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SECTION 1 – PURPOSE OF RFP
1.1 Purpose of RFP: The duly elected Board of Directors, acting on behalf of the California Agricultural Commissioners and Sealers Association (CACASA), is soliciting proposals. The purpose of this Request for Proposals (RFP) is to solicit proposals for a private Contractor to act as an Executive Director for CACASA and manage its day-to-day business operations. The primary objective will be to manage and represent this professional organization with quality and professional management services. The proposals should provide quantitative and qualitative data that clearly describes capability and cost effectiveness of the Contractor, useful in comparing proposed services to other competitors.
1.2 Scope of Work: The Contractor will have responsibility for the implementation and completion of the required duties, subject to approval of the actions by CACASA and subject to the budget agreement set forth by CACASA and Contractor.
1.3 Definitions: 
a. CACASA refers to the Board of Directors of the California Agricultural Commissioners and Sealers Association.
b. Contractor refers to the contractor or firm providing professional 
management services as an Executive Director.
SECTION 2 – GENERAL INFORMATION                
2.1
Proposal Response Outline: Proposals must be concise, in a format that is conducive to evaluative comparison, and structured for easily relating it to the RFP. Pertinent supplemental information should be referenced and included as attachments. All proposals must be organized and tabbed to comply with the following sections:
A. LETTER OF TRANSMITTAL. The letter of transmittal should include an introduction of the Contractor’s company and the name, address, telephone number and fax number of the primary contact person along with the names of others who are authorized to represent the Contractor regarding the RFP. Any other information the Contractor wants to include that is not required for the proposal should also be included in the letter.
B. EXECUTIVE SUMMARY. An executive summary will briefly describe the Contractor’s approach and clearly indicate any options or alternatives being proposed. It should also indicate any major requirements that cannot be met by the Contractor.
C. DETAILED DISCUSSION. This section should constitute the major portion of the proposal and must contain a specific response to each section in this RFP. Paragraph numbers or letters should correspond, in order, to the section numbers contained in this RFP. Failure to provide a written response to items indicated in this RFP will be interpreted by CACASA as an inability by the Contractor to provide the requested product, service or function.
D. COST PROPOSAL. The Contractor must submit a cost proposal allowing costs to be evaluated independently of other criteria in the proposal.
E. FINANCIAL REPORT. The Contractor should furnish a brief financial statement that adequately communicates the financial condition and solvency of the company.
F. Additional relevant information and attachments may be submitted by the Contractor.
2.2
Administrative Guidance. The information provided herein is intended to assist in the preparation of the proposal necessary to properly respond to this RFP. The RFP is designed to provide interested Contractors with sufficient basic information to submit proposals meeting minimum requirements, but is not intended to limit the proposals content or to exclude any relevant or essential data therefrom. Contractors are encouraged to expand upon these basic requirements to communicate new ideas or innovative concepts for fulfilling the service requirements of CACASA.
2.3
Response date. One (1) original and three (3) copies of the proposal must be submitted by 5:00 p.m. Pacific Standard Time on January 30, 2006. Proposals received after this deadline will be considered ineligible for consideration. Following the deadline, the names of those submitting a proposal will be available from the CACASA Executive Secretary upon request. All other information will remain confidential as provided by law.
2.4
Pre-Proposal Conference. No pre-proposal conference is anticipated.
2.5
Inquiries/Respond to. Questions arising subsequent to the issuance of this RFP, that could have a significant impact on the response to the RFP, should be submitted in writing by mail or fax to the CACASA Representative noted below. Questions and answers will be consolidated and provided to all Contractors on record as receiving this RFP. All such questions shall be received by January 13, 2006.


Mr. Mark Quisenberry, Past-President


142 Garden Highway



Yuba City, CA  95991



Fax: (530) 822-7510

   Electronic Mail:    mquis@co.sutter.ca.us 

2.6
Important Dates. The following dates are significant for this RFP:
December 1, 2005


RFP dated and issued.

January 13, 2006


RFP inquiry questions due.

January 30, 2006


Proposal due date.

February 28, 2006


Evaluations completed and selections 
finalized.
March 2006
Selected candidates notified regarding interview date(s).

March/April 2006


Candidates interviewed.
April 2006 



Contractor selected and invited to 

CACASA’s Spring Conference in San Luis Obispo (May 1 – 5, 2006).

