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SUBMITTED BY THE UNIVERSITY OF MASSACHUSETTS, PROCUREMENT DEPARTMENT, PRESIDENT’S OFFICE

333 SOUTH STREET, SUITE 450

SHREWSBURY, MA 01545-4169

SPONSORING DEPARTMENT:

University of massachusetts Donahue Institute

100 Venture Way, suite 9
Hadley, MA  01035-9462
1. SUMMARY

The University of Massachusetts Donahue Institute is the public service, outreach and economic development arm of the University of Massachusetts President’s Office. The UMass President’s Office is the central governing entity for the five campuses of the University of Massachusetts: Amherst, Boston, Dartmouth, Lowell, and Worcester. The UMass Donahue Institute conducts projects throughout the Commonwealth and has offices in Amherst, Boston, Westborough, Brockton, Hadley, and Southbridge MA. 

The UMass Donahue Institute seeks qualified consultants to provide professional training services.   Prospective vendors are given an opportunity to submit a bid in response to this RFB at any time during the open enrollment period ending January 7, 2011. Bid awards will pre-qualify a list of vendors to provide professional training services to the UMass Donahue Institute and UMass President’s Office.  Awards under this bid will prevail for a term of three years from the date of award, and the University may extend agreements annually for a maximum of two additional one year periods. 
2. OPEN ENROLLMENT BID PROCEDURE
Bidders may submit their response via email only to bidbox@umassp.edu  at any time prior to 2:00 pm., January 7, 2011.  The subject line of the emailed bid response must contain the words RESPONSE and CP09PC0109.  Please use any standard Microsoft Office (e.g. MS Word, Excel, PowerPoint) or Adobe .pdf file format for email-attached documents.  Forms requiring signature (See Attachment B) must be scanned digitally and submitted as an electronic document (usually .pdf format). 
The University will not be responsible for any hardware, software, email or internet technical problems beyond its physical control which delay or prevent receipt of your response.  You may contact the Purchasing Office for technical assistance at 508-856-8864.  
3. QUESTIONS

Questions regarding this Request for Bid and the Donahue Institute may be submitted via email only to leve-cowles@donahue.umassp.edu .   The subject line of the email must contain the words QUESTIONS and CP09PC0109.  Responses to questions which indicate the need to clarify/modify this request will posted on the COMMPASS website documentation listed as an Amendment to this RFB (found in the tab: Specifications). 
4. PRE-APPROVED VENDOR STATUS
Following a review of the bids, the UMass Donahue Institute will select training consultants 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 standard Contract for Services.  A pre-qualified vendor status shall be sustained for a maximum of three years from the time of the initial bid award.  The University may renew vendor eligibility for two successive one-year periods.  

There is no guarantee that the UMass Donahue Institute or President’s Office will contract for services as a result of this bid award.  An award for this bid only entitles the Vendor to be pre-qualified to provide services as needed for a period of three years, with the possibility of two successive one-year renewal periods.  

5. METHOD OF PURCHASE
Senior Managers from the UMass Donahue Institute will determine the training requirements under their jurisdiction, and will select from the pre-approved list the Vendor whose qualifications, cost, and geographic proximity best match the job specifications.  The selected Vendor will be provided with a list of job specifications, and will be required to provide a cost estimate for the project.  If the vendor is able to meet required project criteria to the satisfaction of the Senior Manager in charge of the project, the UMass Donahue Institute will enter into a Contract for the project. A University Purchase Order will be issued after a University Contract for Services has been signed by the University and the contractor.   In the event that the Vendor is unable to meet required project criteria, the UMass Donahue Institute reserves the right to notify the Vendor of such and select an appropriate Vendor from the pre-approval list.
6. BID RESPONSE

Bidders may submit their response via email only to bidbox@umassp.edu  at any time prior to 2:00 pm., January 7, 2011.  The subject line of the emailed bid response must contain the words RESPONSE and CP09PC0109.  Please use any standard Microsoft Office (e.g. MS Word, Excel, PowerPoint) or Adobe .pdf file format for email-attached documents.  Forms requiring signature (See Attachment B) must be scanned digitally and submitted as an electronic document (usually .pdf format):

