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About PCORI 
 
PCORI was authorized by the Patient Protection and Affordable Care Act of 2010 as a nonprofit, 
nongovernmental organization and is charged with helping patients, clinicians, purchasers, and 
policy makers make better informed health decisions by “advancing the quality and relevance of 
evidence about how to prevent, diagnose, treat, monitor, and manage diseases, disorders, and 
other health conditions.” It does this by producing and promoting high-integrity, evidence-based 
information that comes from research guided by patients, caregivers, and the broader healthcare 
community. 
 
PCORI’s strong patient-centered orientation directs attention to individual and system differences 
that may influence research strategies and outcomes. PCORI is charged with producing useful, 
relevant clinical evidence through the support of new research and the analysis and synthesis of 
existing research. 
 
PCORI is committed to transparency and a rigorous stakeholder-driven process that emphasizes 
patient engagement. PCORI uses a variety of forums and public comment periods to obtain public 
input to enhance its work. 
 

 
 
 
 
 

 
 
 
 
Patient-Centered Outcomes Research Institute 
1828 L Street NW, Suite 900 
Washington, DC 20036 
Phone: (202) 827-7700 
Fax: (202) 355-9558 
Email: info@pcori.org 
 
Follow us on Twitter: @PCORI 
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Opportunity Snapshot 
The purpose of this procurement is to enlist support for the conference and event planning 
required for various PCORI functions held throughout the year. Conference planning should include 
the entire spectrum of event planning and conference management, as well as a customized, 
targeted approach to ensure that each conference or event is successful. 

PCORI requires a conference and event management (CEM) support services contract that will 
establish CEM processes that can meet functional, technical, and logistics requirements. The CEM at 
a minimum will:  

• Provide a web-based, self-service CEM registration solution  
• Have onsite coordination and management for all conferences and events 
• Coordinate with facilities for logistics, including any audiovisual equipment. 

 
The CEM will allow PCORI to realize significant cost savings and improve employee productivity. It 
will yield a simplified approach to conference and event coordination by providing automated 
registration for the various functions, and will also be a resource for employees and invited guests. 

PCORI intends to award a Cost Reimbursable (CR) contract. 
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How to Proceed 
 

 
 

 

1. Review the Requirements  
Examine all sections of the RFP and learn about what makes PCORI’s research different. 1  

2. Consider the Evaluation Criteria  
Consider the organization eligibility requirements and PCORI’s specific requirements to see 
whether your organization, your interests, and your capabilities fit this program. Check the 
PCORI website for any modifications or amendments up to the submission deadline. 

3. Develop Your Proposal  
Develop your response to accomplish the Scope of Work.  

4. Follow Submission Guidelines 
See the Submission Guidelines section of this document. 
 

5. Submit Your Proposal  
Proposals are due by 5 pm (ET) on January 10, 2014.   

1 Available at pcori.org/research-we-support/pcori. 
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I. Project Requirements 

Scope of Work 

The Contractor will employ a full-scale CEM program for multiple sessions throughout the year. The 
numerical details of the session are contained herein. To facilitate a smooth conference or event, 
the Contractor will be required to demonstrate that it has the ability to execute the following: 

1.  Site Selection  

1.1 Recommendation and coordination. If PCORI has not already determined the site to be 
selected, the Contractor will recommend and coordinate site selection based on criteria 
provided by PCORI and in line with PCORI internal Rules and Regulations, such as avoiding an 
appearance of extravagance to the public. The Contractor shall also include an analysis of three 
or more recommended venues. Contractor and PCORI will use the venue analysis to determine 
the appropriate site selection. Venue analysis begins when PCORI has determined that an event 
requires a venue. Some items of consideration may include, but are not limited to: 

•  Distance from airport to conference/event facility 

• Minimum requirements for amenities (restaurant, meeting space, ballroom, etc.) 

• Hotel (for out-of-town PCORI attendees) and conference/event facility should be the 
same, except under unusual circumstances, or if facility and hotel are adjacent to each 
other. 

1.2 Hotel/Conference Facilities. Facilities will need to host from 12 to 300 attendees. There 
should be sufficient space for attendee networking before and after the events and for several 
simultaneous meetings to take place. The rooms should be Section 508 compliant. 

• The Contractor will work with the facility to ensure ease of parking for attendees who 
drive to the events.  

