Amendment Two
Request for Qualifications — Instructor Services

RFQ No. 2015-02

Sections 4 and 6 of the Request for Qualifications — Instructor Services are amended to delete the
requirement that instructors applying for DiSC Personality Assessment training will be required
to possess a certification or license. The amendments are notated in red. The sections are
amended as follows:

Section 4 — Minimum Qualifications

Instructors are required to possess the following minimum qualifications:

e A minimum of five (5) years of professional instructor experience for an audience of adult
learners in an academic or professional setting, either on a contract basis or as an employee;

e A minimum of two (2) years of the above experience must have been in the public sector and
have included content delivery in a training and teaching capacity;

e Strong interpersonal and presentation skills;

e Strong oral and written communication skills; and,

e Proficiency with Microsoft Office, including presentation software such as PowerPoint, and
the skills and ability to draft course curriculum and progress measurement tools.

Additionally, some instructors will be required to possess the following certifications/licenses:

e Myers Briggs Type Indicator

o DISC Personality Assessment

Franklin Covey Writing Advantage

Franklin Covey The 7 Habits of Highly Effective People

Franklin Covey Advanced Writing

Franklin Covey The 4 Roles of Leadership

Franklin Covey The 5 Choices to Extraordinary Productivity

Certificate of Good Standing from the Mississippi Bar will be required for legal training

Section 6 — Application Submission Requirements
The application package must be sealed and must contain the following:

e Application Cover Sheet (Attachment A).
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e Application Cover Letter indicating the individual’s qualifications to perform the services, a
summary of course curriculum developed by the vendor, and a summary of experience,
including experience facilitating classes in the public sector (state or local government);

e Resume or curriculum vitae indicating the individual’s education and work experience;

e If applying to qualify to administer any courses requiring the certifications or licenses
referenced in Section 4, the vendor must provide the applicable certification and/or license
from the applicable certifying authority:

o For certification to administer the Myers Briggs Type Indicator, the vendor must provide
a copy of the Document of Completion from the certifying authority;

o For certification to administer a Franklin Covey workshop, the vendor must provide a
copy of the Franklin Covey Client Facilitator License Agreement for each area in which
he or she is certified; and,

o0 For legal training, the vendor must provide a Certificate of Good Standing from the
Mississippi Bar.

e Application Form (Attachment B) — At the top of the form, the vendor should indicate the
category or categories of training for which he or she qualifies and is applying (may
apply/qualify for more than one category). The Instructor Services Contract Rate Schedule
MUST be accepted as indicated by the vendor’s signature. Failure to complete and/or sign
the application form may result in vendor being determined nonresponsive.

e References (Attachment C) — Each vendor must furnish a listing of at least three (3)
professional references along with the contact person, address, and phone number for each.
These references must be familiar with the vendor’s abilities in the areas involved with this
solicitation. MSPB will use these references to assist in determining the vendor’s ability to
perform the services. It is the responsibility of the vendor to ensure that the reference contact
information is correct and current. MSPB will not track down references. Vendors should
verify before submitting their application package that the contact person and phone number
are correct for each reference. MSPB must be able to reach two (2) references for a
vendor within two (2) business days of application opening to be considered responsive.
Further, the vendor must score a minimum of four (4) points on each Reference Score
Sheet which will be used by MSPB staff when interviewing the two (2) references (for a
total minimum scoring requirement of eight (8) points) to be considered responsive
and/or responsible. (See Attachments C and D.) Only vendors who are found responsive
and responsible will have their application considered. Vendors may submit as many
references as desired. MSPB will begin contacting references at the top of the list and will
continue down the list until they have completed Reference Score Sheets for two (2)
references. After two (2) score sheets are completed, MSPB staff will stop the reference
check process.

