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The Commonwealth will make every effort to adhere to the following schedule:

	Activity
	Responsibility
	Date

	Deadline to submit Questions via email to:  rkanenson@pa.gov 
	Contractors
	09/26/2012
2:00 p.m.

	Preproposal Conference – None.
	Issuing Office/

Contractors
	NA

	Answers to Potential Contractor questions posted to www.emarketplace.state.pa.us no later than this date.
	Issuing Office
	10/03/2010

	Please monitor the www.emarketplace.state.pa.us for all communications regarding the RFQ. 
	Contractors
	Ongoing

	Sealed proposal must be received by the Issuing Office at 
Department of Public Welfare 

Division of Procurement 

Room 402 Health and Welfare Building 

Commonwealth Avenue and Forster Street 

Harrisburg, Pennsylvania 17120
	Contractors
	10/09/2012
2:00 p.m.


PART I 

GENERAL INFORMATION

I-1.   Purpose 
This Request for Quotes ("RFQ") provides sufficient information to qualified Contractors to enable them to prepare and submit proposals for the Department of Public Welfare’s consideration on behalf of the Commonwealth of Pennsylvania ("Commonwealth") to satisfy a need for Data Gathering, Analysis, and Reporting; Technical Assistance, and Training. ("Project").

I-2.   Issuing Office
The Department of Public Welfare ("Issuing Office") has issued this RFQ on behalf of the Commonwealth.  The sole point of contact in the Commonwealth for this RFQ shall be Mr. Ross Kanenson, the Project Officer for this RFQ.  Please refer all inquiries to the Project Officer at rkanenson@pa.gov.  

I-3.   Scope
This RFQ contains instructions governing the requested proposals, including the requirements for the information and material to be included; a description of the service to be provided; requirements which Contractors must meet to be eligible for consideration; general evaluation criteria; and other requirements specific to this RFQ.

I-4.   Problem Statement  

This project will encompass Data Gathering, Analysis, and Reporting; Technical Assistance, and Training for the Department of Public Welfare’s Office of Children, Youth, and Families.  Additional detail is provided in Part IV of this RFQ.
I-5.  Preproposal Conference.  
There will be no preproposal conference for this RFQ.  If there are any questions, please forward them to the Project Officer in accordance with Section I-6.
I-6.   Questions and Answers 

If a Contractor has any questions regarding this RFQ, the Contractor must submit the questions by email (with the subject line "Consulting Services ITQ RFQ 6100023419 Question") to the Project Officer.  If the Contractor has questions, they must be submitted via email no later than the date and time specified in the Calendar of Events.  The Contractor shall not attempt to contact the Project Officer by any other means.  The Issuing Office shall post the answers to the DGS website.
A Contractor who submits a question after the deadline date for receipt of questions indicated on the Calendar of Events assumes the risk that its proposal will not be responsive or competitive because the Commonwealth is not able to respond before the proposal receipt date or in sufficient time for the Contractor to prepare a responsive or competitive proposal. When submitted after the deadline date for receipt of questions indicated on the Calendar of Events, the Project Officer may respond to questions of an administrative nature by directing the questioning Contractor to specific provisions in the RFQ.  To the extent that the Issuing Office decides to respond to a non-administrative question after the deadline date for receipt of questions indicated on the Calendar of Events, the answer will be provided to all Contractors through an addendum.

All questions and responses as posted on the DGS website are considered as an addendum to, and part of, this RFQ.  Each Contractor shall be responsible to monitor the DGS website for new or revised RFQ information.  The Issuing Office shall not be bound by any verbal information nor shall it be bound by any written information that is not either contained within the RFQ or formally issued as an addendum by the Issuing Office.
I-7.   Addenda to RFQ 
If the Issuing Office deems it necessary to revise any part of this RFQ before the proposal response date, the Issuing Office will post an addendum to the DGS website.  Answers to the questions asked during the Questions & Answers period also will be posted to the DGS website as an addendum to the RFQ.

I-8.   Electronic Version of RFQ 

This RFQ is being made available by electronic means.  The Contractor acknowledges and accepts full responsibility to insure that no changes are made to the RFQ.  In the event of a conflict between a version of the RFQ in the Contractor's possession and the Issuing Office's version of the RFQ, the Issuing Office's version shall govern.
I-9.   Response Date 

To be considered, proposals must arrive at the Issuing Office on or before the time and date specified in the RFQ Calendar of Events.  Contractors who mail proposals should allow sufficient mail delivery time to ensure timely receipt of their proposals.  If, due to inclement weather, natural disaster, or any other cause, the Issuing Office location to which proposals are to be returned is closed on the proposal response date, the deadline for submission shall be automatically extended until the next Commonwealth business day on which the office is open, unless the Contractors are otherwise notified by the Commonwealth.  The time for submission of proposals shall remain the same.  Late proposals shall not be considered.

I-10. Incurring Costs

The Issuing Office is not liable for any costs the Contractor incurs in preparation and submission of its proposal, in participating in the RFQ process or in anticipation of receipt of the purchase order.

I-11. Economy Of Preparation

Contractors should prepare proposals simply and economically, providing a straightforward, concise description of the Contractor's ability to meet the requirements of the RFQ.  
Exceptions for paper and font sizes are permissible for project schedules (Microsoft Project) or for graphical exhibits and material in appendices which may be 11 by 17 inches. 
I-12. Small Diverse Business Information.  
The Issuing Office encourages participation by small diverse businesses as prime contractors, and encourages all prime contractors to make a significant commitment to use small diverse businesses as subcontractors and suppliers.

A Small Diverse Businesses is a DGS-certified minority-owned business, woman-owned business, service-disabled veteran-owned business or veteran-owned business, or United States Small Business Administration-certified 8(a) small disadvantaged business concern, that qualifies as a small business.

A small business is a business in the United States which is independently owned, not dominant in its field of operation, employs no more than 100 full-time or full-time equivalent employees, and earns less than $20 million in gross annual revenues ($25 million in gross annual revenues for those businesses in the information technology sales or service business).

Questions regarding this Program can be directed to:

Department of General Services

Bureau of Small Business Opportunities

Room 611, North Office Building

Harrisburg, PA 17125

Phone:  (717) 783-3119

Fax:  (717) 787-7052

Email:  gs-bmwbo@state.pa.us


Website:  www.dgs.state.pa.us
The Department’s directory of BSBO-certified minority-, women-, veteran- and service disabled veteran-owned businesses can be accessed from: http://www.portal.state.pa.us/portal/server.pt/community/under_construction_--_bureau_of_minority_and_women_business_opportunities/20986.   The federal vendor database can be accessed at http://www.ccr.gov by clicking on Dynamic Small Business Search (certified companies are so indicated).

I-13. Proposals
To be considered, Contractors must submit a complete proposal to this RFQ, using the format provided in PART II, providing seven (7) paper copies of the Technical Submittal and two (2) paper copies of the Cost Submittal and two (2) paper copies of the Small Diverse Business Submittal.  In addition to the paper copies of the proposal, Contractors shall submit two (2) complete and exact copies of the entire proposal (Technical, Cost and Small Diverse Business Submittals, along with all requested documents) on CD-ROM or Flash drive in Microsoft Office or Microsoft Office-compatible format.  The electronic copy must be a mirror image of the paper copy and any spreadsheets must be in Microsoft Excel.  The Contractors may not lock or protect any cells or tabs.  The CD or Flash drive should clearly identify the Contractor and include the name and version number of the virus scanning software that was used to scan the CD or Flash drive before it was submitted. Contractors should ensure that there is no costing information in the technical submittal.  Contractors should not reiterate technical information in the cost submittal. The Contractor shall make no other distribution of its proposal to any other Contractor or Commonwealth official or Commonwealth consultant.  Each proposal page should be numbered for ease of reference.  An official authorized to bind the Contractor to its provisions must sign the proposal. If the official signs the Proposal Cover Sheet (Appendix A to this RFQ) and the Proposal Cover Sheet is attached to the Contractor’s proposal, the requirement will be met.  For this RFQ, the proposal must remain valid for one hundred and twenty (120) days or until a purchase order is executed.  If the Issuing Office selects the Contractor’s proposal as the best value, the contents of the selected Contractor’s proposal will become, except to the extent the contents are changed through negotiations, contractual obligations.  
Each Contractor submitting a proposal specifically waives any right to withdraw or modify it, except that the Contractor may withdraw its proposal by written notice received at the Issuing Office’s address for proposal delivery prior to the exact hour and date specified for proposal receipt.  A Contractor or its authorized representative may withdraw its proposal in person prior to the exact hour and date set for proposal receipt, provided the withdrawing person provides appropriate identification and signs a receipt for the proposal.  A Contractor may modify its submitted proposal prior to the exact hour and date set for proposal receipt only by submitting a new sealed proposal or sealed modification which complies with the RFQ requirements.
I-14. Alternate Proposals.  
The Issuing Office has identified the basic approach to meeting its requirements, allowing Contractors to be creative and propose their best solution to meeting these requirements.  The Issuing Office will not accept alternate proposals. 
I-15. Proposal Contents

a. Confidential Information.  The Commonwealth is not requesting, and does not require, confidential proprietary information or trade secrets to be included as part of Contractors’ submissions in order to evaluate proposals submitted in response to this RFQ.  Accordingly, except as provided herein, Contractors should not label proposal submissions as confidential or proprietary or trade secret protected.  Any Contractor who determines that it must divulge such information as part of its proposal must submit the signed written statement described in subsection c. below and must additionally provide a redacted version of its proposal, which removes only the confidential proprietary information and trade secrets, for required public disclosure purposes.

b.  Commonwealth Use.  All material submitted with the proposal shall be considered the property of the Commonwealth of Pennsylvania and may be returned only at the Issuing Office’s option.  The Commonwealth has the right to use any or all ideas not protected by intellectual property rights that are presented in any proposal regardless of whether the proposal becomes part of a contract.  Notwithstanding any Contractor copyright designations contained on proposals, the Commonwealth shall have the right to make copies and distribute proposals internally and to comply with public record or other disclosure requirements under the provisions of any Commonwealth or United States statute or regulation, or rule or order of any court of competent jurisdiction.
c. Public Disclosure.  After the issuance of a purchase order pursuant to this RFQ, all proposal submissions are subject to disclosure in response to a request for public records made under the Pennsylvania Right-to-Know-Law, 65 P.S. § 67.101, et seq.  If a proposal submission contains confidential proprietary information or trade secrets, a signed written statement to this effect must be provided with the submission in accordance with 65 P.S. § 67.707(b) for the information to be considered exempt under 65 P.S. § 67.708(b)(11) from public records requests (See Appendix E, Trade Secret/Confidential Proprietary Information Notice).  Financial capability information submitted in response to Part II, Section II-8 of this RFQ is exempt from public records disclosure under 65 P.S. § 67.708(b)(26).