• The Contractor will also ensure that information is provided with regard to shuttle 
service, taxi, metro, and other forms of transportation as required for attendees who 
do not drive to the events. 

2.  Registration  

 
2.1 Website Registration. The Contractor will create a website portal registration specifically 
for attendees to register their attendance, submit other personal requests, and request 
associated conference items online. The website will include an automated confirmation 
application that provides the attendee a same-day confirmation notification to include the 
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pertinent data submitted and required for event attendance. The website portal should also 
have the ability to accept online payments. The website portal should be user friendly in that it 
will accommodate users that have a limited or rudimentary knowledge of computer systems 
and operations. Online registration should also be 508 compliant.  

 
• The Contractor will ensure that the website registration portal is fully tested and 

ready to go live within six weeks of the first conference/event. 
 

• The Contractor will be responsible for data provided by attendees and all technical 
issues related to the registration portal. 

 
• The Contractor will provide its technology security plan that includes system 

backup, data integrity, and cyber security. 
 

• The Contractor will provide the ability to accept major credit cards for payment of 
website registration. Credit card fees will be accounted for and allocated 
appropriately. 

 
2.2 Onsite Registration. The Contractor will provide personnel for onsite registration of 

attendees to process those attendees who have preregistered and who need to register 
onsite. The Contractor will also have the technology available onsite to facilitate the 
registration process, to include, but not be limited to, the registration and payment process 
for the events and access to the facilities. 

• The Contractor will ensure that the onsite registration provides the technical 
capabilities associated with the website registration and that it provides all the 
functionality and reporting and security requirements as the website registration. 

  

• The Contractor will be able to accept major credit cards for payment of registration 
and conference/event services. Credit card fees will be accounted for and allocated 
appropriately. 

2.3 Phone Registration. The Contractor will provide a toll- free number for attendees who 
prefer to register by phone and for any pre- or post-registration activity for standard questions 
about the conference/event. The Contractor will provide resources to enable callback within 24 
hours or less to confirm pre- or post-registration by attendees and also answer any questions 
about the conference/event. 

• The Contractor will be responsible for any subcontractor providing the phone service 
and for ensuring that the subcontractor complies with all terms and conditions as if it 
were the Contractor. 
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2.4 Cancellation. In the event that PCORI has payment-driven conferences/events, the 
Contractor will describe its cancellation policy, including how and when refunds are applied.  

• In the event of emergencies such as declared disasters, forest fires, forced 
evacuations, floods, hurricanes, or other emergencies that would require an event 
cancellation the Contractor, at PCORI’s direction, will inform attendees of the 
cancellation and/or rescheduling procedures.  

3. Technology 

3.1 Audio Visual (A/V) Support. The Contractor will be required to provide A/V support to 
ensure that equipment needs are met for presentation briefs, microphone, podium, sound 
system, video, photography, and all related equipment for display and presentation for the 
intended audience. PCORI may have a need to do live webcasts for certain conferences/events, 
and the Contractor should be able to support this method of information sharing. The 
Contractor will be required to provide the technology to support registration and interactive 
question-and-answer sessions for web-only events. 

3.2 Peripheral Equipment. The Contractor will ensure that the event venues provide Wi-Fi 
capabilities and, if the venue does not, the Contractor will provide those capabilities. The 
Contractor will also be required to provide other equipment to support the PCORI events. 

3.3 Bar Coding. The Contractor should offer bar code applications for individuals who prefer to 
use their cell phones or electronic tablets for facilitating registration and/or downloading 
documents, such as presentations, collateral materials, and other information. Should the 
Contractor not currently have the ability to offer this technology, it must provide a proposed 
solution within 30 days of contract award. 

3.4 Post-Conference/Event. The Contractor will be required to support post-conference 
activities, such as survey follow-up, meeting notes and presentations, podcasts, and other 
requests by PCORI or attendees. Items that require documentation such as notes and 
presentations should also be available in electronic format and made available for downloading 
from the PCORI website. 

4. Onsite Coordination 

4.1 Conference/Event Management and Staff. The Contractor will demonstrate that it has 
sufficient and capable staff to facilitate the event at a tactical level and coordinate with 
conference/event facility staff and also manage the various activities that are taking place at 
the venue. The Contractor will also demonstrate its ability to coordinate travel arrangements 
with the PCORI Travel Management Services Company and to institute contingency plans for 
any travel disruptions that may occur. 

