Washington State Minority and Justice Commission

Letter of Solicitation
LOS 2007-004
2007 INCE/B
August 18, 2006

 

The Washington State Minority and Justice Commission is inviting responses from Vendors interested in developing and presenting a three-hour cultural diversity education program at the Institute for New Court Employees and Bailiffs.

 

The proposals must be received by September 15, 2006. Late proposals will not be accepted and will be automatically disqualified from further consideration.
Direct your inquiries to or submit your proposals to:

Erica S. Chung

Executive Director

Washington State Minority and Justice Commission

Post Office Box 41174

Olympia, Washington 98504-1174

(360) 705-5327

erica.chung@courts.wa.gov 

 

1.
Purpose:
The purpose of the solicitation is to retain a Vendor qualified to develop and present a three-hour cultural diversity education session at the Institute for New Court Employees and Bailiffs. 

2.
Services Required: 
Vendor will develop and present a cultural diversity education programs at:

 

The Institute for New Court Employees and Bailiffs (INCE/B) on Thursday, March 15, 2007 from 1:30 pm to 5:00 pm in Wenatchee, Washington. 

3.
Description of Audience: 
INCE/B is a week long training for court staff and bailiff (front line staff) who have worked in the courts for two years or less. Their educational backgrounds range from high school to college graduates. Geographic diversity may exist.

4.
Project requirement: 
4.1
Develop and present a cultural diversity education program.
4.2
Meet with the Commission or its executive director and planning members as required and/or established at the start of the planning process and as requested during the project to discuss the progress and to resolve issues and concerns.

4.3
Submit to the Commission or its executive director a final copy of the Session Plan and Curriculum (participant materials) via e-mail or on a computer diskette. 

5.
Project deliverables:
5.1
Deliverable One (November 20, 2006): Session Plan-First Draft
The Successful Vendor shall prepare and submit to the Commission or its executive director for approval a written draft of the education Session Plan for the three-hour cultural diversity education program. The Session Plan Form will be provided by the Commission or its executive director. 

5.2
Deliverable Two (December 1, 2006): Session Plan-Final and 


Session Curriculum-First Draft
The Successful Vendor shall prepare and submit a final draft of the Session Plan to the Commission or its executive director. It must incorporate mutually agreed upon revisions to the first draft. 

The Successful Vendor shall prepare and submit to the Commission or its executive director for approval a written draft of the education Session Curriculum (participant materials) for the three-hour cultural diversity education program.

5.3
Deliverable Three (January 12, 2007): Session Curriculum-Final
The Successful Vendor shall prepare and submit a final draft of the Session Curriculum (participant materials) to the Commission or its executive director. It must incorporate mutually agreed upon revisions to the first draft. 

5.4
Deliverable Four (March 15, 2007): Education Session Presentation
The Successful Vendor shall present a three-hour education presentation with ½ hour for breaks. 

5.5
Deliverable Five (April 30, 2007): Evaluation Report
The Successful Vendor shall upon completion of the education program submit to the Commission or its executive director an Evaluation Report which summarizes its success in meeting set objectives of the program and recommendations for improvements for future programs. 
6.
Program presented should: 

6.1
Use a variety of instructional and training methods, including multimedia techniques, to enhance the education program.
6.2
Include exercises and/or activities that foster dialogue and exchange of information that will lead to personal growth.
6.3
Focus on court related or court specific examples in the curriculum or presentation.
6.4
In reference to diversity, emphasis on racial and ethnic minorities.
6.5
Conclude with an action plan that fosters continuous growth beyond the on-site education presentation utilizing the tools and techniques gained in the education program.
6.6
Give the Commission irrevocable, unlimited, royalty-free license to use, copy, etc. any materials developed and/or used for the program. Any copyrighted materials used in the curriculum and presentation must be clearly identified and the Commission shall be given irrevocable, unlimited, royalty-free license to use, copy, etc. such materials. 

