STATE OF DELAWARE

Office of Management and Budget

REQUEST FOR PROPOSALS FOR PROFESSIONAL SERVICES
VIDEO PRODUCTION DEVELOPMENT FOR TEACHERS
ISSUED BY OFFICE OF MANAGEMENT AND BUDGET and THE ATTORNEY GENERAL’S OFFICE
CONTRACT NUMBER OMB15101-VIDEO_PROD
Bid Attachments

The following attachments and appendices are being made available in Microsoft Word to assist in vendor proposals.

· Attachment 1 – No Proposal Reply Form

· Attachment 2 – Non-Collusion Statement

· Attachment 3 – Exceptions

· Attachment 4 – Confidentiality and Proprietary Information 

· Attachment 5 – Business References

· Attachment 6 – Subcontractor Information Form

· Attachment 7 – Monthly Usage Report

· Attachment 8 – Subcontracting (2nd Tier Spend) Report
· Attachment 9 – Employing Delawareans Report
· Attachment 10 – Office of Supplier Diversity Application

· Appendix A – Minimum Response Requirements
· Appendix B – Scope of Work / Technical Requirements

· Appendix C – Pricing 

IMPORTANT – PLEASE NOTE
· Attachments 2, 3, 4, 5 and 9 must be included in your proposal

· Attachment 6 must be included in your proposal if subcontractors will be involved
· Attachments 7 and 8 represent required reporting on the part of awarded vendors. Those bidders receiving an award will be provided with active spreadsheets for reporting.
REQUIRED REPORTING
One of the primary goals in administering this contract is to keep accurate records regarding its actual value/usage.  This information is essential in order to update the contents of the contract and to establish proper bonding levels if they are required.  The integrity of future contracts revolves around our ability to convey accurate and realistic information to all interested parties.

A complete and accurate Usage Report (Attachment 7) shall be furnished in an Excel format and submitted electronically, no later than the 15th (or next business day after the 15th day) of each month, detailing the purchasing of all items on this contract.   The reports shall be submitted and sent as an attachment to vendorusage@state.de.us. Submitted reports shall contain accurate descriptions of the products, goods or services procured, purchasing agency information, including the six-digit department and organization code, quantities procured and prices paid. Any exception to this mandatory requirement or failure to submit complete reports, or in the format required, may result corrective action, up to and including the possible cancellation of the award.  Failure to provide the report with the minimum required information may also negate any contract extension clauses.  Additionally, Vendors who are determined to be in default of this mandatory report requirement may have such conduct considered against them, in assessment of responsibility, in the evaluation of future proposals.  

In accordance with Executive Order 44, the State of Delaware is committed to supporting its diverse business industry and population.  The successful Vendor will be required to accurately report on the participation by Diversity Suppliers which includes: minority (MBE), woman (WBE), veteran owned business (VOBE), or service disabled veteran owned business (SDVOBE) under this awarded contract.  The reported data elements shall include but not be limited to; name of state contract/project, the name of the Diversity Supplier, Diversity Supplier contact information (phone, email), type of product or service provided by the Diversity Supplier and any minority, women, veteran, or service disabled veteran certifications for the subcontractor (State OSD certification, Minority Supplier Development Council, Women’s Business Enterprise Council, VetBiz.gov).  The format used for Subcontracting 2nd Tier report is shown as in Attachment 8.
Accurate 2nd tier reports shall be submitted to the contracting Agency’s Office of Supplier Diversity at vendorusage@state.de.us on the 15th (or next business day) of the month following each quarterly period.  For consistency quarters shall be considered to end the last day of March, June, September and December of each calendar year.  Contract spend during the covered periods shall result in a report even if the contract has expired by the report due date.

Attachment 1

NO PROPOSAL REPLY FORM

Contract No. OMB15101-VIDEO_PROD FILLIN "Insert the contract number" 
Contract Title:
VIDEO PRODUCTION DEVELOPMENT FOR TEACHERS
To assist us in obtaining good competition on our Request for Proposals, we ask that each firm that has received a proposal, but does not wish to bid, state their reason(s) below and return in a clearly marked envelope displaying the contract number.  This information will not preclude receipt of future invitations unless you request removal from the Vendor's List by so indicating below, or do not return this form or bona fide proposal.

