
First Steps Early Intervention System

Request for Funds
SECTION ONE

GENERAL INFORMATION AND REQUESTED PRODUCTS/SERVICES
1.1
INTRODUCTION

The Bureau of Child Development Services (BCDS), acting on behalf of the Division of Disability and Rehabilitative Services (DDRS), requires an entity that will provide services supporting the temporary needs of the First Steps training system.  It is the intent of BCDS to solicit responses to this Request for Funds (RFF) in accordance with the statement of work, proposal preparation section, and specifications contained in this document.

Please note that the respondent’s proposal must follow, in a parallel manner, the format and numbering system of the Evaluation Criteria (Section 3.2), and must include all required components.  Any respondent’s proposal that deviates from that format and numbering system will provide sufficient cause for BCDS not to evaluate the proposal. 
Additionally, respondents may submit a proposal for either training component (DSP 102 & 103 or SC 102 or 103) although priority will be given to respondents who submit proposals that incorporate both.
1.2
DEFINITIONS AND ABBREVIATIONS

Following are explanations of terms and abbreviations appearing throughout this RFF. Other special terms may be used in the RFF, but they are more localized and defined where they appear, rather than in the following list. 

BCDS— Bureau of Child Development Services; First Steps is housed within it.

DDRS— Division of Disability and Rehabilitative Services; BCDS is housed within it.

DSP— Direct Service Provider; design and implement early intervention strategies for children

and families

FSSA— Family and Social Services Administration

SC— Service Coordinator; provides case management services for families of infants and

toddlers with disabilities. 

1.3
Purpose of the RFF
The overall purpose of this RFF is to procure an agent(s) capable of successfully coordinating and conducting core orientation training courses for newly enrolling Service Coordinators and Direct Service Providers. Trainings will be offered in locations and times that meet the needs of the program and participants, as agreed to by the BCDS. Trainer shall be responsible for coordination and execution of the training, to include set up for all trainings and evaluations. 
1.4
Scope of the RFF
This section contains the following information that may be useful to entities wanting to submit a proposal.
1.4.1
Scope of Work

First Steps is Indiana’s Lead Agency dedicated to implementing and coordinating an early intervention system, as outlined in the Individuals with Disabilities Education Act (IDEA), Part C. Funds are being made available for the delivery of core orientation courses in order to promote the preparation of early intervention providers who are fully and appropriately qualified to provide early intervention services under Part C. The trainings include Direct Service Provider (DSP) 102 and 103 as well as (SC) Service Coordination 102 and 103. 

The following activities have been identified as the key responsibilities to coordinate 


and execute DSP 102 and 103 and SC 102 and 103 trainings:
· Training Delivery: Below are the trainings that the agent will be responsible to facilitate.
· DSP102 & DSP103: These trainings are to serve as follow-ups to DSP 101. These trainings should be offered monthly, but must occur at least bi-monthly and should be evenly distributed throughout the training calendar.  There are to be no cancellations of these trainings for any reason other than the complete lack of participants.

· Service Coordination 102 & 103: These training curriculums build on the information provided in SC 101 and provide participants with detailed information and strategies for improving the quality of their skills. Completion of these one-day trainings is required of all service coordinators.  These trainings should be offered bi-monthly, but must be offered at least quarterly.
· Training Planning: Agent will be responsible for set up for trainings including securing and preparing equipment and participant materials. Training locations will be centrally located in Indianapolis to ensure ease of access for providers statewide.
· Tracking Attendance: Agent will be required to provide BCDS with an attendance record within one week of training completion. Trainings are limited to First Steps enrolled providers only unless special permission is given by First Steps personnel. Agent will be responsible for issuing training completion documentation to participants.
· Training Curriculum: Agent will utilize training curriculum approved by the BCDS. Agent may make recommendations for updates and revisions to the curriculum to meet the dynamic needs of the system. Agent will also administer a satisfaction survey at the close of each training.
· Training Transition: Agent will provide phase in training (train the trainer) to identified regional trainers during the last 3 months of the contract. 
1.5
TRAINING AGENT REQUIREMENTS
1.4.1
Trainer Requirements
1) Trainer must be currently and actively involved in First Steps system. 

2) Trainer must have recent experience as a facilitator of First Steps provider trainings.  