To be Negotiated, but no later 


than July 1, 2006


Contractor begins




.
2.7
Proposal Validity Time. Proposals must indicate that the offer is valid for 9-months.
2.8
Consideration of Proposals. CACASA may award a contract based on initial proposals received without discussion of such proposals with Contractors. Accordingly, each initial proposal should be submitted with the most favorable price and service available.
2.9
Oral Presentation. An oral presentation by a Contractor to supplement a proposal may be required. These presentations will be scheduled, if required, by the CACASA Board subsequent to the receipt of proposals and prior to the award of the contract.
2.10
Award of Contract. The CACASA Board is the only entity authorized to award a contract for the proposed services. Any issues arising during the contracting process will refer to the Sate of California’s laws, rules and regulations as the primary determining guidelines.
2.11
Contract Period and Effective Date. As an “indefinite delivery” contract, the term will be from the date of the award through completion of the project. The minimum effective period is one (1) year with satisfactory performance. Performance will be reviewed annually. Due to the nature of the contract, the Contractor must notify CACASA no later than March 1st of any intent not to renew for the upcoming annual period beginning July 1st. Cancellation “for cause” is addressed in paragraph 2.23. The anticipated start date of the first contract is negotiable; with subsequent contracts beginning on July 1st (i.e. the first contract will be greater than 12 months).
2.12
News Releases. Only CACASA may make news releases pertaining to the RFP, any proposal, or the resulting contract.
2.13
Protected Information. All material contained in and/or submitted with the proposal becomes the property of CACASA and may be returned only at CACASA’s option.
2.14
Notices. The Contractor must specify the name, title and address of the person to whom all correspondence regarding any contract awarded as a result of this RFP should be directed (including amendments). Any amendments or modifications to the RFP or response thereto that become part of the established contract must be in writing and signed by both parties.
2.15
Incurring Costs. CACASA shall not be liable for any cost that Contractors may incur in the preparation of presentation of their proposal(s). Proposals should be concise, straightforward and prepared simply and economically. Expensive displays, bindings or promotional materials are neither desired nor required. However, there is no intent in these instructions to limit a proposal’s content or to exclude any relevant or essential data therefrom.
2.16
Addendum to RFP. In the event that is becomes necessary to revise this RFP in whole or in part, an addendum will be provided to all Contractors on record as having received this RFP.
2.17
Alternative Proposals. A Contractor may submit more than one proposal and each must follow the Proposal Response Outline (Section 2.1) and satisfy the requirements of this RFP. The Contractor’s prime proposal must be complete and comply with all instructions. The alternative proposals may be in abbreviated form following the Proposal Response Outline but providing complete information only for sections that differ in any way from those contained in the primary proposal. If alternative proposals are submitted, the Contractor must explain the reasons for the alternative(s) and its comparative benefits. Each proposal submitted will be evaluated on its own merits.
2.18
Authorized Contractor Representatives. Each proposal must list the name, title, office address, telephone and fax numbers of the person(s) authorized to represent the Contractor regarding this RFP. CACASA reserves the right to negotiate a change in the individual assigned to represent the firm awarded this contract if the assigned representative is not supplying the needs of CACASA appropriately. The right shall carry forward through the response period and during the term of the contract.
2.19
Award of Subcontracts. For each subcontract, if any, which the Contractor proposes to award, the Contractor shall specify in writing the proposed subcontractors name and address and the purpose of the subcontract. Any Contractor proposing subcontracts as a part of the proposal must explicitly state so in the proposal, and must include the above stated information for each subcontract. Approval by CACASA is required prior to the Contractor awarding any subcontracts. Any Subcontractor shall be required to provide evidence to CACASA of the same insurance provisions and coverage described in this RFP.
2.20
Assignment. Contractor shall not assign or subcontract any portion of its obligations under the contract without prior written consent of CACASA. Assignment or subcontracting shall not relieve the Contractor of any of its obligations under this order and all costs associated with the subcontracting action shall be born by the Contractor.
2.21
Remedies. The laws of the State of California will apply in all disputes arising out of this RFP, without regard to choice of laws rules.
2.22
Compliance. The Contractor hereby agrees to abide with all applicable federal, state, county and city laws and regulations and to be responsible for obtaining and/or possessing any and all permits and licenses that may be required.
2.23
Cancellation. Inadequate delivery or failure to adhere to the contract requirements may result in cancellation of the contract. The Contractor shall be responsible for reimbursing CACASA for expenses incurred as a result of unacceptable service. In the event that either party determines that a material breach has occurred that would cause for cancellation of the contract, the party wishing to cancel shall notify the other party of the alleged breach, in writing, and allow the defaulting party thirty (30) days in which to resolve the alleged breach. If the alleged breach is not solved or substantial steps taken to resolve the alleged default are not taken within this period, the non-defaulting party may cancel the contract at the end of said thirty (30) day period.
2.24
Acceptance of Services Rendered. CACASA, through its designated agents and representatives, will be the sole determining judge of whether services rendered under the contract satisfy the requirements identified in the contract.
2.25
Anti-Collusion.  The submittal of a proposal constitutes an agreement that the Contractor has not divulged its proposal to other Contractors, nor has the Contractor colluded with any other Contractors or parties regarding the preparation or contents of their proposal.
2.26
Indemnification. The Contractor shall hold harmless, defend and indemnify the CACASA Board of Directors, and their respective officers, members, and agents from and against any and all claims, losses, causes of action, judgments, damages and expenses including, but not limited to attorney’s fees because of bodily injury, sickness, disease or death, or injury to or destruction of tangible property or any other injury or damage resulting from or arising out of (A) performance of this contract, or (B) any act, error, or omission on the part of the Contractor, or its agents, employees, or subcontractors.
2.27
Insurance.  The Contractor shall maintain customary insurance coverage, including Automobile Liability and General Liability Insurance with a minimum single limit of $1,000,000 for each occurrence and $2,000,000 general aggregate for bodily injury (including death) and property damage liability. The Contractor shall also maintain all employee related insurance, in the statutory amounts, such as unemployment compensation, worker's compensation, and employer's liability, for its employees involved in performing services pursuant to this contract.
The Contractor's insurance carriers must be authorized to do business in the state where the Contractor’s primary office is located and where any business license is issued. Further, the insurers and policy provisions must be acceptable to CACASA's Board of Directors. CACASA reserves the right to require additional coverage or registration at the Contractor's expense. CACASA shall be named as an additional insured party on all the insurance policies required by this section.
The Contractor shall submit to CACASA certificates of insurance as evidence of the above-required coverage prior to the commencement of this contract.  Such certificates shall provide CACASA with thirty (30) days written notice prior to the cancellation or material change of the applicable coverage, as evidenced by return receipt or certified mail sent to CACASA.
2.28
Restrictions.  All proposals must clearly set forth any restrictions or provisions deemed necessary by the Contractor to effectively service the proposed contract.
2.29
Right to Reject. CACASA reserves the right to reject any or all proposals and to waive any technical inaccuracy (relative to the RFP) in any proposal in the interest of CACASA.
2.30
Accounting.  The Contractor must keep accurate accounting records of all operations covered by this RFP and is to establish and maintain a system of bookkeeping and accounting satisfactory to CACASA.  The Contractor should be able to summarize and concisely report pertinent information in a timely manner throughout the duration of any contract resulting from this RFP.
2.31
Payment and Performance Bonds.  CACASA reserves the right to require a faithful performance bond in an amount to be mutually agreed upon if a contract for service is entered into with any agency, public or private.
SECTION 3 - SPECIFICATIONS
3.1
Detailed Proposal.  The Contractor’s proposal shall provide information that addresses the Contractor’s ability, qualifications and approach to provide services in the following areas:

A. Organization Management and Administration;
B. Conference Planning and Management; 

C. Membership; and
D. Newsletter and Website Development and Maintenance.   

Specifically, Attachment A. “CACASA Executive Director Scope of Work” (Scope of Work) provides detailed information in regards to the service areas outlined above.

The proposal shall follow the outline previously described in Section 2.1.

3.2
Executive Director Responsibilities.  Contractor shall act as the Executive Director for CACASA and is expected to:   

· Commence work upon full execution of this Agreement, and complete all work hereunder no later than June 30, 2007 or later at the discretion of CACASA.  
· Contact all public and private officials, vendors, suppliers and other professionals to make arrangements for the CACASA interim and annual board meetings and membership conferences.
· Serve as a professional liaison or networking interface to promote continuous organizational growth.
· Attend meetings at such places as are required to fulfill Contractor’s duties. Prepare agendas, and provide meeting minutes and historical data for organization decision making.
· Furnish and pay for all tools, equipment, supplies and materials necessary for the Contractor to carry out services as outlined in the proposal to provide services.
· Provide consultation, updates and support via telephone when contacted by any of the organization’s members.
· Ensure quality customer service, technical support of the association and management of computer hardware and software necessary to carry out the scope of work found in Attachment A.    
· Possess the skills necessary to successfully develop, implement and track a performance plan to accomplish the scope of work found in Attachment A.  
· Perform work in a good and workmanlike manner by qualified, careful and efficient workers, in accordance with this Agreement, and in a manner consistent with the highest level of care and skill.  
· Fully comply with all federal, state and local statutes, ordinances, regulations, rulings, orders and governmental guidelines and recommendations, if any, that may now or hereafter be applicable to the performance of the Services.
· Retain all records and accounts related to charges or Contract’s invoices for a period of at least three (3) years from the completion date of any work performed pursuant to this Agreement.  Contractor shall permit CACASA and CACASA’s designees’ access to all records and accounts relating to costs and expenses invoiced to CACASA under this Agreement for purposes of auditing, examining, and copying.
3.3
Experience. It is highly desirable that the Contractor provide their
 
