
SE R is an Equ a l  Op p ortun it y Emp lo yer/ Progra m.  
 



SE R is an Equ a l  Op p ortun it y Emp lo yer/ Progra m.  
 

Last upd a t e:  May 9, 2017  P age 2  of 18  
 

 
 
 
 
 
 
 
 
 

REQUEST FOR QUOTE 
 

Soft Skills Training 
 
 
 

R es pons e Deadl i ne :  4:00pm Central Time M a y 19, 2017   
 

Submi s s i on via emai l  aovert on@s e r -nati onal .or g  
Writ t en Quest i ons Subm is s i on Deadl i ne:   
12:00pm Central Time 

M a y 12, 2017  

Quest i on and Answe r Do cum ent Publ i s hed:  
4:00pm Central Time  

May 15 , 2017  
 

Cont ract Start Date  J une 5, 2017  
 
RFQ  Point of Cont act (POC)  

And y  Ov ert on  
CFO  
Phone: (469) 549- 3657  
E -mail :  aovert on@s e r -nati onal .org  

 
 

  

 



SE R is an Equ a l  Op p ortun it y Emp lo yer/ Progra m.  
 

Last upd a t e:  May 9, 2017  P age 3  of 18  
 

Request for Quote (RFQ) 
Soft Skills Training 

 
SECTION I.  GENERAL INFORMATION 
 

A. Purpose of this Request for Quote (RFQ) 
S ER J obs for Progres s  Na ti onal , Inc. (SER) is cont ract ed b y the Depart m ent of Labor to oper at e 
a port i on of the Seni or C omm uni t y Servi ce Empl o ym ent Pro gr am  (SCSEP) . 
 
The purpos e of this RFQ  is to select approved v e ndors to provi de qual i t y one -da y s oft s kil l s  
trai ni ng to SCS EP part i ci pant s in Cali forni a, Colorado, Kansas, Missouri, Tex as and 
Wiscons i n.  
 
Goods and Services solicited in this RFQ 
R efer to Se ct i on I. B.  Qu ot e Speci fi c at i ons  for a detai l ed list i ng of the requi rem ent s of th e soft 
skil l s trai ni ng . 
 
B. Quote Specifications 
P l eas e addr es s the foll ow i ng :  
Abil i t y to provi de  qual i t y Soft Skil l s trai ni ng  to  SCS EP part i ci pant s with the foll owi ng 
curri cul um to incl ude , bu t not  limi t ed to:  

�x Bus i nes s Etiquet t e and Workpl ace Atti re  
�x Ti m e Mana gem ent  
�x C onfl i ct Managem ent an d Resol ut i on  
�x Di vers i t y  
�x P robl em Solvi ng  
�x J ob Preparat i on 

 
Servi ces will be condu ct ed in the locat i on below and for the numb er of pa rt i ci pant s indi cat ed 
in each locat i on .  The sel ect ed  p rovi der will need t o coordi nat e with SER st aff to e nsur e prop er 
deli ver y of servi c es . Pro vi ders  ma y  subm i t for all or one locat i on and ma y combi ne locat i ons 
with i n  the stat e,  if fe asi bl e and p reapp roved b y SER Nati onal . SER Nati onal will cove r 
trans port at i on cost, wher e need ed, for part i ci pant s to attend trai ni ngs .  
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CALIFORNIA  

Anaheim 20 
Bakersfield 40 
Chula Vista 20 

El Monte 30 
Hemet 40 

Inglewood 40 
Pasadena 40 
Pomona 40 

Riverside 20 
San Diego 40 
Stockton 20 

Sun Valley 20 
West Covina 30 

COLORADO  
Fort Collins 20 

Grand Junction 20 
Lakewood 20 

Pueblo 20 
KANSAS  

Kansas City 40 
Leavenworth 20 

Salina 20 
Topeka 20 

MISSOURI  
Columbia 20 

Saint Joseph 20 
TEXAS  

Beaumont 20 
Fort Worth 100 
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Provider will also need to deliver the following:  
�x Ins t ru ct or (with app ropri at e cr edent i al s , Bi -lingua l prefer red)  
�x P ropos ed Lo cat i ons withi n the stat ed count i es  
�x C urri cul um  (Power point present at i on, handout s, bookl et s)  
�x P ropos ed Schedul e  (Du ring the weeks of J une 5 – 30, 2017)  – (8:30 am – 4:30 pm, with a 

30- m inut e lunch break)  
�x C ert i fi cat e of Compl et i o n  for Part i ci pant s   
�x $100 per undupl i cat ed S CS EP eligi bl e part i ci pant , sign in sign at ure lo g req ui red  
�x Bud get :  (all incl us i ve , no n- negot i abl e ) travel, trai n er, meal s,  mate ri al s and s uppl i es  and 

lite lunch for part i ci pan t s  
 
C. Background on SER 
S ER J obs for Progres s  Nati onal , Inc. is a privat e, non- profi t corporat i on, which recei ves and 
admi ni s t ers Fede ral and  Stat e funds to provi de empl o ym ent, trai ni ng, and support servi ces to 
eligi bl e econom i cal l y di sadvant a ged indi vi dual s, disl ocat ed work ers and gener al univers al 
cust om ers .  SER is a privat e, nonprofi t corpor at i on and has been dete rm i ned to be ex em pt from 
Fe de ral incom e tax under Sect i on 501(c )(3) of the Inte rnal Revenu e Code.  
 
