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     University of 

West Florida 

Procurement & Contracts  
11000 University Parkway 

Bldg. 20E 
Pensacola, FL 32514 

 
 
 

 Request for Proposal 
 13RFP-04JJ 
 Strategic Consulting Services for Enrollment Affairs 
  
 

August 21, 2013 
 

TO: Potential Participants 
 

The University of West Florida (hereinafter referred to as UWF) is soliciting responses to a Request for 
Proposal for Strategic Consulting Services for Enrollment Affairs at the University of West Florida 
located in Pensacola, Florida.    

  
Carefully review this Request for Proposal, it provides specific technical information necessary to aid 
participating firms in formulating a thorough response.  Should you elect to participate, complete an 
original and the required copies of the requested information and return proposal binders and the 
sealed price package all in a sealed box/envelope directly to Procurement & Contracts before 
September 18, 2013 at 2:00 p.m. Central Time.  For more information refer to “RFP Information and 
Instructions” below. Late or incomplete responses will not be accepted. 
 
Respondents are fully responsible for obtaining the complete RFP, Addenda (if applicable), and information 
concerning the RFP tabulations by visiting our web site: 
http://uwf.edu/procurement/pages/OpenBidsProposals.cfm 
 
In accordance with 119.071, Florida Statutes, submittals will only be acknowledged in the public solicitation 
closing, no submittals will be opened and no pricing will be announced.  Submittals are exempt from public 
records laws until such time as the agency provides notice of an intended decision or 30 days after the 
closing.  In compliance with the statutes, the University will not open submittals publicly but will retain a 
recording of the opening and will post the decision as soon as available. 
 
Because purchases or contractual agreements of this nature require the expenditure of public funds and/or 
use of public facilities, all respondents shall understand that portions (potentially all) of their submittals as 
well as final contract and related documents will become public record upon contract award.  After the 
posting of award, respondents may view solicitation files by contacting the Procurement & Contracts 
Facilitator. 
_____________________________ 
Judy Jasmyn, FCCM 
Senior Buyer 
Phone:  850/474-2633 
Fax:   850/474-2090 
E-mail:   jjasmyn@uwf.edu 
  

http://uwf.edu/procurement/pages/OpenBidsProposals.cfm
mailto:jjasmyn@uwf.edu
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UNIVERSITY OF WEST FLORIDA 
PROCUREMENT AND CONTRACTS 

 
REQUEST FOR PROPOSAL 13RFP-04JJ 

STRATEGIC CONSULTING SERVICES FOR ENROLLMENT AFFAIRS 
RFP DUE DATE:  SEPTEMBER 18, 2013 AT 2 PM CENTRAL TIME 

 
Section I 
 
OVERVIEW           
             
 
General Information and Summary -  

 
The University of West Florida is a public, fully accredited, co-education institution of the eleven-member 
State University System of Florida.  The University is a regional, comprehensive university with its main 
campus located in Pensacola, Florida, with a branch located in Fort Walton Beach as well as a center at 
Eglin Air Force Base, and offices at Naval Air Station Pensacola, Whiting Field in Milton and Hurlburt Air 
Force Base in Mary Esther.                         
 
The University currently enrolls more than 11,500 students in its College of Arts and Sciences, College of 
Business and College of Professional Studies.   UWF’s core commitment is to students and their success.  
Student success begins with student access to and choice of the University as a highly desirable avenue to 
their future achievements.  Thus, Strategic Priority 1.2 of the University’s Strategic Plan (see 
http://uwf.edu/president/strategicdirection.cfm) is to “facilitate students’ access to and choice of the 
University of West Florida to meet their higher education needs.”  A focal point of the University’s strategies 
and tactics to meet that priority is the Division of Enrollment Affairs (see http://uwf.edu/enrmgmt/). 
 
The University’s website, http://uwf.edu/, provides additional information which may be useful to the 
Respondents. 
 
The University intends to contract with a firm which specializes in advising higher education institutions on 
enrollment management and student success strategies with a particular emphasis on market research 
(including academic program demand analysis), recruiting, financial aid (enrollment and revenue 
management), and student retention.  The University seeks strategic consulting and advising in the 
following three areas: 
 

1. Identification and analysis of new markets for both current and envisioned academic program 
offerings. 

2. Analysis of use of financial aid revenue as interrelated with the goals of the University’s strategic 
enrollment plan and profile, with recommendations for improved cost-effectiveness and recruiting 
effectiveness. 

3. Analysis of current structure, both organizational and physical, of the Enrollment Affairs division in 
relation to the University’s enrollment goals and current best practices in higher education. 

