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Gregory-Portland Independent School 
District 

1200 Broadway Blvd. 

Portland, TX 78374 
 

 

 

 

 

REQUEST FOR PROPOSALS #2425-02 
 

Notice to Bidders 

Request for Proposals 

 

Grant Writer/Consultant 

RFP# 2425-02 

 

Due: November 15, 2024 | 2:00 PM Central Time 

(District clock is the official time) 
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The Gregory-Portland Independent School District (“District”) hereby invites qualified Grant 

Writing Consultants providers to submit proposals (“Proposals”) for procurement of Grant Writing 

services to the District.  

 

Proposals should be submitted in the manner prescribed in this Request for Proposals (“RFP”).  

All required forms and submissions requirements are included in this RFP or attached to it.  Each 

person or entity that submits a Proposal to the District in response to this RFP shall be designated 

as a “Vendor.” 

 

I. Background 

 

The post-secondary academic success of the District’s students are of the utmost importance to 

and is a primary objective of the District.  The District issues this RFP to solicit Proposals for a 

qualified Grant Writing Consultant(s) to provide grant writing services to facilitate and achieve 

the District’s objective.  Through this RFP, the District seeks to identify a single vendor that can 

provide Grant writing services to the District. The District includes seven (7) school campuses, 

approximately 5000 students and 750 staff.  

 

The District reserves the right to modify its needs or the scope of any proposed contract 

subsequent to the review of Proposals, and to include such modifications in any contract with the 

successful Vendor. 

 

II. Timeline/Schedule of Events 

 

The following are key dates for this RFP.  The District is committed to adhering to this schedule, 

but reserves the right to make modifications. 

 

A. Release RFP: October 31, 2024 

B. Vendor Questions Due: November 11, 2024, via email at blongoria@g-pisd.org  

C. Proposals Due: November 15, 2024 at 2:00 PM, Central Time 

D. Vendor Selection/Staff Recommendation to Board of Trustees: November 18, 2024 

 

 

III. Term of Contract 

 

The term of the contract will begin on November 19, 2024 and expire on November 18, 2025 

with the option to renew for two additional single years, extending the contract until no later than 

November 18, 2027. 

 

IV. Scope of Work  

 

The District is seeking a Contractor to provide grant writing/consulting services for the Gregory-

Portland Independent School District. These services would include researching grants for which 

the District meets application criteria; preparing and submitting grant applications; and fulfilling 

administration requirements for successful grants. 

 

mailto:blongoria@g-pisd.org
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This scope of work will include, but not be limited to: 

 

1. Researching potential funding opportunities, including but not limited to federal, state, 

local, foundation, and private grants. 

 

2. Reviewing application guidelines and preparing a timeline and chart of tasks for grant 

submission. 

 

3. Writing all sections of a grant application. 

 

4. Ensuring that letters of support and other required certifications or documents are 

submitted with the grant application. 

 

5. Submitting the grant in the appropriate format with copies as required in accordance with 

the grant timeline. 

 

6. Completing tasks (including but not limited to reports and budgets) for post-award 

administration and accountability in accordance with the grant timeline. 

 

7. Firms or individuals submitting a response to this RFP shall provide the District with a 

detailed description of the work that will be completed and other information as 

requested in this RFP. 

 

Compensation 

 

Grant Writer will be compensated on a per grant written/submitted basis. Amount per grant will 

vary by project and will be contingent on a mutually agreed-to scope of services and cost 

structure. 

 

 

Proposal Should Include 

 

1. Contact information: Applicant name and contact information (email, phone(s), mailing 

address), etc. 

 

2. Experience: Summary of experience in writing, submitting and securing grants for higher 

education institutions. Describe in detail your experience, if applicable, in each area 

identified in the Summary above. Description should also include your knowledge of the 

regulations associated with appropriate funding sources for education. Also describe in 

detail what your services include. 

 

3. Cost: Description of your pricing structure (how you normally charge for grant 

writing/consulting and submission services). Please differentiate the price structure for a 

written grant that gets accepted and on that is not accepted.  The amount/cost structure 

must be mutually agreed-to between the selected writer and the district. 
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4. References: Provide the name, title, and contact information (email and phone) for three 

professional references familiar with your grant writing and submission skills. At least 

one reference must be from a representative of an educational institution. 

