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PART TWO: SERVICES REQUESTED INFORMATION 

 
PURPOSE 
 
The Ohio Development Services Agency’s Office of Small Business and Entrepreneurship (“ODSA” or “Agency”), is 
seeking proposals (“Proposals”) from colleges and universities (“Partner” or “Applicant”) in the following Ohio 
Business Assistance Center Service Regions in Appendix 1: Southwest and Western.  Applicants must have an 
established international business program and be interested in partnering with ODSA as part of the Ohio Export 
Internship Program (“OEIP” or “Program”).  Applicants must demonstrate an alignment and relationship with the 
regional Ohio Small Business Development Center (“SBDC”) Export Assistance Network (“EAN”) Director and 
provide the relevant technical information and expertise detailed in the Scope of Work.  Applicants are permitted 
to partner to submit a proposal.   
 
The Program, which began in 2012, matches companies pursuing export initiatives with highly motivated 
students who have taken export-focused undergraduate coursework (“export course”) and are interested in 
pursuing internships to gain valuable experience. This strategic partnership has a proven track record for 
improving global competence of the workforce to grow Ohio’s export sales and create jobs.   
 
ODSA oversees the Program administration, awards grant funds for administrative costs, reimburses the 
participating companies for half of the intern wages, and retains final decision-making responsibility.  ODSA and 
the EAN Directors within the SBDC’s recruit and select the OEIP companies.  The primary responsibilities of the 
Partners are to recruit student participants into the Program and provide a Spring semester export course, which 
is an integral part of OEIP.  Currently, there are three OEIP partners, including The Ohio State University, 
Youngstown State University, and Cleveland State University, each of which offers an OEIP export course.  ODSA 
welcomes an additional Partner from the Southwest or Western region of the state.    
 
ODSA will enter into a grant agreement with the Partner with a successful Proposal. The term of the grant 
agreement shall be from the effective date of September 1, 2019, to the completion date of August 31, 2020.  The 
funding will be for a maximum amount of $15,000, pending evaluation of the Proposals.  The Partner should 
include administrative fees to cover costs related to instructional design and personnel, recruitment of students, 
production of marketing materials, guest speakers, guest parking passes, student field trip(s), and Program 
certificates for students.  All other costs unless otherwise noted shall be the responsibility of the Partner and 
excluded from the grant amount.   
 
Note:  The Agency reserves the right to reject any or all Applicants, to negotiate pertinent terms, and to request 
meetings with some or all of them.  See Part Three of this RFP for details. 
 
 
BACKGROUND 
 
Export Assistance Program  
 
Ohio is the ninth largest exporting state in the United States, with exports valued at $50.1 billion in 2017. More 
than 200 countries and territories received Ohio’s merchandise in 2017, with nine countries receiving exports 
valued at more than $1 billion. The top export categories are machinery, vehicles, aircraft, electrical machinery, 
plastics, and oil seed. Goods exported from Ohio support an estimated 260,000 jobs. 
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The management of OEIP is an integral part of the State’s economic development strategy.  Creating a pipeline of 
talent, job-readiness skills, increased export sales, and thereby positive economic growth are the most immediate 
results.  Historically, students from universities and colleges across Ohio have participated in the Program by 
attending one of the export courses offered at the current partner universities, while being enrolled at their home 
university.    
 
The instructors of the OEIP export courses work closely with ODSA and the EAN Directors to provide technical 
training to academic cohorts of students.  Selected students enrolled in the OEIP export courses are matched 
and hired as full-time summer interns with Ohio businesses pursuing global opportunities.  The students receive 
real-world experience while the businesses gain talented employees interested in export development.  
 
The EAN Directors assist companies through one-on-one counseling on various subject areas such as international 
business planning, market analysis, product classification, export documentation, compliance, logistics, and local 
product requirements.  OEIP companies are evaluated based on their readiness to hire and the proposed intern 
project. The EAN Directors also extend their guidance and mentorship to the interns during the internship and are 
a key resource in the field.    
 
 
SCOPE OF WORK 
 
The Partners are responsible for providing the following: 
 
Administer an export-focused Spring 2020 semester course:  

• Provide adequate space to administer an OEIP export course on campus in a classroom that is enabled 
for teleconferencing (with the ODSA OEIP Manager). 

