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Cover Page 

 

RFP/Solicitation Issue Date: Friday, November 03, 2017 

RFP/Solicitation Closing Date: Friday, December 01, 2017 RFP/Solicitation Closing Time: 2:00 PM ( EST) 

Issued By: United Planning Organization 

Address:  301, Rhode Island Ave, NW, Washington, DC 20001 

Telephone Number: 202-238-4600 

United Planning Organization is a non-profit agency in the District of Columbia founded in 1962 and is exempt from any 
state or federal tax. 

Responses must be received on or before Friday, December 01, 2017, by 2:00 PM (EST.) in the Procurement Office, United 

Planning Organization, 301 Rhode Island Avenue, NW, Washington, DC 20001. 

Hard Copy Responses: please submit one (1) original and three (3) copies in a sealed envelope to Rizwanul Haque, 
Procurement Officer, United Planning Organization, 301 Rhode Island Avenue, NW, Washington, DC 20001, referencing 
“Mentoring Services for UPO Reentry Project Study - RFP # 2017 –10” ; OR  
Electronic Responses: email submission to elugo@upo.org referencing “Mentoring Services for UPO Reentry Project 
Study - RFP # 2017 –10” is acceptable and is the highly desirable method of submission.   
For questions/information, please email Rizwanul Haque, Procurement Officer at rhaque@upo.org, referencing “Mentoring 
Services for UPO Reentry Project Study - RFP # 2017 –10” in the subject line. Questions/information must be emailed no 
later than Wednesday, November 15, 2017.  All questions received by this date will be answered within three (3) business 
days and will be posted on the UPO website. 

United Planning Organization reserves the right to waive informalities or irregularities, to reject any or all proposals received, 
to accept the proposal deemed best for the organization, and/or request new proposals, if necessary. 

Any objection to the above conditions must be clearly indicated in the offers. 

Small or minority-owned businesses are encouraged to respond to this solicitation. 

Acknowledgement: In compliance with this RFP and to all the conditions imposed herein, the undersigned offers and agrees 
to furnish the services in accordance with the attached signed proposal or as mutually agreed upon by subsequent negotiation. 

VENDOR IDENTIFICATION 

Company Name:  

Address:  

Telephone:  

Email:  

Federal ID:  

Print Name Title Authorized Signature Date 
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I. PURPOSE 

The United Planning Organization (UPO) is soliciting Requests for Proposals (RFP) from qualified 
proposers interested in providing mentoring services for its Reentry Program Study (RPS) grant awarded 
by the Department of Justice (DOJ), Bureau of Justice Assistance (BJA) under Grant Award #2017-CY-
BX-0117 titled UPO Reentry Project Study, Proposers with experience in providing evidence-based and 
informed interventions for reentering citizens that result in their successful transition back into the 
community, thereby reducing recidivism, are encouraged to submit a proposal. The purpose of this RFP 
process is to identify the most qualified proposer who, when ultimately selected for award, will provide 
full mentoring services for the duration of the grant/project period.  

II. CONTRACT PERIOD  

The term of any contract resulting from this RFP shall start on or about January 8, 2018 (or from the date 
the contract is executed) and shall expire on September 30, 2020, unless terminated earlier consistent with 
the terms of the contract. 

III. UNITED PLANNING ORGANIZATION (UPO) BACKGROUND 

UPO is a 501(c) (3) private non-profit corporation and the designated Community Action Agency for the 
District of Columbia, providing leadership, support and advocacy to empower low-income residents of 
Washington, DC to become self-sufficient and self-determined. UPO is a major Head Start grantee in the 
Nation's Capital spanning a period of 50 years.  

 
UPO serves as Washington, DC’s non-government human service organization that promotes self-
sufficiency and brings innovative ideas to the problem of poverty throughout the city. UPO operates a 
wide array of special activities and offers many supportive and instructional services including:  

 Head Start, Early Head Start, and other childcare programs that make measurable differences in the 
education of our youngest  

 Comprehensive youth services with scholarships for DC residents  

 Homeless transportation services 

 Training programs designed to prepare participants for skilled employment  

 Substance abuse treatment programs that assist individuals in overcoming their addictions  

 Tax preparation and e-filing community based tax preparation services  

 Housing Counseling services that help alleviate predatory lending  

 Job placement and career development services  
 

The UPO Workforce Institute (WFI) was established as a non-degree Institution of Higher Education 
licensed by the DC Office of the State Superintendent of Education (OSSE), Education Licensure 
Commission in 2011 to specifically address the vocational training needs of low-income DC residents.  
The UPO WFI is a collaboration of UPO’s former Adult Education & Training Division, Building Careers 
Academy and Workforce Development Division programs that offer career path vocational training 
programs in some of DC’s most in-demand occupations. The UPO WFI employs highly qualified 
instructors to facilitate and instruct its programs and provides its students with support services including 
case management, job readiness training, job assistance, placement, and retention services to ensure a 
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successful journey on their road to self-sufficiency. Roughly half of the students that are enrolled and 
graduate from our vocational/ career path trainings and/or assist with employment services are reentry 
residents.  

