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Introduction

Purpose of this Document

This request for proposal (RFP) document is intended to provide the framework for analysis of a potential Fulbright Storytelling Training Initiative.  The purpose of this project is to provide Fulbright Students & Scholars with basic storytelling, photography, social media and video skills to enable them to better tell their stories and share their Fulbright experiences with a wider audience.

The requirements listed herein serve as a basis upon which qualified vendors must submit proposal information. In addition, this RFP explains the information that vendors must include in their response, the requirements that vendors must meet in order to be eligible for consideration, and the responsibilities that vendors must fulfill.

This RFP requests that responses will provide the following key information to the Institute of International Education (IIE) decision process:

1. What experience the vendor has had in delivering and implementing solutions for similar requirements and organizations?

2. The vendor’s likelihood of providing various levels of support during implementation and throughout the product lifecycle.

3. Approximate resource requirements estimated to implement and maintain the proposed solution (budget, time frames, anticipated IIE responsibilities, etc).

4. Ability of the proposed vendor to meet IIE’s implementation schedule. 

Confidentiality of Information

Information included in this RFP includes disclosures about how IIE handles some of its business practices and operations, information about volumes and growth, information about future strategies, and the like.  Vendors agree they will use reasonable and customary care to guard such information, and will not share any such information with any third parties, except to the extent that it is required to complete the response process, and then only with IIE’s prior written approval.

It is the intent of IIE to use the information received from potential vendors strictly for the purpose of evaluating alternatives to meeting IIE’s needs.  As such, no distribution of vendor’s responses will be made, except to IIE staff involved in the selection and/or implementation process, without the vendor’s written permission.  

No information (specifications, drawings, sketches, models, samples, listings, technical information, or data, written or oral) contained in the vendor replies will be considered confidential or proprietary.  If the vendor provides information they consider proprietary or confidential, IIE will respect that confidentiality to the extent it is neither known from other sources nor is in the public domain.  Such information must be clearly marked as “Confidential” and to the extent possible should be contained on separate pages from the other information contained in the response.

General Terms and Conditions

You should prepare your response simply and economically, providing a straightforward, concise description of your firm’s capabilities and recommended solutions to meet IIE’s needs.  All costs and expenses incurred in preparing and submitting your response to this RFP shall be borne by you.  IIE won’t bear any responsibility for any such costs and expenses.

Vendors are free to provide, in addition to the reply, any ancillary material that they wish, such as marketing brochures and reference materials.  However, to be considered responsive, all pertinent ancillary material may be made only to point out additional information or further detail that you wish to provide beyond that necessary to adequately respond to the RFP.

All responses and any other materials submitted in response to this RFP will become the property of IIE and may be returned only at IIE’s option, and at your expense.  In submitting a quotation, you must agree that your offer shall remain firm for a period of no less than 90 days from the date of such quotation.

Any specification, diagram, schematic, coding, report, chart, or definition included within this RFP is intended to be an accurate portrayal.  However, IIE will not bear any responsibility for any discrepancies between the material contained herein and the actual conditions as they exist now or in the future.
To be considered for selection, in addition to a written submitted response, vendors may also be required to present the details of their proposal either in person or via video conferencing.
Reservation of Rights

IIE reserves the right to withdraw this RFP without notice, to accept any response or responses, or to reject any or all responses to this RFP.  IIE shall not be liable due to any such withdrawal or rejection to any respondent.

IIE further reserves the right to award the contract that is the subject of this RFP in whole or in part to one or more prospective Vendors.

During the life of this project, IIE reserves the right to interview any and all vendor personnel assigned to the project before they are assigned in a billable capacity. Further, IIE reserves the right to demand individual personnel be removed from the project for any lawful reasons.

Vendor Response Areas For Request for Proposal (RFP)
This document is provided in electronic format (Microsoft Word) to prospective vendors, such that they may insert appropriate responses directly into the document, and return the updated file.  Vendors are invited to also send any additional information or supplemental materials they feel will aid IIE in properly evaluating their product offerings. These could include, but not be limited to: annual reports, case studies, organizational charts, websites, etc.
In Appendix 1 specific areas requesting vendor responses are included within this RFP document.  These areas are all contained under separate main headings, clearly identified as Response Area.
Instructions For Completing Vendor Response Areas

IIE may reject a proposal that is conditional or incomplete, which has been altered outside of the areas provided for vendor responses, which contains any alterations from the forms supplied for response, or which contains other defects or irregularities of any kind.

