RFP15-01: Diversity Consultant

HACC, Central Pennsylvania’s Community College
Harrisburg, Pa.

Request for Proposal
RFP15-01
For
Diversity Consultant

Issued: July21, 2014

Campus Independent Visit  N/A

Deadline for Questions: August 7,2014, by 1 p.m.

Response to Questions: August 14, 2014, by 4 p.m.

PROPOSAL DUE DATE: August 28, 2014, by 1 p.m.

Award of Contract: Following the October 7, 2014, HACC Board of Trustees meeting
Sealed Proposals Must Be Delivered to: HACC, Central Pennsylvania’s Community College

Procurement and Contracts

Ted Lick Administration Building Room 203
One HACC Drive

Harrisburg, PA 17110

All firms who respond to the request for proposal (RFP) will receive a notification letter in the
mail within one week after the Board of Trustees meeting.

Bid results will be posted on HACC's website at
http://www.hacc.edu/Purchasing/RequestforProposals/RFPs-FY15.cfm

For information concerning the RFP process, required format and the schedule of activities,
please direct questions via email to:

Monique Y. Baylor, MBA
Director of Procurement
Telephone: (717) 736-4121
Email: procurement@hacc.edu
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ACKNOWLEDGMENT FORM

HACC, Central Pennsylvania’s Community College
Request for Proposal

RFP15-01 Diversity Consultant

Acknowledgement: Please acknowledge receipt and interest in this Request for Proposal (RFP)
by completing the information requested below and faxing it to (717) 236-0709 or emailing it
to procurement@hacc.edu.

Acknowledgement due date is August 7, 2014

Also, please include this page with your proposal.

Provider Name: Contact Name:

Address (include City, State, Zip):

Phone: : Cell Phone:

Email: Website:

Check One: We will will not be responding to this RFP.

If not responding, please explain briefly:
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I. BACKGROUND

HACC, Central Pennsylvania’s Community College desires to contract for Diversity Consultant
for use by all the HACC Campuses

HACC is a geographically diverse organization. The College is comprised of several campuses
located in Harrisburg, Lancaster, Lebanon, Gettysburg, and York. Equipment and maintenance
services must be available throughout the Central Pennsylvania region to all HACC employees
and immediate family members.

Please refer to the College’s Web Site for further information: www.hacc.edu
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Il. REQUIREMENTS

The proposal shall be clear, concise and not to exceed twenty (20) pages. The title page
accompanying the proposal shall be signed by the person(s) required and authorized to legally
bind the firm to the proposal and shall specifically state that the firm shall complete all services
set forth in the proposal within the proposed time limits to the satisfaction of the College. The
proposal shall be on 8 % x 11 paper only. Bids may be submitted electronically

to procurement@hacc.edu before the bid is closed. Bids received after the specified time will
be rejected.

Cover Letter

The cover letter shall contain a brief introduction of the provider and the proposal. The letter
shall be concise and need not repeat any of the detailed information set forth in the proposal;
however, any terms or conditions of this RFP to which the provider objects and/or does not
accept shall be clearly stated in the cover letter along with any alternatives or further
explanation. At a minimum, the cover letter page shall be on company letterhead and shall
include the name and working address of the firm submitting a proposal, the name and
telephone number of the primary company representative to be contacted with reference to
the proposal, and the date of submission.

Provider History and Qualifications

Each submission must contain a complete proposal. The College reserves all rights as to the
evaluation of any and all responses submitted by each provider and to the College's
determination of the provider’s qualifications.

Each proposal must include a brief (one page) profile demonstrating an established, successful
track record of past performance in providing services closely related to the requirements
specified in this RFP. The proposal should also explain the firm’s experience with projects of
similar size and scope, number of years in business and history of the firm.

In addition, the proposal should provide three references containing data regarding projects
the firm is currently under contract with that are similar

Project Plan — Scope of Work

All proposals must meet or exceed mandatory requirements as outlined below. Please provide
detailed descriptions for the way that your firm plans to address the items in this section.
Additional emphasis should be made in addressing the following criteria.
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EXHIBIT “A”
STATEMENT OF WORK
for the
DIVERSITY CONSULTANT AGREEMENT

Specifications for Diversity Consultant:

HACC-Central Pennsylvania’s Community College is committed to providing a
welcoming and safe learning environment that promotes diversity and equity at all
campuses, and through online learning.