The Mentorship, Support, and Training (MST) model will be used to achieve the goal of reducing 
recidivism.  This approach integrates mentorship, wrap around support, and employment-focused 
vocational  training and is meant to achieve the two main goals of the Reentry Project Study (RPS) 
including: 1) preparing returning citizens for successful integration into the community through 
employability training; and, 2) reducing recidivism by offering mentorship services and wrap around 
services.  This combination of customer-centered goals has yielded some successes, primarily in reducing 
recidivism. For instance, in 2001, the Boston-Reentry Initiative (BRI) was launched with the purpose of 
aligning agencies and Community Based Organizations (CBOs) to help violent adult offenders released 
from jail back into their communities through mentorship, social services support and vocational 
development.  An evaluation of BRI (a quasi-experimental designed study) revealed that after 1 year of 
post-release, 31 percent of BRI participants had been arrested for a new crime, while 51 percent of those 
in the control group had been arrested for a crime, representing a 15 percent difference.1  

UPO is offering DC Department of Corrections (DOC) inmates reentry services under its program entitled 

Reentry Project Study (RPS). 

 
RPS is designed to offer DOC’s re-entering citizens necessary support required to successfully reintegrate 
into the community.  The overall goal is to reduce recidivism among RPS participants receiving reentry 
services.  These services include evidence-based mentorship services, credentialed vocational and job 
readiness training in high-demand job sectors, and intensive case management. 

 
RPS is an outcome (versus impact) evaluation.  Over a three-year period, the study intends to target up to 
600 DOC reentering citizens into two equal groups-a treatment group (TG) of up to 300 persons, and a 
control group (CG) of up to 300 persons.  TG participants will be those identified as medium-to-high risk 
of recidivating, aged 18 or older, have a high school diploma or GED, and have tested at the 7th grade 
level in reading and math.  They will have been at DOC for at least 30 days.  Treatment variables include 
case management, training and mentoring services. 

 
The baseline recidivism rate for DOC is a 12-month return to incarceration of 20.9% and a 36-month 
return to incarceration of 46.3%. RPS will use the 12-month re-incarceration rate as the recidivism 
calculation method based on the number of returning citizens who after release to the community 
recidivate within 12 months. 

 
DOC utilizes the Northpointe Correctional Offender Management Profiling for Alternative Sanctions 
(COMPAS) Risk Screening and Needs Assessment software to determine criminogenic needs and 
recidivism risks, which may be shared with the selected mentorship provider and its designee(s). 

 
UPO and DOC case management staff will coordinate the transition of TG participants who agree to 
participate in the RPS within at least 30 days pre-release.  Thereafter, UPO will institute RPS TG activities 
including assignment of a mentor, enrollment into one of eight training courses, and case management 
services, with one case manager dedicated to work with participants diagnosed with mental illness and 
substance abuse issues. 

 

                                                           
1 Braga, Anthony A., Anne M. Piehl, and David Hureau. (2009): Controlling violent offenders released to the community: an evaluation 

of the Boston reentry initiative. Journal of Research in Crime and Delinquency 46(4):411-36. 
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The UPO Program Manager and all UPO Case Managers will be certified in Strengths-based Family 
Workers (SFW) - is a competency-based curriculum focused on participants’ strengths rather than on their 
deficits, with the intent to change behaviors. 

IV. SCOPE OF SERVICES 

The selected mentorship provider is required to provide mentorship services to a minimum of 150 TG 
participants (300 maximum) starting on or about January 8, 2018 and concluding on September 30, 2020; 
a total of 33 months. 
 
A. The Project: It will consist of providing mentorship services to TG participants that combines one-

on-one mentorship and group mentorship services for up to 12 months for each TG participant. The 
mentorship provider will have access to TG participants starting up to thirty days pre-release.  
Awardee will be expected to enroll up to 300 TG participants recruited to receive mentorship services 
and maintain services for approximately 150 mentees (accounting for attrition) during the 33 month 
project period. 

 

B. The Services: Mentoring services can provide prosocial benefits that are perhaps most evident with 
peer mentoring through which participants are paired with individuals with similar experiences in the 
criminal justice system.  Trained mentors can support the individuals’ preparations for release and 
help link them to programs and services in the community that address their identified needs.  In 
addition, mentors provide emotional support and encouragement to individuals returning from 
incarceration; hold them accountable throughout the treatment process; and, play active roles in 
promoting positive behavioral changes. 

 

Providers will be required to institute the Interactive Journaling2 curriculum, “Getting Started” 
proffered by the Change Companies, which has been proven to be highly successful in changing 
behaviors. In a recent study to evaluate the influence of interactive journaling on criminal recidivism 
of 183 males against a control group, it was found that the recidivism rate for the intervention group 
(those who participated in interactive journaling) recidivated at a rate of 15 percent less than those of 
the control group (those who did not receive the intervention), 51 percent vs 66 percent respectively.3 

 

Mentorship providers should develop a program meeting the specifications below as “Major Tasks.” 