4.2 Meeting Rooms. The Contractor must demonstrate the ability to negotiate separate 
meeting rooms at the same venue to accommodate large conferences/events. 
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4.3 Food and Beverage. The Contractor will provide a plan for meals at each conference/event, 
and will include this plan in its overall technical and pricing plan. Food and beverage costs and 
pricing will follow the per diem rates established by the General Services Administration (GSA). 
The Contractor may also be requested to coordinate an after-conference/event activity for 
attendees that will include food and beverages.  

4.4 Materials. The Contractor will provide materials, such as name tags, name tents, agenda, 
presentation copies, signage, tablets, pens, and other materials as required for each 
conference/event to be presented at registration for the attendees. PCORI will provide an 
agenda before the conference and coordinate the needed materials with the selected 
Contractor. The Contractor will address materials in its technical and pricing plans. 

4.5 Other Logistics. The Contractor will provide assistance to program participants for meeting 
location, directions, suggestions, and other logistical information while attending the 
conference/event. The Contractor is also responsible for securely shipping any equipment or 
materials to and from the conference/event. 

4.6 Note Takers. The Contractor will provide note takers at each conference/event as required 
and requested by PCORI. The Contractor will ensure that the note takers are qualified and 
technically competent in detailing the conference/event materials presented at each speaker 
session. 

4.7 Media Formats. The Contractor will provide required and requested reports, ad hoc 
management reports, and other reports in formats and other media type formats pre- and 
post-conference/event. 

5. Compliance with Forms, Rules, Regulations, and Procedures 
The Contractor is to comply with PCORI’s Code of Conduct, Rules, and Regulations; all required 
forms; and any changes in procedures. Contractor will remain informed of any such changes and 
updates, as necessary, by the PCORI Procurement Office (PO).  

6. Section 508 Compliance 
Upon the request of employees or other persons with disabilities attending the conference/event, 
the Contractor must arrange necessary and reasonable accommodations and ensure that 
individual(s)  
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requiring assistance have the necessary information to make their registration process and time at 
the conference incident free. 
 
7. Taxes  
When conference plans are made for PCORI official business, the Contractor will ensure that the 
rates are appropriately applied for a 501(c)1 corporation. 
 
8. Coordinating with Travel Management  
The Contractor may have occasion to coordinate with the PCORI Travel Management Services 
Contractor to address any crossover responsibilities or issues for PCORI attendees. The Contractor 
will describe the manner in which this will be coordinated with the travel company in its response. 
 
9. Communications between PCORI and Contractor 
The Contractor will ensure active communication to the participants to keep them informed of the 
details of the conference/event they will be attending. Further, the Contractor’s point of contact 
(POC) will coordinate with the PCORI Travel and Event Manager to obtain event requirements, 
dates, times, desired meeting outcomes, attendee listing, and all logistical details. In-person 
meetings will be required frequently during high-activity levels of pre- and post-planning, and those 
meetings will occur at PCORI offices. Conference calls will be acceptable when an in-person meeting 
cannot be accomplished in a timely manner. 
 
10. Project Management 
The Contractor will provide representatives, personnel, and equipment necessary to ensure that 
the highest quality of service is provided. The Contractor will have the ability to respond to e-mails 
or phone inquiries and take corrective action on issues. All Contractor personnel providing services 
under this contract will be fluent in English and meet the requirements detailed below.  
 

• Key Personnel 
o Project Manager. The Contractor will provide a Project Manager who will be 

responsible as the POC for PCORI. The Project Manager will have experience in 
the management of conference and event planning and will have adequate 
authority to make decisions to assure timely resolution of problems. The 
Project Manager will coordinate closely with the PCORI Travel and Event 
Manager, as well as the Travel Management Contractor. 

o Event Coordinator. The Contractor will provide an Event Coordinator for those 
conferences/events PCORI deems necessary to ensure a successful event. 
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• Other Staff 
The Contractor will propose how it will staff the CEM to support PCORI’s needs, including all 
CEM services described in this Scope of Work. The Contractor will demonstrate its ability to 
support the variety of requests from PCORI attendees and present its problem resolution 
method. 