I-16. Contractor’s Representations and Authorizations
By submitting its proposal, each Contractor understands, represents, and acknowledges that:

a. All of the Contractor’s information and representations in the proposal are material and important, and the Issuing Office may rely upon the contents of the proposal in making a best value selection.  The Commonwealth shall treat any misstatement, omission or misrepresentation as fraudulent concealment of the true facts relating to the proposal submission, punishable pursuant to 18 Pa. C.S. § 4904.

b. The Contractor has arrived at the price(s) and amounts in its proposal independently and without consultation, communication, or agreement with any other Contractor or potential Contractor.

c. The Contractor has not disclosed the price(s), the amount of the proposal, nor the approximate price(s) or amount(s) of its proposal to any other firm or person who is a Contractor or potential Contractor for this RFQ, and the Contractor shall not disclose any of these items on or before the proposal submission deadline specified in the Calendar of Events of this RFQ.

d. The Contractor has not attempted, nor will it attempt, to induce any firm or person to refrain from submitting a proposal on this contract, or to submit a proposal higher than this proposal, or to submit any intentionally high or noncompetitive proposal or other form of complementary proposal.

e. The Contractor makes its proposal in good faith and not pursuant to any agreement or discussion with, or inducement from, any firm or person to submit a complementary or other noncompetitive proposal.

f. To the best knowledge of the person signing the proposal for the Contractor, the Contractor, its affiliates, subsidiaries, officers, directors, and employees are not currently under investigation by any governmental agency and have not in the last four years been convicted or found liable for any act prohibited by State or Federal law in any jurisdiction, involving conspiracy or collusion with respect to bidding or proposing on any public contract, except as the Contractor has disclosed in its proposal.

g. To the best of the knowledge of the person signing the proposal for the Contractor and except as the Contractor has otherwise disclosed in its proposal, the Contractor has no outstanding, delinquent obligations to the Commonwealth including, but not limited to, any state tax liability not being contested on appeal or other obligation of the Contractor that is owed to the Commonwealth.

h. The Contractor is not currently under suspension or debarment by the Commonwealth, any other state or the federal government, and if the Contractor cannot so certify, then it shall submit along with its proposal a written explanation of why it cannot make such certification.

i. The Contractor has not made, under separate contract with the Issuing Office, any recommendations to the Issuing Office concerning the need for the services described in its proposal or the specifications for the services described in the proposal.

j. Each Contractor, by submitting its proposal, authorizes Commonwealth agencies to release to the Commonwealth information concerning the Contractor's Pennsylvania taxes, unemployment compensation and workers’ compensation liabilities.

k. Until the selected Contractor receives a fully executed purchase order from the Issuing Office, there is no legal and valid contract, in law or in equity, and the Contractor shall not begin to perform work, for the Project.

I-17. Restriction Of Contact 

From the issue date of this RFQ until the Issuing Office selects a proposal as the best value, the Project Officer is the sole point of contact concerning this RFQ.  Any violation of this condition may be cause for the Issuing Office to reject the offending Contractor's proposal.  If the Issuing Office later discovers that the Contractor has engaged in any violations of this condition, the Issuing Office may reject the offending Contractor's proposal or rescind its purchase order.  Contractors must agree not to distribute any part of their proposals beyond the Issuing Office.  A Contractor who shares information contained in its proposal with other Commonwealth personnel and/or competing Contractor personnel may be disqualified.

I-18. Prime Contractor Responsibilities 

The selected Contractor will be required to assume responsibility for all services offered in the proposal whether it produces them itself or by subcontract.  The Issuing Office and Project Manager will consider the selected Contractor to be the sole point of contact with regard to contractual and purchase order matters.

I-19. Resources 

Contractors shall provide all services, supplies, facilities, and other support necessary to complete the identified work, except as otherwise provided in this Section I-20.  The issuing office has identified a Project Manager for this project.  The Issuing Office will provide office space and other required logistical equipment and support for the AFCARS Assistance tasks. With discussion and approval by OCYF, the vendor may transfer these AFCARS Assistance task duties to their local office after the first year. Please see the specific task and transition requirements in section IV-4. D. 2.
I-20.   Rejection Of Proposals

The Issuing Office reserves the right, in its sole and complete discretion, to reject any proposal received in response to this RFQ, or to negotiate separately with competing Contractors.

I-21. Discussions for Clarification
Contractors may be required to make an oral or written clarification of their proposals to the Issuing Office to ensure thorough mutual understanding and contractor responsiveness to the RFQ requirements.  The Project Officer will initiate requests for clarification.

I-22. Best and Final Offer (BAFO)
a. While not required, the Issuing Office reserves the right to conduct discussions with Contractors for the purpose of obtaining “Best and Final Offers.”  To obtain Best and Final Offers from Contractors, the Issuing Office may do one or more of the following, in combination and in any order:

1. Schedule oral presentations;

2. Request revised proposals; and

3. Enter into pre-selection negotiations.

b. The following Contractors will not be invited by the Issuing Office to submit a Best and Final Offer:

1. Those Contractors which the Issuing Office has determined to be not responsible or whose proposals the Issuing Office has determined to be not responsive.

2. Those Contractors, which the Issuing Office has determined in accordance with Part III, Section III-4, from the submitted and gathered financial and other information, do not possess the financial capability, experience or qualifications to assure good faith performance of the Project. 

3. Those Contractors whose score for their technical submittal of the proposal is less than 70% of the total amount of technical points allotted to the technical criterion. 

The Issuing Office may further limit participation in the Best and Final Offers process to those remaining responsible Contractors which the Issuing Office has, within its discretion, determined to be within the top competitive range of responsive proposals. 

c. Evaluation Criteria found in Part III, Section III-3, shall also be used to evaluate the Best and Final Offers.  

d. Price reductions shall have no effect upon the Contractor’s Technical Submittal.  Dollar commitments to Small Diverse Businesses can be reduced only in the same percentage as the percent reduction in the total price offered through any reverse online auction or negotiations.  

I-23. Notification of Selection
The Issuing Office will notify the selected Contractor in writing of its selection as the best value contractor after the Issuing Office has determined, taking into consideration all of the evaluation factors, the proposal that is the most advantageous to the Issuing Office.

I-24. Purchase Order 
The successful Contractor will be issued a purchase order with reference to Consulting Services ITQ Contract 4400007410.  The term of the purchase order will commence on the Effective Date and will end in two (2) years. The Commonwealth, at its sole option, may renew the purchase order for a period of time not to extend more than 90 days from the date of the expiration of the Contract for Consulting Services No. 4400007410.  No work may begin or be reimbursed prior to the date of issuance of the purchase order.  The selected Contractor will be paid after submitting invoices, provided it is in accordance with the work plan and approved by the Commonwealth Project Manager.  Final payment will not be made until all Project work has been successfully completed.

I-25. Debriefing Conferences 

Contractors whose proposals are not selected will be notified of the name of the selected contractor and given the opportunity to be debriefed.  The Project Officer will schedule the time and location of the debriefing.  The debriefing will not compare the contractor with other contractors, other than the position of the Contractor's proposal in relation to all other contractor proposals.
I-26. News Releases 

Contractors shall not issue news releases, internet postings, advertisements or any other public communications pertaining to this Project without prior written approval of the Issuing Office, and then only in coordination with the Issuing Office.

I-27. Terms and Conditions

The requirements and terms and conditions of Consulting Services ITQ #4400007410 shall govern all work conducted as a result of this RFQ.
   PART II
PROPOSAL REQUIREMENTS

II-1. General Requirements 

Contractors must submit their proposals in the format, including heading descriptions, outlined below.  To be considered, the proposal must respond to all requirements in this part of the RFQ.  Contractors should provide any other information thought to be relevant, but not applicable to the enumerated categories, as an appendix to the Proposal.  All cost data relating to this proposal and all Small Diverse Business cost data should be kept separate from and not included in the Technical Submittal.  Each Proposal shall consist of the following three separately sealed submittals:  

a. Technical Submittal, which shall be a response to RFQ Part II, Sections II‑1 through II‑8;

b. Small Diverse Business Submittal, in response to RFQ Part II, Section II‑10; and 

c. Cost Submittal, in response to RFQ Part II, Section II‑10.
Proposals must follow the following format:

a. Pages must be 8.5 by 11 inches with right and left margins of one (1) inch.

b. Must use Arial or Times New Roman font with a size of twelve (12).

c. Tab and Section headings, show in Part II-1, General Proposal Requirements, MUST be used.

d. Each page of the proposal must include a page number and identification of the Contractor in the page footer.

e. Materials provided in any Appendix must be specifically referenced by page number(s) in the body of the proposal.

The Issuing Office reserves the right to request additional information which, in the Issuing Office’s opinion, is necessary to assure that the Contractor’s competence, number of qualified employees, business organization, and financial resources are adequate to perform according to the RFQ.

The Issuing Office may make investigations as deemed necessary to determine the ability of the Contractor to perform the Project, and the Contractor shall furnish to the Issuing Office all requested information and data.  The Issuing Office reserves the right to reject any proposal if the evidence submitted by, or investigation of, such Contractor fails to satisfy the Issuing Office that such Contractor is properly qualified to carry out the obligations of the RFQ and to complete the Project as specified.

