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The Northern California Small Business Development Center Program (Norcal SBDC), 
hosted by Humboldt State University Sponsored Programs Foundation ("HSUSPF") 
requests proposals to be submitted for the following purpose and in accordance with each 
of the terms and conditions in this Request for Proposals ("RFP"). 

 
A. Purpose 

This RFP is to solicit proposals for the selection of a contractor to operate a Small 
Business Development Center ("SBDC") in Alameda County within the State of 
California ("State"), in accordance with Federal, State and HSUSPF grant requirements . 

 
B. Benefits of serving as an SBDC 

In addition to assisting SBA and the HSUSPF achieve their economic development goals, the 
benefits of serving as a SBDC include direct and measurable economic impact in the local 
community, visibility for the organization within the community, an opportunity to provide 
outreach from the organization to small businesses in the service area, increased partnership 
opportunities between the organization and other academic institutions and economic 
development organizations in the state and service area, an opportunity for referrals to the 
organization, an opportunity to strengthen learning opportunities for small businesses as well as 
students and faculty of local academic institutions, and funding from federal and state sources. 

 
C. Eligibility 

Private nonprofit corporations, public institutions and local governments, including 
institutions of higher education, are eligible to submit a proposal. 

 
D. Tentative Schedule 

This tentative schedule may be altered at any time at the discretion of HSUSPF. All dates 
and times stated in this RFP are Pacific Standard Time. 

RFP released 
Monday, May 12,  2008 

Meeting with potential bidders Thursday, June 5, 2008 

DUE DATE: “Intent to Submit” Letter  5:00 PM, Frida y, July 11, 2008 

DUE DATE:  Proposal 5:00 PM, Thursday August 14, 2008  
Late proposals will not be considered. 

Minimum Requirements Review August 15-18, 2008  



Evaluation by Scoring Committee August 19-22, 2008 

Oral interviews and/or site visits if needed August 22-31, 2008 

Notice of Intent to Award posted 
(allows for 5-day protest) 

September 4, 2008 

Anticipated contract start date September 15, 2008 
 

D. General Information 
 

The competitive bidding process being used for this procurement of services is the RFP Secondary 
Method. Proposals will first be reviewed for compliance with SECTION V, MINIMUM 
REQUIREMENTS. Each respondent must establish in writing its ability to meet each stated 
requirement in SECTION IV, PROPOSAL FORMAT AND CONTENT, and SECTION V, 
MINIMUM REQUIREMENTS. Those proposals that meet these requirements will be evaluated 
according to the criteria in SECTION VI, SELECTION PROCESS AND EVALUATION 
CRITERIA, and the highest scoring proposal will be awarded the contract. 

 
HSUSPF reserves the right to accept or reject any or all proposals received as a result of 
this RFP, to negotiate with any qualified entity, or to modify or cancel all or part of this RFP 
if it is in the interest of HSUSPF to do so. 

 
Oral communications with HSUSPF officers and employees shall be non-binding on HSUSPF and 
shall in no way exclude the bidder of obligations as set forth in this package. 

 
E. Duration and Renewal Option 
 

The contract between HSUSPF and the successful bidder is expected to begin upon the date of 
contract approval by HSUSPF (approximately September 15, 2008) and terminate on December 31, 
2009. 

 
HSUSPF may renew its contract with the successful bidder at the end of each contract term, 
providing funding to do so is appropriated for this purpose in subsequent Federal, State and 
HSUSPF budgets. Proposed renewals (for a maximum of one (1) year after initial contract period), 
are assessed annually according to complete and satisfactory contractor performance, The Northern 
California SBDC Network guidelines, funding, budget allocation and scope of work/milestone 
continuity. 

 
F. Budgeted Funds 
 

Funding for the Alameda SBDC is made available through a contract between the United States 
Small Business Administration (SBA) and HSUSPF.  The maximum SBA funding  for this award 
is up to $70,000 for the remainder of 2008, and $235,000 in federal funds for 2009  provided 
funds are made available to HSUSPF by the SBA. The awarded contract requires a one 
hundred percent (100%) match. 
 



Each bidder must ensure that no less than fifty percent (50%) of the required contribution will be in 
cash.  The remaining match meeting the 100% match requirement may be documented as in-kind 
match.  This cash outlay must not include indirect costs, in-kind contributions, or program income 
derived from activities supported in whole or in part with Federal or match funds.  Direct cash match 
committed by the bidder (i.e. personnel services, fringe benefits) may be included in the cash match 
only to the extent that these costs were committed as part of the specific direct line item costs. 
 
Further, the cash match shall not include: (1) funds contributed from other Federal sources [see 
exception below]; (2) program income or fees collected from recipients of assistance; or (3) amounts 
committed by the applicant organization for unidentified and/or contingent costs in the budget 
proposal.   
 
There is one exception to not allowing Federal funds as cash match.  Community Development Block 
Grant (CDBG) funds received from the Department of Housing and Urban Development are allowed 
when: (1) the SBDC activities are consistent with the authorized CDBG activities for which the funds 
were granted; and (2) the CDBG activities are identified in the Consolidated Plan of the CDBG 
grantee or in the agreement between the CDBG grantee and the subrecipient of the funds. 
 
