Request for Quote #2018-70
Microsoft Training for Early Head Start Staff
Released: Friday December 7th, 2018

1.

General Information

The Early Learning Coalition of Miami-Dade/Monroe (“the Coalition”), a Florida not-for-profit corporation, is
soliciting quotes for Microsoft Training for Early Head Start Staff.
In order to select a vendor, The Coalition request a quote for services based on the specifications listed
below. All quotes will be evaluated based on experiences and qualifications. Quotes pricing will also be taken into
consideration in the process of determining which proposal is the most advantageous based on the evaluation of the
proposal by the RFQ evaluation committee.
Most importantly, the selected vendor will be required to enter into an agreement with the Coalition to
guarantee the specifications listed, as well as to ensure adherence to all applicable state and/or federal
laws.

2.

Inquiries

All questions regarding this RFQ must be forwarded in writing by email to the RFQ email listed below on or
before Wednesday, December 11th, 2018, by close of business day (5:00PM EST.).

3.

Scope of Work

Background
The Neighborhood Place for Early Head (TNPEHS) Start is a division of the Early Learning Coalition of MiamiDade/Monroe, a non-profit organization. The purpose of TNPEHS is to provide quality care and education
for children who are at risk and living below the national poverty guideline. Additionally, TNPEHS works with
low-income families to improve their standard of living. This federally-funded program relies on the most
effective technological tools to work efficiently and to track outcomes accurately. Therefore, TNPEHS is
seeking training opportunities for staff to learn about all of the available features of the Microsoft Suite.
Experience
 Experience with more than 10 years of training people on Microsoft Office Suite.

Scope of Services
The contractor shall:
 Provide training during work hours (Monday-Friday – 8:00 a.m. to 5:00 p.m.)
 Provide training for 40 participants of varying levels of Microsoft Office Suite.
 Provide a questionnaire to assess the level of pre-knowledge of participants.
 Provide an overview/introduction to:
o Office 365
o Outlook
o OneNote
 Provide a more in depth training on:
o Word 2016 – Parts 1 and 2
o Excel 2016 - Parts 1 and 2
 Coordinate training dates with the NPEHS staff.
 Adapt training to knowledge level of staff.
 Specify items that participant will need to bring to the training.
 Allow participants an opportunity to ask questions to obtain clarity.
 Provide confirmation at least one month prior to the training.
 Be responsible for all of its expenses in the event the trainer cancels.
 Provide a quote that is inclusive of material and travel cost.
 Arrive to training prior to start time and be prepared to train on the agreed upon time.
 Bring own training equipment and supplies to the training.
 Bring sufficient materials for all participants.
 Provide in-kind services (25% of total budget against amount paid) that is not met through other
federal awards.
4.

Proposal Submission Instructions

It is the Proposer’s responsibility to understand the Coalition’s requirements and to submit its proposal in a
timely, complete, and procedurally correct manner.
Please see attached Terms and Conditions for your review along with an Acceptance of Contract Terms and
Conditions Form (EXHIBIT 1) to be submitted with your quote.
The Coalition shall conduct a comprehensive review of the responses to the solicitation by convening a
proposal evaluation committee based on the evaluation criteria (EXHIBIT 2).
Selected vendor(s) will be awarded through written notice to qualified and responsive Proposer(s) who (se)
proposal is determined to be most advantageous to the Coalition, taking into consideration price, quality,
and other criteria.
The initial term of the contract shall be for a period of twelve (12) months (unless otherwise specified, and
may be renewed for a period not to exceed the greater of three (3) years or the term of the original contract,
subject to Proposer’s successful performance under the Contract and the availability of funding.

After the vendor(s) is selected and awarded, we will request two (2) fully executed copies of the Purchase
Order Terms and Conditions by mail or email to Early Learning Coalition.

Please submit your quote by email no later than Monday, December 17th, 2018, by close of business day
(5:00PM EST.).

