
 

 

1451 Rockville Pike, Suite 600, Rockville, MD 20852 
301.287.8700 | 301.685.3720 (fax) 

www.encompassworld.com 

 

EnCompass – Evaluation of OTI/Colombia 
Request for Proposal No. RFP-0001 

 
Subject: Request for Proposal (RFP) – Colombia Data Collection Firm  
  
EnCompass LLC invites qualified firms to submit a proposal to provide support related to the 
OTI/Colombia Evaluation contract funded by the United States Agency for International Development 
(USAID)/Office of Transition Initiatives (OTI). Proposal Procedures and Instructions follow this letter.  
 
Questions, in a compiled singled file, must be submitted electronically to Anna Kinzer at 
akinzer@encompassworld.com with a copy to mmacia@encompassworld.com by October 7, 2020. 
The offeror may request a call with EnCompass to discuss questions as well.  
 
Deadline for proposal submission is October 16, 2020.   
 
Proposals must be submitted to akinzer@encompassworld.com with a copy to Ali Macia at 
mmacia@encompassworld.com  
 
EnCompass is issuing this Request for Proposal for a Colombian firm to support a baseline assessment, 
consisting of virtual and in-person key informant interviews and focus group discussions. Proposal 
Procedures and Instructions follow this notice. In preparing your response, please note that a Self-
Certification documentation is attached. Please complete these documents and return it with your 
proposal.  
  
Thank you for your interest in this work. We look forward to your response to this opportunity.  
 
Attachments: 
  
1. Self-Certification (Vendor Questionnaire) 
2. Budget Template 
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PROPOSAL PROCEDURES AND INSTRUCTIONS  
 
The general procedures and instructions that an offeror is expected to follow in preparing a response 
are as follows: 
 
Proposal Format and Content  
Clarity and completeness are of the utmost importance. Your proposal response must include:  

1. Summary of Offeror’s relevant capabilities (detailed through past performance and 
references, proposed staff, and work product examples) with regards to the needs outlined in 
the Statement of Work  

2. Proposed Price (using template provided) 
3. Completed Reps and Certs, and Self-Certification document 

 
Technical Proposal 
Bidders will submit technical proposals, using the page limitations described below. Technical 
proposals will not include any financial information; EnCompass may disqualify bids that include 
financial information in the technical proposal. The technical proposal will consist of the following 
components, such that the full technical proposal does not exceed 23 pages (including CVs).  
 

• Technical Approach: no longer than ten (10) pages. The proposal should include a 
description of (1) project management, (2) project start-up, (3) training and 
piloting, (4) outreach and data collection, (5) quality assurance, (6) risk 
mitigation, (7) reporting, and (8) a workplan.  

• Personnel: no longer than two (2) pages summarizing key personnel qualifications and 
experience within the technical proposal along with a description of the approach for 
recruiting other field staff for the data collection activity; CVs for key personnel should be 
included in the technical proposal, and altogether shall not exceed eight (8) pages.   

• Past Performance: Three (3) past performance reports, not exceeding three (3) pages.   
 
The technical proposal should be submitted in MS Word format.  
 
Cost Proposal 
Offerors should propose cost reimbursement or Time and Materials budget to complete the SOW. 
The Offeror’s cost proposal must include a detailed breakdown of the cost needed to complete the 
SOW including: 
 

1. Direct Labor  
2. Fringe Benefits 
3. Consultant labor 
4. Other direct costs 
5. Indirect Costs 
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In addition, Offerors must provide brief budget notes. The budget should be submitted in MS Excel 
format with formulas unlocked and viewable.  
 
Attached to this RFP are the following documents that must be submitted with Offeror’s proposals: 
 

1. Vendor Questionnaire 

RFP Schedule 
 
Offeror Questions to EnCompass: October 7, 2020, 5 pm EST  
 
EnCompass Responses to Questions to Offerors: October 9, 2020, 5 pm EST 
 
Due Date for Proposals: October 16, 2020, 5 pm EST 
 
Estimated Date of Award: October 28, 2020 
 
Due Date  
Your proposal is due electronically with all required signatures, no later than the date noted in the 
RFP Schedule above. Please be advised that late or incomplete submissions may be considered non-
responsive and may not be considered for award.  
 