The cash match must be committed up front and identified by source and amount in the bidder’s 
budget proposal.  In addition, the contributors requirements, specifications, or deliverables must be 
clearly identified in the proposal.  The cash match account (as well as SBA Federal Funds) allocated 
to the SBDC Program, must be under the direct management of the Alameda SBDC Director.  

 
G. Bidders’ Conference 
 

Bidders and other interested parties are encouraged to attend the optional Alameda SBDC 
Bidders’ Conference, to be held at 1:30pm. on Thursday June 5th, 2008.   
 
The location of the Bidders’ Conference is as follows: 
 
Oakland Metropolitan Chamber of Commerce 
475 14th St  
Oakland, CA 94612   
 

H. Delivery of Proposals 
 

Deliver one (1) package containing three (3) typed copies of the proposal to the Northern California 
SBDC Lead Center at the address listed below, by Thursday August 14th, 2008 NO LATER 
THAN 5:00 P.M. Proposals may not be faxed or emailed.  

 
 

Northern California SBDC Lead Center 
Attn: Alameda SBDC Committee 
209 Siemens Hall, 1 Harpst Street 
Humboldt State University 
Arcata, Ca 95521 

 
Proposals cannot, by State law, be accepted after this time and date and will be returned 



unopened. Proposals received within the prescribed deadline become the property of HSUSPF 
and will not be returned. All rights to the contents therein become those of HSUSPF. Creative 
materials, if applicable, may be returned at HSUSPF’s discretion. The bidder must submit a written 
request and be prepared to pay postage. No materials will be returned prior to an executed, 
approved contract. 

 
I. Budget Form 
 

2 completed ATTACHMENT 3, BUDGET FORMS must be included in each proposal. All 
costs associated with the proposed contract must be included under the format provided. The 
budget forms cannot be altered.  

 
 

The bidder must document that direct expenditures for client services is equal to or greater 
than forty percent (40%) of the total budget. Allowable expenditures to be counted towards 
counseling services include network consultants and salaries and benefits associated with direct 
client contact. 

 
The bidder must match the SBA portion of SBDC funding in a 1:1 ratio (100%).  Up to 50% 
of the required match may be in in-kind match.  A minimum of 50% must be cash match. In-
kind contribution, program income, federal funding (other than CDBG) and indirect costs may not 
be counted toward cash match.  

 
All cash match sources must be identified by providing the contributor, purpose, term of duration 
and amount of dollars for each calendar year of this contract on ATTACHMENT 4, CASH AND 
IN-KIND MATCH INFORMATION with supporting documentation (contracts, cooperative 
agreements, letters of intent, etc.) to substantiate all funds.  

 
J. Grounds For Rejection 
 

HSUSPF reserves the right to waive any immaterial deviation in a proposal; however, the waiver 
of an immaterial deviation in a proposal shall in no way modify the document or excuse the bidder 
from full compliance with the proposal requirements after the bidder is awarded the contract. 

 
A proposal shall be rejected if: 

1. The proposal package is received at any time after the exact time and date set for 
receipt of proposals. 

 
2. ATTACHMENT 2, COVER SHEET is unsigned. 
 
3. The proposal does not meet the requirements and is not prepared as required in 

SECTION IV PROPOSAL FORMAT AND CONTENT and SECTION V, MINIMUM 
REQUIREMENTS. 

 
4. Completed ATTACHMENT 3, BUDGET FORMs for each calendar year of this contract 

are not included in each proposal copy and/or exceeds amount indicated. 
 
5. The bidder has received a substantive negative contract evaluation from the State of California 

or HSUSPF. 



 
6. The proposal contains false or misleading statements or references which do not support an 

attribute or condition contended by the bidder; and if, in the opinion of HSUSPF, such 
information was intended to erroneously mislead HSUSPF in its evaluation of the proposal. 

 
7. The proposal is confidential (excluding bidders financial information), or conditional, 

incomplete or if it contains any irregularities. 
 
8. The bidder does not meet the required cash match and/or ATTACHMENT 4, CASH AND 

IN-KIND MATCH INFORMATION forms are not included or correctly completed. 

 
K. Notice of Intent to Award 

1. The contract will be awarded to the highest scored proposal meeting SECTION V, 
MINIMUM REQUIREMENTS and the evaluation criteria outlined in SECTION VI, 
SELECTION PROCESS AND EVALUATION CRITERIA. HSUSPF reserves the right 
to not award a contract. 

2. Upon selection of a proposed contractor, a Notice of Intent to Award will be posted for 
five (5) working days at at the Norcal SBDC Lead Center Office, 209 Siemens Hall, 
Humboldt State University, Arcata, Ca  95521 

 

L. Protests 

 

1.  If a bidder chooses to protest the Notice of Intent to Award: 

a.  A protest must be filed with the HSUSPF within five (5) working days of the date the 
Notice of Intent to Award is posted. 

b.  The protestant shall file a full and complete written statement specifying the grounds for 
the protest within five (5) working days of filing the protest with HSUSPF if the original 
protest did not contain the complete grounds for the protest. The contract may not be 
awarded until the protest is withdrawn or HSUSPF has rendered a decision. 

d.  HSUSPF sends the protestant an acknowledgment letter within 24 hours of receiving the 
protest.  The letter notifies the protestant of the five (5) working day limit for filing the 
required written statement concerning all the grounds of the protest. 

