMass Donahue Institute may, at its discretion, extend the contract annually for two additional years.  If all option years are exercised, this contract will remain in effect until 2:00 PM EST, December 31, 2015.  
Bid evaluation and awards will be made on a quarterly basis. The bid deadline for the initial evaluation and award period is 2:00 PM EST, on December 31, 2010.  Any bids received after this date and time will be evaluated during the next quarterly review period.   

2.1.1 Email Response - File Size Limitations

The procurement@umassp.edu mailbox is capable of receive emails up to 25 MB in size.  If your response is larger than 25 MB, please split your response and send in 2 or more separate emails and indicated in the subject line that you are sending multiple emails, e.g. CP11-DJ-1203 RESPONSE, 1 of 2.    All emails containing your bid response must be received prior to the bid deadline.

2.2 QUESTIONS

Bidders may submit written questions via e-mail to procurement@umassp.edu.   The email subject line must read:  “CP11-DJ-1203 QUESTIONS”.  The University will respond to your individual request  and will periodically post response to all questions as an addendum to this RPF on the Comm-Pass Website and on the University’s website at http://www.massachusetts.edu/purchasing/bidinformation.html
2.3 AMENDMENTS TO BID
Any Amendments or Addendum to the RFB document will be posted on the University’s website at the following location.  http://www.massachusetts.edu/purchasing/bidinformation.html.

It is the bidder’s responsibility to periodically check this website for any possible Addenda to the RFB that may have been posted.

2.4 CONTACT INFORMATION

Except as may be noted otherwise herein, the issuing office and sole contact for the coordination and dissemination of all information regarding this RFB is:

Don Joubert, Director of Procurement and Administration

University of Massachusetts President’s Office

333 South Street, Suite 450

Shrewsbury, MA 01545

Email: djoubert@umassp.edu

2.5 Accept/Reject Bid
The University 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 University; and to correct any award erroneously made as a result of a clerical error on the part of the University.

2.6 Withdrawal of Bid
Bid offers may be withdrawn at any time prior to the bid receipt deadline date and time. Once the bid receipt deadline has passed all bids become the property of the University.

2.7 BID Results  

Complete records of all bids and awards are maintained in the University of Massachusetts President’s Office Purchasing Department.  All bid documents, which includes submitted proposals, will be made available for public examination after the bid evaluation committee has completed its bid review, selection and award.


2.8 No University Obligation

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

2.9 Authorized Signature

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

Please complete bidder information in Section 9.0.

2.10 Expenses

Expenses for developing and presenting proposals shall be the entire responsibility of the Bidder and shall not be chargeable to the University.  All supporting documentation and manuals submitted with this proposal will become the property of the University unless requested by the Bidder, in writing, at the time of the submission, and agreed to, in writing, by the University.

3.0 University Terms and Conditions


The terms and conditions that will apply to the submission of bids, to the University’s evaluation of the bids, and to the award of the contract should be reviewed carefully to ensure full responsiveness to the RFB.

3.1 Bid Format

All offers shall be made following the Instructions to Bidders provided in Section 20.  All bids shall be submitted as Best and Final Offers. Bidders will not be allowed to make material alterations to their proposal offers after the bid opening.  Each bidder shall include in their written offer all requirements, terms and conditions they may have, and shall not assume that an opportunity will exist to add such requirements, terms or conditions after the bid opening.  Bidder’s terms or conditions that are deemed unacceptable by the University may be the basis for the University’s rejection of the proposal.

3.2 Bid Materials

All material submitted in response to the RFB shall become the property of the University upon submission and will be considered as part of this RFB. 

3.3 Massachusetts Public Records Law

Access to University records is made in accordance with the Massachusetts Public Records Law, M.G.L. c. 66, s. 10.  All Bid Responses received are subject to M.G.L. c. 4, s. 7, ss. 26, and M.G.L. c. 66, s. 10 regarding public access to such documents.  Statements or endorsements inconsistent with those statutes will be disregarded.  The University will make available the documents within those Responses only upon the finalization of those records.

3.4 RFB Interpretation

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

3.5 Addendum

Any addendum issued to Bidders prior to the bid opening date shall include an addendum acknowledgement section.  Since all addenda shall become a part of the bid, all addenda must be signed by an authorized Bidder representative and returned with the bid.  Failure to sign and return any and all addendum acknowledgements will be grounds for rejection of the bid response. 

3.6 Bid Modification

Any exceptions/ additions/ alterations to the terms and conditions contained herein must be included in the bidder’s response.  Failure to provide the required data to allow for evaluation of the bidder’s response to the RFB, or failure to follow and complete the RFB format and accompanying documents will be grounds for rejecting the bid.  The University reserves the right to reject any bids that alter the terms specified in the RFB.