 

5. Attachments: a) Attach the most current resumes of the principal grant 

writers/consultants in your organization, b) Attach an excerpt from a grant you have 

written that is representative of your work and writing style (the excerpt should not 

exceed 5 pages and should not contain any sensitive, confidential or proprietary 

information – writing sample will not be returned). 

 

V. Format and Content of Proposal 

 

Each Vendor’s Proposal should be clear, concise, complete, well organized, and demonstrate the 

Vendor’s qualifications, ideas, and ability to meet the expectations outlined in this RFP.   

 

Proposals should be organized into the following major sections and provide sufficient detail for 

the District to make an informed decision and comparison of Proposals. Additional information 

such as marketing brochures and promotional materials may be included but should be at the end 

of the Proposal in an appendix. 

 

A. Proposal Cover.  Include the RFP’s title and Proposal due date, the name, address, fax 

number, and the telephone number of Vendor. 

 

B. Table of Contents.  Include complete and clear listings of headings and pages to allow 

easy reference to key information. 

 

C. Cover Letter.  The cover letter should be signed by a person with authority to act on 

behalf of and bind the Vendor, and should indicate the Vendor’s interest in entering into a 

contract with District.  The cover letter should also include general information about 

Vendor’s firm, including at least the following: 

 

1. number of employees;  

2. years in business; 

3. name of grant writer/consultant  

4. home office location;  

5. local office location (if different); and 

6. Proposed team member(s) or direct contact. 

 

D. Summary of Proposal. Provide a brief summary of the Proposal, in narrative or outline 

form, not to exceed 3 pages.  Please specifically discuss your company’s unique 

qualifications to provide grant writing. 

 

E. Body of Proposal.  In order to be responsive to this RFP, Proposals must address all of the 

duties of a Vendor set forth in this RFP.  To the extent the following matters are not 

addressed in those explanations, the Proposal should also address the following: 
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1. Experience: Vendor’s experience providing grant writing to School Districts.     

 

2. References - Provide at least three present or past clients the District may contact 

for reference purposes. Be sure to include the contact person who was directly 

responsible for overseeing the grant writing services; provide and include the 

name of the client/agency, contact information (name, phone number and/or email 

address) and the dates the services were provided.   

 

VI. Additional Materials. 

 

In addition to the foregoing, a complete Proposal shall include: 

 

A. Sample Contract.  Vendor shall provide a sample of the contract intended for use with the 

District for the implementation of this RFP.  District, in its sole discretion, may elect to use 

the Vendor’s sample contract, subject to negotiation of the terms thereof, or provide its own 

contract. 

 

IX. Questions & Addendums. 

 

All questions regarding this RFP shall be submitted via email no later than November 11, 2024 

(3:00 PM C.S.T.) to the District employee designated below.   

 

Buffy Longoria 

Senior Accountant | State and Federal Programs 

Gregory-Portland Independent School District 

blongoria@g-pisd.org 

Answers to all questions shall be provided to all Vendors as a numbered addendum.  In order to 

receive such addendums and updates, each Vendor intending to make a Proposal in response to this 

RFP is requested to download our RFP from the website and/or register no later than November 

11, 2024.   

www.g-pisd.org> Departments & Services> Business/Payroll>Vendor Opportunities 

The District is not responsible for ensuring that addendums are received by any person or entity not 

following this protocol to receive automatic addendums and updates.     

 

District may, at its sole discretion, issue addenda to this RFP at any time prior to the Deadline for 

submissions (defined below), if necessary to revise any part of this RFP or to provide clarification 

or additional information after the date of issuance of the RFP.  All addenda issued shall become 

part of this RFP.  

 

The District shall attempt to issue all amendments, if any, prior to November 11, 2024, but may 

issue amendments after that date if necessary.  Each Vendor shall designate a person to receive any 

amendments and provide his or her contact information when they register on our website. The 

District is not responsible for ensuring that amendments are received by any person or entity not 

providing a valid email address for receipt of such amendments. 

