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A. SUMMARY AND BACKGROUND 
 
The Virginia Fire Chiefs Association (VFCA) is participating in a FEMA Staffing for Adequate 
Fire and Emergency Response (SAFER) volunteer recruitment and retention grant program 
to provide a solution for increasing the number of volunteer firefighters in Virginia.  The 
VFCA was awarded three previous SAFER grants to assist in the recruitment and retention 
of volunteer firefighters. The key components of this fourth SAFER grant (Phase IV) consist 
of developing a marketing campaign, delivering customized recruitment and retention plans, 
designing recruitment and marketing mediums, and delivering basic firefighter and 
leadership training.  
 
The overall goal of SAFER Phase IV is to recruit additional volunteer firefighters and 
enhance the volunteer retention rates over a 2-year period in order enhance and optimize 
operational staffing levels in volunteer and combination fire departments. The VFCA Phase 
I- IV programs are widely known as key components of the Volunteer Workforce Solutions 
(VWS) program and are aligned with other similar VWS programs in Connecticut, 
Tennessee, North Carolina and Indiana.   
 
Data from the VWS programs identified key components and useful tools for successful 
recruitment and retention efforts which include:  
 

1. Leadership support and training 
2. Mentoring programs 
3. Tools to simplify, support, and streamline the application to membership process 
4. Tools to assist with department scheduling, training and records management 
5.  Recruiting and marketing campaigns 

 
 

With this in mind, the goal of this request for proposal is to identify a partner agency to 
develop professional and cost effective recruitment and marketing materials in the form of 
30, 60 and 90 second public service announcements (PSAs).  These PSAs must be 
developed for use on television, internet, YouTube and other mediums as applicable. The 
PSAs must include cultural diversity and be designed to reach a wide audience of potential 
applicants.   
 
The International Association of Fire Chiefs (IAFC) is functioning as a contractor for the 
VFCA to provide program management and staff support for the FEMA SAFER Recruitment 
and Retention grant. 
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B. PROPOSAL GUIDELINES 
 

This Request for Proposal (RFP) represents the requirements for an open and competitive 
process.  Proposals will be accepted until close of business, May 18, 2020. Any 
proposals received after this date will be returned to the sender. All proposals must be 
signed by an official agent or representative of the agency submitting the proposal. 

 
If the organization submitting a proposal must outsource or contract any work to meet the 
requirements contained herein, this must be clearly stated in the proposal. Additionally, all 
costs included in proposals must be all-inclusive to include any outsourced or contracted 
work. Any proposals which call for outsourcing or contracting work must include a name and 
description of the organizations being contracted.   

 
All costs must be itemized to include an explanation of all fees and costs for all three phases 
of the project scope found in Section D of the RFP.   

 
Contract terms and conditions will be negotiated upon selection of the awarded bidder for 
this RFP.  All contractual terms and conditions will be subject to review and approval by the 
VFCA and will include scope, budget, schedule and other necessary items pertaining to the 
project. 

 
 
C. PROJECT PURPOSE AND DESCRIPTION 

 
Project Purpose 
The VWS will assist volunteer and combination fire departments within the Commonwealth 
of Virginia in the creation and implementation of recruitment plans to increase the number of 
volunteer firefighters. The VFCA believes that crucial to this mission is the creation of public 
service announcements showing the many faces and benefits of being a volunteer 
firefighter.   
 
The purpose of this request for proposal is to identify a partner agency to develop 
professional and cost-effective recruitment and marketing materials in the form of PSAs.  
The PSAs must include cultural diversity and be designed to reach a wide audience of 
potential applicants.  
 
 
Project Description 
The VWS seeks to create public service announcements that are professional in its sound 
quality, cinematography and editing. These PSAs must be developed, edited and formatted 
for use on television, internet, YouTube and other mediums as applicable. The PSAs should 
be in the form of 30, 60 and 90 seconds.  The PSAs must include members of the fire 
service from culturally diverse backgrounds and be checked for quality control to assure that 
displayed firefighter tasks are safely and correctly preformed. The VFCA will assist in the 
quality control facet.   
 
