REQUEST FOR QUOTES ATTACHMENT A: PROPOSAL TEMPLATE


	REQUEST FOR QUOTES FOR

Legacy Business Registry Marketing and Branding Program
RFQ #2017-LBP-001
CONTACT: Richard Kurylo, legacybusiness@sfgov.org, (415) 554-6680


Proposals received under this Request For Quotes that fail to address each of the requested items in this Attachment A, Proposal Template, in sufficient and complete detail to substantiate that the Proposer can meet the City’s Minimum Qualifications will not be considered. Note that responses of “To be provided upon request” or “To be determined” or the like, or that do not otherwise provide the information requested (left blank) are not acceptable.

Instructions are provided in blue and may be deleted. Please complete your proposal in the template provided, using as much space as needed. Indicate clearly where separate documents are provided. In order to receive the maximum amount of points, please be sure to follow this format carefully and thoroughly (but concisely) address each section. Please ensure your response meets the Minimum Qualifications so that it will be evaluated. 


1. Contact Information
A.
Proposer Information and Partner(s)

	Proposer’s Name
	

	Proposer’s Address
	

	Location of Proposer’s Office to Perform Services under this RFP
	

	Proposer’s Website Address
	

	Proposer’s City Vendor ID
	

	Proposer’s Partner(s) Name(s)
	


B.
Request For Quotes Contact

Clearly identify the person that will serve as the overall Request For Quotes contact. This person will receive e-mail notifications regarding the Request For Quotes process.

	Name
	

	Title
	

	Email
	

	Phone
	

	Address
	


C.
Names of authorized principals with authority to negotiate and contractually bind the firm.
Insert response here.
D.
How did you find out about this Request For Quotes Opportunity?

Insert Response Here.

2. Minimum Qualifications
The Minimum Qualifications are used by the City to determine whether the Proposer is has experience on projects comparable to the services the City is requesting and is eligible to enter into an agreement with the City. Any proposal that does not demonstrate that the Proposer meets these minimum qualifications by the proposal deadline will be considered non-responsive and will not be evaluated or eligible for award of any subsequent contract(s). 

The Proposer certifies that:

A. It possesses three (3) or more years of experience in marketing and branding; and

(
Yes

B. Its marketing and branding experience includes the development of logos; and

(
Yes

C. It is registered as a business in San Francisco, or will become registered if awarded a contract, and is able to engage in work in San Francisco; and

(
Yes

D. It is established as a vendor with the City and County of San Francisco, or eligible to become established as a vendor (http://sfgov.org/oca/qualify-do-business). 

(
Yes

3. Project Approach – 30 points 
Even if using an alternative format for your responses, the following information must be included in the order specified to be scored appropriately.
A.
Proposed Approach
Describe your proposed approach to performing the tasks and producing the deliverables as described in the Request For Quotes. Describe your proposed approach to designing the logo; what information would you draw upon to inform your logo design for this program? 
Insert response here.
B.
Workplan
Describe your workplan, including project methods, timeline and expectations for client involvement.

Insert response here.
C.
Staff Availability
Describe your staff’s availability to the project over the timeline.

Insert response here.
D.
Marketing and Branding Services to Public Sector Clients
What is your approach and methodology to providing marketing and branding services to public sector municipalities or government agency clients?
Insert response here.
E.
Goals
How you would help meet the goals of the Office of Small Business and the Legacy Business Registry?
Insert response here.
F.
Competitive Advantage
What makes your firm’s approach to the services different or more effective than other firms providing the same services? Describe any asset, expertise, experience, data or technology that provides your firm with a competitive edge or advantage that will provide a benefit to your clients.
Insert response here.
4. Relevant Project Experience – 25 points 
Even if using an alternative format for your responses, the following information must be included in the order specified to be scored appropriately.
A.
Skills and Experience

Provide evidence that your firm and its staff possess the appropriate skills and experience required to successfully complete the requested services.

Insert response here.

B.
Similar Projects
What is your firm’s experience working on similar types of projects, including scope of work, project size, and budget?
Insert response here.

C.
Employees
Which employee(s) would provide services if your firm is selected through this Request For Quotes? Use the following tables or alternative format to provide detailed narrative information on the proposed project roles and responsibilities, qualifications, and educational background of project principals and key staff members proposed to perform services for the City. Include as many tables as needed.

	Name, Title


	Insert Response Here.

	Proposed Role and Responsibilities
	Insert Response Here.

	Experience


	Describe the proposed individual’s experience with services requested by the City, including experience in designing to fit the cultural and historic context of a particular business, neighborhood or commercial corridor, or City agency.
Insert Response Here.



	Education
	Describe the proposed individual’s educational background and training.

Insert Response Here.

Insert other qualifications or educational background narrative here, or indicate if resume or CV is attached.  




	Name, Title


	Insert Response Here.

	Proposed Role and Responsibilities
	Insert Response Here.

	Experience


	Describe the proposed individual’s experience with services requested by the City, including experience in designing to fit the cultural and historic context of a particular business, neighborhood or commercial corridor, or City agency.
Insert Response Here.



	Education
	Describe the proposed individual’s educational background and training.

Insert Response Here.

Insert other qualifications or educational background narrative here, or indicate if resume or CV is attached.  




D.
Clients with Limited Design Experience
What is your firm’s experience working with small businesses, nonprofit organizations and clients with little previous experience working with design professionals? Describe any challenges you faced, including strategies you used to address them?
Insert response here.

5. Project Samples – 30 points 
Even if using an alternative format for your responses, the following information must be included in the order specified to be scored appropriately.
Portfolio of Work
Provide a portfolio of work with a minimum of three projects as part of the submission packet. Samples should include project name, size, type, project team and roles, scope of work and services provided.

PROJECT 1
Name: Insert response here.

PROJECT 2
Name: Insert response here.

PROJECT 3
Name: Insert response here.

6. Project Cost – 5 points 
Even if using an alternative format for your responses, the following information must be included in the order specified to be scored appropriately.
A.
Proposed Costs to Provide the Deliverables
Indicate proposed costs to provide the deliverables. Note that the City will seek a fixed price contract wherein services are paid via acceptance of the provided deliverables.

	1. Logo and Brand Identity (REQUIRED)
	$Insert response here

	2. Collateral and Public Relations (OPTIONAL)
	$Insert response here

	3. Marketing (OPTIONAL)
	$Insert response here

	4. Website Design (OPTIONAL)
	$Insert response here

	TOTAL
	$Insert response here


B.
Budget Details
Describe how the cost amounts were derived to provide each of the five deliverables, including: 

1. Estimated number of hours each staff person would allocate to each deliverable.

2. Standard hourly billing rates by staff.
Insert response here.

7. Attachments
Indicate which of the following are attached:

(
Resumes or CV
(
Project Sample 1
(
Project Sample 2
(
Project Sample 3
(
Other: Insert response here.
(
Other: Insert response here.
(
Other: Insert response here.
Note that all documents under this Request For Quotes process are subject to public disclosure. Please redact confidential or proprietary information as appropriate.
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