Additional submission requirements include:
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e The original and one copy of the application package must be signed and submitted in a
sealed envelope or package to 210 East Capitol Street, Suite 800, Jackson, MS 39201 no later
than 9:00 AM CST, Tuesday, February 24, 2015. The original application must be marked
“ORIGINAL”. All documents contained in the original application package must have
original signatures and must be signed by a person who is authorized to bind the vendor. All
additional application sets may contain photocopies of the original package. Sealed
applications should be labeled as follows:

Request for Qualifications for Instructor Services
RFQ No. 2015-02

Certification(s):
Opening Date: 9:30 AM CST, February 24, 2015
Mississippi State Personnel Board

Attention: Brittany Martin

210 East Capitol Street, Suite 800

Jackson, Mississippi 39201

SEALED APPLICATION PACKAGE - DO NOT OPEN

e Timely submission of the application package is the responsibility of the vendor.
Applications received after the specified time will be rejected and returned to the vendor
unopened. The time and date of receipt by MSPB will be indicated on the envelope or
package by MSPB staff.

e Each page of the application form and all attachments must be identified with the name of the
vendor.

e MSPB reserves the right to decide, on a case-by-case basis, whether to reject an application
with modifications or additions as nonresponsive.

e Any vendor claiming that its application contains information exempt from the
Mississippi Public Records Act (Miss. Code Ann. 8§ 25-61-1 et. seq.), shall segregate and
mark the information as confidential and provide the specific statutory authority for
the exemption.

e All application packages must be received by MSPB no later than 9:00 AM CST, Tuesday,
February 24, 2015. Applications submitted via facsimile (faxes) or email will not be
accepted. It is suggested that if an application is mailed to MSPB, it should be posted in
certified mail with a return receipt requested. MSPB will not be responsible for mail delays
or lost mail.

No other changes are made to the Request for Qualifications.

Please acknowledge receipt of this amendment by returning it, along with your original
application, by Tuesday, February 24, 2015 at 9:00 AM CST. This acknowledgment should be
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enclosed in your application packet before the Application Cover Sheet (Attachment A). Failure
to submit this acknowledgment may result in rejection of the application.

Signed by:

Vendor:

Date:
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Amendment One
Request for Qualifications — Instructor Services

RFQ No. 2015-02

Section 13 of the Request for Qualifications — Instructor Services is amended as follows:
Section 13 — Registration with Mississippi Secretary of State

By submitting an application, the vendor certifies that it is registered to do business with the
Mississippi Secretary of State or, if not already registered, that it will do so prior to entering into
a contract with MSPB. The Mississippi Secretary of State does not reqgister sole-proprietorships;
therefore, if the vendor is a sole-proprietor, registration is not required and this section is not

applicable.

No other changes are made to the Request for Qualifications.

Please acknowledge receipt of this amendment by returning it, along with your original
application, by Tuesday, February 24, 2015 at 9:00 AM CST. This acknowledgment should be
enclosed in your application packet before the Application Cover Sheet (Attachment A). Failure
to submit this acknowledgment may result in rejection of the application.

Signed by:

Vendor:

Date:
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STATE PERSONNEL BOARD
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Section 1 —-Background

The Mississippi State Personnel Board (hereinafter “MSPB”) is the central personnel agency for
the State of Mississippi. The vision of the agency is to ensure a quality workforce for the State
of Mississippi. The Office of Workforce Development is the division within MSPB responsible
for delivering leadership, management, and professional development courses designed to equip
public sector workers with the skills needed to serve the citizens of Mississippi. These courses
are offered as stand-alone courses as well as part of MSPB’s certification programs including the
nationally accredited Certified Public Manager® Program, the Human Resources Certification
Program, the Administrative Services Certification Program, and the Basic Supervisory Course.
MSPB also provides employment law and human resource compliance courses. A list of courses
currently provided by MSPB may be found at:
http://www.mspb.ms.gov/media/33531/2015%20web%?20calendar%?20final.pdf.

Section 2 — Purpose

MSPB is soliciting applications from experienced professional instructors for the purpose of
establishing a list of qualified instructors to administer the professional education programs
offered by the Mississippi State Personnel Board through the Office of Workforce Development.

