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Appendix E: Hourly Rate and Qualifications
RFQQ # 05814 Facilitators and Facilitation Services

Appendix E, Rates and Qualifications 
RFQQ # 05814 Facilitators and Facilitation Services
This submittal will be utilized to prequalify Bidders on a pass/fail basis based on a Bidder’s ability to comply with mandatory criteria identified herein.

Bidders who do not meet all requirements detailed in the Mandatory Requirements section and provide all required submittals identified in the Required Submittals section will not be included in the prequalified pool for this conference and event service category.

Instructions
	This submittal has MS Word Text and Check Box Form Fields.

· To add text: Click on the Text Form Field (
· To electronically check a box: Double-click the Check Box () and select “checked”, then click OK.


I. Company Information

· Company Name: Enter your company’s name.
· Company Point-of-Contact: Please provide the full name and title of the individual designated to answer any clarifying questions regarding your company’s bid.
II. Mandatory Requirements

Each line item in this section represents a mandatory requirement for this RFQQ. For each line item, a Bidder must:

1. Check the numbered check box to indicate compliance with the requirements listed.

2. Provide additional information as instructed.
	I. Company information

	Company Name:
	     

	NTE Hourly Rate:
	$                                

	II. Mandatory Requirements # 05814 FACILITATOR AND FACILITATION Services

	Line Item
	Description

	1. 
	The company and its employees must have at least two (2) years of experience providing Facilitator and Facilitation Services for a similar governmental type entity, relative to the service description (as outlined in the solicitation).

	2. 
	Proposed Bidder’s firm can provide the required proof of insurance upon request, have the knowledge to perform, and must meet all insurance/bonding requirements for Facilitator and Facilitation Services as outlined in the solicitation.

	3. 
	Educational Achievement (Part A.)

Must have at lease one staff member that has obtained and holds an educational achievement/degree and/or subcontractors who meet the mandatory requirements specified in this submittal. A minimum of one educational achievement/degree is required. Failure to provide at least one educational achievement/degree as detailed herein will render a Response non-responsive and cause it to be rejected.
 (check all that apply; but at least one)


Doctorate (Ph. D.)


Master’s Degree (MA)


Masters of Science (MS)


Masters of Business Administration (MBA)


Masters of Public Administration (MPA)


Bachelor’s Degree


	4. 
	Educational Achievement (Part B.) 

Bidders must include, for a minimum of one staff member, a copy of an educational achievement/degree and/or for subcontractors who meet the mandatory requirements specified in this submittal. A minimum of one educational achievement/degree is required. Failure to provide at least one educational achievement/degree as detailed herein will render a Response non-responsive and may cause it to be rejected.
· Expectation: One separate, scanned email attachment for each degree submitted; labeled in accordance with the file naming convention specified below (minimum of one required).

· Preferred Format: PDF

· File naming convention: Bidder Name, degree _01.pdf, BidderName_degree_02.pdf, BidderName_degree_03.pdf, etc.

· In the contents of this file, Bidders must observe the following:

· Do not exceed two pages for any one degree.

· At a minimum, the degree should contain the following information:

· Name of staff member.

· Educational facility

· Field of study the degree is obtained for

· Educational level of degree 



	5. 
	License:

Proposed Bidder’s Firm’s active license to conduct business in the State of Washington Expectation: 

· One separate, scanned email attachment of for the license submitted; labeled in accordance with the file naming convention specified below.

· Preferred Format: PDF
· File naming convention: BidderName_license_01.pdf, 


	6. 
	Bidder may provide any other information about its skills, knowledge and experience that it would like to share with DES.  This information may be used during the referral process.


Contract Description and Scope
Facilitator and Facilitation Services to be used to procure similar goods and services listed below, or any other goods and services associated with Facilitators and Facilitation services. 

Facilitators and Facilitation

Facilitation shall include, but is not limited to, services to provide an objective third party to help design meetings or public sessions, guide discussions, decision making, planning, or information sharing sessions attended by people with differing positions, agendas, etc.  

Facilitators should be able to:

· Analyze and understand current issues and conflicts.

· Recommend right techniques/tools for team improvement.

· Provide training and support.

· Participate and manage team meetings.

· Ensure time keeping throughout the project.

· Ensure effective communications.

Facilitators should understand the following concepts:

· Guiding customs of the community with whom the facilitation is occurring.

· Observational skills; recognizing contributions of individuals in the group.

· Flexibility. 

· Imagination and brainstorming within a specific time frame.

· Perseverance and tolerance.

· Balance - between individual opinions and group.

· Encourage and validate.

· Questioning with silence.

· Explicit and implicit connections.

Facilitators should possess the following skills: 

· Good preparation skills. 

· The ability to create an appropriate environment for the meeting. 

· Setting expectations and ensuring clarity of purpose, role and outcomes. 

· The ability to quickly develop rapport and establish trust. 

· Active listening skills. 

· The ability to ask ‘good’ questions and be appropriately challenging. 

· Be non-judgmental. 

· Be supportive. 

Facilitators should be: 

· External to the team and to be seen as independent by the team. 

· Confident at meetings involving professionals, and experienced at meeting facilitation. 

· Neutral to the results obtained.

Facilitators should NOT be:

· A member of the team or work with or alongside the team on a day-to-day basis. 

· Significantly more junior than the most senior member of the team. 

· Managed or accountable to a member of the team, or manage anyone within the team. 

Facilitator steps to be performed:

· Schedule and agree key dates for meetings.

· Prepare for the meetings.

· Facilitate the meetings.

· Record all meeting actions.
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