 

C. Major Tasks: The mentorship provider shall develop a mentorship program with the appropriate 
dosage of mentorship services detailing the frequency and type of contact with TG participants and 
length of services during the 33-month project study period.  Providers are strongly encouraged to 
refer to the Mentoring Ex-Prisoners: A Guide for Prisoner Reentry Programs4when designing a 
mentorship program in response to this RFP as outlined below: 

 

                                                           
2 More information can be found on Interactive Journaling at https://www.changecompanies.net.  
3 Proctor, L; Hoffmann, N.; and Allison, S. (2012). The effectiveness of interactive journaling in reducing recidivism among substance 

dependent jail inmates.  International Journal of Offender Therapy and Comparative Criminology. 56(2), 317-322. 
4 Mentoring Ex-Prisoners: A Guide for Prisoner Reentry Programs can be found at: https://www.issuelab.org/resource/mentoring-

former-prisoners-a-guide-for-reentry-programs.html 

 

https://www.changecompanies.net/
https://www.issuelab.org/resource/mentoring-former-prisoners-a-guide-for-reentry-programs.html
https://www.issuelab.org/resource/mentoring-former-prisoners-a-guide-for-reentry-programs.html
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 Mentorship provider shall make available to mentors, coaches, and other front-line staff with access to 
training in Interactive Journaling, “Getting Started” and determine the best method of providing TG 
participants with its required intervention including one-on-one and/or group mentorship services. 

 

 Mentorship services shall include providing one-on-one mentorship services to each mentee during a period 
of up to 12 months following release, including any pre-release contact.  Details of one-on-one mentorship 
services shall include the number of days of contact per week, number of hours per day, and frequency of 
contact over months. 

 

 Group Mentorship services shall also include group meetings led by mentor(s) trained in Interactive 
Journaling, “Getting Started”, detailing the number of hours, days, and months of group sessions including 
the number of attendees and location for a period of up to 12 months following release, including any pre-
release contact. 

 

 Mentors should be no younger than 21 years of age, submit to periodic drug and criminal screenings, have 
no untreated mental health condition, and have not been convicted of a felony within the last three (3) years 
from the date of application. 

 

 Mentors and mentorship provider are required to maintain confidentiality of all mentees. 
 

 Mentors are required to keep a log of their contact activities, especially during the one-on-one mentorship 
meetings, and other forms of communication, and provide copies of logs to UPO at least quarterly. 

 

 Convey performance data through means specified by UPO that are devoid of personal identification 
relevant to the study on the TG participants participating in mentorship services provided by the selected 
agency to UPO in a timely manner, at least quarterly, and as requested by UPO. 

 

 Provide representation at meetings with UPO Case Management Team (CMT) members as required, at least 
quarterly, and as determined by the CMT. 

V. EVALUATION CRITERIA   

A. All proposals will be reviewed to determine if they adhere to the format and instructions of the RFP, 
meet the criteria indicated below and conform to the objectives and requirements of the RFP. An 
evaluation team will evaluate the merit of proposals received in accordance with criteria outlined in this 
RFP. Incompleteness, significant inconsistencies or inaccuracies found within a response may result in a 
reduction of the evaluation rating.  

 
B. UPO reserves the right to: (a) waive variances or reject any or all proposals, and (b) request 

clarifications from any or all proposers. Further, UPO reserves the right to reject any or all proposals and 
to waive informalities and minor irregularities and to accept any portion of a proposal or all items 
proposed if deemed to be in the best interest of UPO. 

  
C. Proposals shall be rejected if they: (a) are received after closing date and time, (b) contain alterations not 

initialed by an authorized official, (c) are not meeting specifications, (d) are not meeting the general 
terms and conditions. 
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D. Proposals will be evaluated on the basis of following criteria: 

1. Adherence to the RFP requirements: The proposer adheres to the instructions in this RFP on 
preparing and submitting the proposal.  

2. Detailed proposal (including the 15-page narrative). 
3. Qualifications and experience: The proposer's past experience and performance on comparable 

engagements.  
4. Reasonableness of cost: A total dollar amount for the services requested and the detailed breakdown 

provided with the proposal, if applicable. 
 

E. Detailed evaluation plan is stated below: 
 
1. Organizational Background (including the documents provided and following details) – 10% 

 Organization’s Mission and Vision 

 Areas of Specialization 

 Organizational History 

 Honors and Awards 

 Location of home and branch offices 

 Names of the principal officers and key staff of the organization. Describe their area of expertise 
and what role they will perform in the project 

 Identification of the major consultants, if used 

 Description of connections and collaborations of reentry sector partners 

 Description of the organization’s experience providing mentorship services to justice involved 
citizens and/or moderate-to-high populations 

 
 2.  Technical Proposal – 40% 

 Description of all required “major tasks” (Section IV C) of the project 

 Description of a plan for recruiting, training, monitoring, supporting, and retaining mentors 

 Description of eligibility requirements for mentors, the number of mentors who will be recruited, 
a timeline for recruiting mentors, how the program will cultivate a diverse pool of mentors that is 
reflective of and culturally sensitive to the target population, and how community partners may 
assist the applicant in recruiting mentors 

 Description of the training plan including initial and ongoing training utilizing the Interactive 
Journaling curriculum, “Getting Started” 

 Description of how peer mentors will be incorporated including pre-and-post release activities 

 Clear plan for how data will be collected, secured, and shared with UPO and the research 
provider in a timely manner, at least quarterly 

 
3. Organization’s Capacity – 20%: Description of prior experience with non-profit clients and 

processes for projects of similar scale and complicity; the capacity to function and operate all aspects 
of providing mentorship services to reentry population; and, the professional qualifications of 
individuals assigned to the project as demonstrated in the Technical Proposal. 
 

 Financial Proposal – 30%: Detailed financial proposal, including the history of effective schedule 
and budget management for projects of similar scale and complexity as demonstrated by the project 
budget, budget narrative and organization’s financial position as demonstrated in Section VII.B.2. 
 

