Request for Proposal (RFP)




RFP Number:  03-10 School District Marketing Campaign
Proposals Will Be Publicly Opened:  TBD
1.
INSTRUCTIONS FOR VENDORS SUBMITTING A PROPOSAL
1.1
The East Baton Rouge Parish School Board will open all timely submitted sealed proposals at its office located at 1050 South Foster Drive, Board Meeting Room, Baton Rouge, Louisiana, on Wednesday, August 25, at 2:00 p.m., Central Standard Time, in response to this RFP.  All proposals will be publicly opened and the company’s name making the proposal will be read aloud.

1.2
To ensure consideration of your proposal, all proposal packages and addenda should be returned in an envelope or package clearly marked with the proposal title, proposal opening date and the proposal number.  Companies making a proposal are requested to use the label provided with the proposal package. DO NOT FAX OR EMAIL YOUR PROPOSAL.

1.3
All proposal prices must be typed or written in ink.  Any corrections, erasures, or other forms of alteration to prices must be initialed by authorized personnel of the company making the proposal.

1.4
The proposal is to be manually signed in ink.

1.5
By signing below and each proposal form, your company certifies compliance with all instructions for proposal, the standard terms and conditions, special terms and conditions, if any, and specifications and further certifies that this proposal is made without collusion or fraud.

1.6
By signing below, your company certifies that all suspension and/or debarment criteria as described in 3.14 have been satisfied.

Signature of Authorized Company Representative:
Name of Vendor:



(Must be signed and dated)
(Typed or printed)














Mailing Address

Name (Typed or Printed)

Payment Terms: 





Telephone No:



 
Email Address:






Fax No: 




2.
STANDARD TERMS AND CONDITIONS
2.1
RFP form.

All written proposals, unless otherwise provided for, must be submitted on, and in accordance with, the RFP package and RFP forms provided, properly signed.  RFP submitted in the following manner will not be accepted:


A.
RFP instructions and RFP forms contain no signature indicating intent to be bound;


B.
RFP filled out in pencil;


C.
RFP not submitted on School Board’s standard RFP package and RFP form.


D.
Telegraphic or facsimile proposals.

2.2
Receipt of Proposals.

Entire RFP must be received at the address specified in this Invitation prior to RFP opening time, 2:00 p.m., Central Standard Time, in order to be considered. Any RFP received after proposal opening time will be returned unopened.
2.3
Standards of Quality.

Any product or services proposal shall conform to all applicable federal and state laws and regulations and the specifications contained in the solicitation.  Unless otherwise specified in the solicitation, any manufacturer’s name, trademark, brand name or catalog number used in the specifications is for the purpose of describing the standard of quality, performance, and characteristics desired and is not intended to limit or restrict competition.  Vendors making a proposal must specify the brand and model number of the product offered in their proposal.  Proposals not specifying brand and model number shall be considered as offering the exact products specified in the solicitation.  Objections to the specifications or RFP conditions must be filed in writing and received by the Purchasing Department at least five (5) days prior to the date of the RFP opening.

2.4
Descriptive Information.

Vendors making a proposal that offer an equivalent brand or model should submit, with the RFP information, such illustrations, descriptive literature, technical data, etc. sufficient for the School Board’s Purchasing Department to evaluate quality, suitability, and compliance with the specifications in the Invitation.  Failure to submit descriptive information may cause RFP to be rejected.  Any change made to manufacturer’s public specifications submitted for a product shall be verifiable by the manufacturer.  If item(s) offered do not fully comply with specifications (including brand and/or product number), vendors making a proposal must state in what respect item(s) deviate. Failure to note exceptions on the RFP form will not relieve the successful vendor(s) from supplying the actual products requested.

2.5
RFP Opening.

Vendors making a proposal may attend the RFP opening, but no information or opinions concerning the ultimate contract award will be given at the RFP opening or during the evaluation process.  RFP’s may be examined within 48 hours after the RFP opening.  Information pertaining to completed files may be secured by visiting the Purchasing Department of the school system during normal working hours.  Vendors submitting a response to the solicitation, whether successful or unsuccessful, will be provided a copy of the tabulated results.  