Section 3 — Timeline

Request for Qualifications (RFQ) Issue Date: February 5, 2015

Deadline for Vendor Questions to MSPB: February 17, 2015, 5:00 PM CST
Anticipated Posting of Written Answers to Questions: February 19, 2015, 5:00 PM CST
Application Submission Deadline: February 24, 2015, 9:00 AM CST
Selection Completed: Prior to March 31, 2015

Section 4 — Minimum Qualifications
Instructors are required to possess the following minimum qualifications:

e A minimum of five (5) years of professional instructor experience for an audience of adult
learners in an academic or professional setting, either on a contract basis or as an employee;

e A minimum of two (2) years of the above experience must have been in the public sector and
have included content delivery in a training and teaching capacity;

e Strong interpersonal and presentation skills;

e Strong oral and written communication skills; and,

e Proficiency with Microsoft Office, including presentation software such as PowerPoint, and
the skills and ability to draft course curriculum and progress measurement tools.

Additionally, some instructors will be required to possess the following certifications/licenses:

Myers Briggs Type Indicator

DiSC Personality Assessment

Franklin Covey Writing Advantage

Franklin Covey The 7 Habits of Highly Effective People
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Franklin Covey Advanced Writing

Franklin Covey The 4 Roles of Leadership

Franklin Covey The 5 Choices to Extraordinary Productivity

Certificate of Good Standing from the Mississippi Bar will be required for legal training

Section 5 —Services Provided by Instructors

Instructors provide services including, but not limited to:

Presenting existing material for adult learners;

Leading and facilitating group discussion about topics covered in the courses;

Providing a classroom environment where adult learners can apply concepts and skills to
their current jobs;

Working with MSPB staff and other instructors to assess the effectiveness of curriculum and
instructional methods; and,

Creating and/or revising curriculum to address changing needs of state workers.

Instructors are independent contractors and are not employees of MSPB or the State of
Mississippi.

Section 6 — Application Submission Requirements

The application package must be sealed and must contain the following:

Application Cover Sheet (Attachment A).

Application Cover Letter indicating the individual’s qualifications to perform the services, a
summary of course curriculum developed by the vendor, and a summary of experience,
including experience facilitating classes in the public sector (state or local government);

Resume or curriculum vitae indicating the individual’s education and work experience;

If applying to qualify to administer any courses requiring the certifications or licenses
referenced in Section 4, the vendor must provide the applicable certification and/or license
from the applicable certifying authority:

o For certification to administer the Myers Briggs Type Indicator, the vendor must provide
a copy of the Document of Completion from the certifying authority;

o For certification to administer the DiSC personality assessment, the vendor must provide
a copy of the Certificate of Completion from the certifying authority;

o For certification to administer a Franklin Covey workshop, the vendor must provide a
copy of the Franklin Covey Client Facilitator License Agreement for each area in which
he or she is certified; and,

o For legal training, the vendor must provide a Certificate of Good Standing from the
Mississippi Bar.
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Application Form (Attachment B) — At the top of the form, the vendor should indicate the
category or categories of training for which he or she qualifies and is applying (may
apply/qualify for more than one category). The Instructor Services Contract Rate Schedule
MUST be accepted as indicated by the vendor’s signature. Failure to complete and/or sign
the application form may result in vendor being determined nonresponsive.

References (Attachment C) — Each vendor must furnish a listing of at least three (3)
professional references along with the contact person, address, and phone number for each.
These references must be familiar with the vendor’s abilities in the areas involved with this
solicitation. MSPB will use these references to assist in determining the vendor’s ability to
perform the services. It is the responsibility of the vendor to ensure that the reference contact
information is correct and current. MSPB will not track down references. Vendors should
verify before submitting their application package that the contact person and phone number
are correct for each reference. MSPB must be able to reach two (2) references for a
vendor within two (2) business days of application opening to be considered responsive.
Further, the vendor must score a minimum of four (4) points on each Reference Score
Sheet which will be used by MSPB staff when interviewing the two (2) references (for a
total minimum scoring requirement of eight (8) points) to be considered responsive
and/or responsible. (See Attachments C and D.) Only vendors who are found responsive
and responsible will have their application considered. Vendors may submit as many
references as desired. MSPB will begin contacting references at the top of the list and will
continue down the list until they have completed Reference Score Sheets for two (2)
references. After two (2) score sheets are completed, MSPB staff will stop the reference
check process.