F. Shortlisted proposers may be required to make a formal, in person, presentation to the Evaluation Panel. 
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VI. AWARD OF CONTRACT 
 
If an award is made as a result of this RFP, it shall be awarded to the highest-ranked proposer which is 
considered responsive and responsible and which is the most advantageous one to UPO with respect to 
the technical and pricing factors combined together, followed by a formal, in person, oral presentation 
(if requested). In the event a contract cannot be negotiated with the top ranking proposer, UPO may 
enter into negotiations with the second highest ranked proposer and/or may decide to call for new 
proposals. 

VII. SOLICITATION REQUIREMENTS   

Written proposals should follow the instructions provided under General Requirements and include the 
information in the format outlined below under Proposal Format.  

A. General Requirements 

1. In order to be considered for selection, proposers must submit a complete proposal in response to 
this RFP. In case of hard copies, one (1) original and three (3) copies of each proposal must be 
submitted to UPO in a sealed envelope or package. The envelope must be clearly labeled with 
proposer’s name and the solicitation “Mentoring Services for UPO Reentry Project Study – 

RFP#2017-10”. 
2. Email submission of electronic copy to elugo@upo.org is acceptable and is the highly desirable 

method of submission.   

3. No other distribution of the proposals shall be made by the proposer.   

4. A proposer may submit no more than one (1) proposal in response to this RFP. 

5. Proposals shall be signed by an authorized representative of the proposer. All information requested 
should be submitted. Failure to submit all information requested may result in the organization 
requiring prompt submission of missing information. Proposals which are substantially incomplete or 
lack key information may be rejected by UPO.  

6. Proposals should be prepared simply and as thorough and detailed as possible, providing a straight-
forward, concise description to satisfy the requirements of the RFP. Emphasis should be placed on 
completeness and clarity of content. 

7. All responses are to be submitted on standard 8.5” X 11” paper size, in 12 point font minimum type. 
Proposals should not be double-sided. Proposers shall respond to the items in the order they are shown 
in the RFP. The responses should describe the most favorable terms and shall remain firm for 90 days 
from the proposal opening date.  

8. In case of hard copy, each copy of the proposal should be bound or contained in a single volume where 
practical. All documentation submitted with the proposal should be contained in that single volume.  

9. Ownership of all data, materials and documentation originated and prepared for this RFP by any 
proposer shall belong exclusively to UPO. 

10. Proposers are required to acknowledge receipt of any Amendment by submitting a signed copy of each 
Amendment issued by UPO with reference to this RFP. Signed copies must be submitted as part of 
the signed proposal submission. 

11. All pages of the proposal should be numbered. 

mailto:elugo@upo.org
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B. Proposal Format 

The proposals shall be submitted in two parts i.e. (1) Technical Proposal, and (2) Financial Proposal, as 
detailed below: 

1. Technical Proposal: All proposals must adhere to the following requirements for Technical 
Proposals and following documents must be included in the order these are listed hereunder:- 

a. Complete, sign and return the RFP Cover Page (see page number 2 of this solicitation). 

b. Table of Contents – with corresponding page numbers. 

c. Transmittal Letter (one page) – signed by an authorized representative of the proposer and 
shall include: 

 a statement explaining why the proposer believes itself to be the most qualified; 

 a statement which provides, to the best abilities of the proposer, that all of the information 
contained in the proposal is complete and accurate; 

 a statement authorizing UPO to contact any previous client(s) of the proposer for the 
purpose of ascertaining an independent evaluation of the Proposer’s performance. 
 

d. Proposal Narrative – not to exceed 15 pages (excluding documents numbered B.1.a, B.1.b, 
B.1.c, above and B.1.e, B.1.f, B.1.g, B.1.h, and B.1.i below). The narrative shall provide details 
on the following: 
 

 Describe the major tasks (see Major Tasks, Section IV.C). 

 Describe a standardized plan for recruiting, training, monitoring, supporting, and 
retaining mentors. 

 Include the eligibility requirements for mentors, the number of mentors who will be 
recruited, a timeline for recruiting mentors, how the program will cultivate a diverse pool 
of mentors that is reflective of and culturally sensitive to the target population, and the 
list of community partners the applicant will engage in recruiting mentors. 

 Explain how peer mentors will be incorporated including pre-and-post release activities. 

 Specify how mentors will be compensated, if applicable. 

 Describe the initial and ongoing training utilizing the Interactive Journaling curriculum, 
“Getting Started”, mentors will receive to better equip them to support target population. 

 Describe how data will be collected, secured, and shared with UPO and the research 
provider in a timely manner, monthly and quarterly. 

