Summer Youth Employment Program Training Video (Small Purchase RFP)
PIN 260005SYEPTV


City of New York

Department of Youth and Community Development

Summer Youth Employment Program Training Video

Request for Proposals (Small Purchase)

PIN 260005SYEPTV

Summary
The New York City Department of Youth and Community Development (“DYCD”) is seeking an external consultant to provide the agency with video production services.  The goal of the engagement is to assist DYCD in creating a training video on the use of the debit card that is part of the Summer Youth Employment Program (“SYEP”).  The video will target the SYEP youth participants and program providers.  

DYCD facilitates youth and community development by awarding over 2,000 contracts per year to a broad network of community-based organizations throughout New York City.
  One of the programs contracted for by DYCD is SYEP, which provides summer job opportunities for New York City youth between the ages of 14-21.  In 2004, SYEP served approximately 34,000 youth participants, who received their program services from 70 organizations with SYEP contracts (“Providers”).  The goal of SYEP is to provide youth with valuable summer employment experiences within a youth development framework.  Participants in the program are given a job for seven weeks, during which time they also receive related educational services.  In 2004, SYEP introduced a new payroll system, wherein participants received compensation through debit cards.  While generally successful, the 2004 experience exposed a need for increased training of youth and Providers in the use of the debit card.  The goal of the proposed training video will be to provide such improved instruction.  The training video will enhance the youth and contractor knowledge of how to use the debit card and contribute to the overall success of SYEP.
Proposal Due Date/Time/Location:


2:00 P.M. EST, March 14, 2005

Office of Contract Procurement


Department of Youth and Community Development


156 William Street, 2nd Floor


New York, New York 10038


Attention:  Patricia Chabla



Late proposals will not be accepted.
Proposal Contact Person:


Meredith Desautels (212) 676-8146


E-mail: mdesautels@dycd.nyc.gov.

Anticipated Contract Term and Funding

It is anticipated that the term of the Contract will be March 28, 2005 to June 3, 2005.  The anticipated contract amount will not exceed $12,000.  The contract amount would cover all costs of the production of the video.
Payment

DYCD will pay the contractor as it completes the six deliverables listed below.  The Contractor should submit a proposed payment plan according to those deliverables. 

Contract Termination

DYCD reserves the right to terminate contractor activity on any project at any point.
Purpose of the Engagement/Scope of Work
The purpose of this engagement is to produce an effective training video in the use of the SYEP debit card.  Based on the information that must be conveyed through the video, DYCD has developed an overview of the potential video content (scenes, settings, talent, and basic script goals).  The overview is attached as Attachment A.  However, note that DYCD is open to alternative approaches that convey the necessary information in a way that is engaging for youth and Providers.  The three project components, and their corresponding objectives, are as follows:
1. Pre-Production: 
a. Script development – based on a framework and content provided by DYCD, the Contractor will develop a script designed to reach the youth and Provider audience.

b. Storyboard – the Contractor will develop a storyboard and plan of shots that corresponds to the script.
c. Preparation of talent – the Contractor will coordinate talent with regards to rehearsal and wardrobe (DYCD has already identified two youth actors for the two main roles, as described in Attachment A.)
d. Preparation of sets and props – the Contractor will identify and secure the sets and props for each scene.
2. Production:
a. Direction of talent – the Contractor will instruct talent for each shot/scene.
b. Direction of sound and lighting – the Contractor will coordinate and implement appropriate sound and lighting equipment.

c. Footage recording – the Contractor will obtain necessary video footage.

3. Post-Production:
a. Video editing/finalization of product – the Contractor will edit video footage, create an appropriate soundtrack, and add appropriate graphics and credits.

b. Reproduction – the Contractor will reproduce 300 copies of the video.
Timeline & Deliverables
A. Project Start-up Phase (March 28 – April 1): the Contractor will conduct an initial meeting with DYCD.  This meeting and subsequent communications with DYCD would orient the Contractor to DYCD and SYEP and finalize the work plan for the project.

Deliverable #1: Finalized work plan for video production.
B. Planning and Pre-Production Phase (April 4 – April 22): the Contractor will design and facilitate activities with DYCD to meet the objectives of the pre-production phase, as outlined above and in Attachment A. 
Deliverable #2: Final script.

Deliverable #3: Storyboard and plan of shots, laid out according to the script. 
Deliverable #4: Final plan for talent, wardrobe, set and props.
C. Production Phase (April 25 – May 13): the Contractor will execute video direction and production. 

Deliverable #5: Sufficient footage of all necessary shots. 