2.  If no protest is filed with HSUSPF within five (5) working days of the date of the Notice of 
Intent to Award, the contract shall be awarded to the successful bidder. The contract is 
executed the date it is signed by HSUSPF and the successful bidder. 



� � � � � � � � � � 	 � 
 � � � � 
 � � � � � � � � � 
 � � � � � � �

A. Humboldt State University Sponsored Programs Foundation Norcal SBDC Lead Center 
The Humboldt State University Foundation was incorporated in 1952 as a nonprofit public 
corporation for the purpose of promoting and assisting the educational mission of Humboldt State 
University.  Specifically, it oversees commercial operations; administers research and educational 
grants and contracts for the University; and is responsible for the fiscal administration for numerous 
University programs, including the Norcal SBDC program. 
 
 

B.   Norcal SBDC Lead Center and Network 
The regional Small Business Development Center organization is referred to as the “Norcal Lead” 
SBDC.  The Norcal Lead SBDC manages and administers a comprehensive small business assistance 
network, consisting of the lead center and its service centers, under the terms of a Cooperative 
Agreement between the U. S. Small Business Administration and Humboldt State University  
Sponsored Programs Foundation.  This network is part of the Small Business Development Center 
Program. 
 
The Norcal SBDC Network is the collaborative network of Small Business Development Centers 
in fourteen counties that stretch from Monterey to Del Norte, including the San Francisco Bay Area, 
focused on serving the needs of emerging businesses and growth industries unique to the economic 
development regions of the Norcal area. This partnership between HSUSPF and the US-SBA, and 
local host organizations is intended to help entrepreneurs successfully start, grow, and expand their 
businesses. 

 
 
C.   Small Business Development Center Program Overview 
 

The Small Business Development Center (SBDC) Program is sponsored and partially funded by the 
U.S. Small Business Administration (SBA), Humboldt State University (HSU), and the California 
Community Colleges Chancellor’s Office (COCCC).  The SBDC Program is the SBA’s largest 
funded service delivery network providing quality customer service to the small business community.   

 
The Northern California SBDC Network provides a full range of business development and 
technical assistance services made available to small businesses located in rural and metropolitan 
areas. The Norcal SBDC Network emphasizes the provision of in-depth, high-quality assistance to 
small business owners and prospective small business owners in complex areas that require 
specialized expertise. These areas may include, but are not limited to: management, marketing, 
financing, accounting, strategic planning, regulation and taxation, capital formation, venture 
capital, procurement, human resource management, production, operations, economic and business 
data analysis, engineering, technology transfer, innovation and research, new product 
development, product analysis, plant layout and design, agriculture, computer application, 
business law and referral, exporting, office automation, site selection, or any other areas of 
assistance required to promote small business growth, expansion and productivity in the State. 

 
In addition to consulting, the Norcal SBDC Network provides training, conducts special projects 
and provides business specific research and referral services. 



 
The degree to which resources are directed towards specific assistance is determined by local 
community needs, HSUSPF needs, Norcal SBDC Network objectives and US-SBA goals and 
priorities, which are agreed upon and approved by the Norcal SBDC Network Lead Center Director 
and the US-SBA District Office. 

 
D. Alameda Small Business Development Center Overview 
 

The SBDC shall service Alameda County providing specialized technical assistance to small 
business owners and managers and prospective small business owners. The Alameda SBDC shall 
provide services which include but will not be limited to; one-on-one consulting, technical 
assistance and training. 
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The SBDC shall operate pursuant to the Northern California SBDC Network Cooperative Agreement 
with the US-SBA; Federal OMB circulars, US-SBA Guidelines and Regulations; HSUSPF Policy and 
Procedures Manual and Norcal SBDC Network Policy and Procedures Manual. In addition, the SBDC 
shall be audited each year, or as necessary, pursuant to the Norcal SBDC Network audit procedures 
and/or other recognized established audit procedures. 
 
The Scope of Work to be conducted through the contract resulting from this RFP consists of 
the following: 
 
A. Business Plan 
 
Develop a business plan for the Alameda SBDC. The business plan must address the needs to be 
serviced by the SBDC, the services to be provided, how services shall be provided and how program 
impacts (jobs, awards, loans, equity investments, etc.) will be measured and documented.  
 
B. Client Services 
 
The SBDC must design and manage systems for the direct delivery of in-depth and high quality one-
on-one business consulting, specialized training, financial and technical assistance. The system 
designed must meet specific needs of small businesses in Alameda County. Services may be provided 
by SBDC staff or individuals and organizations that have entered into Participation or Cooperative 
Agreements with the SBDC. 

