RFP 1

PERFORMANCE WORK STATEMENT (PWS)

Department of Labor (DOL), Women’s Bureau (WB)
Event Planner
for 
“Women’s Bureau National Dialogue on Workplace Flexibility” 

As of 08 SEPTEMBER 2010
1.0   Background
The mission of the U.S. Department of Labor (DOL) Women’s Bureau (WB) is to develop policies and standards and conduct inquiries to safeguard the interests of working women; to advocate for their equality and economic security for themselves and their families; and to promote quality work environments. The Women’s Bureau has been meeting this mandate by identifying the issues working women care about most and vigorously pioneering research and programs to address them.  Secretary of Labor Solis’ vision – for FY 2010 and beyond – is good jobs for everyone, which includes the strategic goals for assuring fair and high quality work-life environments.  
The Women’s Bureau’s charter is to develop national policy, provide technical assistance, and conduct outreach that promotes the adoption and implementation of policies/strategies to improve employment outcomes for wage-earning women of all ethnic groups.  The Women’s Bureau formulates standards and policies that promote the welfare of wage-earning women, improve their working conditions, increase their efficiency, and advance their opportunities for profitable employment.  

DOL WB is responsible for fostering and maintaining local and community partnerships and conducting outreach and education.  DOL WB is made up of a National Office and ten (10) Regional Offices across the country.  Conducting Forums with stakeholders is a critical step in expanding and sharing employment policy and effective workplace flexibility practices.  Through research and policy development, WB supports the creation and expansion of flexible workplace options and meaningful employment that promote flexible workplace policies and programs.
2.0  Purpose and Intent:
The DOL WB plans to issue a Firm Fixed Priced contract type, for an Event Planner for the purpose of conducting a Workplace Flexibility Event in Region III which covers the states of Delaware, District of Columbia, Maryland, Pennsylvania, Virginia, and West Virginia, under the title of The Women’s Bureau’s National Dialogue on Workplace Flexibility (NDOWF).   Participation in NDOWF shall be by invitation only.  The event will include diverse participants (age, gender, ethnicity and socio-economic status). A minimum audience of 100 attendees is anticipated, the audience shall be composed of:  
· Small businesses and their employees
· Small business advocacy groups

· Small business associations

· Organizations that support small businesses

· Federal, State and local government agencies

· Work-life advocates

· Women and girls advocacy groups

3.0   Scope of Work:
3.1 The Contractor shall provide qualified personnel in event planning, marketing, promoting, and logistical support to assist in the implementation of the NDOWF.   The contractor shall provide all facilities, equipment and materials for a half (1/2) day forum/town hall meeting during the time frame of May 2011.
3.1.1 The contractor shall provide event facility and serve as the liaison with the event 
facility. The facility shall accommodate up to 100 attendees; shall include a stage, lighting & sound system; a registration area with a minimum of two (2) skirted tables and staff for registration process; one (1) additional room to accommodate up to 50 attendees in two (2) breakout sessions.  

3.1.2 The contractor shall provide reasonable accommodations for people with disabilities.
3.1.3 The contractor shall provide and maintain a web site for on line registration (with 
two (2) confirmation notices), and the capability for submission of written comments from those unable to participate in person, and to conduct follow up/outreach.  IT support to include audio, video, and all associated equipments for the plenary forum, and audio tape, one (1) breakout session.

3.1.3.1 The contractor shall construct an electronic registration form.
3.1.4     The contractor shall provide all printed materials and assemblage to include DOL 
WB Logo.  Printed materials and the issuance of printed materials, to include programs (100), brochures (100), banners (1), name tags (100); thank you notes (100); provide and position directional and informational signage (4).  Prepare and issue of 300 printed and electronic invitations to assure a minimum of 100 attendees.  Telephone follow up as needed to ensure a minimum of 100 attendees.  Sample material to be provided as GFI at the kick off meeting.
3.1.5    The Contractor will be knowledgeable of workplace flexibility best practices and women’s workforce issues.
3.2 Upon contract award, the Contractor shall meet with the assigned Contracting Officer, the Contracting Officer’s Technical Representative (COTR) and other Women’s Bureau (WB) staff for a kick-off meeting, to solidify the proposed Event Management Plan.  

3.3  All efforts made in support of this requirement must be in strict compliance with all pertinent regulations and federal laws and guidelines.  All methods of communications and promotions must be fully and completely accessible in compliance with Section 508 of the Rehabilitation Act (29 U.S.C. 794d), as amended by the Workforce Investment Act of 1998 (P.L. 105-220), August 7, 1998, see http://www.section508.gov/.