II-2. Statement of the Problem
State in succinct terms your understanding of the problem presented or the service required by this RFQ.

II-3. Management Summary
Include a narrative description of the proposed effort and a list of the items to be delivered or services to be provided. 

II-4. Work Plan
Describe in narrative form your technical plan for accomplishing the work.  Use the task descriptions in Part IV of this RFQ as your reference point.  Modifications of the task descriptions are permitted; however, reasons for changes should be fully explained.  Indicate the number of person hours allocated to each task.  Demonstrate your understanding and interpretation of the report requirements and processes, including the collection of data, analysis of data sets, providing data/trend analysis, and ability to meet the prescribed timeframes.    Include a Program Evaluation and Review Technique (PERT) or similar type display, time related, showing each event.  If more than one approach is apparent, comment on why you chose this approach.  Describe how the proposed work plan will be executed.  Include detailed information to demonstrate that it meets the requirements of this RFQ.  The contractor should provide specific examples of training modules; and, data gathering, analysis, and reporting techniques that will be used to fulfill the requirements, how these modules and techniques will be adapted for this project and implemented, and examples of similar modules and techniques on comparable projects. Additional discussion regarding your quality assurance and control processes and methodologies for all tasks and deliverables identified in Part IV should be included. Describe the management controls that will be used to identify and manage risk, maintain project schedules, ensure the quality of the work, and meet all of the performance expectations.
II-5. Prior Experience
Include experience in Data Gathering, Analysis, and Reporting; Technical Assistance, and Training; knowledge and utilization of MS Office (Word, Access, Excel, and PowerPoint), UNIX, DOS, Lotus Approach, Note Pad++, .CSV, Progress, Statistical Package for Social Sciences (SPSS), Visual Studio, VB.Net, VBA, Perl Scripts, and ASP.Net.  Describe experience with child welfare and juvenile justice systems or other similar experience.  Experience shown should be work done by individuals who will be assigned to this project as well as that of your company.  Studies or projects referred to must be identified and the name of the customer shown, including the name, address, and telephone number of the responsible official of the customer, company, or agency who may be contacted.  
a. Corporate Background. The Contractor must describe the corporate history and relevant experience of the Contractor and any subcontractors. This section must detail information on the ownership of the company (names and percent of ownership), the date the company was established, the date the company began operations, the physical location of the company, and the current size of the company. The Contractor must provide a corporate organizational chart as part of this section.

Contractors must identify any current contracting or subcontracting relationship(s) that may result in a conflict of interest with the requirements of this RFQ. 
b. Corporate Experience. The Contractor must describe experience providing similar services, including the name, address, and telephone number of the responsible official of the customer, company, or agency who may be contacted. This section of the proposal must include a description of the Contractor’s prior experience as specified above.

c. References. The Contractor must provide a list of at least three (3) relevant contracts within the past three (3) years to serve as corporate references. This list shall include the following for each reference:

i. Name of contractor

ii. Type of contract

iii. Contract description, including type of service provided

iv. Total contract value

v. Contracting officer’s name and telephone number

vi. Role of subcontractor(s) (if any)

vii. Time period in which service was provided

The Contractor must submit Appendix F, Corporate Reference Questionnaire, directly to the contacts listed. The references should return completed questionnaires in sealed envelopes to the Contractor. The Contractor must include these sealed references with its proposal.

The Contractor must disclose any contract cancellations, suspensions or disbarments within five (5) years preceding the issuance of this RFQ. If a contract was canceled for lack of performance, the Contractor must provide details on the customer’s allegations, the Contractor’s position relevant to the allegations, and the final resolution of the contract cancellation. The Contractor must also include each customer’s:

•
Company or entity name,

•
Address,

•
Contact name,

•
Phone number, and

•
Email address.

The contact must be able to address questions concerning the cancellation. Failure to fully disclose canceled contracts within the scope of this requirement may result in disqualification. If the failure to disclose is not learned until a contract has been awarded to the Contractor, the contract may be terminated. In the event of such termination, the Contractor will be liable for all costs associated with the re-procurement including any increased costs for the services originally awarded.

Contractors must provide similar organizational background information on any significant subcontractor (exclusive of affiliates). A significant subcontractor is defined as an organization undertaking more than ten (10%) (on a total cost basis) of the work associated with this RFQ.

If the experience of any proposed subcontractor is being used to meet the qualifications and requirements of this RFQ, then the same information as above must be provided for the contracts cited and the experience must be presented separately within this section, clearly identifying the subcontractor experience and name of the subcontractor.

•
Description of subcontractor

Respondent shall provide a list of the subcontractors who will provide services under the contract for the services resulting from this RFQ, including the following information:

· Business name,

· Address,

· Type of organization,

· Date of formation,

· State of charter and corporate charter number,

· FEIN, and

· Estimated percentage of the subcontractor’s contribution to the overall project.

If the subcontracting company is a division or subsidiary of any other organization, the summary shall include the following information about the subcontracting company’s parent organization:

· Business name,

· Address,

· Type of organization,

· Date of formation,

· State of charter and corporate charter number, and

· FEIN. 
II-6. Personnel  
Include the number of executive and professional personnel, analysts, auditors, researchers, programmers, consultants, etc., who will be engaged in the work.  Show where these personnel will be physically located during the time they are engaged in the Project.  For key personnel, defined as project manager, training facilitators, and quality assurance staff; include the employee’s name and, through a resume or similar document, the employee’s education and experience.  Include experience with child welfare and juvenile justice systems or other similar experience.   For individuals performing the Data Gathering, Analysis, and Reporting; Technical Assistance, and Training; include position descriptions and qualifications. Indicate the responsibilities each individual will have in this Project and how long each has been with your company. Identify by name any subcontractors you intend to use and the services they will perform.
Resumes are not to include personal information that will, or will be likely to, require redaction prior to release of the proposal under the Right to Know Law.  This includes home addresses and phone numbers, Social Security Numbers, Drivers’ License numbers or numbers from state ID cards issued in lieu of a Drivers’ License, financial account numbers, etc.  If the Commonwealth requires any of this information for security verification or other purposes, the information will be requested separately and as necessary.
The Contractor must include an organizational chart specific to the personnel assigned to accomplish the work described in this RFQ. The organization chart must illustrate the lines of authority, designate the individual(s) responsible and accountable for the completion of each component and deliverable in the RFQ, and indicate the names of the personnel that will be assigned to each role.  The organizational chart must clearly indicate any functions that are subcontracted along with the name of the subcontracting entities and the services they will perform.

A minimum of three (3) client references for each Key Staff must be identified. At least two (2) of the client references for each Key Staff must be outside clients who can give information on the individual’s experience and competence to perform project tasks similar to those requested in this RFQ. Key Staff may be a member of the Applicant’s organization, or any subcontractor included in the Contractor’s proposal. The Contractor/Key Staff must submit Appendix G, Personnel Reference Questionnaire, directly to the contacts listed. The references should return completed questionnaires in sealed envelopes to the Contractor. The Contractor must include these sealed references with its proposal.
Key Staff Diversions or Replacement. Once key staff (Contractor and subcontractor staff) are approved by DPW, the Contractor may not divert or replace personnel without approval of the DPW Project Officer and in accordance with the following procedures. The Contractor must provide notice of a proposed diversion or replacement to the DPW Project Officer at least thirty (30) days in advance and provide the name, qualifications, and background check of the person who will replace the diverted or removed staff. The DPW Project Officer will notify the Contractor within ten (10) days of the diversion notice whether the proposed diversion is acceptable and if the replacement is approved.
Divert or diversion is defined as the transfer of personnel by the Contractor or its subcontractor to another assignment within the control of either the Contractor or subcontractor. Advance notification and approval does not include changes in key personnel due to resignations, death and disability, dismissal for cause or dismissal as a result of the termination of a subcontract or any other causes that are beyond the control of the selected Contractor or its subcontractor. However, DPW must approve the replacement staff.
The DPW Project Officer may request that the selected Contractor remove its staff person from this project at any time. In the event that the selected Contractor staff person is removed from the project, the selected Contractor will have ten (10) days to fill the vacancy with a staff person acceptable in terms of experience and skills, subject to the DPW Project Officer’s approval.
II-7. Training
If appropriate, indicate recommended training of agency personnel.  Include the agency personnel to be trained, the number to be trained, duration of the program, place of training, curricula, training materials to be used, number and frequency of sessions, and number and level of instructors.  

II-8. Financial Capability  
Describe your company’s financial stability and economic capability to perform the Project requirements.  Provide your company’s financial statements for the past three (3) fiscal years.  If your company is a publicly traded company, please provide a link to your financial records on your company website; otherwise, provide three (3) years of your company’s financial documents such as audited financial statements or recent tax returns.  Financial statements must include the company’s Balance Sheet and Income Statement or Profit/Loss Statements.  Also include a Dun & Bradstreet comprehensive report if available.
II-9. Emergency Preparedness
To support continuity of operations during an emergency, including a pandemic, the Commonwealth needs a strategy for maintaining operations for an extended period of time. One part of this strategy is to ensure that essential contracts that provide critical business services to the Commonwealth have planned for such an emergency and put contingencies in place to provide needed goods and services. 

a. Describe how you anticipate such a crisis will impact your operations.

b. Describe your emergency response continuity of operations plan. Please attach a copy of your plan, or at a minimum, summarize how your plan addresses the following aspects of pandemic preparedness:

i) Employee training (describe your organization’s training plan, and how frequently your plan will be shared with employees)

ii) Identified essential business functions and key employees (within your organization) necessary to carry them out

iii) Contingency plans for: 

· How your organization will handle staffing issues when a portion of key employees are incapacitated due to illness.

· How employees in your organization will carry out the essential functions if contagion control measures prevent them from coming to the primary workplace. 
iv) How your organization will communicate with staff and suppliers when primary communications systems are overloaded or otherwise fail, including key contacts, chain of communications (including suppliers), etc.

v) How and when your emergency plan will be tested, and if the plan will be tested by a third-party.