Contractor’s Quality Control and Quality Assurance Surveillance Plan 

It is PCORI’s intent to develop Service Level Agreements (SLAs) for this effort. The SLAs will be 
developed post-award and as mutually agreed between the Contractor and PCORI. The SLAs, 
once established, may be subject to change as the TCM program progresses and matures. 

1. The Contractor will describe its procedures to monitor the quality of the CEM services relative to 
the scope described herein with the goal of providing and maintaining the highest level of customer 
service and satisfaction. These procedures should include: 

• An internal method for monitoring, identifying, and correcting deficiencies in the 
quality of service furnished to PCORI 

• Providing a “lessons learned” summary for continuous improvement throughout the 
duration of the contract 

• A Quality Service survey form that addresses CEM services to be furnished under this 
contract. 

2. The Contractor should describe and outline its procedures to ensure that the CEM services that 
are obtained and that any adjustments in conference/event meetings or facilities are professionally 
facilitated and that any reissue of information is expedited. 
 
3. The Contractor’s online system will assure registration accuracy and provide an efficient and 
streamlined method for PCORI users.  
 
4. The Contractor should describe the method(s) of measurement that are used to ensure it 
complies with the standards of the service. 
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5. Within 30 days of contract award, the Contractor will furnish a preliminary Quality Service survey 
(questionnaire) to the PCORI Travel and Event Manager for approval. The Quality Service survey will 
include, at a minimum: 

 

• Courtesy and professionalism of Contractor personnel 

• Registration accuracy 

• Understanding the CEM requirements for facilities 

• Overall quality of service provided.  
 
Additionally, the survey form will identify the Contractor and provide space for attendee 
comments. The Contractor will distribute these questionnaires to 100 percent of attendee’s post-
conference/event. The Contractor will make these responses available to the PO and make any 
adjustments as a result of attendee comments contingent upon the approval of PCORI hosting 
department. 
 

Key Deliverables 
The Contractor will provide the following deliverables/submittals within the timeframes 
identified below: 
 
Deliverable Due Date (calendar days, 

unless otherwise indicated) 
Method 

Conference/Event  
Planning Agenda/Logistics 

60 – 90 days  before 
conference/event 

Send to Travel and Event 
Manager and Procurement 
Office 

Problem and Resolution / 
Lessons Learned Report 

10th day after the last day of 
each conference/event 

Send to Travel and Event 
Manager and Procurement 
Office 

Quarterly Conference/Event 
Activity Report 

10th day after the last day of 
each calendar quarter 

Send to Procurement Office 

Billing Reconciliation and 
Financial Compliance 
(Budget) Report 

10th work day after 
conference/event 
 

Send to Procurement Office 
Pre-reports: 
Form W-9 for new contractors 
Contract 
DB application/report 
Credit card authorization 
Venue analysis 
Post-reports: 
Venue contract 
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Bill reconciliation/final invoice 
History report 
Final rooming/attendee list 
Final BEUS 
Final A/V 

Conference/Event 
Registration 
 

Immediately upon submission Send to attendee through e-
mail with a copy to the PCORI 
Event Coordinator 

Conference/Event Agenda 
 

Upon confirmation of agenda Send to attendee through e-
mail with a copy to the PCORI 
Event Coordinator 

Quality Surveys Within 6 months after 
contract award 

Send to Travel and Event 
Manager and Procurement 
Office 

Ad Hoc PCORI may request special 
reports to be developed over 
the course of the contract 
with the data collected 
through the various channels 
(online, messaging, or phone) 

Send to Travel and Event 
Manager and Procurement 
Office 

OCOI Report Within 30 days of contract 
award, and annually within 30 
days of anniversary of award 

Send to Procurement Office 

 
1. Management Reports and Deliverables 
The Contractor will provide PCORI with management information reports pre- and post-
event. The Contractor will develop the following reports: 
 

• Conference/Event Planning–A comprehensive report of what the Contractor will supply and 
support for the conference/event. The POC will work with PCORI on the requirements. The 
Contractor will officially report this in a document to be delivered to PCORI in advance of 
the conference/event. 

• Problem and Resolutions/Lessons Learned Report–A concise quarterly narrative of the 
Contractor’s activities. This report will identify problems and recommend solutions. The 
report will include suggestions to enhance service, where appropriate. PCORI encourages 
interim reports, as deemed necessary by the Contractor. 

