
August 20, 2021

      Request for Quotation
FDA_1245324

This announcement constitutes the only solicitation; proposals are being requested and a written 
solicitation will not be issued. This requirement is being issued in conjunction with FAR Part 13 
Simplified Acquisition Procedures. This solicitation is issued as a Request for Quote (RFQ).

The associated North American Industry Classification System (NAICS) Code is 611430- Professional and Management Development Training; small business size standard is $12,000,000 per year. This RFQ is 
issued as full and open competition.

Background
OPPQ staff will be offered the training on Effectively Facilitating Working Groups. This is in support of their professional development in FDA/CDER/OPQ/OPPQ. The staff in OPPQ facilitate working groups for developing written policies on a regular basis. These working groups include a variety of different experts from across the Agency with varying backgrounds. It is critical for OPPQ staff to have strong facilitation skills to ensure that our work group meetings are effective. 

Objective
Effectively Facilitating Working Groups Training will help our staff to successfully motivate work group members, build consensus, manage dysfunction, and maintain focus. This will improve our professional performance and the quality of our policy documents. 

Minimum Requirements:
Effectively Facilitating Working Groups Training for OPPQ shall include a 3-5-day training (both live and virtual option – depending on pandemic status). The training shall be appropriate for individuals facilitating meetings with attendees who are peer subject matter experts and shall cover the following objectives: 

(1) Describe the role and responsibilities of a facilitator. 
(2) Describe the role and responsibilities of others in relationship to the facilitator. 
(3)  Describe the fundamental principles of effective facilitation. 
(4)  Describe the best practices for effective facilitation.
(5) Provide detailed feedback based on facilitation practice sessions.
(6)  Describe leadership skills required for facilitating meetings without organizational authority (e.g., facilitating meetings for peer experts).

The training shall dedicate at least 75% of its curriculum to practicing group facilitation techniques for ensuring success when returning to work. 

Deliverables:
	Deliverable
	Days

	Effectively Facilitating Working Groups Training for at least 16 people
	3-5 days 
(with virtual option)




Payments: Payment terms Net 30 days after government acceptance. No advance payments will be made.
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Response Date: August 30, 2021 by 5:00PM Eastern Time. Please email responses to Elena Tatarov at elena.tatarov@fda.hhs.gov. No phone calls will be accepted
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