RFP ATTACHMENT V:  PROPOSAL TEMPLATE
	[bookmark: _GoBack] REQUEST FOR PROPOSALS FOR
Youth Employment Program for 
Environmental Maintenance of Port Facilities
RFP#PRT1415-04
CONTACT: Boris.Delepine@sfport.com 



Before getting started, please ensure your proposal meets the Minimum Qualifications in Section B so that it will be evaluated.  Proposals received under this RFP that fail to address each of the requested items in this Attachment V, Proposal Template in sufficient and complete detail to substantiate that the Proposer has met the City’s Minimum Qualifications, will be deemed non-responsive and will not be considered.  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 (e.g. left blank) are not acceptable.

Instructions are provided in blue and may be deleted. Please complete your proposal in the template provided, using as much space as needed.  Indicate clearly where separate documents are provided.  In order to receive the maximum amount of points, please be sure to follow this format and thoroughly (but concisely) address each section. Note that documents under this RFP process may be subject to public disclosure in accordance with RFP Attachment I, Section 26.  


A. 	Executive Summary

1.	Prime Proposer Information and Partner(s)

	Prime Proposer’s Firm Name
	

	Prime Proposer’s Firm Address (Principal Place of Business)
	

	Location of Prime Proposer’s Lead Office to Perform Services under this RFP
	

	Prime Proposer’s Website Address
	

	Prime Proposer’s City Vendor ID
	Note: Possession of this number serves as partial verification that the Proposer has completed the City’s administrative requirements (see Attachment III, Section A for more details).

	Prime Proposer’s Partner and Subcontractor Name(s), Address(es), and Contact Information
	



2.	RFP Contact
Identify the person that will serve as your RFP contact.  This contact will receive e-mail notifications regarding the RFP process.

	Name
	

	Title
	

	Email
	

	Phone
	



3.	How did you find out about this RFP Opportunity?
Insert response here.

4.	Letter of Introduction and Executive Summary of Proposal
Attach a letter of introduction and executive summary of the proposal.  

Include a summary of your proposed partnerships with non-profit community-based organizations, including history of partnerships, percentage of work breakdown between prime Proposer and subcontractor(s), and the strengths the partnership will bring to the Program.  

Provide demographic information for the youth your organization serves including:  Age, Gender, Ethnicity/Race, Average Grade Level (Skills) upon Entry, Public Assistance, Formerly in Foster Care System, Contact with Criminal Justice System, Homeless, Considered “at risk” and other information you deem appropriate to provide insight into your services.

The letter must be signed by a person authorized by your organization to contractually obligate your organization to perform the commitments contained in the proposal.  Submission of the letter will constitute a representation by your organization that your organization is willing and able to perform the commitments contained in the proposal.  In addition, please acknowledge attachments in this letter.


B. 	Minimum Qualifications

Any Proposer that does not demonstrate that it meets these Minimum Qualifications by the proposal deadline will be issued a notice of non-responsiveness and will not be evaluated or eligible for contract award under this RFP.   Each Proposer must certify that it meets the Minimum Qualifications by checking each “Yes” checkbox below.
1.       Prime Proposer Certification

The prime Proposer certifies that: 

a. RFP ATTACHMENTS:
It has completed the requirements and submitted the forms described in RFP Attachments I, II, III, IV, and V as part of its Proposal package, as applicable.
	Yes

b. EXPERIENCE:
It has submitted two Prior Project Descriptions in accordance with this RFP Attachment V, Section B and demonstrated in those descriptions that the Proposer has met each and all of the following experience requirements:

· Experience with scope of Program described in this RFP: The prime Proposer possesses at least two (2) years’ experience in organizing, implementing, and administering an employment program similar to the Youth Employment Program described in the RFP Scope of Work, Section 2, which provided participants with paid work experience to obtain the skills needed to secure gainful employment. 
	Yes
· Experience with comparable funders:  The prime Proposer possesses experience working with and delivering services to at least one public or non-profit funder other than the Port of San Francisco with ten (10) trainees for each project or contract.
	Yes
· Experience is current:  For both of the two prior projects, the prime Proposer's performance occurred within ten (10) years of the date of this RFP.
	Yes

2.       Prior Project Descriptions
Using the following template, Proposers must describe two prior projects ("Prior Project Descriptions") in accordance with the Minimum Qualifications stated above in Section B, Experience.  The Prior Project Descriptions must contain information to allow the Port to clearly verify that the prime Proposer has met the Minimum Qualifications.  The Port will not review the remainder of the Proposal to verify the Minimum Qualifications for Experience set forth in Section B.1.b above.  Proposers submitting more than two Prior Project Descriptions are advised that the City will only review the first two Prior Project Descriptions to determine whether the Proposer has met the RFP Minimum Qualifications. 