Scope of Work:

HACC seeks to engage a consultant that will assist with the development and
implementation of a College-wide inclusion and diversity plan. Informed by the results
of a College Climate Survey, and through input received from meetings with students,
faculty, and staff, the plan should be multi-faceted to include the following:

e Enhance inclusion and diversity policies

e Strengthen organizational climate

e Identify and promote educational programs which contribute toward increasing
diversity and cultural awareness

e Revise professional development plans to increase training and awareness
opportunities for students, faculty and staff

e Review and revise recruitment and retention efforts to ensure diversity in
student and staff populations

Potential Areas to Address:

e In Climate Survey and Recommendations
e Respect

e Communication

e Understanding Others

e Generational Issues

e Gender Issues

e Biases, Stereotypes, and Prejudice
e Cultural Differences

e Coaching through conflict

e Dealing with discrimination

e EEO Compliance
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Deliverables:
The Consultant shall:

e Work with the Board of Trustees and College Inclusion and Diversity
Committees, to develop a Climate Survey and conduct focus group outreach
sessions with students, faculty and staff

e Prepare an inclusion and diversity report and action plan that provides
recommendations in the following areas:

e College Administration, including Human Resources
e Academic Affairs
e Student Affairs

What consultant will accomplish:
e Provide Draft Policies and procedures for consideration
e Develop or enhance diversity activities and programs
e Align existing recruitment and retention programs with focus on increasing
outreach to diverse audiences
e Create and design programs that will increase success for diverse students,
faculty and staff

Minimum Qualifications:

Bachelor of Science/Arts degree from an accredited college or university. Five or more
years progressive experience developing curriculum and delivering training, which
includes the development and delivery of EEQO/Diversity training. Additional experience
can be substituted for the degree requirement at a rate of one year of experience for
each year of the required education, up to four years.

Skills and Experience:

The consultant must have experience delivering successful engagement and diverse
group programs. Have demonstrated expertise in equal opportunity laws, guidelines and
practices. Documented experience in developing course content and delivering that the
developed content.

Project Cost

1. Proposal responses shall follow the general format as outlined in the previous
section of this RFP. Proposers are encouraged to describe in detail their services as
related to each requirement detailed herein and (breakdown separately) any
additional features or benefits related to the offering not specified in this RFP.

2. Proposers shall detail their experience in providing Diversity and Consulting services
to public and private higher education institutions.
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3. Explain how Diversity and Consulting services would be delivered to HACC.
lll. EVALUATION

Proposal Process

1. After the date established for receipt of proposals, a register of proposals shall be
prepared which shall include the name of each proposer. The register of proposals shall
be open to public inspection only after proposal opening. No additional proposals will be
accepted after the opening date.

2. The evaluation shall be based on the evaluation factors set forth in this RFP. Factors not
specified in the RFP shall not be considered.

3. Discussions may be held with one or more proposers to: Promote understanding of the
College’s requirements and the provider proposal; Facilitate arriving at a contract that
will be most advantageous to the College taking into consideration all factors set forth in
the RFPs;

4. Proposers must be prepared to send qualified personnel to discuss technical and
contractual aspects of the proposal;

a. One or more proposers may be provided an opportunity to submit a “best and
final” offer.

6. References and the credit and financial responsibility of the proposals may be verified as
appropriate.

Evaluation Criteria

All proposals must meet or exceed mandatory requirements outlined in this RFP in order to
be reviewed. Those proposals meeting the minimum mandatory requirements will be
considered based upon a point scoring evaluation system described in this section.

Information and data for scoring will come from information supplied with the firm’s
proposal from the references and any clarification information requested by the College.
Points will be tallied for three areas: firm history and qualifications, project plan and total
cost of the proposal. The maximum possible points for the combined areas are 100 points.

Company Background/Experience (30 points maximum)

Information provided by references and in the general proposal will be evaluated
and awarded a maximum of thirty (30) points. Particular attention will be given
to prior experience with projects of similar scope and size and customer
references as well as prior business dealings with HACC.

