	

	New Jersey Economic Development Authority

Request for Qualifications / Proposals
Program Assessment Consulting Services -  

NJ Urban Enterprise Zones (UEZs) Program
(reference 2010-RFQ/P-040)

	

	Item #
	ITEM to be SUBMITTED 

in the PROPOSAL PACKAGE  
	COMMENTS

	Check here 
once  you  have included in

 the proposal package

	1
	a fully completed and signed cover letter and 
“Fee Schedule”
	MANDATORY
	

	2
	MANDATORY COMPLIANCE:  

1.  “Source Disclosure Certificate” form  -    (Exhibit G)                                             
2. “Set Aside Compliance Certificate” form -  (Exhibit I)   

	MANDATORY
	

	3
	COMPLIANCE Requested  WITH the PROPOSAL:

3. “Business Registration Certificate” (BRC) -  (Exhibit E) 
4.   evidence of compliance with Equal Employment Opportunity by submitting one (1) of the following: 
a. a valid “AA302 Employee Information Report” form -  (Exhibit B), 
b. a valid “Certificate of Employee Information Report”  - (Exhibit C) 
c. a valid “Letter of Federal Affirmative Action Plan Approval” - (Exhibit D)
5. "Set Aside Information” form - (Exhibit H)
6. “Two (2) Year Vendor Certification and Disclosure of Political Contributions” and “Ownership Disclosure” forms - (Exhibit K), (which typically are only required of the successful Proposer).
                                       
	REQUESTED
	

	
	evidence of the number of years providing similar program assessment services, and in particular, Urban Enterprise Zone Program Assessment consulting services, to other entities by submitting a list of clients indicating the terms of engagements.  

	MANDATORY
	

	
	Provide a detailed timeline / schedule to ensure that the Authority’s deadline of December 30, 2010 is achieved.


	
	

	
	Detailed description of the econometric model / methodology to be used to assess the economic impact of the program on the State of New Jersey.


	
	

	
	Provide evidence of a minimum of five (5) years demonstrated experience in providing these same services of similar size and scope to other municipal, county or state entities, as evidenced by providing at least three (3) illustrative narratives describing similar Urban Enterprise Zone Program Assessment Consulting Services consulting projects during the past five (5) year period.  

The narrative should demonstrate specialized experience with economic development, program review in targeted zones and fiscal impact analysis regarding other Urban Enterprise Zones.

Additionally, the narratives must include the client name, project overview, scope of services and current status
	
	

	
	provide the contact information (i.e. name, telephone number and e-mail address) of a senior executive contact person (i.e. CEO, COO, CFO, Sr. Vice President etc.) for the  contracted party, who can provide a reference 

A minimum of three (3) submissions should be provided. 


	
	

	
	a copy of the Proposer’s list of clients and years serviced during this five (5) year period,
	
	

	
	narrative of the Proposer’s organization. Included must be information demonstrating the Proposer’s experience and qualifications in providing the requisite services.
	
	

	
	resumes / bios for each individual, who will or who it is expected will, perform work against the resulting contract, as well as any applicable licenses or professional certifications
	
	

	
	staffing chart listing the names and positions of all employees who will be assigned to provide the services
	
	

	
	organizational chart also be supplied for the Proposing entity’s entire organization. 


	
	

	
	brief narrative describing the proposed “Scope of Services / Deliverables” including how the Proposer plans to effectively and efficiently accomplish these tasks / services
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	 4

	Provide a brief narrative describing the proposed “Scope of Services / Deliverables”, on a point-by-point basis for each item, including how the Proposer plans to accomplish each task identified in this RFQ/P   
	MANDATORY

	

	2

	Provide a brief descriptive narrative of the Proposer’s organization, as well as any other firm it plans to joint venture or subcontract with, in implementing the communication project. Included must be information on the Proposer’s experience and qualifications.
	MANDATORY


	

	3
	Provide a narrative substantiating why the Proposer is qualified to undertake this project based on past experience, depth of personnel, etc.
	MANDATORY


	