• Collaborate with the other Partners regarding the OEIP export course syllabus, textbook and other 
materials based on fundamentals needed for internship success, including internship expectations and 
employability skills (to be reviewed by ODSA to ensure adherence to approved learning outcomes in 
Appendix 2). 

• Assign a course instructor with NASBITE CGBP certification or equivalent credentials (the primary 
instructor cannot be from the SBDC without written approval from the Ohio SBDC State Director). 

• Invite guest speakers to the course (e.g. international service providers, policy makers, U.S. Department 
of Commerce and other federal export program providers) to share their experiences and provide 
students with valuable insights and innovations in the field. 

• Coordinate fieldtrip(s) with Partners (in the past, trips have included visiting the Rickenbacker Airport, 
Cleveland Port Authority, and Wellsville Port Authority).  

• Allow EAN Directors and/or ODSA representatives to participate in the export course to observe OEIP 
student progress, discuss international programs available to companies, and help with company 
projects and presentations. 

• Allow the ODSA OEIP Manager to access student photos, short bios, and course documents through a 
file-sharing service that facilitates the matching process with companies. 

• Provide managerial guidance to the students throughout the entire Program period.  

• Support the CGBP certification as an industry-recognized credential and encourage students who decide 
to take the exam. 
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Student recruitment and marketing: 

• Create a university OEIP webpage to recruit undergraduate students, preferably with a major or minor 
in international business or supply chain/logistics, and not scheduled to graduate until at least one 
semester after the summer internship. 

• Embed the OEIP application link on the university OEIP webpage during student recruitment and remove 
the link after deadline has passed. 

• Use ODSA-approved OEIP templates to produce branded marketing materials with logos. 

• Travel in Ohio to promote OEIP to surrounding colleges and universities and inform ODSA when out 
promoting the program.  

• Acknowledge the State of Ohio, in general, and the ODSA for financial support of the OEIP in all 
marketing, communications, meetings, and outreach events.  

• To the degree possible and practical, co-brand OEIP-related communication materials and otherwise 
routinely and visibly present the logo of the ODSA, thereby demonstrating the partnership. 
 

Student selection: 

• Review student applications and coordinate with the ODSA OEIP Manager to identify students to be 
interviewed. 

• Create a student interview schedule. 

• Conduct student interviews with the ODSA OEIP Manager, using an interview questionnaire and strict 
evaluation rubric pre-approved by Partners (Appendix 3). 

• Obtain approval from ODSA regarding the minimum and maximum number of OEIP students for the 
OEIP export course, including those from surrounding colleges and universities, and any additional 
students who will be enrolled in the course but not participating in the OEIP internship. 

• Send acceptance letters to the selected students, assist them with any pre-internship queries, and 
confirm enrollment. 
 

Assist in company referrals and student matching: 

• Leverage existing relationships with industry to refer potential host companies to the EAN Directors for 
consideration in the Program.  

• Administer student profile surveys to be used for matching students with companies participating in the 
OEIP; share the survey data with the ODSA OEIP Manager. 

• Collaborate with ODSA on the matching process. 

• Participate in weekly student check-in conference calls with ODSA and other partnering colleges and 
universities to review internship weekly reports and address any issues. 
 

Assist with planning the OEIP Showcase held in August 2020 at the Ohio Statehouse: 

• Participate in weekly planning calls during the summer, including the post-Showcase review call. 

• Assist ODSA in the planning of the Showcase event, which might entail confirming any university 
speakers, coordinating on the guest list, creating Program certificates for the graduating interns, and 
assisting ODSA with logistics as needed.  
 

Collect OEIP impact:  

• Upon completion of the internship, create and distribute a Program evaluation survey to OEIP students 
and share the results with ODSA and the other partnering colleges and universities.  

• Share student impact, success stories, or media coverage with ODSA, if needed. 

• Participate in an annual meeting to discuss and identify Program recommendations based on post-
internship student and company surveys.  
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PROPOSAL CRITERIA 
 
A Proposal will be evaluated based on the quality and comprehensiveness of the components below. They 
represent the desired elements the Agency is seeking in an Applicant.    
 

a) Organizational Capacity 

• Provide a profile of the university and business school, including information about 
accreditation, a global business curriculum, an established international business program, 
or any core international course requirements for all students. 

• Include a list of connections to trade associations, service providers, distributors, 
government agencies and other groups involved in exporting.   

• Describe why the Applicant is interested in the Program, including listing sources of available 
funding for other international programs, and overall financial stability to support the 
Program.  