MBE/WBE/VOB/ DBE (10 points maximum)
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Certification as a Women Business Enterprise, Minority Business Enterprise,
Veteran Owned Business, and Disadvantaged Business Enterprise.

Functional Approach (25 points maximum)
Consultant has provided information regarding delivering measurable results and
has documented samples of success.

Technical Approach (25 points maximum)

The project plan will be evaluated for feasibility, completeness and thoroughness
in addressing the scope of work and awarded a maximum of twenty-five (25)
points. Particular attention will be given to the detailed proposal of the Diversity
Consultant and the firm’s proximity to the College.

Total Cost (10 points maximum)

SUBMITTED IN SEALED SEPARATE ENVELOPE

Please answer the following questions and submit with the pricing documents.

1)
2)
3)
4)
5)
6)
7)
8)
9)

10)
11)

12)
13)

14)

Hourly rate

Is your company publicly listed / traded ?

What year was your company established ?

If your firm is privately held, who are the majority owners of the business ?

Is your company a Small Business, Minority, Woman-Owned, Veteran-owned
business?

If selected are you willing to provide a copy of your last 3 years of financial
statements to SMS?

Please identify all certifications, awards, and any accreditations in your industry or
from agencies.

Has your company ever filed for bankruptcy? If yes, explain why and give the filing
date.

How do you monitor the Quality of Work provided by your team? Include specific
measurements.

Please describe how you ensure confidentiality?

Please describe the process your firm uses to monitor customer satisfaction and
how you provide feedback to your employees during and after assignments?
Please describe your procedures for taking corrective action when customers
express dissatisfaction with deliverables?

Please include at least 3 — 5 examples of monthly reports and formats available for
reporting the weekly and monthly call activity, escalation routing, and statistics.
Describe how you would initially assess and evaluate our program.
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IV. TERMS AND CONDITIONS

Before submitting a proposal, the proposer shall be thoroughly familiar with all contract
conditions referred to in this document, and any addenda issued before the proposal
submission date. Such addenda shall form a part of the RFP and shall be made a part of the
contract. It shall be the proposer’s responsibility to ascertain that the proposal includes all
addenda issued prior to the proposal submission date.

By submitting a response to this RFP, the proposer represents that the proposer has read and
understands the contract specifications and conditions.

DIVERSITY CONSULTANT AGREEMENT
between

and
HACC, Central Pennsylvania’s Community College

This Agreement between HACC, Central Pennsylvania’s Community College, whose primary
address is One HACC Drive, Harrisburg, PA 17110, and
(Contractor), whose address is , is made and entered into for the

Contractor to provide services as stipulated below on the Terms and Conditions set forth.

1) Facilities Covered: All HACC campuses.

2) Statement of Work: The Contractor hereby agrees to furnish and provide appropriate
supervision, labor, material, tools and all other items necessary to perform the services
herein specified and described in Exhibit “A” to the Diversity Consultant agreement.

3) Purchase Order: All authorizations for the Contractor’s Services will be issued by HACC to
the Contractor in the form of a Purchase Order which will incorporate the Agreement by
reference.

All Purchase Orders issued shall be subject to the Terms and Conditions set forth in this
Agreement and any special Terms and Conditions which may be included in a Purchase
Order; in the event any general terms and conditions provided with a Purchase Order
conflict with any Terms and Conditions in the Agreement, the Terms and Conditions of this
Agreement shall prevail.

4) Term of Agreement: The initial term of this Agreement shall be three (3) years,
commencing August 1, 2014 and ending July 31, 2017 with an option to re-new on an
annual basis up to an additional two (2) years, unless terminated earlier as set forth in this
Agreement.
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5)

6)

7)

8)

9)

Payment Terms and Changes: The payment for services to be provided by the Contractor
will be detailed in the assigned purchase order and paid within thirty (30) days. All invoices
must be mailed to Accounts Payable Department, One HACC Drive, Harrisburg, PA 17110.

Invoices must be descriptively itemized and must clearly indicate the applicable HACC
Purchase Order number, including the Project Name and Location as well as the HACC
account number, and must be submitted at the time of project completion before payment
can be authorized.