	4
	Provide a narrative substantiating why the proposed Lead Account Manager / Director, as well as the “Back-Up” Account Manager, are qualified to undertake these integral key roles, based on past experience, qualifications, etc.

also provide two (2) references of prior clients for whom the Account Manager / Director and the “Back-Up” Account Manager have provided similar services, while performing in these roles / titles.
	MANDATORY


	

	5
	Provide a detailed schedule identifying the timeframes required to complete for each task identified as “Items A – L” in the “Scope of Services / Deliverables” section of this RFQ/P
	MANDATORY


	

	6
	Provide bios / resumes, along with any applicable licenses or professional certifications, for each individual who it is anticipated will perform or who may perform work against the resulting contract.  

It is preferred that the individual responsible for copy writing for the account be a direct, in-house staff member of the Proposing firm; however, subcontractors will be considered.  
Proposers must provide a resume and three (3) writing samples for each individual who will perform these copywriting services, whether direct, in-house staff or subcontracted copywrite service providers.     
	MANDATORY


	

	7
7

(Cont’d)
	Provide evidence of at least five (5) years of demonstrated experience in providing a full range of communications and advertising services. Describe experience promoting economic development, financial services and / or Business-to-Business. 
This experience must be documented, by providing at least one (1) illustrative, representative collateral sample, representing each year of the five (5) year period.  Illustrative samples should be clearly labeled to show the Customer name, project goals and objectives (i.e. product / service to be marketed, date each was created / produced, etc.).


	MANDATORY
MANDATORY

(Continued)


	

	8
	Provide at least three (3) examples (i.e. collateral pieces, printed media, etc.) of prior communication / sales tool projects of similar size and scope, which it has successfully completed, as evidence of its ability to successfully perform and complete the services required by this RFQ/P. 

For each such contract referenced, the Proposer should provide the name, telephone number and e-mail address of a contact person for the other contract party, who can provide a reference regarding the Proposer’s performance.

	MANDATORY


	

	9
	Provide a recommendation for preliminary print advertisement, an Internet advertisement and a collateral piece, using the newly proposed Authority brand.

	MANDATORY


	

	10
	Provide a sample media plan for the Authority’s brand.

	MANDATORY


	

	11
11

(Cont’d)
	Provide a completed and signed                     “Fee Schedule” (Exhibit R - Sections 1 - 6) to include: 
a. “Core Services Fee” (Exhibit R – Section 1 “Core Services Fee” and Exhibit R - Sections 1A -1I “Budget Worksheets 1A – 1I  / Hourly Rate Schedule”)

b. “Core Production / Media Costs Payable to Subcontractors”   (Exhibit R – Section 2)
c. “Fully Burdened Hourly Rates” for each title / position proposed to perform the work (Exhibit R – Sections 1A-1I “Budget Worksheets 1A – 1I / Hourly Rate Schedule”)

d. “Proposed Budget”  (Exhibit R – Section 3 – this document / format is of the Bidder’s design and should be labeled as “Exhibit R – Section 3”)   
e. “Media Placement Mark-Up Percentage” (Exhibit R – Section 4) 
f. “Detailed Budget” for the conception, creation and generation of the Established Authority Brand Preliminary Print and Internet Advertisement and Collateral Product” submission (refer to section “Fee Schedule” for detailed submission requirements) (Exhibit R – Sections 1A-1I “Budget Worksheets - Section 6 / Hourly Rate Schedule”).


g. “New Brand Development Fee” (Exhibit R – Section 5) to include a detailed budget to illustrate and explain how it derived its “New Brand Development Fee”. (refer to section “Scope of Services / Deliverables – Item L - Potential New Brand Development ” for detailed submission requirements)  (Exhibit R – Sections 1A-1I “Budget Worksheets 1A – 1I / Hourly Rate Schedule”).


