RFQ ATTACHMENT A – RESPONSE TEMPLATE


	REQUEST FOR QUALIFICATIONS FOR: 
Program & Strategic Plan Development

Evaluation Design and Implementation

Communications Strategy Development & Implementation

Stakeholder Outreach, Engagement and Facilitation Services for System Change/Design

Data and Information Management

Translation Services

RFQ# 2019-1
CONTACT: Derik Aoki, derik@first5sf.org, 415.557.9912


Responses received under this RFQ that fail to address each of the requested items in this Attachment A, Response Template in sufficient and complete detail to substantiate that the Respondent can meet the City’s Minimum Qualifications, will be deemed non-responsive and will not be considered for pre-qualification.  Note that responses of “To be provided upon request” or “To be determined” or the like, or that do not otherwise provide the information requested (left blank) are not acceptable.  
Instructions are provided in blue and may be deleted. Please complete your response in the template provided, following the page limits set for each section.  In order to receive the maximum amount of points, please be sure to follow this format carefully and thoroughly (but concisely) address each section.  Please ensure your response meets the Minimum Qualifications so that it will be evaluated. 

	Check Service Area (One) for which firm wishes to pre-qualify

	________
	Program & Strategic Plan Development

	
	Evaluation Design and Implementation

	
	Communications Strategy Development & Implementation

	
	Stakeholder Outreach, Engagement and Facilitation Services for System Change/Design

	
	Data and Information Management

	_
	Translation Services


COMPLETE A SEPARATE APPLICATION PACKET FOR EACH SERVICE AREA

A. Executive Summary

1.
Respondent Information and Partner(s)

	Respondent’s Firm Name
	

	Respondent’s Firm Address
	

	Location of Respondent’s Office to Perform Services under this RFQ
	

	Respondent’s City Vendor ID

Respondent’s Firm Partner(s) Name(s)
	Note: Possession of this number serves as partial verification that the Respondent has completed the City’s administrative requirements (see Attachment III for more details).


2.
RFQ Contact

Clearly identify the person that will serve as the overall RFQ contact.  This person will receive e-mail notifications regarding the RFQ process.

	Name
	

	Title
	

	Email
	

	Phone
	

	Fax
	

	Address
	


B. Minimum Qualifications – 10 points
Experience
For the Service Area to which you are applying, please check off the categories (and sub-categories) of project types for which your firm and proposed staff have provided consultation services:

Program & Strategic Plan Development

1. Needs assessment

· Design process to gather key data using primary and secondary sources

· Interview stakeholders and key informants in individual or group settings

· Collect and analyze key data from primary and secondary sources using quantitative and qualitative techniques

· Synthesize core issues for consideration in plan development and decision making

· Design coherent presentation of findings and considerations 

2. Strategy and Program Development  

· Develop core strategic and programmatic responses to issues identified in needs assessment

· Conduct and facilitate ongoing interaction with key stakeholders individually and in groups

· Build consensus among diverse array of stakeholders with varied interests to identify prioritized approaches

· Facilitation of Theory of Change articulation

· Design and development of Logic Models at multiple levels of complex initiatives

· Recommend performance measures and performance measurement system from Logic Models

· Review Evidence based / best practice approaches for consideration 

· Definition of quality standards

· Identification of staffing structures and requirements and capacity building/TA supports necessary for high quality implementation

3. General Project Management Tasks

· Collaboration and coordination with First 5 staff on activity planning and implementation

· Data collection, synthesis, analysis and presentation 

· Capacity to contract and partner with additional parties to leverage specialized knowledge or skills

· Meeting facilitation and recording

· Materials and graphic design production

· Report writing

Evaluation Design and Implementation

1. Evaluation planning and design

· Conduct key informant interviews

· Academic literature review

· Creation, enhancement, and/or adaptation of Theory of Change and Logic Model to support evaluation plan