 
These needed services and associated deliverables are discussed more fully in section II.A, Scope of 
Services. 
 
 
 
 
 
 
 
 
 

http://uwf.edu/president/strategicdirection.cfm
http://uwf.edu/
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A. Timetable 
 

The anticipated schedule and deadlines for this RFP and contract approval are projected as follows: 
 

Activity Time 
(Central) 

Date 
 

Issue RFP  August 21, 2013 
Written request for explanation deadline date 2 PM September 4, 2013 
RFP Due Date 2 PM  September 18, 2013 
Oral Presentations (if applicable)  October 22, 2013 
Estimated Notice of Intent to Award  October 31, 2013 
Estimated Contract Begins  November 12, 2013 

 
B. Contact Person 

 
The Procurement & Contracts Facilitator and sole contact for this RFP is: 
Judy Jasmyn, Senior Buyer 
Email: jjasmyn@uwf.edu, Phone: 850-474-2633, Fax: 850-474-2090 
Web address:  http://uwf.edu/procurement 
 
Respondents are advised that from the date of release of this RFP until award of the contract, no contact 
with University personnel related to this RFP is permitted. All communications are to be directed to 
the Procurement & Contracts Facilitator listed above.   Any such unauthorized contact will result in 
the disqualification of the Respondent’s submittal. 
 
Respondents are fully responsible for obtaining the complete RFP, Addenda (if applicable), and 
information concerning the RFP tabulations by visiting our web site:  
http://uwf.edu/procurement/pages/OpenBidsProposals.cfm. It is recommended that you bookmark this 
web site and visit it frequently.  
 
Explanation(s) desired by respondent(s) regarding the meaning or interpretation of this RFP must be 
requested from the above contact person, by e-mail prior to the deadline date, as stated in above “A 
Timetable”.  The explanation response will be issued in the form of an Addendum and posted to our web 
site.  

 
Any changes or clarifications to requirements resulting from a pre-proposal conference or subsequent 
written questions shall be issued by official addenda. Respondents should not rely on any representations, 
statements, or explanations other than those made in writing by the UWF sole POC in the official addenda 
format.  Where there appears to be a conflict between the RFP and any addenda issued, the last written 
addenda issued shall prevail. 
 

C. Response Submission 
 

Section 815.045, Florida Statutes makes trade secrets confidential and exempt from public records 
requests.  Trade secrets, as defined in section 812.081 Florida Statutes include proprietary information 
which is (1 )secret, (2) of value, (3) for use in your business or in use by your business and which is (4) of 
advantage to your business, or provides an opportunity for you to obtain an advantage over those who do 
not know the information or use the information.  In order for the information to be considered covered by 
these statutes, you must take measures to prevent the information from becoming available to persons 
other than those selected by you to have access to the information.    
 
Ordinarily, information contained in bid submissions is available to the public upon request.  If you believe 
any of the information provided in your submission meets the criteria of a trade secret and you wish to 
protect it, you must write the word "confidential" on each page, either on the bottom, top or as a watermark 
BEFORE you provide the submission to the University.   

mailto:jjasmyn@uwf.edu
http://uwf.edu/procurement
http://uwf.edu/procurement/pages/OpenBidsProposals.cfm
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The required copies of the Response with the signed Affidavit form must be received by the 
University of West Florida Procurement & Contracts on the due date and time as stated in the above 
“A Timetable”.  See Section IV RFP Information and Instructions for more information.  
 
Each response is to be submitted in a three ring binder using index tabs with the appropriate tab 
identification as requested within this RFP. 
 
Submit: 

• one (1) original, clearly marked as original and shall contain the original manual signature of the 
authorized person signing the proposal. 

• Six (6) hard copies; and  
• one (1) electronic copy of the original  
 

Failure to include the original and all signed copies shall be grounds for rejection of your response without 
further evaluation.   
 
• The outer carton of the response shall include the RFP number, RFP name, and due date.  
 
• Your response shall include the information and required submittals described in the Content section, 
tabbed, and numbered with all information appearing in the Tab in which it was requested. 
 
• All information and required submittals requested shall be in hard copy form and included in your written 
response. Responses shall not refer the university to electronic media such as websites, cd’s, disks, or 
tapes in order to obtain the required information or submittals. 
 
• Information submitted that is not requested by the university may be considered to be supplemental, and 
not subject to evaluation by the team members. 
 
• If there is any information or required submittals which due to size or binding cannot be 
incorporated following the proper tab, you must provide information following the numbered tab, telling the 
evaluator where the information can be found in your response. 
  