2.6
Withdrawal of RFP’s.

A vendor making a proposal may only withdraw their RFP within forty-eight (48) hours after the RFP opening, excluding Saturdays, Sundays and legal holidays, for good cause as provided in La. R.S. 38:2214 C for patently obvious, unintentional, and substantial mechanical, clerical, or mathematical errors, or errors of unintentional omission of a substantial quantity of work, labor, material or services made directly in the compilation of the RFP.

2.7
Awards.

The East Baton Rouge Parish School Board reserves the right to award items separately, grouped or on an all-or-none basis and to reject any or all RFP’s and waive any informalities.  The purchase order and/or contract mailed or delivered to the successful vendor is the official authorization to deliver the materials, supplies or equipment.

2.8
Prices.

Unless otherwise specified by the East Baton Rouge Parish School Board in the Invitation, RFP prices must be complete, including transportation prepaid by vendor making the offer to destination and firm for acceptance for a minimum of 45 days.  If accepted, prices must be firm for the contractual period.  RFP’s other than Platform Delivery F.O.B. destination may be rejected.  Prices are to be proposed on unit of measure requested, per roll, per reel, per carton, per gallon, etc., as specified in the Invitation.

2.9
Deliveries.

RFP’s may be rejected if the delivery time indicated is longer than that specified in the Invitation.  Platform Delivery FOB Destination means the successful vendor shall deliver and unload purchased items to the dock of the designated point of receipt.  All cartage, drayage, packaging, handling, palletizing, etc. shall be included in the proposal price.  Include a copy of the invoice as a packaging list with each shipment.

2.10
Taxes.

Vendor is responsible for including all applicable taxes in the proposal price.  The East Baton Rouge Parish School Board is exempt from all state and local sales and use taxes.

2.11
New Products.

Unless specifically called for in the Invitation, all products for purchase must be new, never previously used, and the current model and/or packaging.  No remanufactured, demonstrated, used or irregular product will be considered for purchase unless otherwise specified in the solicitation.  The manufacturer’s standard warranty will apply unless otherwise specified in the Invitation.

2.12
Contract Renewals.

Upon agreement of the East Baton Rouge Parish School Board and the contractor, a term contract may be extended for two additional twelve month periods at the same prices, terms and conditions.  In such cases, the total contract cannot exceed sixty (60) months.

2.13
Contract Cancellation.

The East Baton Rouge Parish School Board has the right to cancel any contract, in accordance with its purchasing rules and regulations, for cause, including but not limited to, the following:


(1) 
Failure to deliver within the time specified in the contract;

(2)
Failure of the product or service to meet specifications, conform to sample quality or to be delivered in good condition;


(3)
Misrepresentation by the contractor;

(4)
Fraud, collusion, conspiracy or other unlawful means of obtaining any contract with the East Baton Rouge Parish School Board;

(5)
Conflict of contract provisions with constitutional or statutory provisions of state or federal law;


(6)
Any other breach of contract.

2.14
Default of Contractor.

Failure to deliver within the time specified in the RFP will constitute a default and may cause cancellation of the contract.  Where the East Baton Rouge Parish School Board has determined that the contractor to be in default, the School Board reserves the right to purchase any and all products or services covered by the contract on the open market and to charge the contractor with the cost in excess of the contract price.  Until such assessed charges have been paid, no subsequent RFP and/or bid from the defaulting contractor will be considered.

2.15
Order of Priority.

In the event there is a conflict between the Instructions for Vendors submitting a RFP or Standard Terms and Conditions or Special Terms and Conditions, the Special Term and Conditions shall govern.

2.16
Applicable Law.

All contracts shall be construed in accordance with and governed by the laws of the State of Louisiana.