Funder contacts for each project are required, and those contacts will serve as references for the Proposer. The City will not inform Proposers when references will be contacted.  The Proposer should ensure that funder contact information listed in the proposal is up-to-date and should notify references that the City will be contacting them.  See RFP Attachment I, Section 14.  
Failure to provide the information as requested will result in rejection of your proposal.

 PRIOR PROJECT DESCRIPTION 1 
	Project
	Project Name

	Public or Non-Profit Funder
	Funder Name (City, County, etc.)

	Funder Unit (if applicable)
	Funder Agency, Department, or Unit Name

	Funder Contact Name and Title
	

	Funder Contact Phone
	

	Funder Contact E-mail 
	

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

	Prime Firm Name
	

	Prime’s Program Coordinator for this Project
	

	Annualized Budget
	$00,000.00

	Number of Trainees
	

	
	

	Project Background Include background information regarding the funder and/or program, as applicable. What were the project goals and desired outcomes? 
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 Personnel on the project team with titles and roles, including all subcontractors. Include brief narrative descriptions of the responsibilities each person had on the project.

Insert Response Here.

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

Insert Response Here.

Project Outcomes What, if any, measurable service deliverables or outcomes can be attributed to your services?  How did you add value for the funder?  

Insert Response Here.




 PRIOR PROJECT DESCRIPTION 2 
	Project
	Project Name

	Public or Non-Profit Funder
	Funder Name (City, County, etc.)

	Funder Unit (if applicable)
	Funder Agency, Department, or Unit Name

	Funder Contact Name and Title
	

	Funder Contact Phone
	

	Funder Contact E-mail 
	

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

	Prime Firm Name
	

	Prime’s Program Coordinator for this Project
	

	Annualized Budget
	$00,000.00

	Number of Trainees
	

	
	

	
Project Background Include background information regarding the funder and/or program, as applicable. What were the project goals and desired outcomes? 
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 Personnel on the project team with titles and roles, including all subcontractors. Include brief narrative descriptions of the responsibilities each person had on the project.

Insert Response Here.

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

Insert Response Here.

Project Outcomes What, if any, measurable service deliverables or outcomes can be attributed to your services?  How did you add value for the funder?  

Insert Response Here.






C. 	Firm and Program Staff Qualifications – 35 points 

Even if using an alternative format for your proposal, the following information must be included in the order specified to be scored appropriately.
1.  	Proposer’s Firm History and Organizational Structure
Briefly describe the prime Proposer organization and each of the proposed subcontractor partner organizations, including history, number of years in business, organizational structure, ownership structure, staff size and organizational composition by staff level or job classification (e.g. management level, line-staff, etc.).
Insert Response Here.

Describe the experience the prime Proposer and each of the proposed subcontractor partners have in the following areas: environmental maintenance services, standards and procedures; youth training, including work-readiness training; project management and administration, including public outreach, basic supervision, record-keeping and reporting.
Insert Response Here.

2.	List of All Current and Past Youth Employment Services Funders in the Past Ten (10) Years for the prime Proposer and each of the proposed subcontractor partners.
Include funder name, funder contact name, phone number, city and state information, and month/year start and end dates of services.  Be sure to identify whether the information provided is for the prime or for a proposed subcontractor.
Insert Response Here.

3.	Program Staffing Structure
Describe the staffing structure proposed for services under this RFP, including the ratio of field supervisors to Participants and identify the field supervisor provider – Which field supervisors are provided by the prime Proposer versus proposed subcontractor(s)?   
Insert Response Here.

How will the work be allocated between the prime Proposer and each of the proposed subcontractor partners?  This RFP requires that a minimum of fifty-five percent (55%) of the work be performed by the prime Contractor.
Insert Response Here.

Include a proposed staff organization chart, including subcontractor partners. The organization chart should be in graphic format.  The organization chart should include sufficient detail on the staff levels to be assigned to the services by specialization and full-time equivalent (FTE) counts proposed to be dedicated to the Program described in this RFP.   The staff provided by the prime versus subcontractor(s) should be clearly identified.
Insert Response Here.


4.  	Program Staff Qualifications
Expanding on the proposed staff organization chart information provided above, use the following tables or alternative format to provide detailed narrative information on the proposed staff roles and responsibilities, qualifications and educational background of key staff members, including subcontractor staff, if applicable, proposed to perform services for the City.  Include as many tables as needed.