1.6
DUE DATE FOR PROPOSALS 
1.5.1
All proposals must be received by the Bureau of Child Development Services no later than July 24, 2015, 5 p.m. EST. Each respondent must submit one (1) proposal and all other related documentation as required in this RFF in electronic format to the First Steps Web: FirstStepsWeb@fssa.in.gov. No more than one proposal per respondent should be submitted.  Each copy of the proposal must follow the format indicated in Section Two of this document.  Unnecessarily elaborate brochures or other presentations, beyond that which is sufficient to present a complete and effective proposal, are not desired.  
Any proposal received by the BCDS after the due date and time will not be considered. 


Inquiries regarding this RFF may be submitted via e-mail to: FirstStepsWeb@fssa.in.gov. 
1.5.2
No negotiations, decisions, or actions shall be initiated by any respondent as a result of any verbal discussion with any state employee.
1.7
MODIFICATION OR WITHDRAWAL OF OFFERS

Responses to this RFF may be modified or withdrawn in writing or by fax notice received prior to the award notice.  
1.8
PRICING

BCDS requests the pricing associated with this RFF be a firm proposal price that must remain open and in effect for a period of not less than 180 days from the proposal due date. 
The target price funding for this RFF is approximately $500, per full-day training. 

The proposal MUST clearly indicate ALL COSTS (fixed and/or variable) that FSSA is expected to incur over the period of the agreement based on the information contained in this RFF.  All figures must be in US dollars.              
Unless noted otherwise, prices quoted shall apply for the duration of the contract executed as a result of this RFF.
1.9  
CONTRACT NEGOTIATIONS

Following the independent scoring of proposals by the Evaluation Committee, the proposals with the highest scores will be submitted to the State for grant consideration. BCDS holds the authority to accept or reject the recommendations of the Evaluation Committee. In the event of a tie score between two or more applicants, BCDS will make the final decision.
1.10
TYPE AND TERM OF CONTRACT 

The State of Indiana intends to sign a contract with one or more respondent(s) to provide the complete set of products and services listed in this RFF. 

The term of this contract shall be for a period of eighteen (14) months, beginning September 1, 2015 (or from date of final state approval of contract), and ending October 31, 2016. 

1.11
CONFIDENTIAL INFORMATION  
Respondents are advised that materials contained in proposals are subject to the Indiana Public Records Act, IC 5-14-3 et seq., and, after the contract award, may be viewed and copied by any member of the public, including news agencies and competitors. Respondents claiming a statutory exception to the Indiana Public Records Act must place all confidential documents (including the requisite number of copies) in a sealed envelope clearly marked “Confidential” and must indicate on the outside of that envelope that confidential materials are included. The respondent must also specify which statutory exception provision applies. The State reserves the right to make determinations of confidentiality. If the State does not agree that the information designated is confidential under one of the disclosure exceptions to the Indiana Public Records Act, it may either reject the proposal or discuss its interpretation of the allowable exceptions with the respondent. If agreement can be reached, the proposal will be considered. If agreement cannot be reached, the State will remove the proposal from consideration for award and return the proposal to the respondent. The State will not determine prices to be confidential information. 

1.12
CONTRACT COMPONENTS

Any or all portions of this RFF and normally any or all portions of the respondent’s response will be incorporated by reference as part of the final contract. Proprietary or confidential material submitted properly will not be disclosed.

1.13
PROPOSAL LIFE

All proposals made in response to this RFF must remain open and in effect for a period of not less than 180 days after the due date for proposals. Any proposal accepted by the State for the purpose of contract negotiations shall remain valid until superseded by a contract or until rejected by the State.
1.14
 TAXES

The State of Indiana is exempt from federal, state, and local taxes. The State will not be responsible for any taxes levied on the respondent as a result of the contract resulting from this RFF.
1.15
SECRETARY OF STATE REGISTRATION 
In accordance with IC 5-22-16-4, before a respondent can do business with the State, the respondent must be registered with the Indiana Secretary of State.  In order to be considered responsible, an offer or that is a business required to register with the Secretary of State must have registered with the Secretary of State at least 45 days before the RFF issuance date. If a respondent does not have such registration at present, the respondent should contact:

Secretary of State of Indiana

200 West Washington Street, Room 201
Indianapolis, IN 46204

(317) 232-6531
www.IN.gov

for the necessary application form. It is each respondent’s responsibility to assure that registration was at least 45 days prior to issuance of the RFF.  Registration information will be verified prior to RFF recommendation.
1.16
AMERICANS WITH DISABILITIES ACT

The respondent specifically agrees to comply with the provisions of the Americans with Disabilities Act of 1990 (42 U.S.C. 12101 et seq. and 47 U.S.C. 225). 
1.17    TIMELINE
Targeted dates are included below. All attempts will be made to adhere to the dates below, however dates are commonly subject to change due to the unpredictable nature of the process.