Unfortunately, we must offer a "No Proposal" at this time because:

	
	1.
	
	We do not wish to participate in the proposal process.

	
	
	
	

	
	2.
	
	We do not wish to bid under the terms and conditions of the Request for Proposal document.  Our objections are:

	
	
	
	

	
	
	
	

	
	
	
	

	
	3.
	
	We do not feel we can be competitive.

	
	
	
	

	
	4.
	
	We cannot submit a Proposal because of the marketing or franchising policies of the manufacturing company.

	
	
	
	

	
	5.
	
	We do not wish to sell to the State.  Our objections are:

	
	
	
	

	
	
	
	

	
	
	
	

	
	6.
	
	We do not sell the items/services on which Proposals are requested.

	
	
	
	

	
	7.
	
	Other:___________________________________________________________________

	
	
	
	


	
	
	

	FIRM NAME
	
	SIGNATURE


	
	
	We wish to remain on the Vendor's List for these goods or services.

	
	
	

	
	
	We wish to be deleted from the Vendor's List for these goods or services.



CONTRACT NO.:
OMB15101-VIDEO_PROD






Attachment 2
CONTRACT TITLE:
VIDEO PRODUCTION DEVELOPMENT FOR TEACHERS                         
OPENING DATE:
March 12, 2015 at 1:00 PM (Local Time)
NON-COLLUSION STATEMENT

This is to certify that the undersigned Vendor has neither directly nor indirectly, entered into any agreement, participated in any collusion or otherwise taken any action in restraint of free competitive bidding in connection with this proposal, and further certifies that it is not a sub-contractor to another Vendor who also submitted a proposal as a primary Vendor in response to this solicitation submitted this date to the State of Delaware,  Office of Management and Budget.
It is agreed by the undersigned Vendor that the signed delivery of this bid represents the Vendor’s acceptance of the terms and conditions of this solicitation including all specifications and special provisions.

NOTE:  Signature of the authorized representative MUST be of an individual who legally may enter his/her organization into a formal contract with the State of Delaware,  Office of Management and Budget.
 COMPANY NAME __________________________________________________________________Check one)
	
	Corporation

	
	Partnership

	
	Individual


NAME OF AUTHORIZED REPRESENTATIVE



(Please type or print)











SIGNATURE







TITLE






COMPANY ADDRESS













PHONE NUMBER





   FAX NUMBER





EMAIL ADDRESS
______________________________










STATE OF DELAWARE

FEDERAL E.I. NUMBER    



   
LICENSE NUMBER_____________________________

	COMPANY CLASSIFICATIONS:  

CERT. NO.: __________________
	Certification type(s)
	Circle all that apply

	
	Minority Business Enterprise (MBE)
	Yes 
No

	
	Woman Business Enterprise (WBE)
	Yes 
No

	
	Disadvantaged Business Enterprise (DBE)
	Yes 
No

	
	Veteran Owned Business Enterprise (VOBE)
	Yes 
No

	
	Service Disabled Veteran Owned Business Enterprise (SDVOBE)
	Yes 
No


[The above table is for informational and statistical use only.]
PURCHASE ORDERS SHOULD BE SENT TO: 

             (COMPANY NAME)













ADDRESS













CONTACT














PHONE NUMBER





   
FAX NUMBER  






EMAIL ADDRESS












AFFIRMATION:  Within the past five years, has your firm, any affiliate, any predecessor company or entity, owner, 

Director, officer, partner or proprietor been the subject of a Federal, State, Local government suspension or debarment?

YES 

  NO 

 if yes, please explain 







THIS PAGE SHALL HAVE ORIGINAL SIGNATURE, BE NOTARIZED AND BE RETURNED WITH YOUR PROPOSAL
SWORN TO AND SUBSCRIBED BEFORE ME this ________ day of                                       ,    20 __________

Notary Public






My commission expires 





City of 




County of 




State of 


Attachment 3

Contract No. OMB15101-VIDEO_PROD
Contract Title:  VIDEO PRODUCTION DEVELOPMENT FOR TEACHERS
EXCEPTION FORM
Proposals must include all exceptions to the specifications, terms or conditions contained in this RFP.  If the vendor is submitting the proposal without exceptions, please state so below.