· Identification of research questions and/or measureable outcomes and appropriate methodologies

· Creation of evaluation plan

2. Measurement tool development (e.g., survey development)

· Review, synthesis and compilation of reliable and valid tools already in use in the field, including summary of strengths and weaknesses of existing tools

· Design of data collection tools and protocols, including surveys, questionnaires, focus group and interview questions, and observational assessments

· Development of administration protocols and procedures and/or assistance in administration of data collection tools

· Collect, extract, validate, merge and analyze electronic data from multiple source for analysis and presentation

3. Data Analysis

· Capacity and expertise to analyze and interpret qualitative and quantitative data

· Ability to interpret data utilizing statistical analysis and communicate findings in easy to understand language

· Ability to utilize data visualization techniques to enhance understanding of complex data and findings

4. Technical assistance to staff and partners

· Design and implementation of evaluation training models

· On-site support with data collection protocols

· Data visualization techniques and making recommendations for dissemination of results and key findings

5. General Project Management Tasks

· Collaboration and coordination with First 5 staff on activity planning and implementation

· Data collection, synthesis, analysis and presentation

· Capacity to contract and partner with additional parties to leverage specialized knowledge or skills

· Meeting facilitation and recording

· Materials and graphic design production

· Report writing

Communications Strategy Development & Implementation 

1. Communications Strategy Development 

· Stakeholder and key informant interviewing in individual or group setting

· Message campaign planning

· Branding/Identity Development

2. Communications Strategy Implementation

·  Collateral material development

· Social media implementation consultation

· Website development and maintenance 

· Communications channel activity development

· Content Development

· Media event planning / outreach

· Media training/ coaching

3. General Project Management Tasks

· Collaboration and coordination with First 5 staff on activity planning and implementation

· Data collection, synthesis, analysis and presentation

· Capacity to contract and partner with additional parties to leverage specialized knowledge or skills

· Meeting facilitation and recording

· Materials and graphic design production

· Report writing

Stakeholder Outreach, Engagement and Facilitation Services for System Change/Design

.
Stakeholder Outreach & Engagement

· Analyze systems to identify key organizational and individual stakeholders

· Create approaches to motivate engagement and agreement for initial and ongoing participation

Process Design

· Identify and articulate problem statements 

· Design a meeting plan approach to resolve problem statement

Meeting Facilitation

· Design agendas for productive meetings that support genuine participation, engagement and decision making

· Ability to use facilitation techniques that support genuine participation, engagement and decision making, including consensus building and conflict resolution approaches

· Ability to use informational and inter-personal technology and techniques to support meeting participation, engagement and decision making

· Techniques and expertise to record and present meeting results and decisions

General Project Management Tasks

· Collaboration and coordination with First 5 staff on activity planning and implementation

· Data collection, synthesis, analysis and presentation

· Capacity to contract and partner with additional parties to leverage specialized knowledge or skills

· Meeting facilitation and recording

· Materials and graphic design production

· Report writing

Data and Information Management

Research and Planning

· Understand data and functionality needs

· Review and assessment of existing data systems

· Identify and assess technology options for improved efficiencies and integration across data systems

· Identify and assess data security options

Design and Application

· Create a preliminary design(s) that addresses functionality needs for improved efficiencies and data integration and provides assurances around security and confidentiality 

· Test and refine proposed design

· Support scalability of proposed design

· Support user application and ongoing maintenance

General Project Management Tasks

· Collaboration and coordination with First 5 staff on activity planning and implementation

· Data collection, synthesis, analysis and presentation

· Capacity to contract and partner with additional parties to leverage specialized knowledge or skills

· Meeting facilitation and recording

· Materials and graphic design production

· Report writing

Translation Services
Translation Support

· Translate printed and oral English to printed materials in a language other than English

· Translate from printed and oral non-English languages to printed material in English

· Translations should be adjusted to have cultural synergy, rather than literal translations.

