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	Town of Gilbert
Solicitation Number: 325000547
Employee Engagement Survey RFP
RESPONSE WORKBOOK
	
Town of Gilbert
Purchasing Department
50 E. Civic Center Drive
Gilbert, AZ 85296



[bookmark: _Toc499127717][bookmark: _Hlk499026029]Proposer is to complete this Response Workbook and submit as their response to this RFP. NOTE: ALL REQUIRED RESPONSES ALONG WITH THE PROPOSAL FORM AND ALL ATTACHEMENTS MUST BE RETURNED. MISSING INFORMATION OR FORMS WILL RESULT IN THE PROPOSAL BEING REJECTED. ALL FORMS MUST BE SIGNED/NOTARIZED AS INDICATED ON THE FORMS. 

Proposer Name: (Offeror to include response here)
Proposer Address: (Offeror to include response here)
Proposer Email: (Offeror to include response here)
Proposer Phone/Cell Phone Name and Number: (Offeror to include response here)

REQUIRED RESPONSES:

Proposer’s answers to the following questions will comprise the Proposer’s response to this RFP. It should be noted that all attachments or exhibits prepared by the Town and referenced herein are incorporated by reference into the Offeror’s response and shall be included in a final contract with the successful Proposer.  Information prepared by the Proposer and submitted with their proposal may be incorporated into a final contract (for example program offerings, curriculum, key personnel, or performance metrics). 


1. [bookmark: _Hlk3908130]ORGANIZATIONAL CAPACITY AND EXPERIENCE 
1.1. Introduce your company and include office location(s); primary headquarters; how long your firm has been in business; services provided by the firm; the number of employees; organization chart; names of principals/project team, their disciplines and Arizona registration(s). Include phone numbers and email addresses for points of contact.
(Offeror to include response here)
1.2. Please provide information that supports your organization’s ability to provide services listed in the Scope of Work and Description of Services of the RFP.
· Organization’s growth and historical milestones
(Offeror to include response here)
· Mission Statement
(Offeror to include response here)
· Areas of specialty 
(Offeror to include response here)
1.3. References – provide information from three (3) references of projects of similar size and scope, these references MUST complete the information listed in Attachment A. Attachment A can be found in the RFP posting. 
1.4. Describe what experience your organization has in:
· Expertise of Key Staff
(Offeror to include response here)
· Experience providing successful program and partnership management, and efforts during the term of the contract.
(Offeror to include response here)
· Prior projects with other government entities or similar services within the last 3 years
(Offeror to include response here)

2. METHOD OF APPROACH

2.1. Service Delivery 
2.1.1. Please describe your organization’s ability to address the Town’s current and future challenges as listed in Business Challenge/Problem of the RFP. 
(Offeror to include response here)
2.1.2. Describe your organization’s planned approach in working in partnership with the Town of Gilbert.
(Offeror to include response here)
2.1.3. Please describe your organization’s planned approach in meeting the goals as listed in the Goals section of the RFP.
(Offeror to include response here)

2.2. Staffing & Training 
2.2.1. Describe the roles and responsibilities of the key personnel who will be performing the duties for this project.
(Offeror to include response here)
2.2.2. Describe how your firm will maintain adequate staffing at all times, including the holiday season.
(Offeror to include response here)
2.2.3. Describe your approach to reducing staff turnover, keeping your employees healthy, safe and engaged.
(Offeror to include response here)

3. COMMUNICATIONS AND REPORTING

3.1.1. Describe how your organization communicates with its employees, including any technology used and identified best practices in this area.    
 (Offeror to include response here)
3.1.2. Describe how your organization will communicate with the Town of Gilbert, including being responsive, taking initiative, and identifying best practices in communication with clients.  
(Offeror to include response here)
3.1.3. How has your organization used performance metrics in the past for reporting, improving service levels, removing discrepancies, or incentivizing employees? Describe what Key Performance Indicators (KPIs) you have used or that you anticipate using for this project.
(Offeror to include response here)

4. COST PROPOSAL

4.1. Please include pricing/cost on a separate sheet.

ADDENDUM RESPONSES AND ACKNOWLEDGEMENT:  
[bookmark: _Hlk6841289]Attach addendum response(s) and acknowledgement(s) here.
(Offeror to include response here)

CONFLICT OF INTEREST STATEMENT:  
If Offeror indicated they have a conflict of interest on the Offer Sheet, Offeror must provide details here.  
[bookmark: Text3][bookmark: _Hlk28957914](Offeror to include response here)