2555 Ponce de Leon Blvd., Suite 500
Coral Gables, FL 33134
Email: RFQ@elcmdm.org
Phone: 305-646-7220

Purchase Order
Terms and Conditions
Section 1. Introduction.
A.
Composition of Agreement and Priority.
The Agency contracts with Vendor to furnish, within the manner and at the location specified,
certain services, information and items as specified in the completed Purchase Order, and
attachments which are integral parts of this Purchase Order. The Purchase Order Terms and
Conditions, whether generic or specific, shall take precedence over and supersede any inconsistent
or conflicting provision in the State of Florida, General Contract Conditions, PUR1000. Additionally,
the terms of this Purchase Order supersede the terms of any and all prior agreements with respect
to this purchase.
B.
Initial Term.
Unless otherwise specified, this Purchase Order begins on the date of issuance. Services to be
rendered by the Vendor shall be completed by the date specified on the Purchase Order End
Date.
Section 2. Performance.
A.
Performance Standards.
The Vendor agrees to perform all tasks and provide deliverables as set forth in the Scope of Work
(ATTACHMENT A) and contractual documents attached to the Purchase Order. The Agency shall
be entitled at all times to be advised, at its request, as to the status of work being done by the
Vendor and of the details thereof. Coordination shall be maintained by the Vendor with
representatives of the Agency, or of other agencies interested in the project on behalf of the
Agency.
B.
Performance Deficiency.
If the Agency determines that the performance of the Vendor is unsatisfactory, the Agency will
notify the Vendor of the deficiency to be corrected, which correction shall be made within a timeframe specified by the Agency. The Vendor shall, within the time specified in the contractual
documents after notice from the Agency, provide the Agency with a corrective action plan
describing how the Vendor will address all issues of
contract non-performance, unacceptable performance, and failure to meet the minimum
performance levels, deliverable deficiencies, or contract non-compliance. If the
corrective action plan is unacceptable to the Agency, the Vendor may be assessed a
non-performance retainage equivalent to 10% of the total invoice amount or as specified in the
contractual documents. The retainage will be applied to the invoice for the then- current billing
period. The retainage will be withheld until the Vendor resolves the deficiency. If the deficiency
is subsequently resolved, the Vendor may bill the Agency
for the retained amount during the next billing period. If the Vendor is unable to resolve the
deficiency, the funds retained may be forfeited at the end of the agreement period.

Section 3. Payment and Fees.
A.
Payment Invoicing.
The Vendor will be paid upon submission of properly certified invoice(s) to the
Agency after delivery and acceptance of commodities or services is confirmed in
writing by the Agency. Invoices shall contain detail sufficient for a proper pre-audit
and post audit thereof and shall contain the Purchase Order and the Vendor’s
Federal Employer Identification Number or Social Security Number.
B.
Payment Timeframe.
Section 215.422, F.S., provides that agencies have 5 (five) working days to inspect and
approve commodities and services. Items may be tested for compliance with
specifications. Items delivered not conforming to specifications may be rejected and
returned at Vendor’s expense. Any increase in cost will be charged against the Vendor.
Interest penalties for late payment are also provided for in Section 215.422, F.S. A
Vendor Ombudsman, whose duties include acting as an advocate for Vendors who
may be experiencing problems in obtaining timely payment(s) from an Agency may be
contacted at 850-413-5516 or by calling the State Comptroller’s Hotline, 1-800-8483792.
C.
Payment Audit.
Records of costs incurred under terms of this Purchase Order shall be maintained
and made available upon request to the Agency at all times during the period of this
Purchase Order. Copies of these documents and records shall be furnished to the
Agency upon request.
Records of costs incurred shall include the Vendor’s general accounting records and
the project records, together with supporting documents and records of the Vendor
and all subcontractors considered necessary by the Agency for a proper audit of
projects costs.
D.
Annual Appropriation.
Pursuant to section 287.0582, F.S., if this purchase order binds the State or an
executive agency for the purchase of services or tangible personal property for a
period in excess of one (1) fiscal year, the State of Florida's performance and
obligation to pay under this contract is contingent upon an annual appropriation
by the Legislature. Travel expenses are not reimbursable unless specifically
authorized in writing, and shall be reimbursed only in accordance with section 112.061,
F.S.