 

X. Submission of Proposal. 

mailto:blongoria@g-pisd.org
http://www.g-pisd.org/
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A. Two (2) copies of a sealed Proposals must be submitted by method of submittal, e.g., hand 

delivery, U.S. mail.  If by hand, an original copy of the Proposal must be hand-delivered 

to: 

 

Chris Casarez 

Purchasing Coordinator  

Gregory-Portland Independent School District 

1200 Broadway Blvd 

Portland, Texas 78374 

(361)777-1091 x-1039 

 

B. Proposals must be received no later than 2:00 PM Central Time, on November 15, 2024 

(“Deadline”). District clock is official time. The District reserves the right to reject any 

Proposal that is untimely or incomplete. It is the sole responsibility of any Vendor 

submitting a Proposal to ensure it is received by the District on time.   

 

C. Hand-delivered or mailed Proposals must be delivered in an envelope or envelopes clearly 

showing the respondent’s company name and address and must also be labeled: “Grant 

Writing/Consulting Proposal.”   

 

 

 

 

 

 

XI. Evaluation Factors. 

 

Submittals received by District will be evaluated according to the criteria listed below: 

  

A. The purchase price;  20-points 

B. The reputation of the vendor and the vendors goods or services 15-points 

C. The quality of the vendor’s goods or services 15-points 

D. The extent to which the goods or services meet the districts need 15-points 

E. The vendor’s past relationship with the district 3-points 

F. The impact of the ability of the district to comply with laws and 

rules relating to historically underutilized business 

2-points 

G. The total long-term cost to the district to acquire vendor’s goods 

or services 

10-points 

H. Conformance to the specified RFP Format 5-points 

I. Organization, presentation and content of the proposal 5-points 

J. Knowledge of and experience in provision of grant services. 10-points 

 Total Points Available  100-points 
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XII. Method of Selection and Award. 

 

Any Proposal submitted to the District shall be considered an offer which may be accepted by the 

District, in whole or in part, with or without discussion or negotiation, at any time within 90 days 

from the Deadline. Any offer not accepted within this time period is rejected. 

 

The District reserves the right to reject any or all Proposals and to waive informalities, minor 

irregularities, or other requirements in offers received, and/or to accept any portion of the Proposal 

if deemed in the best interest of the District. Failure of the Vendor to provide in its Proposal any 

information requested in the RFP may result in rejection for non-responsiveness. Failure of the 

Vendor to meet or exceed any stated minimums in the RFP may also result in rejection for non-

responsiveness. The District retains the right in its sole discretion to determine that a Proposal is 

not responsive to the material terms of this RFP.   

 

The District expects to announce its selection and designate the Vendor on November 19, 2024, 

but reserves the right to announce its selection at a later date. 

 

XIII.  Proposal Contents May Be Considered Public Information and Subject to Disclosure 

 

Proposals may be subject to release as public information under applicable law unless the Proposal 

or specific parts of the Proposal can be shown to be exempt from disclosure under such law.  

Vendors are advised to consult as necessary with legal counsel regarding such disclosure and to 

take appropriate precautions to safeguard trade secrets and confidential data.  The District assumes 

no obligation or responsibility for asserting legal arguments concerning exemption from disclosure 

on behalf of any Vendor. 

 

XIV. No Representations. 

 

The District makes no representations or guarantees of any kind, express or implied, with regard to 

the matters contained in this RFP, including any exhibits, attachments, letters of transmittal, or any 

other related documents.  Each Vendor must rely solely on its own independent assessment as the 

basis for the submission of any Proposal. 

 

 

XV. Miscellaneous.  
 

A. By issuing this RFP, the District assumes no obligation to make an award to any Vendor. 

B. The District reserves the right to modify its needs or the scope of any proposed contract 

subsequent to the review of Proposals, and to include such modifications in any contract 

negotiated with the successful Vendor.  

C. In the event of any conflict or ambiguity between the terms of this RFP and state or 

federal law or regulations, the latter shall prevail. Additionally, all equipment to be 

supplied or services to be performed shall conform to all applicable requirements of local, 

state and federal law. 
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(Rev. October 2018)
Department of the Treasury  
Internal Revenue Service 

Request for Taxpayer 
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▶ Go to www.irs.gov/FormW9 for instructions and the latest information.