4.0 Requirements:
4.1 The Contractor shall provide qualified personnel in event planning, marketing, promoting, and logistical support to assist in the implementation of one (1), one half (1/2) day forum/town hall meeting, in Region III. The contractor shall provide all facilities, equipment and materials to conduct one (1), one half (1/2) day, forum/town hall meeting in Maryland, and to solidify the date/time during the time frame of May 2011 as follows:    

Location


Proposed Venue

    Date

        Time
                        





____________       08:00 – Noon               
4.1.1 The Contractor shall prepare/provide a detailed Event Management Plan.  This plan shall be the template for future events.  The plan shall expand the general outline presented in this PWS, specifically including the following elements:  
· List processes and the technical approach to the project task
· Marketing/Promotion Plan; Establish and coordinate all logistical aspects, e.g. site selection, marketing, promotions and methodology to assure a minimum of 100 attendees.
· Coordinate media and press requirements/relations with the DOL Office of Public Affairs Representative  

· Promotion avenues; content for emails, web and news releases and indirect correspondence with participants. 

· Provide electronic registration pre and post via internet, fax, mail, email, and website

· Provide a timeline and milestone chart for accomplishment of the project tasks and deliverables 
· Provide a performance plan, including a list and description of the credentials, skills, skill levels and roles of all key personnel with resumes for key personnel

· Provide all logistical support at the forum session and breakout sessions 

· Facility costs shall include, at a minimum, all IT requirements in sufficient quantities to support the plenary forum and audio equipment to support recording  one (1) breakout session
· Facility costs shall include all labor costs to set up and strike 
· Provide professional note takers for each of the breakout sessions
· Provide Program material & information packets (100); printed materials and the issuance of printed materials; brochures (100), banners (1), name tags (100); thank you notes (100)
· Provide and position directional and informational signage (4) 
· Provide required audio visual equipment required but not covered in facility costs
· Provide stage set up to include banners (1) and flags (flags to be provided as GFM)
· Provide shipping of materials  

· Provide sign language interpreting services, if attendee designates special needs. 
· Provide all accessibility requirements for people with disabilities
· A discussion of contents and deliverables 

· Discuss facility parking and public transportation availability

4.1.2 The contractor shall provide the event facility, and serve as the liaison with the event facility. The facility shall accommodate up to 100 attendees; have the availability of parking and/or be close to public transportation; shall include a stage/platform, lighting & sound system; a registration area with a minimum of two (2) skirted tables; a reception area; the facility shall provide an additional room to accommodate up to 50 attendees in one (1) breakout session.
4.1.2.1 The contractor shall provide a skilled note taker at one (1) breakout session.  Contractor personnel shall coordinate format and guidelines with the WB representative at the kick off meeting.

4.1.2.2 The contractor shall provide personnel for the event registration table.
4.1.3 The contractor shall satisfy requests for reasonable accommodations, and accessibility 
requirements, to include: sign language interpreting and other disability related support/accommodations. 
4.1.4 The contractor shall promote the event in conjunction with DOL Office of Public 
Affairs (OPA). 
4.1.5 The contractor shall provide and maintain a web site for on line registration (with two 
(2) confirmation notices), and the capability for submission of written comments from those unable to participate in person, and to conduct follow up/outreach.  

4.1.5.1 The registration form shall address specific areas of necessary research data, in order to best divide attendees into breakout sessions.  Contractor personnel shall coordinate on line registration format and coding guidelines with the WB representative at the kick off meeting.  A data drop of all electronic registration data shall be provided to the COTR, in EXCEL format, no later than five (5) working days after the forum. 
4.1.5.2 The contractor shall provide Information Technology (IT) support to include on line registration, audio, video, and all associated equipments for the plenary forum, and one (1) breakout session to be taped. 
4.1.6 The contractor shall design and provide printed materials, assemblage and issuance of 

printed materials, to include:  programs (100), brochures (100), banners (1), name tags (100); thank you notes (100); provide and position directional and informational signage (4). 
Prepare and issuance of 300 printed and electronic invitations to assure a minimum of 100 attendees.  
4.1.6.1  The contractor shall apply DOL WB’s logo to all documents produced.   
WB will provide the contractor with self sticking logo labels and the WB Logo on CD as Government Furnished Material (GFM).
4.1.6.2 All deliverables shall be designed and developed in electronic media version 
and hard copy format; shall be delivered in completed pdf or other standard format application for application  on or printed from/to a website.  The master disk of, all deliverables, shall be delivered, to the COTR, five (5) days after contract completion.  
4.1.7 The contractor shall issue invitations to a minimum of 300 participants for the event 
to include diverse stakeholders and customers.  The list of stakeholders and customers will be provided as GFI.  The event shall be on an invitation only basis. Invitations shall be in accordance with the sample format provided by the COTR.   Telephone follow up as needed to ensure a minimum of 100 attendees.  
4.1.8 The contractor shall record and transcribe each session, providing original recordings,
in a Forum Report to the COTR, within 15 days of Forum completion.  Forum Reports shall be provided in accordance with the sample format provided by the COTR as GFI.
4.1.9  The contractor shall submit a Draft Forum Report to the COTR within ten (10)  business days.  The draft report shall include the template for replication of the Dallas NDOWF and transcripts of the general and breakout sessions.  Upon COTR review/recommendations, the contractor shall incorporate comments and submit a Final Forum Report within five (5) business days. 
4.2   The contractor shall provide monthly progress reports to the COTR, and weekly progress reports during the two months leading up to the event.  The brief reports shall summarize progress on each task, timeline status, anticipated problems and resolutions, and future activities.  
4.3 All deliverables shall be designed and developed in electronic media version and hard copy format; shall be delivered in completed pdf or other standard format application for application  on or printed from/to a website.  The master disk of, all deliverables, shall be delivered, to the COTR, five (5) days after contract completion.   
5.0  General Information  The Contractor shall notify the Government, within ten (10) days, of any actual or potential situations delaying or threatening to delay the timely performance of this Agreement.