(
By checking this box, the Vendor acknowledges that they take no exceptions to the specifications, terms or conditions found in this RFP.
	Paragraph # and page #
	Exceptions to Specifications, terms or conditions
	Proposed Alternative

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Note: use additional pages as necessary.
Attachment 4

Contract No.  OMB15101-VIDEO_PROD
Contract Title:  VIDEO PRODUCTION DEVELOPMENT FOR TEACHERS
CONFIDENTIAL INFORMATION FORM
(
By checking this box, the Vendor acknowledges that they are not providing any information they declare to be confidential or proprietary for the purpose of production under 29 Del. C. ch. 100, Delaware Freedom of Information Act.
	Confidentiality and Proprietary Information

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Note: use additional pages as necessary.
Attachment 5

Contract No.  OMB15101-VIDEO_PROD
Contract Title: VIDEO PRODUCTION DEVELOPMENT FOR TEACHERS
BUSINESS REFERENCES
List a minimum of three business references, including the following information:

· Business Name and Mailing address

· Contact Name and phone number

· Number of years doing business with

· Type of work performed

Please do not list any State Employee as a business reference.  If you have held a State contract within the last 5 years, please provide a separate list of the contract(s).

	1.  
	Contact Name & Title:  
	 

	
	Business Name:  
	 

	
	Address:  
	 

	
	
	 

	
	Email:  
	 

	
	Phone # / Fax #:  
	 

	
	Current Vendor (YES or NO):  
	 
	 

	
	Years Associated & Type of Work Performed:    
	 

	
	
	
	
	

	
	
	
	
	

	2.  
	Contact Name & Title:  
	 

	
	Business Name:  
	 

	
	Address:  
	 

	
	
	 

	
	Email:  
	 

	
	Phone # / Fax #:  
	 

	
	Current Vendor (YES or NO):  
	 
	 

	
	Years Associated & Type of Work Performed:    
	 

	
	
	
	
	

	
	
	
	
	

	3.  
	Contact Name & Title:  
	 

	
	Business Name:  
	 

	
	Address:  
	 

	
	
	 

	
	Email:  
	 

	
	Phone # / Fax #:  
	 

	
	Current Vendor (YES or NO):  
	 
	 

	
	Years Associated & Type of Work Performed:    
	 


State of Delaware personnel MAY NOT BE USED as references.

Attachment 6

SUBCONTRACTOR INFORMATION FORM

	PART I – STATEMENT BY PROPOSING VENDOR

	1.  CONTRACT NO.

OMB15101-VIDEO_PROD
	2. Proposing Vendor Name:


	3. Mailing Address



	4.  SUBCONTRACTOR
	

	a. NAME


	4c. Company OSD Classification:

Certification Number:  _____________________

	b. Mailing Address:


	4d. Women Business Enterprise               FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

4e. Minority Business Enterprise               FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

4f. Disadvantaged Business Enterprise     FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

4g. Veteran Owned Business Enterprise   FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

4h. Service Disabled Veteran Owned 

Business Enterprise                                   FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No



	5.   DESCRIPTION OF WORK BY SUBCONTRACTOR



	6a. NAME OF PERSON SIGNING


	7. BY (Signature)
	8. DATE SIGNED

	6b. TITLE OF PERSON SIGNING


	
	

	 PART II – ACKNOWLEDGEMENT BY SUBCONTRACTOR

	9a. NAME OF PERSON SIGNING


	10. BY (Signature)
	11. DATE SIGNED

	9b. TITLE OF PERSON SIGNING


	
	


             * Use a separate form for each subcontractor

Attachment 7

STATE OF DELAWARE
MONTHLY USAGE REPORT
SAMPLE REPORT - FOR ILLUSTRATION PURPOSES ONLY
[image: image1.emf]Ver. 2  8/19/14

FALSE

Supplier Name: State Contract Item Sales - $                                                                             Report Start Date:

Contact Name:  Non-State Contract Item Sales - $                                                                             Report End Date:

Contact Phone:  Total Sales - $                                                                             Today's Date:

Customer Group

Customer Department, School District, or OTHER - 

Municipaltiy / Non-Profit

Customer Division (State Agency Section name, School 

name, Municipality / Non-Profit name)