• Quarterly Conference/Event Activity Report–A quarterly summary of conference/event 
activity data. This summary will reflect all activity for each attendee using the contract. 

• Reconciliation of Billing Report−The Contractor will provide computerized reconciliation of 
billings charged to PCORI. In order to perform computerized reconciliation of accounts, the 
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Contractor must have sufficient business analytical capacity, as well as the ability to process 
and download information into an executable file (such as .csv, among others). This report 
will also include compliance with the budget and financial terms of the contract. 

The Contractor must consider electronic methods of communication of report information, in order 
to minimize and/or eliminate unnecessary paperwork. 
 

Period of Performance 
The period of performance is a base year and two option years. Anticipated contract award date 
is approximately 21 days from due date of proposals. 
 

Base Period   February 05, 2014, to February 05, 2015 
Option 1   February 06, 2015, to February 06, 2016 
Option 2   February 07, 2016, to February 07, 2017 

Other Requirements 
1. Furnishing of Equipment/Property 
The Contractor will furnish its own equipment and systems to facilitate CEM services and 
processing thereof. 

 

2. Place of Performance 
The Contractor is required to provide its own facility for the services required hereunder. 
 
3. Hours of Service 

The Contractor will maintain normal hours of operation Monday through Friday between 9 am and 5 
pm ET. A toll-free number will be provided for attendees as an alternative method to online 
registration. PCORI has regular observance of federal holidays: 

 
New Year's Day 

Birthday of Martin Luther King, Jr. 
President’s Day 
Memorial Day 

Independence Day 
Labor Day 

Columbus Day 
Veterans’ Day 

Thanksgiving Day 
Christmas Day 

4. Type of Contract 
This is a Cost Reimbursable (CR) contract.  
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5. Non-Disclosure Agreement  
The Contractor will not release any sensitive, confidential, or proprietary information without prior 
written approval from PCORI. At the time of award, the Contractor will be required to sign a Non-
Disclosure Agreement (NDA), and at each subsequent option year, if exercised.  
 
6. Organizational Conflict of Interest (OCOI) 
The Contractor’s staff will not direct business as a result of this contract to any entities in which the 
Contractor, or its staff or family members hold a financial interest. Any OCOI in existence will be 
fully disclosed at submission. 
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II. Proposal Evaluation Criteria 

Overview 
 

Award will be made to the Contractor who proposes a best-value offer, as determined by 
following the procedures outlined in the previous sections. 
 
PCORI reserves the right to reject proposals that are unreasonably low or high in price. Price 
will be evaluated for cost realism. 
 
The price will be determined with regard to the fulfillment of the requirements as based 
on the Scope of Work outlined in the Project Requirements section. 
 
PCORI will determine the Contractor’s acceptability by assessing the Contractor’s compliance 
with the terms of the RFP. 
 
Transaction Description Weight of Rating Factor 
Technical Proposal 40% 
Management Approach 20% 
Past Performance  30% 
Cost Proposal 10% 
 

Evaluation Categories 

Outstanding- The Contractor has demonstrated that there is a high probability of success 
in a combination of past results, low risk, and professional distribution of services. 

Good-The Contractor has demonstrated that there is a good probability of success in a 
combination of past results, moderate risk, and professional distribution of services. 

Fair−The Contractor has demonstrated that there is marginal probability of success in a 
combination of past results, high risk, and professional distribution of services. 

Poor-The Contractor has not demonstrated that there is a probability of success in this 
services-based effort. 
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III. Submission Guidelines 

Submissions should be organized into two separate volumes, sent as separate files. All 
text should be Arial or Times New Roman font, no less than 11 point with one-inch 
margins and single-spaced. Graphics and tables may be included. We accept MS Word, 
MS Excel, or Adobe PDF formats. To ensure completeness, please refer to the Submission 
Checklist (Appendix B). 

Each submission must include a cover letter with following information:  

• Contractor’s name and mailing address  

• Reference to the solicitation (RFP) number (RFP # PCO-CONEVE2013)  

• Technical and contract points of contact (name, phone number, and e-mail address)  

• Business size (large, small, state/federal certifications—MBE, 8(a), HUBZone, etc.)  