5.1  Recognized Holidays:  The contractor is not required to perform services on holidays.  
New Year’s Day




Labor Day

Martin Luther King Jr.’s Birthday


Columbus Day

President’s Day




Veteran’s Day

Memorial Day





Thanksgiving Day

Independence Day




Christmas Day


5.2   Place of Performance:  The work to be performed under this contract will be performed at the Contractor’s facility, in agreement between the Contractor and the COTR.  


5.3   Type of Contract:  The government plans to award a Firm Fixed Price (FFP) contract type.  


5.4  Post Award Conference/Periodic Progress Meetings:  The Contractor agrees to attend any post award conference convened by the contracting activity or contract administration office in accordance with Federal Acquisition Regulation Subpart 42.5. The contracting officer, Contracting Officers Representative (COTR), and other Government personnel, as appropriate, may meet periodically with the contractor to review the contractor's performance.  At these meetings the contracting officer will apprise the contractor of how the government views the contractor's performance and the contractor will apprise the Government of problems, if any, being experienced.  Appropriate action shall be taken to resolve outstanding issues.  These meetings shall be at no additional cost to the government.  


5.5 Invoice Payments:  The contractor shall submit all invoices to: 

Lucia Bruce, COTR
Women’s Bureau 
U. S. Department of Labor
170 S. Independence Mall West

Suite 631 East 
Philadelphia, PA, 19106 
The invoices shall include a current date, the name and address of the contractor, the employer identification number, the contract number, invoice number, and a description of the services rendered.  Payment will made upon completion of deliverables as negotiated.


5.2  Contracting Officer Technical Representative (COTR):  The (COTR) will be Lucia Bruce.  The COTR monitors all technical aspects of the contract and assists in contract administration The COTR is authorized to perform the following functions: assure that the Contractor performs the technical requirements of the contract: perform inspections necessary in connection with contract performance: maintain written and oral communications with the Contractor concerning technical aspects of the contract: issue written interpretations of technical requirements, including Government drawings, designs, specifications: monitor Contractor's performance and notifies both the Contracting Officer and Contractor of any deficiencies; coordinate availability of government furnished property, and provide site entry of Contractor personnel.  A letter of designation issued to the COTR, a copy of which is sent to the Contractor, states the responsibilities and limitations of the COTR, especially with regard to changes in cost or price, estimates or changes in delivery dates.  The COTR is not authorized to change any of the terms and conditions of the resulting order. 

6.0 Period of Performance:  The period of performance shall be between 15 SEP 2010 through 15 JUNE 2011, depending on when National Office wants all recorded data.  The date of the event should be no later than 15 MAY 2011.
7.0.  Contractor-Furnished Personnel:
Except for those items or services specifically stated as government furnished (GF), the Contractor shall furnish everything needed to perform this contract according to all of its terms.  The Contractor shall designate persons as key personnel essential for the successful completion of all work assigned under this contract.  

7.1 Contractor Travel  The Contractor will be authorized travel expenses consistent with the substantive provisions of the Joint Travel Regulation (JTR) and the limitation of funds specified in this contract.  All travel requires Government approval/authorization by the Contracting Officer, and notification to the COTR.  Travel is limited to the designated state.

7.2  Other Direct Costs    This category includes travel, supplies, reproduction, and shipping expenses.     Provide sub-contractor proposals and other direct costs estimates on kinds and quantities, for evaluation.


7.4  Past Performance:  The contractor shall submit past performance data. 

8.0  Data Rights :  The Government retains all data rights.  The Government has unlimited rights to all documents/material produced under this contract.  All documents and materials, to include the source codes of any software, produced under this contract shall be Government owned and are the property of the Government with all rights and privileges of ownership/copyright belonging exclusively to the Government.  These documents and materials may not be used or sold by the contractor without written permission from the Contracting Officer.  All materials supplied to the Government shall be the sole property of the Government and may not be used for any other purpose.  This right does not abrogate any other Government rights.