 Describe the organization’s background, including the following details:- 
_ Organization’s Mission and Vision 
_ Areas of Specialization 
_ Organizational History 
_ Honors and Awards 
_ Location of Home and Branch Offices 
_ Names of the Principal Officers and Key Staff; describe their areas of expertise 
and their roles in the proposed project 
_ Identification of major consultants, if used 
_ Description of connections and collaboration of reentry sector partners 
_ Description of the proposer’s experience providing mentorship services to 
justice invo9lved citizens and/or moderate -to-high risk populations 
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e. Organizational Chart – include a simple organizational chart showing how the proposer, if 
selected, would organize its personnel for the project.  
 

f. Resumes - provide resumes of any person identified as a key professional. The resumes should 
include the following: 

 Name 

 Educational background 

 Employment history 

 Proposed role in the project 

 Identification of other relevant projects in which the proposer has been involved in and a 
name/phone number of a representative of any project cited that can be contacted for 
reference 

 Any other information the proposer believes relevant to this project. 
 

g. Letters of Support or Memorandum of Understanding (MOU) – from relevant partners, if 
applicable. 
 

h. Evidence of Relevant Experience – List no more than three (3) relevant projects which best 
exemplify your qualifications for this project and shall include:- 

 Name of the project 

 Project location 

 Total project cost 

 Project description 

 Project delivery method 

 Description of the services provided 

 Indicate which team member(s) were actually involved in the project, specifying their 
individual roles 

 Provide a statement acknowledging whether the project was completed on time 
 

i. Other Documents – In addition to the documents listed above, please also provide the 
following documents as part of the Technical Proposal:- 

 Completed and signed Vendor Identification form (see Appendix A to the RFP) 

 Copy of current business license to operate in the District of Columbia 

 Copy of current certificate of insurance evidencing coverage of the minimum 
required in this RFP 

 Copy of the most recent audited financial statements or Fed Tax Revenue Return 990 
 

2. Financial Proposal: Proposer shall provide the financial proposal separately, per following details: 
a. A complete cost proposal not to exceed $150,000 for all services/ deliverables/ reimbursable 

that are associated with the execution of mentorship services, including a budget and budget 
narrative that includes, at a minimum, the following line items: personnel, fringe benefits, travel, 
contractual, other costs, and indirect costs.  If applicable, attach a copy of the federally-approved 
indirect cost rate agreement. 

 
i. Indirect Cost Rate Agreement.  Indirect costs may be charged to an award only if: 

 The recipient has a current (i.e. unexpired) federally-approved indirect cost rate; or, 

 The recipient is eligible to use, and elects to use, the “de minimis” indirect cost rate 
described in the Part 2000 Uniform Administrative Requirements, Cost Proposals, and 
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Audit Requirements (adopted by DOJ in 2 C.F.R. Part 2800) as set out at 2 C.F.R. § 
200.414(f). 

 

ii. Unallowable Uses for Award Funds. In addition to the unallowable costs identified in the 
DOJ Grants Financial Guide and C.F.R. Part 2800, award funds may not be used for the 
following: 

 Prizes/Rewards/Entertainment/Trinkets (or any type of monetary incentive) 

 Client stipends 

 Gift Cards 

 Vehicles 

 Food and Beverages 

b. Financial Statements: Attach a copy of the organization’s most recent copy of audited financial 

statements or Federal Tax Revenue Return 990.    

VIII. GENERAL TERMS AND CONDITIONS  

1. Additions and/or Deletions of Goods or Services: UPO reserves the right to add and/or delete goods or 
services to any contract entered into with the contractor. Should a requirement be deleted, payment to 
the contractor will be reduced proportionally to the amount of goods or services reduced in accordance 
with the proposed price. Should additional goods or services be required from the contract, prices for 
such additions will be negotiated between the contractor and UPO. 

2. Termination of Contract: The contract may be terminated by either party at any time upon sixty (60) days 
written notice from the terminating party. Cancellation of the contract by either party shall in no way 
relieve the proposer of its responsibility to complete any and all work in progress at the time of the notice 
and for which payment has been received by the proposer. 

3. Licenses: By submitting a proposal, proposer certifies that it has procured, and shall maintain in full force, 
all permits and licenses required to conduct its business lawfully and that it shall remain informed of and 
in compliance with all federal and local laws, ordinances and regulations that affect in any manner 
proposer’s fulfillment of the contract. 

4. Anti-Kickback Provision: This contract is subject to the provisions of the Anti-Kickback Enforcement Act 
of 1986. By agreeing to this binding agreement, the transacting parties (1) certify that they have not paid 
kickbacks directly or indirectly to any employee of UPO for the purpose of obtaining this or any other 
agreement, purchase order or contract from UPO and (2) agree to cooperate fully with any Federal Agency 
investigating a possible violation of the Act.  

5. Non-Collusion/Fraud: By submitting a proposal, proposer warrants and certifies that neither proposer nor 
its employees or associates has contacted any unauthorized UPO employee, officer or elected official 
regarding the contents of this solicitation or the solicitation process. Proposer further warrants and certifies 
that neither proposer nor its employees or associates has directly or indirectly entered into any agreement, 
participated in any collusion, or otherwise taken any action in restraint of free competitive bidding in 
response to this solicitation. If at any time it shall be found that proposer or its employees or associates 
has, in the presenting of its proposal, colluded with any other party or parties for the purpose of preventing 
or restricting free competitive bidding, proposer’s proposal shall be immediately rejected. Any contract 
awarded prior to the UPO’s discovery of proposer’s collusion shall be terminated and proposer shall be 
liable for all of its damages sustained by the UPO as a result of proposer’s collusion. 
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6. Equal Opportunity: The proposer agrees not to discriminate against any employee or applicant for 
employment on account of any services, or activities made possible by or resulting from this RFP on the 
grounds of actual or perceived sex, race, color, religion, national origin, age (except minimum age and 
retirement provision), marital status, disability, personal appearance, sexual orientation, gender identity 
or expression, familial status, family responsibilities, matriculation, political affiliation, genetic 
information, source of income, place of residence or business, veteran status or any other characteristic 
protected under federal or District law. Any violation of this provision shall be considered a violation of 
a material provision of this agreement and shall be grounds for cancellation, termination or suspension in 
whole or in part of the agreement by UPO which may result in ineligibility for further UPO contracts. The 
proposer shall at all times in the proposal and contract process comply with all applicable UPO, DC, and 
federal anti-discrimination laws, rules, regulations and requirements thereof. 