 
	MANDATORY
(Items a through g)

MANDATORY
(Items a through g)


	

	12
	All fully completed and signed Compliance document forms, as specified in the “Compliance” section, of this RFQ/P, and as required by law.  
a.  “Business Registration Certificate” (BRC) – (Exhibit E)
b.  “Source Disclosure Certificate” form  -   (Exhibit G)                                            
c.  “Set Aside Compliance Certificate” form -  (Exhibit I)   
Note:  In the interest of time, while only the successful Proposer is required to complete and submit the Public Law 2005, c. 51, “Two (2) Year Vendor Certification and Disclosure of Political Contributions” and “Ownership Disclosure” forms, Proposers are asked to complete and submit these documents with the proposal.  Failure to submit all compliance documents, as specified and within the specified time frames, may result in rejection of the proposal.  

	MANDATORY


	

	In addition to the above items, Proposers should submit the following information.  

Failure to include each of the following items, to the level of detailed defined in the RFQ/P language may affect the Evaluation Committee’s ability to accurately and effectively evaluate the proposal. 


	13
	the full name, title, telephone number and e-mail address for the primary contact person of the firm responsible for this submission.  Subconsultants must provide staffing charts and credentials for all persons providing services.
	OPTIONAL:
needed to effectively and accurately evaluate

the proposal
OPTIONAL:
needed to effectively and accurately evaluate

the proposal
	

	14
	the Proposer’s office location that will be responsible for managing the resulting contract.
	
	

	15
	the full name, title, telephone number and e-mail address of the individual, who will be responsible for and who will manage, the resulting contract (i.e. the Lead Account Manager / Director).
	
	

	16
	the name and Federal Employer Identification Number (FEIN #) of the Bidder responding to this RFQ/P, as well as any joint venture partners / subcontractors.
	
	

	17

	a staffing chart listing the names and positions of ALL employees who it is expected will or may be assigned to provide these services and perform the work against the resulting contract.  Proposers should note that the Authority requires a Lead Account Director and a “Back-Up” Account Manager.   

	
	

	18
	evidence of a quality infrastructure / system / process-flow in place through each phase of the creative process to review, validate and approve each aspect of the work performed.   
	
	

	19
	evidence of process controls presently in place, to ensure adherence to timelines and achievement of deadlines.  Both processes should also address the systems in place regarding errors, corrective action and communication with the client (i.e. the Authority) regarding same.  
	
	

	20
	a list of all subconsultants, if any, including SBE firms intended for this project.  The Proposer should indicate the number of years and specific project experience it has with each of the specified subconsultant firms. 
	OPTIONAL:
needed to effectively and accurately evaluate

the proposal
	

	21
	signed statement concerning capacity to perform against any resulting contract (this is to be signed by the authorized representative, who is submitting and signing the RFQ/P documents on behalf of the proposing entity
	
	

	22
	Submit a fully completed and signed “Acknowledgment of Receipt of Addenda” form (Exhibit M).
	
	

	23
	Identify any pre-existing intellectual property (IP) owned by the Proposer or any subcontractor, to be brought into a project(s).   
Additionally, the Proposer should provide a signed statement that if awarded the contract, it shall grant to the Authority, a non-exclusive, perpetual, royalty-free license to use any of the Proposer’s Background IP delivered to the Authority for the purposes contemplated by the contract and any extensions thereto (refer to section “Responsibilities of the Vendor”).

	
	

	24
	Provide a list of any exceptions, if any, taken to the specimen form of the Contract annexed to this RFQ/P, as Exhibit L.  If there are no exceptions, this must be clearly stated in the proposal.  The Authority will be under no obligation to grant or accept any changes to the specimen form of the contract.
	
	

	This list is meant to assist the proposing entity in preparing the bid proposal and may not be all encompassing.   It is the proposing firm’s sole responsibility to ensure that all required documentation and submissions are included with the bid proposal.

A proposal cannot be reviewed and evaluated unless and until the above information is received. 
 Failure to submit the above information may result in rejection of the bid proposal.


	The Proposal Cover Letter and “Fee Schedule” MUST be signed in INK!!

Failure to do so will render the proposal materially non-responsive and 

therefore, subject to mandatory rejection.
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