experience related to agriculture, California local and state government, along with experience in regards to duties and responsibilities in areas relevant to the administration and management of a local government association.  
3.4
Personnel Resources.  Provide names and resumes of all individuals who are expected to be utilized for this project. If the resources are subcontracted, i.e. not direct employees of the Contractor, they must be clearly identified as subcontractors.  
3.5
Resources.  List any other personnel or non-personnel resources, which will be made available to CACASA by the Contractor for use on this project.
3.6
Cost.  Contractor shall provide a firm-fixed annual cost for providing the services outlined in the Scope of Work.   
3.7
References.   At least three (3) business references from individuals or companies that are familiar with the Contractor’s ability and qualifications to perform the services outlined herein.  Include business name, address, phone number and contact person for each reference.
3.8
Reports.  The provider shall periodically deliver written and/or oral reports to CACASA (generally at the Fall and Spring Interim meetings and during the Winter and Annual Conference).  The report shall detail items of interest to CACASA such as status of completing work plan tasks, financial status and any other special activities.  Verbal presentation shall include a question and answer session.
SECTION 4 - PROPOSAL EVALUATION
4.1
Evaluation Criteria.   A selection process will be used to award this contract.  The following information and criteria will be used to evaluate and rank responses:
· Qualifications and experience of the firm and its resources in regards to carrying out the duties and responsibilities of the Executive Director and services outlined in the Scope of Work (50 points);
· Proposed approach to accomplish the Scope of Work as outlined in this RFP (40 Points); and, 

· Cost proposal that includes a detailed budget/cost breakdown for the work to be performed during the contract’s term.  This portion of the bid shall be submitted in a separate sealed envelope (10 Points).
4.2
Evaluation Process.   An evaluation committee appointed by the CACASA Board of Directors will review all proposals that were submitted in a timely manner.  Non-responsive proposals (those not conforming to RFP requirements) will be eliminated from consideration.  The evaluation committee will then review the responsive proposals according to the evaluation criteria found in 4.1.  CACASA reserves the right to be the sole judge as to the overall acceptability of any proposal or to judge the individual merits of specific provisions within competing offers.  CACASA also reserves the right to request oral presentations by any or all of the prospective Contractors in support of their proposals.  

4.3
Contractor RFP Responsibilities.  Each Contractor bears sole responsibility for the items included or not included in the response submitted by that Contractor.  Deviations from or exceptions to the terms and specifications contained within this RFP, if stipulated in Contractor responses, while possibly necessary in the view of a particular Contractor, may result in disqualification.
Attachment A
CACASA Executive Director 

Scope of Work

The following is a scope of work for the proposed CACASA Executive Director.  These are the core responsibilities at the time of developing the RFP and may not include the full spectrum of duties and responsibilities that can be reasonably expected of the Executive Director.  
Organization Management and Administration

· Serve the organization as Executive Director through overall organizational management and administration, including budgeting, development and publishing of reports, execution of legal documents, grant solicitation and grant management, legal and accountancy services, negotiation of contracts, policy and procedure development, public affairs and media, strategic planning, collaboration with retired Commissioners-Sealers, and other duties as required.  

· Represent the organization at related conferences, meetings, and through general contacts.

· Raise the state and national profile of CACASA within the agricultural and weights and measures industry, academia, government agencies, and State and federal legislators.

· Maintain appropriate office hours and/or ability to be contacted for conducting business. 

· Maintain updated database of membership and contacts for general contacts, newsletter, meetings and mailings.

· Solicit newsworthy information of industry changes, updates and successful programs as well as showcase accomplishments of CACASA members.

· Conduct surveys as requested by members, report results in newsletter, and provide results as requested.

· Answer and track inquiries about the Association.