The system must be designed with the specific intent not to compete with the private sector, nor 
duplicate existing services of other organizations. To provide client services, the SBDC will coordinate 
with other entities including local Service Corps of Retired Executives ("SCORE") chapters and 
Small Business Institutes ("SBIs"). 

The SBDC shall ensure that all of its client services are made available to special interest groups 
including: communities impacted by military base closing and reductions in force and minority, women, 
Native American, disabled person and veteran owned businesses. 
 

1. Consulting 

The SBDC shall design and provide quality consulting services to improve the skills and 
knowledge of existing and prospective small business owners/managers. Consulting is a 
process of in-depth, two-way communication between client and counselor. This process 
includes identifying and analyzing the client's needs and problems. To accomplish this, a 
consultant may need to gather information and conduct research in order to formulate a strategy 
for implementation. 

The SBDC shall assist small businesses in solving problems concerning operations, 
manufacturing, engineering, technology exchange and development, personnel administration, 
marketing, sales, merchandising, finance, accounting, business strategy development and other 
disciplines required for small business growth, expansion, innovation, productivity and 
management improvement. 



Consulting services must include underserved small business populations, small business owners 
interested in hiring welfare recipients, and qualified current and former welfare recipients 
interested in starting a business. 

Fees may not be charged for consulting. A bidder charging fees for consulting under another 
grant or contract must adequately address how clients will be screened and served by the 
SBDC compared to those who will be charged fees for consulting services under another 
program. If the bidder serves fee-based clients, identify methods must be established for how 
referrals will be made to the SBDC and how the bidder will ensure conflicts will not arise 
between fee-based and free counseling. The bidder is expected to adopt a conflict of interest 
policy and procedure that minimizes opportunity for such conflicts to occur and sets forth the 
process of time resolution of any conflicts that do arise. 

 
2.  Training 

 
The SBDC will develop and implement an annual training plan for activities including a 
training calendar emphasizing issues faced by businesses in Alameda. 
 
The SBDC shall offer training that is relevant to groups of business owners and/or 
entrepreneurs.  Trainings must be one hour in length or more and have at least six participants 
in attendance.  The Bidder is encouraged to arrange for co-sponsored training with the private 
sector and other organizations, to extend outreach and productivity.  

 
 

3. Financial Assistance 
 

The SBDC shall assist small businesses in business plan development, financial statement 
preparation and analysis, cash flow preparation and analysis, source and application of funds, 
etc. 
 
The SBDC is encouraged to initiate a targeted outreach program for minority entrepreneurs. 
Outreach includes facilitating general bank/community networking seminars, one-on-one 
bank/minority entrepreneur matchmaking sessions and assisting minority business enterprises 
in business plan preparation and other related documents to support a loan package and/or 
equity investment presentation. 
 
SBDCs shall assist their US-SBA District Offices by providing services that increase a small 
business's access to capital. SBDCs in cooperation with US-SBA District Offices are 
expected to offer services to all new US-SBA clients. 

 
 
D. Project Staffing 
 
In order to complete the tasks required, the SBDC shall maintain staffing, at a minimum level, as 
follows: 
 

1. One (1) full-time Director 
 

An individual with a minimum of five (5) years experience in management and administration 



of programs in small business or economic development and at least three (2) years experience 
in administration of grants/contracts. Director will be approved by the NorCal SBDC Region 
Director..   

 
2. One (1) half-time Administrative Assistant 

 
Individual must have three (3) years experience in general business practices, with 
extensive knowledge in budgets, and computer skills. 

 
 
E. Project Management 
 
To accomplish the Scope of Work tasks, the SBDC needs to link resources of federal, state and local 
governments, institutions of higher education, non-governmental organizations, and the private 
sector. The SBDC shall enter into Cooperative Agreements with other service providers (e.g. 
colleges, universities, chambers of commerce, economic development organizations, etc.) to ensure 
optimum use and coordination of services. The SBDC coordinates services with other small business 
service providers (e.g. cosponsoring training activities). Where another service provider has 
effectively addressed a particular niche in a local area, SBDCs coordinate to support that role and 
provide services that address unmet needs. SBDC services shall not compete with private sector 
services or duplicate existing services. 
 
The SBDC shall create and maintain relationships with other small business service providers throughout 
Alameda County to coordinate services including information dissemination, counseling and technical 
assistance and business education and special projects. Special projects include research; publications; 
database development and target market seminars or conferences for minority, women, veterans or 
disabled person owned businesses; dislocated businesses, technology transfer; government procurement; 
SBIR grant program; SBTT program, international trade; and, small business incubators.  

 

F. Milestones 

 
The SBDC must develop milestones for the number of consulting clients, hours, training units and 
training attendees. Milestones proposed must be posted on ATTACHMENT 5, PLANNED 
MILESTONE ACCOMPLISHMENTS for each calendar year of this contract. Milestones shall be 
evaluated based on cost-effectiveness, realistic projections and responsiveness to special target needs. 
Milestones may be revised during contract negotiations. 