2.17
Equal Opportunity.

By submitting and signing the RFP, vendors submitting a RFP agree that he will not discriminate in the rendering of services to and/or employment of individuals because of race, religion, sex, age, national origin, handicap or disability.  Vendors submitting a RFP shall keep informed of and comply with all Federal, State and local laws, ordinances and regulations which affect his employees or prospective employees.

2.18
Indemnity.

Contractor agrees, upon receipt of written notice of a claim or action, to defend the claim or action or to take other appropriate measures to indemnify, and hold harmless, the East Baton Rouge Parish School Board, and its members, its officers, its agents and its employees from and against all claims and actions for bodily injury, death or property damages caused by the fault of a contractor, its officers, its agents, or its employees.  Contractor is obligated to indemnify only to the extent of the fault of the contractor, its officers, its agents, or its employees.  However, contractor shall have no obligation as set forth above with respect to any claim or action from bodily injury, death or property damages arising out of the fault of the East Baton Rouge Parish School Board, its members, its officers, its agents or its employees.

3.
SPECIAL TERMS AND CONDITIONS (Equipment, materials or supplies)

3.1
Invoices.  Invoices will be submitted by the contractor to the Purchasing Department EAST BATON ROUGE PARISH SCHOOL SYSTEM, P.O. BOX 2950, BATON ROUGE, LOUISIANA, 70821-2950.  The invoice shall refer to the delivery ticket number, delivery date, purchase/release order number, quantity, unit price, and deliver point.  A separate invoice for each order delivered and accepted shall be submitted by the contractor in duplicate, directly to the Purchasing Department.  Invoices shall show the amount of any cash discount and shall be submitted on the contractor’s own invoice form.

3.2
Payment.  Payment will be made on the basis of the unit price as listed in the contract.  Such price and payment will constitute full compensation of furnishing and delivering the contract commodities.  Unless otherwise specified, payment will be made within thirty (30) days after receipt of invoice, delivery, and authorized inspection and acceptance, whichever occurs last.

3.3
Discounts.  Discounts offered for prompt payment will be accepted and taken into consideration in determining the low proposal.  However, discounts of less than thirty (30) days shall not be considered in making an award.  Beginning date of discount shall be determined by the date of invoice, delivery of merchandise, or acceptance whichever occurs last.

3.4
Preference.  In accordance with La. R.S. 38:2251 a preference claim may be made for materials, supplies equipment or products manufactured, processed, produced or assembled in Louisiana.  A preference is provided involving milk and dairy products in La. R.S. 38:2251.1.  A preference involving steel is provided for in La. R.S. 38:2251.2.  Printing Invitations may provide for a preference in La. R.S. 38:2255.  To claim a preference, the vendor submitting a RFP must fully comply with the requirements and conditions of law and complete the preference statement as part of the RFP.  Preferences shall not apply to service contracts.

3.5
Contractual Period.  The East Baton Rouge Parish School Board intends to award all items for an initial period, not to exceed thirty-six (36) months.  Delays in awarding, beyond the anticipated starting date, may result in a change in the contract period.  If such situation occurs, an award may be made for less than thirty-six (36) months.

3.6
Quantities.  For an open-ended requirements contract, quantities shown are based on the previous contract usage or estimates.  When usage is not available, a quantity of one (1) indicates a lack of history on the item.  The successful vendor must supply, at proposal prices, actual requirements as ordered whether the total of such requirements is more or less than the quantity shown.

3.7
Non-Exclusivity Clause.  This agreement is non-exclusive and shall not in any way preclude the East Baton Rouge Parish School Board from entering into similar agreements and/or arrangements with other vendors or from acquiring similar, equal or like goods and/or services from other entities or sources including state contracts.

3.8
Determination of RFP.  A contract will be awarded to the vendor who has provided a responsive and responsible proposal at the most favorable price as determined by the signed RFP form.

3.9
Cancellation.  The East Baton Rouge Parish School Board reserves the right to cancel any contract within thirty (30) days written notice.