Indemnification: The Contractor shall hold Harrisburg Area Community College harmless
from any liability, costs, or penalties in any way resulting from the performance of the
services related to this Contractor from the conduct or actions of any persons provided by
the Contractor for performance of this agreement and will indemnify the College for any
costs of defense paid because of actions of the Contractor or its employees in the
performance of this agreement.

Insurance: The Contractor shall maintain Comprehensive General Liability Insurance in the
amount of $1,000,000 per claim, $3,000,000 aggregate and Combined Single Limit (Bodily
Injury & Property Damage) that will protect him from claims for damages and personal
injury, including death, which may arise from operation under this Contract, whether such
operations be by himself or by any subcontractor or anyone directly or indirectly employed
by either of them. The certificates of insurance coverage shall name Harrisburg Area
Community College as additional insured. Certificates of such insurance shall be filed with
the Director of Purchasing and shall be subject to his approval for adequacy of protection
prior to commencing work.

Pennsylvania Law requires that the Contractor shall provide statutory worker's
compensation insurance for employees. The Contractor shall also require the same
insurance when the work is to be performed by a subcontractor. Certificates of such
insurance shall be filed with HACC's Director of Purchasing prior to commencing work.

Force Majeure: Neither party to this Agreement will be liable to the other for any failure or
delay in performance under this Agreement due circumstances beyond its reasonable
control including, without limitation, Acts of God, accident, labor disruption, acts, omissions
and defaults of third parties, and official governmental and judicial action not the fault of
the party failing or delaying in performance.

Conduct on HACC’s Property: The Contractor shall at all times maintain good order among
its employees and persons brought upon HACC's premises. The Contractor shall confine its
employees and all other persons who come onto HACC’s premises at the Contractor’s
request or for reasons relating to this Agreement, and its equipment, to that portion of
HACC's premises where the work under this Agreement is to be performed, and to roads
and gates leading to and from such sites, and to any other area which HACC may designate,
and shall comply with all HACC’s vehicle and security regulations. The Contractor must be

11
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issued ID Badges or sign in and out at the security desk whenever performing work upon
HACC's premises.

10) Termination for Default: HACC may, by written notice to the Contractor, terminate the
Agreement in whole or in part for default if the Contractor fails to perform in accordance
with any of the requirements of this Agreement or any related purchase order or to make
sufficient progress as to endanger performance of this Agreement or any related purchase
order. Any such termination will be at no cost to HACC except for completed Services
delivered to and accepted by HACC prior to said termination, and Contractor shall repay to
HACC any progress payments made in excess thereof. Termination hereunder shall not
relieve the Contractor of performing any un-terminated portion of this Agreement or any
related purchase order. In the event of termination pursuant hereto, HACC may procure or
otherwise obtain, upon such terms and in such manner as HACC may deem appropriate,
Services similar to those terminated, and Contractor shall be liable to HACC for any
damages arising therefrom, including attorney’s fees and excess costs incurred by HACC in
obtaining similar services.

11) Termination for Convenience: HACC may, by written notice to the Contractor, terminate
all or part of this Agreement or any related purchase order for HACC's convenience.
Contractor’s termination claim proposal shall be based on non-recurring costs not
recovered and inventories and materials not usable on other projects, and shall be received
by HACC within thirty (30) days of the effective date of termination. HACC shall have the
option to verify supporting detail and records of such proposals and negotiate an equitable
settlement. No amount for anticipated profit on Services not performed shall be allowed.

In no event shall the sum of the negotiated termination adjustment and the amounts paid
and/or due to the Contractor for the un-terminated portion of this Agreement or resultant
purchase order exceed any Agreement or purchase order total price. Any termination shall
not affect either party’s obligation as to any un-terminated portion of the Agreement or
related purchase order. Upon receipt of a termination notice, the Contractor shall stop
work to the extent specified in the notice and take other such action as may be necessary or
as HACC may direct to minimize the cost of termination to HACC. In addition, the
Contractor shall take such actions as may be necessary or as HACC may direct for the
transfer, protection, or preservation of property and other rights which become HACC's as a
result of termination. Contractor shall promptly refund HACC any payments in excess of the
sum of payments due for (a) accepted Services (b) the un-terminated portion of the
Agreement or any related purchase order, and (c) termination charges hereunder.