 

 

 

 

 

 

 



SECTION IV. PROPOSAL. FORMAT AND CONTENT 

These instructions prescribe the mandatory proposal format and content to be used in 
each proposal. PROPOSALS MUST BE PREPARED AND SUBMITTED IN THE 
FOLLOWING FORMAT TO ENSURE ACCURATE EVALUATION. 
 
Required Content and Format 
 

1. ATTACHMENT 2 , COVER SHEET completed and signed by an authorized signatory. 
 

2. Table of Contents information is organized as outlined in this Section with corresponding page 
references. 

 
3. Board Resolution/Minutes 

Provide an executed resolution or approved minutes signed by the board of directors or board 
or body of the local governing entity of the bidder's organization. If the bidder is a local 
governmental body and resolutions or minutes are not signed by the governing body, then an 
authorized representative must submit a signed resolution or minutes.  

 
4. Description of Organization (12 pages maximum, excluding Attachment 4) 
 

a. Provide a description of the nature of the organization's services and activities. 
Note when the organization was established, brief history, and location. 

 
b. Provide evidence of being a private non-profit corporation in good standing, public 

institution, or local government, including institutions of higher education. Provide 
documentation of incorporation, if applicable. 

 
c. Submit an organization chart showing the hierarchy of the organization and how the 

SBDC will be administered. The chart must show the relationship between the 
proposed host entity, the SBDC director and all project personnel. 

 
d. Describe the organization's capacity to establish, maintain and operate the SBDC. 

 
e. Describe the organization's capacity for growth (e.g. adding no-cost consulting 

services, extending services with satellite offices, etc.). 
 
f. Document at least five (5) years of experience in business assistance program 

management and administration. 
 

g.  Describe the organization's ability to maintain a separate bank account, or cost accounting 
center, for all SBDC funds, including cash match and program income.  

 
h. Describe all contractual relationships and agreements providing cash or in-kind 

contributions supporting the organization, other than those counted for cash match for this 
proposal (ATTACHMENT 4, CASH AND IN-KIND MATCH INFORMATION- one for 
each calendar year of the contract period). 

 



Provide a list of all other funded projects within the organization or government 
subdivision including a narrative description of the project. 

 
j .  Provide a description of the proposed SBDC location and facilities, demonstrating 

accessibility to the small business community to be served. The facility must have 
handicapped accessibility, potential prominent identification as a "Small Business 
Development Center," private office space, and accessible parking available at reasonable 
or no cost.  

 
k.  Provide specific examples of service delivery and experience in small business 

development. Describe small business resources and networks to be used to provide specific 
proposed small business services. 

 
l.  List organizations with whom you intend to enter into Cooperative Agreements with in 

the operation of the Alameda SBDC. 
 

5. Personnel/Management (3 pages maximum, excluding résumés) 
 

a. Provide a narrative description of the proposed SBDC personnel structure and how 
the structure meets all staffing requirements. 

 
b. Provide résumé(s) for proposed key staff and the bidder's intended supervisor for the 

SBDC Director. 
 

c. List individuals or firms with whom you intend to enter into Participation Agreements to 
provide professional services as independent contractors. Provide the rate agreed upon 
for hourly services.   

 
6. Client References 
 

Provide HSUSPF with a minimum of three (3) small business client references to whom the 
bidder has provided one-on-one, in depth, consulting services in the last five (5) years. 
Include the name of the organization, contact person, address, phone number and email 
address. 

 
 

7.  Scope of Work (10 pages maximum, excluding Attachment 5) 
 

a. The Scope of Work must be presented in a narrative form, demonstrating the bidder's 
ability to complete all of the stated tasks and requirements. The narrative shall address 
all the tasks and requirements described in SECTION III, SCOPE OF WORK in 
adequate detail. 

 
b. To prove capability for each of the tasks and requirements listed in the Scope of Work, 

describe methodologies to be used including procedures, records maintenance, accuracy 
checks and quality controls. Sufficient detail that outlines how each task and requirement 
will be completed or met and documented must be provided. 

 
c. If any portion of the Scope of Work is proposed to be contracted out, the bidder must 



identify and document which portions will be performed by subcontractors and their 
qualifications and expertise.  

 
d. ATTACHMENT 5, PLANNED MILESTONE ACCOMPLISHMENTS must be complete 

for each calendar year of the contract period. 
 

 
8. Budget Form 
 

Each proposal must contain completed ATTACHMENT 3, BUDGET FORM. Format 
cannot be altered. All costs associated with the implementation of this proposal shall be 
included in ATTACHMENT 3, BUDGET FORM, for each calendar year. An electronic 
copy may be downloaded from www.norcalsbdc.org/rfp. . 

 
a. Cash match of at least 50% is on ATTACHMENT 3, BUDGET FORM. 
 
b. In-kind match showing the difference between Cash match and the one hundred percent 

(100%) match requirement. 
 

c. ATTACHMENT 4, CASH AND IN-KIND MATCH INFORMATION must be completed 
for each calendar year of the contract. 

 
 

9. Other Attachments (SECTION VIII. ATTACHMENTS) 
 

ATTACHMENT 2, SBDC CONTACT INFORMATION must be completed. 
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The following list will serve as HSUSPF's checklist to verify the inclusion of minimum 
requirements. If any single item receives a negative response, the proposal may be eliminated from 
further review and considered non-responsive. 

