
TECHNICAL ASSISTANCE TO SUPPORT CHESAPEAKE BAY PROGRAM GOALS AND OUTCOMES - 
FISHERIES, HABITAT, STEWARDSHIP, LEADERSHIP, AND CLIMATE 
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General  
Q1: Do you have small business participation goals or requirements for subcontracting? 
A1: The Chesapeake Bay Trust follows general federal guidelines outlined in 2 CFR 200 and guidelines 
specific to CFDA #66.466 in terms of DBE/MBE participation, and as a result aims for the fair share 
objectives outlined for EPA Region 3 at https://www.epa.gov/resources-small-businesses/fair-share-
objectivesgoals.  The RFP encourages the participation of DBE/MBE firms, and encourages DBE/MBE 
firms who meet the minimum qualifications to respond to this RFP.   The body of work is divided into 
smaller tasks (scopes of work, as outlined in the RFP) to maximize DBE participation.  We do not 
anticipate significant subcontracting within each scope, but if a prime bidder does choose to 
subcontract, the prime would be required to follow good faith efforts to maximize DBE participation 
within its subs. 
 
Q2: Can institutions outside of Maryland submit proposals for these scopes of work?  
A2: These scopes of work will be funded by federal funds, which can be awarded to entities throughout 
the watershed.  
 
Q4: What type of contract (e.g., fixed-price, time-and-materials) will be awarded? 
A4:  Fixed-price contracts 
 
Q5: Are for-profit entities eligible to bid on this work? If so, will profit and fee be allowable under the 
contract? 
A5: Yes, for-profit entities are eligible to bid on these scopes of work. Yes, profit and fee is allowable 
under the contract; however, these proposals will be reviewed and compared to others so you are 
encouraged to keep profit and fees as competitive as possible. 
 
Q7: Is CBT looking for each bidder to provide a single composite average hourly rate, broken into its 
component parts? Or does CBT want bidders to itemize a separate rate for each individual who will be 
working on the project? 
A7: CBT prefers the applicant to itemize a separate rate for each individual who will be working on the 
project. 
 
Q8: The funding source is the EPA, should we be using our federally approved NICRA rate in the 
proposal? 
A8: This program funding is from EPA. Applicants may use an approved National Indirect Cost Rate 
Agreement (NICRA) negotiated indirect cost rate. Please keep in mind that the reviewers will use the 
project output(s) per requested amount as criterion for funding decision. 
 
Q9: If we submit in partnership with another entity, but we are technically the lead, is it acceptable to 
apply for overhead for both organizations? Also, if the second entity is our partner (not contractor) 
should they be listed on the “other” line in the budget? 
A9: The application requires one organization as the project lead. Additional organizations that propose 
work for the project can be reflected in the budget application as a contractor budget category. Each 



contractor’s scope of work and budget should be fully explained and justified. 
 

 
Scope #11: MWEE Guide 2.0 
Q1: The scope of work states that the video products are to be produced “in accordance with 
established CBP standard operating procedures (SOPs) for use on CBP partnership websites.” What does 
this mean?  
A1: Please see Appendix A for a copy of the SOP and Appendix B for the CBP release form.  
 

Scope #12A: SRS Finance Forum – Meeting Planning & Support 
Q1: Where do you want the meeting to be held?  
A1: ANNAPOLIS  
 
Q2: What radius around the desired location is acceptable?  
A2: 50 MILES 
 
Q3: Regarding the breakout groups, will those occur within the general session or are additional rooms 
required for each breakout session?  
A3: ADDITIONAL ROOMS 
 
Q4: How many participants are expected?  
A4: 75 TO 200 
 
Q5: Is the phone conferencing equipment for people to call in and listen, or is a webcast required?  
A5: ONLY IN PERSON SINCE IT IS A WORK SESSION. 
 