· Translator should have process for quality assurance of translated material

· Ability to deliver translations in electronic formats that can be manipulated, as specified by First 5

· Capacity to work with partners to place translations into graphic design templates and layouts

General Project Management Tasks

· Collaboration and coordination with First 5 staff on activity planning and implementation

· Data collection, synthesis, analysis and presentation

· Capacity to contract and partner with additional parties to leverage specialized knowledge or skills

· Meeting facilitation and recording

· Materials and graphic design production

· Report writing

Populations Reached/Engaged

Please indicate the populations to which your firm and proposed staff have engaged:

Hard-to-reach populations, e.g. non-English speakers, low-income, commuters/workers


Social/human service agency staff

Advocacy organizations/non-profits 


Preschool teachers

Parents of Children 0 – 5 years old

Grandparents of Children 0 – 5 years old

Staff (internal stakeholders)


Contracted vendors/consultants or grantees


City departments (e.g. partnering or client agencies) or other city or regional governmental entities, including school district staff

General public


Other: ___________________________________
Subject Matter Areas 

Please indicate the subject matter areas in which your firm has performed consultation services: 


0 -5 year old children & their families

6 – 12 year old children & their families

13 - 18 year old youth & their families

Preschools

Family resource centers 


School Readiness at kindergarten

Reading at grade level at 3rd grade 


Early intervention services 


Developmental assessment

other: ______________________

 other: _____________________


other: ______________________

 other: _____________________

The Minimum Qualifications are used by the City to determine whether the Respondent meets qualifications and the proposed staff has had experience on projects comparable to the services the City is requesting.  Any response that does not demonstrate that the Respondent meets these Minimum Qualifications by the response deadline will be considered non-responsive and will not be evaluated or eligible for inclusion in the pre-qualified list.  Be sure to complete this section, as described.
1.       Respondent Certification – To be Confirmed by Staff
Please check all that apply - the Respondent certifies that: 

A) RFQ ATTACHMENTS:
It has completed the requirements and submitted the forms described in RFQ Attachments A and Proposal Components and Instructions as part of its RFQ response, as applicable.


Attachment A 

Organizational Chart


Resumes of key staff – limit three key staff, limit 1 page per resume
B) EXPERIENCE:
It has submitted two (2) Prior Project Descriptions as part of the RFQ Attachment A response FOR EACH SERVICE AREA for which it would like to be considered for pre-qualification.  The services/experiences described in each of the Prior Project Descriptions FOR EACH SERVICE AREA must be comparable to the services the City is requesting, and the services are strongly preferred to have been provided to public sector municipalities or similar government agency clients.  Both Prior Project Descriptions FOR EACH SERVICE AREA must demonstrate successful completion within three (3) years from the issuance date of this RFQ.
Note:  Provide two Prior Project Description for a projects with a budgets not to exceed the amount listed below for each service area:
	Activity Area
	Project Budget Limit

	Program & Strategic Plan Development
	$75k / $100k

	Evaluation Design and Implementation
	$75k / $100k

	Communications Strategy Development & Implementation
	$50k / $100k

	Stakeholder Outreach, Engagement and Facilitation Services for System Change/Design
	$75k / $125k

	Data and Information Management
	$175k /$175k

	Translation Services
	$1500 / $10k



Yes

C) STAFFING:
The lead staff proposed to be assigned to the City’s project(s) must individually have had a similar lead role FOR EACH SERVICE AREA. 


Yes

D) Proposal Attachments Meet Format and Page Limit Requirements

Yes

E) Respondent  is not on red flag or elevated concern status with the Office of the Controller

Yes
F) Respondent  does not have any city contracts withdrawn or terminated within the last 24 months

Yes
C. Prior Project Experience  - 45 points
2.       Prior Project Descriptions

Using the following template, Respondents must submit Prior Project Descriptions. 
Contacts for each project are required, and may serve as references for the Respondent.  The City will not inform Respondents when references will be contacted.  The Respondent should ensure that client contact information listed in the response is up-to-date and should notify references that the City may be contacting them.
Failure to provide the information as requested will result in rejection of your response.
In responding to this section, insert response in space provided following appropriate heading and its associated questions.  Page limit is inclusive of the heading and questions.
 Prior Project Description 1 (Not to exceed 3 pages)
	Project
	Project Name

	Client
	Client Name (City, County, etc.)