PROPOSAL FORM

IV.	PROPOSER’S PROPOSAL

4.1	Proposer’s Proposal: For the proposal opening July 22, 2025, for Employee Engagement Survey RFP.

Please complete the following information (print legibly):

	Contact Name/Title						

	Address 							

	Email Address 						

	Phone 						

4.2  	Covenant Clause:  It is expressly agreed by Proposer that these covenants are irrevocable and perpetual. 

4.3  	Conditions Accepted:  The undersigned Proposer declares that before preparing this proposal, he or she has read the Proposal Documents carefully, and that this proposal is made with full knowledge of the kind, quality and quantity of services to be furnished by signing this proposal. Proposer agrees to all conditions contained in the Proposal Documents.  

4.4  	Proposal Price:  N/A

4.5  	Agreement Acceptance:  Proposer proposes and agrees that if this proposal is accepted, he or she will enter into an Agreement with the Town of Gilbert within ten (10) days after Gilbert’s acceptance of this proposal at the listed scheduled price.

4.6  	Affidavit:  The following affidavit is submitted by the Proposer as part of this proposal:

The State of Arizona	)
			)  ss.
Maricopa County	)

		The undersigned deponent, of lawful age, being duly sworn upon his oath, deposes and says:

	




That he/she has lawful authority to execute the within and foregoing proposal; that he/she has executed the same by subscribing his/her name hereto under oath for and on behalf of said Proposer; that Proposer has not directly or indirectly entered into any agreement, express or implied, with any Proposer or Proposers, having for its object the controlling of the price or amount of such proposal or proposals, the limiting of the proposals or the Proposers, the parceling out to any Proposer or any other person of any part of the Agreement or any part of the subject matter of the proposal or proposals or of the profits thereof, and that he/she has not and will not divulge the sealed proposal to any other person whatsoever, except those having a partnership or financial interest with him and said Proposer, until after the sealed proposal or proposals are open.

	That Proposer has received and reviewed all Addenda Nos. ___________________ issued for this Proposal.  (Proposer’s failure to list all Addenda numbers issued shall be grounds for rejection of the Proposal).

							

							__________________________
							Name
							__________________________
							Title



		SUBSCRIBED AND SWORN TO BEFORE ME this ____ day of ___________, 20__, by _______________.

							__________________________
							Notary Public
My Commission Expires:

______________________ 


TOWN OF GILBERT, ARIZONA

AUTHORIZED SIGNATURE FORM

Gilbert Agreement Number:  _____________________________

Contractor Name: ____________________________________

					
		WHEREAS, the Town of Gilbert requires that Contractor execute documents necessary for the prompt and efficient execution of the business related to the AGREEMENT;

		NOW, THEREFORE, on behalf of the Contractor, I hereby declare that
 ________________________________________
     (Name of Parties Authorized)

is/are authorized to execute and sign on behalf of said Contractor the following documents:

		1.  The AGREEMENT		5.  CHANGE ORDERS
		2.  The Bond				6.  All other papers necessary
		3.  Payrolls				      for the conduct of the
		4.  Claims				      corporation’s affairs and
							      the execution of the AGREEMENT

		The above-named person is granted the authority and duties herein referenced for the duration of the AGREEMENT for this PROJECT or until express notice of revocation has been duly given in writing, whichever is the lesser period.  In the event Contractor is governed by a Board of Directors, a copy of the Resolution of the Board granting authority to said person(s) is attached hereto, and I hereby verify that such Resolution remains in full force and effect.

_______________________________
Name

_______________________________
Title

(Seal of Corporation)

STATE OF _________________	)
)  ss.
County of  __________________	)


	

	I, ____________________________of the ______________________________
corporation, do hereby certify that the above is a true and correct copy of a resolution adopted by the Board of Directors of said corporation, at a meeting of said Board held on _________________________, 20_________, and that the same is in full force and effect at this time.

DATED __________________________________, 20_______.


						

							____________________________________
							 (Officer of Corporation)

(Seal of Corporation)

STATE OF _________________	)
					)  ss.
County of    _________________ 	)

		This instrument was acknowledged before me this _____________ day of ___________________________, 20______ by ____________________________________,
appearing before the undersigned Notary Public, and stated that he executed such instrument on behalf of said corporation for the purpose and consideration therein expressed.


							____________________________________
							Notary Public

My Commission Expires:

___________________
1
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