3.10
Price Reductions.  Whenever there is a reduction in price which is lower than the contract price offered to similarly situated customers contracting for the same period and under similar terms and conditions, the reduction must be presented to the Purchasing Department.

3.11
Deliveries.  Contractors will maintain an adequate supply of items to meet the specified delivery dates.

3.12 Preference.  Do you claim a preference?  Yes



  No.





Specify Line Number(s) 












Specify location within Louisiana, where product is manufactured, produced, grown, or assembled:
Failure to specify above information may cause elimination of preference.  Preferences shall not apply to service contracts.
3.13 Successful vendor(s) will provide updated/corrected item information in order to assist EBRPSS with keeping accurate, up-to-date files.  Included, but is not limited to, are descriptions, manufacturer(s), manufacturer’s catalog number, availability, etc.  This will ensure the latest and most accurate information is available and used for future quotes, bids and RFP’s.
3.14 For those RFP’s issued by EBRPSS representing items to be purchased using Federal funding, accepting and signing this RFP form certifies that the company submitting a proposal and the names of officers, directors and any and all employees of the company do not appear on the EPLS.  EPLS is the electronic version of the Lists of Parties Excluded from Federal Procurement and Non-procurement Programs (Lists), which identifies those parties excluded throughout the U.S. Government (unless otherwise noted) from receiving Federal contracts or certain subcontracts and from certain types of Federal financial and non-financial assistance and benefits.  Companies may view the current list at  http://epls.arnet.gov/
4.
SPECIFIC INSTRUCTIONS
(items marked by “x’s” apply)

4.1
Award:

4.1.1

Items are awarded individually.

4.1.2

Items are awarded by group.

4.1.3
X
All items awarded as all or none.

4.1.4
A diskette is included in this package and must be completed and returned with the hard copy. The diskette and the hard copy must contain identical information. In the event that there is a conflict between the two, the hard copy shall govern. If this package is emailed to you, a diskette must be returned with the hard copy.

4.1.5

The contract period is for 36 months. (See 2.12)

4.1.6

This is for a one time purchase.

4.1.7

Other: 

4.2 
Delivery Requirements:

4.2.1

Deliver in hours after contact.

4.2.2

Deliver in days after receipt of purchase order.

4.2.3

Deliver in weeks after receipt of purchase order.

4.2.4

Service response time in hours after contact.

4.2.5

Turn around time for service or repair.

4.2.6

Assembly required.

4.2.7

Installation / set in place required.

4.2.8

Debris and packing material are to be removed from site.

4.2.9

Other:

4.3
Other Instructions:
4.3.1

Vendor submitting a proposal must be in the business covered herein, either wholesale or retail.

4.3.2
Vendor submitting a proposal must be a factory authorized agent for the manufacturer of the equipment quoted.

4.3.3

Vendor submitting a proposal shall employ a local staff of full time service technicians.

4.3.4

Vendor submitting a proposal must have a local stocking warehouse for “will call” pickups.

4.3.5

Other:

4.4 Deliver To: 
EBRPSS Purchasing Department
4.5 EBRPSS Point of Contact:
Christopher Trahan
4.6 POC Email Address:
 ctrahan@ebrschools.org
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East Baton Rouge Parish School System

Office of High School Programs

P.O. Box 2950

Baton Rouge, LA 

Request for Proposals
Title:


RFP 03-10 School District Marketing Campaign
The object of the campaign is to generate positive brand perception for East Baton Rouge Parish School System by connecting emotionally and making it relevant.  
Only proposals that offer to fulfill the requirements herein and are received by 2:00 p.m. CST, August 25, 2010, into the Purchasing Department will be considered.  