Q6: Regarding the distribution of materials electronically—is that by email or through a website that is 
designed on Tt’s server (or BFWG server) where information is posted?  
A6: BOTH EMAIL AND WEBSITE. THE BFWG MEETING SITE ON THE CBP SERVER CAN BE USED.  
 
Q7: Will registration be done through a website?  
A7: YES, IT CAN BE BASED ON THE AWARDEE’S PREFERENCE 
 
Q8: Will BFWG provide an invited guest list to contact?  
A8: YES 
 
Q9: Will there be a registration fee?  
A9: NO 
 
Q10: Will the awardee need to provide meeting folders with copies of the agenda, handouts, and other 
materials?  
A10: PREFER FOR ALL THE MEETING MATERIALS TO BE ELECTRONIC. IF GIVEN ADVANCE NOTICE, 
ATTENDEES CAN BRING HARD COPIES OF ANYTHING THEY WOULD NEED DURING THE MEETING. 
 
  



Appendix A - CBP Multimedia/Communications Office SOP for CBP 
Videos 

 

 
CBP Multimedia/Communications Office 

SOP for CBP Videos 
 
All original videos produced for the CBP website and/or CBP social media channels must meet 
the following technical standards and workflow guidelines. 
 
Technical Guidelines: 
For all footage: 

1) Capture at 1080p30 (except for special applications like slow-motion or time lapse) 
2) If capturing with a mobile device, hold device horizontally to achieve the proper 

resolution 
3) Recorded sound should be free of: 

 Clipped audio distortion from too much gain during recording 

 Excessive hiss from being too far away 

 Distracting background noise during interviews 
 
Working ethically: 

1) Explain the intent and scope of the project clearly to individuals featured prominently in 
videos 

2) It is good practice to get model releases, though they aren’t required in many editorial 
situations 

3) A model release does not give license to misrepresent the person who signed it 
4) Do not unduly influence, stage or otherwise misrepresent factual events 
5) For additional guidance, consult codes of ethics from organizations such as the National 

Press Photographers Association and the American Society of Media Photographers 
 
For editing with Premiere Pro: 

1) Sync audio (if recording separately) using PluralEyes software prior to editing and 
archiving 

2) Edit sequences at 1080p30, 1920x1080 resolution, 48,000 kHz audio, square pixels 
3) Ensure audio consistently peaks around -12 to -6 decibels, especially during dialogue 
4) Archive final product in Apple ProRes 422LT codec, AAC 320kpbs audio 
5) Publish final product as QuickTime H.264 MPEG-4, 1920x1080, using “Vimeo” preset in 

Premiere 
 
Workflow Guidelines: 
 



1) All projects loaded to video workspace located on external hard drive: 
Local Disk: /Volumes/External 8TB B/Video Archive/Premiere Projects 
 

2) Project folder organization structure should resemble the following: 

 Third Party>Date-Name>Camera Source  

 Audio>Date-Name 

 Caps (Images created for video caps and thumbnails) 

 Docs 

 Images>Date-Name 

 Motion (text and graphics) 

 Outputs (422LT, MPEG-4, DVD, etc.) 

 Project (Premiere project files) 

 Source>Date-Name>Camera Source/422LT Source 
 

3)  Final outputs stored in following locations: 

 Local Disk: /Volumes/External 8TB C/Video Archive/Outputs Backup 
 

4) Entire project folder archived to the secure Multimedia Archive as part of automatic 
backups: 

 Remote Server: smb://10.0.1.100/Multimedia 
 
Content Guidelines: 
 
Videos must support the communication goals and messages of the partnership. 
 