D. Post-Production Phase (May 16 – May 27): the Contractor will edit video footage and create final video product, including soundtrack, graphics and credits.

Deliverable #6: Final video product, recorded on a DVD (after DYCD approval).
Format and Content of the Proposal Package
The Proposal should indicate the proposer’s availability to commence work by March 28, 2005.  The proposal should be typed on 8 ½” by 11” paper; double-spaced with one (1) inch margins, using 12-point font in Times New Roman.  Proposals should not exceed 10 pages in length, excluding appendices, and should include the following sections:

A. Table of Contents

B. Executive Summary

C. Technical Approach: For each of the three project components, describe the proposed methodology/activities to meet the corresponding set of objectives, as described in the Purpose of the Engagement/Scope of Work section.  The Timeline and Deliverables section should provide a guideline for the approach, but may be adjusted to meet production needs. 
D. Organizational Capacity: Discuss the consultant’s background and experience in video production, particularly within the public sector and/or for a youth audience.  The ideal consultant would show an understanding of youth and community development principles, and possess experience working with organizations that serve youth.
E. Relevant Experience (Appendix A): Provide summary descriptions of two previous projects of a similar nature, including approach used, budget, tasks accomplished, and results of the consultation.  Include a sample of previous work on DVD.  This appendix should not exceed three pages in total.

F. References (Appendix B): Provide two references qualified to comment on previous consultations and whether goals and objectives were achieved. Please include company, name, telephone number and email addresses.  This appendix should not exceed one page.
G. Management Plan/Cost Proposal (Appendix C): Provide a budget and narrative with at least the following: the staff that would be assigned to this project, proposed amount of days to be worked on this project, and the cost per each phase, including deliverables.  Please attach resumes for proposed staff.  
The proposal should be in a sealed envelope containing one original and four duplicate copies.  The sealed proposal envelope outer label should indicate: Patricia Chabla, ACCO, Office of Procurement, PIN 260005SYEPTV “Summer Youth Employment Training Video”, and the proposer’s name, address and telephone number.

Basis of Award

The contract will be awarded to the responsible proposer whose proposal is determined to be the most advantageous to the City, taking into consideration the price and other factors set fourth in the RFP.
Attachment A
Proposed Video Content

The video will run about 5 minutes long, and consist of approximately five scenes, in which two youth participants (candidates for these roles, who are affiliated with DYCD, have already been identified) will discuss various related aspects of the debit cards.  

In scene one, the two youth participants will be at a community-based organization’s center on the day that the debit cards are being distributed.  One participant is experienced with the process and explains it to the other participant.  The knowledgeable youth will describe the payment process, including when and how often the youth are paid.  He will go on to describe the system generally – the meaning of the stored value account, how it is different from a check, how it is different from other bank accounts, and how the payroll vendor is different from a physical bank.  The scene will end when the youth receive their cards.


In scene two, two weeks later (after a payroll period) the youth participants will come upon an ATM machine.  The less knowledgeable participant will decide to withdraw some cash.  The second participant will stop him, warning him that this ATM will charge him a fee.  He will explain ATM fees and advise the other participant to find an ATM that will not charge a fee.  Together they will leave to find another ATM.  

In the next scene, the two youth will be standing at the no-fee ATM.  The knowledgeable youth will show the other the various functions that can be performed at the ATM without fees, such as cash withdrawal or balance inquiry.  The inexperienced youth will ask the other if he wants to withdraw cash, but the experienced youth will refuse.  Instead, he plans to use his card at the store to make direct purchases.  The inexperienced youth asks to see how this process works.  The scene will end when the youth leave to go to the store. 


In the fourth scene, the youth will be at a store.  The experienced youth will show the other how to use the card to make a direct purchase.  He will address the question of “debit or credit,” and explain what types of stores will accept the debit card for purchases.  He will also explain any fees that may arise from making a point-of-sale purchase.  The scene will end with the youth parting ways.


The fifth scene takes place back at the community-based organization’s center.  The inexperienced youth still has some questions about the debit card.  The experienced youth will show the inexperienced youth how to use first the internet, and then the telephone, to perform various functions (such as check an account balance or replace a lost card).  Finally, the experienced youth will explain how to obtain the remaining balance on a card using a transcheck. The video will end with the youth heading off to their places of employment.  [Alternate ending: The youth will discuss the potential of opening a bank account.  This ending depends on the services that are made available to the participants, which have not yet been determined.  The video would also utilize graphics to display information that may change, such as the names and phone numbers of certain vendors, so that these could be reproduced without necessarily requiring the video to be re-shot.]
� For more information about DYCD, visit the agency’s website at: www.nyc.gov/dycd
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