•  All required signed and completed copies of the response with the signed Affidavit Form must be either 
mailed or delivered to: 

 
UNIVERSITY OF WEST FLORIDA 

 Procurement & Contracts 
Bldg. 20E Room 101 

11000 University Parkway 
Pensacola, FL 32514 

  
•  CAUTION: The executed Affidavit Form (Attachment “A”) must be signed and submitted as part 
of your response.  Failure to do so will disqualify your response.  
 
•   All addenda shall be signed and submitted as part of your response. 

 
E.   RFP Information and General Conditions   
  See Attachment B 

F.   Sample Agreement 
See Attachment C 

 
G. Appendix I Minimum Insurance Requirements 
 See Attachment D 
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Section II 
 
SCOPE OF SERVICES 
             
 
A.  Scope of Services 
 

UWF desires the most thoroughly developed and highest quality professional services available.  The  
following specifications outline the minimum firm requirements for the proposed service. They are provided 
to assist participants in understanding the objectives of UWF and submitting a thorough response.  
 
RFP’s received must reflect in detail their inclusion and the degree to which provided.  

 
The Strategic Consulting Services for Enrollment Affairs being requested in this solicitation involves three 
separate areas, or phases, of engagement which may be undertaken simultaneously or in sequence depending 
upon the University’s plans: 
 

1. Analysis and identification of new markets.  Assist the University in identifying recruitment potential 
of various markets to serve the University’s goal of being a first choice institution for current and 
envisioned academic programs and planned program expansion areas within these markets.  Market 
analysis must include consideration of the University’s ability to recruit from that market, the potential 
enrollment population from that market, the University’s reputation and position within that market, and 
potential to improve student retention.  Program areas will include undergraduate first time in college, 
undergraduate transfer, and graduate programs.  Markets geographically will be both within and outside 
Florida and Alabama.  Delivery locations will include both on-campus and online. 

2. Use of financial aid.  Assist the University in analyzing use of financial aid and scholarships to support 
enrollment goals and recruitment strategies, with a goal of improving planned allocations of financial aid 
revenue toward improving student access to the University and assisting students that are most likely to 
attend UWF.  Also assist in identifying strategies to better match scholarship requirements with student 
profiles to effectively identify students who can utilize restricted scholarship funds. 

3. Organization of the Enrollment Affairs Division.  Assist the University in identifying opportunities and 
strategies for more effective organization and staffing of the Enrollment Affairs Division in the context of 
the mission of the division, University resources, the University’s enrollment goals and 
recruitment/retention practices, and current best practices in higher education.  Analysis should also 
include physical arrangement and organization of the functions and staff within the Division. 

 
These three distinct phases or sub-projects of the scope of services are listed in priority order from the 
University’s most urgent need (1) with the presumption that each phase will in turn inform successive 
phases.  The University seeks a sole provider for the entire scope of services, but may initiate each    
sub-project as distinct scopes of work following a timeframe to be determined by the University. 
 
If the Respondent proposes to use software tools in the engagement which must interface with University 
IT systems or exchange data with them, then a component of the evaluation of approach to the 
engagement shall be the compatibility and feasibility of those interfaces with existing University 
information systems. 

 
Section III 
 
SPECIAL TERMS AND CONDITIONS 
             
 
A. Term of Contract  
 The proposal is to cover an initial period of two (2) years with an option to renew services for one (1) 

additional two (2) year period. UWF and the successful respondent will agree upon renewals in writing. 
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B. Insurance  
 The respondent shall include written evidence of the appropriate insurance coverage with the proposal. 

During the term of the contract, the successful Respondent must provide, pay for and maintain insurance in 
accordance with Insurance Attachment D – Minimum Insurance Requirement.  

 
 Upon notification of intent of award to the successful Respondent, an original ACORD certificate of 

insurance for the coverage described above must be received by UWF Procurement and Contracts with the 
appropriate identification for the “holder and additional insured” as specified in the Minimum Insurance 
Requirements.  

 
C.      Florida’s Public Records Law 
 Respondent shall comply with Florida's Public Records Law.  Specifically, Respondent agrees that it will: 

A.    Keep and maintain public records that ordinarily and necessarily would be required by UWF in order to 
perform the services performed by Consultant under the Agreement.  

B.    Provide the public with access to such public records on the same terms and conditions that UWF 
would provide the records and at a cost that does not exceed that provided in chapter 119, Fla. Stat., 
or as otherwise provided by law.  