3.7 Confidentiality

From the date of issuance of the RFB until the opening date, the Bidder must not make available or discuss its bid, or any part thereof, with any employee or agent of the University. The Bidder is hereby warned that any part of its bid or any other material marked as confidential, proprietary, or trade secret, can only be protected to the extent permitted by Commonwealth of Massachusetts laws. 

3.8 Period of Firm Bid
All bids offers must remain in effect for a minimum period of 120 days following the RFB opening date in order to allow for sufficient time for evaluation, approval, and issuance of award notice.  Successful bidders’ offers will remain firm for the duration of any resulting award and extensions.

3.9 Pre-Award Negotiations  

After the bids are opened, but prior to award, the University 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 respondents
Selection may be made without further discussion, negotiations or bidder’s presentations; therefore, bidder shall offer the most favorable terms in response to this RFB.  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 University to determine the bidder’s overall qualifications.  The University reserves the right to request additional information or clarification on any matter included in the bid response, to enable the University to arrive at the final award decision.

4.0    Contract

4.1 Contract Term

Following a review of the bids, the UMass Donahue Institute will select the training services providers that represent the best cost/quality value to the University.  The selected vendors will be placed on the UMass Donahue Institute’s list of pre-approved training vendors, and may be required to enter into a University Of Massachusetts Contract for Services Terms and Conditions, a sample copy of which is enclosed as Appendix A..  
There is no guarantee that the UMass Donahue Institute or President’s Office will contract for any services as a result of this bid award.  An award for this bid only entitles the Vendor to be pre-qualified to provide the required services for the duration of the contract.  The base contract will expire in three years, on December 31, 2013, with the possibility of two successive one-year renewal periods.  During any renewal periods all Terms and Conditions will remain the same as the original term.   

The University reserves the right to review and/or update the pre-approved training services vendor list as needed and/or expand the number of qualified vendors if it is determined to be in the best interest of the University.
4.2 Contract Format  

This RFB, any addendum, the 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 Director of Procurement.

5.0 Evaluation Criteria

RFB responses will be evaluated by an internal UMass Donahue Institute review team.  The following criteria will be used to evaluate bid responses and pre-approve vendors:

· Background and experience

· Cost proposal

· Business references

· Completeness of bid response (Section 6.2)

· Ability to comply with Required Specifications (Section 6.1)

6.0 Bid Requirements
6.1 VENDOR CAPABILITIES
Applicants must have the following capabilities:

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

· Attend meetings, as necessary, at the request of the Contractor.

· Produce each deliverable according to schedule and within a fixed budget -- based on project specifications.

· Upon request, provide an itemized breakdown of tasks by hours and materials. 

6.2 BID RESPONSE

Bid response shall include the following items in the order listed:
1. Bidder Contact Information and Signature (Section 9.1)

2. SOMWBA Certification(s) (Section 9.2)
3. Cost Proposal (Section 7.1)

4. Training Capabilities Grid (7.2)

5. Proposal narrative (7.3)
6. Current Résumé(s) for all trainers proposed 

7. Signed statement affirming that the bidder can meet all requirement described in (Section 6.1)     

8. If applicable, 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.  

9. References from three business clients (Section 8).

10. COMPLETE Signature Requirement - Appendix A 

· Bid Offer and Proposal.

· Anti-Collusion Certificate

· Required Affidavit of State Tax Compliance

· Certificate of Compliance with Massachusetts Employment Security Law
11. COMPREHENSION of University of Massachusetts Contract Terms and Conditions - Appendix A (Review Only)

7.0   Narrative and Price Proposal
7.1 Cost Proposal:

Please complete the following rate chart by providing your maximum rate for each service category.  Rates should not include the cost of travel or materials.   
	Training

	Training

(in person)
	Training

(distance learning)  


	Curriculum Development and Customization

	Hourly Rate
	Daily Rate
	Multi-Day Rate
	Distance Learning
(per course)
	Hourly Rate

	
	
	
	
	


	Train-the Trainer

	Train-the-Trainer

(in person)
	Train-the-Trainer

(distance learning)  


	Train-the-Trainer  Program Curriculum Development and Customization

	Hourly Rate
	Daily Rate
	Multi-Day Rate
	Distance Learning 

(per course)
	Hourly Rate

	
	
	
	
	


	Coaching/Consulting

	Coaching/Consulting

(in person)
	Coaching/Consulting

(remotely/by phone)



	Hourly Rate
	Daily Rate
	Multi-Day Rate
	Hourly 
Rate
	Daily 

 Rate

	
	
	
	
	


7.2 Training Capabilities Grid 

Please indicate your area(s) of training, coaching and consulting expertise by placing a check in the appropriate boxes.
	Training, Coaching and Consulting Topics
	How many times have you consulted/trained in this area? 
	Curriculum Materials Available?
	Available via distance learning?
	Train-the-trainer option?

