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Section 1: OVERVIEW 
 

Title. CommUnify Emergency Action Plan (EAP) Revision Request for Procurement Proposals. 
 

Summary. CommUnify is seeking written proposals from an expert, independent, certified 
individuals/firm to evaluate and update the Agency’s Emergency Action Plan (EAP) and Annexes. The 
update will include all elements required by the Federal Emergency Management Agency (FEMA) and 
the California Governor’s Office of Emergency Services (Cal OES). The successful respondent will be 
expected to actively engage and partner with CommUnify’s leadership team and senior staff to provide 
services as further defined below in Section 4: Scope of Work. The selected firm or consultant will be 
expected to possess expert knowledge of Emergency Preparedness Planning, or Business Continuity of 
Operations planning, related training, resource recommendation, and technical assistance 
requirements, to provide effective guidance, support, and direction to CommUnify. 

 

Term. The term of the contract is anticipated to up to six months from June 2021 through December 
2021, with options to extend as determined by CommUnify’s leadership team. The estimated 
maximum funding available through this RFP is between $10,000 - $15,000 and will be determined 
through contractual negotiations with the successful applicant derived from identified and approved 
deliverables, tasks, and assignments. 

 
     Fund Identification #1. Federal funding has been provided for this contract as follows: 

• Award Name: LIHEAP CARES 

• Award Year: 2020-2021 

• Name of Federal Agency Awarding: California Department of Community Services and 
Development (CSD) 

 
Fund Identification #2. Federal funding has been provided for this contract as follows: 

• Award Name: HE - Head Start Emergency Supplemental 

• Award Year: 2020-2021 

• Name of Federal Agency Awarding: Administration for Children and Families / Office of Head 
Start 

Definitions and Acronyms 

Acronyms Definitions 

CAA Community Action Agency 

CalCAPA  California Community Action Partnership Association 

CSBG Community Services Block Grant 

CSBG-CARES Community Services Block Grant Coronavirus Aid, Relief, and Economic 

Security Act Supplemental 
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CA California 

EAP Emergency Action Plan 

Prospective 

Respondent 

A person or organization that may submit an application in response to this 

RFP, but has not yet done so 

Respondent A person or organization that has submitted an application in response to 

this RFP 

RFP Request for Procurement 

ROMA Results Oriented Management and Accountability 

T/TA Training & Technical Assistance 

U.S. United States 

 
Section 2: OVERVIEW OF SANTA BARBARA COUNTY  
 

Santa Barbara County is home to more than 440,000 residents over 2,700 square miles. The 
County is bordered by San Luis Obispo County to the north and Ventura County to the east and 
south. The County is geographically stretched and includes isolated rural communities and 
agricultural enterprises, small to mid-sized cities and suburbs, beach communities and ranches, 
Vandenberg Air Force Base, Lompoc Federal Prison, and the Chumash Reservation. 
 
CommUnify COMMUNITY ACTION AGENCY: Who We Are 
For over 12,000 members of our community, CommUnify represents the difference in living between 
uncertainty and stability. CommUnify is a nonprofit organization working in partnership with the 
community to find innovative and sustainable solutions for Santa Barbara County residents to improve and 
maintain their health, resilience, and financial security. 
 

CommUnify is one of the few organizations in Santa Barbara County with a true north and south county 
footprint and a true north and south county commitment. CommUnify provides opportunities to those 
geographic parts of the county that are so often overlooked and yet have the greatest needs. 
 
CommUnify is built on four key pillars: 

● Community – We are good for the whole community, not just the people we serve. 
● Stability – CommUnify provides the stability our consumers need to raise themselves up. 
● Service – We ensure those we serve get what they need to be successful. 
● Education – Educating people toward better life pathways. 

 
We at CommUnify are committed to helping our Santa Barbara County residents understand what we do, 
how to talk to us and how to access our services. We are a committed partner to the many nonprofits 
working to alleviate poverty in our county, and we are committed to taking a leadership position in 
surrounding our clients with the stability they need to build stronger lives and become healthy, educated, 
working, self-sufficient members of our community. In this way, CommUnify is committed to making the 
Santa Barbara County community better for everyone. 
 