12) Insolvency: Should the Contractor become insolvent, make an assignment for the benefit
of creditors, be adjudicated as a bankrupt, admit in writing inability to pay its debts
generally as the same become due, or should any proceedings be instituted by the
Contractor under any State and Federal law for relief of debtors or for the appointment of a
receiver, trustee or liquidator of the Contractor, or should a petition in bankruptcy or for a
reorganization or for an adjudication of the Contractor as an insolvent or as a bankrupt be
filed, or should an attachment be levied upon the Contractor’s equipment and not be

12
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removed within five (5) days therefrom, then upon the occurrence of any such event, HACC
shall thereupon have the right to cancel this Agreement and to terminate all Services then
being performed by Contractor hereunder.

13) Rights Upon Orderly Termination: Upon termination or other expiration of the
Agreement, or any related Agreement made hereunder, each party shall forthwith return to
the other all papers, materials, and properties of the other held by such party and required
to be returned by this Agreement or any such related Agreement. In addition, each party
will assist the other party in the orderly termination of this Agreement and the transfer of
all aspects hereof, tangible and intangible, as may be necessary for the orderly, non-
disrupted business continuation of each party.

14) Arbitration: All disputes between the parties to this agreement arising out of or in
connection with the contract documents shall be submitted for arbitration. If arbitration is
selected by HACC, HACC shall also select the number of arbitrators and the manner of
arbitration, which shall be either: (1) arbitration according to the rules of the American
Arbitration Association; or (2) referral to one or more arbitrators mutually agreed upon by
the parties.

When a written decision of HACC states that (1) the decision is final but subject to
arbitration and (2) a demand for arbitration of a claim covered by such decision must be
made within thirty (30) days after the date on which the party making the demand received
the final written decision, then failure to demand arbitration within said thirty (30) days'
period shall result in HACC's decision becoming final and binding upon HACC and the
Contractor.

In responding to a claim brought by the Contractor, HACC shall have a minimum of forty-
five (45) days in which to respond to a revised claim prior to the arbitration hearing.

15) Assignment or Transfer: This contract may not be assigned or transferred in whole or in
part, without the written permission of HACC's Purchasing and Business Services Office, nor
may any rights to any monies due or to become due hereunder be assigned. The
Contractor(s) is an independent Contractor providing services for HACC.

16) Compliance with Laws: The Contractor agrees that it will comply with all applicable federal,
state, county, and local laws, ordinances, rules, regulations, and codes in the performance
of this Agreement, including the procurement of permits and certificates where needed.
The Contractor further agrees to and hereby does indemnify and hold harmless HACC
against loss or damage that may be sustained by reason of the failure of the Contractor or
its employees or agents to comply with the aforementioned federal, state, county, and local
laws, ordinances, regulations, and codes.

This Agreement is subject to applicable laws and executive orders relating to equal
opportunity and nondiscrimination in employment. Neither the Contractor nor its agents or

13
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subcontractors shall discriminate in its employment practices against any person by reason
of handicap, race, religion, color, sex, or national origin. The Contractor agrees to comply,
and to cause its agents and subcontractors to comply, with the provisions of said laws and
orders (including without limitation the provisions of the Americans with Disabilities Act of
1990), as well as other laws and orders relating to the employment of the handicapped, the
employment of veterans, and the use of minority business enterprises, to the extent any
such laws and others are applicable in the performance of work or furnishing or services,
materials or supplies hereunder. For this purpose, the provisions of such laws and orders
and pertinent regulations issued thereunder shall be deemed an integral part of this
Agreement to the same extent as if written at length herein.

17) Equal Opportunity and Non-Discrimination: HACC is committed to providing opportunities
for woman and minority-owned businesses. HACC encourages WMBE’s to participate in the
bidding process but does not grant special status to WMBE’s when making procurement
decisions. HACC is committed to non-discrimination and equal employment opportunity.
HACC will not knowingly contract with any firm that is not an equal opportunity employer.

18) Right to Audit: HACC and appropriate designated representatives reserve the right to audit
HACC account records and other financial records of the Contractor, as they pertain to
HACC. Auditors selected by HACC shall perform such audits.