7.
Proposal requirements:
7.1
Vendor Information
The proposal must begin with a cover page. At a minimum, the cover page must contain the following information:
· Date of the proposal

· LOS number
· Name of the Vendor and a description of the Vendor’s legal status, e.g., corporation, sole proprietor, etc.

· Name and title of the person to be contacted concerning the Vendor’s proposal

· Address, telephone number, telefacsimile number, and e-mail address for the Vendor’s contact person

· Vendor’s Federal Tax Identification Number (TIN) or Social Security Number (SSN)

· The cover page must be signed or attested and dated by a person authorized to legally bind the Vendor to a contractual relationship

7.2
Vendor Response 
· A statement that guarantees that the response constitutes a firm offer valid for sixty (60) days following receipt and that the Commission may accept any time within the 60-day period.

· A statement that no assistance in preparing the response was received from any current or former employee of the state of Washington whose duties relate(d) to this Letter of Solicitation, unless such assistance was provided by the state employee in his or her official public capacity and that neither such employee nor any member of his or her immediate family has any financial interest in the outcome of this Letter of Solicitation.

· A statement on whether the Vendor or any employee of the Vendor is related by blood or marriage to an Administrative Office of the Courts (AOC) employee or resides with an AOC employee. If there are such relationships, list the names and relationships of said parties. Include the position and responsibilities within the Vendor's organization of such Vendor employees.

· A statement on whether any of the Vendor’s employees are a current state employee or a former state employee during the past two years. For current or former state employees list the employer agency, title, and termination date. Do not include any contract work performed for a state agency.

· State whether the Vendor has been a party in any litigation during the past five (5) years, all such incidents except employment-related cases must be described, including the other parties' name, address, and telephone number. Present the Vendor's position on the matter.

7.3
Diversity Education Philosophy
Briefly describe the Vendor’s philosophy and/or approach to the development and delivery of an education program addressing issues of racial and ethnic diversity, incorporating Section 6.
7.4
Experience/Resume

Briefly describe Vendor’s experience in conducting cultural diversity programs. Attach resume or curriculum vitae of person(s) who will present the diversity education program. Any modifications of colleagues or sub-vendors after the execution of the contract must be communicated to the Commission and require the Commission’s approval.
7.5
Cost Proposal
Please complete Exhibit B: Cost Proposal and attach to your proposal.  

Note:  Travel expenses associated with the delivery of the program shall not
 exceed $500.00
7.6
Other
Provide any additional information you feel would be helpful to the Commission in the selection process. Please limit to two pages. 
8.
Vendor Evaluation:
The evaluation of the proposal will be based on Vendors proposal addressing Section 7, Proposal Requirements. 
8.1
Preliminary Screening

Proposals will be reviewed for compliance with the requirements set forth in the Letter of Solicitation. Proposals found to be non-responsive will be rejected in the pre-screening process and will not be forwarded to the Education Sub-committee for further review. 

8.2
Qualitative Review 

Proposals that pass the preliminary screening will be evaluated and selected by the Education sub-committee on the following criteria: 

· Diversity Education Philosophy
· Experience/Resume

· Cost Proposal
· Other
The evaluation process is designed to not necessarily select the proposal with the least cost, but rather to select the proposal with the best combination of attributes based upon the evaluation criteria. See Exhibit A: Scoring.
Exhibit A: Scoring

A.
Preliminary Screening
During the preliminary screening phase, each proposal will be evaluated on its timely submission and thoroughness of its responses.  

Vendor Information (7.1)

received by the due date? Y/N

Vendor Response (7.2)

responses complete? Y/N

B.
Qualitative Review 
Proposals that have successfully passed the initial Preliminary Screening will be evaluated by the Education Sub-committee. For each of the items listed below, proposals will be receive a score of zero through thirty, then totaled for a final score.



WEIGHT
Diversity Education Philosophy (7.3)

30
Experience/Resume (7.4)

30
Cost Proposal (7.5)

20
Other (7.6)

10
TOTAL MAXIMUM SCORE

90
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	April 30, 2007
	

	
	
	
	

	Total
	
	
	


Exhibit B: Cost Proposal