History and Overview 
CommUnify (formerly the Community Action Commission of Santa Barbara County) was formed in 1964 as 
a 15-member Community Action Committee appointed by the County Board of Supervisors to address the  
causes and conditions of poverty. In May 1967, CommUnify was incorporated as a private nonprofit 
organization providing Head Start early education services, followed by a senior support program in 
October of the same year. In 1969, an adult job-training program was added to our menu of services. 
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CommUnify has gradually expanded to include a wide array of programs focused on addressing the causes 
and conditions of poverty. 
 
CommUnify is now one of the largest nonprofit organizations in Santa Barbara County, employing nearly 
400 staff and operating over 20 programs and services in the community, including Head Start/Early Start 
programs, the Senior Healthy Lunch program, energy assistance, home weatherization services, financial 
literacy and family self-sufficiency supportive services, a variety of prevention and intervention services for 
youth, and 2-1-1 information and referral helpline. CommUnify prides itself on its sound fiscal practices 
and strong financial status as a growing nonprofit organization. The organization’s foundation is the 
tripartite Board structure, made up of one-third low-income (or representatives); one-third elected officials 
(or representatives); and one-third private or business representatives. 
 
The main office in Goleta houses administration, leadership and programs furthering the vision and mission 
of CommUnify’s. The location is central to public transportation, ensuring it easily accessible. The site 
includes office spaces, a conference room, and a training room supporting activities for both staff and 
stakeholders. The two other offices (North: 201 West Chapel Street, Santa Maria) and (Mid: 120 West 
Chestnut Avenue, Lompoc) house additional leadership and program staff, and locations are accessible to 
the public. The spaces are well managed and maintained, and new technology is helping to further the 
vision and mission of CommUnify. Our twenty-four centers (which can be found on our website) are 
geographically represented and located near our clientele, providing high quality and safe program 
operations which include some outdoor classrooms. The centers are inviting and welcoming to the families 
we serve. 
 
To ensure the most effective service delivery, CommUnify addresses the county in four regions: 1) the 
North County region, including the cities of Santa Maria, Guadalupe, and Cuyama; 2) Lompoc, including 
Vandenberg Village; 3) Santa Ynez Valley, including Solvang and Buellton; 4) the South County region, 
including the cities of Santa Barbara, Goleta, and Carpinteria. CommUnify is committed to providing high 
quality services in an organizational culture which supports transparency, integrity and accountability.  
 
To this end, the Board of Directors has formerly adopted program reporting and fiscal policies and 
procedures, as well as recently implemented the Results-Oriented Management and Accountability 
(ROMA) evaluation and accountability framework. ROMA allows us to measure meaningful customer, 
agency, and community outcomes and results efficiently and effectively. Staff are provided with ROMA 
training through CalCAPA to empower and support adoption and utilization of the ROMA tool in their day-
to-day job duties.  

 
Programmatic monitoring is conducted by the Director of each department on an ongoing basis 
and reported to the CEO and Board of Directors on a bi-monthly basis for each program using 
the Logic Model format specifically comparing year-to-date actual data to projections. Copies of 
funder monthly/quarterly/annual reports are also reviewed by the CEO. 

 
VISION: People Living Sustainable and Independent Lives. 
 
MISSION: We provide education and supportive services in partnership with the community so Santa 
Barbara County residents can improve their economic security, become self-sufficient, and retain their 
dignity. 
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Section 3: RFP INFORMATION 
 
Availability. The RFP, addenda to the RFP, and other information associated with this procurement are 
available in electronic format at the following locations: CommUnify’s web site (http://bit.ly/CUEAPRFP 

It is strongly recommended that any respondent or prospective respondent interested in this 
procurement check CommUnify’s website for updates. 

 
Contracts. The offer of the right to negotiate a contract pursuant to this RFP is dependent upon the 
availability of funding to CommUnify. 
 
Eligibility. Eligible consultants will be those individuals, businesses and firms that have the following 
qualifications: 

● Proposer must have a minimum of three years demonstrated experience and expertise providing 
the types of services outlined in the Scope of Work. 

● Proposer should have a proven track record in providing these types of, or similar, services for 
non-profit entities. Special consideration will be given to individuals, businesses or firms who 
have worked with Community Action Agencies or state associations. 

● Minority/Women’s Business Entities are encouraged to apply. 