One original and 4 copies of the proposal must be submitted to the East Baton Rouge Parish School System or delivered in person (no electronic copy will be accepted).  Proposals may be hand delivered or mailed to:

Purchasing Department

East Baton Rouge Parish School System

P.O. Box 2950

Baton Rouge, LA 70821

The goal of the media relations campaign is to raise the public’s awareness of the positive things going on in our school district.
Direct all inquiries, questions, and requests for information to:

Chris Trahan, Director for Communications and Community Engagement, (225) 922-5620, or
Sonya Gordon, Public Information Officer, (225) 922-5611, or
Gary Reese, Director of Procurement, (225) 922-5445 
	I. Introduction/Background


The East Baton Rouge Parish School System (EBRPSS) is a public school district located in the capitol city of Baton Rouge.  We proudly educate over 42,500 students in grades pre-kindergarten through twelve.  81% of our students are eligible for free/reduced-price meals.  10.6% receive special education services.

The EBRPSS is comprised of 82 schools: 52 elementary schools, 14 middle schools, and 16 high schools.  The district also operates an Adult Education program.

One goal for the EBRPSS is to expand student and stakeholder engagement. A strategy involved in that goal is the development and implementation of a district marketing campaign.   

	II. RFP Intent


The intent of the Request for Proposal is to raise the public’s awareness of the positive information in our school district.
The target audience includes students, parents, district employees, business and community leaders, and external and internal stakeholders.
The East Baton Rouge Parish School System has designated Gary Reese, Director of Procurement, to be responsible for the management of this procurement.  Any inquiries or requests regarding this procurement should be submitted in writing. The contact’s e-mail address and fax number are provided below.

E-mail:

greese@ebrschools.org


Fax Number:
225-922-5411
	III.  Instructions and General Conditions


3.1
RFP REQUEST

The East Baton Rouge Parish School System invites proposals to be submitted at such time and place as is stated in the Notice to Vendors.  All proposals must be submitted in sealed envelopes bearing on the outside the name of the vendor, its address and "PROPOSAL FOR DISTRICT MARKETING CAMPAIGN."  It is the sole responsibility of the vendor to see that his proposal is received in proper time. Any proposal received after the scheduled closing time for receipt of proposals will be returned to the vendor unopened.
3.2.
COVER LETTER SIGNATURE

The proposal cover letter must be signed in the name of the person(s) duly authorized to sign the proposal and must bear the signature in longhand. The cover letter should provide the complete address, phone number and e-mail address for each authorized person.
3.3
CORRECTIONS

The proposal submitted must not contain any erasures or other corrections unless each correction is suitably authenticated by affixing in the margin immediately opposite the correction the surname or surnames of the person or persons signing the proposal.
3.4
WITHDRAWAL OF PROPOSALS

Any vendor may withdraw their proposal either in person, by written request, or by telegraphic request confirmed in writing by a duly authorized representative at any time prior to the scheduled closing time for receipt of proposals.  
3.5
AWARD OF CONTRACT

3.5.1
The East Baton Rouge Parish School System reserves the right to reject any or all proposals, or to waive any irregularities or informalities in any proposals.

3.5.2
It is understood and agreed that the East Baton Rouge Parish School System reserves the right to increase or decrease quantities, and to buy additional services, and services under the terms of any contract resulting from this proposal.
3.6 Prices

Vendor must provide fee system. See 4.4
3.7 DELIVERY

Time of delivery is a part of the consideration.  Deliveries under terms of the request for sealed proposals will be in accordance with the dates indicated therein except where no date is indicated; the vendor will enter the earliest date, which can be assured. If delays are foreseen, written notice shall be given the district, which will take the extensions under advisement. Delivery of purchases in good condition will be vendors' responsibility and no delay in receipt of replacement items will be contingent upon claim adjustment by carrier. All goods are subject to inspection and return at the expense of the vendor if found to be inferior to those specified.
Delivery shall be made during normal working hours unless prior approval has been obtained from the district.

3.8
DEVIATIONS

Any deviations must be stated in writing by the vendor at the time of proposal submittal and shall include specific reasons as to why the deviation will render equivalent or better performance and reliability.