II-10. Small Diverse Business Participation Submittal
A. To receive credit for being a Small Diverse Business or for subcontracting with a Small Diverse Business (including purchasing supplies and/or services through a purchase agreement), a Contractor must include proof of Small Diverse Business qualification in the Small Diverse Business participation submittal of the proposal, as indicated below:

1. A Small Diverse Business certified by BSBO as an MBE/WBE/VBE/SDVBE must provide a photocopy of its active BSBO certificate.  A Small Diverse Business certified by BSBO in more than one category should indicate for which category it wishes its participation to be counted for program recordkeeping purposes.

2. Businesses certified by the U.S. Small Business Administration pursuant to Section 8(a) of the Small Business Act (15 U.S.C. § 636(a)) as an 8(a) Small Disadvantaged Businesses must submit proof of U.S. Small Business Administration certification.  The owners of such businesses must also submit proof of United States citizenship.

3. All businesses claiming Small Diverse Business status, whether as a result of BSBO certification, or U.S. Small Business Administration certification as an 8(a) small disadvantaged business, must attest to the fact that the business has no more than 100 full-time or full-time equivalent employees. This can be accomplished by including copies of IRS Form 941s or a letter from the small diverse business attesting to the number of employees.  

4. All businesses claiming Small Diverse Business status, whether as a result of BSBO certification, or U.S. Small Business Administration certification as an 8(a) small disadvantaged business, must submit proof that their gross annual revenues are less than $20,000,000 ($25,000,000 for those businesses in the information technology sales or service business).  This can be accomplished by including a recent tax return, audited financial statement or a letter from a CPA attesting to the annual revenues. 

B. In addition to the above verifications, the Offeror must include in the Small Diverse Business participation submittal of the proposal the following information:

1. All Contractors must include a numerical percentage which represents the total percentage of the work (as a percentage of the total cost in the Cost Submittal) to be performed by the Offeror and not by subcontractors and suppliers.  

2. All Contractors must include a numerical percentage which represents the total percentage of the total cost in the Cost Submittal that the Contractor commits to paying to Small Diverse Businesses (SDBs) as subcontractors. To support its total percentage SDB subcontractor commitment, Contractor must also include: 

a) The percentage and dollar amount of each subcontract commitment to a Small Diverse Business;

b) The name of each Small Diverse Business.  The Contractor will not receive credit for stating that after the contract is awarded it will find a Small Diverse Business. 

c) The services or supplies each Small Diverse Business will provide, including the timeframe for providing the services or supplies.

d) The location where each Small Diverse Business will perform services.

e) The timeframe for each Small Diverse Business to provide or deliver the goods or services.

f) A signed subcontract or letter of intent for each Small Diverse Business.  The subcontract or letter of intent must identify the specific work, goods or services the Small Diverse Business will perform and how the work, goods or services relates to the project.  

g) The name, address and telephone number of the primary contact person for each Small Diverse Business.

3. The total percentages and each SDB subcontractor commitment will become contractual obligations once the purchase order is fully executed.

4. The name and telephone number of the Contractor’s project (contact) person for the Small Diverse Business information.

C. The Offeror is required to submit two copies of its Small Diverse Business participation submittal.  The submittal shall be clearly identified as Small Diverse Business information and sealed in its own envelope, separate from the remainder of the proposal.

D. A Small Diverse Business can be included as a subcontractor with as many prime contractors as it chooses in separate proposals.

E. An Offeror that qualifies as a Small Diverse Business and submits a proposal as a prime contractor is not prohibited from being included as a subcontractor in separate proposals submitted by other Offerors.

II-11. Cost Submittal
The information requested in this Section II-11 and Appendix C shall constitute the Cost Submittal.  The Cost Submittal shall be placed in a separate sealed envelope within the sealed proposal and kept separate from the technical submittal.  The total cost you are proposing must be broken down into the components listed on Appendix C.  
Contractors should not include any assumptions in their cost submittals.  If the Contractor includes assumptions in its cost submittal, the Issuing Office may reject the proposal. Contractors should direct in writing to the Issuing Office pursuant to Part I, Section I-6 of this RFQ, any questions about whether a cost or other component is included or applies.  All Contractors will then have the benefit of the Issuing Office’s written answer so that all proposals are submitted on the same basis.
II-12. Domestic Workforce Utilization
Contractors must complete and sign the Domestic Workforce Utilization Certification attached to and made a part of this RFQ as Appendix B. Contractors who seek consideration for the Domestic Workforce Utilization Certification criterion must complete, sign and submit the Domestic Workforce Utilization Certification Form in the same sealed envelope with the Technical Submittal.

II-13. Lobbying Certification and Disclosure of Lobbying Activities
This Project will be funded, in whole or in part, with federal monies.  Public Law 101-121, Section 319, prohibits federal funds from being expended by the recipient or by any lower tier sub-recipients of a federal contract, grant, loan, or a cooperative agreement to pay any person for influencing, or attempting to influence a federal agency or Congress in connection with the awarding of any federal contract, the making of any federal grant or loan, or entering into any cooperative agreement.  All parties who submit proposals in response to this RFQ must sign the “Lobbying Certification Form,” (attached as Appendix D) and, if applicable, complete the “Disclosure of Lobbying Activities” form available at:
 http://www.whitehouse.gov/omb/assets/omb/grants/sflllin.pdf.

PART III 

CRITERIA FOR SELECTION

III-1. Mandatory Responsiveness Requirements
To be eligible for selection, a proposal must be:

a. Timely received from a Contractor; and 
b. Properly signed by the Contractor.

III-2. Technical Nonconforming Proposals 

The two (2) Mandatory Responsiveness Requirements set forth in Part III-1 above (a-b) are the only RFQ requirements that the Commonwealth will consider to be non-waivable.  The Issuing Office reserves the right, in its sole discretion, to (1) waive any other technical or immaterial nonconformities in a Contractor's proposal, (2) allow the Contractor to cure the nonconformity, or (3) consider the nonconformity in the scoring of the Contractor’s proposal.

III-3. Evaluation Criteria   

The following criteria will be used in evaluating each proposal.  

a. Technical: The Issuing Office has established the weight for the Technical criterion for this RFQ as 50 % of the total points.  Evaluation will be based upon the following:  Understanding the Problem, Contractor Qualification, Personnel Qualifications, and Soundness of Approach.

The final Technical scores are determined by giving the maximum number of technical points available to the proposal with the highest raw technical score.  The remaining proposals are rated by applying the Technical Scoring Formula set forth at the following webpage:

http://www.portal.state.pa.us/portal/server.pt/community/rfp_scoring_formulas_overview/20124.

b. Cost: The Issuing Office has established the weight for the Cost criterion for this RFQ as 30 % of the total points.  
The cost criterion is rated by giving the proposal with the lowest total cost the maximum number of Cost points available.  The remaining proposals are rated by applying the Cost Formula set forth at the following webpage:

http://www.portal.state.pa.us/portal/server.pt/community/rfp_scoring_formulas_overview/20124
c. Small Diverse Business Participation:  
BSBO has established the weight for the Small Diverse Business (SDB) participation criterion for this RFQ as 20 % of the total points.  Each SDB participation submittal will be rated for its approach to enhancing the utilization of SDBs in accordance with the below-listed priority ranking and subject to the following requirements:

1. A business submitting a proposal as a prime contractor must perform 60% of the total purchase order value to receive points for this criterion under any priority ranking.

2. To receive credit for an SDB subcontracting commitment, the SDB subcontractor must perform at least fifty percent (50%) of the work subcontracted to it.

3. A significant commitment is a minimum of five percent (5%) of the total purchase order value.

4. A commitment less than five percent (5%) of the total purchase order value is considered nominal and will receive reduced or no additional SDB points depending on the priority ranking.

Priority Rank 1:  Proposals submitted by SDBs as prime contractors will receive 150 points.  In addition, SDB offerors that have significant subcontracting commitments to additional SDBs may receive up to an additional 50 points (200 points total available).

Additional subcontracting commitments to SDBs are evaluated based on the proposal offering the highest total percentage SDB subcontracting commitment.  All other Contractors will be scored in proportion to the highest total percentage SDB subcontracting commitment within this ranking.  See formula below.
Priority Rank 2:  Proposals submitted by SDBs as prime contractors, with no or nominal subcontracting commitments to additional SDBs, will receive 150 points.

Priority Rank 3:  Proposals submitted by non-small diverse businesses as prime contractors, with significant subcontracting commitments to SDBs, will receive up to 100 points. Proposals submitted with nominal subcontracting commitments to SDBs will receive points equal to the percentage level of their total SDB subcontracting commitment.

SDB subcontracting commitments are evaluated based on the proposal offering the highest total percentage SDB subcontracting commitment.  All other Contractors will be scored in proportion to the highest total percentage SDB subcontracting commitment within this ranking.  See formula below.
Priority Rank 4:  Proposals by non-small diverse businesses as prime contractors with no SDB subcontracting commitments shall receive no points under this criterion.

To the extent that there are multiple SDB Participation submittals in Priority Rank 1 and/or Priority Rank 3 that offer significant subcontracting commitments to SDBs, the proposal offering the highest total percentage SDB subcontracting commitment shall receive the highest score (or additional points) available in that Priority Rank category and the other proposal(s) in that category shall be scored in proportion to the highest total percentage SDB subcontracting commitment.  Proportional scoring is determined by applying the following formula:
SDB % Being Scored                x    Points/Additional    =   Awarded/Additional

Highest % SDB Commitment 
       Points Available*

SDB Points

Priority Rank 1 = 50 Additional Points Available

Priority Rank 3 = 100 Total Points Available

Please refer to the following webpage for an illustrative chart which shows SDB scoring based on a hypothetical situation in which the Commonwealth receives proposals for each Priority Rank:

http://www.portal.state.pa.us/portal/server.pt/community/rfp_scoring_formulas_overview/20124
d. Domestic Workforce Utilization: Any points received for the Domestic Workforce Utilization criterion are bonus points in addition to the total points for this RFQ.  The maximum bonus points for this criterion are 3% of the total points for this RFQ. To the extent permitted by the laws and treaties of the United States, each proposal will be scored for its commitment to use domestic workforce in the fulfillment of the contract.  Maximum consideration will be given to those Contractors who will perform the contracted direct labor exclusively within the geographical boundaries of the United States or within the geographical boundaries of a country that is a party to the World Trade Organization Government Procurement Agreement.  Those who propose to perform a portion of the direct labor outside of the United States and not within the geographical boundaries of a party to the World Trade Organization Government Procurement Agreement will receive a correspondingly smaller score for this criterion.  Contractors who seek consideration for this criterion must submit in hardcopy the signed Domestic Workforce Utilization Certification Form in the same sealed envelope with the Technical Submittal. The certification will be included as a contractual obligation when the purchase order is executed. 