C.    Ensure that public records that are exempt or that are confidential and exempt from public record 
requirements are not disclosed except as authorized by law.  

D.    Meet all requirements for retaining public records and transfer to UWF, at no cost, all public records in 
possession of Consultant upon termination of the Agreement and destroy any duplicate public records 
that are exempt or confidential and exempt. All records stored electronically must be provided to UWF 
in a format that is compatible with the information technology systems of UWF. 

E.    The failure of Consultant to comply with the provisions set forth shall constitute a default and breach. 
 
Section IV 
 
RFP INFORMATION AND INSTRUCTIONS 
             
 
A. RFP Information 
 

• Proposals must be made in the official name of the firm or individual under which business is conducted 
and must be signed by a person duly authorized to legally bind the person, partnership, company or 
corporation submitting the proposal.  The submittal of a proposal by a Respondent will be considered by 
UWF as constituting an offer by the Respondent to provide the services for UWF at the rates bid herein.  

 
• Respondents shall be of known reputation and shall have sufficient experienced and qualified personnel 

to adequately perform the prescribed service.   
 

• By submitting a proposal, the Respondent agrees to be governed by the terms and conditions as set forth 
in this document to include all attachments. Any proposal containing variations from terms and conditions 
set forth herein may, at the sole discretion of the University, render such proposal unresponsive. 

 
• All provisions of this Request for Proposal and the successful Respondent's proposal, as mutually agreed 

upon by subsequent negotiation, provide the specifications for, and obligations of both parties to be 
executed by any duly authorized representative(s). The following shall constitute the contract agreement. 

 
• UWF RFP document  
• All addenda issued pursuant thereto  
• Consultant's proposal 
• UWF Consultant Contract to include all clarifications & negotiated modifications to Consultant's 

proposal  
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B. Submittal Instructions 
 

Respondents shall format their responses utilizing the following Tab, Topics, Lettering, and Numbering 
system with requested information contained in each. Failure to comply may result in a negative review of 
your response and may place your response in jeopardy. Each copy is to be submitted in a three ring binder 
using index tabs with the appropriate tab identification. 
 

Tab A  Essential Documents 
 

• Signed Affidavit, Attachment A. 
• Signed Addenda (if any) 

 
Tab B Executive Overview  
 

• Disclose general information about your company including a brief history and information 
regarding amount and type of experience of the company. 

• Provide a description of the standard services offered by the company and its ability to provide the 
specific consulting services as outlined in this solicitation. 

• Provide a listing of professional organizations of which the firm is a member. 
• Disclose if the company has ever declared bankruptcy.  If yes, attach a statement indicating the 

bankruptcy date, court jurisdiction, trustees’ name, telephone number, amount of liabilities, amount 
of assets, and current status of the bankruptcy. 

• Attach detailed information regarding any litigation or claims of more than $5,000. 
 

Tab C Personnel  
  

Provide names and résumés of the individuals who will be assigned to provide these services to the 
University, particularly team leaders and coordinators. 

 
Tab D Service Description  

 
• Provide a description of the approach the Respondent will take in providing the services outlined in 

this solicitation. 
• Provide list of “deliverables” to accomplish proposed outcome. 
• Provide project timeline to coincide with deliverables. 

 
Tab E Other Considerations 
 

Provide description of other considerations firm will provide in support of the University’s mission such as 
scholarships, internships, sponsorship of University activities, University promotional opportunities, etc. 

 
Tab F References  

 
Provide at least three references for whom you have provided the same or similar service within the last 3 
–5 years. Each reference should include the Company Name, Contact Name, Current Phone Number, 
and E-mail address.  

 
Tab G Consultant Agreement   

 
Review Attachment C for the University’s standard contract to be issued to the awarded Respondent.  If 
applicable, list any objections to specific contract terms and provide requested replacement contract 
language.  The University reserves the right to accept or reject any suggested replacement contract 
language.  Although subject to minor revisions to include all clarifications and negotiated modifications, 
the successful firm will be required to execute the University’s agreement. 
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Cost Proposal 
 

Respondents are to submit the following information in one, separate, sealed envelope  
identified as “Cost Proposal” and with the firm’s name and RFP # 13RFP-04JJ . Do not include in the 3-
ring binders.   
 
Respondents must supply a lump sum total cost for the entire project/engagement as proposed including 
any and all costs or expenses to complete.  This total cost should also be subtotaled by the three 
separate phases of the scope of services. 
 