• List any previous experience in participating in a similar program.  

• Demonstrate an alignment and relationship with the regional SBDC EAN. 

• Include a description of the geographic area currently being served by the Applicant and a 
plan for recruiting students for the OEIP export course, listing other universities or colleges 
for potential outreach. 
 

b) Technical Capacity 

• Describe the instructor’s specialized knowledge, expertise, or qualifications in international 
business or export activities to teach a technical, hands-on course.   

• Include resumes of the individuals expected to support the Scope of Work.    

• Provide a draft or sample of an export course syllabus (including topics such global trade 
agreements, market analysis, product classification, channels of distribution, local product 
requirements, pricing, logistics, documentation, compliance, payment methods, legal 
considerations, tax and tariff information, and export rules of origin). 

• Include a letter of commitment from the Dean of the relevant school regarding willingness 
to host an OEIP export course and to recruit students from the university and other 
surrounding universities and colleges.    

 
c) Budget  

• Provide a detailed list and description of estimated costs for the OEIP grant agreement. 

• Describe the minimum number of students needed in order to host the OEIP export course 
and the anticipated enrollment from other universities and colleges.    
 

d) Administrative 

• Demonstrate a clear and concise organization of content in the Proposal.  
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PART THREE: GENERAL INSTRUCTIONS 

 
The following sections provide a calendar of events, details on how to respond to this RFP, and how to get more 
information about this RFP.  All responses must be complete and in the prescribed format. 
 
CALENDAR OF EVENTS AND ONLINE INFORMATION 
 
This RFP will be released by publication on the ODSA website at https://development.ohio.gov/bs/bs_oxip.htm  
and the State of Ohio Procurement website at https://procure.ohio.gov//proc/index.asp . 
 
The calendar of events scheduled for this RFP is given below and is subject to change. It is each prospective 
Applicant’s responsibility to check the https://development.ohio.gov/bs/bs_oxip.htm  website question-and-
answer area for this RFP for current information. 
 
Other than by adherence to the RFP Inquiry process, set forth below, no contact related to this RFP shall be made 
with ODSA until a grant agreement award is announced. Notwithstanding this prohibition, ODSA, at its sole 
discretion, may request additional information as part of the review process outlined below. 

 
 
 
Firm Dates 
 

 RFP Issued:  December 27, 2018 
Inquiry Period Begins:  January 8, 2019 

Inquiry Period Ends:  March 15, 2019, by 8:00 a.m. (Eastern Daylight Time) 
Proposals Due: April 5, 2019, by 5:00 p.m. (Eastern Daylight Time) 

 
 
Estimated Dates   

 
Grant Agreement Award Notification:  By May 1, 2019   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://development.ohio.gov/bs/bs_oxip.htm
https://procure.ohio.gov/proc/index.asp
https://development.ohio.gov/bs/bs_oxip.htm
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PROPOSAL SUBMITTAL 
 

Proposals must be submitted in the following manner: 
 

• Proposals must be submitted via e-mail by no later than April 5, 2019, by 5:00 p.m. Eastern Daylight 
Time to ExportInternship@development.ohio.gov.  

• Proposals should be submitted in Word or pdf format. 

• Proposals should be no more than 5 pages in length. Documents required to be returned with the 
Proposals, including appendices will not be counted toward the maximum total. 

• All pages must be numbered consecutively using the format “Page [#] of [total number of pages]” 
 (e.g., Page 2 of 5). 

 
Applicants are advised there will be no opportunity to correct mistakes or deficiencies in their submitted materials 
after the Proposal Due Date. Proposals that are incomplete or otherwise missing required information may not 
be evaluated. 

 
It is the Applicant’s responsibility to ensure timely submission of a complete Proposal. Late Proposals may not be 
scored. ODSA is under no obligation to consider a Proposal that is received after the Proposal Due Date or that is 
incomplete. Proposals that are not submitted in the format requested may not be scored.  

 
No supplementary or revised materials will be accepted after the Proposal Due Date unless specifically requested 
by ODSA. 
 
All costs incurred in the preparation of the Proposal shall be borne by the Applicant alone, and ODSA shall not 
contribute, in any way, to the cost of the preparation of the Proposal. 
 
Any and all documents developed by the Applicant during the course of this project will be provided to ODSA upon 
request and will become the property of ODSA.  The Applicant shall not assert any claims arising under copyright 
or otherwise inconsistent with the transfer of ownership of such documents. 

