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Request for Proposals 

Conference and Training Development 

Purpose of Solicitation 
The District of Columbia Behavioral Health Association (DCBHA) seeks a qualified individual consultant 
or business vendor (offeror) to facilitate DCBHA’s annual conference and monthly training offerings. The 
annual conference provides a day-long opportunity for DCBHA members, key stakeholders, and other 
interested members of the community to learn about the development of behavioral health. Monthly 
trainings provide learning opportunities for front-line, first-level supervisory, administrative, and senior 
leaders in behavioral health services. DCBHA seeks responses that will include all aspects of planning, 
coordinating logistics, marketing, and follow up for these events and trainings. 

Organization Information 
The DC Behavioral Health Association is a membership association serving organizations in the field of 
behavioral health that deliver services to District of Columbia residents with serious mental illness or 
substance use disorders. DCBHA works to improve the delivery of high-quality behavioral health services 
for District residents. The association’s members are provider organizations that deliver community-
based behavioral health services, primarily for individuals enrolled in Medicaid. DCBHA services include 
policy advocacy, education and training, and community engagement. 

Education and training activities have included an annual conference and other workshops directed to 
clinicians, supervisors, and executive leaders, with topics spanning from behavioral health-specific 
trainings to contract negotiation strategies. Education and training for both the annual conference and 
other workshops and trainings are expected to supplement and complement but not substitute or 
replace mandatory trainings offered by the DC Department of Behavioral Health or the general 
orientation and annual recertification of employment standards offered by member organizations to 
their own employees. 

The annual conference, recently held the first Thursday of June, is a one-day, all-day event. The event 
has drawn from 65 to 125 attendees in recent years. The conference is focused on behavioral health in 
the District of Columbia specifically, so there is no need to organize hotel room blocks or other 
accommodations for attendees. Occasionally, an individual presenter or speaker may require 
accommodations or other assistance with travel. In recent years, mornings have been organized as 
general plenary sessions with afternoons offering multiple, concurrent breakout sessions, but this 
format is subject to revision and need not determine future organization or offerings of the conference. 

Other workshops and trainings may be half-day or full-day events that are normally focused on a single 
topic. Topics may be clinical or technical and should vary to meet the needs of staff members at every 
clinical or management level. Topics that have drawn considerable interest in recent years have included 
such items as clinical approaches to race-based trauma and contract negotiations. Opportunities to 
collaborate with other organizations to offer and promote trainings are favorable, and clinical offerings 
are bolstered by offering continuing education credits with preapproval and follow up with the National 
Association of Social Work DC chapter. 
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Scope of Work 
The DC Behavioral Association’s event and training contract will result in successful delivery of a full-day 
conference for 65 – 125 attendees and a full-day or half-day training offered in person at least monthly 
for no fewer than 15 participants. 

DCBHA seeks one or multiple offerors to deliver both its annual conference and monthly trainings. 
Preference will be given to a single offeror able to deliver all requested services for a period not less 
than the remainder of 2017. 

For the conference, an offeror should be prepared to deliver: 

 Pre-conference negotiation with vendor(s) for facilities; breakfast, lunch, and any break food 
and beverages; and audio-video equipment. 

 Pre-conference content planning, including recruiting keynote speakers, breakout session 
presenters, and volunteers; coordinating preapproval of continuing education credits from the 
National Association of Social Workers DC chapter; and producing and printing a modest 
conference program. 

 Day-of conference logistics management, including registration check-in and continuing 
education sign-in and sign-out; welcoming, supporting, and providing directions for dignitaries, 
sponsors, and guests; and ensuring timely delivery or service of food, beverage, or audio-visual 
support. 

 Post-conference follow up with vendors or others for business closeout. 
 Post-conference processing of continuing education credits, including compiling evaluation 

results, issuing certificates, and reporting necessary information to the National Association of 
Social Work DC chapter. 

o An offeror prepared to identify, solicit, and engage prospective conference sponsors should be 
prepared to discuss relevant steps and plans. 

For the monthly trainings, an offeror should be prepared to deliver the same set of services described 
above for the annual conference, still in person, but on a smaller scale and focusing on a single topic. 
Offerors who believe they could offer a training program more robust than once per month should 
identify the frequency of offerings they are prepared to deliver, and such additional trainings may be as 
short in length as one hour. Offerors prepared to deliver webinar trainings may mention their ability and 
interest, but at least one training offering per month must be delivered in person. Again, please be 
prepared to discuss willingness and relevant steps and plans to identify, solicit, and engage prospective 
training sponsors. 

Prospective offerors are invited to submit a cover letter, budget, and the resume of the principal or lead 
point of contact who will deliver services responsive to this RFP. DCBHA encourages offeror cover letters 
to discuss the offeror’s vendor and volunteer management experience, relevant health or human 
services experience, familiarity with technology for event management and promotion or content 
production and delivery, experience with corporate training or adult learning, and if applicable, 
experience with donor or sponsor engagement. 
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Budgets should be sufficiently clear for DCBHA to determine the extent of the offeror’s intended 
response, including whether the offeror is prepared to deliver the conference, the monthly trainings, or 
both, and may be presented as an hourly rate with a maximum number of hours for each component or 
as fixed prices per component, such as a fixed price to deliver the conference and a standard fixed price 
for each successfully delivered monthly training. DCBHA is willing to consider arrangements to share 
profits as an incentive for offerors to maximize attendance at the conference and trainings. 

Offerors are not required upon application but should be prepared to provide the following additional 
requested materials as attachments. 

 Please provide the resume of any individual who will deliver services responsive to this RFP. 
 Please provide two to five sample deliverables from past projects with similar size and scope. 
 If the offeror is a business vendor, please provide an organizational chart that clearly identifies 

the name, title, and reporting relationships of any individual who will deliver services responsive 
to this RFP. Feel free to disregard any individual who will not deliver services responsive to this 
RFP, but do include the owner or legal representative able to make agreements or sign contracts 
on behalf of the organization. 

 Please provide contact information, including name, title, phone number, email address, and 
website for three organizations for which you have performed similar work. 

No factor alone is determinative, and reviewers will seek the offeror with the best overall fit. 

Inquiries 
DCBHA welcomes prospective offerors to make inquiries regarding this RFP. Questions should be 
directed to Mark LeVota, Executive Director, by phone at 202-661-3536 or by email at 
Mark.LeVota@DCBehavioralHealth.org. DCBHA reserves the right to update or amend this RFP in 
response to conversations with prospective offerors. DCBHA intends to make a good faith effort to 
respond to inquiries within two business days, but regardless of DCBHA responsiveness, the contents 
and timely submission of responses remain the responsibility of the offeror. 

Deadlines 
Responses will be reviewed continuously upon receipt. This RFP will remain open until DCBHA has 
accepted an offer or determines at its exclusive determination that no further offers will be reviewed. 

Responses should be submitted electronically to Mark.LeVota@DCBehavioralHealth.org in a single PDF 
file. 

Offerors are expected to make a whole and complete offer. DCBHA reserves the right but takes no 
responsibility to offer an opportunity to correct deficiencies or submit supplemental materials for 
applications that do not address all components. 

Responses received in a format other than a single PDF file may be rejected or accepted for review 
exclusively at the discretion of DCBHA. 
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Terms of Solicitation 
Response to this solicitation does not by itself constitute entry into a business relationship with DCBHA. 
DCBHA will not reimburse offerors for any expenses associated with reviewing this RFP or preparing a 
response. DCBHA reserves the right to reject any or all offers. 