These instructions prescribe the mandatory information to be provided in the proposal. 

A. Delivery of Proposal Package 
 

Mail or deliver one proposal package containing seven (3) typed copies of the proposal to the Norcal 
Lead SBDC office at the address listed in SECTION I, INTRODUCTION, Paragraph I, by Thursday 
August 14, 2008 no later than 5:00 p.m., regardless of postmark. 

 
B. Proposal Content and Format 

 
1. ATTACHMENT 2, COVER SHEET Completed and signed by an authorized signatory. 

 
2. Table of Contents Information is organized as presented in SECTION IV, PROPOSAL 

FORMAT AND CONTENT with corresponding page references. 
 

3. Board Resolution/Minutes   
Executed resolution must be attached. If the bidder is a local governmental body (i.e., city 
council, board of supervisors or school district) then an authorized representative must submit 
a signed council or board resolution or approved minutes. 

 
4. Description of Organization 

The proposal includes the following  
a. Organization's services and activities  
b. Evidence of being a non-profit corporation, public institution, or local government 
c. Organization Chart  
d. Organization's capacity to operate SBDC  
e. Organization's capacity for growth  
f. Documentation of five (5) years experience in business assistance program management 

and administration 
g. Description of the organization's ability to maintain a separate bank account or cost 

accounting center for all SBDC funds  
h. Contractual relationships and agreements providing cash or in-kind contributions, other 

than those counted for cash and in-kind match for this proposal  
i. A list of all other funded projects within the organization or government 

subdivision 
j. Proposed SBDC location and facilities 
k. Specific examples of service delivery 
l. A list of organizations with whom the organization intends to enter into a Cooperative 

Agreement  
   
         



5.  Personnel/Management 
The proposal includes the following:  
a. Narrative description ensuring staff are hired by September 15, 2008 
b. Narrative description of personnel structure 
c. Resumes and Job Descriptions 

Current resumes must be provided for each proposed staff person and for the bidder's 
intended supervisor over the SBDC Director. Resumes must not exceed two (2) pages. Job 
descriptions must be provided for all proposed staff positions  

d. List of individuals or firms expected to enter into Participation Agreements  
 

6. Three (3) Small Business Client References 
Including the name of the organization, contact person address, phone and fax number 
(no more than one (1) page per client reference) 

 
7. Scope of Work is provided in narrative format. 

a. All tasks and requirements described in the Scope of Work are addressed 
b. ATTACHMENT 5, PLANNED MILESTONE ACCOMPLISHMENTS FOR 2009 

must be completed 
 

8. Budget Forms are completed and provided in each proposal copy 
a. Cash match of at least fifty percent (50%) is provided 
b. In-kind match showing the difference between Cash match and the one hundred percent 

(100%) match requirement. 
c. Indirect costs do not exceed four percent (4%) of total direct costs for 2008/2009 on 

ATTACHMENT 3, BUDGET FORMS 
d. ATTACHMENT 4, CASH AND IN-KIND MATCH INFORMATION is complete for 

each calendar year of the proposal. 
e. Cash match source is acceptable 

9. Other Attachments (SECTION VIII. ATTACHMENTS) 
a. ATTACHMENT 3, SBDC CONTACT INFORMATION is completed 
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Each proposal shall be evaluated to determine responsiveness to HSUSPF's needs as described in this 
proposal package. HSUSPF reserves the right at any time to reject any or all proposals.  
 
A. Process 
 

1. After the period has closed for receipt of proposals, each proposal will be evaluated to 
determine compliance with SECTION IV, PROPOSAL FORMAT AND CONTENT, and 
SECTION V, MINIMUM REQUIREMENTS. If a proposal does not meet all requirements, 
it will be considered nonresponsive and rejected from further competition. 

 
2. All proposals meeting SECTION V, MINIMUM REQUIREMENTS will be 

forwarded to the evaluation committee. 
 

3. The evaluation committee will then judge all responsive proposals and arrive at an awardee 
based on the highest score. The evaluation committee reserves the right to interview finalists. 
Scoring will utilize the evaluation form which follows. 

 
4. The evaluation committee reserves the right to designate one or more members of the 

committee to perform the oral interviews, so that grading of oral interviews may be done by 
fewer than the entire committee. 

 
5. The evaluation committee reserves the right to conduct a site visit, if needed, of the 

identified highest score(s) from the oral interviews. The evaluation committee reserves the 
right to designate one or more members of the committee to perform the site visit, so that 
approval may be granted by fewer than the entire committee. The site visit, if needed, will 
confirm information presented in the RFP. If site visit(s) are not passed, then a site visit will 
be conducted for the next highest scoring proposal(s). 

 
6. The contract will be awarded to the highest scored proposal based on the quality of the 

proposal, the cost of services offered, and an approved site visit, if deemed necessary. 
 

7. HSUSPF reserves the right not to award any contracts. 

8. A Notice of Intent to Award will be posted for five (5) working days at 
HSUSPF (see SECTION I, INTRODUCTION, Paragraph L). 

