
REQUEST FOR PROPOSALS 

For 

MANAGED INFORMATION TECHNOLOGY SYSTEMS 

I.      PURPOSE 
 

Action in the Community Through Service, LLC (hereafter referred to as ACTS) seeks 

proposals from qualified contractors, consultants, and industry associations (“Contractor”) to 

serve as the Information Systems Managed Services Provider. 

 

II.     ACTS BACKGROUND INFORMATION 

 

Action in Community Through Service of Prince William, Inc. (ACTS) is a private, nonprofit 

501(c)(3) organization serving the residents of the Greater Prince William Area, which includes 

the Cities of Manassas and Manassas Park.    ACTS was established in 1969, when 13 local 

churches came together with the purpose of preventing and alleviating human suffering. Their 

inspiration came through their collaboration in helping a family whose home was destroyed by 

fire.   They decided that an organization that brought all their resources together to provide 

assistance to people without regard to their religious affiliation and that would be run by lay 

people, would be an asset to the community.   ACTS’ founders began by addressing the most 

basic human needs of food and shelter.   They established Prince William County’s first food 

bank, set up a used furniture distribution system, and developed a homeless shelter in local 

churches.   As the community grew, ACTS’ services expanded to meet other needs of the 

residents.   Hunger and homelessness remain relevant issues today.   Services now also include 

a comprehensive domestic violence prevention and intervention program, to include the whole 

family—women, men, and children.    In addition, Helpline provides an anonymous crisis 

telephone service as well as resource referrals.   The support groups sponsored by Helpline are 

essential to people who have lost a loved one to suicide or who have attempted suicide.   In 

2013, Sexual Assault Services (formerly SAVAS) joined the ACTS family of services and is the 

only sexual assault crisis center serving Prince William County and the cities of Manassas and 

Manassas Park.    On August 14th of this year, ACTS launched our Prince William Food Rescue 

(PWFR) program.   This initiative was put in place to address the 40% of food wasted globally, 

the number of those who are food insecure in the community, and to further reduce 

greenhouse gases created by food dumped in landfills.   Today, each of the programs addresses 

the mission of ACTS: foster hope, provide relief and promote self-sufficiency for our Greater 

Prince William area neighbors in crisis.    For more information about ACTS, please visit us 

online at www.actswc.org. 

https://www.actspwc.org/about-us/our-story
https://www.actspwc.org/about-us/our-story
https://www.actspwc.org/
http://www.actswc.org/


 

III.      SCOPE OF SERVICES 
 

ACTS is looking for a contractor to provide information technology/engineering services 

(e.g., in-house and remotely maintaining, monitoring, supporting) including 

telecommunications services/support to include: 

• Hardware/Software/OS Maintenance & Care 

• Desktop Care 

• Server Maintenance & Remediation 

• Executive Advisory Services: 

o IT Strategy Development 

o IT Program Management 

o IT Governance 

o IT Risk Management 

• Miscellaneous IT Projects 

• Telecommunications Support 

Our current site summary consists of: 

• System Management/Support 

o 3 Servers (Terminal Server, Main Control, and File Server) 

o 63 Workstations having a remote agent on them (Majority Desktops with 

Some Laptops) 

o 1 Network Management/Support 

o 1 Backup Disaster Recovery 

o 5 Managed Firewall (Unified Threat Management) supports up to 10 

Users 

o 1 Managed Firewall (Unified Threat Management) supports up to 50 

Users 

o 1 Managed Firewall (Unified Threat Management) supports up to 10 

Users (Hunger Prevention Center) 

o 4 Managed Wireless Access Points 

o 1 Managed Wireless Access Point (Hunger Prevention Center) 

o 0 Mobile Devices 

o 0 Other Managed Devices 

• 63 Microsoft Windows security patches installed 

• 40 Microsoft Windows security patches are under review 

• 163 Third Party patches installed 

• 61 of 63 machines are up-to-date on endpoint protection (anti-virus) definitions.  

Routine maintenance is performed every Tuesday (e.g., 11 p.m. to 4 a.m.) 