Item Description

Awarded 

Contract Item   

YES/NO

Contract Item 

Number

Unit of 

Measure

Qty

Contract Proposal

Price/Rate

Total Spend (Qty x 

Contract Proposal 

Price/Rate)

State of Delaware - Monthly Usage Report



Contract Number / Title:



See Below for Transaction Detail

E-mail report to vendorusage@state.de.us  no later than the 15th of each month for prior calendar month usage

Check here if there were no 

transactions for the reporting period


Note:  A copy of the Usage Report will be sent by electronic mail to the Awarded Vendor.  The report shall be submitted electronically in EXCEL and sent as an attachment to jessica.eisenbrey@state.de.us.  It shall contain the six-digit department and organization code for each agency and school district.
Attachment 8

SAMPLE REPORT - FOR ILLUSTRATION PURPOSES ONLY

	State of Delaware

	Subcontracting (2nd tier)  Quarterly  Report

	Prime Name:  
	 
	 
	Report Start Date:  
	 
	 
	 
	 
	 

	Contract Name/Number
	 
	 
	Report End Date: 
	 
	 
	 
	 
	 

	Contact Name:  
	 
	 
	Today's Date:  
	 
	 
	 
	 
	 

	Contact Phone:  
	 
	 
	*Minimum Required 
	Requested detail
	 
	 
	 
	 
	 

	Vendor  Name*
	Vendor  TaxID* 
	Contract Name/ Number*
	Vendor Contact Name*
	Vendor  Contact Phone*
	Report Start Date*
	Report End Date*
	Amount Paid to Subcontractor*
	Work Performed by Subcontractor UNSPSC
	M/WBE Certifying Agency
	Veteran   

/Service Disabled Veteran Certifying Agency 
	2nd tier Supplier   Name
	2nd tier Supplier  Address
	2nd tier Supplier  Phone Number
	2nd tier Supplier  email
	Description  of Work Performed 
	2nd tier Supplier   Tax Id

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Note:  A copy of the Subcontracting Quarterly Report will be sent by electronic mail to the Awarded Vendor.

Completed reports shall be saved in an Excel format, and submitted to the following email address: vendorusage@state.de.us 

Attachment 9

Contract No.  OMB15101-VIDEO_PROD
Contract Title: VIDEO PRODUCTION DEVELOPMENT FOR TEACHERS
EMPLOYING DELAWAREANS REPORT

As required by House Bill # 410 (Bond Bill) of the 146th General Assembly and under Section 30, No bid for any public works or professional services contract shall be responsive unless the prospective bidder discloses its reasonable, good-faith determination of:

1. Number of employees reasonable anticipated to be employed on the project:  ___________

2. Number and percentage of such employees who are bona fide legal residents of Delaware:   ______ 

Percentage of such employees who are bona fide legal residents of Delaware:  ____​_

3. Total number of employees of the bidder: _____________________

4. Total percentage of employees who are bona fide resident of Delaware: __________

If subcontractors are to be used:

1. Number of employees who are residents of Delaware:  ______________

2. Percentage of employees who are residents of Delaware:  ___________

“Bona fide legal resident of this State” shall mean any resident who has established residence of at least 90 days in the State.

Attachment 10
State of Delaware

Office of Supplier Diversity
Certification Application

The most recent application can be downloaded from the following site:

http://gss.omb.delaware.gov/osd/certify.shtml
Submission of a completed Office of Supplier Diversity (OSD) application is optional and does not influence the outcome of any award decision. 

The minimum criteria for certification require the entity must be at least 51% owned and actively managed by a person or persons who are eligible: minorities, women, veterans, and/or service disabled veterans. Any one or all of these categories may apply to a 51% owner.     

[image: image2.jpg]



Complete application and mail, email or fax to:

Office of Supplier Diversity (OSD)

100 Enterprise Place, Suite 4

Dover, DE 19904-8202

Telephone: (302) 857-4554 Fax: (302) 677-7086

 Email:  osd@state.de.us
Web site:  http://gss.omb.delaware.gov/osd/index.shtml
THE OSD ADDRESS IS FOR OSD APPLICATIONS ONLY.  

NO BID RESPONSE PACKAGES WILL BE ACCEPTED BY THE OSD.