9.0  Government Furnished:
9.1 Government Furnished Information:

Para. 3.1.5 & 4.1.2 Sample Formats to be provided as GFI at the kick off meeting for the 


Programs; brochures; banners; name tags; Thank You Notes; signage and

 electronic invitations.  

Para. 4.1.7  Sample Format for Invitations

Para. 4.1.8  Sample Format for Forum Report

Para. 4.5  Sample Format for Monthly Progress Report
9.2 Government Furnished Material:  
Para. 4.1.2.1   DOL WB Logo, both in hard copy and on CD.
Para. 4.1.1 Flags X2 from the Cognizant Regional Office
9.3 Government Furnished Equipment: n/a
9.4 Government Furnished Facilities:  unavailable 
10.  Deliverables:

TECHNICAL EXHIBIT 1

DELIVERABLES SCHEDULE

	PWS

PARAGRAPH(s)
	DELIVERABLE DESCRIPTION
	DELIVERY REQUIRED



	Para 3.2
	Kick-off Meeting - Review  Management Plan & Timelines, meet key personnel & solidify milestones.
	Within 10 days of contract award 

	Para 4.1.1
	Event Management Plan (hard copy and CD)
	Include in initial proposal

	Para 4.1.5
	Web Site for on line registration.
	15 days after contract award

	Para 4.1.5.1
	Invitations and Registration Form  (hard copy & CD)
	15 days after contract award 

	Para 4.1.5.1
	Data drop of all Electronic Registration Data on Attendees in Excel Format
	A data drop of all electronic registration data shall be provided to the COTR, in EXCEL format, no later than five (5) working days after the forum. 



	Para 4.1.2 
	Invitations, 100 each;
Programs 100 each; 
Brochures 100 each;  
Banners, 1 each; 
Name tags, 100 each; Directional and informational signage, 4 each.

	 30 days after contract award

	Para 4.1.2.2
	Electronic media version  and hard copy for all printed materials:  Invitations: Programs;  Brochures;  
Banners; Name tags; Directional and informational signage.


	30 days after contract award

	Para 4.1.
	Forum Reports (recordings; videos; transcriptions)
	NLT ten (10) days after Forum completion

	Para 4.1.8
	Recording and transcriptions 


	NLT ten (10) days after Forum completion

	Para 4.1.9
	Recording and transcriptions 

Draft/Final Forum Report
	Draft to be Submitted to COTR NLT ten (10) business days after the event.  Review/comments by COTR to be Finalized NLT 5 calendar days from receipt of comments.

	Para 4.2
	Data drop of all Electronic  Data 
	A data drop of all electronic data shall be provided to the COTR, no later than ten (10) working days after the forum. 



	Para 4.5 
	Monthly Progress Reports and Weekly Progress Reports

	Due on first Monday of each month throughout the period of performance. Weekly reports are due every Monday in the two months before the event.



11.0  General Deliverable Acceptance Criteria:
General quality measures, as set forth below, will be applied to each work product received from the Offeror under this contract.

· Accuracy – Work Products shall be accurate in presentation, technical content, and adherence to accepted elements of style.

· Clarity – Work Products shall be clear and concise. Any / all diagrams and graphics shall be easy to understand and be relevant to the supporting narrative.

· Timeliness – Work Products shall be submitted on or before the due date specified in this PWS or in accordance with a scheduled date determined by the Government for deliverables not yet identified in this PWS.
· All deliverables shall be designed and developed in electronic media version and hard copy format; shall be delivered in completed pdf or other standard format application for application  on or printed from/to a website.  The master disk of, all deliverables, shall be delivered, to the COTR, 5 days after contract completion.  
12.0  Communications:
The Contracting Officer’s Technical Representative (COTR) as single Point of Contact will be designated at the time of award.  When information on contract performance status is needed, contracting officer and/or COTR may require contractors to submit additional performance-related reports.
13. Staffing:  All services under this contract are to be performed by competent personnel experienced and highly qualified to perform under this contract and in accordance with best practices.
14.0  Proposal Submission


Proposal Instructions:  

Section 1 – Management Plan

Section 2 – Resumes of key personnel

Section 3 - Price / Cost Proposal

-  NOTE(s):  The Price/Cost proposal shall be provided in the format provided below.  

- Provide sub-contractor proposals and other direct costs estimates on kinds and quantities for evaluation.