Each Proposer is required to designate by name the person that will be assigned to serve as the Port’s Youth Employment Program Coordinator (or other title for the role directly responsible for managing project resources, budget, timeline, deliverables and completion). How much experience does this person, as verified in the Proposer’s Program Staffing Structure and/or Program Staff Qualifications have coordinating a youth employment program?  Provide the name of the funder(s), name of organization providing services to the funder, dates of this person’s coordination services, and this person’s coordination roles/responsibilities. 
Insert Response Here.


	Name, Title, and Organization
	Insert Response Here.


	Proposed Program Role and Responsibilities
	Insert Response Here.


	Workload
	Describe this person’s current workload and FTE availability over the proposed contract term, especially if proposed as a field supervisor. 

Insert Response Here.  

	Education and Professional Qualifications
	Insert other qualifications or educational background narrative here, or indicate if resume or CV is attached.

Attach other applicable documentation.

	Experience Delivering Youth Employment Programs
	Describe this person’s experience developing and delivering youth employment programs.   Please describe their adherence to budgets, deadlines, and schedules.
Insert Response Here.



	Name, Title, and Organization
	Insert Response Here.


	Proposed Program Role and Responsibilities
	Insert Response Here.


	Workload
	Describe this person’s current workload and FTE availability over the proposed contract term, especially if proposed as a field supervisor.

Insert Response Here.  

	Education and Professional Qualifications
	Insert other qualifications or educational background narrative here, or indicate if resume or CV is attached.

Attach other applicable documentation.

	Experience Delivering Youth Employment Programs
	Describe this person’s experience developing and delivering youth employment programs.  Please describe their adherence to budgets, deadlines, and schedules.

Insert Response Here.



	Name, Title, and Organization
	Insert Response Here.


	Proposed Program Role and Responsibilities
	Insert Response Here.


	Workload
	Describe this person’s current workload and FTE availability over the proposed contract term, especially if proposed as a field supervisor.

Insert Response Here.  

	Education and Professional Qualifications
	Insert other qualifications or educational background narrative here, or indicate if resume or CV is attached.

Attach other applicable documentation.

	Experience Delivering Youth Employment Programs
	Describe this person’s experience developing and delivering youth employment programs.  Please describe their adherence to budgets, deadlines, and schedules.

Insert Response Here.



	Name, Title, and Organization
	Insert Response Here.


	Proposed Program Role and Responsibilities
	Insert Response Here.


	Workload
	Describe this person’s current workload and FTE availability over the proposed contract term, especially if proposed as a field supervisor.

Insert Response Here.  

	Education and Professional Qualifications
	Insert other qualifications or educational background narrative here, or indicate if resume or CV is attached.

Attach other applicable documentation.

	Experience Delivering Youth Employment Programs
	Describe this person’s experience developing and delivering youth employment programs.  Please describe their adherence to budgets, deadlines, and schedules.

Insert Response Here.



	Name, Title, and Organization
	Insert Response Here.


	Proposed Program Role and Responsibilities
	Insert Response Here.


	Workload
	Describe this person’s current workload and FTE availability over the proposed contract term, especially if proposed as a field supervisor.

Insert Response Here.  

	Education and Professional Qualifications
	Insert other qualifications or educational background narrative here, or indicate if resume or CV is attached.

Attach other applicable documentation.

	Experience Delivering Youth Employment Programs
	Describe this person’s experience developing and delivering youth employment programs.  Please describe their adherence to budgets, deadlines, and schedules.

Insert Response Here.




D. 	Program Approach – 55 points

In your responses, be sure to address and integrate the relevant components described in RFP Section 2, Scope of Work.  Include tasks, activities and dependencies for successful completion.  Use as much space as needed, but be concise and focused on addressing the questions and issues, as stated.  Avoid a “kitchen sink” approach.  

1. Approach to Meet Program Goals and Requirements per RFP Section 2, Scope of Work

Describe your work plan/approach for each set of requirements described in RFP Section 2, Scope of Work, including tasks, activities and dependencies for successfully completing the Scope of Work. 

A.	Approach to Ensure Successful Attainment of Program Goals:  How will your approach help the Port meet the Program Goals stated in RFP Section 2.1?  What are your supervision methods to help Participants succeed?
Insert Response Here.

B.	Approach to Scope Requirements:  

Describe how you will meet the requirements stated in RFP Section 2.2.1, Program Participant Employment, Supervision and Training.  
Insert Response Here.  Be sure to use as much space as needed.

Describe your approach to the pre-apprenticeship training and safety program curriculum AND how you will implement it within two (2) months of contract award.
Insert Response Here.  

Describe how you will meet the requirements stated in RFP Section 2.2.3, Program Communications and Reporting.
Insert Response Here.  Be sure to use as much space as needed.