● Preference will be given to California-based businesses. 
● CommUnify reserves the right to reject the submission of any respondent in default of any current 

or prior contract. 
 

Procurement Schedule. CommUnify may amend the schedule, as needed. Any change will be made by 
means of an addendum to this RFP and will be posted on CommUnify’s website. 

 

Schedule of Events 

May 26, 2021 Request for Proposal released. 

June 4, 2021 Questions Due by 5:00 pm PST. 

June 8, 2021 Responses to questions will be published.  

June 18, 2021 Proposals due by 5:00 pm PST. 

June 21-23, 2021 CommUnify review period & Negotiations  

June 24, 2021 Intent to Award Notifications sent out. 

June 30, 2021 Contract approval and contract start date. 

 

Inquiry Procedures. All questions regarding this RFP or CommUnify’s procurement process must be 
directed, in writing, to lmattison@communifysb.org before the deadline specified in the Procurement 
Schedule. The early submission of questions is encouraged. Questions will not be accepted or answered 
verbally – neither in person nor over the telephone. All questions received before the deadline will be 
answered. However, CommUnify will not answer questions when the source is unknown (e.g., nuisance 
or anonymous questions). Questions deemed unrelated to the RFP or the procurement process will not 
be answered. At its discretion, CommUnify may or may not respond to questions received after the 
deadline. CommUnify may combine similar questions and give only one answer. All questions and 
answers will be compiled into a written addendum to this RFP. If any answer to any question constitutes 
a material change to the RFP, the question and answer will be placed at the beginning of the addendum 
and duly noted as such. The agency will release the answers to questions on the date established in the 
Procurement Schedule.  Copies of the Q&A will be made available upon request. 
 

http://bit.ly/CUEAPRFP
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CommUnify will publish all amendments and addenda to this RFP on CommUnify’s website. 
 

Proposal Due-Date and Time. The Official Contact is the only authorized recipient of proposals 
submitted in response to this RFP. Proposals must be received by the Official Contact on or before the 
due date and time: 

• Due Date: 6/18/2021 

• Time: 5:00 p.m. Pacific 
• Via email to lmattison@communifysb.org (confirmation email will be sent upon receipt) 

 
Respondents shall email their proposal and supporting documentation to the official contact at  
lmattison@communifysb.org. Please be aware of the amount of time it may take for an 
electronic submission to be sent from one server and accepted by another server, as well as of 
problems sometimes encountered with large file sizes. The electronic copies of the proposal 
shall be compatible with Microsoft Office Word or in PDF format, except for the Budget and 
Budget Justification, which may be compatible with Microsoft Office Excel. 

 
The proposal must be signed; signatures may be electronic. The proposal must be complete, 
properly formatted and outlined, and ready for evaluation by the Evaluation Team. Note: 
Proposals received after the stated deadline may be accepted as a clerical function but will not 
be reviewed. 

 
Timing Sequence. 
The timing and sequence of events associated with this RFP shall ultimately be determined by 

CommUnify. 

● Amending or Canceling RFP: CommUnify reserves the right to amend or cancel this RFP on any 
date and at any time, if CommUnify deems it to be necessary, appropriate, or otherwise in the 
best interests of the State. 

● No Acceptable Proposals: If no acceptable proposals are submitted in response to this RFP, 
CommUnify may reopen the procurement process, if it is determined to be in the best    interests 
of CommUnify. 

● Contract Offer and Rejection of Proposals: CommUnify reserves the right to offer in part, 
and/or to reject any and all proposals in whole or in part, for misrepresentation or if the 
proposal limits or modifies any of the terms, conditions, or specifications of this RFP. 
CommUnify may waive minor technical defects, irregularities, or omissions, if in its judgment 
the best interests of CommUnify will be served. CommUnify reserves the right to reject the 
proposal of any respondent who submits a proposal after the submission date and time. 

● Sole Property of CommUnify: All proposals submitted in response to this RFP are to be the sole 
property of CommUnify. Any product, whether acceptable or unacceptable, developed under a 
contract executed as a result of this RFP shall be the sole property of CommUnify, unless stated 
otherwise in this RFP or subsequent contract. The right to publish, distribute, or disseminate all 
information or reports, or part thereof, shall accrue to CommUnify without recourse. 

