
REQUEST FOR TASK ORDER 
QUOTATIONS 

(THIS IS NOT AN ORDER) 

TYPE OF MARKET 

    OPEN   SET-ASIDE XX  DCSS    GSA 

PAGE  OF  PAGES 

              1 2 

 1. REQUEST NO. 2. DATE ISSUED 3. REQUEST/PURCHASE REQUEST NO. 4. NIGP COMMODITY CODE 

961-30-23 
CAPTION 

Temporary Support 
Staffing Services 

RQ691770 6/3/2010 DCGD-2010-Q-1770 

5A. ISSUED BY 
OFFICE OF CONTRACTING AND PROCUREMENT 
441 4TH STREET, N.W. 
SUITE 700 SOUTH 
WASHINGTON, DC  20001 

6. DELIVER BY (Date) PLEASE PROVIDE A DELIVERY DATE*** 
 

7. DELIVERY 
 

FOB DESTINATION 

  
 
 OTHER (See Schedule) 

5B. FOR INFORMATION CALL: (Name and telephone no.) (No collect calls) 

Nicole Matthews 202-724-2122   FAX NO. 727-0245 
 Email: nicole.matthews@dc.gov 
8. TO: NAME AND ADDRESS, INCLUDING ZIP CODE 
 
 

 
9. DESTINATION (Delivery Address) 

District of Columbia Government- Office of the State 
Superintendent of Education (OSSE) 

10. PLEASE FURNISH QUOTATIONS TO  
      ISSUING OFFICE  (See 5A and 5B 
     above) ON OR BEFORE CLOSE OF 
     BUSINESS (Date and Time) 

    6/11/2010 @11:00am 

11. BUSINESS CLASSIFICATION (Check appropriate boxes) 
 
 
 

 SMALL 
 

LOCAL 
 

RESIDENT OWNED 

 
 
 

LONG TIME RESIDENT 

 
 
 

 ENTERPRISE ZONE 
IMPORTANT: This is a request for information, and quotations furnished are not offers. If you are unable to quote, please so indicate on this form and return it.  This request does 
not commit the Government to pay any costs incurred in the preparation of the submission of this quotation or to contracts for supplies or invoices.  Supplies are of domestic origin 
unless otherwise indicated by quoter.  Any representations and/or certifications attached to this Request for Quotations must be completed by the quoter.  

12. SCHEDULE (Include applicable Federal, State and local taxes) 
ITEM NO. 

(a) 
SUPPLIES/SERVICES 

(b) 
QUANTITY 

(c) 
UNIT 
(d) 

UNIT PRICE 
(e) 

AMOUNT 
(f) 

1 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
  
 
 

 
The Office of the State Superintendent of 
Education seeks a qualified contractor to 
provide temporary staffing services for the 
following position:  
 
(16) Program Analyst 
 
Period of Performance:  Date of Award 
through September 30, 2010. 
 
See attached Statement of Work for Job 
Requirements and Qualifications 
 
Please submit attached Price Schedule 
 
*Prices shall be in accordance with DOL 
Wage Determination No.: 2005-2103, 
Revision 8 dated 5/26/2009. 
   
 
THIS PROCUREMENT MAY RESULT IN 
A MULTIPLE AWARD. 
  
Bidder(s) shall be licensed, bonded insured. 
Bidder(s) shall submit copies of their 
licensed, bonded and insured documents with 
Request for Quotation. Failure to submit 
Documents will be cause for rejection of bid.  

  
 
 
 
 
 

1306 
(NTE) 

TOTAL 
AMOUNT OF 

HOURS 

 
 
 
 
 
 
HR 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



SORRY, NO LATE BIDS WILL BE ACCEPTED UNDER 
ANY CIRCUMSTANCES. 
 

 
13. DISCOUNT FOR PROMPT PAYMENT   

10 CALENDAR DAYS 20 CALENDAR DAYS 30 CALENDAR DAYS CALENDAR DAYS 
 

% 
 

% 
 

% 
 

% 
. 
14. NAME AND ADDRESS OF QUOTER (Street, city, county, State and ZIP Code) 
 

14. SIGNATURE OF PERSON AUTHORIZED TO  
       SIGN QUOTATION 
 
 

16. DATE OF QUOTATION 
 

 
 
 
 
 

17. NAME AND TITLE OF SIGNER (Type or print) 18. TELEPHONE NO. 
      (Include area code)  

 
 

 

STANDARD FORM 18 (Rev. 10-83) 
Prescribed by GSA 

FAR (48 CFR) 53.215-1(A) 
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SECTION B 
SUPPLIES OR SERVICES AND PRICES 

 
B.1  The District of Columbia (District) Office of Contracting and Procurement on behalf of 
the Office of the Deputy Mayor of Education (ODME) is seeking expert advice and consultation 
to support the Office of the State Superintendent of Education (OSSE) in providing monitoring 
services to nonpublic schools with regard to the Individuals with Disabilities Education Act 
(IDEA).  
 