APPENDIX A
MINIMUM MANDATORY SUBMISSION REQUIREMENTS

Each vendor solicitation response should contain at a minimum the following information:

1. Transmittal Letter as specified on page 1 of the Request for Proposal including an Applicant's experience, if any, providing similar services.
2. The remaining vendor proposal package shall identify how the vendor proposes meeting the contract requirements and shall include pricing.  Vendors are encouraged to review the Evaluation criteria identified to see how the proposals will be scored and verify that the response has sufficient documentation to support each criteria listed.
3. Pricing as identified in the solicitation
4. One (1) complete, signed and notarized paper copy of the non-collusion agreement (See Attachment 2).  It MUST HAVE ORIGINAL SIGNATURES AND NOTARY MARK .  
5. One (1) completed RFP Exception form (See Attachment 3) – please check box if no information – Form must be included.
6. One (1) completed Confidentiality Form (See Attachment 4) – please check if no information is deemed confidential – Form must be included.

7. One (1) completed Business Reference form (See Attachment 5) – please provide references other than State of Delaware contacts – Form must be included.

8. One (1) complete and signed copy of the Subcontractor Information Form (See Attachment 6) for each subcontractor – only provide if applicable.
9. One (1) complete Employing Delawareans Report (See Attachment 9)
10. One (1) complete OSD application (See link on Attachment 10) – only provide if applicable

The items listed above provide the basis for evaluating each vendor’s proposal.  Failure to provide all appropriate information may deem the submitting vendor as “non-responsive” and exclude the vendor from further consideration.  If an item listed above is not applicable to your company or proposal, please make note in your submission package. 
Vendors shall provide proposal packages in the following formats:

1. One (1) paper copy of the vendor proposal paperwork with ORIGINAL SIGNATURES.  The vendor proposal package shall identify how the vendor proposes meeting the contract requirements and shall include pricing.
2. One (1) electronic copy of the vendor proposal saved to CD or DVD media disk, or USB memory stick.  Copy of electronic price file shall be a separate file from all other files on the electronic copy.  Each electronic copy must be on a separate computer disk or media.
APPENDIX B

SCOPE OF WORK AND TECHNICAL REQUIREMENTS

PURPOSE

The purpose of the Professional Development Video Production for Teachers RFP is to create more videos and continue building a high-quality video resource library that will serve as a professional development resource for educators. OMB seeks to capture teacher practices that have been demonstrated as innovative and successful in teaching students with disabilities within various subject areas. With these videos, OMB and the Lt. Governor’s office anticipate that educators will have both the opportunity to watch the videos for training purposes and to put into practice teaching methods demonstrated by their colleagues from across the state.  Individual teachers and school leaders will be able to benefit from video clips that tie to their specific professional growth needs.

USE OF SERVICES

The Office of Management and Budget and the Attorney General’s Office reserve the right to offer awarded services to additional interested State Agencies upon mutual consent of all parties in accordance with 29 Del. C. § 6904(e).  No video quantities are guaranteed.
SECTION I:  DESCRIPTION OF SERVICES TO BE PERFORMED

WORK STATEMENT AND SPECIFICATIONS

This section of the bid package details the services and products to be acquired.  Please note that the contract process also includes general State of Delaware administrative terms and conditions, as well as terms and conditions required by State of Delaware law.  These terms and conditions address issues related to both the submission of bids and any subsequent contract; they are included separately in this bid package for your information.  Vendors shall review and understand all terms and conditions, including contractual obligations set forth.

The successful bidder must provide video production services. OMB will allow a primary vendor to work with a subcontractor to deliver all video production requirements, but subcontractors must be properly identified to be considered. In all circumstances, however, OMB expects that the video production partner will be the primary contractor throughout the entire duration of services required.  It is the intention to make only one (1) award.  

Video Production SERVICES

OMB seeks a video production partner that will produce a condensed video library that will serve as a professional development tool for educators and leaders across the state.  The video production company must be able to start when a contract is fully executed.
The selected video production vendor will:

1. Provide an executive producer to oversee production;

2. Provide a project coordinator who will coordinate all schedules and project logistics and serve as the Attorney General’s Office point person throughout the project;

3. Provide a direct liaison for district and school personnel, which may or may not be the project coordinator;

4. The vendor will acknowledge the locations and educators that have been identified for each video since the Attorney General’s Office will identify the teachers and subject matter to be filmed, and the locations where filming will occur.  All filming will occur within or on the grounds of educational or healthcare facilities located within the State of Delaware, and will not be limited to one location.

