REQUEST FOR PROPOSAL
Survey of U.S. Air Force Academy Association of Graduates

Issued:  14 October 2005

Proposals Received by:  4 November 2005
SECTION A: SURVEY REQUIREMENTS

A.
Project Overview 

The US Air Force Academy Association of Graduates is soliciting proposals from qualified research consultants experienced in web-based or traditional survey creation, distribution, tabulation, and analysis.  This Request for Proposal (RFP) is an invitation by the Association of Graduates for research consultants to submit a proposal for services that may be subject to change after subsequent discussion.  This is not a request for a competitive bid.  Submission of a proposal does not create any right to or expectation of a contract with the Association of Graduates.  The Association of Graduates reserves the right to reject any or all proposals and the Association of Graduates further declares that it will incur no financial obligations for any costs by any company or consultant in preparation of proposals.  The Association requires this project begin as soon as possible and end no later than 1 July 2006.

This RFP describes an approximate 90-day survey (web-based and/or traditional) of members and non-members of the Association of Graduates (AOG) of the U.S. Air Force Academy (USAFA). The purpose of the survey is to identify whether the AOG is meeting the needs of USAFA graduates. Specifically, the survey should query what aspects of the AOG that the USAFA graduates value, what aspects of the AOG  do USAFA graduates not value, and what member benefits would USAFA graduates value that the AOG currently does not provide. To this end, the AOG expects that the survey will be delivered to all USAFA graduates who have current contact information in the AOG contact data base. Contact information provided by the Association of Graduates with the caveat that this information will be used solely to solicit responses for the survey.
In addition to gathering information about the relative value of AOG benefits, the contractor will gather demographic information that will assist AOG in better understanding subsets of the graduate population, in order to implement more targeted recruiting and/or retention efforts of members and non-members.

B.
Brief Description of Association of Graduates 

The USAFA AOG is a private, non-profit, charitable Colorado corporation with a three-part mission:

· Serve the graduate community,

· Support the Air Force Academy and its cadets, and

· Record, preserve and enhance institutional heritage.

The AOG is a “dues paying” organization.  USAFA graduates are considered “members,” if they have paid their dues.  We also have some 2,300 associate members including parents, non-graduate alumni and friends of the Academy.  Associate membership is open to anyone who wishes to support the Academy. The following recent statistics provide a ‘quick look’ of our demographics available for survey solicitation.
Graduates who are members of the AOG and have provided accurate email: 11,965

Graduates who are members of the AOG and have provided accurate postal addresses: 20501

Graduates who are not members for whom the AOG has accurate email: 8473

Graduates who are not members for whom the AOG has accurate postal addresses: 4138

Associate members who have provided accurate email: 2161

Associate members who have provided accurate postal addresses: 3148

Most graduates/members have provided both a postal address and an email. The AOG website can be referenced for more detailed information about the organization: www.usafa.org
C.
Project Dates  

The project shall start approximately 1 January 2006.  The anticipated period of performance is 90 days, and three additional months for consultation and briefings.

1. This project will require close coordination with the AOG. The AOG Project Manager will oversee the administration of the survey and will be the primary point of contact.

2.
The contractor shall plan to be available for Final Report presentations to appropriate stakeholders up to three months after submission of the Final Report to the AOG.