	Client Unit
	Client Agency, Department, or Unit Name

	Client Contact Name and Title
	

	Client Contact Phone
	

	Client Contact E-mail 
	

	Timeline
	Month/Year to Month/Year; Length of project beginning to end 

	Consultant Firm Name
	

	Consultant Lead(s)
	Staff Lead Name(s) – same as lead proposed to City?

	Fee
	$00,000.00

	Number of Hours
	XX hours

	
	

	Project Background Include background information regarding the client and/or program, as applicable. What were the project goals and desired outcomes? If different, what were the goals and desired outcomes of your services?   

Insert Response Here.

Project Scope What were the project activities your firm completed?  Provide sufficient information to give the City insight into the size/complexity and scope of the project. 

Insert Response Here.

Project Approach How did you approach the project? What methodologies were used, and how did those address the project goals? Describe any challenges you have faced, including strategies you used to address them.

Insert Response Here.

Project Staffing Identify each key person on the project team with titles and roles and hourly rate, including all subcontractors. Include brief narrative descriptions of the responsibilities each person had on the project.

Insert Response Here.

Involvement of Client and/or Stakeholders Discuss how client and any stakeholders were involved in the project, major opportunities for input, client staff contributions, etc.

Insert Response Here.




Provide, if possible, the resulting work product deliverable associated with this project.  Although this item may not be reviewed in its entirety, it should be demonstrative of typical work product of your firm for a project at this funding level.  This material will become property of First 5 San Francisco and will not be returned.
 Prior Project Description 2 (Not to exceed 3 pages)
	Project
	Project Name

	Client
	Client Name (City, County, etc.)

	Client Unit
	Client Agency, Department, or Unit Name

	Client Contact Name and Title
	

	Client Contact Phone
	

	Client Contact E-mail 
	

	Timeline
	Month/Year to Month/Year; Length of project beginning to end 

	Consultant Firm Name
	

	Consultant Lead(s)
	Staff Lead Name(s) – same as lead proposed to City?

	Fee
	$00,000.00

	Number of Hours
	XX hours

	
	

	Project Background Include background information regarding the client and/or program, as applicable. What were the project goals and desired outcomes? If different, what were the goals and desired outcomes of your services?   

Insert Response Here.

Project Scope What were the project activities your firm completed?  Provide sufficient information to give the City insight into the size/complexity and scope of the project. 

Insert Response Here.

Project Approach How did you approach the project? What methodologies were used, and how did those address the project goals? Describe any challenges you have faced, including strategies you used to address them.

Insert Response Here.

Project Staffing Identify each key person on the project team with titles and roles and hourly rate, including all subcontractors. Include brief narrative descriptions of the responsibilities each person had on the project.

Insert Response Here.

Involvement of Client and/or Stakeholders Discuss how client and any stakeholders were involved in the project, major opportunities for input, client staff contributions, etc.

Insert Response Here.


Provide, if possible, the resulting work product deliverable associated with this project.  Although this item may not be reviewed in its entirety, it should be demonstrative of typical work product of your firm for a project at this funding level. This material will become property of First 5 San Francisco and will not be returned.