Section 4. Liability.
A.
Indemnity.
To the extent permitted by Florida law, Vendor agrees to indemnify, defend, and hold
the State of Florida, its officers, employees and agents harmless from all fines, claims,
assessments, suits, judgments, or damages, consequential or otherwise, including
court costs and attorney’s fees, arising out of any acts, actions, breaches, neglect or

omissions of Vendor, its employees, agents, subcontractors, assignees or delegates
related to this Purchase Order, as well as for any determination arising out of or
related
to this Purchase Order, that Vendor or Vendor’s employees, agents, subcontractors,
assignees or delegates are not independent contractors in relation to the Agency. This
Purchase Order does not constitute a waiver of sovereign immunity or consent by the
Agency or the State of Florida or its subdivisions to suit by third parties.
B.
Payment for Claims.
The Vendor guarantees the payment of all just claims for materials, supplies, tools,
or labor and other just claims against the Vendor or any subcontractor, assignee or
delegate in connection with the Purchase Order.
C.
Liability Insurance.
The Vendor shall maintain insurance sufficient to adequately protect the Agency from
any and all liability and property damage/hazards which may result from the
performance of this Purchase Order. All insurance shall be with insurers qualified and
duly licensed to transact business in the State of Florida. If required by the Agency
and prior to commencing any work Vendor shall provide a Certification(s) of Insurance
evidencing that all appropriate coverage is in full force and showing the Agency to be
an additional insured.
D.
Workers’ Compensation.
The Vendor shall maintain Workers’ Compensation insurance as required under the
Florida Workers’ Compensation Law
E.
Performance Bond.
Unless otherwise prohibited by law, the Agency may require the Vendor to furnish,
without additional cost to the Agency, a performance bond or irrevocable letter of
credit
or other form of security for the satisfactory performance of work hereunder. The
Agency shall determine the type and amount of security.
Section 5. Compliance with Laws.
A.
Conduct of Business.
The Vendor shall comply with all laws, rules, codes, ordinances, and licensing
requirements that are applicable to the conduct of its business, including those of
federal, state, and local agencies having jurisdiction and authority. For example, the
Vendor shall comply with Section 247A of the Immigration and Nationality Act, the
Americans with Disabilities Act, Health Insurance Portability and Accountability Act,
and all prohibitions against discrimination on the basis of race, religion, sex, creed,
national origin, handicap, marital status, or veteran’s status.
Pursuant to Section 287.058(1), F.S., the provisions of Section 287.058(1)(a)-(c), and (i),
F.S., are hereby incorporated by reference, to the extent applicable.
B.

Lobbying.

Pursuant to Sections 11.062 and 216.347, F.S., the Vendor may not expend any State
funds for the purpose of lobbying the Legislature, the judicial branch, or an Agency.
C.
Gratuities
Vendor shall not, in connection with this or any other agreement with the State,
directly or indirectly (1) offer, confer, or agree to confer any pecuniary benefit on
anyone as consideration for any State officer or employee’s decision, opinion,
recommendation, vote, other exercise of discretion, or violation of a known legal duty,
or (2) offer, give, or agree to give to anyone any gratuity for the benefit of, or at the
direction or request of, any State officer or employee. For purposes of clause (2),
“gratuity” means any payment of more than nominal monetary value in the form of
cash, travel, entertainment, gifts, meals, lodging, loans, subscriptions, advances,
deposits of money, services, employment, or contracts of any kind. Upon request of
the Inspector General or any other authorized State official, the Vendor shall provide
any type of information the Inspector General deems relevant to the Vendor's integrity
or responsibility. Such information may include, but shall not be limited to, the
Vendor's business or financial records, documents, or files of any type or form that
refer to or relate to the Purchase Order. The Vendor shall retain such records for the
longer of (1) three years after the expiration of the Purchase Order or (2) the period
required by the General Records Schedules maintained by the Florida Department of
State
(available
at:
http://dos.myflorida.com/library-archives/recordsmanagement/general-records- schedules/). The Vendor agrees to reimburse the State
for the reasonable costs of investigation incurred by the Inspector General or other
authorized State official for investigations of the Vendor's compliance with the terms
of this or any other agreement between the Vendor and the State which results in the
suspension or debarment of the Vendor. Such costs shall include, but shall not be
limited to: salaries of investigators, including overtime; travel and lodging expenses;
and expert witness and documentary fees. The Vendor shall not be responsible for
any costs of investigations that do not result in the Vendor’s suspension or
debarment.
D.
Public Records.
To the extent required by the Florida Public Records Act, Chapter 119, F.S., Vendor shall
maintain and allow access to public records made or received in conjunction with this
Purchase Order. This Purchase Order may be unilaterally cancelled by the Agency for
Vendor's refusal to allow access to public records.
E.
Communications and Confidentiality.
The Vendor agrees that it shall make no statements, press releases, or publicity releases
concerning this Purchase Order or its subject matter or otherwise disclose or permit to be
disclosed any of the data or other information obtained or furnished in compliance with this
Purchase Order, or any particulars thereof, during the period of the Purchase Order, without
first notifying the Agency’s Contract Manager or the Agency’s designated contact person
and securing prior written consent. Vendor shall maintain confidentiality of all confidential
data, files, and records related to the services and/or commodities provided pursuant to
this Purchase Order and shall comply with all state and federal laws, including, but not
limited to Sections 381.004, 384.29, 392.65, and