B.3    SCHEDULE 
 
B.3.1    BASE YEAR (ESTIMATE) 
 
Contract 
Line Item 
Number 
(CLIN) 

Description of Services  Price  
Per Hour 

 
Total 

Number 
of Hours 

Total  
Price 

(Budget) 

0001  Monitoring staff/services    1,306   
 

 

COST ESTIMATES: 
 
Total Number of School Visits: 95 
 
Number of persons per site visit: 2 
 
Number of hrs. per school visit: 6 
 
Average number of site visits per week: 12 
 
Total Number of site visit hours: 1,306 
 
Total number of Monitoring Assistants: 16 
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SECTION C 
DESCRIPTION/SPECIFICATIONS/WORK STATEMENT 

 
C.1  SCOPE 
 
The  District  of  Columbia  (District) Office  of  Contracting  and  Procurement,  on  behalf  of  the 
Office  of  the  State  Superintendent  of  Education  (OSSE),  is  seeking  qualified  educational 
monitors who will perform monitoring  visits  to 95 private  schools  in which District  students 
with disabilities are placed.   The purpose of the monitoring visits  is to evaluate the degree of 
provider compliance with  the  Individuals with Disabilities Education Act  (IDEA) and  to ensure 
compliance  related  District  of  Columbia  Official  Code.   Monitoring  visits  will  take  place  at 
nonpublic day programs  in  the District of Columbia, Maryland,  and Virginia  in which District 
children are receiving special education and related services. 
  

 
C.1.1  Applicable Documents 
 

Item 
No. 

Document Type  Title 

1  Statute  Individuals with Disabilities Education Act, 20 USC § 1400 et seq. 
http://www.law.cornell.edu/uscode/20/usc_sec_20_00001400‐‐
‐‐000‐.html 

2  Regulations  34 CFR Parts 300 and 301 
http://ecfr.gpoaccess.gov/cgi/t/text/text‐
idx?c=ecfr&tpl=/ecfrbrowse/Title34/34cfr300_main_02.tpl 
 

3  DC Code  Chapter 38 
http://weblinks.westlaw.com/toc/default.aspx?Abbr=dc%2Dst%
2Dweb&Action=expandtree&AP=N616B62E095D211DB9BCF9DA
C28345A2A&ItemKey=N616B62E095D211DB9BCF9DAC28345A2
A&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL10.04&
VR=2.0&SPa=DCC‐
1000&fragment#N616B62E095D211DB9BCF9DAC28345A2A 

 
C.2  BACKGROUND 
 
The Office of  the State Superintendent of Education  (OSSE) has  the responsibility of  issuing a 
Certificate of Approval (COA) to nonpublic schools that provide services to District of Columbia 
students with disabilities and are  in compliance with the requirements  in Chapters 22, 25, 30, 
and  38  of  Title  5  of  the  District  of  Columbia  Municipal  Regulations.  By  DC  law,  OSSE  is 
responsible for monitoring all nonpublic schools at least once within a three year period.  
 
As part of these responsibilities, the Contractor will provide expertise and additional capacity to 
provide monitoring services.  
  
C.3  REQUIREMENTS 
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C.3.1  The Contractor shall work collaboratively with the OSSE’s Department of Special 
Education to develop and provide the following services: 

 
1. Participate in training related to the monitoring process and use of related 

monitoring tools and sumbit a training attendance to COTR.  
 
2. Demonstrate competency in using monitoring tool before monitors are able to 

begin on‐site visits.  
 

3. Conduct site visits, including the use and completion of the monitoring tool and 
interview protocol per each site visited and provided site visit report within 48 
hours of site visit to COTR.  
 

 
5.  Conduct interviews and focus groups with diverse stakeholders at each site visit 

(including but not limited to general education teachers, special education 
teachers, related service providers, parents, and special education coordinator). 
Draft and submit monitoring reports. 

