NORTH PARK VILLAGE Senior SATELLITE CENTER OPERATOR
Application and instructions
1. Proposal Deadline and Pre-Submittal Conference
A.  Submission Information
The due date for submission of proposals is November 14, 2014 by 4:30pm.
Proposals will be accepted prior to the due date, from 9:00 a.m. to 4:00 p.m. Monday – Friday at the same location.  All proposals must be complete.  Incomplete proposals may not be reviewed.  In-person or bonded messenger delivery of proposals is encouraged.  Time stamped receipts will be issued as proof of timely submittal.  
One (1) original and two (2) copies must be delivered in a sealed envelope or box to:
Joyce Gallagher

Executive Director of the Chicago Area Agency on Aging
Department of Family and Support Services

1615 West Chicago Avenue, 5rd Floor,

Chicago, IL  60622

The outside of the envelope or package should be labeled, “RFP for “North Park Village Senior Satellite Center Operator”.
No proposal will be considered complete and therefore reviewed unless the original copy is delivered and received at DFSS offices.

Proposals received after the due date and time may be deemed NON-RESPONSIVE and, therefore, subject to rejection.

An additional file copy of the proposal should be e-mailed to: Dawn.Hughes@cityofchicago.org
Proposals should be prepared on standard 8.5" x 11" letter size paper and double-spaced.  Expensive paper and bindings are discouraged.  The City encourages the use of materials containing recycled content.  Further specific application instructions can be found in the associated application file.
B. Questions TC "2. Questions" \f C \l "2" 
Respondents are strongly encouraged to submit all questions and comments related to the RFP via e-mail. For answers to all program-related please contact:

Joyce Gallagher: (312)746-5682, joyce.gallagher@cityofchicago.org
For all technical questions relating to the execution of the proposal, please contact: 

Julia Talbot: jtalbot@cityofchicago.org 312-743-1679
C. Pre-Submittal Conference TC "3. Pre-Bidders Conference" \f C \l "2" 
DFSS and the cooperating City Departments will host a Pre-Submittal Conference on:
Monday, November 3, 2014

2:00 pm to 4:00 pm
At North Park Village Administrative Building (Bldg C)

5801 N. Pulaski Ave. 

Room 103

DFSS strongly encourages prospective applicants to attend the Pre-Submittal Conference.

All those interested in attending should contact Dawn.Hughes@cityofchicago.org and write “North Park Village Senior Satellite Center Operator” in the subject line. Please give the names of those wishing to attend, and the agency name. 

To request reasonable accommodation for the pre-proposal conference, please contact, Monica Rafac at monica.rafac@cityofchicago.org. Requests for accommodations will be accepted up to 48 hours prior to the event. 
D. Timeline TC "4. Timeline" \f C \l "2" 
This is the anticipated timeline for the funded programming:
	RFP Released 
	October 24, 2014

	RFP Pre-Proposal Conference 
	November 3, 2014

	RFP Due 
	November 14, 2014

	Award Notifications Made
	December 1, 2014


2. Application Requirements

A. 
Formatting

Submitted proposals must adhere to all of the following requirements:

· One original and two copies will be submitted for each proposal 

· One complete set of the proposal containing original signatures in blue ink signed by an authorized representative of the organization will be marked “Original”.  Additionally, one complete scanned copy of the proposal will be emailed to the following address by November 14, 2014: Dawn.Hughes@cityofchicago.org
· Recycled paper

· 8 1/2 x 11 letter size 
· Double-sided printing
· One inch margins

· At least 1.5 -spaced
· At least 11-point font
The complete application packet should consist of the following items, in this order:

1. Agency Application Information Form (page 5)
2. Executive Summary (2 page limit, page 6)
3. Program Narrative (15 page limit, page 6)
4. Budget Instructions (page 8)
5. Attachments
The Narrative portion of the proposals should be no longer than 20 pages in length. 

Failure to submit a complete proposal and/or to respond fully to all requirements may cause the proposal to be deemed unresponsive and, therefore, subject to rejection.  

Receipt of a final proposal does not commit the department to award a grant to pay any costs incurred in the preparation of an application.

3. Evaluation and Selection Procedures
A.
Evaluation Process
An evaluation committee selected by DFSS will evaluate and rate all proposals based upon the evaluation criteria outlined below.  The committee may also request interviews with Respondents.  However, DFSS reserves the right to award contracts on the basis of initial proposals received without further discussions.  Failure to submit a complete proposal and/or to respond fully to all requirements may cause the proposal to be deemed unresponsive and, therefore, subject to rejection. Each proposal will be evaluated in comparison with the other proposals submitted.

