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REQUEST FOR PROPOSAL
FOR BACK OFFICE SERVICES
_____________________________________

Date of Issue: May 2th, 2012
Proposal Closing Date: May 16th, 2012 5:00PM
Proposal to be returned PRIOR TO the date and time above.

_______________________________________________


RETURN TO:

Attn:  Board of Directors 
C/O Nina Gilbert
Ivy Preparatory Academy at Gwinnett
3705 Engineering Drive
Norcross, GA  30092

This request for proposal process will allow Ivy Preparatory Academy
to select the vendor that best meets our needs, taking into consideration vendor qualifications, price, products, and service capabilities. 

_________________________________________________________________


PROPOSER’S CERTIFICATION

We offer to furnish to Ivy Preparatory Academy with the services requested in accordance with the specifications described herein:

Proposer: _______________________________
Address: ________________________________
City: _____________ State___ Zip Code_______
Telephone No. ___________________________
Name: __________________________________
Title: ___________________________________
Signature: _______________________________



REQUEST FOR PROPOSAL
FOR BACK OFFICE SERVICES

Ivy Preparatory Academy is requesting sealed proposals from qualified firms or individuals for Back Office services.   Proposals are to be addressed and delivered to the Board of Directors of Ivy Preparatory Academy in accordance with the Instructions to Proposers and all other requirements as referenced in this document. Proposals will be received until May 16th 2012 at which time a representative of the Board will announce publicly the names of those firms or individuals submitting proposals. No other public disclosure will be made until after award of contract. 

Ivy Preparatory Academy will use the following tentative schedule for the selection process: 


	Requests for proposals
	May 2, 2012
	

	Proposal submission deadline
(two weeks)
	May 16, 2012
	5:00pm

	Board to complete selection process (1 week)
	May 23, 2012 
	

	Notice of award to successful vendor
	May 24, 2012
	

	Start Date of Services
	May 28, 2012
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Background 
Ivy Preparatory Academy was created to offer families a tuition-free, public middle school option to students in Gwinnett County and surrounding Metro Atlanta communities.   Ivy Preparatory Academies provide families with a highly rigorous, college-preparatory curriculum supported by a small, structured school culture.
Ivy Preparatory Academy for Girls at Gwinnett received its original charter from the State Board of the Georgia Department of Education in January of 2008, and opened its doors to its first class of students in August of 2008 as Georgia’s first single gender charter school.  Two additional schools, Ivy Preparatory Academy for Girls at Kirkwood and Ivy Preparatory Academy for Boys at Kirkwood, were both founded and opened in August 2011 to initially serve scholars in grades K-6.  These two single gender academies are modeled after the original ‘big sister” school which opened in 2008.  Ivy Preparatory Academy’s network of schools currently serve over 1200 scholars.
Introduction 
Ivy Preparatory Academy is soliciting proposals and qualification statements from firms to provide financial and back office services across Ivy Preparatory Academy’s network of schools.  Services will begin as scheduled on May 28th, 2012 and end one year later, on May 28th, 2013.  The scope of responsibilities will include:

(1) Managing an efficient and seamless transition of Back Office services from Ivy Preparatory 
      Academy’s existing service provider (Academica) to the selected vendor 

(2) Delivering the day-to-day back office support including but not limited to: 

Accounting 
Routine accounting functions that can be most effectively managed by an Accountant (CPA), including but not limited to:

· Accounts Receivable
· Credit Card Management
· Accounts Payable
· Account Reconciliation
· Management of required Grant reporting
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Human Resources
Responsibilities will require experience with the broad range of laws, regulations, policies, and procedures which govern how employers interact with their employees. This function should be managed by someone with specific expertise in Human Resources.  Responsibilities will include but are not limited to:

· Job description development and administration
· Staffing & Credentialing Processes 
· Compliance Management - Affirmative Action, COBRA, HIPPA, Family and Medical Leave Act, Unemployment, Compliance with State/Federal Labor Laws
· Professional Development for school personnel
· Workers Compensation Administration 
· Employee File Maintenance
· Maintaining Employee Handbook
· Benefits Administration 
· Risk Management & Managing insurance requirements 

Bookkeeping 
Ensure the accuracy and timeliness of financial reporting, record keeping, and audits as may be required by the Charter and State law.  Responsibilities will include but are not limited to:

· Maintain all financial records and transactions including payroll, depreciation, prepaid expenses, meal claim reimbursements and transfers between bank accounts. 
· Maintain filing system for all financial documents
· Maintain & reconcile bank statements 
· Maintain all financial statements and budgets 
· Establishment, maintenance and review of cash accounts, checking accounts and other accounts.