	Labor Category
	QTY
	Hours
	Total
	 
	Task

	Prepare detailed event management plan (See 4.1.1)
	 
	 
	 
	 
	 

	Prepare marketing/promotional plan (See 4.1.1)
	 
	 
	 
	 
	 

	Provide event facility and serve as liaison with facility (See 4.1.2)
	 
	 
	 
	 
	 

	Provide skilled note taker for one (1) break out session (See 4.1.2.1)
	 
	 
	 
	 
	 

	Provide personnel for event registration table (See 4.1.2.2)
	 
	 
	 
	 
	 

	Satisfy requests for reasonable accommodations, and accessibility requirements (See 4.1.3)
	 
	 
	 
	 
	 

	Provide and maintain web site for on line registration and written comments (See 4.1.5)
	 
	 
	 
	 
	 

	Provide and design printed materials, assemblage and issuance of materials (See 4.1.6)
	 
	 
	 
	 
	 

	Issue invitations to a minimum of 300 participants (See 4.1.7)
	 
	 
	 
	 
	 

	Provide original recordings and transcriptions for each session. (See 4.1.8)
	 
	 
	 
	 
	 

	Provide video recording of plenary forum and one (1) break out  session
	 
	 
	 
	 
	 

	Provide monthly progress reports (See 4.2)
	 
	 
	 
	 
	 

	Provide Draft Report (See 4.1.9)
	 
	 
	 
	 
	 

	Provide Final Report (See 4.1.9)
	 
	 
	 
	 
	 

	Administrative duties (i.e. meetings and conference calls with COTR and WB staff)
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 Sub-Total
	 
	 
	 
	 
	 

	Other Direct Costs: 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Sub-Total
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Total Price – 
	 
	 
	 
	 
	 

	
	
	
	
	
	

	
	
	
	
	
	


RFP 2

Women’s Bureau, Region III

Statement of Work

Financial Literacy for Latinas
September 8, 2010
I.  INTRODUCTION

The Women’s Bureau’s Wi$eUp Financial Education Project was developed in alignment with the Secretary of Labor’s Goal for a Secure Workforce and the Women’s Bureau’s Performance Goal to increase opportunities for women to take steps to improve their economic security and retirement savings.  In listening sessions held during January 2003, Generation X women told the Women’s Bureau that they simply do not know enough about financial planning; however, they want to learn and they recognize the need to do something about their future savings and retirement planning.

II. BACKGROUND

In response to the needs identified by Generation X women through the listening sessions, a financial education curriculum and instructor’s guide were developed by Texas Cooperative Extension, the Texas A&M University System, under contract with the Women’s Bureau.  Wi$eUp was offered as a demonstration project through two formats:  1) as an on-line curriculum for individual study and 2) in a workbook form for use in a classroom setting.  

Non-profit organizations, associations, companies and academia partnered with the Women’s Bureau to recruit their members/employees/students for participation in the Wi$eUp demonstration project.  To date, 9,184 individuals participated in the Wi$eUp demonstration project – 4,501 on line and 4,683 in a classroom setting.  In addition to those enrolled in the demonstration project, another 9,312 members of the general public accessed the on-line Wi$eUp curriculum of their own volition.  Also, several organizations replicated Wi$eUp; their numbers are not included in the above count.  

Wi$eUp has been well received as an easy-to-use and understand financial education curriculum with positive outcomes for those who do the program. However, many requests have been received to have the curriculum in Spanish, as this population could also benefit from learning the basics of handling personal finances.

In response to the growing demand for a Spanish language version, Wi$eUp is being translated into Spanish and will be available in the fall of 2010.

Region III Women’s Bureau (serving Delaware, District of Columbia, Maryland, Pennsylvania, Virginia, and West Virginia) is seeking contractors to assist us in dissemination and outreach for the Spanish language version of Wi$eUp.

III. SCOPE OF WORK

Contractor Requirements:

· Must be bilingual, fluent in both English and Spanish.

· Must be located in one of the Region III States – Delaware, District of Columbia, Maryland, Pennsylvania, Virginia, or West Virginia. 

· Must have access to large numbers of Spanish-speaking women who can benefit from the Wi$eUp financial education curriculum.

· Must be registered on the government’s Central Contractor Registration (www.ccr.gov).

Tasks and Deliverables will include (but are not limited to):

· Dissemination and promotion of the Spanish language version of Wi$eUp.

· Posting the Wi$eUp curriculum on your website and/or the website of Hispanic organizations. 

· Contractor will research events and venues that will provide an opportunity for Women’s Bureau presentations and/or exhibits on Wi$eUp at events targeting Hispanic women. Contractor must prepare a list of at least twenty (20) relevant events/ venues for the Women’s Bureau, with at least two (2) presentations and/or exhibits per state in Region III (DC, DE, MD, VA, WV, PA). Contractor will only be doing local travel where no additional expenses are incurred. If the Women’s Bureau agrees to provide a presentation/ exhibit, which necessitates long distance travel, then WB staff will be doing the presentation/ exhibit and not the contractor.

· At least one (1) of the presentations and/or exhibits will take place during March 2011 for Women’s History Month.

· Reporting back to the Women’s Bureau on your outreach and promotional activities.

· Providing the Women’s Bureau with a report (printed and electronic) with success stories and photographs (if available) of women who benefited from the Wi$eUp Spanish translation.

· Providing an Excel spreadsheet of contacts/ participants of events to promote the Wi$e Up Spanish translation.