19) Criminal Background Check: The Contractor will conduct a thorough criminal
background/history check of every employee it intends to assign to work for HACC; and be
able to provide such information if requested. The costs associated with conducting such
checks will be borne by the Contractor.

20) Confidentiality: The Contractor agrees that all information obtained by or provided to the
Contractor in carrying out the Services provided for hereunder, including the contents of
the Agreement, will be maintained in confidence by the Contractor and the Contractor will
not publish nor disclose to third persons nor otherwise make use of such confidential
information except for the performance of such Services hereunder. This obligation shall
not apply with respect to any information (a) which is already in the possession of the
Contractor prior to acquiring the information hereunder, (b) which is or becomes in the
public domain through no fault of either party, or (c) which is rightfully obtained on a non-
confidential basis from a third party.

21) Independent Contractor: HACC and the Contractor intend that an independent
Contractor’s relationship shall be created by this Agreement and neither herein shall be
consumed as creating an employer / employee relationship. The Contractor shall be solely
responsible for the payment of wages, salaries and other amounts due its employees in
connection with this agreement and shall be responsible for all reports and obligations
related to Social Security, income taxes, unemployment and other withholding taxes,
Workers Compensation and similar matters.

14
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22) Paragraph Headings: All paragraph headings used are for the convenience of the parties
only and shall not be considered a part of this Agreement nor used to interpret or construe
the intent of the parties hereunder.

23) Advertising or Publicity: Neither HACC nor the Contractor shall use the name of the other
in publicity releases or advertising without securing the prior written consent of the other,
provided, however, that the Contractor may refer to HACC in any list of its customers.

24) Non-Waiver: No term or provision of this Agreement shall be deemed waived and no
breach or default shall be deemed excused, unless such waiver or consent shall be in writing
and signed by the claimed to have waived or consented. No consent by any party to, or
waiver of, a breach or default by the other, whether express or implied, shall constitute a
consent to, waive of, or excuse for any different or subsequent breach or default.

25) Serverability: If any provision of the Agreement is in conflict with any statute or rule of law
or may be determined by a court of competent jurisdiction to be illegal or unenforceable,
then such provision will be deemed inoperative to the extent that it may conflict therewith
or be illegal or unenforceable, and each provision not so affected will be enforced to the full
extent provided by law.

26) Governing Law: The terms and conditions herein constitute the sole and entire agreement
among parties and the laws of the State of Pennsylvania shall govern any disputes. The
Dauphin County Court of Common Pleas shall have exclusive jurisdiction over any and all
litigation arising from the terms of this agreement.

27) Entire Agreement: This Agreement and all resultant purchase orders, supplements,
attachments, and incorporations constitute agreement between HACC and the Contractor.
No conversations, understandings, or agreements varying, extending, or affecting in any
way the terms or provisions of this Agreement will be binding on either party unless
reduced to writing and duly executed by an authorized representative of each party.

IN WITNESS WHEREOF, the undersigned has caused this Agreement to be executed as of the
day and year indicated on the first page hereof.

Harrisburg Area Community College

By: By:
Name: Name:
Title: Title:
Date: Date:

15
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V. PROPOSAL SUBMISSION

Any term or condition stated in this RFP document shall be considered accepted by the provider
unless specifically objected to by the provider. The College may accept or reject provider’s
alternative proposals to the terms of this RFP. A proposal may be rejected if it is incomplete or
conditional.

Proposal Deadline

To be considered for selection, proposals shall arrive at HACC's Procurement and Contracts
Office, One HACC Drive, Ted Lick Administration Building, Room 203, Harrisburg, PA, 17110, by
1 p.m. on or before August 28, 2014. Proposals must be in a sealed container, clearly marked
"Request for Proposal #RFP15-01, .” Pricing must be submitted in a separately sealed envelope.
Allow time for normal mail delivery to ensure timely receipt of proposals by HACC’s
Procurement and Contracts Office. Proposals arriving after the deadline will not be considered.
All proposals become the property of the College.

