
REQUEST FOR QUOTATION 
(THIS IS NOT AN ORDER) 

THIS RFQ IS IS NOT A SMALL BUSINESS SET-ASIDE 
PAGE    OF PAGES 

1 3 
1. REQUEST NUMBER 

PR9223554 
2. DATE ISSUED 

07/30/2020 
3. REQUISITION/PURCHASE REQUEST NUMBER 

PR9223554 
4. CERT. FOR NAT. DEF. 

UNDER BDSA REG. 2 
AND/OR DMS REG. 1 

RATING 

5a. ISSUED BY 
American Embassy Ottawa, P.O. Box 866, Station B, Ottawa, ON, K1P 5T1 

6. DELIVER BY (Date) 

5b. FOR INFORMATION CALL (NO COLLECT CALLS) 7. DELIVERY 
OTHER 

FOB DESTINATION (See Schedule) NAME 
 

Keitha Lynch 

TELEPHONE NUMBER 
AREA CODE 

613 
NUMBER 

688-5291 
9. DESTINATION 

a. NAME OF CONSIGNEE 

U.S. Embassy Ottawa 8. TO: 
a. NAME 

All Interested Offerors 
b. COMPANY b. STREET ADDRESS 

c. STREET ADDRESS c. CITY 

d. CITY e. STATE f. ZIP CODE d. STATE e. ZIP CODE 

10. PLEASE FURNISH QUOTATIONS TO THE 
ISSUING OFFICE IN BLOCK 5a ON OR 
BEFORE CLOSE OF BUSINESS (Date) 

 

08/10/2020 

IMPORTANT:  This is a request for information and quotations furnished are not offers.  If you are unable to quote, please 
so indicate on this form and return it to the address in Block 5a. This request does not commit the Government to pay any 
costs incurred in the preparation of the submission of this quotation or to contract for supplies or service. Supplies are of 
domestic origin unless otherwise indicated by quoter. Any representations and/or certifications attached to this Request for 
Quotation must be completed by the quoter. 

11. SCHEDULE (Include applicable Federal, State and local taxes) 
ITEM NUMBER 

(a) 
SUPPLIES/SERVICES 

(b) 
QUANTITY 

(c) 
UNIT 
(d) 

UNIT PRICE 
(e) 

AMOUNT 
(f) 

 
 
 

001 

Coaching/Training Services for the 
United States Commercial Service Staff in Canada 
 
Staff Members 
-See pages 2 and 3 for the Statement of Work 
 
 
 
 
 
 
 
 
 
 

Sub-total: 
Tax  %: 
----------------- 
Grand Total: 

 
 
 

16 

   

 
12. DISCOUNT FOR PROMPT PAYMENT 

a. 10 CALENDAR DAYS (%) b. 20 CALENDAR DAYS (%) c. 30 CALENDAR DAYS (%) d. CALENDAR DAYS 
NUMBER PERCENTAGE 

NOTE:  Additional provisions and representations are are not attached. 
 
 
 
 
 
 
 
 
 

AUTHORIZED FOR LOCAL REPRODUCTION 
Previous edition not usable 

STANDARD FORM 18 (REV. 6/1995) 
Prescribed by GSA-FAR (48 CFR) 53.215-1(a) 

13. NAME AND ADDRESS OF QUOTER 14. SIGNATURE OF PERSON AUTHORIZED TO 
SIGN QUOTATION 

15. DATE OF QUOTATION 

a. NAME OF QUOTER 

b. STREET ADDRESS 16. SIGNER 
a. NAME  (Type or print) b. TELEPHONE 

c. COUNTY AREA CODE 

d. CITY e. STATE f. ZIP CODE c. TITLE  (Type or print) NUMBER 

 



2 
 

ADDENDUM TO RFQ NUMBER PR9223554 
STATEMENT OF WORK FOR COACHING/TRAINING SERVICES 

 
1. INTRODUTION 

 
1.1 To provide coaching/training services for the U.S. Commercial Service Staff in Canada.  

 
1.2 The overall objective is to provide individual customized virtual training for both 
management and non-management personnel. 

 
2. SCOPE OF WORK 

 
2.1 To build a personalized roadmap for each registered member to include specific goals, 
guidelines, deliverables, schedule, and more.  The customized program should answer 
specific questions via a combination of online and personalized follow-up sessions via MS 
Teams. 

 
2.2 Participants must be able to access training material at home or in their official 
workspace.  Full session must be accompanied by a tracking format and modules should 
specify the timeline for completion.  Service provider must be able to anticipate the number 
of hours required by each person to complete the program. 

 
2.3 The training is to be designed to: 
 
a) provide a professional, personalized assessment of training needs and set training goals 
b) provide feedback and counseling on skills blind spots and areas for improvement 
c) provide individual customized solutions for participants such as recommending training 

courses supplied through Commerce Department online resources including Commerce 
LinkedIn Learning subscription. 

d) Customize leadership skills focus for telework situations,  
e) enhance personal and organizational skills for telework situations,  

 
2.4 To achieve the requirements above, we would like the training to:  
 
• capitalize on the current conditions to maximize the ongoing professional development 

of the USCS Canada team; 
• strengthen the professional and leadership capacity of all team members; 
• provide a scalable solution that can adapt the range of needs and requirements among 

team members. 
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2.5 Training must include:  
 

• strategies for each team member to improve performance and leadership skills 
• DiSC personality assessment,  
• 360-degree feedback, and/or Work of Leaders training concepts 
• a minimum of one personalized follow up session to reinforce finding and to suggest 

corrective actions and how to work with team members. 
 
3. REQUIREMENTS AND TASKS 

 
3.1 To increase effectiveness, the service provider needs to develop the program in phases, 
explain in detail what each person will require in order complete each phase, assign 
estimated hours required under each, and required outcome.  

 
4. PERIOD OF PERFORMANCE 

 
4.1 The period of performance of the contract should be valid for one year.  

 
5. PLACE OF PERFORMANCE 

 
5.1 Virtual Training to be conducted on MS Teams 

 
6. DELIVERABLES AND SCHEDULE/TIMELINE 

 
6.1 Service provider is to develop one-on-one programs for a total of 16 staff.   
 
6.2 Name substitutions are allowed before the official program begins.  
 
6.3 The beginning and ending period of training should be mutually agreed between the 
service provider and each staff member, within the time frame of the contract duration. 

 
7. PAYMENT TERMS AND SCHEDULE 

 
7.1 Allow for payment by milestone or deliverable 

 
8. MISCELLANEOUS/SPECIAL REQUIREMENTS 

 
8.1 Commerce’s staff is prohibited from using Zoom for official purposes 
 
8.2 Official language used during this training session is English 
 

END OF STATEMENT OF WORK 
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