● Contract Negotiation: CommUnify reserves the right to negotiate or contract for all or any 
portion of the services contained in this RFP. CommUnify further reserves the right to contract 
with one or more respondent(s) for such services. After reviewing the scored criteria, 
CommUnify may seek Best and Final Offers (BAFO) on cost from respondents. CommUnify may 
set parameters on any BAFOs received.

mailto:lmattison@communifysb.org
mailto:RFP@cafca.org
mailto:RFP@cafca.org
mailto:RFP@cafca.org
mailto:RFP@cafca.org
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 ● Clerical Errors in Contract Offer: CommUnify reserves the right to correct inaccurate contract 

offers resulting from its clerical errors. This may include, in extreme circumstances, revoking the 
offer of a contract already made to a respondent and subsequently offering the contract to 
another respondent. Such action shall not constitute a breach of contract on the part of 
CommUnify since the contract with the initial respondent is deemed to be void and of no effect, 
as if no contract ever existed between CommUnify and the respondent. 

● Key Personnel: When CommUnify is the sole funder of a purchased service, CommUnify reserves 
the right to approve any additions, deletions, or changes in key personnel, except for key 
personnel who have terminated employment. CommUnify also reserves the right to approve 
replacements for key personnel who have terminated employment. CommUnify further reserves 
the right to require the removal and replacement of any of the respondent’s key personnel who 
do not perform adequately, regardless of whether they were previously approved by CommUnify. 

● Additional Conditions. All those submitting proposals must be willing to adhere to the following 
additional conditions and must positively state this in their proposal: 

o The proposer must certify that the personnel identified in its response to this RFP will be 
the person assigned to this project. At its discretion, CommUnify may require the 
removal and replacement of any of the proposer’s personnel who do not perform 
adequately, regardless of whether they were previously approved by CommUnify. 

o All subcontractors hired by the proposers awarded a contract or purchase order 
because of this RFP must have prior approval of CommUnify prior to and during the 
agreement period. However, please note that CommUnify prefers not to have the 
services subcontracted. 

o Any contract or purchase order resulting from this RFP process will represent the entire 
agreement between the proposer and CommUnify and will supersede all prior 
negotiations, representations, or agreements, alleged, or made, between the parties. 
CommUnify shall assume no liability for payment for services under the terms of the 
contract or purchase order until the successful proposer is notified that the contract or 
purchase order has been accepted and approved by CommUnify. Any contract resulting 
from this RFP may be amended only by means of a written instrument signed by the 
proposer and signed by the Chief Operating Officer. 

 

Section 4: SCOPE OF WORK 
 

1. The overall object of this RFP is to revise and provide improvement to CommUnify’s existing 
Emergency Action Plan (EAP) including technical assistance and development of staff training 
resources. The successful respondent will be expected to actively engage and partner with 
CommUnify’s senior staff to provide services as further defined below. The Consultant will be 
expected to possess expert knowledge of Emergency Preparedness and Business Continuity of 
Operations Planning and related training and technical assistance requirements to provide effective 
guidance, support, and direction to CommUnify. 

 

2. The following scope of services is provided as a general overview which may be expanded and 
further defined through negotiations: 

a. Evaluate CommUnify’s Emergency Action Plan and each program including site 
operations critical protocol, policies and plans including best practices.
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b. Conduct informative interviews with CommUnify leadership and program leads and their 
staff to assess current capacities and identify barriers and technical assistance needs. 

c. Evaluate policies and procedures judged against professional standards, industry best 
practices, policy, training, manuals, law, etc.; identify difficulties and opportunities for 
and revise the Emergency Action Plan with these improvements. 

d. Determine whether additional monitoring of safety and compliance with policies, and 
procedures need to be implemented or existing controls/policies strengthened for 
those CommUnify including programs that have existing policies. 

e. Assist CommUnify including each program area with the establishment and refinement 
of written policy, practices, and procedures to document how critical organizations 
function will continue to operate and that personnel and resources are relocated to an 
alternate facility in case of emergencies. 

f. Assist CommUnify including each program area, as appropriate, in formally documenting 
all roles, responsibilities and procedures necessary to resume essential functions during 
and after an emergency, natural disaster, technology breach, planned and unplanned 
disruption that causes an interruption of the organization's operations 

g. Issue a report that summarizes and submit a revised Emergency Action Plan 
that clearly delineates work to be performed and applicable reimbursement 
for said activities. 

