
RFQ

(Request for Qualifications)

The Employee Training Institute (ETi), a division of the San Diego Community College Auxiliary Organization, has been in existence since 1991.  Its mission is to deliver quality and customer-focused consulting, training and economic development services to area business, government agencies, and individuals in order to address the needs of a diverse workforce.

ETi is housed within the San Diego Community College District with the primary role of serving the business community and enhancing the Community College District’s instructional and vocational programs. ETi is also proud to host the Workplace Learning Resource Center (WpLRC) which specializes in workplace program design, assessment and training services.

ETi’s client base currently exceeds 300 companies that have received quality training and assessment services in a wide variety of areas such as: Workplace Communication and Management Skills, English as a Second Language (ESL) and Vocational English as a Second Language (VESL), Basic Skills, Continuous Improvement, Organizational Development, Customer Service, Computer Training and Safety/Security Training.

As part of an effort to broaden competitive opportunities for all trainers, instructional designers, and others interested in providing similar quality services, ETi and the WpLRC are in the process of creating a database of qualified instructors, designers and vendors. Interested professionals are asked to download the Request For Qualifications (RFQ) and follow the instructions below. 

If you have any questions or concerns regarding the qualification process, please call Teresa Erbacher at (619) 388-1150.  

Please complete and return the enclosed application to:

Employee Training Institute

9315 Hillery Drive

Suite 204

San Diego, CA  92129 

REQUEST FOR QUALIFICATIONS
ETi is seeking qualified experts in a variety of fields.  A qualified expert is defined as an individual or company that can demonstrate a successful track record of client services in specific areas.  All responding parties will be considered based upon levels of experience, client recommendations, and a demonstrated ability to work with client companies in identifying and meeting their objectives for programs being offered.

On a contract by contract basis, qualified experts will be offered a consulting or Temporary Employee Agreement with the San Diego Community College Auxiliary Organization, and will be requested to complete appropriate documentation as needed. It is understood that any service agreement will not lead to permanent employment with the San Diego Community College Auxiliary Organization or the San Diego Community College District.

ETi will not unlawfully discriminate against any qualified candidate because of sex, race, religion, color, ancestry, religious creed, national origin, physical disability (including HIV and AIDS), mental disability, medical condition (cancer), age (over 40) or marital status.

PLEASE COMPLETE THE FOLLOWING INFORMATION STATEMENT 

ACCURATELY AND COMPLETELY

· Resumes and supporting documentation may be attached
· Incomplete RFQs may not be considered
· All references will be confirmed
Name:      
Address:(street, city, state, zip)     
Company Name:      
Home Phone:           Wk. Phone:              FAX :      
E-mail:      
SS# or Tax ID #:          Number of years in business:     
Are you currently employed by SDCCD?:      FORMCHECKBOX 
 Yes
      FORMCHECKBOX 
 No

Have you been previously employed by ETi?: 
 FORMCHECKBOX 
 Yes
      FORMCHECKBOX 
 No

If yes, during which fiscal year(s) were you employed:      
Business License #             Expiration:     
City where license is issued:     
Do you currently have a general liability insurance policy?:     FORMCHECKBOX 
 Yes         FORMCHECKBOX 
 No

Carrier:       Policy #:              Expiration:      
Principal activities of individual/company:     
Please list SPECIAL CREDENTIALS, CERTIFICATIONS, RECOGNITION, AWARDS, etc. which you have earned in your field:      
Is a license required to deliver consulting and/or training services in your field?:  FORMCHECKBOX 
 Yes  or   FORMCHECKBOX 
 No 

If YES, please indicate license type and number:        
PLEASE PROVIDE TWO SPECIFIC EXAMPLES BASED UPON ACTIVITIES PERFORMED IN THE PAST TWELVE MONTHS:

· ETi may contact these references at any time in the future

1.  Company Name:      
     Contact Name:      Title:      
     Phone:      Period of Service:     
     Nature of services provided:

          
     Did you meet the company’s objective for the project?
    FORMCHECKBOX 
 Yes    or     FORMCHECKBOX 
 No

     What criteria was used to evaluate your services?     
     In what way does this project demonstrate your expertise?     
2.  Company Name:     
     Contact Name:      Title:      
     Phone:       Period of Service:      
     Nature of services provided:

          

     Did you meet the company’s objective for the project?
       FORMCHECKBOX 
 Yes    or     FORMCHECKBOX 
 No        What criteria was used to evaluate your services?      
     In what way does this project demonstrate your expertise?     
PLEASE INDICATE WHICH OF THE FOLLOWING CATEGORIES BEST DESCRIBES YOUR AREAS OF EXPERTISE:

 FORMCHECKBOX 
  Communication and Management Skills


 FORMCHECKBOX 
  Accent Improvement


 FORMCHECKBOX 
  Business Writing


 FORMCHECKBOX 
  Conversational/Business Spanish

 FORMCHECKBOX 
  Cultural Diversity


 FORMCHECKBOX 
  Interpersonal Communications


 FORMCHECKBOX 
  Interviewing Techniques


 FORMCHECKBOX 
  Leadership Skills


 FORMCHECKBOX 
  Managing Change


 FORMCHECKBOX 
  Stress Management


 FORMCHECKBOX 
  Successful Sales Techniques


 FORMCHECKBOX 
  Supervisory Skills


 FORMCHECKBOX 
  Working Effectively with the Public


 FORMCHECKBOX 
  Workplace Basic Communications



 FORMCHECKBOX 
  Writing


 FORMCHECKBOX 
  Reading



 FORMCHECKBOX 
  Vocational ESL (English as a Second Language)


 FORMCHECKBOX 
  Zenger-Miller Certified Instruction


 FORMCHECKBOX 
  Basic Math Skills

 FORMCHECKBOX 
  Other      
 FORMCHECKBOX 
  Continuous Improvement

 FORMCHECKBOX 
  Problem-Solving Skills


 FORMCHECKBOX 
  Customer Service


 FORMCHECKBOX 
  Time Management


 FORMCHECKBOX 
  Team Building/Team Effectiveness

 FORMCHECKBOX 
  Total Quality Management

 FORMCHECKBOX 
  ISO 9000 Certification

 FORMCHECKBOX 
  Train-the-Trainer


 FORMCHECKBOX 
  Other      
 FORMCHECKBOX 
  Computer-Based Training Development


 FORMCHECKBOX 
  Instructional Design


 FORMCHECKBOX 
  Authorware Programming


 FORMCHECKBOX 
  Director Programming


 FORMCHECKBOX 
  ExpressTrain Programming


 FORMCHECKBOX 
  Other AuthoringTool      

 FORMCHECKBOX 
  Digital Video


 FORMCHECKBOX 
  Digital Audio


 FORMCHECKBOX 
  Animation


 FORMCHECKBOX 
  CBT Programming Assistance


 FORMCHECKBOX 
  Website Design & Programming


 FORMCHECKBOX 
  Other      
 FORMCHECKBOX 
  Organizational Development


 FORMCHECKBOX 
  Performance Consulting


 FORMCHECKBOX 
  Performance Gap Analysis


 FORMCHECKBOX 
  Strategic Planning


 FORMCHECKBOX 
  Other      
 FORMCHECKBOX 
  Health Information Technology


 FORMCHECKBOX 
  Medical Insurance Billing

 FORMCHECKBOX 
  Medical Terminology

 FORMCHECKBOX 
  Office Ergonomics


 FORMCHECKBOX 
  Other      
 FORMCHECKBOX 
  Computer Training


 FORMCHECKBOX 
  Programming Languages


 FORMCHECKBOX 
  C


 FORMCHECKBOX 
  C++



 FORMCHECKBOX 
  Java



 FORMCHECKBOX 
  Visual Basic




 FORMCHECKBOX 
  Other      

 FORMCHECKBOX 
  Applications



 FORMCHECKBOX 
  Lotus 1-2-3



 FORMCHECKBOX 
  Microsoft Office Pro


        Access, Excel, 


          PowerPoint, Word




 FORMCHECKBOX 
  QuattroPro



 FORMCHECKBOX 
  WordPerfect



 FORMCHECKBOX 
  Other      

 FORMCHECKBOX 
  Other Computer Related Services



 FORMCHECKBOX 
  Internet



 FORMCHECKBOX 
  Desktop Publishing



 FORMCHECKBOX 
  Local Area Networks



 FORMCHECKBOX 
  Software Testing



 FORMCHECKBOX 
  UNIX Operating Systems



 FORMCHECKBOX 
  Windows (95, NT, 3.1) 