Additional submission requirements include:

The original and one copy of the application package must be signed and submitted in a
sealed envelope or package to 210 East Capitol Street, Suite 800, Jackson, MS 39201 no later
than 9:00 AM CST, Tuesday, February 24, 2015. The original application must be marked
“ORIGINAL”. All documents contained in the original application package must have
original signatures and must be signed by a person who is authorized to bind the vendor. All
additional application sets may contain photocopies of the original package. Sealed
applications should be labeled as follows:

Request for Qualifications for Instructor Services
RFQ No. 2015-02

Certification(s):
Opening Date: 9:30 AM CST, February 24, 2015
Mississippi State Personnel Board

Attention: Brittany Martin

210 East Capitol Street, Suite 800

Jackson, Mississippi 39201

SEALED APPLICATION PACKAGE - DO NOT OPEN

Timely submission of the application package is the responsibility of the wvendor.
Applications received after the specified time will be rejected and returned to the vendor
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unopened. The time and date of receipt by MSPB will be indicated on the envelope or
package by MSPB staff.

e Each page of the application form and all attachments must be identified with the name of the
vendor.

e MSPB reserves the right to decide, on a case-by-case basis, whether to reject an application
with modifications or additions as nonresponsive.

e Any vendor claiming that its application contains information exempt from the
Mississippi Public Records Act (Miss. Code Ann. 88 25-61-1 et. seq.), shall segregate and
mark the information as confidential and provide the specific statutory authority for
the exemption.

e All application packages must be received by MSPB no later than 9:00 AM CST, Tuesday,
February 24, 2015. Applications submitted via facsimile (faxes) or email will not be
accepted. It is suggested that if an application is mailed to MSPB, it should be posted in
certified mail with a return receipt requested. MSPB will not be responsible for mail delays
or lost mail.

Section 7 — Basis for Selection

All application packages received in response to this RFQ by the stated deadline will receive a
comprehensive, fair, and impartial review. A review committee will consider the applications in
the following four-phase process:

Phase 1: During this phase of the review process, all applications received will be reviewed to
determine if the following mandatory requirements of this RFQ have been satisfied:

Application submission deadline met

Required format followed

Required number of copies along with the original application provided
Signed Application Cover Sheet provided

Responsiveness to the questions contained on the Application Cover Sheet
Required Application Cover Letter provided

Resume or Curriculum Vitae provided

Signed Application Form provided

Required number of references provided

Acceptance of all Standard Terms and Conditions

Signed Acknowledgement of RFQ Amendments (if amendments have been posted) provided

Failure to comply with any of the above may result in elimination from further consideration.
Vendors that are determined to have complied will continue to the next phase, while vendors that
do not comply will be notified of their non-responsive status.

Phase 2: During this phase of the review process, all remaining applications will be reviewed to
determine responsibility; i.e., whether the minimum vendor requirements of this RFQ have been
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met. Vendors that are determined by the review committee to have shown the minimum
qualifications outlined in Section 4 and who received a minimum score of four on the Reference
Score Sheet (Attachment D) from reference interviews by MSPB staff with two vendor
references (for a total minimum score of eight) will be found to be responsible. These vendors
will continue to the next phase, while vendors that are not determined to be responsible will be
notified of such determination.

Phase 3: During this phase of the review process, all remaining applications will be reviewed to
assess the vendor’s qualifications with regard to understanding of the key concepts, techniques,
and evaluation procedures for adult learners, as well as expertise in the minimum qualifications
listed in Section 4. Each application will be scored using the Evaluation Criteria for Phase 3
Sheet (Attachment E). The highest scoring vendors in each of the following categories (must
have a minimum score of 80) will continue to the next phase as outlined below:

General Professional Development — 30 vendors

Myers Briggs Type Indicator — 5 vendors

DiSC personality assessment — 8 vendors

Franklin Covey Writing Advantage — 5 vendors

Franklin Covey The 7 Habits of Highly Effective People workshops — 5 vendors
Franklin Covey Advanced Writing — 5 vendors

Franklin Covey The 4 Roles of Leadership — 3 vendors

Franklin Covey The 5 Choices to Extraordinary Productivity — 3 vendors

Legal (Employment Law and Human Resources Compliance) — 5 vendors

Vendors who are not moved forward to the next phase will be so notified.