Give Form to the  
requester. Do not 
send to the IRS.
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1  Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

2  Business name/disregarded entity name, if different from above

3  Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the 
following seven boxes. 

Individual/sole proprietor or 
single-member LLC

 C Corporation S Corporation Partnership Trust/estate

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=Partnership) ▶ 

Note: Check the appropriate box in the line above for the tax classification of the single-member owner.  Do not check 
LLC if the LLC is classified as a single-member LLC that is disregarded from the owner unless the owner of the LLC is 
another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC that 
is disregarded from the owner should check the appropriate box for the tax classification of its owner.

Other (see instructions) ▶ 

4  Exemptions (codes apply only to 
certain entities, not individuals; see 
instructions on page 3):

Exempt payee code (if any)

Exemption from FATCA reporting

 code (if any)

(Applies to accounts maintained outside the U.S.)

5  Address (number, street, and apt. or suite no.) See instructions.

6  City, state, and ZIP code

Requester’s name and address (optional)

7  List account number(s) here (optional)

Part I Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid 
backup withholding. For individuals, this is generally your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the instructions for Part I, later. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN, later.

Note: If the account is in more than one name, see the instructions for line 1. Also see What Name and 
Number To Give the Requester for guidelines on whose number to enter.

Social security number

– –

or
Employer identification number 

–

Part II Certification
Under penalties of perjury, I certify that:

1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me); and
2. I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue 

Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am 
no longer subject to backup withholding; and

3. I am a U.S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding because 
you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid, 
acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments 
other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the instructions for Part II, later.

Sign 
Here

Signature of 
U.S. person ▶ Date ▶

General Instructions
Section references are to the Internal Revenue Code unless otherwise 
noted.

Future developments. For the latest information about developments 
related to Form W-9 and its instructions, such as legislation enacted 
after they were published, go to www.irs.gov/FormW9.

Purpose of Form
An individual or entity (Form W-9 requester) who is required to file an 
information return with the IRS must obtain your correct taxpayer 
identification number (TIN) which may be your social security number 
(SSN), individual taxpayer identification number (ITIN), adoption 
taxpayer identification number (ATIN), or employer identification number 
(EIN), to report on an information return the amount paid to you, or other 
amount reportable on an information return. Examples of information 
returns include, but are not limited to, the following.

• Form 1099-INT (interest earned or paid)

• Form 1099-DIV (dividends, including those from stocks or mutual 
funds)

• Form 1099-MISC (various types of income, prizes, awards, or gross 
proceeds)

• Form 1099-B (stock or mutual fund sales and certain other 
transactions by brokers)

• Form 1099-S (proceeds from real estate transactions)

• Form 1099-K (merchant card and third party network transactions)

• Form 1098 (home mortgage interest), 1098-E (student loan interest), 
1098-T (tuition)

• Form 1099-C (canceled debt)

• Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident 
alien), to provide your correct TIN. 

If you do not return Form W-9 to the requester with a TIN, you might 
be subject to backup withholding. See What is backup withholding, 
later.

Cat. No. 10231X Form W-9 (Rev. 10-2018)







NON-COLLUSION STATEMENT 

STATE OF TEXAS § 

COUNTY OF SAN PATRICIO § 

BEFORE ME, the undersigned authority, on this day personally appeared _____ _ 
___________ known to me to be the person whose name is subscribed to 
the following, who, upon oath, says: 

I am the manager, secretary or other agent or officer of the principal of the Bidder or 
Proposer ("Bidder") in the matter of the bids or proposals to which this affidavit is 
attached, and I have full knowledge of the relations of the Bidder with the other firms in 
this same line of business, and the Bidder is not a member of any trust, pool, or 
combination to control the price of supplies, materials and/or services bid on, or to 
influence any person to propose or not to bid thereon. 

I further affirm that the Bidder has not given, offered to give, nor intends to give at a any 
time hereafter any economic opportunity, future employment, gift, loan, gratuity, special 
discount, trip, favor, or service to a public servant in connection with the submitted 
bid/proposal. 

Affiant (Contractor) 

Pnnted Name 

Title 

Company 

Subscribed and sworn to before me, this, 
___ day of ____ _, 2024

Notary Public 

My Commission Expires _____ _ 

14 
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