III-4. Contractor Responsibility  

To be responsible, a Contractor must submit a responsive proposal and possess the capability to fully perform the contract requirements in all respects and the integrity and reliability to assure good faith performance of the Project.
In order for a Contractor to be considered responsible for this RFQ and therefore eligible for selection for Best and Final Offers or selection as the best value contractor: 

a. The total score for the technical submittal of the Contractor’s proposal must be greater than or equal to 70% of the available technical points.

b. The Contractor’s financial capability information must demonstrate that the Contractor possesses the financial capability to assure good faith performance of the Project.  The Issuing Office may assess each Contractor’s financial capacity based on industry standard analysis of the Contractor’s financial statements requested with the technical submittal.  The Issuing Office reserves the right, in its sole discretion, to reject the proposal of any Contractor who fails to achieve acceptable Dun & Bradstreet ratings.  

Further, the Issuing Office will issue a purchase order only to a Contractor determined to be responsible in accordance with the most current version of Commonwealth Management Directive 215.9, Contractor Responsibility Program.

III-5. Evaluation  

The Issuing Office has selected a committee of qualified personnel to review and evaluate timely submitted proposals.  Independent of the committee, BSBO will evaluate the Small Diverse Business Submittal and provide the Issuing Office with a rating for this component of each proposal.  After taking into consideration all of the evaluation factors, the Issuing Office will determine which proposal offers the best value to the Commonwealth.  The Issuing Office will notify in writing the responsible Contractor selected as the best value contractor.
III-6. Final Ranking and Award
A. After any best and final offer process conducted, DPW will combine the evaluation committee’s final technical scores, BSBO’s final small diverse business participation scores, the final cost scores, and (when applicable) the domestic workforce utilization scores, in accordance with the relative weights assigned to these areas as set forth in this Part.
B. DPW will rank responsible Contractors according to the total overall score assigned to each, in descending order.
C. DPW must select for purchase order negotiations the Contractor with the highest overall score; PROVIDED, HOWEVER, THAT AN AWARD WILL NOT BE MADE TO A CONTRACTOR WHOSE PROPOSAL RECEIVED THE LOWEST TECHNICAL SCORE AND HAD THE LOWEST COST SCORE OF THE RESPONSIVE PROPOSALS RECEIVED FROM RESPONSIBLE CONTRACTORS. IN THE EVENT SUCH A PROPOSAL ACHIEVES THE HIGHEST OVERALL SCORE, IT SHALL BE ELIMINATED FROM CONSIDERATION AND AWARD SHALL BE MADE TO THE CONTRACTOR WITH THE NEXT HIGHEST OVERALL SCORE.
D. DPW has the discretion to reject all proposals or cancel the request for quotations, at any time prior to the time a purchase order is issued, when it is in the best interests of the Commonwealth. The reasons for the rejection or cancellation shall be made part of the purchase order file.
PART IV

WORK STATEMENT
IV-1. Objectives.

a. General.  The objective of this purchase order is to provide training, and to gather data from OCYF’s various IT systems and other sources, analyze the data and produce reports.  OCYF will use the data, gathered, analyzed and reported to assist in reaching the following general objectives:

· Regulating the level and the scope of child welfare services, standards of child welfare service delivery, and standards of service administration;

· Supervising the administration of child welfare services;

· Consulting with and assisting each county to carry out its child welfare duties; 

· Reimbursing counties for services provided in accordance with State laws and departmental regulations; and

· Adoption and Safe Families Act (ASFA) compliance.

b. Specific.  The selected Contractor must meet the following objectives:
· Congregating and summarizing the data in a specified report format;
· Projecting trends and indicating areas of weakness or issues for OCYF to act on and remedy;

· Providing training for County Children and Youth Agencies and OCYFoffice staff; and,

· Providing technical assistance in support of the federal and state child welfare reporting requirements.
IV-2. Nature and Scope of the Project.  
This project will include data gathering, analysis, and reporting; technical assistance, and training for the Office of Children, Youth, and Families.  This project also entails the analysis of data and evaluation of strengths and weakness at the state and county levels, which will provide recommendations to OCYF.  The selected Contractor will address such strengths and weaknesses in its training sessions.  This project will involve the entire geographical state of Pennsylvania, within the realm of OCYF and all of the associated county offices, related social services, and other state-operated or affiliated offices.

OCYF is currently supported by numerous legacy information systems, and a variety of other tools and templates to capture data information involving state and county programs and projects.  OCYF has spent the past several years in the planning and implementation of processes to coordinate, improve, and ensure better data quality being collected and submitted through legacy systems or other collection methods. OCYF will require continued assistance with the various data collection methods that can range from manual hand counts based on reviews of paper records to management reports automatically generated from OCYF’s legacy systems. Assistance would be required from the selected Contractor to gather and analyze data, develop evaluation designs and process evaluations and compile and prepare mandated state and federal reports by specific due dates.  The selected Contractor shall also conduct data collection through staff surveys and focus groups to measure changes in program and project trends and identify areas of weakness or where a program is not meeting established data thresholds or standards.

IV-3. Requirements.  
1. Health Insurance Portability and Accountability Act (HIPAA) Regulations. Comply with all federal or state laws related to the use and disclosure of information, including information that constitutes Protected Health Information (PHI) as defined by the Health Insurance Portability and Accountability Act (HIPAA).  The selected Contractor will be required to agree to the Business Associates Agreement contained in Appendix F.
2. Regulatory Requirements.  and the selected Contractor must comply with all applicable state and federal law, including state regulatory requirements contained in Title 55 Pa. Code,Chapters 3140 and 3170; federal statutory provisions of Data Gathering, Analysis, and Reporting (DGAR) contained in the Social Security Act; 5 U.S.C. §. 552a,,   federal regulatory provisions in 45 FR Parts 1355, 1356 and 1357; and any laws, regulations, directives, reviews and policy statements promulgated by the U.S. Department of Health and Human Services, Administration of Children, Youth and Families (DHHS/ACYF).  The selected Contractor must have working knowledge of and be in compliance with State, Federal and Local regulations. All services provided must be compliant with the most current applicable Federal and State Standards, Laws and Regulations.  Additional regulatory information is provided in the table below:
	Child and Family Services Review (CFSR)
	http://www.acf.hhs.gov/programs/cb/
Attachments:  Final Self Assessment, Pennsylvania CFSR Executive Summary,  Pennsylvania CFSR Final Report, Focus Group Summary, Statewide Phase 1 Final Report, QSR Statewide Phase 1 Final Report, QSR Summary - County Sample, QSR Protocol Version, QSR Process Manual, QSR Sampling Stratification, Attachments:  FINAL PA PIP SUBMISSION JUNE 2010 for ACF, PA PIP Narrative - June 2010, PA PIP 1st Semi-Annual Report 2-11-11, PA PIP 2nd Semi-Annual Report 8.8.11

	Family Centers
	http://www.dpw.state.pa.us/findfacilsandlocs/preventiveservicesfamilycenters/index.htm
Family Center Report 2008-09

	National Youth in Transition (NYTD) Database
	www.getNYTD.org
http://edocket.access.gpo.gov/2008/pdf/E8-3050.pdf
http://www.acf.hhs.gov/programs/cb/systems/nytd/faq/
http://services.dpw.state.pa.us/olddpw/bulletinsearch.aspx
Attachment:  NYTD Overview, NTYD Bulletin 3130-10-03

	Adoption and Foster Care Analysis and Reporting System Assistance, AFCARS Interim Solution
	http://www.acf.hhs.gov/programs/cb/systems/afcars/about.htm
AFCARS Deliverables Requirements Process Overview, AFCARS Longitudinal, 
AFCARS Merged Annual File, AFCARS Attacher Application, AFCARS Production Archive Process, AFCARS Vendor Data Request Processes, Creation of 1st State AFCARS File, Creation of 2nd state file, Creation of the 3rd and Final State File, Current AFCARS Processing Task Plans, Transmission of File to ACF, Correcting AFCARS Record Numbers , QA/ deliverables Checklists, Overview, Quarterly Submission/File Creation & DQM Checklist, AFCARS Quarterly Submission Quality Assurance Checklist, AFCARS Subsequent File Quality Assurance Checklist

	National Child Abuse and Neglect Data Systems (NCANDS)
	http://aspe.hhs.gov/hsp/06/Catalog-AI-AN-NA/NCANDS.htm
2010 Validation Report, Compilation Procedures

	Caseworks Visitation Tracking (CVT)
	http://www.acf.hhs.gov/programs/Caseworker Visitation.htm
2012 Sample Methodology

	Child Death Review Reporting
	http://www.childdeathreview.org/spotlightPA.htm
Child Death Review Annual Report

	Child Fatality/Near Fatality Review Reports
	http://www.dpw.state.pa.us/publications/childfatalitynearfatalityreports/index.htm
Child Fatality / Near Fatality Business Reporting Requirements

	Continuous Quality Improvement (CQI)
	http://www.childwelfare.gov/management/reform/soc/communicate/initiative/soctoolkits/cqi.cfm#phase=pre-planning
CQI Program Overview

	IV-E Waiver
	http://www.dshs.wa.gov/ca/about/flexfunding.asp
Demonstration Report

	Child Abuse Reports
	http://www.dpw.state.pa.us/publications/childabusereports/index.htm
PA. 2010 Annual Child Abuse Report

	CY28
	http://www.pacode.com/secure/data/055/chapter3490/subchapDtoc.html
Reporting Form

	County Data Packages
	http://www.pccyfs.org/dpw_ocyfinfo.htm#County_Data_Packet
 Measures and Charts, Outcome Measures &Performance Indicators, County Data Packages Overview


1. Conflict of Interest Requirements.  During the term of the purchase order, the selected contractor is prohibited from providing data analysis, gathering, and reporting in support of state and federal reporting requirements of a similar nature to counties within the Commonwealth and must maintain independence between the selected contractor and its subcontractors.  Prior to the commencement of the purchase order, the selected contractor must resolve any conflicts of interest.
2. Contractor Staff Training.  The selected contractor must describe its approach for meeting the following requirements utilizing training material provided by OCYF.  
a. Training to all contractor staff within thirty (30) calendar days of their start date for all major aspects of their respective job assignments.

b. On-going training for all contractor staff related to updates or changes to any aspect of their respective job assignments as needed.

c. Cross training of contractor staff to assure that core functions are able to be performed in the event of staff vacancies and/or absences.