Phase 4: During this phase of the review process, the remaining vendors will be invited to
present a live thirty-minute training session at the Mississippi State Personnel Board. This
presentation will be given before a live adult audience, including members of the review
committee. Other MSPB staff may be present and may interact with the vendor by asking
questions, etc. The subject of the vendor’s presentation should be consistent with the category or
categories for which the vendor is applying. The purpose of this presentation is to assess the
vendor’s qualifications with regard to interpersonal, presentation, and communication skills, as
well as proficiency with certain computer software.

Each vendor’s presentation will be scored by the review committee based upon the criteria listed
on the Evaluation Criteria for Phase 4 Sheet (Attachment F). The vendors who receive a
minimum score of 80 or higher will be selected for the Qualified Instructor List. MSPB may
contract with these vendors to provide instructor services for MSPB; however, selection of a
vendor for the list does not guarantee that a contract will be entered into with that vendor.
Contracts will be awarded based upon the need and demand for the instructor services to
be provided.

Section 8: MSPB Contact and Questions/Requests for Clarification

e All questions and requests for clarification must be directed by email to:
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Brittany Martin, Communication Director
Mississippi State Personnel Board
Email: mspb.communications@mspb.ms.gov

e Questions and requests for clarification must be submitted via email by the deadline reflected
in Section 3.

e All questions and answers will be published on the MSPB website
(http://www.mspb.ms.gov) in a manner that all vendors will be able to view by the date and
time reflected in Section 3.

e MSPB will not be bound by any verbal or written information that is not contained within
this RFQ unless formally noticed and issued by the contact person.

e Should an amendment to the RFQ be issued, it will be posted on the MSPB website
(http://www.mspb.ms.gov) in a manner that all vendors will be able to view. Furthermore,
vendors must acknowledge receipt of any amendment to the solicitation by signing and
returning the amendment with the application package, by identifying the amendment
number and date in the space provided for this purpose on the application form, or by letter.
The acknowledgment must be received by the MSPB by the time and at the place specified
for receipt of applications. It is the vendor’s sole responsibility to monitor the website for
amendments to the RFQ.

Section 9 — Duration

The anticipated term of any contract with a vendor selected for the Qualified Instructor List is
tentatively April 1, 2015 until June 30, 2016, with two (2) optional one-year renewals. Renewals
will be determined annually and will be contingent upon successful completion of services under
the preceding year’s contract, a performance-based evaluation, and MSPB’s need for
continuation of the services.

Section 10 — Removal from Qualified Instructor List

Vendors added to the Qualified Instructor List may be removed from the list for cause by MSPB.
Section 11 — Vendor Certification

The vendor agrees that submission of a signed application form is certification that the vendor
will accept a contract award made to it as a result of the submission.

Section 12 — Debarment
By submitting an application, the vendor certifies that it is not currently debarred from

contracting with any political subdivision or agency of the State of Mississippi and that it is not
an agent of a person or entity that is currently so debarred.
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Section 13 — Registration with Mississippi Secretary of State

By submitting an application, the vendor certifies that it is registered to do business with the
Mississippi Secretary of State or, if not already registered, that it will do so prior to entering into
a contract with MSPB.

Section 14 — Selection Notification

All vendors who progressed to Phase 4 will be notified of the vendors selected for the Qualified
Instructor List via letter.

Section 15 — Procurement Methodology
e Restrictions on Communication with MSPB Staff

At no time shall any vendor or its personnel contact, or attempt to contact, any member of
MSPB staff regarding this RFQ except the contact person as set forth in Section 8.

e Cost of Preparing Application

MSPB accepts no responsibility for any expense incurred by any vendor in the
preparation and presentation of an application. Such expenses, including any travel costs,
shall be borne exclusively by the vendor.

e Rejection of Application

An application that includes terms and conditions that do not conform to the terms and
conditions in this RFQ, including attachments, is subject to rejection as non-responsive.
Further, submission of an application form that is not complete and/or signed is subject to
rejection as non-responsive. MSPB reserves the right to permit the vendor to withdraw
nonconforming terms and conditions from its application prior to a determination by
MSPB of non-responsiveness.