5. The designated production assistant shall:

a. Prepare and review with selected educators the identified lesson plans;

b. Provide content and instructional vision, including script assistance where necessary, for all videos;

c. Provide scripts for film participants where applicable;

d. Prepare the room for filming, which may include making suggestions about furniture placement, decorations, lighting.  The intent of the room preparation shall be to make the environment conducive for learning, and avoid visual distractions that could detract from the learning experience.  

e. Prepare students through a brief in-person training or video tutorial how to behave during filming;

6. Manage all activities relating to, and enforce 100% compliance with, all participating adults and students completing appropriate media releases (the form of which are subject to Attorney General’s Office prior review and approval), and submitting releases to the Attorney General’s Office prior to any scheduled video filming; 

7. Prepare schools and classrooms for filming (including teachers and students) so shoots occur on schedule, and all staff and students have a chance to adequately prepare so they are relaxed when in front of the camera. Such preparations may include, but are not limited to: scout the location prior to the day of filming in order to establish the best filming location(s) and assess potential problems (e.g., loud equipment, lighting of rooms); advise on appropriate clothing and/or provide back-up options; alter the physical environment of the classroom (e.g., move desks, address lighting issues); conduct a dry-run and/or rehearse the lesson with the teacher and/or students.  

8. Film educators and students in classrooms or healthcare settings;

9. Provide the Attorney General’s Office with unedited raw footage and rough cuts of all filming sessions for the Attorney General’s Office to save, review and otherwise use without limitation at any point during and after fulfillment of the contract.

10. Provide transcripts/notes of capture footage;

11. Provide subtitles for any speaker who cannot be heard distinctly on audio;

12. Create video platform during production and editing that Attorney General’s Office can access for review and approval of videos produced, with the expectation that the Lieutenant Governors’ office will require up to 2 weeks to approve videos;

13. Create video with technical specifications that are compatible with common video formats used in publicly-available hosted sites such as YouTube and Vimeo.  These formats would include, but not be limited to the following formats: .mp4, .mov, .wmv and the following resolutions: 1080p, 720p, 480p;

14. Edit to final production professional grade copy and upload to the video hosting site that the Attorney General’s Office specifies, including but not limited to the Attorney General’s Office account(s) on YouTube;

15. Integrate closed-captioning into videos;

16. Provide summary descriptions of videos; and

17. Provide three (3) separate media disks or USB memory sticks for each separate video produced. 

Payment for each video will not be released until the above referenced criteria have been satisfactorily met, and the final video production media has been received by the Attorney General’s Office point of contact.  

ATTORNEY GENERAL’S OFFICE ROLE

In support of this project the Attorney General’s Office will:

· Provide a project manager or point of contact to oversee the project and serve as a liaison with the vendor;

· Generate a list of educators selected and agreeable for participation;

· Identify the locations that each educator will be filmed at and provide a location point of contact for coordinating activities;

· Identify and approve the lesson plans created by the selected educators;

· Review and approve intended film content and key items to capture within 2 weeks;

· Provide direction during the editing process through reviewing edited and partially edited materials;

· If required, provide a secure link and password log-in for school personnel to any designated Attorney General’s Office platform that will be used to train educators and coaches, including but not limited to where they will be able to find clips by browsing and using keyword searches; 

· Identify the name and web location of videos that are to be posted to public internet sites, such as YouTube; and

· Serve as the final decision maker and approve and/or require changes on all final products.

The Lieutenant Governors’ Office point of contact will not unnecessarily withhold acknowledgement of satisfactory completion of vendor responsibilities, and shall timely acknowledge receipt of final production media so as to enable video production vendor the ability to submit invoice for each video produced.

At its sole discretion, the Attorney General’s Office point of contact may elect to have the first one (1) video produced without other video production overlap to ensure a quality production standard.