3. Document Security.  The nature of the project requires the handling of sensitive information. The selected contractor is responsible for establishing a process to ensure the protection and confidentiality of all OCYF records and other related information.  Describe the process you will use to meet the following requirements: 

a. Sensitive information may need to be transferred from other agencies or shared with the Commonwealth during the term of the purchase order period, and/or turned over to a successor contractor or Commonwealth staff at the conclusion of this purchase order.  The selected contractor must follow Commonwealth procedures for information handling and sharing.
b. Comply with applicable federal and state laws, regulations, and rules regarding the security and confidentiality of information pertaining to child welfare and other related programs.

c. Ensure that all contractor staff, as applicable, receives training in confidentiality regulations, including HIPAA Privacy and Security, and child welfare and Medicaid confidentiality requirements.

d. All contractor staff must sign a confidentiality agreement. Personnel policies must address disciplinary procedures relevant to violation of the signed confidentiality agreement.

e. All requests for information shall be referred to the OCYF Project Manager.

4. Disaster Recovery Plan.  The contractor must establish a disaster recovery plan regarding computer failure (loss of data) and destruction to the facility.  Within 72 hours, the office must be operational at a temporary site with an operating telecommunications system. The selected Contractor’s disaster recovery plan must include, at a minimum:

a. The rapid return to limited operations;

b. The accuracy of software and data at return to operation;

c. The ability to return to full capacity as soon as possible;

d. A complete backup of all non-software data sets at the end of each production day;

e. The resultant tapes/disks will be removed to an external secure site.  These back-up tapes/disks must be cycled on a weekly basis;

f. Upon the installation of any software (new or upgraded), a complete backup (copy) of the software must be made with the resultant tapes/disks removed to an external secure site.  The backups must be retained in the grandfather, father, son scheme;

g. The server must be designed to employ a method of redundancy for operational integrity and production; 

h. All workstations attached to the network must have sufficient processing capability to be used interchangeably and must be able to backup one another until repair or replacement can be affected;

i. The server must be connected to an Uninterrupted Power Supply (UPS) system, which will condition incoming power to the server and provide sufficient processing time for the server to be correctly shutdown in the event of a power failure;

j. In the event of damage of a sufficient magnitude to the primary operational site, a second company location must be able to be modified to accommodate the system;

k. There must be a description of the change of communication and command, by level, in the case of a systems or power failure; and

l. There must be a Business Continuity Plan (BCP) to maintain business operations via a semi-automated and/or manual mode to mitigate complete disruption of services until systems have been restored to normal operating capacities.

5. Contractor shall notify OCYF 60 days in advance of any change in Internet provider or I.P addresses during the term of the purchase order, or if an emergency should arise, contact immediately. 

6. The selected Contractor must engage in quality assurance and control for each task.  Verification and validation that the tasks/deliverable is/are correct and no issues or data inconsistencies shall arise from the deliverable(s) must occur prior to submission for payment.
7. The following staffing requirements must be met:  1) the Project Manager must have demonstrated project management experience in a related program; and, 2) appropriate staff with experience utilizing MS Office (Word, Access, Excel, and PowerPoint), UNIX, DOS, Lotus Approach, Note Pad++, .CSV, Progress, Statistical Package for Social Sciences (SPSS),Visual Studio, VB.Net, Perl Scripts, and ASP.Net.
8. The selected contractor must be able to provide deliverables that do not conflict with the priorities and hardware/software choices of the DPW and OCYF.
9. The selected contractor shall comply with all record expungement requirements detailed 55Pa. Code Chapter 3490, Child Protective Services.
IV-4. Tasks.  
A. Start-up/Implementation.  The Selected Contractor will have a two (2) month period to develop and ramp-up services.  Describe your transition plan to meet the following requirements: 
b. Orientation/Knowledge Acquisition.

a. The selected Contractor must acquire sufficient knowledge of Pennsylvania’s child welfare policies and DGAR Program to successfully carry out the project requirements in an effective and timely manner.  

b. The Contractor must describe in detail how they will coordinate and work with designated DPW stakeholders and the incumbent. 

c. The selected Contractor will have a dedicated transition team.   

d. Describe how you will affect a smooth transition of the on-going business and operational activities currently being executed and gain sufficient knowledge to understand the underlying data structures, its processing sequences, and its key data input mechanisms, necessary to perform all the tasks required in this RFQ.

e. Describe your detailed approach to ensure that knowledge transfer occurs in such a manner to enable your staff to assume ownership and independently manage the operational business functions and timely delivery of services to OCYF without disruption and undue risks to state and federal mandates.

c. Facility Requirements.    The selected Contractor must establish at least one (1) central office within a 15 mile radius of Harrisburg, Pennsylvania with the necessary operational capabilities, including but not limited to, the housing of all data and documentation related to this operation and local administrative and management staff (Project Manager).  The selected Contractor must have the appropriate equipment and network connectivity that will allow it to accomplish all tasks of the RFQ.  The selected Contractor must provide at least one (1) meeting room at its main office to accommodate a minimum of ten (10) people for meetings, training and other related functions.  Any site must be accessible and meet the Americans with Disabilities Act (ADA) standards.
d. Transition Quality Management.  Describe your approach to quality management of the transition phase, including processes, procedures, assessments and accountability controls.

e. Transition Progress.  During the transition, the selected Contractor is responsible for providing transition progress assessments and status updates.  The selected Contractor will coordinate with DPW regarding transition tasks, prioritization issues or conflicting activities interfering with maintaining business operations.  Describe how you will meet this requirement.

f. Transition Results.  At the end of the transition phase, the selected Contractor will be responsible for preparing a Transition Results Report.  This will document the completion of transition activities, and will provide status of each high-level task and activity that took place during the transition period.  The report will highlight how each of the objectives stated in the Transition Plan have been achieved and the resolution of issues identified and prioritized during the turnover process.  Describe how you will meet this requirement.

NOTE:  For the tasks below, the selected Contractor must consult with OCYF to obtain approval before starting any assignments or research to ensure a complete understanding of what is required.  The selected Contractor must also confer with OCYF for clarity and consensus of any questions and obtain those answers prior to commencing with the specified tasks.  Provided in Appendix K is a list of each deliverable with each due date for the life of the purchase order.  This document should be used when formulating proposal responses to ensure the proper resources and other logistical needs will be available to complete each specific deliverable by their required due dates.
B. Annual State Reporting Tasks

1. Child Abuse Report.  The Child Protective Services Law requires DPW/OCYF to report to the Governor and General Assembly on the problem of child abuse in Pennsylvania. This annual report provides information on the efforts to protect and help children who were reported as victims of suspected abuse and neglect and supplies specific data sets/indicators for each category of abuse, neglect and death.  The data contained in a report are based on completed investigations during the previous calendar year. Any uncompleted investigations will be included in the following year report. The Annual Child Abuse report is created using a PDF editing suite. 
The selected contractor shall assist OCYF in the gathering of data from various sources and provide an analysis and trends. The selected Contractor shall also format data using Microsoft Excel for all associated pre-specified tables and charts. Technical assistance will be required on selected project teams to provide analysis and guidance once a year. A previous year report is provided as Appendix M.
2. Family Centers Report.  This evaluation report describes the impact of state-funded Family Centers on the participating families and children. The evaluation reports on two components:
a. Process information, which includes information about Family Center structure and organization, the amount and types of services provided, and descriptions of and input from participating families; and, 
b. Outcome information, which includes participant employment, child immunizations, and child school performance, is used in determining the success of programs. 
Together, the process and outcome information has helped link successful approaches with positive outcomes and assists Family Centers in improving their strategies for supporting children and families. The data in the Annual Family Centers report is compiled using SQL Server, SPSS and Excel. The Contractor shall assist OCYF in the gathering of data from various sources and provide analysis and trends. The selected Contractor shall also format data using Microsoft Excel for all associated pre-specified tables and charts. Technical assistance will be required on selected project teams to provide analysis and guidance once a year. A previous years report is provided as Appendix P.
C. State Planning & Policy Analysis Reporting Tasks

1. Child & Family Service Review (CFSR) Support.  The CFSR is the Federal Government’s program for assessing the performance of State child welfare agencies with regard to achieving positive outcomes for children and families. The CFSR assesses State performance with regard to its substantial conformity with seven child and family outcomes and seven systemic factors. For the outcome assessments, each outcome incorporates one or more of the 23 items included in the review, and each item is rated as a ‘Strength’ or ‘Area Needing Improvement (ANI)’ based on the results of the case reviews. These activities have been tentatively scheduled by ACF for FFY 2015 but the process may be significantly different and connected with the PA's Annual Progress and Services Report (APSR) per ACF decision. Data collection is a manual process.  The selected Contractor will provide data related activities in relation to PA's round 3 of the CFSR including the statewide self assessment, focus group analysis, onsite review and the development of a Program Improvement Plan.  Several previous years’ reports and additional documents to assist the Contractor in understanding the program and processes are provided  as Appendices  H1 – H13.  