e Debriefing

A vendor, successful or unsuccessful, may request a post-award debriefing, in writing, by
U.S. mail or electronic submission. The written request must be received by MSPB
within three (3) business days of notification of the selection of the qualified
instructors list. A post-award debriefing is a meeting and not a hearing; therefore, legal
representation is not required. A debriefing typically occurs within five (5) business days
of receipt of the request. If a vendor prefers to have legal representation present, the
vendor must notify MSPB in writing and identify its attorney by name, address and
telephone number. MSPB will schedule and/or suspend and reschedule the meeting at
a time when a representative of the Office of the Mississippi Attorney General can be
present. For additional information regarding Post-Award Debriefing, as well as the
information that may be provided and excluded, please see Section 7-112 through 7-
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112.07, Post-Award Vendor Debriefing, of the Mississippi Personal Service
Contract Review Board’s Rules and Regulations.

e Protests

Any actual or prospective vendor who is aggrieved in connection with this solicitation or
the outcome of this RFQ may file a protest with the Executive Director of the Mississippi
State Personnel Board. The protest shall be submitted in writing by the following
deadlines, whichever deadline runs first:

o within seven working days after such aggrieved person or entity knows or should
have known of the facts giving rise thereto;

o within seven working days after the date of a letter from MSPB notifying the
vendor that the vendor did not move forward in the selection process; or,

o within seven working days after the date of a letter from MSPB notifying the
vendor of the vendors that were selected for the Qualified Instructor List.

All protests must be in writing, dated, signed by the vendor, and contain a statement of
the reasons(s) for protest, citing the law(s), rule(s), regulations(s), or procedure(s) on
which the protest is based. The written protest letter shall contain an explanation of the
specific basis for the protest. The protesting vendor must provide facts and evidence to
support the protest. A protest is considered filed when received by MSPB via either U.S.
Mail, postage prepaid, or by personal delivery. Protests filed after the deadline for same
will not be considered.

Section 16 — Required Contract Terms and Conditions

Any contract entered into with MSPB pursuant to a vendor being placed on the Qualified
Instructor List will have the required clauses found in Appendix D, page 142 of the Mississippi
Personal Service Contract Review Board’s Rules and Regulations which may be found online at:
http://www.mspb.ms.gov/media/34412/pscrb%20rules%20and%20regulations%20effective%201.16.20

15.pdf.

Section 17 — Optional Contract Terms and Conditions

Any contract entered into with MSPB pursuant to a vendor being placed on the Qualified
Instructor List may have, at the discretion of MSPB, the optional clauses found in Attachment F,
page 151 of the Mississippi Personal Service Contract Review Board’s Rules and Regulations
which may be found online at:

http://www.mspb.ms.gov/media/34412/pscrb%20rules%20and%20regulations%20effective%201.16.20

15.pdf.

Section 18 — Attachments

The attachments to this RFQ are made a part of this RFQ as if copied herein in words and
figures.
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Section 19 — Mississippi State Personnel Board Website

This RFQ, and questions and answers concerning this RFQ, will be posted on the MSPB website
at http://www.mspb.ms.gov.

Section 20 — Equal Opportunity Statement

MSPB will select vendors pursuant to this RFQ without regard to political affiliation, race, color,
handicap, genetic information, religion, national origin, sex, religious creed, age, or disability.
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Name of Vendor:

ATTACHMENT A

APPLICATION COVER SHEET

The Mississippi State Personnel Board (hereinafter “MSPB”) is soliciting applications from
experienced professional instructors for the purpose of administering the professional education
programs offered by the Office of Workforce Development.

Applications are to be submitted as listed below, on or before 9:00 AM CST, Tuesday, February
24, 2015.

PLEASE MARK YOUR ENVELOPE:

Request for Qualifications for Instructor Services
RFQ No. 2015-02

Certification(s):
Opening Date: 9:30 AM CST, February 24, 2015
Mississippi State Personnel Board

Attention: Brittany Martin

210 East Capitol Street, Suite 800

Jackson, Mississippi 39201

SEALED APPLICATION — DO NOT OPEN

Name of Company:

Company representative (name and title):

Signature:

Address:

City/State/Zip:

Telephone:

Fax Number:

E-Mail Address:
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Name of Vendor:

In addition to providing the above contact information, please answer the following
guestions regarding your company:

What year was your company started?

