
 

Mat-Su Health Foundation Request for Estimates  

Report about Workshop Series 

Date Issued: February 22, 2024 

Date Due: Thursday, March 7, 2024, 5 pm AKST 

 

The Mat-Su Health Foundation (MSHF) is requesting an estimate from qualified persons or firms interested in 

producing a written report about a workshop series during the month of April/May.  

Purpose of the Report: During the month of April/early May 2024, there will be a series of workshops with 

older adults/Elders in the Mat-Su, with a special workshop for training of trainers. A writer is needed to produce 

a written report describing the entire workshop series with insights, findings, and observations/conclusions. The 

writer shall join the workshop sessions and must be available on the following dates: April 9, 10, 11 -- 

9:30 am to 2:30 pm and April 16, 17, 18; April 23, 24, 25; and April 30, May 1, May 2  9:30 am til noon. 

The workshops will be held in Wasilla, Alaska.  

How to Submit: All estimates must be received via email to kswartz@healthymatsu.org no later than 5 pm on 

Thursday, March 7, 2024. 

MSHF will answer written questions pertaining to this RFP sent via email to kswartz@healthymatsu.org and 

submitted before the deadline for submission of proposals.    

Contract award start date: The bidders will be informed no later than Monday, March 11, 2024 and contract 

will be signed as soon as possible.   

Deadline for project completion: First review of draft report shall be no later than June 3, 2024 with final 

report delivered no later than June 24, 2024.  Contract end date will be June 28, 2024.   

Scope of work:  

The workshops will be with older adults in the Mat-Su and report writer shall have experience and/or interest in 

older adults/Elders in Alaska, adult education, social connections, behavioral health, and/or social services. The 

report shall be professionally written, easy to read, and clean and concise.  Writer shall respect anonymity of 

participants or ensure a release is signed. The written report will be provided to the workshop presenters who 

will carry out the final design and include graphics, photos, and other creative items to ensure conformity with 

the workshop itself.   

Estimated length of report is no longer than 20 pages. The report should document the objectives of the 

workshops with older adults and with the trainers, describe the content and timing of activities, include any 

outcomes or findings, and include quotes from interviews with the workshop presenters and/or participants with 

permissions. Report shall capture the spirit and intent of the workshops and provide a readable report for the 

general public.  

Contents shall include: Title page, Table of Contents; Executive Summary (no more than 2 pages), not part of 

the 20 pages.  Other sections can include the following, and the titles of each are preliminary:  Overview of 

Workshops (approach and description of the workshops); Insightful Findings from the workshops or; 

Information from evaluation materials (if any); Insights for Future Events; and Conclusion.  Report can include 

appendices as needed. An example of writing style is here and here.     

mailto:kswartz@healthymatsu.org
https://www.hhs.gov/sites/default/files/surgeon-general-social-connection-advisory.pdf
https://assets.website-files.com/61fac02b3ec708cb42985516/621e76660a10ddc9b8fce629_Co-Designing-with-Older-People_May-2020_Final-Report.pdf


Prior to the workshop, writer shall discuss the work to be carried out by phone, Zoom or in person meetings 

with workshop presenters/organizers.   

Writer shall provide a draft report for review by workshop presenters and organizers prior to presentation of 

final report and incorporate feedback. Other than being present at the workshops, work is to be performed at the 

contractor’s site/contractor must provide its own workspace. 

The workshops will be recorded and transcribed separately, and this information can be made available to the 

report writer.  

Budget: Cost estimates must be inclusive of any equipment, materials, staff time, and/or travel, lodging costs.  

A budget has not been established for this report. Interested vendors are requested to submit a budget based on 

their knowledge of the time and resources needed to complete the project as described.  

Proposal Requirements:  We do not require a complex proposal.  

• Include the complete name and address of the offeror’s firm and the name, mailing address, and 

telephone number of the person MSHF should contact regarding the proposal.  

• Proposals must be submitted or signed by a company officer empowered to bind the company. 

• Please limit proposal to no more than 2 pages, plus budget proposal.   

• Include links to similar reports written by the author to showcase the writer’s talent and experience 

(outside of the 2 pages).  

• Include experience or resume of key personnel (outside of the 2 pages) 

 

• Include reference names and phone numbers for similar projects the contractor has completed. 

NOTE: The report will be the property of MSHF and will be in the public domain. In the evaluation, preference 

is given to Mat-Su firms, Alaska firms and/or those with some prior experience or connection to the Mat-Su. 

Prior to contract signature, selected contractor must hold a valid Alaska business license. MSHF will make 

payments based on a negotiated payment schedule.  