The SER board of dir ect o rs is  compos ed o f repres e nt at i ves from LU LAC, Ameri can GI Forum, 
c orporat e Ameri ca, and c omm uni t y b
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G. Period of Performance 
The cont ract ne got i at ed becaus e of this soli ci t at ion ma y co mm ence on June 5, 2017, with 
compl et i on of servi ces endi ng on or befor e J une 30, 2017. 
 
H. Response Deadline 
The respons e deadl i ne is May 19, 2016 by 4:00pm Central Time.  Quote s  must be  rec ei ved 
via e –mai l in PDF fo rm at .   Subm i t elect roni c  emai l RFQ  propos al  to aovert on@s er -
nati onal .org , onl y one (1) elect roni c subm i s s i on via e -mail is requi r ed.  Offi ci al ele ct roni cal l y 
recei pt of quot e s will be  a return emai l b y And y Ov ert on.   Late subm i s s i ons  will be disqual i fi ed 
re gardl es s of cir cum s t anc es .  
 
Addi t i ons or delet i ons to the quot e s must be subm i t t ed and incl uded in the quot e  on or befo re 
the deadl i ne.  The withdrawal of a quot e  is allowa bl e in person with p roper authori z at i on prior 
to the respons e de adl i ne.  All quot e s becom e the p ropert y of SER .  
 
I. Written Questions Submission 
Aft er the issuan ce of the RFQ, quest i ons  must be subm i t t ed in writ i ng via emai l to Andy 
Overton, aoverton@ser -national.org  b y Frid a y, Ma y 12, 12:00pm Cent ral Time.  SER will 
publish the Q&A  document on SER website  on May 15, 2017 at 4:00pm Central Time. 
 
J. Governing Provisions and Limitations 
The purpos e of this RFQ  is to ensure max i m um, open, free compet i t i on in the soli ci t at i on of 
and procur em ent of good s / s ervi ces .  This RFQ  is not to be const rued as a purchas e agr eem ent 
or cont ract  or as a comm i t m ent of an y kind; nor does it obli gat e SER to award an y cont ract or 
pa y for cost s incurr ed pri or to the ex ecut i on of this cont ract unles s su ch co st s are spe ci fi cal l y 
authori z ed in wr it i ng b y SER .  
 
SER reserves the right to :  

�x Accept or reje ct an y or all quot e s rec ei ved, or to can cel or reiss ue this  
RFQ  in part or its enti ret y;  

�x Award a cont ract for an y goods or s ervi ces in an y quant i t y th at SER deter m i nes is in 
its best interes t ; 

�x R ej ect an y quot e  that fail s to conform to the essen t i al requi rem ent s of the R FQ ;  
�x C ont act an y indi vi dual o r enti t y list ed in the RFQ  who ma y have kno wl edge of the 

propos er’s ex peri ence, perform an ce, and qual i fi c at i ons ; and 
�x R eques t addi t i onal infor m at i on from an y and all propos ers .  

 
Propos ers shal l not, unde r penal t y of  law, offe r or provi de an y grat ui t i es , favors or an yt hi n g o f 
monet ar y valu e to an y of fi cer, member, empl o ye e or agent of SER fo r hav i ng an infl uenci n g 
effe ct toward thei r own quot e  or an y other  qu ot e  subm i t t ed hereunder .  In addi t i on, no 
empl o ye e, offi ce r, or age nt of SER shal l pa rt i ci pa t e in the s elect i on , award or admi ni s t rat i on 
of a cont ract support ed b y fed eral funds, if a confl i ct of interes t, real or apparent, woul d be 
invol ved. 
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B. Historically Underutilized Business 
S ER ’s goal is to use  a Hist ori cal l y Und erut i l i z ed  Busi nes s es (HUB’s)  whe never feasi bl e.  A 
HUB is defi ned b y the Te x as Governm ent Code §2161.001 “ a corpor at i on sole propri et ors hi p, 
part ners hi p, or joint vent ure fo rm ed for the purpo s e of m aki ng a profi t in which at le ast 51% 
of all cl ass es of the sh ar es of stock or other equi t abl e secu ri t i es ar e own e d b y one or mor e 
persons who are soci al l y disadv ant a ged bec aus e of thei r id ent i fi cat i on as members of the 
foll owi ng groups :  Bla ck Ameri c an, Asian, Paci fi c Ame r i can, Hispani c Ameri can, Ameri c an 
Indi an, and Woman.”  (At tachm ent F)  
 
C. Format 
Quot e s must be t yped an d subm i t t ed on 8 ½ x 11” whit e paper, 1” mar gi n s on all four sides, 
and a  12- point  Times Ne w Roman font . Narr at i ve must not ex ceed 5 pages .  
 