· Proposal Response (Attachment A: RFB pages 7-10)

· Up-to-date résumé(s)

· Completion of Required Forms  (See Attachment B.doc)

· Copies of all applicable M/WBE SOWMBA Certificates
7. COST AND CAPABILITY PROPOSAL

Prices quoted by the Vendor shall remain in place for one year.  It is the responsibility of the Vendor to submit updated pricing. Price quotes are for preparation and training only; Travel and expenses should not be included in rates/price quotes.  In cases where bidders have current active contracts with UMass, changes in pricing offered in bid responses will not be applied to these existing UMass Contracts.  
8. CRITERIA FOR BID AWARDS

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:

1. Cost and Capability Proposal
2. Quality of past experience
3. Business reference(s) 
9. DEFINITIONS

a) The term “Contract” means the engagement agreement between the training services Vendor and the University of Massachusetts.  A separate Contract for Services will be executed for each vendor.
b) The term “Vendor” means the provider responsible for providing the services at the stipulated price under the contract.
10. PAYMENTS

The applicable UMass Donahue Institute or President’s Office fiscal agent will make payments based upon invoices for fees actually incurred and for up to the stated contract amount consistent with the terms and conditions of the Contract for Services Long Form (See Attachment B).  All invoices shall be directed to the fiscal agent specified in the Contract.

11. ALTERATIONS TO BIDS

The bidder may not materially alter its bid response after bids have been opened.  Only the Director of Procurement may deem what constitutes a material alteration to a bid.

12. EXCEPTIONS TO CONTRACT TERMS AND CONDITIONS

If the bidder takes exception to any of the contract terms and conditions contained herein, (and in Attachment B) the bidder shall so note that in its bid response, and give a complete explanation for the exception.  Exceptions to this RFB may be grounds for rejection of the Vendor’s bid at the sole discretion of the UMass Donahue Institute.
13. RIGHT TO REJECT

The UMass Donahue Institute reserves the right to reject any or all bids, wholly or in part, and to make the award in a manner deemed to be in the best interest of the University based on the RFB requirements and the award criteria. 
14. CONTRACT TERMINATION

The UMass Donahue Institute may terminate the contract at any time for any reason upon thirty days’ notice, given in writing.  The University shall not be liable for any expenses incurred by the Contractor after said thirty-day period.  Said notice shall be deemed given upon email or upon mailing, postage pre-paid, by U.S. certified mail to the Vendor’s address as stated in the contract to be signed.  The Vendor will use its best effort not to incur any reimbursable expenses after receipt of said notice of termination.
15. NON-DISCRIMINATION IN EMPLOYMENT AND AFFIRMATIVE ACTION

The Vendor shall not discriminate against any qualified employee or applicant because of race, color, national origin, ancestry, age, sex, religion or physical or mental handicap.  The Vendor agrees to comply with all applicable Federal and State statutes, rules and regulations prohibiting the discrimination in employment including:  Title VII of the Civil Rights act of 1964; the Age Discrimination in Employment Act of 1967; Section 504 of the Rehabilitation Act of 1973; Massachusetts General Laws, Chapter 151B, Section 4(1); and all relevant administrative orders and executive orders including Executive Order 227 and Executive Order 246.

16. SMALL AND DISADVANTAGED BUSINESSES

We encourage applications by businesses that are recognized by the Commonwealth of Massachusetts and/or Federal Government as Small Businesses, HUB zone Businesses, Small Disadvantaged Businesses, 8(a) Businesses, Service Disabled Veteran Owned Businesses, Veteran Owned Businesses, Minority Owned Businesses, and Women Owned Businesses.

17.  SEVERABILITY
If any provision of the Contract is declared or found to be illegal, unenforceable, or void, then both parties shall be relieved of all obligations under that provision.  The remainder of the Contract shall be enforced to the fullest extent permitted by law.