 

Applicants should submit proposals to ACTS that include: 

I. Outline of the Statement of Work for both IT and Telecommunications 

II. Contractor’s current pricing schedule 

III. Contractor’s area of coverage for the Greater D.C. area 

IV.     REQUIREMENTS 
 

1.  PREFERRED QUALIFICATIONS 

Contractors should have significant experience managing an outsourced IT platform for 

organizations with up to 100 users.  Contractors must have expertise in all Microsoft products 

including but not limited to MS Office and SharePoint.   Furthermore, contractors must have a 

proven track record of managing cloud-based environments.   Contractors must have an 

immediate response for technical support during regular business hours and must be available 

to come on-site within 24 hours if requested. 

 

2. PROPOSAL PROCESS 

Upon submission of a bid, each contractor shall carefully examine the RFP and any and all 

amendments, exhibits, revisions, and other data and materials provided with respect to this 

RFP process.    Those bidding should familiarize themselves with all proposal requirements prior 

to submitting their proposal.   Should the bidder discover any discrepancies, require 

clarification, or wish to request interpretations of any kind, the bidder shall submit a written 

request via email to sjackson@actspwc.org, which will be received by Stuart M. Jackson, Chief 

Operations Officer.     ACTS shall respond to such written requests in kind and may, if it so 

determines, disseminate such written responses to other prospective bidders. 

If a Contractor is interested in submitting a proposal, the following requirements should be 

observed: 

a. Interested Contractor should reach out to Stuart at sjackson@actspwc.org to 
schedule a pre-response meeting.     

 
b. Proposals shall be submitted electronically to Stuart at sjackson@actspwc.org.  

The subject line must be identified as: “Proposal for ACTS Managed IT Services.” 
 
c. Contractors may be required to interview with select members of ACTS’ staff and 

other noncompeting subject matter expert(s) if necessary.  
d. The RFP schedule will commence on 8/30/2019 and end on 10/21/2019 (one day 

prior to contract execution) as follows: 

mailto:sjackson@actspwc.org
mailto:sjackson@actspwc.org
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EVENT DATE(S) DAY 

RFP Released 8/30/2019 FRI 

Deadline to Submit Questions 
(Via Email) 

9/13/2019 FRI 

Response to Questions (Via 
Email) 

9/20/2019 FRI 

Proposals Due 10/4/2019 FRI 
Review Proposals/Conduct 
Short List Interviews 

10/07/2019 - 10/11/2019 MON-FRI 

Notification of Selection 10/14/2019 MON 
Complete Contract Negotiation 10/18/2019 FRI 

Contract Execution  10/22/2019 TUE 

  
 

 
 

3. PROPOSAL FORMAT 

The following format should be followed in order to provide ACTS with a working basis on 

which to compare one proposal with another.   Each of the elements within this outline is 

expected to be addressed in any submitted proposal.  However, additions may be made where 

necessary for purposes of clarification or amplification.  Please limit proposals to no more than 

five pages. 

a.  EXECUTIVE SUMMARY 

1.   General background of the Contractor, including history of the company, 
number of employees, clients and retail projects evaluated, including a 
description of the projects and their size. 
 
2.   Description of any litigation, pending judgements, information regarding your 
employee background check process, etc., which could affect the proposer’s 
ability to enter into an agreement with ACTS.   A description of the 
circumstances involved in any defaults by the proposer.   If you have been 
subjected to any outside audits in the past three years, state by whom the audit 
was performed, for whom, the facility involved, and the results of the audit. 
        
3.   Listing of three (3) clients for reference use for whom the Contractor has 
performed similar services as those contemplated by this RFP.   Please include 
the name and telephone number(s) of the contact person for each reference. 
 
Please include any other information that you believe to be relevant in ACTS’ 
evaluation process. 
 



b. TECHNICAL REQUIREMENTS 
 

All proposals which comply with the submittal requirements will: 
 
1.   Set forth the Contractor’s areas of expertise from the description above. 
 
2.   Describe your overall approach, plans, and qualifications for accomplishing 
the specific services described above. 
 

c. COST OF SERVICES 
 
       1.   Please provide your proposed costs for the completion of this project in  
       its entirety.   Cost estimates will be considered as “not to exceed” quotations, 
       except to the extent that the assumed scope is changed by mutual agreement 
       in writing. 
 