	1.  Organizational Capacity Building
	
	
	
	

	Developing a business plan, developing a mission statement, board development, board/executive retreats, shared visioning, bookkeeping, financial management, human resources, job description development, process improvement, job task analysis, needs assessment, process improvement, program governance, program monitoring, recordkeeping and reporting, strategic planning, training plan development, workforce analysis

	2.  Management and Leadership Skills
	
	
	
	

	Case management, employee reviews, hiring and retention strategies, techniques, leadership skills, management techniques, leadership style assessment, managing change and innovation, mentoring, performance coaching, planning and decision  making, public sector management, succession planning, 360 evaluation

	3.  Group/Team Development
	
	
	
	

	Style differences, communication skills, giving/receiving feedback, group dynamics, interpersonal communication, problem solving, self-assessment techniques, team building, team development

	4.  Communication
	
	
	
	

	Business writing, cultural competency, grant writing, influence skills, interpersonal communication, planning/conducting effective meetings, presentation skills, public speaking, technical writing

	5.  Dealing with Difficult Situations
	
	
	
	

	Conflict resolution, dealing with difficult people, workplace conflict, managing performance problems, mediation, responding to customer complaints

	6.  Product/Program Development
	
	
	
	

	Product development, process documentation, product launch, program development/design, program assessment, entrepreneurial training, instructional design, market research, branding, marketing

	7.  Workplace Health
	
	
	
	

	 “Green” workplace practices, ergonomic design, time management, understanding/dealing with workforce stress, work/life balance, wellness awareness, workload management

	8.  Legal Issues
	
	
	
	

	Conducting effective/complete/timely investigations, foundations of Americans with Disabilities Act, Family Medical Leave, information security, labor relations, sexual harassment awareness/prevention

	9.  Technology Issues
	
	
	
	

	Cyber-etiquette, information security, Microsoft Office software training, keeping employees out of cyber-trouble

	10. Supervisory Training and Development
	
	
	
	

	Leadership/management skills, effective delegation, motivating others, giving effective feedback, mentoring/coaching, supervisory style assessment

	11. Customer Service
	
	
	
	

	Customer responsiveness, customer satisfaction, dealing with customer complaints, creating customer loyalty

	12. Sales management training  
	
	
	
	

	Front-line selling skills, coaching sales professionals, strategies for engaging potential buyers,  sales management, setting/meeting sales goals, cultivating new markets


7.3 Proposal Narrative.
Formatting Instructions:  Proposal Narrative should be single spaced, one page maximum with 1” margins. Type should be easily legible (e.g., Times New Roman) of 12 point font or larger.

Please address the following in your proposal narrative:

A) Organizational Overview:  Describe your training organization.  Are you an independent consultant or do you represent multiple trainers?  What is your training philosophy? What sets your organization apart from others in the business?
B) Selecting Qualified Trainers:  If you represent multiple trainers, please explain your process/procedures for selecting qualified trainers.

C) Maintaining Quality: Describe your ongoing quality assurance procedures. Describe your procedures for evaluating the effectiveness of course content.
D) Professional Development:  Describe your process for ensuring that trainers are up-to-date in their knowledge of the subject areas in which they train.     
8.0 References
Please provide three client references below (please type or print clearly):
	 
	Customer Name
	Contact Name and Title
	Telephone Number
	Email Address

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


9.0 Bidder Information and Signature

9.1 Vendor Contact Information and Signature

(please type or print clearly)

	BIDDER (BUSINESS) NAME
	 

	BIDDER CONTACT PERSON
	

	ADDRESS 1
	 

	ADDRESS 2
	

	CITY
	 

	STATE
	 

	ZIP
	 

	TELEPHONE
	 

	FAX
	

	EMAIL
	

	Web Address
	


Authorized Signature:____________________________
​​​​Date _____________

9.2 State Office of Minority and Women Business Assistance/Small Business Administration (SOMWBA/SBA) Certification:  

	SOMWBA/SBA Certification

(Please check all that apply)

	
	I am presently certified 
	I may be eligible but am not certified
	I do not qualify

	Small Disadvantaged Business Concerns (SDB, DBE, 8(a))
	
	
	

	Minority Business Enterprise (MBE)
	
	
	

	Women-Owned Business Enterprise

(WBE)
	
	
	

	HUBZone or enterprise zone business
	
	
	

	Veteran-Owned Small Business
	
	
	


Please attach a copy of your certification(s) to this document

END OF RFB CP11-DJ-1102
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