All final work products will be owned by the VFCA; however, the awarded agency can use 
the final work product in their portfolio.   
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D. PROJECT SCOPE  
 
Once awarded, there will be three major phases to this project: 

 Pre-Production 

 Production 

 Post-Production 
 
Pre-Production 
The selected agency will provide an outline and script for their vision of the project and 
include a detailed breakdown of the budget (which should also be provided in the RFP 
process). The selected agency and representatives of the VFCA and IAFC will meet 
electronically to discuss the project vision and filming locations/timetable. Once approved 
and awarded, 25% of the budget will be paid and filming may begin.  
 
Production 
The selected agency will produce the PSAs over the course of the allotted number of days 
detailed in pre-production. Alterations from production timeline must be discussed with and 
approved by the VFCA. The selected agency is responsible for acquiring all necessary 
permits needed for filming.  The PSAs should be filmed with safety being at the forefront.  
VFCA representatives will be on hand to ensure that all participating fire service members 
are using proper personal protection equipment and safely performing all tasks. Upon 
completion of this phase, 50% of the budget will be paid.  
 
Post-Production 
The selected agency will produce a rough, 90-second cut for the review of the VFCA. 
Recommended edits will be provided before an additional cut is created, and once 
completed; a second draft will be sent to the VFCA representatives for review. This process 
should continue until stakeholders are satisfied. Upon completion of the 90-second cut, a 60 
and 30-second cut should be provided to the VFCA for review and additional edits may be 
made until the final product is completed.  Upon completion, the remainder of the contract 
shall be paid.   

 
 

E. PROJECT TIMELINE 
 

The timelines below are estimated. A final project plan will be developed and agreed upon 
prior to contract award. All project timelines are subject to change due to the needs of the 
funder.  
 

Pre-Production This task will take place upon the selection of the 
production partner. Estimation is June 15, 2020. 

Production This task is estimated to begin July 15, 2020 

Post-Production This task is estimated to begin August 15, 2020 
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F. BUDGET 
 

Proposals must include proposed costs to complete the tasks described in the project 
scope. Pricing should be listed for each of the proposed major tasks. Any subtasks required 
to complete the major tasks must also be described. All costs and fees must be clearly 
described in each proposal. This is a “turn-key” project where the overall price must include 
all costs associated with completing the project.  
 

G. BIDDER QUALIFICATIONS 
 

The following items should be included in the proposal: 

 Description of experience in cinematography 

 Description of experience in sound editing 

 Description of experience in video editing 

 Description of experience in working with the fire and emergency service community  

 Anticipated resources you will assign to this project (total number, role, title, 
experience) 

 A full project plan 

 Timeframe for completion of the project 

 Project management methodology 

 Samples of final work product (2-4 samples) 

 Names and contact information for three current or former clients with similar 
deliverables 

 
H. PROPOSAL EVALUATION CRITERIA 
 

All proposals will be evaluated based on the following criteria.  To ensure consideration for 
this RFP, your proposal should be complete and include all of the following criteria: 

 Overall Proposal Suitability: proposed solution(s) must meet the scope and needs 
included herein and be presented in a clear and organized manner 

 Organizational Experience: Bidders will be evaluated on their experience as it 
pertains to the scope of this project 

 Previous Work and Experience: Bidders will be evaluated on examples of their work 
as it pertains to the scope of this project. 

 Value and Cost: Bidders will be evaluated on the cost of their solution(s) based on 
the work to be performed in accordance with the scope of this project 

 Technical Expertise and Experience: Bidders must provide descriptions and 
documentation of staff technical expertise and experience 

 Work Sample Review:  Analysis of work samples/end product included in the RFP  
 
 

I. REQUEST FOR PROPOSAL TIMELINE 
 

All proposals in response to this RFP are due no later than May 18, 2020. 
 
Evaluation of proposals will be conducted between May 19 and June 5, 2020.  If additional 
information or discussions are needed with any bidders during this timeframe, the bidder(s) 
will be notified. 
 
The selection decision for the winning bidder will be made no later than June 9, 2020.  
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J. SUBMISSION INFORMATION  
 

Each bidder must submit their proposal to the email address below by May 18, 2020.  
 
Attn: Derek Bullington  
dbullington@iafc.org 
 

 
 
K. CONTACT INFORMATION  
 

For more information about this request for proposal, please contact: 
 
Derek Bullington 
Program Coordinator, VWS 
703-537-4831 (office) 
dbullington@iafc.org 

mailto:dbullington@iafc.org
mailto:dbullington@iafc.org