 
Section V 
 
EVALUATION, NEGOTIATION, AND CONTRACT AWARD 
 
 
A. Evaluation Process  
 
Each response will be reviewed by Procurement & Contracts to determine whether it is responsive to the 
submission requirements outlined in the RFP.  A responsive RFP is one which has followed the requirements of 
the RFP, includes all documentation (including, but not limited to, the signed Affidavit Form), is submitted in the 
format outlined in the RFP, was submitted prior to the due date and time, and has the appropriate signatures as 
required on each document.  Failure to comply with these requirements may put your response at risk of being 
rejected as “non-responsive”. 
 
Proposals fulfilling the basic submittal requirements shall be referred to an Evaluation Team for review and 
evaluation. Responses will be independently evaluated by Evaluation Team members on the basis of the written 
responses and additional written information as requested. The Evaluation Team will review the responses and 
assign a score to each category for each Respondent. The scoring by each member of the evaluation team will be 
aggregated to establish an overall ranking of every Respondent. 
 
The Evaluation Team will rank each submittal utilizing the following criteria: 
 
B. Evaluation Criteria and Weights   
 

1. Experience of firm and standard services offered by firm   25% 
2. Experience of personnel to be assigned to this engagement  20% 
3. Approach to this engagement      40% 
4. Cost Proposal        15% 
 

The Procurement & Contracts Facilitator will facilitate and record the scores and/or rank assigned by each 
evaluator and then an overall Team ranking will be established for each Respondent. Total scores will be used to 
break a tie in ranking.   
 
All Respondents are hereby advised that the University may determine that oral interviews, additional written 
information, internal staff analysis and presentations, outside consultants, and/or any other information may be 
requested at any time during the Evaluation process in order to assist with the selection of the Best Value 
Respondent(s).  The Evaluation Team may determine as a result of additional information that the impact of this 
information is significant and shall be accorded as such and may be incorporated into the scoring and/or ranking 
as a revision of the same and at the discretion of the Team. 
 
C. Negotiations and Contract Award  
 
After the Evaluation Team has developed an overall ranking for each Respondent, the Team and appropriate 
senior level management shall determine which Respondent(s) potentially offer the Best Value for UWF.  
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UWF may immediately award or commence negotiations with the Respondent or Respondents selected in the 
process above. If a satisfactory contract agreement cannot be reached, the University reserves the right to make 
the determination to:  award without negotiation, terminate the negotiations without attempting to negotiate with all 
responding companies, or may hold negotiations with multiple companies simultaneously until the Best and Final 
offers (BAFO) have been received and compared with the award recommendation going to the most 
advantageous BAFO. This process may continue until such time as UWF has determined the negotiations to be 
successful or a determination is made to stop and cancel the solicitation. 
 
The University reserves the right to reject any and all proposals or portions thereof. The University reserves the 
right to withdraw this RFP or a portion of this RFP without making an award. The award recommendation will be 
made on a Best Value basis to the most advantageous “Best and Final Offer” presented. 
 
The University will not be required to select the lowest cost Respondent. UWF may award a contract on the basis 
of initial offers received, without discussion.  Therefore, each initial offer should contain the Respondent’s best 
terms from a cost, price and technical standpoint.  The University reserves the right to award without negotiation if 
deemed in the best interest of the University.   
 
Representatives of the respondent(s) selected to participate in negotiation(s) shall first be required to submit 
written authorization from the company CEO or CFO attesting to the fact that the company’s lead 
negotiator is authorized to bind the company to the terms and conditions agreed to during negotiations 
and as contained in the offeror’s best and final offer. Such authorization will be requested immediately after 
the ranking of the respondents, and the provision of such authorization will be a prerequisite to continuation in the 
RFP process.  Company negotiators shall enter the negotiations prepared to speak on behalf of the company. 
The University reserves the right to immediately terminate negotiations with any company whose representatives 
are not empowered to, or who will not, make decisions during the negotiation session. Companies are reminded 
that the University may elect not to solicit a best and final offer from any company whose representative(s) have 
been unable or unwilling to commit to decisions reached during the verbal negotiation process. 
 
If the University determines that a company awarded a contract based on this RFP does not honor all agreements 
reached during the negotiations, and as contained in the subsequent “Best and Final Offer”, the University 
reserves the right to immediately cancel the award, and to place the company on the University’s suspended 
vendor list.   
 
Time is of the essence and therefore the University retains the right to cease negotiations with any/all firms that do not 
respond to negotiation issues on a timely basis. UWF may reject offers that are determined to not be reasonably 
supportable. UWF reserves the right to select, and subsequently recommend for award, the proposed equipment/service 
which best meets its required needs, quality levels, and budget constraints.  
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