· Issue timely press releases on individual and collective member accomplishments achieved through efficient state government operations and new products or services available through CACASA.

· Provide financial management of revenues and expenses, including monthly reconciliation of financial statements.

· Reconcile organization financial statements on a monthly basis and provide financial statement to CACASA’s Executive Secretary.  Advise and update the Executive Board of outstanding financial issues.

· Distribute invoices to collect membership dues, conference registrations and then follow-up to assure timely payment and maintain constant revenue flow.

· Maintain a general knowledge of industry issues, related technologies, legislation and related state and federal issues and business.

· Support the Officers and Board by setting up conference calls, collecting and distributing information from sub-committees, and other administrative functions as the Executive Committee may require.

· Develop and maintain interactive liaison functions with the agricultural and weights and measures industry, academia, federal and state government officials, and federal and state legislators as outlined by the Board.  

· Develop and implement training programs for CACASA members and staff, and industry.

Conference Planning and Management

· Initiate planning (solicit and select host site; conduct preliminary research; make initial contacts; prepare initial cost estimates; et cetera) for the interim meetings and conferences far enough in advance to assure paramount conferences.

· Coordinate logistics with local hosts and sites to facilitate a successful conference; follow-up with service providers to facilitate timely resolution.

· Coordinate program agenda with program chair and executive board.  Issue invitations to all speakers/moderators, obtain speakers’ program outlines, biographies, audiovisual, and travel needs three months before the conference.

· Develop brochures and market the conference to public and private sectors through mailings and on web site at least three months prior to the conference date.

· Develop proposed conference attendance goals and methods for meeting them.

· Develop proposed exhibitor recruitment goals and ways to meet those goals then coordinate booth space; respond to exhibitor inquiries.

· Initiate selection efforts for conference site two to four years in advance with executive committee; survey membership to determine interest on preferred conference locations; and finalize site selection twelve to eighteen months in advance in order to announce the upcoming site location at the annual conference.

· Establish conference sponsorship goals with executive committee and corporate liaisons.  

· Develop a proposed budget for the conference. 

· Procure plaques and awards, negotiate contract for entertainment and coordinate meals and supplies for hospitality suites.

· Process registrations, trade show contracts and speaker registrations.

· Procure name badges, exhibitor fliers, attendance list, etc. in registration packets.

· Work with hotel staff, host county, off-site businesses, and others to coordinate logistics and social events.  Negotiate final hotel agreements for room blocks and room rates for conference attendees, exhibit space commitments and pricing, meal guarantees, and other related services and costs.  Review Banquet Event Orders with hotel.  Secure audiovisual requests and biographies for speakers.  Prepare orders of business.

· Prepare business meeting agenda and packets then publish minutes of meeting as outlined in the CACASA Bylaws.

· Prepare handbooks with speaker presentations of all sessions.

· Provide on-site management to conference and trade show, including registration, name badges, conference packets, signage and photography.

· Conduct follow-up to close out the meeting and trade show business including thank you notes, evaluation reports, final attendance and financial reports. Issue invoices within thirty days of the end of the conference and collect exhibitor fees. Send follow-up materials to members not in attendance.

· Survey conference attendees to evaluate program/agenda, site and service expectations.

Membership

· Guide efforts by the organization to reach interim and conference membership attendance.
· Develop and implement an action plan to orient and involve new members with the organization and membership at large.

· Maintain updated membership database on the organizational web site and distribute hard copies upon request from members.

Newsletter

· Develop and publish a quarterly (March, June, October, and December) newsletter of organization contacts, conference agenda, date and locations, state news, industry news, web site and executive committee members.

· Provide newsletter on web site for appropriate members.

· Solicit member contributions for including in the newsletter.

Web Site Development and Maintenance

· Maintain an up-to-date CACASA home page of organization purpose, members, meetings and conferences, newsletter, surveys, agendas and minutes.

· Maintain up-to-date static pages of organization.

· Provide web site security for membership information.

· Provide online membership and conference registration.  Promote organization and conference membership and attendance via enhanced home page.

· Provide career opportunities section for reference.

· Establish and maintain updated industry links.

NOTE: For those viewing this RFP from CACASA.org, the following must be 
 requested from mquis@co.sutter.ca.us 

ATTACHMENTS:

· CACASA Bylaws, including MOU’s, Policies and Guidelines 

· CACASA’s Code of Ethics

· CACASA’s Mission Statement

· CACASA Organizational Chart

· ‘Who We Are’ Brochures: County Ag Commissioner & County Sealer
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