PROPOSAL CONTENTS & INSTRUCTIONS

Proposal Content 

Interested parties should submit 10 copies of a proposal.  The response to items 2 and 3 should be no more than 20 pages.  The proposal must include the following components in the order outlined below:

Coversheet  Complete the information requested in the Coversheet.  The contact information provided will be used by the Commission to communicate with applicants. (Attachment 1)
Agency/Collaborative Qualifications (12 pages)

Describe applicant experience, achievement and expertise in:

Linking children with suspected or identified special needs to needed service

Identification of gaps and creating solutions regarding screening, assessment and service access for children with special needs or suspected/at-risk for special needs. 

Specifically describe experience/qualifications to serve culturally/linguistically diverse populations.
Describe partnerships, commitments and relationships in place or to be sought to support achievement of the RFQ outcomes and implementation of RFQ strategies.  Specifically address the participation of mandated providers (San Francisco Unified School District, Golden Gate Regional Center, CCS). Indicate the role of partners and the extent to which formalized agreements have been reached.
Identify by name, title and agency collaborative partner(s) staff committed to this project.  Highlight individual staff unique qualifications to support achievement of RFQ outcomes and implementation of RFQ strategies.

Provide a rationale explaining how the qualifications, expertise, experience, partnership, etc. described in this section will ensure achievement of the RFQ outcomes and implementation of RFQ strategies.
Proposed Activities and Project Description (8 pages)
Describe the activities that will be used to achieve the outcomes and implement the strategies of this RFQ.  List the major activities, the timeframe for achieving them (for the first year only), and deliverables.  Include the number of children and families expected to be reached through the project’s efforts and the units of service to be provided.  
If the project requires a specific planning phase (as opposed to a typical project start-up period), provide the rationale for this, and describe the major activities that will occur in the planning phase.

Briefly describe the target group(s), including any unique characteristics.  Include a description of outreach strategies to unserved and underserved families and activities to ensure these clients’ access to project services will be supported.
Describe how this project will integrate or coordinate with other related children’s health programs and First 5 funded programs.

In addition, complete the attached chart to summarize the proposed activities.  Include the chart as an attachment to the application. (Attachment 2)

4.
Budget  & Budget Narrative (2 pages)  
Create a line item budget for Year 1 – 3 and total project budget showing the amount and purpose of requested funds.  Show other resources, including in-kind and matching funds, contributed or obtained by the applicant and subcontractors to support this project.  Show how and when third-party revenues and leveraged funds will support the project.  If existing personnel or positions will be funded, describe why Commission funds are not supplanting current or past funding.  Provide a narrative for any item in the budget whose purpose may not be obvious or immediately clear how it is tied to the objectives of the project.  A suggested budget format is attached (Attachment 3).  A final budget will be negotiated with the selected partner.
5.
Required Attachments 

A. Resumes/Position Descriptions – Include resumes of the project director and key staff who will be involved in the contract, if available.  These documents should provide sufficient detail to permit the Commission to assess how their experience will contribute to the project’s objectives.

B. Letters of Agreement – Include a letter of agreement from all subcontractors/collaborators that will be involved in this collaborative project that demonstrates their level of commitment.

C. Financial Statement—Include a copy of the organization’s last CPA audit or financial statements for the most current period available.  (Note: in large institutions, a Departmental audit will be sufficient.)

D. Attachment 2 – Accountability Worksheet

E. Attachment 3 - Budget and Narrative

Proposal Format

All proposals must:

· Be typed, with a minimum of one-inch margins on each page;

· Use no less than 12-point font;

· Be double spaced;

· Have the page number and program name listed at the bottom of each page; and

· Be within the stated page limits for each section.

Submission Instructions

Staple or clasp each copy of the proposal set (narrative plus attachments) in the upper left-hand corner.  It is not necessary to bind or use or a 3-ring binder.

Proposals can be mailed or hand delivered but regardless of the postmark date must be received by the Commission by 5:00 p.m., on April 16, 2007.  

Mail or hand deliver one original and nine copies of the proposal sets to:

RFQ – 2007-01
First 5 San Francisco
1390 Market Street, Suite 318

San Francisco, CA 94102
Attn:  Derik Aoki