The Women’s Bureau will provide Contractor with a CD of the Spanish version of the curriculum for posting on your website.
Technical Exhibit

Deliverable Timeline
Delivery Required

Deliverable

September 15, 2010 

Period of performance begins.

Within one week 

Meeting with COTR to discuss details/ questions.

of receiving contract





Every two weeks

Communicate with WB staff to provide status updates.
October 1, 2010

Present and discuss plan for dissemination and promotion 

of the Spanish language version of Wi$eUp. This plan will  

include an opportunity for a Women’s Bureau presentation and/or exhibit on Wi$eUp at an event targeting Hispanic women

October 15, 2010

Post the Wi$eUp curriculum on contractor’s website and/or 

the website of Hispanic and other relevant organizations. 

.

November 15, 2010 

Reporting back to the Women’s Bureau on your outreach 

and promotional activities. 





Present plan on upcoming event for WB staff to exhibit 

Wi$e Up to event participants, particularly Hispanic 

women.

February 2011


Provide a report (printed and electronic) to the Women’s 

Bureau with success stories and photographs (if available)

of women who benefited from the Wi$eUp Spanish

translation.





Provide an Excel spreadsheet of contacts/ 

participants of events to promote the Wi$e Up Spanish 

translation.

March 2011


Conduct presentation and/or exhibit during month of March 

2011 for Women’s History Month.

April 15, 2011


Period of performance ends.

III. CONTRACTING OFFICER’S TECHNICAL REPRESENTATIVE (COTR)
The COTR shall be Lucia Bruce, Regional Administrator, Women’s Bureau, U. S. Department of Labor, 170 S. Independence Mall West, Suite 631 East, Philadelphia, PA 19106.  She can be reached at 215-861-4860, fax 215-861-4867 or e-mail bruce.lucia@dol.gov.
IV. NOTICE TO THE GOVERNMENT OF DELAY

Whenever the Contractor has knowledge that any actual or potential situation is delaying or threatens to delay the timely performance of this Agreement, the Contractor will notify the COTR within ten days.

V.  STANDARD OF WORK

The contractor agrees that the performance of work pursuant to the requirements of this agreement shall conform to high and uncontroversial professional standards.

VI. PERIOD OF PERFORMANCE 

The period of performance shall be between 15 SEP 2010 through 15 APRIL 2011. 
VII. CONFIDENTIALITY

The Contractor cannot make use of any information obtained through this Agreement for any activity outside the scope of this project.

VIII. RIGHTS IN DATA AND COPYRIGHT

Throughout the period of this Agreement, the Government reserves exclusive and unlimited rights to the information provided to the Contractor, except for the information the Government makes available to the public.

All data collected and produced for this project belongs to the Department of Labor.

IX. OUT OF TOWN AND/OR OVERNIGHT TRAVEL

Although, minimum local travel is anticipated, any travel expenses incurred must be factored into the original budget for administrative overhead.  There are no additional funds available for travel.

X.  INVOICE PAYMENTS
The contractor shall submit all invoices to the COTR at the above address.  The invoices shall include a current date, the name and address of the contractor, the employer identification number, the purchase order number, and a description of the services rendered.  The COTR shall approve the invoices for payment.  No government funds may be used for food or refreshments.

Payments shall be made in the following installments:

1) The first installment shall be paid upon a report of the contractor’s dissemination and outreach plan and the posting of the Wi$eUp curriculum on contractor’s website.   

2) The second installment shall be paid upon the provision of a Women’s Bureau presentation or exhibit on Wi$eUp at an event targeting Hispanic women

3) The remaining shall be paid after the provision of a report (printed and electronic) to the Women’s Bureau with success stories and photographs (if available) of women who benefited from the Wi$eUp Spanish translation.

XI. RECORDS AND ACCOUNTS

Contractor shall maintain such records and accounts applicable to this Purchase Order to assure full and proper accounting for all Purchase Order funds.  These records shall be retained for a period of three (3) years following submission of the final invoice under this Purchase Order.
XII.  Proposal Submission


Proposal Instructions:  

Section 1 – Management Plan

Section 2 – Resumes of key personnel

Section 3 - Price / Cost Proposal

-  NOTE(s):  The Price/Cost proposal shall be provided in the format provided below.  

- Provide sub-contractor proposals and other direct costs estimates on kinds and quantities for evaluation.

	Labor Category
	QTY
	Hours
	Total
	 
	Task

	Proposed plan for dissemination and promotion of Spanish translation of Wi$e Up
	 
	 
	 
	 
	 

	Posting Spanish Wi$e Up curriculum on your website and/or the website of other Hispanic organizations
	 
	 
	 
	 
	 

	Providing an opportunity for at least 20 exhibits and/or presentations, with at least one in March 2011.
	 