• Dunn & Bradstreet Number (DUNS)  

• Federal Tax ID (EIN, TIN, SS)  

• Affirmation that the quote is valid for at least 60 days  

• A statement specifying the extent of agreement with all terms, conditions, and provisions 
included in the solicitation and agreement to furnish any or all items upon which prices are 
offered at the price set opposite each item  

• Acknowledgement of any amendments by reference  

• The Contractor will prepare two volumes, to include Volume I for the Technical 
Solution, Management Approach and Past Performance; and Volume II to include the 
Cost Proposal. These should be sent separately via the acceptable formats described 
above. 

Questions must be submitted to rfp@pcori.org, referencing RFP # PCO-CONEVE2013 in the subject 
line, no later than 5:00 pm (ET) on 12/13/13. 
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Volume I: Technical Proposal  
Describe a plan to provide, prioritize, and manage the tasks included in the Scope of Work. Describe 
the knowledge, experience, and capabilities related to provision of the range of support needs 
described. Such expertise may be provided either by Contractor employees or through subcontracts 
for professional services.  
 
1. Statement of Understanding  

• State a clear understanding of the mission of PCORI and this project. 

• Maximum length: 3 pages 
 

2. Technical Solution  

The Contractor will demonstrate and describe its proposed solution, based on the requirements 
in the Performance Work Statement. The submission should be no longer than 15 pages. 
 
3. Management Approach 
The Contractor will demonstrate that it has the ability to manage and control the operation to 
ensure successful program support, including subjects such as program management, 
financial resources or ability to obtain them, equipment and facilities, quality approach, 
internal controls, and staffing. This section should be no more than 10 pages. 
Key personnel resumes should be no longer than two (2) pages in length, and are not 
included in the page count. 
 
4. Past Performance  
The Contractor will identify up to three (3) previous or existing clients within the last five ( 5 ) years 
with a similar effort in the nonprofit, commercial or federal market. Include client name, period 
(dates) of performance, POC name/e-mail/phone number and summary of work performed.  

• Complete the table in Appendix A for each selected project. 
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Volume II: Cost Proposal  
The Contractor will provide a pricing proposal that supports costing for the conference and event 
management events listed below.  

 
Event/Conference Sessions Quantity Pricing 

Application Reviews 
 Number per Year 

Number of Attendees 
 Number of Days at Conference 

Number of Meeting Rooms 
Number of Ballrooms 

Location 1 
Location 2 
Location 3 

  

 
4 
800 
2 
14 
1 
Washington, DC, area 
Washington, DC, area 
Washington, DC, area 
 

 

Board of Governors Meeting 
 Number per Year 

 Number of Attendees 
Number of Days at Conference 

Number of Meeting Rooms 
Number of Ballrooms 

Location 1 
Location 2 
Location 3 
Location 4 

  

  
4 
200 
1.5 
6 
1 
San Francisco, CA  
Washington, DC, area (5/5–5/6) 
Washington, DC, area (9/15–16/2014) 
Washington, DC, area (11/17–
19/2014) 

 

Annual Conference/Engagement 
Workshops 

Number per Year 
Number of Attendees 

 Number of Days at Conference Number of 
Meeting Rooms 

Number of Ballrooms 
Location 

  

 
  
Unknown 
Unknown 
1.5 
Unknown 
1 
TBD 

 

Advisory Panel 
  

 

Unknown  
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Submission Deadline, Questions, and Anticipated Award Date 
All proposals should be sent no later than 5 PM (ET) on January 10, 2014, to rfp@pcori.org with RFP 
# PCO-CONEVE2013 in the subject line.  

Questions are to be submitted to rfp@pcori.org, with reference to the solicitation number in the 
subject line due by 5:00 PM on 12/13/2013. 

 

E-mail responses to rfp@pcori.org with reference to the solicitation number in the subject line. 

Anticipated award date for contract: 0 1 / 3 1 /2014. 
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IV. Post-Submission Information 

Withdrawal or Modification of Proposals 
A Contractor may modify or withdraw its proposal upon written, electronic, or facsimile notice if 
received at the location designated in the solicitation for submission of proposals not later than the 
closing date and time for receipt of proposals. 

Late Submissions 
Late proposals, requests for modification, or requests for withdrawal will not be considered, 
unless a late modification of a successful proposal makes terms more favorable for PCORI.  

Best and Final Offers 
Subsequent to receiving the original proposals, PCORI reserves the right to notify all technically 
acceptable Contractors within the competitive range and to provide them an opportunity to 
submit written best and final offers (BAFOs) at the designated date and time.  