Publishing Guidelines: 
Upon approval from Communications Director, MPEG-4 web versions should be published as 
follows: 
 

1) Publish to Vimeo, YouTube, and Facebook as private videos and send notification to 
Web Writer for naming, description, and tagging. Must include: 

 Video thumbnail uploaded and selected 

 Addition to relevant albums 

 Addition to relevant groups 

 Producer and music credits 

 Appearance credits 

 Third party photo/footage credits 
 

2) Closed captions are generated automatically by YouTube 

 Edit captions for spelling and pacing, and save 

 Download as .SRT file with naming convention matching Facebook format (e.g. 
Title.en_US.srt for English, Title.es_LA.srt for Spanish) 



 Visit Vimeo advanced settings and publish .srt file as subtitles (not captions), 
choose appropriate language from drop down and turn the captions on. 

 Add .srt file to Facebook draft of video 
 

3) Post to CMS as unpublished video page and send notification to Web Writer for naming, 
description, and tagging. Must include: 

 Slider image 
o Sent to Web Writer separately 
o 2400x1600 jpeg, quality:60, compressed by tinypng.com 

 Small video thumbnail 
o 738x492 jpeg, quality 60, compressed by tinypng.com (optional) 

 Producer and music credits 

 Appearance credits 

 Third party photo/footage credits 
 

Promotion 
In addition to platform-specific groups, Multimedia Specialist is responsible for posting and 
promoting CBP original videos in the following locations: 
 

1) Chesapeake Network (www.chesapeakenetwork.org) 

 Compose email with headline “VIDEO (DURATION): TITLE” 

 Copy and paste video description 

 Include link to chesapeakebay.net, YouTube, Vimeo, and Facebook (with note 
about download capability) 
 

2) Instagram (optional) 

 Create a “trailer” version to promote longer video stories, or publish a raw 
clip/outtake 

  

http://www.chesapeakenetwork.org/


Appendix B - Alliance for the Chesapeake Bay/Chesapeake Bay Program 
Content Release 
 

 
 

Alliance for the Chesapeake Bay/Chesapeake Bay Program Content Release 

I understand that the Alliance for the Chesapeake Bay and the Chesapeake Bay Program (Producer) intend to 

produce photographs, video and/or audio and that my name, likeness, image, voice, appearance and performance 

(Content) may be part of educational and awareness efforts related to Chesapeake Bay watershed restoration efforts 

in Maryland, Virginia, West Virginia, Pennsylvania, New York, Delaware and D.C. (Product) 

1. I grant Producer and its designees the right to use my name, likeness, image, voice, appearance, and 

performance, as embodied in the Product. This grant includes without limitation the right to edit, mix or duplicate and 

to use or re-use Content in whole or part as Producer may elect. Producer or its designee shall have complete 

ownership of the derivative Product in which I appear, including copyright interests, and I acknowledge that I have no 

interest or ownership in the Product or its copyright. 

2. I also grant Producer and its designees the right to broadcast and distribute the Product, either in whole or in parts, 

and either alone or with other products, for commercial or non-commercial television or theater, closed-circuit 

exhibition, online, home video distribution or any other purpose that Producer or its designees in their sole discretion 

may determine. This grant includes the right to use the Product for promoting or publicizing any of the uses. 

3. I confirm that I have the right to enter into this Agreement, that I am not restricted by any commitments to third 

parties, and that Producer has no financial commitment or obligations to me as a result of this Agreement. I hereby 

give all clearances, copyright and otherwise, for the use of my name, likeness, image, voice, appearance and 

performance embodied in the Product. I expressly release and indemnify Producer and its officers, employees, 

agents and designees from any and all claims known and unknown arising out of, or in any way connected with, the 

above granted uses and representations.  

4. In consideration of all of the above, I hereby acknowledge receipt of reasonable and fair consideration from 

Producer. 

I have read everything above and understand its terms and stipulations and agree to all of them: 

Name (Please Print) _____________________________________________________________ 

Signature ________________________________________________________ Date ________________ 

 



(If the person signing is under age 18, a parent or legal guardian must sign below.) I hereby certify that I am the 

parent or legal guardian of the person named above and I give my consent without reservation to the foregoing on 

behalf of him or her. 

Signature ________________________________________________________ Date ________________  

(Signature of parent or guardian) 

 