D. Number of Copies 
Onl y on e (1)  elect roni c s ubm i s s i on in PDF format is  requi red b y th e de adl i ne .  All docum ent s 
subm i t t ed must be legi bl e and compl et e.  SER is not respons i bl e for cop yi n g incom pl et e 
quot e s .  
 
E. Quote Subject Line and Submission 
Quot e s must be titl ed RFQ - Soft Skills Training Providers  and subm i t t ed in via emai l to 
aovert on@s e r -nati onal .or g  
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SER-JOBS FOR PROGRESS NATIONAL , INC.  
Request for Quote (RFQ) 

 

ATTACHMENT A 
 

ATTACHMENT            
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
         
  

 

Legal Name o f Or gani z at i on:  _________________________________________________________ 

Head of Or gani z at i on an d Titl e: __ _____________________________________________________ 

Mail i ng Addr es s :   _________________________________________________________ 

    _________________________________________________________ 

Ph ysi cal Addr es s (if diff erent):  ___________________________________________________ 

     ___________________________________________________ 

Phone/ Fax Number:  _______________________________________________________________ 

Quot e Cont act Person an d  Titl e:  ______________________________________________________ 

Cont ract Signat or y Auth ori t y and  Titl e: _______ __________________________________________ 

 

   

 

Legal Stat us :  
 [  ] For Profi t   [  ] Non -Profi t    [  ] Local Or gani z ed Lab or Agenc y  
 [  ] Sole Owners hi p [  ] Part ners hi p    [  ] Other ____________________ 
 [  ] Governm ent al  [  ] CBO  
 

 

 
 

Date Establ i s hed:  _____ _______________________________________________________________ 

Fede ral ID#:  _________ _______________________________________________________________ 
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ATTACHMENT C  
 

CERTIFICATION REGARDING DRUG FREE  
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ATTACHMENT D  
 

CERTIFICATION OF BIDDER 
 

I her e by cer ti f y that the infor ma t i on conta i ne d in this quot e  and any att a c hme nt s ther et o is true and cor r ec t 
and may be viewe d as an accura t e repr e se nta ti on of propos e d ser vi ce s to be provide d by the indi vi dual or 
orga ni za t ion. I cer ti f y that no empl oye e, Boar d memb e r, or agent of SER has assis t e d in the prepa r at io n of 
this quote ; I acknowl e dge that I have read and under stood the requi re me nt s and provi s i ons of the RFQ , and 
that thi s indi vi dua l or orga ni za t i on wi ll compl y wi t h the Fede ra l regul at i ons and pol ic i es . I also cert if y that 
I have read and unde rs ta nd that “ Gove r ning Provi s ions and Limi t ati ons” prese nte d in this RFQ  and will 
compl y wit h the ter ms there of ; and furt her mor e that:  
 
I , ___________________________________________________________________________  

(Typed Name of Signa t or y)  
 
Am the indi vi dua l, cor por at i on, associ at i on, publ ic agenc y or other enti t y name d as Propos e r her ei n, and 
that I a m lega l l y aut hori ze d to sign this quot e  and submi t it to SER on behal f of said orga ni za ti on aut hor it y 
of its gove r ni ng body. 
 
 
(ATT EST)  
 
 
_____________________________________  __________________________________  
Appl i ca nt Signa t ur e      Col l at er al Si gna t ur e  
 
_____________________________________       _________________________________  
Type d Name /T it l e      Typed Name /T it l e  
 
_____________________________________       _________________________________  
Dat e        Date  
 
Subs c ri bed and swor n tome this _________________da y of ________________20________  
 
in _______________County, Stat e of ________________________  
 
 
(SEAL)  
Not ar y Publi c in and for __________________________ Count y, ____________________________  
 
Dat e Commi s s i on Expir es : _ __________________________________________________________   
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ATTACHMENT F  
 

CERTIFICATION OF PROFESSIONAL QUALIFICATIONS  
(Pro vi d e a cop y of yo u r cu rren t HUB Cert i fi cat i o n if ap p l i cab l e)  
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ATTACHMENT G 
 

CERTIFICATION REGARDING THE IMPLEMENTATION OF THE 
NONDISCRIMINATION AND EQUAL OPPORTUNITY PROVISIONS  

 
The training provider assures that it will comply fully with the nondiscrimination and 
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ATTACHMENT H 
 

LIABILITY COVERAGE OF FIRMS (Submit proof of insurance)  
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             