How many years has your company been performing the services called for in this RFQ?

Please provide the physical location and mailing address of your company’s home office,
principal place of business, and place of incorporation.

Is your company currently for sale or involved in any transaction to expand or to become
acquired by another business entity? If yes, please discuss the impact both in organizational and
directional terms.

List all licenses or permits your company possesses that are applicable to performing the services
required in this RFQ.

How many customers has your company provided instructor services for in the past two (2)
years?

What is the largest customer your company has provided instructor services for in the past two
(2) years?

Describe any specific services which your company offers along with any specialized
experience, certification, and/or education.
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Name of Vendor:

What is your availability to instruct individuals on a variety of soft and hard skill material on an
as needed basis? Please list any restrictions on scheduling.

What is your availability to travel to locations throughout the State to facilitate classes on an as
needed basis?
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Name of Vendor:

ATTACHMENT B

APPLICATION FORM FOR INSTRUCTOR SERVICES

Categories of services to be provided. Vendor must mark each category for which he or she

wishes to be considered.

N Y Y I O o O

General Professional Development
Myers Briggs Type Indicator

DiSC personality assessment
Franklin Covey Writing Advantage
Franklin Covey The 7 Habits of Highly Effective People workshops
Franklin Covey Advanced Writing
Franklin Covey The 4 Roles of Leadership
Franklin Covey The 5 Choices to Extraordinary Productivity
Legal (Employment Law and Human Resources Compliance)

Vendor/Company

Contact Person

Telephone Number

Instructor Services Contract Rate Schedule

Instruction time

$80 per hour

CPM project evaluation

$50 per project

Coaching CPM participants

$150 per participant

Curriculum updates/development

$75 per hour

Travel costs

$50 per hour travel time from
city to city for classes
scheduled in locations more
than 30 miles from the
instructor’s residence

Actual lodging expense
reimbursed with receipt up to
$125 per night for classes
spanning 1.5 or more
consecutive days

RFQ for Instructor Services
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10.

Name of Vendor:

By signing below, the vendor/company representative certifies that he/she has authority to bind
the vendor/company, and further acknowledges and certifies on behalf of the vendor/company:

That he/she has thoroughly read and understands the Request for Qualifications and Attachments
thereto;

That the vendor/company meets all requirements and acknowledges all certifications contained
in the Request for Qualifications and Attachments thereto;

That the vendor/company agrees to all provisions of the Request for Qualifications and
Attachments thereto including, but not limited to, the Required and Optional Clauses referenced
in Sections 16 and 17 to be included in any contract resulting from this RFQ);

That the vendor/company agrees to and will perform the services required at the prices indicated
in the contract rate schedule, including travel costs;

That the vendor/company can and will meet all required laws, regulations, and/or procedures
related to confidentiality and represents that its workers are licensed, certified, and possess the
requisite credentials to perform instructor services; and,

NON-DEBARMENT - By submitting an application, the vendor certifies that it is not currently
debarred from contracting with any political subdivision or agency of the State of Mississippi
and that it is not an agent of a person or entity that is currently debarred from contracting with
any political subdivision or agency of the State of Mississippi.

VENDOR’S REPRESENTATION REGARDING CONTINGENT FEES - The vendor
represents as a part of such vendor’s application that such vendor has/has not (please circle
applicable word or words) retained any person or agency on a percentage, commission, or other
contingent arrangement to secure placement on the Qualified Instructor List.

REPRESENTATION REGARDING CONTINGENT FEES — The vendor represents that it
has not retained a person to solicit or secure placement on the Qualified Instructor List upon an
agreement or understanding for a commission, percentage, brokerage, or other contingent fee,
except as disclosed in the vendor’s application.

REPRESENTATION REGARDING GRATUITIES — The vendor represents that it has not
violated, is not violating, and promises that it will not violate the prohibition against gratuities set
forth in Section 6-204 (Gratuities) of the Mississippi Personal Service Contract Review Board
Rules and Regulations.