2. IV-E Waiver.  The Social Security Act (the Act) provides the authority to conduct child welfare demonstration projects involving the waiver of certain requirements of titles IV-B and IV-E of the Act beginning in 1994 with the passage of Public Law 103–432 and was later expanded in 1997 through the Adoption and Safe Families Act. States conducting waiver demonstrations may use title IV-E funds for benefits and activities beyond foster care maintenance and administration, including services that protect children from abuse and neglect, preserve families, and promote permanency.  IV-E reports are produced using Excel and SQL Server. On a quarterly basis, the selected Contractor must gather data, provide analysis, and evaluate the data to produce a report on a quarterly basis.  A demonstration report is provided as Appendix X.
3. Continuous Quality Improvement (CQI). PA’s Continuous Quality Improvement (CQI) effort is a vehicle that helps drive and sustain positive change of our child/youth and family outcomes. The Quality Service Review (QSR) process is one component of the CQI effort and provides the opportunity for an in depth review of the status of a child/youth and family’s safety, permanency and well being outcomes as well as DPW’s practice performance. The QSR process allows DPW to gather data and evaluate their progress to better enhance case practice to the benefit of children, youth and families in the Commonwealth. Data collection is a manual process.  On a quarterly basis, the selected Contractor will assist with case sample selection and provide any necessary updates/changes.  The selected Contractor will also provide analysis and written Final Reports for Counties that are conducting a QSRs. Reports must include any additional county data that is requested for development and monitoring of a county's County Improvement Plan. A program overview report is provided as Appendix Y.
D. Federal Reporting Tasks 

1. Caseworker Visitation Tracking (CVT).  States are required to submit to the federal government data related to the tracking of visitation with children in federally defined foster care.  This submission is done using a federally approved sampling methodology which allows for reporting on a random sample of the eligible population as reported in a state’s Adoption and Foster Care Analysis and Reporting System (AFCARS) files.  As a result, not every county will have a sample drawn. Along with the annual federally required submission, PA’s CFSR Program Improvement Plan (PIP) requires data submission on children in foster care every six months for all 67 counties.  Caseworker visitation tracking data are produced using AFCARS files and SPSS syntax to produce Excel files containing the county-level samples.  CVT reports are produced using a combination of a 2008 Spreadsheet gear, Visual Studio 2008 /VB.net, an 2008 SQL Server and use Microsoft Excel 2007 or higher. On a quarterly basis, the selected Contractor shall pull samples from counties and provide specified output report of the county(s) results.  A sampling methodology guide is provided as Appendix U.
2. National Child Abuse & Neglect Data System (NCANDS).  NCANDS is a national data collection and analysis system created in response to the requirements of the amended Child Abuse Prevention and Treatment Act. NCANDS consists of two data files. The one file contains 14 variables and includes characteristics of all children included in a report of alleged maltreatment. Characteristics of the report such as the source and disposition are also included in this file. The second file contains 62 variables. Only children identified as victims are included. A child is classified as a victim and included in this file if maltreatment is substantiated or indicated. NCANDS files are produced using Access and VBA (provided by the state), and the data are validated using an Access database provided by ACF. On a semi-annual basis, the selected Contractor shall assist OCYF File compilation & validation procedures in regards to data mapping, extraction, and file creation and to provide exception error reports.    A Compilation process guide is provided as Appendix R and a Task Plan as Appendix Q.                                                                                                                                              
3. Adoption and Foster Care Analysis and Reporting System (AFCARS) Assistance.  AFCARS collects case level information on all children in foster care for whom State title IV-E agencies have responsibility for placement, care or supervision, and on children who are adopted under the auspices of the State. Information reported in AFCARS includes demographic information on the foster child as well as the foster and adoptive parents, the number of removal episodes a child has experienced, the number of placements in the current removal episode, as well as the current placement setting. The state and federal government uses AFCARS data for a number of reasons, specifically: Adoption Incentives Program; Child Welfare Outcomes Report; Child and Family Services Reviews (CFSR); Title IV-E Eligibility Reviews; Trend analyses and short and long-term planning; and targeting areas for greater or potential technical assistance efforts, for discretionary service grants, research and evaluation, and regulatory change. In the application environment, the compilation and validation of AFCARS files uses a combination of custom command line federal utilities (written in C), Access and VBA, and SQL Server stored procedures, all running on a Windows operating system. It also uses a custom utility that runs on the Unix operating system, as well as Lotus Approach 1997, Lotus Smart Suite Millennium 9.7 and 9.8.  The federal version uses the Department of Insurance’s Linux server and runs with the data compliance Utility (DCU), version 3.1 and Data Quality utility (DQU) 2.1. For Data Quality management tasks, the application environment runs on Microsoft Access 2007. Statistical Package for Social Sciences (SPSS) is used for the creation of the county AFCARS frequency files.  A state approved Encryption software tool shall be specified and used when transmitting files. On a quarterly basis, the selected Contractor shall assist OCYF staff with the completion of individual steps and requirements in processing county AFCARS quarterly submitted file as identified in Appendices I1 through I15. Additional documents are included to assist the vendor in understanding the program and processes. Upon completion of the first year of the purchase order, the selected Contractor may chose to transfer these specific tasks duties to a local office. A request, along with a review of the transition, including IT infrastructure and test plans, is required prior to approval by OCYF to transfer this task(s) to the selected Contractor’s Harrisburg vicinity office.                                                                                                                    
4. AFCARS Creation of Merged File.  After the semi-annual process to compile statewide AFCARS data has been completed, the selected Contractor will combine the current and prior six-month AFCARS files into a single "annual file." The selected Contractor will use this semi-annual file for ad hoc data analyses, the semiannual data packages, and is an integral part of the calculations used for state and county performance within a CFSR measure. The AFCARS merged semi-annual file is created using SPSS syntax, and outputs an SPSS data file containing one record for each child served during the year.  A guide for creating the merge file is provided as Appendix I – I3.
5. AFCARS Subsequent Report.   On a semi-annual basis, the selected Contractor must assign AFCARS ID to the correct Master Client Index (MCI) number utilizing the MCI crosswalks and the record number change file from the current AFCARS submission.  The selected Contractor must complete the federal utilities for each subsequent file as well.   The selected Contractor must match the original federal utility reports from the original federal submission to the federal utilities ran after the subsequent file creation. Subsequent revised AFCARS files are produced using SQL Server and Perl scripts. On a semi-annual basis, the selected Contractor shall assist OCYF staff with the completion of individual steps and requirements in processing county AFCARS quarterly submitted file as identified in all AppendixI15.                                                                                                                          
6. AFCARS Longitudinal Study.  On a semi-annual basis, the selected Contractor must produce state and federal AFCARS file that includes data with documentation manual as well as descriptive labels for all non-regular AFCARS elements. The selected Contractor will produce a Longitudinal Study using the Statistical Package for the Social Sciences and an OCYF supplied longitudinal utility software tool used to manipulate the data. The AFCARS longitudinal file is created using SPSS syntax, and outputs and SPSS data file containing one record per removal episode.  A creating the longitudinal file guide is provided as Appendix I – I2.
7. National Youth in Transition Database (NYTD).  The federal government has required all states to develop a National Youth in Transition Database (NYTD) and requires that each state engage in two data collection activities. First, States are to collect information on each youth who receives independent living services paid for or provided by the State agency that administers the Chafee Foster Care Independence Program (CFCIP). Second, states are to collect demographic and outcome information on certain youth in foster care whom the State will follow over time to collect additional outcome information. This information will allow ACF to track which independent living services States provide and assess the collective outcomes of youth.  Pennsylvania is mandated to collect outcomes data by conducting a survey of youth in foster care on or around their 17th birthday, also referred to as the baseline population. States will track these youths as they age and conduct a new outcome survey on or around the youth's 19th birthday; and again on or around the youth's 21st birthday, also referred to as the follow-up population. States will collect outcomes information on these older youth at age 19 or 21 regardless of their foster care status or whether they are still receiving independent living services from the State. The selected Contractor will collect and compile NYTD Follow up, NYTD Baseline and NYTD Served data using a website built in ASP.NET, backed by a SQL Server database.  NYTD Reports use SQL Server and Excel. OCYF’s NYTD Bulletin is provided as Appendix T.
Listed below are the specific NYTD data collection, analysis and reporting tasks the selected Contractor shall assist OCYF in ensuring all reports are submitted by their mandated quarterly or twice a year due dates:

a. NYTD Mid-Year Report.  Provide OCYF with one Mid-year Report on an annual basis. The selected contractor may provide a less-detailed data report for distribution to county children and youth agencies.  A NYTD reporting schedule guide is provided as Appendix S.
b. NYTD Report.  Provide data analysis, trend data and associated participation on projects teams, to provide guidance and analysis for NYTD and provide OCYF with a report of the findings three times a year. NYTD Reports use SQL Server and Excel.  A NYTD reporting schedule guide is provided as Appendix S.
c. NYTD Baseline Report.  Provide maintenance & data Helpdesk assistance to OCYF in complying with the federal requirement to survey children who are age 17.     Data collection includes web based and paper forms. Reports are due to OCYF on a quarterly basis and follow the federal fiscal year.  A NYTD reporting schedule guide is provided as Appendix S.
d. NYTD Follow Up Report.  Provide maintenance & data Helpdesk assistance to OCYF in complying with the federal requirement to survey children who are age 19.  Web based and paper forms Data collection and reports are due on a quarterly basis and follow the federal fiscal year.  A previous year report is provided as a NYTD reporting schedule guide is provided as Appendix S.
e. NYTD Served Report.  Collect county supplied data, extract and format into state system to meet federal requirements.  Data collection and reports are due on a quarterly basis and follow the federal fiscal year.  A previous year report is provided as a NYTD reporting schedule guide is provided as Appendix S.
f. NYTD Served County Report. Provide county specific data analysis and trend data, on an annual basis, which consists of the data reported by counties to the selected contractor of their NYTD Served Population data.  The data reported by the counties to the selected contractor may be county submitted files or data that the county inputs directly into the www.GetNYTD.org website.  The county specific NYTD Served Population data, analysis and trend data is to be inserted or included by the selected contractor into the child welfare County Data Packages which are distributed for use by the counties.