Payroll 
· Collection & reconciliation of time cards
· Data entry and maintenance of all Personnel information
· Tracking employee deductions
· Review& processing of payroll
· Completion of all employee withholdings, and submission of all employee liabilities, including state and federal taxes
· Completion and submission of required payroll reports
· Processing & printing of checks for employees 

(3) Acting as the Chief Financial Officer - Manage all financial matters for Ivy Preparatory 
Academy’s network of schools.  Responsibilities will include tasks which would typically be
assigned to a more senior, experienced school finance official. This individual must be familiar with
the broad spectrum of financial management issues, including but not limited to budgeting, revenue 
estimation, grant restrictions, auditing standards and requirements and design of internal controls. 
REQUEST FOR PROPOSAL
FOR BACK OFFICE SERVICES

The responsibilities included in the CFO classification require the exercise of strong professional financial management judgment and discretion.  Responsibilities will include but not be limited to:

· Preparation of annual budget and quarterly updates
· Oversight of cash flow planning to ensure availability of funds as needed. 
· Oversight of financing strategies and activities
· Development of forward-looking, predictive models and activity-based financial analysis to provide insight into the school’s operations and business plans.
· Coordination of  the development and monitoring of budgets. 
· Development of financial business plans and forecasts. 
· Participation in financial policy development as a member of the management team. 
· Engagement with the Board of Directors to develop short, medium, and long-term financial plans and forecasts.
· Represent the school to financial partners, including financial institutions, investors, foundation executives, auditors, public officials, etc. 
· Remain up-to-date on nonprofit audit best practices and state and federal law regarding nonprofit operations.
· Oversight of accounting practices 
· Maintenance of appropriate internal controls and financial procedures. 
· Ensuring timeliness, accuracy, and usefulness of financial and management reporting 
· Coordination of audits and proper filing of tax returns. 
· Ensuring legal and regulatory compliance of all financial functions
All responsibilities will involve working closely with the Executive Director, management staff and the Board of Directors to develop and implement strategies across the organization and the network of schools.  The service provider must be able to adapt to a continually evolving charter school environment and to thrive in an autonomous and deadline-oriented environment.
A selection committee will review and evaluate all qualification statements and proposals and may request that the proposers make oral presentations and or provide additional information. The selection committee will rely on: the qualification statements and proposals, the cost proposal/affordability, recommendations and the range of services in selection of finalists and, therefore, proposers should emphasize specific information considered pertinent to this solicitation and submit all information requested. Ivy Preparatory Academy reserves the right to reject any and all qualification statements, to cancel this solicitation, and to waive any informalities or irregularities in procedure. 
Ivy Preparatory Academy reserves the right to request changes to key responsibilities included in the initial scope of work based on changes to the school’s needs and environment.  This includes transitioning responsibilities for specific services in-house to be internally delivered and maintained.  Should this need occur, the vendor will be notified in writing at least 30 days in advance so that an effective transition process can be executed.
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INSTRUCTIONS TO PROPOSERS 

1. Firms responding to this Request for Proposal (“RFP”) must submit their proposals in the overall format as outlined in this solicitation. 

2. One copy of the proposal is to be submitted no later than May 16, 2012, at 5:00PM to
 Ivy Preparatory Academy

3. Proposals must be submitted in a sealed package or envelope listing the following information on the outside: 

· RFP Title:    Back Office Services for IVY PREPARATORY ACADEMY

· RFP Due Date:  May 16, 2012 

· Proposer’s name and address: 

      No telephone, electronic, or facsimile proposals will be considered. 

4. Proposals must be sent by mail or hand delivered, allowing sufficient delivery time to ensure 
    receipt by the Board of Directors by the deadline specified. Time and date validation will occur 
    when received by Ivy Preparatory Academy. All proposals received after the deadline will be 
    automatically rejected and will be returned to the proposer unopened. 

5. Proposals must be dated and signed by a duly authorized partner or corporate officer, with that 
    person’s name and title clearly identified. All of the proposal contents and fees must be guaranteed 
    for ninety (90) days from the proposal date. 

6. The content of all proposals must conform to the following: 
· Proposers must respond to the questions in the order presented. 
· Proposers may provide additional supporting documentation pertinent to clarification of the proposal. 

7. Ivy Preparatory Academy reserves the right to: 
· Reject any and all proposals received as a result of this RFP. 
· Waive or decline to waive any irregularities in any proposal or responses received. 
· Adopt all or any part of the proposer’s proposal. 
· Negotiate changes in the scope of work or services to be provided. 
· Withhold the award of contract. 
·  Select the proposer it deems to be most qualified to fulfill the needs of Ivy Preparatory Academy. The proposer with the lowest cost proposal will not necessarily be the one most qualified, since a number of factors other than price are important in the determination of the most acceptable proposal. 
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8. The selected proposer will be required to assume responsibility for all services offered in the 
    proposal, whether or not the proposer produces them. Further, the selected proposer shall be the 
    sole point of contact and responsibility with regard to all contractual matters, including payment of 
    any and all charges resulting from the contract. The selected proposer shall not assign or transfer 
    any interest in the contract without prior written consent of Ivy Preparatory Academy. 

9. Ivy Preparatory Academy shall not be liable for any costs incurred by the proposer in the 
    preparation and production of the proposal or for any work performed prior to the execution of a 
    contract. 

10. All proposals and other materials submitted shall become the property of Ivy Preparatory 
      Academy.
 
11. No reports, information, or data given to or prepared by the selected proposer shall be made 
      available to any individual or organization by a respondent or the selected proposer without prior
      written approval of Ivy Preparatory Academy.
 
12. All changes in the RFP documents shall be through written addendum and furnished to all 
      proposers. Verbal information obtained otherwise will not be considered in awarding of the 
      proposal. 

13. The selected proposer may be required to enter into a written contract with Ivy Preparatory 
      Academy’s approved form.  All information contained in this request for proposal and acceptable 
      provisions of the proposer’s response will be attached to and made part of the executed contract. 

14. Proposers who have questions concerning the submission of proposals or the RFP process
      must contact: 

Susan Davenport Mosley 
Finance Committee Chair
IVY PREPARATORY ACADEMY 
Telephone: (770) 369-0437

Proposers who have questions concerning the specifications or scope of work, must contact: 
Nina Gilbert 
Executive Director
IVY PREPARATORY ACADEMY 
Telephone: (678) 451-4094
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15. The proposals will be reviewed by a selection committee. The committee may request additional 
       information from proposers or request personal interviews with one or more proposers. Final 
       evaluation and selection may be based on, but not limited to, any or all of the following: 

· Information presented in the proposal. 
· Ability of the proposer to provide quality and timely products and services. 
· Qualifications and experience of the proposer. 
· Reference checks. 
· Personal interview. 
· Total cost and affordability.
· Proposed time lines. 

16. Ivy Preparatory Academy is an equal opportunity employer. Proposers to whom a contract is awarded shall not discriminate on the basis of age, race, color, national origin, gender, creed, or disability. 

SPECIFICATIONS/SCOPE OF WORK/REQUIRED RESPONSES 

PROPOSAL FORMAT 

1.   Letter of Transmittal 
Include in the transmittal letter an unequivocal statement of your ability and agreement to provide all services necessary on a timely basis in order to accomplish the services indentified under the scope of work.
 