	 
	 
	 
	 

	Providing Final Report and Excel sheet of new Wi$e Up contacts/ participants
	 
	 
	 
	 
	 

	Administrative duties (meetings with COTR and WB Staff, etc.)
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 Sub-Total
	 
	 
	 
	 
	 

	Other Direct Costs: 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Sub-Total
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Total Price – 
	 
	 
	 
	 
	 


RFP 3

Women’s Bureau, Region III
Women’s Intergenerational Dialogue

Statement of Work

September 8, 2010
I.  INTRODUCTION

The U.S. Department of Labor Women’s Bureau is committed to honoring the legacy of accomplished women and encouraging more intergenerational dialogue and mentorship.  The Women’s Bureau was created by Congress in 1920, the same year women were granted the right to vote.  It is the only federal agency exclusively managed to serve and promote the interests of working women.  In celebration of our year long 90th anniversary, each Women’s Bureau Regional office will be hosting a regional conference to provide an opportunity for women to come together in local events to commemorate the anniversary.  In Region III the Women’s Bureau will host a “Women’s Intergenerational Dialogue” conference in the state of Pennsylvania to reflect on the challenges Pennsylvania working women have had in the past, discuss our present areas of concern, and build hope for our future.  

II. BACKGROUND  
The WB’s vision is to empower all working women to achieve economic security. The WB’s mission is to formulate standards and policies to promote the welfare of wage-earning women, improve their working conditions, increase their efficiency, and advance their opportunities for profitable employment.  Women in the workforce are vital to the nation’s economic security. The Women’s Bureau develops policies and standards and conducts inquiries to safeguard the interests of working women; to advocate for their equality and economic security for themselves and their families; and to promote quality work environments. 

In June 2010 the Women’s Bureau hosted a national celebration of the Women’s Bureau’s 90th anniversary and showcased our four strategic priorities:  workplace flexibility; promoting women in non-traditional careers like “green” jobs; narrowing the wage gap; and improving services for homeless women veterans. While the national event was clearly a tribute to the history and fortitude of the Women’s Bureau, it was also an opportunity to share the outlook for the Bureau’s future. Along with the other regional offices, the Women’s Bureau region III office plans to host a local event that will offer women in the state of Pennsylvania an opportunity to gather for a similar time of reflection on achievements, mentoring each other to overcome current challenges, and intergenerational dialogue on the future for Pennsylvania’s working women.  

The Women’s Bureau, Region III, is seeking a contractor to work with the regional office to host a half-day event entitled, “Women’s Intergenerational Dialogue,” in Pennsylvania.  

III. SCOPE OF WORK


Contractor requirements:

1. Must have experience in planning and hosting large conferences.  

2. Must be knowledgeable about the history of working women in the Pennsylvania Region.  

3. Must be knowledgeable about the diverse concerns of working women from multiple perspectives (i.e. race/ethnicity, age, ability, etc.) 
4. Must have existing relationships with women’s groups and organizations.
5. Must be registered in the Central Contract Registration (www.ccr.gov)

The contractor will work with the regional WB office to host a “Women’s Intergenerational Dialogue” conference featuring prominent women leaders in Pennsylvania.  The contractor will seek speakers that represent the diverse concerns of women, including women of color, women from all generations, women with disabilities, female entrepreneurs, low-wage working women, women in nontraditional careers and women in traditional, female-dominated occupations.  The contractor will secure the location, send out the invitations, assist in planning the program, track participation and provide a summary report of the event with a list of participants, best practices, resources, stakeholders, and summary of feedback from participants.  A format for panel discussion and breakout sessions will be provided as a model to guide the agenda for the conference.  

IV. PROJECT Tasks and DeliverableS: 
1. Schedule a meeting (telephone or face-to-face) with the COTR within two weeks of receiving the contract to discuss all details/questions regarding scheduling and the deliverables. 

2. Coordinate a date and location for the conference with WB regional staff.  Prepare an outline of potential speakers and a save the date flyer. Send out save-the-date to at least 300 constituents.
3. Seek partnerships to build an audience of at least 200 participants. 
4. Set up electronic/online registration site to track numbers of participants and contact information.
5. Identify high profile, diverse, women leaders to be speakers and coordinate invitations with WB staff.
6. Communicate monthly with WB staff to discuss content for the program and status updates.
7. Assist the Women’s Bureau in documenting the conference experience through videotape for the 90th Anniversary Celebration and archives.
8. Utilize the Women’s Bureau conference format for invitations and half-day event including panel discussions and questions and break out sessions. 
9. Prepare materials for conference (i.e. programs and agendas).
10. Provide a Final Report that summarizes the event, offers best practices, resources and stakeholders. Provide an Excel registration list of participants that includes name, title, company, address, telephone and email contact information.  Report format will be provided by the regional office.
11.  Collect feedback from participants and prepare a summary of participant feedback.
Technical Exhibit 1

Deliverables Timeline
Delivery Required



Deliverable

September 15, 2010 


Period of performance begins.