 
3. All activities must be submitted and accepted by CommUnify no later than September 30, 2021. 

 
Section 5: PROPOSAL FORMAT 
 

Proposals must include accurate and complete information for each of the items listed below. At 
CommUnify’s discretion, failure to do so could result in disqualification. 

 

Required Outline. All proposals must follow the required outline presented below. 
1. Cover Sheet. The Cover Sheet is Page 1 of the proposal. 
2. Table of Contents. All proposals must include a Table of Contents that conforms to the required 

proposal outline. 
3. Executive Summary. Proposals must include a high-level summary not exceeding one page. 
4. Main Body of Proposal – see below 
5. Work Plan/Timeline – see below 
6. Attachments – see below 

 
Main Body of Proposal. Please include the following: 

1. Proposer Information: Please provide the Firm Name; permanent mail office address and 
website; date the firm organized; legal form of ownership (if a corporation, indicate where 
incorporated); number of years engaged in the services provided under the entity’s present
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 name; and names, titles, reporting relationships, background, and experience of the principal 

members of your organization, including officers. 
2. Organizational Overview: Describe the background and experience of the Respondent and any 

proposed subcontractors. The responses must also address details regarding the size and 
resources of the Respondent and any proposed subcontractors, and their experience relevant to 
the knowledge of Emergency Action Plan and related training and technical assistance 
requirements to provide effective guidance, support and direction to non-profits. Please be sure 
to include, for the bidding organization and any subcontractors: 

a. Date of agency establishment, the agency mission at time of establishment, the current 
agency mission and, if the current agency mission is different from the original, a 
description of the changes in focus that led to the current mission. 

b. Agency size, including annual budget, revenues, number, and type of personnel. 
c. A listing and brief description of other programs operated by the organization. 
d. Organizational changes within the last two years, including any reorganization and/or 

turnover of key personnel, acquired grants for current programs, lost grants, including 
the reasons for loss of grants. 

e. Technological capabilities, challenges, and goals of the bidding organization. 

f. Agency experience relevant to the functions to be performed under this Request for 
Proposal and a listing and summary of recent contracts (defined contracts that are 
currently or were during the past five years in effect) for similar services. 

3. Administrative and Operational Capabilities - Include a summary of the overall qualifications to 
implement a Community Action Agency (CAA) Network project of Emergency Action Planning 
and related training and technical assistance requirements to provide effective guidance, 
support and direction to non-profits. This section should include, at a minimum: 

a. Experience/Expertise and Capabilities - Summarize overall expertise and capabilities to 
implement the CAA Network project described in this procurement. 

b. Philosophy statement and business focus. A statement of the respondent’s philosophy 
and approach in undertaking the services of the nature outlined in the RFP, as well as a 
description of its primary business focus. 

c. Identify who will be the primary client relationship manager and other key staff for this 
project proposal. 

d. Provide a general representation of the key factors and other important considerations 
that you feel separates your organization/firm from others in providing requested 
services. 

e. Provide a detailed description of your firm’s technical resources and experience in 
providing the desired scope of services. 

f. Summary of relevant experience. A listing of projects that the respondent has 
completed within the last three (3) years of a similar nature to those included in the 
Scope of Services in this RFP must be provided. 

g. Provide contact information for those projects including name of customer's project 
officer, title, address, telephone number, and email address. 

h. Experience serving culturally and linguistically diverse populations. 
i. Experience providing services that are culturally sensitive and appropriate. 
j. Describe how the Respondent contributed creativity, innovation, and problem-solving 

expertise to a collaborative relationship with the non-profit or commercial vendor for 
selected contracts listed above. 

4. List all sanctions, fines, penalties, or letters of noncompliance issued against the Respondent by 
any of the contracting entities listed above during the three years immediately preceding the
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 release date of this RFP (the list shall describe the circumstance eliciting the sanction or letter of 

noncompliance and the corrective action or resolution to the sanction, fine, penalty, or letters of 
noncompliance; if no sanctions, fines, penalties, or letters of noncompliance were issued, a 
statement that attests that no sanction, penalty, or compliance action has been imposed on the 
Respondent within the three years immediately preceding the date of this RFP must be 
submitted). 