ESTIMATED VIDEO QUANTITIES

It is anticipated that the selected vendor will film approximately ten (10) videos, but final discretion for the number of videos and the content will remain with the Attorney General’s Office.  There are no quantities guaranteed.

ESTIMATED VIDEO DURATION

Each video produced shall run for fifteen to thirty (15 – 30) minutes in length.

VIDEO PRODUCTION EXPECTATIONS

OMB expects all videos will have professional-grade production features including, but not limited to, the following components where appropriate:

· Wide and tight shots, including focus on details such as what the teacher is writing on the board, work and items posted on the walls around the classroom, and specific student work in the classroom;

· Narration through an entire scene or sequence;

· Voice-over at key moments;

· Short interviews with teachers and students; 

· Closed Captioning; and

· Screen cues.

OTHER MANDATORY REQUIREMENTS

Eligible bidders also agree to the requirements found below:  

1. In order to use the benefits of this funded program for future educational purposes, OMB SHALL OWN ALL MATERIALS (INCLUDING BUT NOT LIMITED TO materials developed, created, or used during provision of contract services by the contractor; methodologies, measures, software, code, documentation, white papers, implementation guidance, training materials, evaluation forms, data compilations, and reports)  DEVELOPED UNDER OR USED FOR PERFORMANCE OF THE SERVICES PURSUANT TO THE AGREEMENTS RESULTING FROM THIS RFP.   Should the vendor use the services of consultants or other organizations or individuals who are not regular employees of the vendor, the subcontract agreement shall provide that such works produced by such other consultants, organizations or individuals and developed or used for purposes of the agreement shall be the sole and exclusive property of OMB.
2. The selected vendor may seek the execution of commercially reasonable and easily understandable property or location release forms and individual consent and release forms.  The selected vendor shall ensure adequate staffing to explain the consent and release forms or consent form to those from which it seeks to obtain releases and consents.  Copies of such any and all such release or consent forms must be included with the vendor’s proposals.  Prior to seeking the execution of any such release or consent form, the selected vendor shall seek and obtain the written approval the Office of Management and Budget.  The selected vendor’s failure to obtain fully executed release and consent forms shall not constitute a condition precedent to the selected vendor’s performance and the selected vendor shall remain responsible to perform as required by the RFP and the terms of any eventual Professional Services Agreement despite such failure.  

3. Vendor must be willing to use footage obtained through previous video shoots in order to minimize film shooting in schools.

4. The vendor may be asked to reproduce, use, display, and include copies of OMB’s trademarks, trade name, logos, copyrights, and other intellectual property (collectively, the “Marks”) on all copies of materials produced for OMB. The vendor acknowledges that the Marks are owned solely and exclusively by OMB, and nothing contained in the resulting contract shall give the vendor any ownership right or interest in such Marks or a right to use the Marks except pursuant to this contract.

5. All materials are to be held strictly confidential and must not be copied, duplicated, or disseminated in any manner or discussed with anyone other than persons authorized by OMB.

6. All invoices submitted for payment must include dates of services and an itemized list of activities and costs consistent with the approved Schedule of Deliverables contained in the executed contract. Payment(s) for subcontractor(s) must list the subcontractor’s name(s), payment amount(s), and nature of services provided separately on the invoice submitted. Invoices with incomplete information will be returned to the vendor.

7. All videos must be produced with closed captioning which will be posted to the website.
8. All video clips must be produced in the appropriate file format and resolution compatible with any host server that will host the videos as determined by the Attorney General’s Office, including but not limited to the following formats: .mp4, .mov, .wmv and resolutions: 1080p, 720p, 480p. 
9. Vendor must be willing to post videos on an already existing website and maintain integrity of videos and website. 

SECTION II – EVALUATION CRITERIA

SCORING

Technical Proposals for the video production service and the instructional coaching component are rated on a combined maximum total of 70 points. Applicants that fail to include the required sample materials and/or complete required performance tasks will not be scored.
Proposals will be judged on the following criteria:

1. Video Production Experience (40 points)

a. The applicant must include with their proposal a minimum of two (2) sample videos, provided in a .wmw, .mp4 or other current standard format.  Should video samples be provided that are NOT accessible by the evaluation team, the State will reserve the right to request an alternative format.