7. Right to Audit: UPO shall have the right to audit all invoices submitted by the proposer. The organization 
shall have the right to audit all relevant data upon which the proposer’s fees are based. 

8. Informal Communications: From the date of receipt of this RFP by each proposer until a binding 
contractual agreement exists with the selected proposer and all other proposers have been notified, or 
when UPO rejects all proposals, informal communications regarding this procurement shall cease. There 
shall be no requests from proposers to any Office or Department at UPO with the exception of contact for 
information, comments, etc., and they shall be emailed. 

9. Formal Communications: From the date of receipt of this RFP by each proposer, until a binding 
contractual agreement exists with the selected proposer, and all other proposers have been notified, or 
when UPO rejects all proposals, all communications between UPO and the proposers will be formal emails. 

10. Proposal Preparation Cost: Any costs incurred by proposers in preparing or submitting a proposal shall be 
the proposer's sole responsibility. 

11. Small and Minority-Owned Enterprises: Pursuant to Federal Acquisition Regulations and UPO’s 
procurement policy, UPO may offer contracting opportunities to small and minority firms, women’s 
business enterprises and labor surplus area firms to the extent possible. 

12. Federal, State and Local Taxes: UPO is exempt from State and federal taxes. Such taxes shall not be 
included in quoted prices, but if any taxes are known by the proposer to apply, they shall be shown 
separately. If not so shown, they shall be considered an expense of the proposer and deemed a part of the 
quoted prices. 

13. Payments Terms: Preferred invoice payment terms will be 2% 10, net 30 days from date of invoice. In the 
event there is a discrepancy between the order and the invoice, payment terms shall be effective starting 
on the date the discrepancy is resolved. Monies due or to become due to the proposer under the contract 
may be retained by UPO as necessary to satisfy any outstanding claim which UPO may have against the 
proposer. At any time or times before final payment and three year thereafter, UPO may have the proposers’ 
invoices or vouchers and statement of cost audited.  

14. Indemnification: Proposer shall indemnify, protect, defend and hold harmless UPO, its directors, officers, 
employees, and representatives from and against any and all claims arising from or connected with: (1) 
any alleged or actual breach by proposer or (2) any act or omission by proposer for services rendered 
under the contract and as may be allowed under applicable law. Monies due or to become due to the 
contractor under the contract may be retained by UPO as necessary to satisfy any outstanding claim which 
UPO may have against the contractor.  
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15. Insurance: Contractor shall, at all times, at its own expense, obtain and carry comprehensive liability 
insurance including errors and omissions coverage, property damage insurance and workers’ 
compensation insurance in adequate amounts. Proposer shall keep such insurance in force for the duration 
and term of this agreement. All certificates of insurance or evidence of insurance must contain a thirty (30) 
day written notice of any cancellation, change, or termination of coverage. The insurance required shall 
be obtained from insurance company (ies) licensed to do business in the District of Columbia and shall be 
kept in force for 90 days after the last payment under the contract. 

 Workers’ Compensation Insurance providing statutory limits for the District of Columbia.  
 Business Automobile Liability Insurance with a minimum of $1,000,000 per occurrence.  

 Commercial General Liability Insurance coverage with a minimum of $1,000,000 per 
occurrence/$2,000,000 aggregate limit.  

The contractor shall provide immediate notice in the event there is any change of insurance or that it has 
reached the insurance limits due to claims made. 

16. RFP Amendment: In the event that it becomes necessary to revise this RFP, in whole or in part, an 
Amendment will be posted on the UPO website http://www.upo.org/about/requests-for-proposals-rfps/. 
Amendment(s) to this RFP may be issued at any time prior to its closing date and time. Proposers are 
required to acknowledge receipt of any Amendment by submitting a signed copy of each Amendment 
issued. Signed copies must be submitted as part of the signed proposal submission. 

17. Completed Proposals: A proposer may submit no more than one (1) proposal in response to this RFP. 
The proposal shall be completed and signed by an individual who is authorized to bind the firm 
submitting the proposal. 

18. Withdrawal of Proposals: At any time prior to the hour and date set for submitting proposals, a proposer 
may withdraw the proposal. This will not preclude the submission of another proposal prior to the hour 
and deadline for submission. After the deadline for submitting proposals, no proposer will be permitted to 
withdraw the proposal unless the award is delayed for a period exceeding 60 days. 
 

19. Receipt and Opening of Proposals: Proposers are responsible to assure their proposal is delivered to UPO 
by the scheduled date and time. Only those proposals which are received in a timely fashion as set forth 
in this RFP will receive consideration. Proposals received after the date and hour designated are 
automatically disqualified and will not be considered; late proposals will be dated, marked as received 
late, and placed unopened in the proposal file. Proposers must pay particular attention to insure the 
proposal is properly addressed. UPO is not responsible if the proposal does not reach the destination 

specified by the appointed date and time. 
 