Proposal Validity Period  
The Offeror’s proposals will be considered valid for 30 days after submission. 
 
Anticipated Agreement Type  
EnCompass intends to issue a Firm Fixed Price agreement. 
 
Period of Performance  
The period of performance for this procurement is: October 30, 2020 to Jan 31, 2020. Offerors proposal 
should include a budget that covers the entire Period of Performance. We expect the data collection 
to be complete by Dec 15, 2020.  
 
Responsibility for Compliance with Legal Requirements 
The offeror’s products, services, and facilities shall be in full compliance with all applicable federal, 
and local laws, regulation, codes, standards, and ordinances, regardless of whether or not they are 
referred to by herein.  
 
Proposal-Related Incurred Costs  
Offerors are responsible for all costs incurred in preparing or responding to this RFP. All materials and 
documents submitted in response to this RFP become the property of EnCompass. This RFP does not 
obligate EnCompass to compensate for costs associated with the preparation of an Offeror’s 
proposal.  
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Reservation of Rights  
EnCompass reserves the right to not issue an award based on proposals received in response to this 
RFP. EnCompass reserves the right to cancel this procurement at any time without prior notice, and 
to reject any or all responses received. 
 
Evaluation Criteria  
The evaluation of the offers may include the following criteria (not in any order):  
 

● The ability of the offeror to perform services within the timeframe specified.  
● The price of the requested services. 
● The degree of compliance to agreement terms set forth in this RFP. 
● Past performance with similar services, especially for Federal government  
● Qualifications of proposed staff  
 

Confidential Information 
The RFP attachments included and all subsequent documents sent in conjunction with this contain 
propriety and confidential information. Offerors acknowledge the proprietary and confidential nature 
and assume the following obligations. Such data and information (“Confidential Information”) may be 
used by Offeror or its employees only for purposes of responding to this RFP. Offeror shall maintain 
this information as confidential and use at least the same degree of care in safeguarding the 
Confidential Information as the party used in safeguarding its own confidential information.  
 
Offeror’s proposal or any other material must be marked “CONFIDENTIAL INFORMATION: Do not 
disclose” to each page of offeror’s proposal that contains such proprietary information.  The entire 
proposal or accompanying materials may not be marked as proprietary information.  The Offeror 
agrees that EnCompass may use, copy and disclose any part of the proposal or materials except those 
which are clearly the proprietary information.  
 
Agreement  
The terms and conditions of the EnCompass prime contract will be incorporated into the agreement.  
The project is through a Federally funded contract, and additional terms and conditions will apply to 
any Subcontract awarded. These additional terms may be Federal Acquisition Regulations (FAR) as 
well as agency-specific flow down terms and conditions.   
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Background 
 
Activity Summary: Qualitative data collection for baseline data collection in Colombia 
 
The USAID/OTI Colombia Program aims to advance peace implementation by helping the 
Government of Colombia (GOC) install its own flexible, rapid response capacity to achieve quick wins; 
jump start peace implementation in the most critical national security geography in accordance with 
prioritization done by GOC; and provide punctual, strategic technical assistance to three levels of 
government. 
 
Program Goal: Colombia Transforma’s goal is to contribute to the irreversibility of the peace process 
by catalyzing the implementation of the accord. The program has two primary objectives: 

1. Increase government entities’ commitment of resources to implement the peace accord. 
2. Advance bottom-up implementation of the peace accords in critical areas. 

 
USAID/OTI has contracted EnCompass LLC to complete a baseline assessment of the Colombia 
Transforma Program. Encompass is procuring a firm to support baseline data collection consisting of 
an in-person and virtual qualitative interviews and focus groups.  
 
Objectives of the evaluation 
In support of these objectives, the program implemented more than 500 small infrastructure projects 
(e.g., rehabilitation of community centers, schools, sports facilities, and improvements to critical 
tertiary road infrastructure). Through trial and error, CT developed a methodology for 
implementation that came to be known as the “tripartite model.” In this model, the municipal 
government, community members, and the CT team participate in the planning, design, and 
management of infrastructure projects, and provide support in the form of materials, skilled or 
unskilled labor. Qualitative and anecdotal evidence indicates that the initial application of this model 
yielded positive programmatic and operational impacts. 
 
In the program’s Phase II (July 2019–February 2022), the CT program team is seeking systematic and 
rigorous evidence on the impacts of the tripartite model on social cohesion, the relationship between 
community members and government officials, and actual and perceived efficacy of communities to 
manage local development. The program team is interested in seeing whether the tripartite model 
empowered/facilitated communities’ (or community leaders’) development of strategies, including 
through:  
● Sense of joint responsibility for peace accord implementation  

● Empowerment/ownership of community recovery 
● Social cohesion/participation in community processes 
● Grassroots organizations’ strategies evolve 
● Strength of community-government relationships 
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Geographic Coverage 
The CT program will be implemented in Bajo Cauca de Antioquia, Catatumbo, and Tumaco 
regions/departments of Colombia. The program team will identify municipalities within these regions 
to implement the tripartite model through a consultative process with OTI, local leaders, and other 
stakeholders using pre-specified criteria. These criteria include qualitative impressions of municipal 
and community factors such as: historic and current presence of armed groups, presence of illicit 
crops, historic lack of state presence, prioritization by Colombian government (should be a PDET and 
Zonas Futuro municipality), and the presence of other international donors. The selection of specific 
veredas from these municipalities to implement the tripartite model will be identified in consultation 
with OTI and other stakeholders. We plan to purposively select approximately 20 veredas from the 
program municipalities as treatment areas.   
 
Table 1: Geographic coverage of the Transforma Colombia Program 

 

 

Scope of Work 

The objective of this sub-contract is to conduct qualitative data collection, including key informant 
interviews and focus group discussions, in selected target communities.  

The subcontractor will conduct field interviews with approximately 105-120 individuals, including 
community members, community leaders, and municipal staff (and mayors, as feasible). Interviews 
will last approximately 1 hour each and follow a set list of interview questions. The subcontractor will 
also conduct 6 to 9 focus groups (approximately 15 participants per session), with 2-3 sessions in each 
of the three regions. Interview and focus group recordings and notes will be transcribed and 
corrected before being provided to EnCompass.  

 
Details of various components are provided in Annex A.  
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ANNEX A. SCOPE OF WORK 
TRANSITIONAL JUSTICE COURSE FOR EVALUATION DATA COLLECTION TEAM 

 
 

Summary of Activities 

The subcontractor will be responsible for conducting field interviews with approximately 105-120 
individuals, including community members, community leaders, and municipal staff (and mayors, as 
possible). Interviews will last approximately 1 hour each and follow a set list of interview questions. 
The subcontractor will also conduct 6 focus groups (approximately 15 participants per session). 
Interview and focus group recordings and notes will be transcribed and corrected before being 
provided to EnCompass.  
 

Activity Description Total Sample Size 
Focus Group Discussions 6 (1 in each municipality) 6 focus group discussions 
KIIs 12 program staff  

8 municipal staff   
40 community leaders 
60 community members 

120 interviews 

 
Key informant interviews and focus group discussions will be held in a total of four departments 
(Putumayo, Catatumbo, Bajo Cauca, and Narino). An overview of anticipated data collection sites is 
included below .  
 

Department Municipality Vereda Treatment/ Control  

Putumayo 
(Retrospective 
Analysis) 
  
  

Puerto Asís Villa Marqueza Treatment 
Puerto Asís La Cumbre Control 
Puerto 
Leguízamo Piñuña Negro Treatment 
Puerto 
Leguízamo San joaquin Control 

Catatumbo 
(Retrospective 
Analysis) 
   

Teorama San Juancito Treatment 
Teorama Mata de Tilo Control 
Sardinata El Recreo Treatment 
Sardinata La Popa Control 

Catatumbo 
(Baseline) 
  

Teorama San Juancito Treatment 
Teorama Mata de Tilo Control 
Sardinata El Recreo Treatment 
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  Sardinata La Popa Control 
Bajo Cauca 
(Baseline) 
  
  
  

Tarazá Puri Treatment 
Tarazá El Rayo Control 
Cáceres Alto El Tigre Treatment 

Cáceres El Toro Control 
Nariño 
(Baseline) 
  
  
  

Tumaco Restrepo Treatment 
Tumaco Sonadora Control 
Tumaco San Luis Robles Treatment 

Tumaco Piñal Salado Control 
 
 
Preparations for Qualitative Data Collection 
Subcontractors will be required to undertake several activities in preparation for data collection. This 
will include:  

- Inception Report (within one week of award): The Subcontractor shall present a Draft Inception 
Report to EnCompass. The Draft Inception Report shall outline the state of the subcontractor’s 
mobilization, including the deployment of both human and material resources (team composition); 
phases of work including submission dates for key deliverables; and detailed calendar of work 
(Gantt chart). The report should provide a detailed methodology, detailed work plan involving the 
schedule of activities and detailed tasks, deliverables including the starting time and duration of 
each, phasing and interrelations. The inception report should also include a security plan, outline 
precautions for managing the risks associated with data collection among the COVID-19 pandemic. 
Edits may be required based on EnCompass feedback, which will be provided within five business 
days of receipt.      

- Comment on data collection protocols (within one week of award): Subcontractor will review and 
provide feedback on EnCompass’ data collection protocols, to ensure that they are properly 
contextualized, and to ensure that EnCompass has properly considered likely eventualities.  

- Comment on instruments (within one week of award): EnCompass will provide the instrument to 
Subcontractor for review. As with the protocols, Subcontractor will review and provide feedback 
on EnCompass’ data collection instrument, and suggest revisions as needed for context, flow, 
translation, or other aspects.  

- Develop manuals for field staff (within 2 weeks of award): Subcontractor and EnCompass will 
collaboratively develop comprehensive manuals for field staff. EnCompass must have a chance to 
review and approve final manuals at least 5 business days before the start of training. The manuals 
that will be developed for this activity will include: (1) Field Manual for Supervisors and Quality 
Assurance and (2) Field Manual for Enumerators and Outreach. These manuals will include security 
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protocols for supervisors and enumerators to ensure safety in conducting fieldwork given the 
potential risks for operating in Colombia, especially during the COVID 19 pandemic. This should 
include options for adapting data collection procedures as possible in the face of challenging 
conditions 

- Translate and Back-Translate instruments (within 2 weeks of award): Translations must be 
completed by a team of two concurrently, reconciling any differences afterward. Back-translations 
must be completed by a third party, who was not involved in any way in the translations. 
EnCompass will review back-translations and ask Subcontractor to make changes to the instrument 
translations as needed based on the results.  

- Obtain local research clearances and permits: Subcontractor will work with EnCompass to submit 
applications for local research clearances as needed (e.g. IRB or research clearance body), as well 
as obtain any relevant permissions needed in order to enter specific sites in order to collect data 
(e.g. local government letters of introduction).  

Pretesting, Training, and Piloting  
- Pretesting: Subcontractor will be required to conduct pretesting for all data collection instruments. 

Pretesting is focused on the flow, translation, and logic of the instrument. Pretesting should be 
done on a sample of units not part of the sample frame for the data collection, prior to training.  

- Training: Training will take place prior to data collection. Subcontractors are required to specify the 
recommended duration and content of field staff training as part of the technical approach.  

- Piloting: Piloting will be done as part of training. It is focused on the entire process of data 
collection, and is meant to be a “real-life” practice of the data collection. In this way, it is different 
from the pretest which is specifically focus on the tool itself. Following piloting, it is not expected 
that major changes to the tool will be needed. Piloting must be done on a sample not part of the 
sample frame for the data collection. 

 
Field works (concluded by Dec 15, 2020) 

- Outreach: It is expected that the Subcontractor will need to dedicate considerable time and energy 
to contacting interviewees, arranging interview times, and following-up with them. This will also 
include engaging focus group discussion participants and coordinating the time and location of the 
focus group discussions.  

- Interviews: Interviews will be face-to-face as much as possible, as the conditions related to COVID 
19 allow. Some interviews (certain respondent groups, such as JAC leaders in non-target regions) 
may be held virtually. The mix of virtual and in-person interviews will be determined in consultation 
with OTI, the Subcontractors and other stakeholders.  
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- Focus Group Discussions: Focus group discussion will be held in-person as much as possible. The 
mix of virtual and in-person focus groups will be determined in consultation with OTI, the 
Subcontractors and other stakeholders.  

Quality Assurance 

Subcontractors will be required to conduct quality control, at minimum following the requirements 
listed below. EnCompass will be conducting independent quality assurance for the duration of this 
activity. Subcontractors will be required to respond in a timely manner to EnCompass questions 
regarding data quality control and other measures of data quality assurance.  
Led by Subcontractor:  

- Daily team debriefs: Check-ins with the interviewers and field staff to review any challenges 
faced, allow for questions and clarifications, and provide feedback to the wider group. These 
are especially important early in the data collection activity to ensure that proper interviewing 
habits are formed.  

- Supervisor checks: Supervisors will check their teams’ forms before they are submitted to the 
server, to ensure completeness and spot-check for errors.  

- Accompaniment: Subcontractor will ensure that at least 5% of interviews are directly observed 
by a supervisor or other senior member of the team. All interviewers should be directly 
observed at least once during the first week of data collection. Observations will be summarized 
in an accompaniment form.  

      

The proposed team shall consist of at least the following key personnel with the specializations and 
experience listed below (these must be experts from which a significant time input in the project is 
expected, or whose contributions are crucial for the project implementation). Key personnel must 
have experience conducting field research in Colombia.  

KEY PERSONNEL  

Key Personnel Qualifications 

Team Leader (1) - A minimum qualification of a master’s degree in Social Sciences 
or a related field. 

- 5-10 years of relevant experience in qualitative data collection 
including KIIs and focus group design, managing and 
conducting surveys/studies in Colombia. 

- At least four (4) years of demonstrated ability to lead and 
manage a multi-disciplinary team and experience in data 
collection. 
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- Experience in field planning and reporting.  

- Extensive experience in using MS Office  

- Excellent communication skills and experience in working with 
a wide range of individuals in government, the private sector, 
and civil society.  

- Experience in implementation of at least one similar project in 
Colombia. 

- Fluency in written and spoken Spanish. 

Manager/Supervisor (1) - A minimum of a bachelor’s degree in a related field.  

- At least 2-3 years of experience in implementing large research 
studies in Colombia 

- Expertise in the logistics of conducting multi-regional 
qualitative research, including ensuring transportation for 
enumerators. 

- Expertise in ensuring data quality and protocol compliance in 
the field. 

- Experience in implementation of at least one similar project 
involving interviews and focus groups at the vereda level in 
Colombia. 

- Fluency in written and spoken Spanish. 

 

Bidders should describe their approach to ensure that well-qualified interviewers are hired. 
Interviewers should have relevant interviewing experience in semi-structured interviewing, especially 
using similar instruments to this evaluation. Recruitment and staffing procedures should be outlined 
in the technical proposal, along with contingencies for staff replacement, should the need arise, 
during data collection. 

CVs for professional staff other than the key personnel (e.g., field supervisors, administrative and/or 
support staff, enumerators) are not examined during the evaluation process. However, the name of 
the proposed experts, their input and position, shall be indicated both in the technical and in the 
financial proposals (please note that the financial proposal shall indicate the fee rate of these experts 
as well). Staffing procedures should be outlined in the technical proposal, along with contingencies 
for staff replacement, should the need arise, during data collection. 

Deliverables and reports 

Subcontractors will be required to submit the following deliverables and reports. EnCompass will 
provide report templates as guidance to the Subcontractor following award. Timely reporting is a 
requirement.  
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- Inception Report: The inception report should build upon the proposal to include a 
description of project management, project start-up, training and piloting, outreach and data 
collection, quality assurance, risk mitigation, reporting, and a workplan. Along with the 
inception report, the subcontractor should submit comments on all EnCompass protocols and 
instruments.  

- Manual(s): Manuals should provide detailed guidance for all personnel (e.g., interviewers and 
supervisors) 

- Bi-weekly Reports: These reports should include updates on progress, quality control 
measures, challenges encountered, and actions taken to address.  

- Training & Pilot Report: This report should entail a summary report of the training and 
piloting, including the training agenda, training participants and statement of readiness for 
each participant, a summary of changes to the instrument and changes to protocols based on 
piloting, and pilot data.   

- Data: Completed qualitative data, including KII and FGD transcripts.  

- Final Report: The subcontractor shall submit a final data quality report. The final report 
should include a summary of the primary challenges and responses profiled in the biweekly 
reports. To also include detailed information about any modifications to the data collection 
protocols, data quality process, identification of any data quality issues, as well as metadata 
about the final dataset (sample replacement, response rate, attrition, average duration of 
interviews, etc.).  
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