C.	Recruitment:  Describe your access to resources to recruit the target Program Participants and your recruitment methods.
Insert Response Here.

D.	Approach to Partnering with and Mentoring San Francisco based non-profit organizations:  Describe the structure and organization of your partnership(s) with San Francisco non-profit organizations and how you will allocate the work, resources, and funding between the Prime and Subcontractor(s).  
Insert Response Here.  Be sure to use as much space as needed.

Describe your approach to mentoring subcontractor partners and measuring and reporting on subcontractor partner performance/success in developing and implementing the pre-apprenticeship training and safety program.
Insert Response Here.  

Have you worked with your proposed subcontractors before?  If so, describe the prior scope, timeframe, and funder(s) for the projects.  Regardless of whether you have worked with your proposed subcontractor before or not, how will you manage the partnership to meet Program Goals and Requirements?
Insert Response Here.  Be sure to use as much space as needed.

2. Timeline and Program Management Approach
A.	Program Timeline:  Provide a detailed timeline to “kick-off” the Program and complete the requirements described in RFP Section 2, Scope of Work to meet the City’s goal to implement the Program. 
Insert Response Here.

B.	Program Performance and Outcomes Measurement:  
Which performance measures and outcomes would you propose to the Port for this Program as part of RFP Section 2.2.4 (provide specific target numbers and percentages)?  Have you used these performance measures or attained these outcomes before?  Explain.  
Insert Response Here.

Are there additional performance measures and outcomes you would propose to the Port for this Program?  Explain.  
Insert Response Here.

Describe your methods for tracking your own organization’s Program and Participant performance and outcomes.  How will you track and report on subcontractor performance and outcomes?
Insert Response Here.

What adjustments would you make if Program or Participant performance and outcomes were less successful than expected?
Insert Response Here.

C.	Competitive Differences:  What makes your firm’s approach to the services superior to other organizations in your industry?  Describe any other asset, expertise, experience, data or technology that provides your organization with a competitive edge or advantage that will provide a benefit to your funders. Include any lessons learned.
Insert Response Here.



E. 	Program Budget – 10 points

Proposers should provide a comprehensive, annual project budget to include all resources and costs to deliver the Scope of Work from RFP Section 2, including all necessary line items.  

Provide separate line items and subtotals for prime Contractor costs and for subcontractor(s) costs.  The Port should be able to easily identify the allocation of funds between the prime Contractor and subcontractor(s) in order to assess it in accordance with the Port’s requirement that the prime Proposer provide 55% of the work under the contract.   

The budget shall identify all salaries and wages of required Proposer and proposed subcontractor staff, including indirect costs, fringe benefits, and non-personnel costs (operating costs). At least one (1) Program Coordinator must be included in the budget to manage the Port’s youth employment program.  There is no minimum pay rate for positions except for Minimum Compensation Ordinance requirements described in RFP Attachment IV. 

Provide clear details on the allocation of funds between Program Participant and field supervision salaries (hourly wages), Program management salaries, operating expenses, and indirect costs.  The Port seeks to maximize Program Participant salaries as much as possible.

Budgets may include fringe charges to cover FICA, State Unemployment (SUI) and Workers’ Compensation Insurance for the youth workers and youth employment program-related staff. If the Proposer offers health insurance to its employees, the health insurance costs for agency staff whose work is related to the youth employment program may be included in the budget. The actual amount charged to the Port’s youth employment program for health insurance should be in line with the actual percentage of time spent on the Port’s youth employment program-related work. For example, if a bookkeeper spends 10% of work time on the Port’s youth employment-related activities, no more than 10% of the bookkeeper’s health insurance expense may be included in the Port’s youth employment program budget. Please clarify in the proposal if health insurance costs are included in the budget, and if health insurance will be offered to Youth workers.

Indirect costs may be included in the budget.  Please pro-rate indirect costs to reflect the percentage of actual youth employment program involvement. For example, if a bookkeeper spends 10% of work time on the Port’s youth employment-related activities, no more than 10% of the bookkeeper’s salary may be included in the Port’s youth employment program budget. Please note the percentage of work time on the Port’s youth employment-related activities for each staff position, and the Port’s youth employment-related percentage of each indirect and operating cost in the budget.

Operating costs may be included in the youth employment program budget such as: rent, transportation (gasoline), transportation-related equipment (vehicles/parts), and the youth workers equipment (brooms, scoops, bungee cords, bags, safety vests, gloves, protective eyewear, rain gear, etc.). Please provide details, if other supplies are included in the budget.   

If a miscellaneous expense item is budgeted, it must be explained in detail. Finance charges may not be included in the budget.
Insert Response Here or Attachment.
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