Responding to Question Details

In many cases, the “question details” portion will contain a list (usually a numbered list) of specific points to be responded to.  You may copy information from different areas of the question, or other areas of the RFP, to insert into the response area, if it helps to clarify the information you are providing.; however, do not change the order of the questions when responding, in order for IIE to efficiently compare and evaluate the RFPs submitted.

Completing General Vendor Questions

Those vendor response areas that are not requesting information about a specific feature or function will have one or more general areas where the vendor is required to provide their response.

Please be sure to respond to each of the elements requested in the appropriate vendor response area(s), and make your answers in direct response to the information being sought.  

RFP Submittals
Finalized RFP Proposals are to be submitted in electronic format, via email by Close of Business on April 20 to Peter VanDerwater, Director of Outreach, at pvanderwater@iie.org. 
Proposal Evaluation Criteria

Proposals will be evaluated by IIE using various criteria, including:

1. Ability to Align with IIE’s Business Processes and Compliment IIE’s Business Model

2. Knowledge, Capabilities and Experience

3. Pricing 

4. Support and Service

5. Customer References
Vendors will also have the opportunity to provide a description of their overall organization by responding the Vendor Questions located at the end of this document, Highlights to include:

1. Describe your  expertise and directly relevant experience applicable to this RFP.

2. State how you differ from your competitors.

3. Explain the service level agreements offered by your company.

4. What is your philosophy on Customer Service/Satisfaction?  What is the appeal process?

5. Can the vendor provide references of multiple clients that have similar requirements and/or volumes and/or in similar industries? 

Timetable for Activities

Actual implementation activities will be started as soon after the selection and contract agreement process as practical (based on level of efforts expected, timing with business windows, resources available, etc).
	Timetable for Selection Activities

	Target Dates
	Expected Activity

	April 2, 2015
	RFP document is issued to short-listed vendors and made publically available on CIES.org 

	
April 10, 2015
	Vendors provide Questions to IIE.  Responses will be made available to all potential bidders on our website)

	April 20, 2015
	Completed RFP Bids submitted by Vendors

	April 24, 2015
	Vendor Presentations for IIE

	April 28, 2015
	Vendor Selected

	April 28, 2015
	Contract Negotiations Begin

	May 4, 2015
	Contract Negotiations End

	June 1, 2015
	Project Completed/Delivered

	June 12, 2015
	Post Implementation or Delivery Review


Contract Document

Should your proposal be recommended for acceptance, you will be notified and expected to execute an Agreement.  For this contract the licensee will be The Institute of International Education.  

The selected vendor's proposal, and any subsequent material submitted in response to requests for additional information, will become the basis for contractual agreements with said vendor.  Subsequent to IIE’s selection of a vendor, contract negotiations will establish the following conditions, based on the vendor's proposal: all pricing, adherence to scheduling logistics, method of payment, and certain penalty clauses relating to delays or conditions of the contract or project that are not met.

Contact Information

The following are the contact personnel that vendors must use when communicating questions or information concerning this RFP:

	Institute of International Education, Inc. 

1400 K Street, NW 
Suite 700

Washington, DC 20005
Attn:  Peter VanDerwater
E-mail:  pvanderwater@iie.org  



IIE Company Overview

General Company Information

IIE Facilities

Administrative Offices

IIE headquarters is located at 809 United Nations Plaza, New York NY, 10017.  IIE has 18 offices worldwide.   Domestically, apart from the main offices in New York, IIE has two offices in Washington D.C., and offices in Denver, Chicago, San Francisco and Houston.  IIE has 12 international offices outside of the US
Corporate Mission and Major Services

The Institute of International Education (IIE) is an international, independent, nonprofit organization founded in 1919. IIE designs and implements a wide variety of programs of study and training for students, educators, professionals and trainees from all sectors with funding from government agencies, foundations and corporations.   In-depth information on IIE (including IIE’s Annual Report), its programs and initiatives can be found at http://www.iie.org.  
Currently, the Institute employs over 640 staff worldwide to manage over 250 programs in 175 countries. IIE provides services to over 26,000 participants a year. IIE’s services fall under the following four broad categories:

1. International Exchanges and Scholarships 
2. Training Global Leaders 
3. Building Higher Education Capacity 
4. Rescuing Threatened Scholars from Around the World
The Fulbright Program is the flagship international educational exchange program sponsored by the U.S. government and is designed to increase mutual understanding between the people of the United States and the people of other countries. The Program was established in 1946 under legislation introduced by late Senator J. William Fulbright of Arkansas and is sponsored by the United States Department of State's Bureau of Educational and Cultural Affairs (ECA). IIE administers the program on behalf of the Bureau of Educational and Cultural Affairs, U.S. Department of State.