 
All information submitted in response to this RFP shall be a public record unless a statutory exception exists that 
would protect the information from release to the public. Any information submitted with the Proposal that the 
Applicant reasonably believes to be a trade secret, as that term is defined in Section 1333.61 of the Ohio Revised 
Code, may be designated as such by marking the information as follows:  the phrase “trade secret,” marked with 
two asterisks on each side, must be placed at the beginning and end of the trade secret information (example: ** 
TRADE SECRET **). In addition, the trade secret information shall be underlined. Information determined to be a 
trade secret under the laws of the State of Ohio may be protected as trade secrets by ODSA in accordance with 
Ohio law. 
 
ODSA reserves the right to: 

▪ Accept or reject any and all Proposals and/or bids if ODSA determines that it is in the best interests 
of the State of Ohio. 

▪ Rebid this RFP, requesting new Proposals from qualified universities.  
▪ Waive or modify minor irregularities in Proposals received. 
▪ Negotiate with Applicant(s), within the requirements of this RFP, to best serve the interests of the 

State. 
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▪ Require the submission of modifications or additions to Proposals as a condition of further  

participation in the selection process. 
▪ Fund any Proposal in full or in part – any assignments of work by ODSA under the scope of this 

RFP will be made dependent on Agency need and the availability of adequate and specific funding. 
▪ Not make an award at the end of the evaluation process. This RFP is not to be interpreted or 

construed to guarantee that one or more Applicants submitting responses will be awarded grants. 
▪ Adjust the RFP Calendar of Event dates for whatever reason it deems appropriate. 
▪ Contact the Applicant to clarify any portion of the Applicant’s submittal. 

 
If, during the review process, ODSA determines that it is necessary to make further distinctions between certain 
Applicants, ODSA may request certain selected Applicants to make a presentation to staff and reviewers. 
 

In accordance with federal and State statutes and ODSA policy, no person shall be excluded from participation or  
subject to discrimination in the RFP process on the basis of race, color, age, sex, national origin, military status, 
religion, family status, sexual orientation, or disability. 
 

 
INQUIRIES 
 

Prospective Proposers may make inquiries or seek clarifications regarding this RFP any time during the inquiry 
period listed in the RFP Calendar of Events. To make an inquiry, prospective Proposers must use the following 
process: 
 

1. Access the State Procurement website at http://www.ohio.gov/procure. 
2. From the Navigation Bar at the top, select “for Suppliers”. 
3. Under the title “Bid Opportunities”, select “All Opportunities”. 
4. Enter the RFP Number found on Page 1 of this document as the “Document/Bid Number”. 
5. Click the “Search” button. 
6. Select this RFP. 
7. On the document information page, click the “Submit Inquiry” button. 
8. On the document inquiry page, complete the required “Personal Information” section by 
providing the following: 

a. First and last name of the prospective Proposer’s representative who is responsible for 
the inquiry; 
b. Name/Company/Business of the prospective Proposers; 
c. Representative’s business phone number; and 
d. Representative’s e-mail address. 
9. Type the inquiry in the space provided, making certain to include the following: 
a. A reference to the relevant part of this RFP; 
b. The heading for the provision under question; and 
c. The page number of the RFP where the provision can be found. 

10. Click the “Submit” button. 
 
 
Prospective Proposers submitting inquiries will receive an immediate acknowledgment by e-mail that their inquiry 
has been received. The prospective Proposer who submitted the inquiry will not receive an e-mail response to 
the question, but will need to view the response on the State Procurement website where it will be posted for 
viewing by all prospective Proposers. 
 

https://procure.ohio.gov/proc/index.asp
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Prospective Proposers may view inquiries using the following process: 
 
1. Access the State Procurement website at http://www.ohio.gov/procure. 
2. From the Navigation Bar at the top, select “for Suppliers”. 
3. Under the title “Bid Opportunities”, select “All Opportunities”. 
4. Enter the RFP Number found on Page 1 of this document as the “Document/Bid Number”. 
5. Click the “Search” button. 
6. Select this RFP. 
7. On the document information page, click the “View Q & A” button to display all inquiries with responses 
submitted to date. 
 
 
ODSA will try to respond to all properly posed inquiries within 48 hours, excluding weekends and state holidays.  
 