RFP Clarification

Proposers may request an explanation of the intent or content of this RFP and clarification of
procedures used for this procurement. No interpretation made to any proposer as to the
meaning of the RFP shall be binding on the College unless repeated in writing and distributed as
an addendum by the College’s Procurement and Contracts Office. Official written responses to
all relevant written questions will be emailed or faxed by the College’s Procurement and
Business Services Office.

Requests for written explanation, clarification, and/or questions shall be made via email
marked "Questions Related to RFP15-01" to procurement@hacc.edu. Such requests must be
received no later than August 7, 2014, at 1 p.m.

Failure of the proposer to make appropriate inquires, evaluate any special conditions, or verify
requirements of this RFP shall not relieve the proposer of responsibility for fulfilling the
contract in accordance with the terms of this RFP.

Oral communication with any College employee, unit, department or organization concerning
this RFP is not binding on the College and shall in no way modify the RFP or the obligation of

the College or the proposer.

Number of Copies and Mailing of Proposal

Five (5) copies of the general proposal will be submitted in a sealed container clearly marked
with the name of the proposal and labeled “Request for Proposal RFP15-01, Printing Services.”
One (1) of the copies shall be marked “Master Copy” and will contain original signatures. The
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remaining copies do not require original signatures. No cost information is to be contained in
the general proposal.

In lieu of supplying five (5) copies of the bid, one (1) Master Copy and an electronic media (CD,
memory stick, etc.) will be preferred providing they are all in the sealed envelope.

Addenda to the RFP

In the event that it becomes necessary to revise any part of this RFP, HACC's Procurement and
Contracts Office will provide addenda in writing to the proposers who indicate that they are
interested by returning the Acknowledgment Form of this document (page 2). All addendums
and notices will be posted on HACC's

website: http://hacc.edu/Purchasing/RequestforProposals/Current-RFPs-FY14.cfm. No oral
statements, explanations, or commitments by whosoever made shall be of any effect except as
the College’s Procurement and Contracts Office has confirmed the same in writing.

Acceptance of Proposals

The College reserves the right in awarding the contract to consider the competency,
responsibility, and suitability of the proposer, as well as the services to be provided. The
College further reserves the right to accept or reject any or all proposals, to waive any
irregularities or informalities, and to award the contract in the best interest of the College.
Neither the College nor any agent thereof on behalf of the College will be obligated in any way
by any proposer’s response to this RFP.

The College also reserves the right to allow a proposer to correct a defect in its bid provided
that correction of the defect does not alter the amount of the bid or the scope of work required
under the bid.

The College will review all proposals. The College reserves the right to cancel the selection
process or the negotiations when a selection is made or at anytime prior to entering into a
formal written agreement with the provider.

The College intends to execute a contract with the provider submitting the proposal which the
College determines to best meet the College’s requirements. The College will be the sole judge

of the acceptance of any and all proposals.

Proposal Pricing Method
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In a sealed envelope, please separate the general proposals from the cost proposals. The cost
proposals must include all costs associated with your proposal. Only the sealed cost envelopes
of the top rated proposals (See lll - Evaluation Criteria) will be opened and scored accordingly.
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VI: BID CERTIFICATION

(date)

Procurement and Contracts

HACC, Central Pennsylvania’s Community College
One HACC Drive

Harrisburg, PA 17110

The undersigned certifies that to the best of his/her knowledge: (check one)

() There is no officer or employee of HACC, Central Pennsylvania’s Community
College, who has, or whose relative has, a substantial interest in any contract
award pursuant to this proposal/bid.

() The names of any and all public officers or employees of HACC, Central
Pennsylvania’s Community College, who have, or whose relative has, a substantial
interest in any contract award pursuant to this proposal/bid are identified by
name as part of this submittal.

The undersigned further certifies that their firm (check one) IS or IS NOT currently
debarred, suspended, or proposed for debarment by any state or federal entity. The
undersigned agrees to notify the College of any change in this status, should one occur, until
such time as an award has been made under this procurement action.

In compliance with Request for Proposal RFB14-09 for DIVERSITY CONSULTANT and after
carefully reviewing all the terms, conditions and requirements contained therein, the
undersigned agrees to furnish such goods/services in accordance with the specifications/scope
of work.

(firm) (address)
(signature required) (phone no.)

(print name) (fax no.)

(title) (federal tax id no.)
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