Request for Services: 
Fact Sheet Writers for Rare Aquatic Invertebrate Species 
Applicants must be a vendor on the State Master Services Agreement for Biological Surveys, Research & Testing.

The Natural Heritage & Endangered Species Program (NHESP) is soliciting bids for services of writing NHESP Fact Sheets on 2 rare aquatic invertebrate species (see list of species at the end of this request for services). NHESP is seeking one or more individuals or entities with biological backgrounds and strong writing and summarizing skills to write some or all of the fact sheets listed.
Background: Fact Sheets that describe rare species and natural communities are posted on the NHESP website and are provided as paper copies to the public upon request. The fact sheets written under this proposal will be posted on the website and, with existing ones, will be used in BioMap2 town reports, due to be distributed by October 1, 2012. 
The ideal fact sheet is two pages in a two-column/page format, with illustrations; however, the length of NHESP’s existing fact sheets varies with the amount of information known. NHESP will produce the Massachusetts distribution maps for the fact sheets and will do the final formatting.
For an example of a fact sheet, see: http://www.mass.gov/dfwele/dfw/nhesp/species_info/nhfacts/floridobia_winkleyi.pdf
Duties: Write draft and final species-specific fact sheets that include the following sections: 
· Description
· Similar Species
· Habitat 

· Life Cycle/Behavior

· Threats
· Range
· Population Status in Massachusetts

· References
Illustrations of species or communities:  Photographs or illustrations by the fact sheet authors will be considered, with agreements for non-exclusive use. Reimbursements for accepted illustrations will be in addition to the writing payments. Illustration sources are identified in the fact sheets. If the author does not provide their own illustrations, recommendations of possible illustrations would be useful.
Information for fact sheets: The fact sheet writer(s) will be expected to consult with NHESP staff in the Westborough Field Headquarters throughout the contract period. NHESP has general files on all these species and communities as well as detailed site-specific information that will be provided to the selected writer(s) when a data release agreement has been signed by the writer. It will generally be up to the fact sheet writer to come to Westborough to review and copy the appropriate files. 
Author credit:  Fact sheets are considered to be a product of the NHESP; individual authors are not identified on the fact sheets.

Deliverables: Electronic and paper copies in Microsoft Word of Draft and Final fact sheets.
· DRAFT due to NHESP no later than June 1, 2012.  The drafts will be reviewed and edited by NHESP biologists.
· FINAL due to NHESP no later than August 1, 2012. Finals will incorporate comments from NHESP. 
Payment: Approximately $350 per fact sheet. Payment is for the product, a fact sheet with text ready for final formatting. Illustrations that are accepted for use in a fact sheet will include a non-exclusive use agreement. The illustrator/photographer will be paid $50 for the non-exclusive use in perpetuity.  Contractors will not be paid until final versions of fact sheets are accepted by NHESP.
Proposal submission: Proposals must include the Mandatory Bid Sheet (see attached) and may be submitted electronically to Lynn Harper, NHESP Habitat Protection Specialist, at Lynn.Harper@state.ma.us .  However, the Mandatory Bid Sheet must be a hard copy with a wet signature, and must be submitted in addition to an electronic submission.
Paper copies may be sent to:

Lynn Harper
Habitat Protection Specialist
Natural Heritage & Endangered Species Program

Massachusetts Division of Fisheries & Wildlife

1 Rabbit Hill Road

Westborough, MA 01581 

Interested vendors should submit a brief proposal addressing:

· The vendor’s understanding of the product desired and how they will meet the requirements, including which fact sheets they want to undertake;
· Specification of who will do the work and provide that person’s qualifications including:

· Experience with species chosen for fact sheet writing;
· Experience summarizing technical information for public reports (include a writing sample as relevant as possible to species-specific communication); and
· At least one professional reference specific to the above requirements.
· Proposed rate to conduct the desired services, including anticipated illustrations to be offered, if known.
Table 1.  Rare aquatic invertebrate species for which fact sheet writers are requested.   For MESA status, E is Endangered, T is Threatened, and SC is Special Concern.
	Scientific Name
	Common Name
	MESA Status

	Ferrissia walkeri
	Walker’s Limpet
	SC

	Spongilla aspinosa
	Smooth Branched Sponge
	SC


Mandatory Bid Sheet

Proposed rate to produce the desired Fact Sheets for Rare Aquatic Invertebrate Species as described and total time availability.
$______ per fact sheet for writing services.
Availability:  ______________________
Name of individual (resume must be attached)


Bidder’s Signature:
Date:


Bidder’s Name (Please Print)


Bidder’s Affiliation:


Bidder’s Vendor Code:__________________________________________________________
1