Within two weeks 

of receiving contract



Meeting with COTR to discuss details/ questions.

Monthly




Communicate monthly with WB staff to discuss content 
for the program and status updates.
December 2010



Secure date and location for the conference.  
Prepare an outline of potential speakers and a save the date flyer, utilizing WB format.
January 2010 



Confirm high profile, diverse, women leaders to be 
speakers.

Send out save the date invitations/ flyers.

Set up registration site.

February 2010



Send out electronic invitation with link to online 

registration site, utilizing WB format.

April 2010




Hold Women’s Intergenerational Dialogue in 

Pennsylvania, utilizing WB format.






Document the conference experience through 

videotape for the 90th Anniversary Celebration and 

archives.
May 1, 2010




Submit draft report for comment and review by 

WB. This report will summarize the event and participant feedback and offer best practices, resources and stakeholders. Utilize WB report format.

May 15, 2010



Submit final report reflecting WB staff’s comments/ 

edits. Period of performance ends.
V.  CONTRACTING OFFICER’S TECHNICAL REPRESENTATIVE (COTR)

The COTR shall be Lucia Bruce, Regional Administrator, Women’s Bureau, U. S. Department of Labor, 170 S. Independence Mall West, Suite 631 East, Philadelphia, PA 19106.  She can be reached at 215-861-4860, fax 215-861-4867 or e-mail bruce.lucia@dol.gov.

VI. NOTICE TO THE GOVERNMENT OF DELAY

Whenever the Contractor has knowledge that any actual or potential situation is delaying or threatens to delay the timely performance of this Agreement, the Contractor will notify the COTR within ten days.

VII.  STANDARD OF WORK

The contractor agrees that the performance of work pursuant to the requirements of this agreement shall conform to professional standards.  

VIII. PERIOD OF PERFORMANCE 

The period of performance shall be between 15 SEP 2010 through 15 MAY 2011. 

IX. CONFIDENTIALITY

The Contractor cannot make use of any information obtained through this Agreement for any activity outside the scope of this project.

X. RIGHTS IN DATA AND COPYRIGHT

Throughout the period of this Agreement, the Government reserves exclusive and unlimited rights to the information provided to the Contractor, except for the information the Government makes available to the public.

All data collected and produced for this project belongs to the Department of Labor.

XI. OUT OF TOWN AND/OR OVERNIGHT TRAVEL

Although, minimum travel is anticipated, any travel expenses incurred must be factored into the original budget for administrative overhead.  There are no additional funds available for travel.

XII.        INVOICE PAYMENTS
The contractor shall submit all invoices on organizational letterhead to the COTR at the above address.  The invoices shall include a current date, the name and address of the contractor, the employer identification number, the purchase order number, and a description of the services rendered, and an original or electronic signature.  

The COTR shall approve a payment for successful completion of all tasks and deliverables.  The invoices for payment may be submitted according to the following schedule and completion of the following tasks and deliverables: 

The first payment will be made after the initial meeting and submission of project plan with list of potential speakers, date and location for the conference as outlined in Tasks and Deliverables items 1 and 2. 

The last payment will be made with a final invoice and submission of final report, list of participants and completion of all tasks and deliverables.  

Funds may be used for staff time, logistics, supplies and program coordination,   Funds may not be used for food or refreshments. 
XIII. RECORDS AND ACCOUNTS

Contractor shall maintain such records and accounts applicable to this Purchase Order to assure full and proper accounting for all Purchase Order funds.  These records shall be retained for a period of three (3) years following submission of the final invoice under this Purchase Order.

XIV.  Proposal Submission


Proposal Instructions:  

Section 1 – Management Plan

Section 2 – Resumes of key personnel

Section 3 - Price / Cost Proposal

-  NOTE(s):  The Price/Cost proposal shall be provided in the format provided below.  

- Provide sub-contractor proposals and other direct costs estimates on kinds and quantities for evaluation.

	Labor Category
	QTY
	Hours
	Total
	 
	Task

	Propose plan for date, location, and speakers
	 
	 
	 
	 
	 

	Prepare and send out save-the-date to at least 300 constituents
	 
	 
	 
	 
	 

	Set up and manage online registration site
	 
	 
	 
	 
	 

	Confirm date, location, and high-profile, diverse women leaders
	 
	 
	 
	 
	 

	Videotape conference
	 
	 
	 
	 
	 

	Set up conference to follow Women's Bureau format
	 
	 
	 
	 
	 

	Prepare materials for conference (i.e. programs and agenda) 
	 
	 
	 
	 
	 

	Distribute and collect feedback forms
	 
	 
	 
	 
	 

	Provide Final Report and Excel list of conference participants 
	 
	 
	 
	 
	 

	Administrative duties (meetings with COTR and WB Staff, etc.)
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 Sub-Total
	 
	 
	 
	 
	 

	Other Direct Costs: 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Sub-Total
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Total Price – 
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