 FORMCHECKBOX 
  Technical Assistance



 FORMCHECKBOX 
  Other      
 FORMCHECKBOX 
  Safety and Security Services


 FORMCHECKBOX 
  Civilian Traffic Control


 FORMCHECKBOX 
  Hazardous Waste Management


 FORMCHECKBOX 
  Reading the MSDS


 FORMCHECKBOX 
  Site Assessment


 FORMCHECKBOX 
  Threats and Violence in the 

    Workplace


 FORMCHECKBOX 
  Other      
 FORMCHECKBOX 
  Other Services


 FORMCHECKBOX 
  Instructional Design

 FORMCHECKBOX 
  Job Aide Development

 FORMCHECKBOX 
  Grant Writing


 FORMCHECKBOX 
  Graphic Design


 FORMCHECKBOX 
  Technical Writing


 FORMCHECKBOX 
  Test Proctoring

 FORMCHECKBOX 
  Other      
 FORMCHECKBOX 
 Other      
 FORMCHECKBOX 
 Other      
THANK YOU FOR YOUR INTEREST

PLEASE NOTE:  Submittal of a response to the RFQ in no way guarantees that your services will be engaged for future activities.  Due to the intermittent nature of ETi client activity, it is entirely possible that a qualified professional expert may not be contacted unless and until there is a need for that type of expertise.  All qualified respondents will be entered into a database of professional experts, and contacts and interviews will be performed on a timely basis for the delivery of services.

IF APPLICABLE, PLEASE ALSO COMPLETE THE ATTACHED INDEPENDENT CONTRACTOR QUESTIONNAIRE.

Please use this space for additional comments or to support your professional expertise with additional information:

     
For ETi use only:

Interview date:______   Interviewer

     Rating

Project

Comments:

INDEPENDENT CONTRACTOR/CONSULTANT QUESTIONNAIRE

To Be Completed By Contractor/Consultant

In compliance with IRS regulations, the Employee Training Institute (ETi), requires all individuals providing a fee service to ETi, as an independent contractor, to complete the following questionnaire.

ETi is responsible for disclosing to the Internal Revenue Service (IRS) any monies paid to an individual for services performed during the calendar year.  This questionnaire is based on IRS criteria for independent contracting and determines whether you will be paid as a contractor/consultant or as a contract temporary employee.

QUESTIONNAIRE:

Check type of firm:
 FORMCHECKBOX 
 Individual
 FORMCHECKBOX 
 Partnership   FORMCHECKBOX 
 Corporation   FORMCHECKBOX 
 Other      
Regarding the services you are offering to ETi:

1.
Do you perform similar services for other firms?


 FORMCHECKBOX 
 Yes
   FORMCHECKBOX 
 No

 

           If yes, are these services performed for others on a daily basis?      FORMCHECKBOX 
 Yes
   FORMCHECKBOX 
 No

2.
Do you advertise or maintain a business listing in the 


telephone directory, a trade journal, or other publication?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

3.
Do you represent yourself to the public as being in business to 


perform the same or similar services as you would perform 


for ETi?







 FORMCHECKBOX 
 Yes
   FORMCHECKBOX 
 No

4.
Do you have your own shop or office?



 FORMCHECKBOX 
 Yes
   FORMCHECKBOX 
 No

5.
Is a license necessary for the work you perform?


 FORMCHECKBOX 
 Yes
   FORMCHECKBOX 
 No


  If yes, by whom is it issued?      
6.
Will you furnish your own tools, equipment, supplies and materials


to complete a job?






 FORMCHECKBOX 
 Yes
   FORMCHECKBOX 
 No

7.
Has the IRS ever found you guilty of misrepresenting your 


status as an independent contractor?



 FORMCHECKBOX 
 Yes
   FORMCHECKBOX 
 No

I certify that the responses given above are true to the best of my knowledge.

Signature: __________________________________________-Date:______________

Employee Training Institute ( 9315 Hillery Drive, Ste. 204  ( San Diego, CA  92129  ( PH (619) 388-1150

1