20. Contract Award Notification: When the evaluation process of the proposals is completed, the selected 
proposer will be formally notified by mail or email.  Other notifications will not be honored and should 
not be considered as a valid offer of award.  
 

21. Certifications: Compliance and Assurances: Any agreement resulting from this RFP shall be subject to, 
but not limited to the following compliance, assurances and requirements:  

a. Any requirements from the DOJ award that UPO must pass through to the awardee.   
b. All of the applicable DOJ statutes, regulations, guidance, or other actions which may be adopted by the 

DOJ or UPO, pursuant to those requirements.  
c. The awardee will certify that neither it nor its principles: (1) are presently debarred, suspended, proposed 

debarment, declared ineligible, or voluntarily excluded by any federal department or agency from 

http://www.upo.org/about/requests-for-proposals-rfps/
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participation in this transaction by any Federal department or agency as provided on the website for the 
federal government’s Excluded Party List System: www.sam.gov; (2) have not within a three-year period 
preceding the proposal been convicted of or had a civil judgment rendered against them for commission 
of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a public 
(federal, State, or local) transaction or contract under a public transaction’s violation of federal or state 
antitrust statutes or commission of embezzlement, theft, forgery, bribery, falsification or destruction of 
records, making false statements, or receiving stolen property; (3) are not presently indicted for or 
otherwise criminally or civilly charged by a governmental entity (Federal, State or local) with commission 
of any of the offenses enumerated above; and (4) have not within the preceding three (3) years had one or 
more public transactions (Federal, State, or local) terminated for cause or default.    

d. The awardee who receives amounts in excess of $100,000 in Federal funds agrees to comply with all 
applicable standards, orders or regulations issued pursuant to the Clean Air Act, 42 U.S.C. § 7401 et seq. 
and the Federal Water Pollution Control Act, as amended 33 U.S.C. §§ 1251 et seq. 

e. The awardee who receives an award of more than $100,000 agrees to file a certification that it will not 
and has not used Federal appropriated funds to pay any person or organization for influencing or 
attempting to influence an officer or employee of any federal agency, a member of Congress, or an 
employee of a member of Congress in connection with obtaining any Federal Agreement, grant or any 
other award covered by 31 U.S.C. § 1352 (Byrd Anti-Lobbying Amendment).  

f. D.C. Human Rights Act of 1977, as amended, D.C. Official Code §2-1401.01 et seq.. 
g. Uniform Administrative Requirements, Cost Principles, and Audit Requirements for DOJ Awards.  2 

C.F.R. Part 2800 (for Federal Awards 2 C.F.R. Part 200). 
h. The Anti-Lobbying Act; restrictions on lobbying - 18 U.S.C. § 1913; 31 U.S.C. § 1352 
i. Prohibitions on reprisal - 41 U.S.C. § 4712 
j. Drug-Free Workplace Act of 1988, 41 U.S.C. §§ 701 et seq., as amended and the regulations. 
k. Title VI of the Civil Rights Act of 1964, 42 U.S.C. §§ 2000d et seq., as amended, and applicable 

regulations.  
l. Equal Employment Opportunity, Title VII of the Civil Rights Act of 1964, 42 U.S.C. §§ 2000e et seq., 

and applicable regulations.  
m. Equal Pay Act of 1963, 29 U.S.C. § 206(d), and applicable regulations. 
n. Rehabilitation Act of 1973, Pub. L. 93-112, as amended by the Rehabilitation Act of 1974, Pub. L. 93-

516, 29 U.S.C. § 794 (Section 504) and the applicable regulations.  
o. Title IX of the Education Amendments of 1972, Pub. L. 92-318, as amended by Section 3 of Pub. L. 93-

568, 20 U.S.C. §§ 1681 – 1688, and the applicable regulations. 
p. The Age Discrimination in Employment Act of 1967, 29 U.S.C. §§ 621 et seq., and applicable regulations.  
q. The Age Discrimination Act of 1975, 42 U.S.C. §§ 6101 et seq., and applicable regulations. 
r. Equal Treatment for Faith-Based Organizations, 5 U.S.C. § 301, and applicable regulations. 
s. Hatch Act, 42 U.S.C. § 9918(b)(1) and 5 U.S.C. § 1501 et seq. 
Certifications: Compliance and Assurances: Any agreement resulting from this RFP shall be subject to, but 
not limited to the following compliance, assurances and requirements:  
t. Any requirements from the DOJ award that UPO must pass through to the awardee.   
u. All of the applicable DOJ statutes, regulations, guidance, or other actions which may be adopted by the 

DOJ or UPO, pursuant to those requirements.  
v. The awardee will certify that neither it nor its principles: (1) are presently debarred, suspended, proposed 

debarment, declared ineligible, or voluntarily excluded by any federal department or agency from 
participation in this transaction by any Federal department or agency as provided on the website for the 
federal government’s Excluded Party List System: www.sam.gov; (2) have not within a three-year period 
preceding the proposal been convicted of or had a civil judgment rendered against them for commission 
of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a public 
(federal, State, or local) transaction or contract under a public transaction’s violation of federal or state 
antitrust statutes or commission of embezzlement, theft, forgery, bribery, falsification or destruction of 
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records, making false statements, or receiving stolen property; (3) are not presently indicted for or 
otherwise criminally or civilly charged by a governmental entity (Federal, State or local) with commission 
of any of the offenses enumerated above; and (4) have not within the preceding three (3) years had one or 
more public transactions (Federal, State, or local) terminated for cause or default.    