BAFOs will be subject to the late submissions, late modifications, and late withdrawals of 
proposals provision of this RFP. After receipt of a BAFO, no discussions will be reopened unless 
PCORI determines that it is clearly in PCORI’s best interest to do so (e.g., it is clear that information 
available at that time is inadequate to reasonably justify Contractor selection and award based on 
the BAFOs received). If discussions are reopened, PCORI will issue an additional request for BAFOs 
to all technically acceptable Contractors still within the competitive range.  

At its discretion, PCORI also reserves the right to invite Contractors who are technically 
acceptable to make a presentation to PCORI on the proposed effort for technical and 
management approaches identified in the submission. PCORI will notify vendors who meet the 
qualifications and provide the date, time, and format for the presentation.  

Retention of Proposals 
All proposal documents will be the property of PCORI, retained by PCORI, and not returned to the 
Contractors.  

Protests 
Any actual or prospective Contractor who is aggrieved in connection with the solicitation or award 
of a contract must file a protest with PCORI no later than 10 business days after the basis of 
protest is known or should have been known, whichever is earlier. A protest based on alleged 
improprieties in a solicitation that are apparent before proposal opening or the time set for receipt 
of initial proposals will be filed with PCORI before proposal opening or the time set for receipt of 
initial proposals.  
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For procurements in which proposals are requested, alleged improprieties that do not exist in the 
initial solicitation, but that are subsequently incorporated into the solicitation, must be protested 
no later than the closing time for receipt of proposals. The protest will be filed in writing. Protests 
should be submitted to finance@pcori.org or mailed to:  

PCORI  
Attn: Finance Department  
1828 L Street NW, Suite 900 
Washington, DC 20036  
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V. Post-Award Information 

Anticipated Award Date  
The anticipated notice of award date is January 31, 2014.  

Post-Award Conference/Kickoff Meeting 
Upon notice of award, PCORI will coordinate an award kickoff meeting within 10 days with the 
Contractor. Date, time, and location will be provided at the time of the award.  

Notice to Proceed 
Immediately upon receipt of notice of award, the Contractor will take all necessary steps to 
prepare for performance of the services required hereunder, including contract execution. The 
Contractor will have a maximum of 30 calendar days to complete these steps. 
 
Following receipt from the Contractor of acceptable evidence that the Contractor has obtained 
all required licenses, permits, and insurance and is otherwise prepared to commence providing 
the services, PCORI will issue a Notice to Proceed. 
 
On the date established in the Notice to Proceed (this notice will allow a minimum of seven [7] 
calendar days from the date of the Notice to Proceed, unless the Contractor agrees to an 
earlier date), the Contractor will start work. 

Period of Performance and Option Years 
The performance period of this contract is from the start date established in the Notice to 
Proceed and continuing for 12 months, with two (2) one-year options to renew. The initial 
period of performance includes any transition period authorized under the contract. 

Quality Assurance Surveillance Plan  
Because it is working a performance-based contract, the Contractor will be required to perform 
at an acceptable level of quality, at a minimum, to continue supporting the contract. Should the 
Contractor be unable to meet the requirements, the contract may be canceled due to 
unsatisfactory performance. The guidelines presented in Appendix C will be used to measure 
Contractor performance. These guidelines are subject to change, if it is in the best interest of 
PCORI.  

Documentation Requirements 
Certifications, Permits, Licenses. The Contractor may be required to provide documentation to 
support its legal ability to operate facilities in the United States. 
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Insurance. The Contractor hereby assumes absolute responsibility and liability for any and all 
personal injuries or death and/or property damage or losses suffered due to negligence of the 
Contractor’s personnel in the performance of the services required under this contract. 
The Contractor, at its own expense, agrees to provide and maintain the requisite insurance in 
support of this contract for the entire duration, including option years, with the following 
minimum coverage: 
 
General Liability $1,000,000 
Worker’s Compensation  $100,000 
 

Basis of Compensation to the Contractor  
CEM services are event- driven. The Contractor will be compensated only when the services 
are initiated and used by PCORI staff for official business. 

Billing and Payment Procedures 

Using Corporate Credit Cards. In the event that PCORI has attendees purchase their own tickets for 
conferences/events by use of a corporate credit card, the Contractor will collect the fees via its 
internal system and consolidate the report of purchases made to facilitate the reconciliation of 
transactions with the PCORI financial system.  
 