The City reserves the right to terminate this RFP solicitation at any stage if DFSS, in its sole and exclusive discretion, determines this action to be in the City's best interests.  The receipt of Proposals or other documents will in no way obligate the City to enter into any agreement of any kind with any party. 

The City assumes no liability for costs incurred in responding to this RFP                                                                                                                                                                                                                                                                                for costs incurred by the Respondent in anticipation of a Grant.  All service delivery is subject to DFSS review and approval prior to implementation or public dissemination. 

The City reserves the right to solicit and consider information on past experience, performance, and other relevant facts obtained from past projects performed by the Respondent.
Selections will not be final until the City and Respondent have fully negotiated and executed a Contract and License Agreement.  The City assumes no liability for costs incurred in responding to this RFP or for costs incurred by the Respondent in anticipation of a fully executed Contract or License Agreement.

The Commissioner of DFSS, upon review of the recommended agencies, may reject, deny or recommend agencies that have applied for grants based on previous performance and/or area needed.
B.
Selection Criteria

The City will review the experience and expertise of the Respondent, but proposals will also be reviewed individually based on the needs of the community.  Respondents having little or no experience in operating senior programs are encouraged to apply if their organization has sound overall management and experience. 

The Criteria includes:

· Demonstrated experience in managing a construction project and team.

· Demonstrated ability using licensed bonded and insured sub-contractors.

· Demonstrated track record of completing similar projects in a timely manner within or under budget.

· Thoroughness and reasonableness of the proposed budget to complete the renovation and build-out of the Facility.

· Demonstrated ability to fund project costs above the $3.34 million that will be provided by the City.

· The ability and quantity of any financial match associated with the proposed build out. 

· The quality of the description and design of programming and activities including sample activity calendar and ability to leverage resources on behalf of the Senior Center/services.

· The staff’s qualifications, experiences and proposed staffing pattern for the site.

· The Respondent’s experience in providing services to the targeted population and/or history in providing related programs and services.

· The Respondent’s plan to recruit Senior Center participants, and for use of volunteers to assist in Center operations. 


· The Respondent’s overall plan of management of social, health recreation and advocacy services.
· The Respondent’s community references on letterhead. 

· The quality of the Respondent’s staffing and staffing plan.

· Organizational Structure and program over-site for the Senior Center.
· The proposed use of the additional leased space and how it directly relates to the needs of the surrounding community.

· Proof of the Respondent’s sound management practices and appropriately qualified staff as evidenced by prior successes. 

· Evidence of the Respondent’s financial soundness as evidenced by its annual audit or like document. 
· The quality and accuracy of proposed Budget.
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Agency Application Information Form
	Legal Name of Applicant Agency


	 FEIN Number

	Administrative/Mailing Address 
	DUNS Number

	Executive Director


	Executive Director’s Phone Number 

	Executive Director’s Fax Number


	Executive Director’s Email Address

	Contact Person for Proposal
	Contact Person’s Phone Number

	Contact Person’s Fax Number
	Contact Person’s Email Address


Type of Organization (check one)

	
	Not-for-Profit Agency
	
	 For-Profit Agency (please indicate type in box below
	
	Faith-Based Agency

	
	Other, if yes Description:
	


Amount Requested: $______________________
Agency Statement of Certification

This proposal has been duly authorized by the governing body of the proposed. The proposed activities, dates, availability of resources, staff, cost, and all statements made are true and correct. The applicant will comply with all rules and regulations of the funding agency and will revise this proposal if necessary.

	
	

	Authorized Signer’s Name


	Authorized Signature



	
	

	Authorized Signer’s Title
	Date Signed


Application

A. Executive Summary 

Please attach an Executive Summary, which briefly describes your organization’s qualifications, and relevant experience to operate the North Park Village Senior Satellite Center. The Executive Summary may be no more than two pages. The Executive Summary must include:

· A commitment to provide the requested build out and senior services;

· The name of the proposed contractor to be used in the build-out (if known);
· An overview of the qualifications of the Respondent; 
· A list of the anticipated senior services and programs to be provided;
· The name and telephone number of the lead contact person for the proposal.
· Discussion of partners comprising the application if relevant.

B. Program Narrative

Please write a narrative that provides information and description about your organization’s capacity, vision and plans on the following areas in reference with respect to operating a senior center  and managing a construction build out in no more than 20 pages.   