 

Work Plan and Timeline. 
1. Work Plan. To submit a responsive proposal, the Respondent shall summarize the proposed 

Work Plan: 
a. Identify key elements and their importance specific to an Emergency Action Plan. 
b. Describe the delivery model that would be followed. 
c. Identify key staff and their responsibility to carry out a work plan. 
d. Describe communication methods to carry out this project. 

e. Services Expected from CommUnify. Identify the nature and scope of the services that 
would be generally required of CommUnify in undertaking this project. 

 
2. Deliverable Timeline. To submit a responsive proposal, the Respondent shall summarize its 

proposed timeline to complete projected deliverables. Key elements of the work plan are as 
follows: initial work plan submission, assessment of existing Emergency Action Plans, 
identification of proposed required elements for a Emergency Action Plan, initial Emergency 
Action Plan template submission, final Emergency Action Plan template submission, proposed 
technical assistance, submittal of initial Emergency Action Plan for the CAA Network, 
submittal of final Emergency Action Plan for the CAA Network. 

 

Attachments. Please include as attachments 
1. Proof of insurance - Before commencing performance, the Contractor shall obtain and maintain 

the following insurance coverage at its own cost and expense for the duration of the Contract: 
a. Commercial General Liability. $1,000,000 combined single limit per occurrence for 

bodily injury, personal injury, and property damage. Coverage shall include Premises 
and Operations, Independent Contractors, Products and Completed Operations, 
Contractual Liability, and Broad Form Property Damage coverage. If a general aggregate 
is used, the general aggregate limit shall apply separately to the services to be 
performed under this Contract or the general aggregate limit shall be twice the 
occurrence limit. 

b. Automobile Liability. $1,000,000 combined single limit per accident for bodily injury. 
Coverage extends to owned, hired and non-owned automobiles. If the Contractor does 
not own an automobile, but one is used in the execution of this Contract, then only 
hired and non-owned coverage is required. If a vehicle is not used in the execution of 
this Contract, then automobile coverage is not required. 

c. Professional Liability. $1,000,000 limit of liability, if applicable; and/or 

d. Workers' Compensation and Employers Liability. Statutory coverage in compliance with 
the Compensation laws of the State of California. Coverage shall include Employer's 
Liability with minimum limits of $100,000 each accident, $500,000 Disease with a Policy 
limit of $100,000 each employee. 

2. Business Cost Proposal (See Section 6)
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 Style Requirements. Submitted proposals must conform to the following specifications: 

1. Paper Size: Generally, 8½” x 11” in “portrait” orientation. Optionally key graphics, diagrams and 
flow charts can use 11” x 17” in “landscape” orientation. 

2. Font Size: 11- or 12-point. Please use an easy-to-read font, such as Times New Roman or Calibri. 

3. Margins: All margins shall be 1”. 

4. Line Spacing: Single-spaced. 
5. Pagination. The respondent’s name must be displayed in the header of each page. All pages, 

from the Cover Sheet through the required Appendices and Forms, must be numbered 
consecutively in the footer. 

 
Section 6: BUSINESS COST PROPOSAL 

 

Original written materials will be evaluated based on the needs and requirements of the work. While 
the consultant’s rate is an important aspect of evaluating the Request for Proposals (RFP), it will be 
weighed equally with quality of writing, provided examples, and references. 

 

Each proposal must include cost information and other financial information in the following order. 
1. Business Cost Proposal - Provide the hourly rates for the key positions who will be responsible 

for the success of the project. Hourly rates must be all-inclusive (i.e., consulting services, 
administrative expenses, travel expenses, attendance at meetings, and any other activities 
initiated to fulfill the requirements of this RFP). Please also include the total cost of the 
proposal, which should be in the range of $12,000-$15,000. 

2. Business Narrative (maximum two pages) - Provide a written explanation of the proposed all- 
inclusive hourly rates for the key positions and for the total cost of the proposal. The narrative 
must also include any business, economic, legal, programmatic, or practical assumptions that 
underlie the cost proposal. The Respondent may separately identify cost-saving and cost- 
avoidance methods and measures and the effect of such methods and measures on the cost 
proposal and requirements of the RFP. 