9. The highest scoring bidder shall be notified verbally or in writing as to their selection 
as the proposed contract awardee when HSUSPF posts the Notice of Intent to Award. 

10. Preliminary contract negotiations shall begin on or after the date the Notice of Intent to 
Award is posted. 

 

 

 



B. Proposal Evaluation Criteria 

Proposals will be reviewed, evaluated and scored by an evaluation committee. Evaluation of 
proposals will be based on the criteria shown as follows for each component; each component 
will be scored according to the degree of responsiveness present in the proposal being evaluated. 
A component score will not exceed the possible points shown for that component. The proposal 
score, before adjustment for any preference which may apply, will be the sum of the points 
allowed as assigned to each component. 

1. Quality of organization history in providing small business services; working 
relationships with other service providers; plan to use network to coordinate services; 
cooperative and participation agreements.  

  
2. Quality and thoroughness of counseling and training service plan; variety and 

appropriateness of topics to local business needs; effective use of resources and plan 
avoids duplication of services.   

 
5. Qualifications of personnel. Knowledge and expertise of proposed staff, subcontractors and 

consultants in small business assistance (including resumes and job descriptions). 
 

6. Adequacy of organization infrastructure and system; management of other 
contracts; capacity for growth.   

 
7. Proposed milestones are cost effective, realistic, relate well to needs statement, 

including special projects and/or targets. Appropriateness of budget 
allocations.   

 
8. Adequacy of plan to market services of SBDC and services designed to target 

special emphasis groups.   

 

C. Oral Interview Evaluation Criteria 
 
The evaluation committee may, if deemed necessary, conduct oral interviews. Interviews apply 
only to the top scoring finalist(s) (and their proposed subcontractors if requested), as selected by 
the evaluation committee. The oral interview will allow finalists to demonstrate their 
understanding of the project objectives, and to articulate their capability to meet or exceed the 
requirements of this RFP. 
 
The evaluation committee reserves the option of conducting the interview via teleconference, or 
at the finalist's and/or the proposed subcontractor's site, or other designated site. 
 
The evaluation committee reserves the right to designate one or more members of the committee 
to perform the oral interviews, if needed, so that grading of oral interviews may be done by fewer 
than the entire committee. 
 
 



The following criteria will be used for scoring the oral interview. 

1. Quality and completeness of answers to questions regarding the proposed work 
plan. Professionalism of personnel assigned to the account.   

2. Bidder's ability to articulate and approach to the project that complements the 
Scope of Work by generating ideas and information on the subject of small 
business development, and economic development as it relates to job creation 
and retention. 

3. Bidder's ability to integrate its ideas into overall SBDC Program objectives for 
the Northern California SBDC Network.  

D. Site Visit 
 
The evaluation committee reserves the right to conduct a site visit, if needed, of the identified highest 
scoring proposal. The evaluation committee reserves the right to designate one or more members of the 
committee to perform the site visit, if needed, so that approval may be granted by fewer than the entire 
committee. The site visit, if needed, will confirm information presented in the RFP, and may include 
the site of any proposed subcontractors. If a site visit is required, confirmation will be reviewed on a 
pass/fail basis. If the site visit confirms any item required in the RFP cannot be met, the bidder will be 
rejected from the competition and the next highest scoring bidder will become the finalist pending a 
site visit. Additional materials other than those offered in the original proposal may not be brought 
forward for consideration during the site visit. 
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A. Addenda 
 
HSUSPF reserves the right to amend, alter or change the rules and conditions contained in this RFP 
prior to the deadline for submission of proposals.  
 
HSUSPF reserves the right to negotiate with any qualified bidder, or to modify or cancel in part or in its 
entirety the sample contract provisions if it is in the best interest of HSUSPF to do so. 
 
B. Bidder's Costs 
 
Costs for developing proposals are entirely the responsibility of the bidder and shall not be reimbursed 
by HSUSPF. 
 
C. Definitions and Terms 
 

1. HSUSPF has established certain requirements with respect to proposals to be submitted by 
prospective contractors. The use of "shall", "must" or "will" (except to indicate future tense) in 
the RFP indicates a requirement or condition from which a deviation, if not material, may be 
waived by HSUSPF. 

 
2. The words "should" or "may" in the RFP indicate desirable attributes or conditions, but 

are non-mandatory in nature. Deviation from, or omission of, such a desirable feature, 
even if material, will not in itself cause rejection of the proposal. 

 
3. The use of the terms "HSUSPF" refers to the Humboldt State University Sponsored 

Program Foundation, unless indicated otherwise. 
 
4. The use of the terms "bidder" refers to organizations responding to this RFP. 
 
5. Any party which the bidder wishes HSUSPF to include in its evaluation of the bidder's 

qualifications and capability must be labeled as a "partner" or "major subcontractor" 
(terms of similar nature are acceptable). 

 
6. "Cash Match" Non-Federal funds allocated specifically to the operation of the SBDC. Cash 

match includes direct cost committed by the applicant or recipient organization, to the extent 
that such costs are committed as part of the verified, specific, line item direct costs prior to 
funding. Cash match does not include indirect costs, overhead costs, or in-kind contributions. 