FAILURE TO PROVIDE SAMPLE VIDEOS WITH THE ORIGINAL BID SUBMISSION RESPONSE MAY RESULT IN A NON-RESPONSIVE DETERMINATION, and FURTHER REMOVE THE VENDOR FROM FURTHER CONSIDERATION.

b. Experience creating high quality films of various lengths. The proposal must describe the vendor’s experience and detail the years of experience with video production, including size, scope, and nature of video projects completed and duration of prior contracts. 

c. Experience producing professional development and teaching videos.

d. Ability to create material in timely fashion.  Videos should be ready for review one week from the time of the video shoot with reasonable changes corrected within 48 hours.

2. Organizational Capacity (20 points)

a. Experience of Executive Producer, Project Coordinator, and Liaison.  The vendor must include with their proposal: for each key staff member, a short work biography or resume, and a detailed description of responsibilities and qualifications.  

b. The proposal should include a description of any limitations on the types of work the vendor is willing to do. The proposal must describe how the vendor will ensure that the work of the contract has the necessary priority within the organization to be completed with the highest quality and on schedule. 

c. The vendor must provide a list of previous clients.  Also, the vendor must supply references relevant within the past three years, including reference name, title, organization, address, telephone number, email address, the dates of service and a brief summary of services provided. The vendor should ensure that contact information is current and accurate. OMB and Lt. Governor’s staff may not be used as references.

3. References (10 points)

a. The vendor must provide a list of previous clients.  Also, the vendor must supply references relevant within the past three years, including reference name, title, organization, address, telephone number, email address, the dates of service and a brief summary of services provided. The vendor should ensure that contact information is current and accurate. OMB and Lt. Governor’s staff may not be used as references.

b. Vendors must also complete the business reference form for three (3) contacts. The references shall be for similar type contracts, and will be contacted for confirmation of ability.

4. Pricing (30 points)

a. The Financial Criteria portion of this RFP will be scored based upon the grand total for the Budget Summary.

b. The financial portion of the proposal represents 30 points of the overall score and will be awarded up to 30 points pursuant to a formula. This calculation will be computed by the Contract Administration Unit upon completion of the technical scoring by the technical review panel. 

c. The submitted budget will be awarded points pursuant to a formula which awards the highest score of 30 points to the budget that reflects the lowest overall cost. The remaining budgets will be awarded points based on a calculation that computes the relative difference of each proposal against the lowest budget submitted. The resulting percentage is then applied to the maximum point value of 30 points.

•
OMB reserves the right to request best and final offers
SECTION III – REQUIRED SECURITY PROCEDURE

The vendor is responsible to assure only qualified personnel are utilized and that the background of personnel employed by the vendor warrants access to any state facility. To fulfill this requirement, the vendor shall conduct a search of the Delaware Sex Offender Central Registry at the following site:

 https://desexoffender.dsp.delaware.gov/SexOffenderPublic/
The vendor shall not employ individuals with adverse registry findings in the performance of this contract. 

Upon request from the Office of Management and Budget or the Attorney General’s Office representative(s), the vendor must furnish related search results for all personnel that will enter state facilities and/or provide a list of all vendor personnel with access to state facilities and the corresponding video locations. 
All ‘on location’ vendor new hires must obtain a clean registry search review before starting work and shall immediately be announced to the designated contract official.

By submitting a bid, the vendor agrees to be bound by this requirement and attests to this security procedure.  Any violation of this section may result in corrective actions, up to and including the immediate termination of the contract.  

[balance of page is intentially left blank]

APPENDIX C – PRICING 

Vendors are required to provide a complete price for each delivered video.  

The price provided will be payment for each accepted video.  The price paid shall include, but is not limited to:

· Video production and editing, 

· Transcripts, 

· Transportation to and from assigned locations,

· All documentation fees, including acquisition of the model release forms, and

· Any and all other fees associated with the production, delivery and posting of the videos per the identified Scope of Work (Appendix B).

Bid Form Cost Proposal for Services

STATE OF DELAWARE OFFICE OF MANAGEMENT AND BUDGET

Bid Form Cost Proposal for Services

	Video Production

	DELIVERABLE
	TOTAL COST 

	Video Production (all steps)
	

	Estimated number of videos to be made
	X 10

	TOTAL
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