3. Cost Standards - Budgetary information included in the Respondent’s response to this RFP must 
comply with the Federal Cost Standards titled the Uniform Guidance. The Uniform Guidance 
cost principles are available online and can be accessed by clicking on the following link: CFR- 
2014-title2-vol1-part200.pdf (govinfo.gov). 

4. Payment Structure - The contractor shall be paid in accordance with expenditures incurred in 
accordance with the approved cost summary. While specific payment terms will be made final 
during contract negotiations, it is expected that payments will be made monthly, contingent 
upon the contractor’s timely compliance with the resultant contract deliverables including, but 
not limited to, the contractor’s submission and CommUnify’s acceptance of all required 
reports and payment invoices. 

 
Section 7: EVALUATION AND SELECTION 
 

Evaluation Criteria. The following elements will be the primary considerations in evaluating all proposals 
submitted in response to this RFP: 

● Completion of all required proposal elements 
● Experience with similar projects and quality of work samples 
● Overall cost of the vendor’s proposal

https://www.govinfo.gov/content/pkg/CFR-2014-title2-vol1/pdf/CFR-2014-title2-vol1-part200.pdf
https://www.govinfo.gov/content/pkg/CFR-2014-title2-vol1/pdf/CFR-2014-title2-vol1-part200.pdf
https://www.govinfo.gov/content/pkg/CFR-2014-title2-vol1/pdf/CFR-2014-title2-vol1-part200.pdf
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Selection Process. Following the initial screening of the proposal, CommUnify reserves the right to 
require, and each applicant must be prepared to conduct oral presentations and other discussions 
(written or verbal) on the content of its proposal. If CommUnify determines that interviews or 
presentations are required, selected applicants will be notified in writing of the date, place, time and 
format of the interview or presentation. Respondents will be responsible for all costs related to the 
interview, which will occur via teleconference. Failure to participate in such interviews or 
presentations may result in an applicant’s disqualification from further consideration. 

 

CommUnify may award to the bidder offering best value without discussions. However, we reserve the 
right to seek bidder clarifications and to negotiate with those bidders deemed to be within a 
competitive range. 

 
CommUnify may, at its discretion and without explanation, choose to discontinue this RFP without 
obligation to any prospective respondents or respondents, and/or make multiple awards under this 
RFP. 

 
Preparation Expenses. 

1. CommUnify shall not assume any liability for expenses incurred by a respondent in 
preparing, submitting, or clarifying any proposal submitted in response to this RFP. 

2. Exclusion of Taxes. CommUnify is exempt from the payment of excise and sales taxes imposed 
by the federal government and the State. 

3. Proposed Costs. No cost submissions that are contingent upon a State action will be accepted. 
All proposed costs must be fixed through the entire term of the contract. 

4. Changes to Proposal. No additions or changes to the original proposal will be allowed after 
submission. CommUnify may request and authorize respondents to submit written 
clarification of their proposals. 

5. Supplemental Information. Supplemental information will not be considered after the deadline 
submission of proposals, unless specifically requested by CommUnify. CommUnify may ask a 
respondent to give demonstrations, interviews, oral presentations, or further explanations to 
clarify information contained in a proposal. 

6. Presentation of Supporting Evidence. If requested by CommUnify, a respondent must be 
prepared to present evidence of experience, ability, data reporting capabilities, financial 
standing, or other information necessary to satisfactorily meet the requirements set forth or 
implied in this RFP. CommUnify may make onsite visits to an operational facility or facilities of a 
respondent to evaluate further the respondent’s capability to perform the duties required by 
this RFP. At its discretion, CommUnify may also check or contact any reference provided by the 
respondent. 

7. RFP Is Not An Offer. Neither this RFP nor any subsequent discussions shall give rise to any 
commitment on the part of CommUnify or confer any rights on any respondent unless and until 
a contract is fully executed by the necessary parties. The contract document will represent the 
entire agreement between the respondent and the CommUnify and will supersede all prior 
negotiations, representations, or agreements, alleged, or made, between the parties. There 
shall be no liability for costs incurred by the respondent or for payment of services under the 
terms of the contract until the successful respondent is notified that the contract has been 
accepted and approved by CommUnify. 

 
Questions regarding this RFP should be sent to lmattison@communifysb.org 

mailto:lmattison@communifysb.org.