456.057, F.S. Vendor’s confidentiality procedures shall be consistent with the most recent
version of the Agency’s security policies, protocols, and procedures. The Vendor
shall also comply with any applicable professional standards with respect to
confidentiality of information.
F.
Intellectual Property.
Unless specifically addressed in the Purchase Order, intellectual property rights to all
property created or otherwise developed by Vendor for the Agency will be owned by the
State of Florida through the Agency at the completion of the Purchase Order. Proceeds to
any Agency derived from the sale, licensing, marketing or other authorization related to any
such Agency-controlled intellectual property right shall be handled in the manner specified
by applicable state statute.
G.
Convicted Vendors.
In accordance with Sections 287.133 and 287.134, F.S., an entity or affiliate who is on the
Convicted Vendor List or the Discriminatory Vendor List may not perform work as a
contractor, supplier, sub-contractor, or consultant under a Purchase Order with any
Agency.
H.
Competitive Advantage.
Section 287.057, Florida Statutes, provides, “A person who receives a contract that has not
been procured pursuant to subsections (1)-(3) to perform a feasibility study of the potential
implementation of a subsequent contract, who participates in the drafting of a solicitation
or who develops a program for future implementation, is not eligible to contract with the
Agency for any other contracts dealing with that specific subject matter, and any firm in
which such person has any interest is not eligible to receive such contract. However, this
prohibition does not prevent a Vendor who responds to a request for information from
being eligible to contract with an Agency.”The Agency considers participation through
decision, approval, disapproval, recommendation, preparation of any part of a purchase
request, influencing the content of any specification or procurement standard, rendering of
advice, investigation, or auditing or any other advisory capacity to constitute participation in
the drafting of a competitive solicitation.
Section 6. Termination.
A.
Termination for Convenience.
This Purchase Order may be terminated by the Agency in whole or in part at any time in the
best interest of the Agency. If the Purchase Order is terminated before performance is
completed, the Vendor shall be paid only for that work satisfactorily performed for which
costs can be substantiated. Such payment, however, may not exceed an amount which is
the same percentage of the agreement price as the amount of work satisfactorily
completed is a percentage of the total work called for by this Purchase
Order. All work in progress shall become the property of the Agency and shall be turned
over promptly by the Vendor.
B.
Termination for Cause.
If the Agency determines that the performance of the Vendor is not satisfactory, the Agency
shall have the option of (a) immediately terminating the Purchase Order, or (b) notifying the

Vendor of the deficiency with a requirement that the deficiency be corrected within a
specified time, otherwise the Purchase Order will be terminated at the end of such time, or
(c) take other action deemed appropriate by the Agency.
Section 7. Subcontractors and Assignments.
A.
Subcontractors.
The Vendor shall not subcontract any work under this Purchase Order without the prior
written consent of the Agency. The Vendor is fully responsible for satisfactory completion
of all subcontracted work.
B.
Assignment.
The Vendor shall not sell, assign or transfer any of its rights, duties or obligations under
the Purchase Order without the prior written consent of the Agency. In the event of any
assignment, the Vendor remains secondarily liable for performance of the Purchase Order,
unless the Agency expressly waives such secondary liability. The Agency may assign the
Purchase Order with prior written notice
to Vendor.
Section 7. RESPECT and PRIDE.
C.
Respect.
In accordance with Section 413.036(3), F.S., if a product or service required for the
performance of this Purchase Order is on the procurement list established pursuant to
subsection 413.035(2), F.S., the following statement applies:

IT IS EXPRESSLY UNDERSTOOD AND AGREED THAT ANY ARTICLES THAT ARE THE SUBJECT
OF, OR REQUIRED TO CARRY OUT, THIS CONTRACT SHALL BE PURCHASED FROM A
NONPROFIT AGENCY FOR THE BLIND OR FOR THE SEVERELY HANDICAPPED THAT IS
QUALIFIED PURSUANT TO CHAPTER 413, FLORIDA STATUTES, IN THE SAME MANNER AND
UNDER THE SAME PROCEDURES SET FORTH IN SECTION 413.036(1) AND (2), FLORIDA
STATUTES; AND FOR PURPOSES OF THIS CONTRACT THE PERSON, FIRM, OR OTHER
BUSINESS ENTITY CARRYING OUT THE PROVISIONS OF THIS CONTRACT SHALL BE DEEMED
TO BE SUBSTITUTED FOR THE STATE AGENCY INSOFAR AS DEALINGS WITH SUCH
QUALIFIED NONPROFIT AGENCY ARE CONCERNED.
Additional information about the designated nonprofit Agency and the products it
offers is available at http://www.respectofflorida.org.

D.
PRIDE.
In accordance with Section 946.515(6), F.S., if a product or service required for the
performance of this Purchase Order is certified by or is available from Prison
Rehabilitative Industries and Diversified Enterprises, Inc. (PRIDE) and has been
approved in accordance with Section 946.515(2), F.S., the following statement applies.

IT IS EXPRESSLY UNDERSTOOD AND AGREED THAT ANY ARTICLES WHICH ARE THE
SUBJECT OF, OR REQUIRED TO CARRY OUT, THIS CONTRACT SHALL BE PURCHASED
FROM THE CORPORATION IDENTIFIED UNDER CHAPTER 946, F.S., IN THE SAME
MANNER AND UNDER THE SAME PROCEDURES SET FORTH IN SECTION
946.515(2) AND (4), F.S.; AND FOR PURPOSES OF THIS CONTRACT THE PERSON,
FIRM, OR OTHER BUSINESS ENTITY CARRYING OUT THE PROVISIONS OF THIS
CONTRACT SHALL BE DEEMED TO BE SUBSTITUTED FOR THIS AGENCY INSOFAR AS
DEALINGS WITH SUCH CORPORATION ARE CONCERNED.
Additional information about PRIDE and the products it offers is available
at http://www.pride-enterprises.org.
Section 8. Miscellaneous.
A. Independent Contractor.
The Vendor and its employees, agents, representatives, and subcontractors are not
employees or agents of the Agency and are not entitled to the benefits of State of
Florida employees. The Agency shall not be bound by any acts or conduct of the Vendor
or its employees, agents, representatives, or subcontractors. Vendor agrees to include
this provision in all of its subcontracts under this Purchase Order
B.
Governing Law and Venue.
The laws of the State of Florida shall govern this Purchase Order. The Parties submit to the
jurisdiction of the courts of the State of Florida exclusively for any legal action related to this
Purchase Order. Further, the Vendor hereby waives any and all privileges and rights relating to
venue it may have under Chapter 47, F.S., and any and all such venue privileges and rights it may
have under any other statute, rule, or case law, including, but not limited to those grounded on
convenience. Vendor hereby submits to venue in the county chosen by the Agency.
C.
Waiver.
The delay or failure by the Agency to exercise or enforce any of its rights under this
Purchase Order shall not constitute waiver of such rights.
D.
Modification and Severability.
The Purchase Order may only be modified by a change order agreed to by the Agency and the
Vendor. Should a court determine any provision of this Purchase Order is invalid, the remaining
provisions shall not be affected, and the rights and obligations of the parties shall be construed
and enforced as if the Purchase Order did not contain the provision held to be invalid.
E.
Time is of the Essence.
Time is of the essence with regard to each and every obligation of Vendor. Each such obligation
is deemed material, and a breach of any such obligation (including a breach resulting from
untimely performance) is a material breach.
F.
Background Check.
The Agency may require the Vendor and its employees, agents, representatives and
subcontractors to provide fingerprints and be subject to such background screen as determined