FULBRIGHT STORYTELLING INITIATIVE: IIE’s BUSINESS REQUIREMENTS
The information in this section is intended to provide vendors responding to this RFP with a picture of IIE’s requirements.  
The selected vendor will develop of a series of brief tutorials designed to build basic digital and in-person storytelling skills, using commonly available consumer technology, such as smartphones, tablets, software, and social media platforms. The tutorials  will be used to train Fulbright grantees—including faculty, administrators, professionals, artists, researchers, and students—and will focus on the following topics/mediums:
- Photography 

- Video 

- Social Media & Blogging

- Press and Public Relations
- Presentations and Public Speaking
The vendor will create one short video presentation designed to give an overview of basic storytelling concepts and introduce the above topics.  In addition, the vendor will develop individual modules for each of the five topics.  Each module will include a short video tutorial and supplemental materials such as: PowerPoint presentations, tip sheets, and links to other resources.
The modules should be designed to for use  at both in-person presentations by Fulbright staff and as well as made available online on the existing Fulbright Program websites for participants.  The modules should incorporate existing Fulbright resources and practices, including, but not limited to, the existing social media platforms, digital asset management system, and Fulbright style guide.
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	Question:
1 Response: Vendor Questions Related to Business Practices


	Question Details:

1. Where is your company/institution/organization headquartered (actual street address)?  
2. Include similar contact information for other vendors (i.e. if you have included a product or component that is provided and/or supported by another vendor), as appropriate.
3. Describe your business model (breadth and depth of services offered, even if outside the scope of this RFP).
4. How long has your company/organization/institution been in business?  Have your service offerings changed in the last 5 (five) years?  If so, how?  
5. Does your company/organization/institution have a mission statement or vision/ values statement?  If so, please specify.
6. Does your company have a current or past contract with IIE?  If so, please elaborate.
7. If awarded the business, how would IIE account be managed?   Specifically, what level of experience or qualifications would oversee the administration of the account overall and how would that person interact with local account personnel, accounts receivable representatives, senior management, others?
8. Describe your company’s invoicing payment terms and conditions

	Vendor Response:



	Question:

2 Response: Vendor Pricing Questions


	Question Details:

1. Please explain the structure and any associated levels of your pricing model, including: professional services (consulting and training), maintenance and customizations (implementation related and future customizations)

2. Do you offer educational and/or non-profit discounts?


	Vendor Response:




	Question:

 3 Response: Vendor’s  Implementation and On-Going Support Methodologies


	Question Details:

Implementation:

1. Describe your overall implementation philosophy and key considerations for implementation planning.
2. Describe your implementation approach.  Include key activities, specific deliverables and milestones, timeline and resource requirements.  For the timeline, include the proposed estimate of the number of weeks the implementation team will take to complete a project of this scale.  Include any key assumptions and resources IIE should be aware of when reviewing the overall implementation approach and timeline. 
3. Provide the composition of the team you propose for the project:

a. Roles played by the individual and the responsibilities fulfilled

b. Skills and experience possessed for anticipated team members

c. Estimate the time commitment (in hours) that both your staff and IIE staff will need to dedicate to the project.  
4. Describe any plans to “partner” with another vendor to meet implementation needs.  If your approach includes the use of one or more additional vendors or sub-contractors, please provide a detailed explanation of their role on the project.  In addition, if your response to the technical and functional requirements and associated product demonstration is dependent upon a product offered by another vendor partner, please be advised that a single, joint response should be submitted for this RFP.  Additional vendors, subcontractors and/or any assignee or transferee must be able to adhere to the same agreements required of your company. 
 

	Vendor Response:




	General Vendor Question:

4 Response: Vendor Customer References
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