Overall

Provide a narrative overview of your agency.  The narrative should minimally address the following items: brief history of your agency; agency’s philosophy and mission; current demographics regarding service area(s) including population served and geographic service delivery area, etc. Please describe the your programmatic, fiscal and administrative capacity for operating and managing the Center.
Construction Build Out

1. What is your agency's experience implementing design and construction projects with total budgets greater than $3 million?

2. What would your agency's approach to programming and planning the interior build-out be?

3. The City intends to contribute up to $3.34 million to the renovation and build-out of the facility.  The City expects additional funds will be needed to complete the project.  What is your agency's estimate for renovating and building-out the facility?  How does your agency intend to fund the difference between the City's contribution and total estimated cost?

4. What is your agency's experience in building-out space in leased facilities?  Based on your agency's contribution to the renovation and build-out, how long of a term would you expect for the lease? 

5. Please submit a narrative description of your prior experience(s) managing a construction project and/or team. 
6. Please outline your track record of completing similar construction projects in a timely manner and within budget. 
7. Please indicate how you intend to use the additional leased space available at the center? 
Senior Service Delivery

1. Please submit a narrative description of your proposed plan for the North Park Village Senior Satellite Center (the description should include your proposed program plan and a sample activity calendar for one month of programming that clearly identifies the programs you intend to provide. The plan should identify your strategy for the management of social, health recreation and advocacy services. Please tailor your calendar and program plan specifically for the individual needs of the area. Your narrative should also include your program promotion plan and outreach efforts to area seniors; how you will leverage your agency resources to enhance the senior center offerings, and your service coordination plan to bring in other community resources and services to the senior center.).
2. Please describe your prior experience working with seniors.
3. Please include a comprehensive plan for the effective recruitment, mobilization, utilization, and retention of volunteers at the senior center.  Please detail how you plan to use volunteers in the operation of the center.

4. Please include/attach a job description and resume for the on-site manager.  Please submit your proposed staffing plan for the center including a description of the qualifications and experience of the full time on-site manager and any other key staff identified in the staffing plan.  

5. Include an Organizational Chart of your agency, clearly showing the relationship of the proposed senior center to other programs of the proposing organization.  
6. Please attach a minimum of three (3) to five (5) verifiable references regarding your agency’s performance (references can be from a variety of sources, i.e., funding sources, social service agencies or other professional agencies or community groups.) on that agencies’ letterhead.  
7. Please list what languages and ethnic populations you intend to work with. Please outline your agency’s plan to provide assistance for non-English speaking clients. When appropriate, identify specific agencies, community groups and ethnic associations that you plan to coordinate with and any that you currently have a working relationship with. 
	Ethnic/non English Speaking Population
	Language Speaking 

Staff Member currently on staff?

	
	

	
	



____ My agency only works with English speaking clients.\

8. DFSS requires Title III funded service providers to operate minimally Monday through Friday 8:30 a.m. to 4:30 p.m. Please indicate your proposed hours of service (please check one):


A. ___
Respondent will provide service the minimum days and hours as stated above.


B. ___Respondent will provide service beyond the minimum requirements.


____
Weekdays (Monday to Friday)
Hours: _______________


____
Saturday



Hours: _______________ 


____
Sunday



Hours: _______________                               
C. Budget Instructions 

The City intends to contribute up to $3.34 million to the renovation and build-out of the facility.  The City expects additional funds will be needed to complete the project.  Please prepare a budget outlining your agency’s estimation for renovating and building-out the facility. 

D. Additional Required Attachments

Please include/submit the following documents as part of your application packet. 

27. IRS statement of tax exempt status

27. Federal Employer Identification Number (FEIN)

27. Copy of Official Articles of Incorporation

27. Applicant’s most recent fiscal audit report or pre-approved equivalent.
27. Economic Disclosure Certificate

27. Certificate of Insurance (Attachment B).
Checklist for Submission of the Proposal

Use the following list as a guide before submitting your application.  Failure to include the items on this list (when applicable) may disqualify your submission.
	YES
	N/A
	Original application plus two (2) copies consisting of:

	
	
	1. IRS statement of tax exempt status

	
	
	2. Federal Employer Identification Number (FEIN)

	
	
	3. Copy of Official Articles of Incorporation

	
	
	4. Applicant’s most recent fiscal audit report or pre-approved equivalent.

	
	
	5. Certificate of EDS filing

	
	
	6. Executive Summary (2 page limit)

	
	
	7. Narrative (20 page limit)

	
	
	8. Job Descriptions and Resumes

	
	
	9. Organizational Chart

	
	
	10.Three to  five letters of reference
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