by the Agency and conducted by the Florida Department of Law Enforcement or the Federal
Bureau of Investigation. The cost of the background screen(s) shall be borne by the Vendor. The
Agency may require the Vendor to exclude the Vendor’s employees, agents, representatives or
subcontractors based on the background screening results.
G.
E-Verify.
In accordance with Executive Order 11-116, the Vendor agrees to utilize the U.S. Agency of
Homeland Security’s E-Verify system, https://e-verify.uscis.gov/emp, to verify the employment
eligibility of all new employees hired during the term of the Purchase Order for the services
specified in the Purchase Order. Vendor shall also include a requirement in subcontracts that
the subcontractor shall utilize the E-Verify system to verify the employment eligibility of all new
employees hired by the subcontractor during the Purchase Order term.
H.
Commodities Logistics.
The f ollowing provisions shall apply to all Purchase Order s unless otherwise indicated
in the contract documents:
1) All purchases are F.O.B. destination, transportation charges prepaid.
2) Each shipment must be shipped to the address indicated on the face of this
Purchase Order and marked to the attention of the individual identified, if
any. Each shipment must be labeled plainly with the Purchase Order
number and must show the gross, tare, and net weight. A complete
packing list must accompany each shipment. This paragraph shall also
apply to any third party who ships items against this Purchase Order on
behalf of the Vendor.
3) No extra charges shall be applied for boxing, crating, packing, or insurance.
4) The following delivery schedule shall apply: 8:00 AM – 4:00 PM, Monday through
Friday, excluding legal holidays.
5) The Agency assumes no liability for merchandise shipped to other than the
specified destination.
6) Items received in excess of quantities specified may, at Agency’s option, be
returned at the Vendor’s expense. Substitutions are not permitted.
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Purchase Order
Terms & Conditions
Effective May, 30, 2015

IN WITNESS WHEREOF, each of the parties hereto has caused this Contract to be
executed on its behalf by its duly authorized officer (s) or agent(s).

Coalition:
EARLY LEARNING COALITION
DADE/MONROE, INC.

Contractor:
OF

MIAMI-

By:

By:

Name:

Name:

Title:

Title:

Date:

Date:

Federal Employer ID Number:

ATTACHMENT A
Scope of Work
(Big Picture: articulate DETAIL description of work to be accomplished.) Program Goals
Funding Source: _____________________________________
Evaluate & determine if funds can be used in the manner proposed in the budget for your program
Method of Payment:
Cost Reimbursement/Fix Rate/Fix Price

EXHIBIT 1
RFQ #2018-70
Microsoft Training for Early Head Start Staff
ACCEPTANCE OF CONTRACT TERMS AND CONDITIONS

If the undersigned shall be awarded this contract, the undersigned shall comply with all the terms
and conditions specified in the RFQ.

____________________________________
Signature of Authorized Official

_____________________________________
Name (Print)

______________________________
Date

_____________________________________
Name of Company

*An authorized official is an officer of the Company who has the legal authority to bind the
Company to the provisions of this Request for Proposal. This usually is the President, Chairman
or the Board, Executive Director, or owner of the entity. A document establishing delegated
authority shall be included with the proposal if signed by someone other than the President,
Chairman, Executive Director, or owner.

EXHIBIT 2
RFQ # 2018-70
Microsoft Training for Early Head Start Staff
RFQ EVALUATION CRITERIA

This form has been designed to guide the RFQ vendor selection committee on how to
choose the most qualified vendor to fulfill the request. Please rate the vendor on a scale
of 1-5; 1 being the least qualified and 5 being the best qualified.

Insert Vendor 1

Insert Vendor 2

Insert Vendor 3

Was the proposal submitted by deadline?
Was the proposal submitted in a

presentable/professional manner
(letterhead, contact info, etc)?
Was the proposal submitted clear and
concise?

Was the proposal responsive to the
scope of work?
Does the vendor have relative experience in

the market?
Is the estimate/cost the best value for
the Coalition?
Does the vendor have the capacity to fulfill

the request?

TOTAL:
There is an allowable 35 pts max. per vendor, the vendor with the highest point value will be
selected based on scoring

Selected Vendor:
Comments:
Evaluator Name:
Signature:
Date:

