
   
 

   

 

 
 
 

Communications Services 
Invitation to Negotiate (ITN 2024-25-03) 

 
 
 
 

Solicitation Timeline: 
Issue Date: Friday, January 10, 2025 

Deadline to Submit Questions: Friday, January 17, 2025 by 5:00 p.m. 
Responses to Questions Posted: Tuesday, January 21, 2025 

Deadline to Submit Response: Friday, January 24, 2025 by 5:00 p.m. 
Notice of Intent to Award Posted: Tuesday, January 28, 2025 

 
 

 
 
 
 

To promote fairness, transparency, and integrity by preventing potential conflicts of interest, 
undue influence, and favoritism in procurement activities, bidders should direct all 
correspondence or inquiries during the invitation to negotiate process to the following 
procurement official, in writing via email:  
 

Kimberly Komorny 
Director of Operations & Finance 

Charity for Change 
kimberlykomorny@charityforchange.org 
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Section 1: Introduction 
 
A. Organization Background 

 
Charity for Change exists to elevate Pre-K to 5th-grade children to achieve their full potential 
through character education, charitable and community involvement, academics, and parental 
and community engagement. Charity for Change provides a character education curriculum 
teaching resilience to students and integrating service learning and academics. By educating the 
hearts as well as the minds of children, Charity for Change is developing future citizens who will 
be more successful in school, future careers and life. Ultimately, they will affect our culture and 
society in a positive way. 
 
B. ITN Objective and Overview 
 
The purpose of this Invitation to Negotiate (ITN) is to determine the best method for providing 
a variety of communications services, and to identify one or more responsive vendors with 
which the agency may negotiate in order to receive the best value. 
 
Specifically, Charity for Change is seeking communications services to support the significant 
enhancement and expansion of the Charity for Change program to elementary school students 
across the State of Florida. The program is tailored to PreK-5 audiences under Florida’s 
Resiliency Education Standard (section 1003.42, Florida Statutes) and includes Resiliency 
Education, Civic and Character Education, and Life Skills Education. The enhancement and 
expansion of this curriculum is funded, in part, through Florida’s 2024-2025 General 
Appropriations Act.  
 
Responsive bidders will demonstrate experience and expertise in the tasks outlined in this ITN, 
as well as specific expertise and substantial experience in developing and producing effective 
communications targeting out-of-school programs, school district administrators, and other 
external stakeholders in Florida. This solicitation will result in a contract for up to six (6) 
months, ending June 30, 2025; the contract may be renewed for additional one-year terms, 
contingent upon project funding in subsequent fiscal years. The maximum funding available for 
this project term, i.e., from contract execution through June 30, 2025, is $90,000. 
 
C. Eligible Bidders  
 
Eligible Bidders include vendors that are registered to do business in the state of Florida. 
Eligible Bidders will demonstrate financial stability and sufficient applicable experience and 
expertise to provide the services to be procured. All necessary affirmative steps will be taken to 
solicit participation of state-headquartered, minority-owned, female-owned and small 
businesses.    
 
  



   
 

  Invitation to Negotiate (ITN 2024-25-03)  
Page 3 

 

Section 2: Solicitation Process 
 
A. Overview 
 
In accordance with Charity for Change’s procurement policy, formal competitive solicitations 
will be issued when goods or services to be purchased are estimated to be greater than or 
equal to $35,000. Competitive solicitations are made available simultaneously to all vendors 
and are advertised on the Charity for Change website.   

 
B.  Questions and Answers 
 
All questions regarding this ITN must be submitted in writing, via email only, to the 
procurement contact listed on the cover page of this ITN. The deadline for the submission of 
questions is reflected in the Solicitation Timeline.  
 
Charity for Change reserves the right to accept or reject any or all requests for clarifications, 
either in whole or in part, and may require requests to be clarified or supplemented through 
additional written submissions. Bidders will be notified of the rejection of their request for 
clarification. Oral requests for clarification will not be accepted. Responses to requests for 
clarification will be provided in writing by date and time outline in the Solicitation Timeline.  
 
C. Solicitation Timeline 
 
The table below contains the anticipated timeline of events for this solicitation. The dates and 
times are subject to change. The applicant is responsible for ensuring that Charity for Change 
receives all the required documentation by the dates and times (Eastern time) specified below 
(or as revised by the ITN).  

 
Activity Timeline 

Release ITN Friday, January 10, 2025 
Written Question Deadline Friday, January 17, 2025 by 5:00 PM 
Answers to Questions Posted on Website Tuesday, January 21, 2025 
Deadline for Submission of Responses Friday, January 24, 2025 by 5:00 PM 
Notice of Selection of Bidder to Advance to Negotiation Tuesday, January 28, 2025 

 
D. Response Submittal and Deadline 
 
Responses will be due no later than Friday, January 24, 2025, by 5:00 PM Eastern Time. 
Responses received later than the date and time specified will not be considered. Charity for 
Change assumes no responsibility or liability for late delivery or receipt of responses. The 
burden is on the Bidder to confirm receipt by Charity for Change of any submittal.  
 
The responses will be evaluated pursuant to the criteria set forth in this solicitation. Notification 
of selection or non-selection of all Bidders who submitted conforming responses will be 
emailed when the selection process is final.  



   
 

  Invitation to Negotiate (ITN 2024-25-03)  
Page 4 

 

E. Disclosure of Conflicts 
 
All Bidders must disclose with their Response the name of any officer, director, or agent who is 
also an employee or board member of Charity for Change. Further, all Bidders must disclose the 
name of any employee who owns, directly or indirectly, an interest in the Bidder’s firm or any 
of its branches. The Bidder shall not compensate, in any manner, directly or indirectly, any 
officer, agent, or employee of Charity for Change for any act or service that he/she may do, or 
perform for, or on behalf of any officer, agent or employee of the Bidder. No officer, agent, or 
employee of Charity for Change shall have any interest, directly or indirectly, in any contract or 
purchase made, or authorized to be made by anyone for, or on behalf of Charity for Change. 
The Bidder shall have no interest and shall not acquire any interest that shall conflict in any 
manner or degree with the performance of the services required under the Solicitation. 
 
F. Waiver Authority and Right to Cancel 
 
Charity for Change reserves the right, at its sole discretion, to waive minor irregularities in 
submittal requirements, to request modifications of the response, to accept or reject any or all 
responses received, and/or to cancel all or part of this solicitation at any time prior to awards. 
 
This solicitation does not commit Charity for Change to award any funds, pay any costs incurred 
in preparing a response, or procure or contract for services or supplies. Charity for Change 
reserves the right to accept or reject any or all responses received, negotiate with all qualified 
Bidders, cancel or modify the solicitation in part or in its entirety, or change the response 
guidelines, when it is in its best interests. 
 
G. Responsiveness and Responsibility 
 
Charity for Change will only award a contract to a responsive and responsible Bidder. To qualify 
as responsive, the Bidder must respond to all requirements of the solicitation in a complete and 
thorough manner. Specifically, the Bidder must demonstrate: (1) the availability of adequate 
resources and staffing to efficiently and expeditiously provide the proposed goods or services; 
(2) the necessary experience, organization, qualifications, skills and facilities to provide the 
types of good or services set forth in this solicitation; (3) a satisfactory record of performance in 
the provision of the goods or services set forth in this solicitation; and (4) the ability and 
willingness to comply with the requirements of Federal and State law relative to equal 
employment opportunity.  
 
ANY RESPONSE DETERMINED TO BE NONRESPONSIVE TO THIS SOLICITATION, INCLUDING 
INSTRUCTIONS GOVERNING THE SUBMISSION OF PROPOSALS, WILL BE DISQUALIFIED WITHOUT 
EVALUATION UNLESS CHARITY FOR CHANGE DETERMINES THAT THE NONCOMPLIANCE IS 
INSUBSTANTIAL.  
 
Unless otherwise specified in this solicitation, all communications, responses, and 
documentation must be in English, and all cost proposals or figures in U.S. currency. All 
responses must be submitted in accordance with the specific terms of this solicitation.  
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The goal of this solicitation is to select and enter into a Contract with the Bidder that will 
provide the best value of goods or services to achieve the procurement goals of Charity for 
Change. Bidders are therefore invited to propose alternatives which provide substantially 
better or more cost-effective performance than achievable under a stated solicitation 
specification. Costs that are not specifically identified in the Bidder’s response and/or not 
specifically accepted by Charity for Change as part of the Contract will not be compensated 
under any contract awarded pursuant to this solicitation.  
 
The Bidder’s submitted Response shall be treated by Charity for Change as an accurate 
statement of the Bidder’s capabilities and experience. Should any statement asserted by the 
Bidder prove to be inaccurate or inconsistent with the foregoing, such inaccuracy or 
inconsistency shall constitute sufficient cause for rejection of the Response and/or of any 
resulting contract. Charity for Change will rule on any such matters and will determine 
appropriate action. If Charity for Change determines that it is necessary to revise any part of 
this solicitation, or if additional data is necessary to clarify any of its provisions, a supplement 
will be issued in the same manner as originally distributed.  
 
Charity for Change reserves the right to amend the solicitation at any time prior to the deadline 
for submission of responses. Submitted Responses must be valid in all respects for a minimum 
period of ninety (90) days after the deadline for submission. The Contract and work orders 
entered into as a result of this solicitation shall be on a fee for service basis. It is anticipated 
that Charity for Change shall select one Bidder to this solicitation and intends to enter into a 
Contract with one Bidder. It is anticipated that the term of the Contract entered into pursuant 
to this solicitation will be for a term of January 21, 2025 (approximate), through June 30, 2025, 
with an option for Charity for Change to renew for subsequent fiscal years it in its discretion. 
 
Section 3: Scope of Services 
 
Charity for Change seeks a highly qualified communications firm to provide the services 
outlined below. Bidders may not charge Charity for Change for any work conducted prior to 
contract execution. All contacted tasks MUST be completed in close coordination with Charity 
for Change and its applicable partners, including other contracted service providers.  
 

1) Digital Media Management 
 

a) Perform in-depth audit of Charity for Change’s social media platforms to identify 
audiences targeted and peak engagement which will include reviewing Charity for 
Change's current social media platforms [i.e., Facebook, X (formerly known as 
Twitter), Instagram, YouTube and LinkedIn] for trends; gathering ongoing analytics 
of each social media platform listed; and composing goals and action plans for 
increasing interactions, followers, and reach for the following month.  

b) Develop social media content that reflects Charity for Change’s branding and 
mission to help achieve goals. Content must be tailored to the audience specific on 
that platform.  
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c) Establish a presence on platforms that are not currently in use by Charity for 
Change. 

d) Manage all Charity for Change social media platforms [i.e., Facebook, X (formerly 
known as Twitter), Instagram, YouTube, LinkedIn, and TikTok] to engage users, 
including responding to user comments, connecting with other stakeholder 
accounts, etc.  

e) Work with Charity for Change and its contracted graphic designer, videographer, and 
outreach team to create unique and original content for social media posts including 
collaborating with Charity for Change and its chosen videographer to create unique 
and original content for video-based platforms.  

f) Curate content for, design, and publish a minimum of two (2) newsletters each 
month.  

g) Develop five (5) single-subject e-blasts on topics agreed upon by the Charity for 
Change CEO or designee.  

 

2) Website Enhancement 
 

a) Conduct an in-depth audit of the Charity for Change website to determine user 
experience, content layout, and usability of the website. 

b) Make the agreed upon changes to the Charity for Change website. 
c) Manage ongoing website updates and changes.  
 

3) Public Relations 
a) Increase public awareness of CFC’s statewide expansion project by curating content 

and engaging local and regional media outlets monthly. This may include but is not 
limited to:  

a. Pitching stories, op-eds and other opportunities to newspapers, radio, and 
other media stations. 

b. Crafting press releases and media kits to ensure consistent messaging.  
c. Coordinating media appearances and follow-ups to maximize exposures. 

 

Section 4: ITN Specifications  
 
A. Submission of Responses 
 

1. All expenses for a response to this solicitation are to be borne by the Bidder.  
2. Interested Bidders should submit a fixed rate price for identified goods or services. The 

price shall include all labor, material, and equipment necessary for the performance of 
the agreement.  

3. Charity for Change expects all Bidders to consent to the scope of work and specifications 
outlined herein. Exceptions must be clearly noted in the submission.  

4. Responsive submissions shall clearly indicate the firm’s legal name and mailing address 
and the name, title, telephone number, and email address of the contact person. 
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Responses shall be signed above the typed or printed name and title of the authorized 
signer.  

5. Submissions shall be binding and in effect for a period of ninety (90) days following the 
proposal opening.  

6. All interested Bidders shall submit responses as one (1) PDF document as an attachment 
via email to kimberlykomorny@charityforchange.org, indicating the title of this 
solicitation in the subject line of the email.  

7. A statement indicating compliance with the terms, conditions and specifications 
contained in this solicitation must be presented in the response. 

 
B. Response Information 
 

1. Executive Summary: Bidders should provide a summary of their organization, their 
qualifications and their proposed approach for working with Charity for Change. This 
summary should be a maximum of one (1) page in length.  

 
2. Statement of Qualifications:  
 

a. Describe the organization, date founded, ownership, and other business affiliations.  
b. Provide a list of addresses for offices located in Florida. Identify the office location 

that will service the account.  
c. Describe the experience of the firm in providing similar services, including specific 

experience related to developing content for social media, producing electronic 
newsletters, performing website SEO audits, developing web pages, and writing 
copy to appeal to youth development professionals in out-of-school time settings. 

d. Explain the depth of the firm including capabilities and availability of resources.  
e. Describe any competitive advantages of engaging with your firm and how this may 

benefit Charity for Change. 
f. Provide an affirmative statement that you are independent of Charity for Change 

and that you are properly licensed to practice in the State of Florida. 
 
3. Personnel:  
 

a. Provide biographical information on all firm personnel or officers that will be directly 
involved in the management of Charity for Change’s account; who the primary 
contact will be and what, if any, experience these individuals have in working with 
nonprofit clients. Please include customer service.  

b. Provide an organizational chart for the personnel who will be associated with Charity 
for Change’s accounts, including the roles of each person that illustrates the 
relationship among the personnel. 

 
4. Communications Services:  

 
a. Provide a description of Communications services to be provided.  
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b. Describe your firm’s approach to the provision of services and your understanding of 
the scope of services contained in this Solicitation. 

c. Delineate any additional services that may be provided to Charity for Change in 
relationship to the scope of this engagement.  

d. Provide any other information you wish to include that highlights the capabilities of 
your firm in providing services to Charity for Change.  

e. Provide a description of technology used including software.  
 
5. Estimated Fee Schedule:  

 
Provide a comprehensive fee schedule for all proposed goods or services. The bid should 
be for a deliverable-based fee schedule as a percentage of the total contract amount. 
Unless as otherwise permitted and expressly stated herein, proposed pricing shall be 
inclusive of all costs associated with this communications project, including labor; 
supervision; technical expertise; travel; insurance; and all other services necessary for 
the proper execution and performance of contract. 
 

6. References: Provide a list of references and contact information for at least three (3) 
clients for whom the firm has provided similar communications services that are 
consistent with the requirements and scope of the proposed Charity for Change project. 
 

7. Include a W-9 Form and Tax Identification Number (TIN). 
 

8. Conflict of Interest: Indicate whether the Bidder/Firm has any conflict of interest. 
 

9. Exceptions: If taking exception to any portion of the solicitation specifications, indicate 
those exceptions. 
 

10. Authorized Signature: Sign and date the submission. 
 
C. Correction of Proposals 
 
Correction of inadvertently erroneous proposals shall be permitted up to the time of the 
solicitation submission deadline. Bidders shall not be allowed to modify their proposals after 
the submission deadline time and date. 
 
D. Indemnification and Hold Harmless  
 
Bidder covenants and agrees that it will indemnify and hold harmless Charity for Change and all 
of Charity for Change's officers, agents, and employees from any claim, loss, damage, costs, 
charge or expense arising out of any act, action, neglect or omission by Bidder during the 
performance of the contract, whether direct, or indirect, and whether to any person or 
property to which Charity for Change of said parties may be subject, except that neither the 
Bidder nor any of its sub-contractors will be liable under this section for damages arising out of 
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injury or damage to persons or property directly caused or resulting from the sole negligence of 
Charity for Change or any of its officers, agents, or employees.  
 
E. Insurance  
 
If required upon execution of a contract, the Bidder shall maintain insurance during the life of 
this agreement, and Charity for Change shall be listed as additional insured on that insurance 
document. A waiver of subrogation must be added in all areas and shall suffice in lieu of 
additional insured on workers’ compensation, in an amount and a form set forth herein, to 
insure against risks, which are identified herein. Insurance providers must be rated “A” or 
better accordingly to the A.M. Best Company.  
 
F. Independent Contractor: 
 
It is expressly understood and agreed by both parties hereto that Charity for Change is 
contracting with the successful Bidder as an independent contractor. The parties hereto 
understand and agree that Charity for Change shall not be liable for any claims which may be 
asserted by any third party occurring in connection with the services to be performed by the 
successful Bidder under this contract and that the successful Bidder has no authority to bind 
Charity for Change. The Bidder represents itself to be an independent contractor offering such 
services to the public and shall not represent himself or his employees to be an employee of 
Charity for Change. Therefore, the Bidder shall assume all legal and financial responsibility for 
taxes, FICA, employee fringe benefits, worker’s compensation, employee insurance, minimum 
wage requirements, overtime, etc., and agrees to indemnify, save, and hold Charity for Change, 
its officers, agents, and employees, harmless from and against, any and all loss; cost (including 
attorney’s fees); and damage of any kind related to such matters. The Bidder shall further 
understand that Charity for Change cannot save and hold harmless and/or indemnify the Bidder 
and/or the Bidder’s employees against any liability incurred or arising as a result of any activity 
of the Bidder or any activity of the Bidder’s employees performed in connection with the 
Contract. 
 
Section 5:  Award Process 
 
Charity for Change or its designated committee shall evaluate each Response that is properly 
submitted. The written proposals will be evaluated and ranked based on the criteria 
enumerated below. Selection will be awarded based solely on ranking of written proposals 
deemed to be fully qualified and best suited.  However, at the discretion of Charity for Change 
or the designated committee, two or more Bidders may be asked to provide oral presentations 
to Charity for Change or the designated committee. Notice of the assigned times will be 
communicated in advance to the Bidder(s). These exchanges are not in any way be construed as 
a “negotiation” of terms by either party.  
 
Selection of a Bidder to provide the solicited goods or services will be based on the following 
criteria. The maximum score for any proposal is 100 points, with each section being worth 
points as indicated below:  
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SELECTION CRITERIA POSSIBLE POINTS 
Experience and Qualifications of the Bidder 25 
Quality of Goods or Services Offered  30 
Cost to Provide Goods or Services 35 
Local Preference (Headquarters in Florida) 5 
Commitment to Community Engagement 5 
MAXIMUM TOTAL SCORE 100 

 
While the order of these factors does not generally denote relative importance, Charity for 
Change acknowledges that selecting best value providers primarily requires a balanced 
combination of (1) reasonable rates and the availability of flat fees, blended rates and caps 
on fees, and (2) strong experience and demonstrated expertise in providing goods or 
services to similar entities. Charity for Change reserves the right to consider such other 
relevant factors, as it deems appropriate in order to hire the best value provider of the 
solicited goods or services.  
 
Charity for Change may or may not seek additional information from Bidders prior to 
making a selection. This solicitation does not commit Charity for Change to select any firm, 
award any work order, pay any costs incurred in preparing a response, or procure or 
contract for any goods or services. Charity for Change reserves the right to accept or reject 
any or all submittals received, cancel or modify the solicitation in part or in its entirety, or 
change the solicitation guidelines, when it is in the best interests of Charity for Change to do 
so. 
 
Charity for Change shall evaluate all responses and will notify all Bidders of its Intent to 
Negotiate with the selected Bidder by January 28, 2025, and intends to enter into a 
Contract within thirty (30) days of negotiation. 
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