18.  INTELLECTUAL PROPERTY

Unless provided otherwise by law or the University, all works of whatever description created pursuant to a contract based on this RFB, whether created by the Vendor or by a subcontractor, shall be deemed works for hire, and all rights and privileges attendant to such works for hire shall belong to the University of Massachusetts. 

19.  WAIVERS

All conditions, covenants, duties and obligations contained in the Contract can be waived only by written agreement.  Forbearance or indulgence, in any form or manner by a party shall not be construed as a waiver, nor in any way limit the legal or equitable remedies available to that party.

Attachment A

Proposal Response
I.
Contact information (please type or print):


Vendor Name: _______________________

Phone _(____)____________

Business Name: ______________________

e-Mail  _________________


Address:
_______________________

Website: ________________




_______________________





_______________________




_______________________

II.
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

III.
Cost Proposal:

	Maximum Rates Charged

	Hourly Rate
	Daily Rate


	Daily Rate for Multi-day Training
	Per-course Charge for Distance Learning

	
	
	
	


IV.
Capabilities Grid (check all that apply):

	Training Specialty

Contd.
	Area of Expertise (check all that apply)
	Number of Times you have provided training in this area.
	Curriculum Materials Available
	Course Available via Distance Learning

	Bookkeeping/Accounting
	
	
	
	

	Business Writing
	
	
	
	

	Computer Software (MS Office, etc.)
	
	
	
	

	Conflict Resolution
	
	
	
	

	Cultural Competency
	
	
	
	

	Customer Responsiveness/Customer Service
	
	
	
	

	Dealing with Difficult People
	
	
	
	

	Effectively Managing Performance Problems
	
	
	
	

	Entrepreneurial Training
	
	
	
	

	Financial Literacy
	
	
	
	

	Financial planning/management
	
	
	
	

	Foundations of Americans with Disabilities Act
	
	
	
	

	Foundations of the Family and Medical Leave Act
	
	
	
	

	Fundamentals of Program and Project Management
	
	
	
	

	Group Dynamics
	
	
	
	

	Group Dynamics Theory
	
	
	
	

	Training Specialty

Contd.
	Area of Expertise (check all that apply)
	Number of Times you have provided training in this area.
	Curriculum Materials Available
	Course Available via Distance Learning

	Hiring and Retention Strategies 
	
	
	
	

	Hiring Techniques
	
	
	
	

	Information Security
	
	
	
	

	Interpersonal Communication Skills
	
	
	
	

	Keeping your Employees out of “Cyber Trouble”
	
	
	
	

	Labor Relations
	
	
	
	

	Leadership Skills
	
	
	
	

	Management Skills
	
	
	
	

	Managing Change and Innovation
	
	
	
	

	Managing in the Public Sector
	
	
	
	

	Market Research/Analysis
	
	
	
	

	Marketing
	
	
	
	

	Mediation Skills
	
	
	
	

	Performance Coaching
	
	
	
	

	Planning & Conducting Effective Meetings
	
	
	
	

	Planning and Decision Making
	
	
	
	

	Presentations Skills
	
	
	
	

	Program Design
	
	
	
	

	Program Evaluation
	
	
	
	

	Sexual Harassment Awareness and Prevention
	
	
	
	

	Six Sigma
	
	
	
	

	Succession Planning
	
	
	
	

	Team Development
	
	
	
	

	Technical Writing
	
	
	
	

	Time Management
	
	
	
	

	Train the Trainer Programs
	
	
	
	

	Understanding Workplace Stress
	
	
	
	

	Wellness Awareness
	
	
	
	


V. References (please provide contact information for three past clients who can attest to your ability as a training consultant):

Name _____________________ 
Title _________________________

Phone ___________________
e-Mail ________________________

Course(s) taught ______________________________________________

Date(s) of training _________________

Name _____________________ 
Title _________________________

Phone ___________________
e-Mail ________________________

Course(s) taught ______________________________________________

Date(s) of training _________________

Name _____________________ 
Title _________________________

Phone ___________________
e-Mail ________________________

Course(s) taught ______________________________________________

Date(s) of training _________________
VI.
If you offer courses via distance learning, please describe: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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