Recent Relevant Project List at least three additional service area projects of any budget (2 page – Single Space. You may add/delete rows as needed.)
	Project title/Client
	Total budget
	Timeframe

Start date – End date
	Summary description of project activities and objectives.
	Final Products / Outputs/Outcomes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


D. Qualifications Firm & Staffing – 25 points – not to exceed 3.5 pages
In responding to this section, insert response in space provided following appropriate heading and its associated questions.  Page limit is inclusive of the heading and questions.
1.  
Firm History and Structure and Experience
Briefly describe your firm, including history, number of years in business, organizational structure, and ownership structure.  Include names of principals and their qualifications.

Briefly describe your firm’s experience providing Service Area Consultation services.
Insert Response Here.
2. Experience Providing Services to Comparable Clients and knowledge of issues impacting children 0 – 5 years old.
Describe your experience providing Service Area activities to comparable clients, including public sector municipalities, similar government agency clients or First 5 organizations.  Note experience/competencies related to school readiness, child welfare linked services, and addressing social equity/justice.  
Insert Response Here.
3.
Capacity and Resources
Describe your firm’s general capacity and local resources to provide the services under this RFQ
Describe your firm staffing levels and the number of projects they typically support simultaneously and over the course of the year.  

Describe relevant competencies and experiences implementing projects in the service area.
Insert Response Here.

.  
Competitive Differences

What makes your firm’s approach to the Service Area activities different or more effective than other firms providing the same services?  Describe unique assets, expertise, experiences, data, or technology that provides your firm with a competitive edge or advantage that will provide a benefit to your clients.
Insert Response Here.

Staff Qualifications - not to exceed 1.5 pages
In responding to this section, insert response in space provided following appropriate heading and its associated questions.  Page limit is inclusive of the heading and questions.
First 5 San Francisco will contractually obligate the Respondent to assure that the key individuals listed and identified in the Response will be performing the work and will not be substituted with other personnel without the City’s prior approval or request.  The City, in its sole discretion, shall have the right to review and approve all staff assigned to provide services throughout the duration of the contracts negotiated under this RFQ.  Such approval by the City will not be unreasonably withheld.  If selected for interviews, the Respondent’s key individuals, including any partner/subcontractor representatives, if applicable, will be required to meet with the City prior to selection for contract negotiations.  

1.  
Staffing Structure – Principles & Project Managers
Highlight qualifications of specific staff [identified by name and title] expected to be assigned to a First 5 San Francisco contract, if your firm is engaged to provide consultation.  Describe their specific qualifications and experience providing Service Area activities.   Describe their experience with issues related to children 0 – 5 years old and their families relative to the work of First 5 San Francisco.  Describe the role of these staff on projects.
Insert Response Here.

2.  
Staffing Structure – Analysts and other staffing
Highlight qualifications of specific staff [identified by name and title] expected to be assigned to a First 5 San Francisco contract, if your firm is engaged to provide consultation.  Describe their specific qualifications and experience providing Service Area activities.   Describe their experience with issues related to children 0 – 5 years old and their families relative to the work of First 5 San Francisco.  If specific staff cannot be identified or staff other than those named are suggested for a First 5 project, how would they be selected over other staff to be assigned to the First 5 project.  Describe the role of these staff on projects and the model of oversight for these utilized by your firm.
E. Cost – 20 points – not to exceed 1.5 pages 
In responding to this section, insert response in space provided following appropriate heading and its associated questions.  Page limit is inclusive of the heading and questions
1.  
Cost Response

The City intends to pre-qualify Respondents that will provide the best overall Responses to the City inclusive of qualifications and cost considerations.  The City reserves the right to accept other than the lowest cost and to reject all responses that are not responsive to this RFQ.    

· The City will negotiate costs and work effort with the selected Respondent to develop a firm fixed price for a contract to complete a Service Area project.
Provide standard hourly billing rates by staff name/role with the estimated percentage of overall team effort each staff person would contribute to the Service Area activity.  A spreadsheet or table format is preferred with sufficient detail for the City to determine the justification for what is being included.  
Insert Response Here.

Note that all documents under this RFQ process are subject to public disclosure. Please redact confidential or proprietary information as appropriate.
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