No Corporate Credit Card. At each agreed-upon billing cycle, the Contractor will prepare and issue 
an itemized report or invoice that sets forth the names of all the attendees, the dates of the 
conference/event, the itemized costs, and any incidental details. The statement will also include a 
summary of the number and dollar value of all registrations issued during the designated period 
and the PCORI internal project code. Enclosed with this statement will be the supporting 
documentation, such as the facility invoice. 
 
Failure to provide adequate documentation may result in the Contractor being denied 
compensation by PCORI until the action is remedied. 
 
The Contractor will bill no more frequently than monthly. The documentation required, at a 
minimum, will include: 
1. The vendor code 
2. Requirements for documentation and authorization of CEM services 
3. Delivery arrangements 
4. Invoice requirements, billing and payment procedures, and appropriate department addresses. 

In order to reduce unnecessary paperwork, the Contractor should complete an Electronic Funds 
Transfer form (EFT) and should submit electronic invoices to finance@PCORI.ORG.  
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Refund Procedures 
 

Refunds will be made directly to PCORI. Attendees should not be recipients of refunds. 
 
Employees who have been issued corporate credit cards will apply directly to the Contractor, 
through the delivery control point, for refunds for unused registration, should PCORI charge for any 
conference/event. The Contractor will treat such refund requests in the same manner as refunds 
for similar charge or travel card purchases. Refunds will be given immediately, in the form of a 
credit refund receipt returned to the employee, with the credit applied to the individual employee’s 
travel card account. 
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Appendix A: Past Performance Chart 
 
The Contractor will submit the following information as part of the proposal for both the 
Contractor and proposed major subcontractors. A list of three contracts completed during the 
past five years, or currently in process. Contracts listed may include those entered into by the 
federal government, agencies of state and local governments, and commercial clients. Include 
the following information for each contract and subcontract:  
 

 Contract 1 Contract 2 Contract 3 

• Name of contract  
 

   

• Name of client or 
customer 

   

• Contract type  
 

   

• Dates of performance    

• Total contract value     

• Program manager 
and telephone 
number  

   

• Contracting officer 
and telephone 
number  

   

• Administrative 
contracting officer, if 
different from 
contracting officer, 
and telephone 
number  

   

• List of major 
subcontracts  
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Appendix B: Submission Checklist  
 

Cover Letter  Length 

□ Cover Letter  As needed 

Volume I: Technical Proposal Length 

□ Statement of Understanding  

25 pages maximum 

 

□ 
 
Technical Solution  

□ Management Approach  

□ Past Performance  

□ 

 

Appendix A: Resumes of Key Personnel  

 

2 pages per résumé 
maximum 

□ 

 

Appendix B: Past Performance Table  

 

As needed 

Volume II: Cost Proposal Length 

□ 
 
Budget  

As needed 

 

□ 
 
Budget Narrative (Optional)  

 

2 pages maximum 
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Appendix C: Performance Monitoring 
 

Quality Assurance Surveillance Plan  

Because it is working a performance-based contract, the Contractor will be required to perform at 
an acceptable level of quality, at a minimum, to continue supporting the contract. Should the 
Contractor be unable to meet the requirements, the contract may be canceled due to 
unsatisfactory performance. The following quality guidelines will be used to measure Contractor 
performance. These guidelines are subject to change, if it is in the best interest of PCORI.  

 

Quality Measurement 
Quality Level 

Exceeds Acceptable Unacceptable 
Planning Consistently exceeds 

service levels, 
deliverables, 
deadlines, and tactical 
objectives 98% of the 
time 

Consistently exceeds 
service levels, 
deliverables, 
deadlines, and tactical 
objectives 95% of the 
time 

Achieves 94% and less 
of service levels, 
deliverables, 
deadlines, and tactical 
objectives  

System Uptime – 
Online Registration 

99% availability 97% availability 96% and less 
availability 

Telecommunications 
(Phone Support) 

Answers 95% of calls 
within 20 seconds 

Answers 90% of calls 
within 20 seconds 

Answers 89% or less of 
calls within 20 seconds 

Survey Results 95% positive response 
from users 

90% positive response 
from users 

89% and less positive 
response from users 
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