The vendor acknowledges all amendments to the RFQ, if any [please provide amendment(s)
number(s) and date(s)]:
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Name of Vendor:

Vendor/Company Name:

Printed name of representative:

Date:

Signature of representative:

Note: Please be sure to circle the applicable word or words for number 7 (Vendor’s
Representation Regarding Contingent Fees). Failure to circle the applicable word or
words and/or to sign the application form may result in the application being rejected as
non-responsive. Modifications or additions to any portion of this application document
may be cause for rejection of the application.
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Name of Vendor:

REFERENCE 1
Name of Company:

ATTACHMENT C

REFERENCES

Dates of Service:

Contact Person:

Address:

City/State/Zip:

Telephone Number:

Cell Number:

E-mail:

Alternative Contact Person (optional):

Telephone Number:

Cell Number:

E-mail:

REFERENCE 2
Name of Company:

Dates of Service:

Contact Person:

Address:

City/State/Zip:

Telephone Number:

Cell Number:

E-mail:

Alternative Contact Person (optional):

Telephone Number:

Cell Number:

E-mail:

REFERENCE 3
Name of Company:

Dates of Service:

Contact Person:

Address:

City/State/Zip:

Telephone Number:

Cell Number:

E-mail:

Alternative Contact Person (optional):

Telephone Number:

Cell Number:

E-mail:

Vendor may submit as many references as desired by submitting as many additional copies of
Attachment C, References, as deemed necessary. References will be contacted in order listed until
two (2) references have been interviewed and Reference Score Sheets completed for each of the two
(2) references. No further references will be contacted; however, vendors are encouraged to submit
additional references to ensure that at least two (2) references are available for interview. MSPB
staff must be able to contact two (2) references within two (2) MSPB business days of application

opening for vendor to be considered responsive.
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Name of Vendor:

ATTACHMENT D

REFERENCE SCORE SHEET

TO BE COMPLETED BY MSPB STAFF ONLY

Certification:

Vendor Name:

Reference Name:

Spoke to:

Score:
Able to provide instructor services when you called? Yes No
Satisfied with the instructor services provided? Yes No
Demonstrated strong interpersonal and presentation skills? Yes No
Demonstrated strong oral and written communication skills? Yes No
Demonstrated proficiency with Microsoft Office, including presentation Yes No
software such as PowerPoint, and the skills and ability to draft course
curriculum and progress measurement tools?
Would you recommend? Yes No

Each “yes” is one point; each “no” is zero points. Vendors must have a minimum score of “4”
from two references (total of “eight” points) to be considered responsible and for its application

to be considered.

Do you have any business or professional or personal interest in the
vendor/vendor’s organization? If yes, please explain.

Yes

No

Called by:

Date/Time:

RFQ for Instructor Services
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Name of Vendor:

ATTACHMENT E

EVALUATION CRITERIA - PHASE 3 SHEET

Evaluation Criteria — Phase 3 Points*
Experience instructing and facilitating classes for adult learners on a variety

: O . . . 20
of soft and hard skill material in an academic or professional setting
Experience creating curriculum and learning aids including, but not limited to,
printed learning guides, presentation displays, group activities, and learning 20
assessments
Experience facilitating classes in the public sector (state, federal, or local 20
government)
Availability to travel to different locations in Mississippi to facilitate classes 10
Availability to instruct classes on an as needed basis 15
Proficiency in communicating in writing in a clear and concise manner as 15

demonstrated on written application submittal documents

*The points listed are the total number of points a vendor can receive for each criterion.
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Name of Vendor:

ATTACHMENT F

EVALUATION CRITERIA - PHASE 4 SHEET

Evaluation Criteria — Phase 4 Points*
Ability to convey his or her knowledge of the topic 10
Ability to present information so that individuals could understand and learn 15
Ability to help individuals apply the principles covered to their job 15
Ability to convey an approachable manner with questions 10
Ability to involve participants and encourage interaction 10
Ability to use presentation software effectively 15
Ability to use printed materials effectively 15
Ability to use examples that are applicable to public sector workers 10

*The points listed are the total number of points a vendor can receive for each criterion.
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