w. The awardee who receives amounts in excess of $100,000 in Federal funds agrees to comply with all 
applicable standards, orders or regulations issued pursuant to the Clean Air Act, 42 U.S.C. § 7401 et seq. 
and the Federal Water Pollution Control Act, as amended 33 U.S.C. §§ 1251 et seq. 

x. The awardee who receives an award of more than $100,000 agrees to file a certification that it will not 
and has not used Federal appropriated funds to pay any person or organization for influencing or 
attempting to influence an officer or employee of any federal agency, a member of Congress, or an 
employee of a member of Congress in connection with obtaining any Federal Agreement, grant or any 
other award covered by 31 U.S.C. § 1352 (Byrd Anti-Lobbying Amendment).  

y. D.C. Human Rights Act of 1977, as amended, D.C. Official Code §2-1401.01 et seq.. 
z. Uniform Administrative Requirements, Cost Principles, and Audit Requirements for DOJ Awards.  2 

C.F.R. Part 2800 (for Federal Awards 2 C.F.R. Part 200). 
aa. The Anti-Lobbying Act; restrictions on lobbying - 18 U.S.C. § 1913; 31 U.S.C. § 1352 
bb. Prohibitions on reprisal - 41 U.S.C. § 4712 
cc. Drug-Free Workplace Act of 1988, 41 U.S.C. §§ 701 et seq., as amended and the regulations. 
dd. Title VI of the Civil Rights Act of 1964, 42 U.S.C. §§ 2000d et seq., as amended, and applicable 

regulations.  
ee. Equal Employment Opportunity, Title VII of the Civil Rights Act of 1964, 42 U.S.C. §§ 2000e et seq., 

and applicable regulations.  
ff. Equal Pay Act of 1963, 29 U.S.C. § 206(d), and applicable regulations. 
gg. Rehabilitation Act of 1973, Pub. L. 93-112, as amended by the Rehabilitation Act of 1974, Pub. L. 93-

516, 29 U.S.C. § 794 (Section 504) and the applicable regulations.  
hh. Title IX of the Education Amendments of 1972, Pub. L. 92-318, as amended by Section 3 of Pub. L. 93-

568, 20 U.S.C. §§ 1681 – 1688, and the applicable regulations. 
ii. The Age Discrimination in Employment Act of 1967, 29 U.S.C. §§ 621 et seq., and applicable regulations.  
jj. The Age Discrimination Act of 1975, 42 U.S.C. §§ 6101 et seq., and applicable regulations. 
kk. Equal Treatment for Faith-Based Organizations, 5 U.S.C. § 301, and applicable regulations. 
ll. Hatch Act, 42 U.S.C. § 9918(b)(1) and 5 U.S.C. § 1501 et seq. 

 
22. Confidential or Proprietary Information: If a proposer believes that parts of an offer are confidential, then 

the proposer must so specify. The proposer must stamp or watermark in bold letters the term 
CONFIDENTIAL on that part of the offer which the proposer believes to be confidential. The proposer 
must submit in writing specific detailed reasons, including any relevant legal authority, stating why the 
proposer believes the material to be confidential. Vague and general claims as to confidentiality will not 
be accepted. All offers and parts of offers, which are not marked as confidential, will be automatically 
considered public information after the contract is awarded. The successful proposal will be considered 
public information even though parts are marked confidential. 
 

23. Contract Administration: UPO shall be responsible for administration of the contract for compliance 
with the interpretation of scope, schedule, and budget. Contact information will be provided upon award 
of the Contract. 
 

24. Substantive Proposals: The proposer shall certify (a) that his/her proposal is genuine and is not made in 
the interest of, or on behalf of, any undisclosed person, firm, or corporation; (b) that he/she has not 
directly or indirectly induced or solicited any other proposer to put in a false or sham offer; and (c) that 
he/she has not solicited or induced any other person, firm, or corporation from proposing. 
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25. Governing Law: Any contract between UPO and the successful candidate responding to this RFP shall  
be governed by and enforced in accordance with the laws of the District of Columbia, without regard for 
the Conflicts of Laws provisions. The place of performance and the transaction of business under such 
contract shall be deemed to be the District of Columbia and the exclusive venue and place of jurisdiction 
with respect to all matters pertaining to such contract shall be the local and federal courts within the 
District of Columbia. 

26. By submitting a proposal, the proposer represents that: 

 The proposer has read and understands the RFP and submits the proposal in accordance 
therewith. 

 The proposer possesses the capabilities, equipment, and personnel necessary to provide an 
efficient and successful service. 

 The proposer has all required licenses and insurance. 

27. No claim will be allowed for additional compensation or time for completion based on a lack of knowledge 
or lack of understanding of any part of the RFP. 
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Appendix A 

United Planning Organization                                                                                                       

 

VENDOR IDENTIFICATION (must be completed and returned with the proposal) 
 

Company/Individual’s Name:  

Doing Business As (DBA):  

Company Federal ID # or   

Social Security #: 
 

Address:  

Remit To Address:  

Telephone:  

Fax:  

Email:  

Web address:  

Main Contact Person:  

Person responsible for 

response (if different): 

 
 

 

                    Print Name 
 

               Title     Authorized Signature 
 

Date 

    

 

 

 