3.
The contract expires when final payment has been made by the AOG.

D.
RFP Scope of Work
1.
Survey Design
The primary purpose of the survey is to identify whether the AOG is meeting the needs of graduates who maintain, through membership or otherwise, an association with the AOG. Specifically, the survey should query what aspects of the AOG do USAFA graduates value, what aspects of the AOG do USAFA graduates not value, and what member benefits would USAFA graduates value that the AOG currently does not provide.
Because of the need to gain insight into the preferences of the AOG’s core constituency, the survey’s primary focus should be on graduate member perceptions of the relative value of membership benefits. However, access to several thousand graduates in the data base who have provided valid contact information has presented the opportunity to collect information on the relative value of the AOG benefits from those who have chosen not to be members. In addition, there are a few thousand associate members who are not graduates. Based on the survey methods presented in the proposal, the proposal should explicitly state the increased cost of polling the additional communities of non-member graduates and associate members. 
The project will be designed to analyze, interpret and report on the aspects of the AOG that would make it a highly valued organization among its membership. It is hoped that the membership will be polled on a regular basis and that this survey is conducive to capturing trend information over time among graduates.
2.
Research Topics and Data Collection
Offerors should address the potential research topics outlined below in their proposal—including sample questions.  However, final research topics will be determined, upon contract award, through consultations between the selected contractor and the AOG The Board of Directors expects the contractor to be flexible and responsive to the needs and expectations of the AOG.

a. Demographics

b. Vision & Mission of the AOG

c. Goals & Objectives of the AOG

d. AOG’s Strengths & Weaknesses

e. Overall Satisfaction with AOG

f. Recommendations for Improvement

To be able to provide in-depth analyses and interpretations of the reasons for participation among graduates, the contractor will be expected to propose a detailed survey strategy based on the contractor’s own expertise of surveys of this scope and size. The offeror must identify and describe data collection mechanisms and strategies for the population in their proposal. Proposals should include an estimated response rate.

Prior to data collection, the contractor will develop a detailed survey strategy that must be approved by the AOG/Board of Directors. 
Electronic data files—MS Excel—are maintained for alumni/graduates. The contact information for graduates will be made available at the start of the contract. The contact information is accurate for 2005. This contact information must be used only for the purpose of collecting data for this survey.
Although not explicitly required at this point, it is expected that the data collection method will be a web-based survey with an option to provide a hard copy of the survey to graduates that do not have an e-mail address. Because the population to be surveyed includes those who have no email, the proposal must include a contact strategy. 
3.  Reports and Briefings
Final Reports for this project shall contain both quantitative and qualitative findings related to the goals of the project.  Qualitative findings may include, but not limited to: anecdotes, quotes and graduate profiles that provide more in-depth information about what members want the AOG to provide and what the organization’s priorities should be. 
The contractor will be required to analyze, interpret, synthesize and draw conclusions from the survey findings in order to deliver a Final Report that presents aggregated results of the survey, along with conclusions and recommendations. The organization of the report will be decided in consultation with the AOG.

E. Deliverables

1. Detailed Survey Strategy

2. Updated Contact Database (explicitly identify costs for this deliverable in proposal) 
3. Final Survey Instrument

4. Data Tables in a usable format
5. Data Analysis Interpretation

6. Final Briefing and Report

NOTES:
1.  The contractor will be expected to meet with and communicate regularly with the AOG Project Manager.

2. The contractor shall be responsive to AOG needs throughout the project, and demonstrate ability to present results information according to the AOG’s needs.

3. The contractor shall provide all documents (e.g., correspondence, contact letters, data collections instruments, reports, etc.) to the AOG for review and clearance prior to disseminating to graduates.

4. The AOG expects a high level of analysis and interpretation of findings from the selected contractor.  The contractor shall present findings, produce an independent assessment and interpretation of the results and findings, draw conclusions, and provide feasible recommendations.  Simply listing the survey frequencies and quantitative data in the final report is not sufficient.  The AOG expects that cross-tabulations, in-depth review, and analysis and interpretation of both the quantitative and qualitative data will be completed to provide the AOG with a thorough understanding of what the survey data means.