       2.  If the Contractor has discounted rates for nonprofit organizations such  
       as ACTS, then please provide such rates. 
 

 
V.    GENERAL TERMS AND CONDITIONS 

If a Contractor elects to respond to this RFP, submission of your proposal assumes the 

acceptance of the following understandings: 

1.  ACTS reserves the right to reject any or all of the proposals received in response 

to the RFP.  To waive irregularities or to cancel or modify the RFP in any way, and 

at any time that ACTS chooses, in its sole discretion, if ACTS determines it to be 

in its best interest. 

2. ACTS further reserves the right to make awards under this RFP without 

discussion of the proposals received.   Proposals should be submitted on the 

most favorable terms from a technical, qualifications, and price standpoint.   

ACTS reserves the right to accept the lowest priced proposal. 

3. Proposals must be signed by an authorized officer of the Contractor.   Proposals 

must also provide name, title, address, and telephone number for individuals 

with authority to negotiate and contractually bind the Contractor, and for those 

who may be contacted for the purpose of clarifying or supporting the 

information provided in the proposal. 

4. ACTS will not be responsible for any expense incurred by any proposer in 

conjunction with the preparation or presentation of any proposal with respect to 

this RFP. 



5. ACTS’ selection of a Contractor through this RFP is not an offer, and ACTS 

reserves the right to continue negotiations with the selected Contractor until the 

parties reach a mutual agreement. 

6. The selected Contractor will execute a Professional Service Agreement (PSA) as 

set forth in the attached Standard PSA.  If the Contractor does not agree with 

any of the specific terms set forth in the PSA, the Contractor must set forth such 

terms and rationale in their response to this RFP. 

 

 

 

 

 

 

 

 

STANDARD PROFESSIONAL SERVICES AGREEMENT 

 

This Standard Professional Services Agreement (“Agreement”) is made on [INSERT 

DATE] (“Effective Date”), by and between Action in the Community Through Service (“ACTS”), a 

nonprofit organization, having its business address at P.O. Box 74, Dumfries, VA 22026, and 

[INSERT NAME] (“Contractor”), having it business address at [INSERT ADDRESS].   ACTS and the 

Contractor together are the Parties and each individually is a Party to this Agreement. 

WHEREAS, INSERT SUMMARY LANGUAGE AS NECESSARY; and 

WHEREAS, INSERT SUMMARY LANGUAGE AS NECESSARY; 

NOW, THEREFORE, ACTS and the Contractor, intending to be legally bound, agree as 

follows: 

1.          Scope of Services.  The contractor shall provide ACTS with professional consulting 

services (“Work”) as detailed in the Contractor’s proposal, which is incorporated into this 

Agreement.   In the event of a conflict between the terms and conditions in this Agreement and 

the terms and conditions in the Proposal, this Agreement shall control. 

[INSTEAD OF AN ATTACHMENT, YOU MAY DROP-IN THE SCOPE OF SERVICES HERE.] 



2.          Period of Performance.  ACTS agrees to retain the Contractor, and the Contractor 

agrees to perform the Work under this Agreement, beginning on the Effective Date and ending 

thirty-six (36) months from the Effective Date (“Period of Performance”), unless earlier 

terminated in accordance with Section 8 of this Agreement.   The Parties can extend the Period 

of Performance only by a written amendment to this Agreement, signed and dated by ACTS and 

the Contractor. 