 
7. "Program Income" Income earned or received by the SBDC from any SBDC 

supported activity, typically participant fees for trainings. 
 
8. “In-Kind Match” In-kind is a non-cash match contribution based on the value 

of goods and services that are provided to the project, which may include office 
equipment and office space.  
 

9. “Calendar Year”  Any period of time from January 1 through December 31. 
For accounting and other purposes measure in quarters; January-March, April-
June, July-September, October- December. 

 



F. Debriefings 
 
Written debriefings of the evaluation results will not be provided to unsuccessful proposals. Oral 
debriefings may be provided at HSUSPF's discretion. 
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 ATTACHMENT 3 
Budget (Excel version at www.norcalsbdc.org/rfp ) 
 

Description 
Ledger 
Code SBA Funds COCC 

Other 
Cash 
Match 

Total 
Cash 
Match 

In-
Kind 

Total 
Match 

Program 
Income Total 

a. Personnel                   

 List individual positions  0 0 0 0 0 0 0 0 

   0 0 0 0 0 0 0 0 

Total Personnel   0 0 0 0 0 0 0 0 
                   

b. Fringe Benefits                   

Benefits @___%  0 0 0 0 0 0 0 0 

Total Fringe Benefits   0 0 0 0 0 0 0 0 
                   

c. Travel                   

In region miles @ xx/mile    0 0 0 0 0 0 0 

Other In-State    0 0 0 0 0 0 0 

ASBDC Conference    0 0 0 0 0 0 0 

Total Travel   0 0 0 0 0 0 0 0 
                   

d. Equipment                   

   0 0 0 0 0 0 0 0 

Total Equipment   0 0 0 0 0 0 0 0 
                   

e. Supplies                   
General Office and 
Operational  0 0 0 0 0 0 0 0 

Total Supplies   0 0 0 0 0 0 0 0 
                   

f. Contractual                   

 List contracts  0 0 0 0 0 0 0 0 

   0 0 0 0 0 0 0 0 

Total Contractual   0 0 0 0 0 0 0 0 
                   

g. Consultants                   

 List individuals  0 0 0 0 0 0 0 0 

   0 0 0 0 0 0 0 0 

Total Consultants   0 0 0 0 0 0 0 0 
                   

h. Other                   

Community Outreach    0 0 0 0 0 0 0 

Communications    0 0 0 0 0 0 0 

Data Processing    0 0 0 0 0 0 0 

Main Office    0 0 0 0 0 0 0 

Workshop Facilities    0 0 0 0 0 0 0 

Internet Services    0 0 0 0 0 0 0 

Postage    0 0 0 0 0 0 0 

Printing    0 0 0 0 0 0 0 

Accounting    0 0 0 0 0 0 0 

Total Other   0 0 0 0 0 0 0 0 
                   

i. Total Direct                   

   0 0 0 0 0 0 0 0 

Total Direct   0 0 0 0 0 0 0 0 
                   

j. Indirect costs                   

Rate  0 0 0 0 0 0 0 0 

Total Indirect  0 0 0 0 0 0 0 0 
                    

k. Totals                   

 Total   0 0 0 0 0 0 0 0 



ATTACHMENT 4 
 
CASH AND IN-KIND MATCH INFORMATION 

 
Certification of Match  

Source of Cash Match  Amount 
  
  
  
  
  
  
Total (must match budgeted cash match) $ 
 
Source of In-Kind Match  Amount 
  
  
  
  
  
  
Total (must match budgeted cash match) $ 
 
As the authorized representative of the Applicant Organization, I hereby certify that the Small Business 
Development Center program budget as set forth in this proposal contains match in the amount and from 
the sources listed above.  I certify that these funds are/will be under the control of the SBDC Center 
Director and that these funds are not being used to match any other federal funds.  I certify that signed 
contracts memorializing these funds are in place/will be in place and will be available at the Service 
Center for review by the Northern California Lead Center upon request. 
 
Signature of Authorized Official Name and Title Date 
   

 
 



ATTACHMENT 5 
Planned Milestone Achievements   
Counseling Milestones 

Please enter milestones in the tables below.  Please spread your numbers across the quarters as you 
believe they will actually occur..   
 

Counseling Milestone 
 Second 

Quarter 
Third 

Quarter 
Fourth 
Quarter 

Total 

Total Counseling Hours      
Total number of Clients      
Average hours per case        
 
If your counseling milestones include online counseling, please briefly describe how your Service Center 
conducts online counseling: 
 
Training Milestones 

Please enter milestones in the tables below.  Please spread your numbers across the quarters as you 
believe they will actually occur, not just 25% per quarter.  Multiple session trainings are counted as one 
unit unless each class is a stand-alone curriculum. 
 

Training Milestone 
 Second 

Quarter 
Third 

Quarter 
Fourth 
Quarter 

Total 

Number of Trainings      
Number of Hours      
Number of Attendees      
Estimated Total Program Income      
 
 
 

##END## 