5. The contractor shall forward all Project Deliverables to the AOG Project Manager.

6. The contractor shall deliver high quality final products (deliverables) suitable for the intended users.

F.
Contract Type - Fixed Price Type Contract

Once the contract is negotiated, it will be a fixed price contract. The contractor shall assume responsibility for all costs associated with the project as detailed in the proposal.  These costs include, but are not limited to: staff salary; indirect costs; airfare and per diem for all contractor and sub-contractor staff travel; securing and/or verifying survey participants’ contact information; data collection and data verification; contact (cover) letters, costs for conducting interviews; representational costs; lodging and per diem for interview participants (if necessary); lunch/dinner and incentive costs for interview participants; meeting room rentals for interviews; telephone calls; mail and postage costs.  Proposals that include multiple options open to negotiation for the contract should clearly outline the costs of each option. 
G.
Final Report Review Period 

Adequate time shall be incorporated into the Project Schedule for the AOG to review draft versions of all reports.  The contractor shall plan on at least one draft version of the report for the AOG to seek clarification and revision, ask questions, and provide feedback to the contractor.  The AOG will undertake a final review of all changes to the reports before the contractor makes the final hard copies 

H.
Presentations
After completion and approval of the Final Report, a three-month window of availability shall be planned by the contractor for conducting Final Report presentations to the designated AOG audience.
I.
Disposition and Disclosure of Proposals

All proposals submitted in response to this RFP will become the property of the Association of Graduates.   The offeror must identify, in writing, any copyrighted material, trade secrets, or other proprietary information that it claims is exempt from disclosure.
J.
Addenda to the RFP

If it becomes necessary to revise any part of this RFP, addenda will be supplied to all firms receiving this RFP.
K.
Termination Clause

The Association of Graduates shall have the right to terminate any contract at any time upon seven days written notice to the consultant whenever the Association of Graduates determines that performance of the offeror is unsatisfactory or for cause or for the convenience of the Association of Graduates.
L.
Modification or Withdrawal of Proposals

Responses to this RFP may be modified or withdrawn by written notice prior to the proposal due date.

M.
Reservation of Rights

The Association of Graduates reserves the right to:

1. Accept or reject any and all proposals received in response to this RFP, and to solicit new submittals.

2. Waive or modify any irregularities in proposals received after prior notification to the vendor.

3. Request the submission of proposal modifications at any time if deemed in the best interest of the Association of Graduates with the understanding that such requests may change the price of services provided.

4. Consider proposals or modifications received at any time before the contract is made if such changes are deemed in the best interest of the Association of Graduates.

5. Request clarification and/or additional information from the vendor during the evaluation process.

6. Utilize any and all ideas submitted in the proposals received unless those ideas are covered by legal patent or proprietary rights and the patent of those rights is indicated by the vendor. Proposals will become the property of Association of Graduates.  In the event of contract termination, enter into contract negotiations with other qualified firms that submitted proposals, rather than redoing the proposal process for the project.  
N.
Proprietary Work

Proposals will be treated as proprietary and will be appropriately protected. No proposal will be shared with anyone who is not designated in writing as a member of the AOG proposal selection team. The work results, reports, and any information declared during this contractual engagement will be considered confidential and proprietary and cannot be released by the offeror without prior consent by the Association of Graduates.  The Association retains sole ownership of all graduate lists (including all graduate contact information) and exclusive rights to all materials generated or produced during this contractual effort. 
SECTION B: EVALUATION FACTORS FOR AWARD
All Offerors are advised that the technical proposal and the cost proposal will be evaluated separately. The primary consideration in determining to whom the award shall be made is which Offeror can complete the work in a manner most advantageous to the AOG. The technical proposals will be competitively reviewed according to the criteria listed below.

I. Technical Considerations

A. Completeness of the Proposal

The offeror must address the four phases of survey research: Survey Design, Data Collection, Data Analysis & Interpretation, and Reports and Briefings.

B. Data Collection Plan

Proposals shall provide a data collection plan that includes, at a minimum, details on survey population, distribution of graduates relative to type (e.g., member vs. non-member, male vs. female, etc.)