3.          Payment.  ACTS agree to pay the Contractor for the Work performed within the Scope 

of Services of this Agreement, but in an amount not-to-exceed Forty-Three Thousand Dollars 

($43,000.00) per year, inclusive of hourly fees and any other expenses.  The person(s), and their 

title and their hourly rate, performing the Work under this Agreement are as follows: 

             INSERT NAME(S) AND TITLES                            INSERT HOURLY RATE 

THE NOT-TO-EXCEED AMOUNT OF THIS AGREEMENT CAN BE MODIFIED BY THE PARTIES ONLY 

BY A WRITTEN AMENDMENT SIGNED AND DATED BY ACSTS AND THE CONTRACTOR PRIOR TO 

ANY WORK TO BE PERFORMED BY THE CONTRACTOR, WHICH WOULD RESULT IN PAYMENTS 

IN EXCESS OF THE NOT-TO-EXCEED AMOUNT OF THIS AGREEMENT. 

 

 

 

4.          Invoices.  The Contractor shall submit itemized monthly invoices with detailed 

accounting for hourly fees and expenses.   All invoices shall be submitted electronically and 

shall be subject to ACTS’ approval for conformity with the terms and conditions of this 

Agreement.   For approved invoices, ACTS will pay the Contractor within thirty (30) days of 

receipt of an invoice.   The Contractor agrees to include the physical address where work was 

performed, name of individual(s) who had the work performed, and travel related information 

on all invoices submitted to ACTS in connection with Work performed under this Agreement.   

Invoices shall be (electronically) submitted to:  Esther Ndenge at endenge@actspwc.org.    

UNDER NO CIRCUMSTANCES WILL ACTS ACCEPT INVOICE(S) SUBMITTED BY THE 

CONTRACTOR WHICH THE TOTAL AMOUNT OF THE INVOICE(S) EXCEEDS THE NOT-TO-EXCEED 

AMOUNT OF THIS AGREEMENT. 

5.          Subcontracting or Assignment.   The Contractor shall not subcontract, assign, or 

delegate any portions of the Work under this Agreement, to any other person or entity not 

identified in Section 3, above, without prior written approval from ACTS. 

6.          Independent Contractor.   The Contractor understands that it is acting as an 

independent contractor and shall not hold itself out as representing or acting in any manner on 

behalf of ACTS, except within the Scope of Work of this Agreement or any other active 

agreements between ACTS and the Contractor. 

mailto:endenge@actspwc.org


7.          Disclosure of Information.   The Contractor agrees to disclose to ACTS, any information 

discovered or derived in the performance of the Work required under this Agreement.  The 

Contractor shall not disclose to others any such information, any information received or 

derived in performance of this Agreement, or any information relating to ACTS without the 

prior written permission of ACTS, unless such information is otherwise available in the public 

domain. 

 

8.          Termination.   

 (a)  This Agreement may be terminated by either Party giving no less than ninety (90) 

business days prior written notice to the other Party.   In the event of such termination, ACTS 

shall be liable only for payment in accordance with the payment provisions of the Agreement 

for the Work actually performed prior to the date of termination. 

(b)   If this Agreement is not renewed at the end of this term, or is terminated for any 

reason, the Contractor must provide for a reasonable, mutually agreed upon period of time 

after the expiration or termination of this Agreement, all reasonable transition assistance 

requested by ACTS, to allow for the expired or terminated portion of the services to continue 

without interruption or adverse effect, and to facilitate the orderly transfer of such services to 

ACTS or its designees.  Such transition assistance will be deemed by the Parties to be governed  

by the terms and conditions of this Agreement, except for those terms or conditions that do not 

reasonable apply to such transition assistance.    ACTS will pay the Contractor for any resources 

utilized in performing such transition assistance at the most current rates provided by this 

Agreement.  If there are no established contract rates, then the rate shall be mutually agreed 

upon.   If ACTS terminates this Agreement for cause, then ACTS will be entitled to offset the 

cost of paying the Contractor for the additional resources the Contractor utilized in providing 

transition assistance with any damages ACTS may have otherwise accrued as a result of said 

termination. 

9.          Indemnification and Limitation of Liability.   The Contractor agrees, to the fullest extent 

permitted by law, to indemnify and hold harmless ACTS, its officers, directors, employees, and 

volunteers against all damages, liabilities, or costs, including reasonable attorney’ fees and 

defense costs, to the extent caused by the Contractor’s negligent performance of professional 

services under this Agreement and that of its sub-contractors or anyone for whom the 

Contractor is legally liable. 
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