 
6.  Submit all notes and reports organized by site via hard and electronic copies to 

the Nonpublic Monitoring Supervisor.  
 
7.  The Contractor shall provide adequate staff to allow adherence to a project plan.   
 

C.3.2  MONITORING OF SERVICES PROVIDED AND MAINTENANCE OF SUPPORTING DOCUMENTATION 
 
C.3.2.1  The Contractor shall maintain detailed records that demonstrate that the 

services provided have been performed.  Such records shall include, at a 
minimum, for each service, the names of the persons providing the services, the 
hours that each individual worked, a description of the service, and the dates 
that the services were provided monthly. 

 
C. 3.3  Qualifications and Experience of Offeror’s Staff  
 

Offeror’s proposed key personnel shall have the necessary qualifications and experience 
to perform the District’s requirements as described in Section C of this solicitation.  
Specifically, points will be awarded based on the following priorities: 
 
1. The Offeror, including all key personnel, has experience with educational 

monitoring of similar size and scope within the past five years. The Offeror shall 
provide a list and description of weekly work products.  The Principal shall have a 
minimum of three years of experience in monitoring. 

2. The Offeror, including all key personnel, has experience conducting interviews and 
collecting data from diverse stakeholders.  
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3. The Offeror, including all key personnel, has ample experience organizing notes 
and writing monitoring reports. Note: Selected vendor will be expected to adhere 
to all timelines related to work products and will be required to submit a weekly 
status report on all written deliverables to demonstrate compliance with 
timelines. 
 

4. The Offeror, including all key personnel, has sufficient resources to meet the 
requirements and deadlines of the project (i.e., sufficient technology and support 
mechanisms).  There is sufficient time commitment by staff to meet the 
requirements and deadlines of the project.  

 
5. The Offeror, including all key personnel assigned to this task are appropriately 

skilled to carry out the proposed tasks (as evidenced by their professional 
experience and documented evidence of providing educational organizations with 
quality written work products.)  

 
 
C.3.4  TECHNICAL CAPACITY 
 
C.3.4.1 Experience 
 
The vendor or employees working on this project must have the following experience/skills: 
 

 

a) Preferred previous work experience in educational settings and successfully conducting 
interviews with diverse stakeholders (e.g. teachers, school administrators, parents, 
middle and high school students, related service providers); 

 
b) Demonstrate strong writing skills, including experience in writing monitoring reports; 

 
c) Successfully complete all required background checks and submit a copy to OSSE; 

 
d) Complete a confidentiality agreement & and attend the mandatory DSE Monitoring 

training; 
 

e) Possess the minimum of a bachelor’s degree; 
 

f) Possess the ability to represent the agency using a professional demeanor, including but 
not limited to verbal and written communication and personal appearance; 

 
g) . 

 
 

C.3.2.2 Knowledge 
 
The vendor must have experience with and/or knowledge of the following: 
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1. Education laws within the District of Columbia;  
   
2. Federal education laws; and 
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SECTION F 
DELIVERY OR PERFORMANCE 

 
F.1  TERM OF CONTRACT 
 

The base period of the contract shall be the date of award to September 30, 2010. 
 
F.2.  DELIVERABLES 
 

The Contractor shall submit the following deliverables to the COTR. 
 
Deliverable 

No. 
Description of Deliverable  Format/Method of 

Delivery 
Due Date 

1  Training Attendance (C.3.1.a)  Hardcopy?  April 

2  Complete performance 
assessment  

Supervisor Evaluation of 
Performance  

April 

3  site visits report (C.3.1.c)  Written Documentation 
 

(soft and hard copies) 

Within 48 hours of 
site visit  

4  Completion of monitoring tool & 
interview protocols (C.3.1.d) 

Written Documentation 
 

(soft and hard copies) 

Within 48 hours of 
site visit 

5    Written Documentation 
 

(soft and hard copies) 

Within 48 hours of 
site visit 

6  monitoring reports (1 per visit) 
(C.3.1.e) 

Written Documentation   
 

(soft and hard copies) 

Within 48 hours of 
site visit 

7  All note and reports organized 
(C.3.1.f) 

Written Documentation 
(soft & hard copies) 

?? 

8  Completion of weekly status 
update related to staff 
assignments (C.3.1.g)  Spreadsheet  

Provided on a 
weekly basis to  
Nonpublic 
Monitoring 
Supervisor 

 
 
 
 
 
 
 
 
 