3.9

EVALUATION PROCESS

Opened proposals will be reviewed and evaluated based the criteria listed. Proposal score will determine the list of finalist. Finalists could be asked to present their Marketing solution to the review committee.

The following criteria will be considered in evaluating the proposal 

· Company’s strength to meet all RFP requirements;

· Solution proposed meets Scope of Work requirements;

· Services provide the skills needed to fully implement the instructional solution;

· Cost of the marketing solution in relationship to the benefit gained by students, school staff, and district staff.


Scoring by Section

4.1 Vendor Qualifications
(Set Score/10 pts)

4.2 Proposed Marketing Solution
(Set Score/40 pts)

4.3 Implementation, Skills, and Support
(Set Score/40 pts)

4.4 Price of the Proposed Instructional Solution……… (Set Score/10 pts)
Total Points
100
	IV.  RFP Proposal


4.1
VENDOR QUALIFICATIONS

The respondent must provide information regarding your firm’s experience in providing services. The vendor will need to indicate

· Number of years in operation

· Equal Employment Opportunity status

· Financial strength over a five year period

· Whether you are a subsidiary of another company. (If so, what company?)

4.2 PROPOSED MARKETING SOLUTION

A full-service “one-stop” agency is required to provide public relations, advertising and marketing via branding/slogans, graphics, layout and design, writing/editing, production, editing and other services, print/advertisement, billboards, Web copy, videos, radio commercials and other products as needed. 

An overall theme should be created for use throughout the year as a branding tool for the district. 

4.3 
Implementation, Skills, and Support
The respondent must provide plans for implementing and supporting the Marketing Campaign. The plans should include the full range of services available to the East Baton Rouge Parish School System.

4.4
Cost
The respondent must provide the fee system (per hour, per product, flat rate, etc.) and include a comprehensive summary of estimated costs for all services/products. 
4.5 REFERENCES
The vendor must include three references in Louisiana. The following information is requested.
	District :

	Address: (City, State Zip code)

	Contact Person: 
	Phone #: 

	Purchase Date: 
	Program Use: 
	Number of Users: 


1.1. SUBMISSION REQUIREMENTS

	Tab
	Placement

	1
	Cover Letter/Form & 4.1 Vendor Qualifications

	2
	4.2 Proposed Overview of  Solution 

	3
	4.3 Implementation, Professional Development and Support

	4
	4.4 Price

	5
	4.5 References 

	6
	Deviation to Terms and Conditions


Scoring by Section

4.1 Vendor Qualifications
(Set Score/10 pts)

4.2 Proposed Marketing Solution
(Set Score/40 pts)

4.3 Implementation, Skills, and Support
(Set Score/40 pts)

4.4 Price of the Proposed Solution…………………….. (Set Score/10 pts)
Total Points
100
	
	Below Expectations
0-6 points/10

0-18 points/30

0-30 points/50
	Meets Expectations
7-8 points/10

19-26 points/30

31-44 points/50
	Exceeds Expectations
9-10 points/10

27-30 points/30

45-50 points/50

	Vendor Qualifications
	· Vendor has no record of success with this solution in districts similar to EBR.
	· Vendor has proven record of success districts similar to EBR. 
	· Vendor has proven record of success in multiple districts similar to EBR.

	Proposed Solution
	· Does not meet the criteria set forth in the RFP or minimally addresses the criteria.
	· Meets the criteria explained in the RFP.
	· Not only meets the criteria explained in the RFP, but also offers additional ancillary solutions. 

	Implementation, Professional Services, and Support
	· Has minimal provision for implementation, professional services and support; lacks in two or more of the aforementioned areas.
	· Has some provision for implementation, professional services, and support, but is lacking in one or more of the aforementioned areas.
	· Provision for implementation, professional services, and support is clearly delineated as continuous and substantive.

	Price
	· Is negatively disproportionate to the solutions offered
	· Is comparable to other similar solutions
	· Is considered a value when compared to solutions offered
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