[bookmark: _GoBack]REQUEST FOR QUOTE (RFQ)
INFORMAL COMPETITIEVE SOLICITATION
Media Training for Senior Management and Subject Matter Experts


Introduction:  In accordance with the informal competition procedures provided for in 11 Iowa Administrative Code rules 117.9(1), the Department of Homeland Security and Emergency Management (HSEMD) is seeking a vendor to design and conduct media training that will focus on training senior leadership and subject matter experts.  Vendors interested in providing these services should submit quotes to the HSEMD Issuing Officer at the following address:

Cate Brehmer, Purchasing Agent
Iowa HSEMD 7900 Hickman Road, Suite 500
Windsor Heights, IA  50324
515-725-3203
Cate.Brehmer@Iowa.gov

Description of Service:  The training must provide participants the opportunity to develop and strengthen the skills needed when working with the media during emergency and every-day situations. Training must be applicable for a range of skill levels, from participants who have had no experience dealing with the media, to those who have experience and need a refresher. Interactive exercises are required.  The training should help participants more confidently deal with the media, more effectively convey information, and at the same time help to improve public speaking skills.  Training must provide an on-camera component.

Training is to be conducted at a location provided by HSEMD (in Des Moines metro area).  We anticipate that the training will be held in a secure facility and instructors must be accompanied by HSEMD while in the facility.   The vendor must provide all applicable equipment, especially with regard to the on-camera component.

We anticipate up to 20 participants for the training and require each to attend an in-person full-day (eight hour) session.   If two sessions are needed to provide the most effective training experience due to class size, both sessions should cover the same topics and provide the same training to participants.   

Costs:  This training will be funded by federal grant dollars and is therefore budgeted in advance and subject to both state and federal procurement regulation. The price quoted should include all instruction, materials, equipment, and shipping.  All travel expenses, including lodging, will be at the expense of the vendor and cannot be included in the bid.  

Quotation:  Quotes should be submitted no later than February 28, 2019 at close of business.  Quotes received after this deadline will be rejected and returned to the vendor.  Preparation and delivery costs for the quote are solely the responsibility of the vendor.  Email quotes preferred.

Please provide bids for:
· One, eight-hour, in-person training session - list minimum and maximum number of students per session.
· Two, eight-hour, in-person training sessions – list minimum and maximum number of students per session.

Format:  For each bid, please provide:
· Proposed agenda
· Breakdown of proposed costs
· Instructor bios
· Summary of vendor’s experience in media training
· If applicable, summary of experience with emergency management/homeland security.

Acceptance of Contract Terms and Conditions:  By submitting a quote, vendor acknowledges its acceptance of the terms and conditions located at:
State of Iowa Terms and Conditions for Services Effective May 1, 2016
State of Iowa HSEMD Additional Terms and Conditions Effective January 1, 2018

Miscellaneous Information:  HSEMD reserves the right to reject any or all quotes, in whole or in part, to advertise for new quotes, to abandon the need for such, and to cancel this Informal Competitive Solicitation at any time prior to the execution of a written contract.

From the date of issuance of this Informal Competitive Solicitation until announcement of the successful vendor, vendors may not contact any employee of the State of Iowa about this RFQ other than the HSEMD Issuing Officer named above.  Vendors may submit written questions relating to the interpretation of this Informal Competitive Solicitation and the procurement process to the HSEMD Issuing Officer at the above address.  Written responses to any questions received will be provided to all potential vendors.