July 24, 2015 5 pm EST…………………………….………………..Proposals Due to BCDS

July 31, 2015...………………………………………...BCDS notifies respondents of decision

SECTION TWO
PROPOSAL PREPARATION INSTRUCTIONS
2.1
GENERAL

To facilitate the timely evaluation of proposals, a standard format for proposal submission has been developed and is documented in this section. All respondents are required to format their proposals in a manner consistent with the guidelines described below:
· Each item must be addressed in the respondent’s proposal or the proposal may be rejected.

· The transmittal letter should be in the form of a letter. The business and technical proposals must be organized under the specific section titles as listed below.

· The State may, at its option, allow all respondents a five-calendar-day period to correct errors or omissions to their proposals. Should this necessity arise, the State will contact each respondent affected. Each respondent must submit written corrections to the proposal within five (5) calendar days of notification. The intent of this option is to allow proposals with only minor errors or omissions to be corrected. Major errors or omissions, such as the failure to include prices, will not be considered by the State as a minor error or omission and may result in disqualification of the proposal from further evaluation.

2.2
TRANSMITTAL LETTER  
The transmittal letter must address the following topics except those specifically identified as “optional.”


2.2.1
Summary of Ability and Desire to Supply the Required Products and Services

The transmittal letter must briefly summarize the respondent’s ability to supply the requested products and services that meet the application requirements defined in this RFF. The letter must also contain a statement indicating the respondent’s willingness to provide the requested products and services subject to the terms and conditions set forth in the RFF including, but not limited to, the State’s mandatory contract clauses. 

2.2.2
Signature of Authorized Representative

A person authorized to commit the respondent to its representations and who can certify that the information offered in the proposal meets all general conditions must sign the transmittal letter. In the transmittal letter please indicate the principal contact for the proposal along with an address, telephone and fax number as well as an e-mail address if different than individual authorized for signature.
2.2.3 Respondent Notification 

Unless otherwise indicated, respondents will be notified via e-mail.  It is the respondent’s obligation to notify BCDS of any changes in address that may have occurred since the origination of this solicitation.  BCDS will not be held responsible for incorrect vendor/contractor addresses.

2.3
BUSINESS PROPOSAL

The business proposal must be written to specifically and categorically address the Evaluation categories and other criteria described in this RFF as well as in any attachments related to the same. Each specific response must be numbered and outlined according to the numbering and outline format of the RFF and any associated evaluation criteria.
The business proposal must address the following topics except those specifically identified as “optional.”

2.3.1
Facilities and Resources

The respondent should include information with regard to the organization’s resources that it deems advantageous to the successful provision of the requested products and services. This might include management capabilities and experience, technical resources, and operational resources not directly assigned to this project, but available if needed.


2.3.2
Required Contract Clauses

Indiana law requires the inclusion of certain language in all contracts. Also, the nature of the products and services requested in this RFF may present a need for the inclusion of certain commitments in any contract resulting from this RFF. Some clauses within the contracts are mandatory and other clauses are desirable to the State. NOTE: Those clauses that are mandatory are as follows: 

Duties of contractor, rate of pay, and term of contract 

Conflict of interest

Drug-free workplace provision and certification

Funding cancellation

Non-collusion and acceptance

Non-discrimination clause

Respondents should review these clauses in detail because a specific agreement to these clauses is required in the Transmittal Letter. If a respondent wishes to suggest alternative wording for one or more of these mandatory clauses without changing the intent, these suggestions may, at the respondent’s option, be documented in this section of the business proposal. The respondent’s suggested language will be considered by the State during the contract negotiation process. The State’s willingness to consider alternative language does not change the requirement that the respondent agree in the transmittal letter to the acceptance of the State mandatory clauses as written.


2.3.3
Pricing and Charges

The State requests the pricing associated with this RFF be a firm proposal price that must remain open and in effect for a period of not less than 180 days from the proposal due date as well as any extensions agreed to in the course of contract negotiations.  

2.3.4
Registration to Do Business

Selected respondents and any proposed subcontractors providing the products and/or services required by this RFF must have been registered to do business within the state by the Indiana Secretary of State at least 45 days before the issuance of the RFF to be considered responsible. The contact information for this office may be found in Section 1.5.1 of this RFF. This process must have been concluded 45 days prior to the issuance of the RFF. It is the successful respondent’s responsibility to complete the required registration with the Secretary of State and to be aware of any proposed subcontractors registration status. The respondent must indicate the status of registration, if applicable, in this section of the proposal.