ODSA will not respond to any inquiries received after 8:00 a.m. Eastern Daylight Time on March 15, 2019.  
Prospective Proposers who attempt to seek information or clarifications verbally will be directed to reduce their 
questions to writing in accordance with the terms of this RFP and state purchasing policy. No other form of 
communication is acceptable, and use of any other form of communication or any attempt to communicate with 
ODSA staff or any other agency of the State to discuss this RFP may result in the Proposer being deemed ineligible. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://procure.ohio.gov/proc/index.asp
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PART FOUR: EVALUATION OF PROPOSALS 

 
EVALUATION PROCESS 
 
ODSA’s evaluation process of responses submitted to this request may consist of up to four distinct phases: 
 

1. ODSA’s initial review of all Proposals for timely submission 
2. An evaluation committee review of the Proposals for defects and scoring 
3. ODSA’s request for more information (clarifications, interviews, presentations, and/or demonstrations) 
4. Negotiations or best-offer requests. 

 
PROPOSAL EVALUATION CRITERIA 
 
In the Proposal evaluation phase, Agency staff or reviewers selected by the Agency will rate the proposals 
submitted in response to this RFP based on the following criteria (as set forth in greater detail in Part Two) and 
weight assigned to each criterion. 
 

Evaluation Criteria Weight 

ORGANIZATIONAL CAPACITY  
 

• Globally-focused profile 

• Stability  

• Experience with OEIP (or similar program) and SBDC EAN  

• Recruiting plan  
 

Up to 
40 points 

TECHNICAL CAPACITY 
 

• Instructor and staff qualifications  

• Syllabus  

• Letter of commitment  
 

Up to  
30 points 

BUDGET 
 

• Estimated costs 

• Student credit requirements  

• Numbers of students 
 

Up to  
20 points 

ADMINISTRATIVE 
 

• Clear, concise organization of content  
 

Up to 
10 points 

Total: 100 points  
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PART FIVE: GRANT AGREEMENT AWARD 

 
 

GRANT AGREEMENT PROCESS 
 
Any award decision by ODSA under this RFP is final. After ODSA makes its decision under this RFP, all Applicants 
will be notified (in writing or by phone, at ODSA’s discretion) of the final evaluation and determination as to their 
Proposals. 
 
ODSA will issue a notice of grant agreement award to the selected Applicant(s) and finalized terms and conditions 
will be forwarded for signature. Once copies of the grant agreement are submitted by the Applicant(s) and 
pending any further approvals that may be required (e.g., State Controlling Board), ODSA will fully execute the 
grant agreement. 
 
Once the grant agreement is fully executed, ODSA will issue to the Applicant(s) one (1) copy of the signed 
instrument for its/their files. 
 
Unless otherwise negotiated and included in the executed grant agreement/Scope of Work, the selected 
Applicant(s) shall be bound by all outlined services, policies and procedures as contained in their submitted and 
evaluated Proposal. 
 
NUMBER OF AWARDS 
 
Subject to the Director’s discretion and availability of funds, ODSA intends on one award, but may award multiple 
awards depending on the Program’s needs and the fit of the Applicant(s) to the scope of this RFP. 
 
FUNDING APPROVAL THRESHOLD 
 
In the event that grant agreement expenditures with the selected Applicant(s) exceed $50,000 in spending under 
any grant agreement resulting from this RFP, or that otherwise exceed $50,000 in aggregate spending across all 
grant agreements between the Applicant and ODSA, the grant agreement will be subject to the approval of the 
State of Ohio Controlling Board. 





OEIP LEARNING OUTCOMES 
 

• Students are prepared to analyze a small to mid-sized Ohio company’s export readiness. 
• Students are prepared to take the CGBP exam.  
• Students have gained first-hand experience with: 

o Company culture in small to mid-sized companies 
o The relationship of exporting to overall business strategy 
o Integrating export-related processes into standard business processes 
o Overcoming challenges faced by small businesses 

• Students have a clear understanding of state and federal programs available to Ohio exporters 
that encourage and assist companies with their exporting initiatives.   

• Students are familiar with the SBDC Export Assistance Network, a vital resource which students 
can continue to tap in their endeavors beyond the internship.  

• Students can apply classroom lessons to their internship scope of work through projects 
including: 

o Analysis of the company’s supply chain 
o Performance of in-depth market research 
o Creation of a compliance manual 
o Any other major export functions, as identified by company project scope  

 
 