C. Data Collection Method

Proposals shall address strategies and methods for securing and verifying current contact information for survey respondents, respondent contact strategies; strategies for instrument development, pre-testing and soliciting/incorporating stakeholder feedback; methods to be used for data collection (e.g., surveys, face-to-face interviews, mail, web, or other); rationale for data collection methods; the length of instruments; and the overall survey distribution and retrieval plan. 

D. Research Topics and Sample Questions

Proposals shall address the broad research topics outlined in the Statement of Work (Section I.C.3) and provide specific sample questions for each survey topic.  Sample questions will be reviewed according to quality, including relevance to research topics, appropriateness of the questions for the target respondents, clarity and sophistication.  Questions should also demonstrate creativity, including variety of questions and question types, question format and techniques, and an understanding of the AOG. 

E. Realistic and Detailed Project Schedule

Proposals shall include a Project Schedule, including the length of time for each project task, and a Schedule of Deliverables, including anticipated delivery dates.

F. Overall Presentation 

Proposals will be reviewed according to clarity (ability to communicate), quality, organization, and completeness and responsiveness to this Request for Proposal.

II. Experience and Capacity

A. Experience and Track Record

Proposals shall demonstrate related corporate, project team and project team member experience, including: administering large-scale surveys, conducting web-based surveys; performing qualitative and quantitative analysis, etc. Capsule resumes of project team members should be included. 
B. Demonstrated Capacity 

Proposals shall indicate location of corporate office, and demonstrate corporate capabilities to successfully perform this survey. Offerors must include the corporate background and experience of any partners (sub-contractors) that will be used to conduct this study, as appropriate.  

C. Client Referrals

Proposals shall include no more than three client referrals, with detail of those client projects.  

D. Conflicts of Interest

Offerors shall identify any potential conflicts of interest or relationship with the USAFA and the AOG.

SECTION C: TECHNICAL AND COST PROPOSAL PREPARATION INSTRUCTIONS
I. General

A. Questions

Questions concerning this Request for Proposal must be submitted in writing to the AOG Project Manager.  Questions will not be accepted after 2:00 P.M. Eastern Time on 28 October.  Questions may be submitted via fax to 719.333.4194. Offerors should not direct any questions concerning this Request for Proposals to anyone other than the AOG Project Manager
B. Due Date

Proposals are due at the AOG no later than 4 November at 2:00 P.M. Eastern Time.  Oral proposals will not be accepted.  Proposals should be sent to the following address:

Attention:  
Gary S. Howe


Vice President, Alumni Relations and Support



Association of Graduates



3116 Academy Drive



USAFA, CO 80840-4475



719.472.0300



719.333.4194 (Fax)



Gary.howe@aogusafa.org
II. Proposal Requirements

The proposal must be submitted in two volumes: a “Technical Proposal” and a “Price Proposal.” Each of the proposals must be complete so that each one can be independently evaluated.  

A.
Technical Proposal (5 copies)
The narrative section of the technical proposal (not including Appendices) shall be no more than 25 pages, single-spaced, single-sided, and shall be organized in the following manner:

1. Narrative

a. Project Overview or Executive Summary (one page) 

b. Survey Research Tasks: Design, Data Collection, Analysis, and Reports & Briefings

c. Data Collection Plan

d. Data Collection Method

e. Research Topics and Sample Questions

f. Realistic and Detailed Time-Line

g. Institutional/Personal Experience and Track Record

h. Demonstrated Capacity

2. Appendices

a.
Resumes of Key Project Team Members

b.
Resumes or Description of Business Partners’ Experience (as necessary)

c.
Letters of Commitment from Business Partners, or Sub-contractors (as necessary)

d.
List of Professional References or Contacts

e.
Sample Executive Summary (from a previous project)

B.
Price Proposal (5 copies)
In addition to the standard information typically submitted by the vendor in response to U.S. government solicitations, the price (cost) proposal must include:

1. Cost breakdown for each task by staff hours and corresponding rates

2. All travel associated with data collection, meetings and office briefings should be included s separate tasks.

3. All associated survey costs by task.
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