2.3.5
Authorizing Document

Respondent personnel signing the Transmittal Letter of the proposal must be legally authorized by the organization to commit the organization contractually. This section shall contain proof of such authority. A copy of corporate bylaws or a corporate resolution adopted by the board of directors indicating this authority will fulfill this requirement.


2.3.6
Subcontractors

The respondent must list any subcontractor’s name, address and state of incorporation that are proposed to be used in providing the required products and services. The subcontractor’s responsibilities under the proposal, anticipated dollar amount for subcontract, the subcontractor’s form of organization, indication that the subcontractor was registered with the Indiana Secretary of State at least 45 days prior to the issuance date of this RFF, if required, and an indication from the subcontractor of a willingness to carry out these responsibilities are to be included for each subcontractor. This assurance in no way relieves the respondent of any responsibilities in responding to this RFF or in completing the commitments documented in the proposal. 


2.3.7
Respondent Contract Requirements

This section is optional. If the respondent wishes to include any language other than that discussed in the business proposal, this language should be included in this section. For each clause included in this section, the respondent should indicate that the clause is required by the respondent in any contract resulting from this RFF and why it is required (if the required clause is unacceptable to the State, the respondent’s proposal may be considered unacceptable) or indicate that the clause is desired (but not required) by the respondent in any contract resulting from this RFF.
SECTION THREE
PROPOSAL EVALUATION

3.1
PROPOSAL EVALUATION PROCEDURE

All evaluation committee members will use the evaluation criteria stated in Section 3.2, and will utilize the provided First Steps scoring tool. 
The procedure for evaluating the proposals against the evaluation criteria will be as follows:
· Each proposal will be evaluated by using the scoring tool and criteria provided by First Steps. Proposals that are incomplete or otherwise do not conform to proposal submission requirements will normally be eliminated from consideration. 
· Each proposal will be evaluated on the basis of the categories included in Section 3.2. Points are awarded for each criteria and justification is required for each score given.
· Based on the results of the evaluation, the qualifying proposal will be transmitted back to the State for grant consideration. BCDS holds the authority to accept or reject recommendations of the evaluation committee.
· If BCDS decides that no proposal is sufficiently advantageous to the State, the State may take whatever further action is deemed necessary to fulfill its needs. If, for any reason, a proposal is selected and it is not possible to consummate a contract with the respondent, the state may begin contract preparation with the next qualified respondent or determine that no such alternate proposal exists.
3.2
EVALUATION CRITERIA

Proposals will be evaluated based upon the proven ability of the respondent to satisfy the requirements of the RFF in a cost-effective manner.  Each of the evaluation criteria categories is described below with a brief explanation of the basis for evaluation in that category. The percentage of the total point score associated with each category is indicated following the category name (total maximum points = 100).

1) Training Planning (total 10 points)
a. Describe how you will ensure that equipment and participant materials will be secured and utilized in preparation for trainings. (10 points)
2) Registration (total 10 points)
a. Describe how the respondent will communicate training information (such as record of completion) to the BCDS. (5 points)
b. Describe how confirmations or documentation of completed trainings will be made available for timely or immediate provider use. (5 points)
3) Training Curriculum and Delivery (total 50 points)
a. Describe trainer’s familiarity with and qualifications to teach established curriculum for DSP 102 & DSP 103 and SC 102 & SC 103. (35 points)
b. Describe how the trainer proposes to train new trainers to teach courses regionally. (15 points) 

4) Pricing and Charges (total 30 points)
a. Budget appears to meet the needs of the program in the most cost-efficient manner. (30 points)
3.3
PROPOSAL CERTIFICATION 
Responses to this solicitation serve as a warrant that the responding entity has properly registered as required by law with the Secretary of State and that it has no current or outstanding criminal, civil, or enforcement actions initiated by the State of Indiana, and it agrees that it will immediately notify the State of any such actions. The respondent also certifies that neither it nor its principals are presently in arrears in payment of its taxes, permit fees or other statutory, regulatory or judicially required payments to the State of Indiana. Any respondent agrees that the State may confirm, at any time, that no such liabilities exist, and, if such liabilities are discovered, that State may bar the respondent from contracting with the State, cancel existing contracts, withhold payments to setoff such obligations, and withhold further payments or purchases until the entity is current in its payments on its liability to the State and has submitted proof of such payment to the State.
PAGE  
Page 1 of 10