2. Response to “Scope of Work” 

· Summary of the organization's experience in providing related services to charter school organizations in the Georgia area and nationally 
· Three references of relevant engagements including the name, telephone number and email of a contact person for each engagement 
· Engagement Structure 
· Statement describing the respondent's understanding of the needs to be met through the engagement 
· Description of the proposed service structure for this engagement 
· Description of one or more reference engagements and how the proposed
Ivy Preparatory Academy engagement compares 

· Proposed Implementation Timeline
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3. Description of Organization & Key Personnel 
Identify the specific individuals who will be assigned to the contract. Include a resume for each individual mentioned. 
· General description of organization, range of services and office locations 
Credentials of the individual(s) who would be primarily representing the respondent in the provision of services to Ivy Preparatory Academy

4.   Cost Proposal 
The firm must submit in the proposal: 
· Any other charges the firm would make and expenses for which reimbursement would be sought, including the method for determining the charge. 
· Detail of proposed cost structure and estimation of fees; this should include an outline of all fees and expenses associated with the engagement, including hourly fees, retainer fees, ongoing fees, activity fees and out of pocket expenses. 

5. Other 
· Detail of any conflicts of interest, litigation or investigations to which the respondent is a party, which might affect the delivery of objective, timely and competent services to 
Ivy Preparatory Academy
· Any other information which the respondent thinks may be relevant to the proposal evaluation process
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TERMS & CONDITIONS 
1. All participating proposers, by their signature, agree to comply with all of the conditions, requirements, and instructions of this request for proposal (“RFP”) as stated or implied herein. Should Ivy Preparatory Academy omit anything from this document which is necessary to a clear understanding of the work, or should it appear that various instructions are in conflict, then please contact Ivy Preparatory Academy at least 48 hours prior to the scheduled due date for the proposal . 
(See INSTRUCTIONS TO PROPOSERS – Item 14)

2. The successful proposer shall be required to indemnify and hold Ivy Preparatory Academy and its agents and employees harmless from and against all suits or actions of any kind, including workers’ compensation claims, brought against CONTRACTOR for or on account of any damages or injuries received or sustained by any parties, by or from the acts of the successful proposer or its agents or employees. The successful proposer shall maintain insurance for workers’ compensation as required by law, and shall additionally maintain general liability insurance with limits not less than $1,000,000.00 for bodily injury and $1,000,000.00 for property damage. Comprehensive automobile liability insurance coverage is also required. 

3. The successful proposer shall comply with all applicable federal, state, and local laws, regulations, administrative rulings, and codes, and shall secure all necessary licenses and permits in connection with this RFP and any goods or services to be provided hereunder. 

4. By submission of the proposal, the proposer certifies that the proposal has been arrived at independently and submitted without collusion with any other proposer, and that the contents of the proposal have not been communicated by the proposer, or to the proposer’s best knowledge and belief, by any one of its employees or agents, to any person not an employee or agent of the proposer, and will not be communicated to any person prior to the official opening of the proposals. 

5. All information included the Georgia Open Records Act, O.C.G.A. § 50-18-70 through 50-18-76, a strong presumption for disclosure, merely marking information as confidential is not necessarily sufficient to prevent disclosure. The following information concerning the proposal shall not be considered as confidential commercial information even if it is clearly marked as such: prices, non-financial information concerning compliance with specifications, guarantees, and warranties. 

6. The transactions covered herein shall be governed by and construed in accordance with the laws of the State of Georgia. 

7. Ivy Preparatory Academy is exempt from sales, use, and excise taxes. Certification of tax exemption will be issued upon request. Any appropriate taxes shall be shown as a separate item in the proposal. 

8. Ivy Preparatory Academy reserves the right to cancel without penalty, at any time, any awards occurring as a result of this RFP. Time is of the essence. When a date is set for the delivery of goods or the performance of work, the goods must be delivered, and/or the work must be performed, in accordance with the proposal specifications or description on or before that date, or the order to the delinquent proposer may be canceled and re-awarded. 
9. The successful selection of your bid through this RFP is contingent on the verification of credentials and other information required by law and Ivy Preparatory Academy policies, including the completion of a background check, part of which includes criminal history. 
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