E. State & OCYF Management Reporting Tasks

1. CY28 Report.  This report provides data on unduplicated caseloads, services and caseworkers.  Children & youth agencies submit the data/report on a quarterly basis to OCYF using Microsoft Excel spreadsheet form.  This report provides information about county specific In-home, Placement and Adoption Service cases.  Data is also supplied about the local child welfare workforce. On a quarterly basis, OCYF will gather and conduct a manual data review of the 67 individual files as supplied from the counties. Once reviewed and approved, OCYF will then forward, through secure means, a flat file from a SQL database. The selected contractor shall merge the 67 data/files into a pre-specified single statewide report. A previous year’s executive report is provided as Appendix L.
2. Standard Management Report.  The selected Contractor will gather existing OCYF data and produce a quarterly report on various pre-identified OCYF programs and projects. The selected Contractor shall gather data from various existing sources or from the established OCYF Vendor Data Library and provide analysis and trend indicators and will format data into their associated tables and charts and into the pre-specified format using Microsoft Office products. Standard Management Reports are generally produced using Excel and custom SQL Server syntax.  A previous years report is provided as Appendix O.
3. Child Death Review Data Checks.  OCYF provides information/data obtained from the review of child deaths to the Department of Health. The data concerns deaths that occurred in children from birth through the age of 21 years, during the calendar year. This report is be used for public health planning, prevention programming and to inform policy discussions. Child Death Review Data Checks use Excel and SQL Server. On a quarterly basis, the selected Contractor will cross walk AFCARS data with the list of deceased children and confirm if parent(s) or children were ever involved with a C&Y, and produce the report.   A previous year report is provided as Appendix V.
4. Child Death / Near Death Reports.  PA requires that the circumstances surrounding cases of suspected child abuse resulting in child fatalities and near fatalities be reviewed at both the state and local levels. In addition to the summaries contained in the Annual Child Abuse Report, quarterly reports with similar information will also be transmitted to the Governor and the General Assembly and will be released to the public. Child Death / Near Death reviews are paper based. On a quarterly basis, the selected Contractor will provide data analysis, trend data and associated participation on projects teams, to provide guidance and analysis for child deaths and near deaths and provide OCYF with a narrative of the findings for PA.'s Annual Child Abuse report.  The Child Death / Near Death program requirements are provided as Appendix W.
F. Data Usage & Reporting Tasks

1. County Data Packages.  The selected Contractor will work with OCYF on an ongoing basis to define and produce semi-annual county specific reports on various data measures.  County data packages are used for the county's Needs-Based Planning and Budgeting and are produced twice a year. Packets are currently defined but may be modified to correspond with CFSR and PIP goals or county proposed changes. Data will be supplied to the selected Contractor prior to a packages due dates and within adequate time to develop training plans for county children & youth staff and organizational effectiveness staff members on the data and areas of improvement. Prior OCYF approval is required for any county requesting an ON-SITE training session. County Data Packages are produced using a combination of VB.NET, VBA, Access, Excel and SQL Server stored procedures. A previous year’s report, along with several other documents, to assist the Contractor in understanding the program and processes are provided as Appendices J1-J3.
2. County Specific On-site Data Training.  The selected Contractor will provide up to ten (10) on-site county C&Y specific data / program trainings per quarter. The selected Contractor will assist OCYF in developing and/or conducting training for counties as requested by OCYF.  The selected contractor must develop training plans for county children & youth staff and organizational effectiveness staff members on the data and areas of improvement. The estimated required hours are approximately 1,500 per year.    
3. Regional OCYF Staff Data Specific Training.  On a quarterly basis, the selected Contractor will provide specific data training to regional offices of county data. Emphasis shall be on areas of program improvement. The selected Contractor must develop training plans for OCYF staff and organizational effectiveness staff members on the data and areas of improvement. The training will focus on the strengths and needs of the counties and will be delivered in all four regions of Pennsylvania.  Regions / Counties will identify areas of data or program improvement at the training. Training materials are to be submitted at least 10 days in advance of the scheduled trainings for review and approval by OCYF.  OCYF anticipates that the estimated required hours are approximately 1000 staff hours per year.  
4. Ad-Hoc Reports.  On a quarterly basis, the selected Contractor will provide up to 30 requested state data reports and establish an internal monitoring process of such requests. Reports shall also include any requested charts and associated documentation using Microsoft Office products.  Ad hoc requests will be requested to the selected contractor through email, by the OCYF Project Officer or a designee, to the Contractor Project Manager.  Due dates for reports will be determined at the time of request.  Ad-Hoc data/reports generally come from existing data sets/reports.  If the data is not readily available, OCYF shall assist in obtaining the data for the selected Contractor in order to produce the Ad-Hoc report/query.  OCYF anticipates that the estimated required hours are approximately 850 hours per year.  A process giude is provided as Appendix N.
G. Knowledge Turnover.  Turnover is defined as those activities that the selected Contractor must perform at the end of the purchase order to transition service delivery to a successor Contractor or to Commonwealth resources.

1. Turnover Requirements.  The selected Contractor must plan and manage the turnover in an orderly fashion to ensure that there is no disruption of service to the Department, CCYAs, and JPOs.  The selected Contractor must:

a) Provide a Turnover Plan six (6) months prior to the end of the purchase order term.

b) Implement the approved Turnover Plan three (3) months prior to the end of the purchase order term.

c) Maintain service delivery staffing levels during the turnover period with no reduction in staffing.

d) Not restrict or prevent the selected Contractor’s staff from accepting employment or positions with DPW or with any successor Contractor.  DPW will work with the selected Contractor and successor Contractor on the timing of any transition of its staff.

e) Provide to DPW or its agent, within 15 business days of the request, all updated data sets, reporting, syntax, databases, system documentation, process flows, backup and other documentation and records required by the DPW or its agents.

f) Respond in a reasonable time to all DPW requests regarding turnover information.

g) Work closely with DPW to ensure that this turnover of responsibilities and the necessary knowledge transfer are completed by the end of the contract period.

h) Execute the approved Turnover Plan in cooperation with the successor Contractor’s Transition Plan.

2. Turnover Plan.  The turnover plan must include, at a minimum: 

a) A description of staffing resources including skill sets and experience required, and resource allocation strategies (roll-on or roll-off) to support a successful turnover.  Identify a manager to manage and coordinate all turnover activities outlined in the Turnover Plan.

b) A turnover organizational chart.  

c) An outline of key points and considerations, turnover success criteria, and the major tasks and subtasks the Contractor believes are pertinent to ensuring a successful turnover with minimal impact to business operations.

d) An explanation of how the selected Contractor will manage the plan, accurately assess progress, and mitigate variances for a successful turnover.

e) A description of the selected Contractor’s approach and schedule for transfer of operational support information. 

f) Copies of all relevant data, documentation, or other pertinent information necessary for DPW or its designee to take over and successfully assume operational business activities.

g) Correspondence, documentation of outstanding issues, and other service delivery support documentation.

h) An inventory of assets (Hardware, Software, Manuals, etc.).

3. Turnover Reports.

a) Turnover Lessons Learned Report.  The selected Contractor must provide a Turnover Lessons Learned Report to either DPW or its designee.  The Turnover Lessons Learned Report must be a comprehensive document detailing the lessons learned from planning and executing the Start-up/Implementation process.  The Turnover Lessons Learned Report, must be provided in a format and media specified by DPW.

b) Turnover Results Report.  Following turnover of service delivery, the selected Contractor must provide DPW with a Turnover Results Report documenting the completion and outcomes of each step of the Turnover Plan previously approved by DPW.  Turnover will not be considered complete and final payment will not be made until the Turnover Results Report is received and approved by the DPW Project Officer. 

IV-5. Performance Standards.  The Commonwealth has developed a set of minimum performance standards, defined below, which the selected contractor must meet, or exceed, in order to be in good standing and to ensure that the processes are completed on time and without error.  All deliverables as defined above are subject to Appendix Z Deliverables Management Review process.  In addition, for tasks IV-4 D and E defined above, a work order process, as defined in Appendix AA will be utilized.  Describe your ability to commit to meeting or exceeding these minimum performance standards.

The first 60 days is a transition period and thus performance measures will be waived.   Any performance standard identified by the DPW Project Manager as requiring immediate attention must be addressed through a Plan of Correction (POC) submitted by the selected Contractor and reviewed by OCYF. 

A. Timeliness – the selected contractor must submit reports/deliverable by the specified due date.  If an acceptable deliverable is submitted past the OCYF stated due date, OCYF may assess liquidated damages of $100 for each day the deliverable is late.
B. Accuracy – the contractor must ensure 100% accuracy of their processing of the data and final deliverable product. If a deliverable is returned for corrections, the selected contractor must remediate the issues, make the necessary corrections, and resubmit the deliverable within two (2) business days to receive full payment for the deliverable.  If the resubmitted deliverable does not meet the 100% criteria, OCYF may, at its discretion, deduct ten percent (10%) from the deliverable payment.
The deliverables in which these performance standards apply are contained in Appendix C Cost Matrix; Appendix K can be referenced for the due dates for the deliverables.
IV-6. Reports and Project Control.  
b. Task Plan.  A work plan for each task that identifies the work elements of each task, the resources assigned to the task, and the time allotted to each element and the deliverable items to be produced.  Where appropriate, a PERT or GANTT chart display should be used to show project, task, and time relationship.
c. Problem Identification Report.  An “as required” report, identifying problem areas.  The report should describe the problem and its impact on the overall project and on each affected task.  It should list possible courses of action with advantages and disadvantages of each, and include Contractor recommendations with supporting rationale.
IV-7. Contract Requirements—Small Diverse Business Participation
All purchase orders containing Small Diverse Business participation must also include a provision requiring the selected contractor to meet and maintain those commitments made to Small Diverse Businesses at the time of proposal submittal or contract negotiation, unless a change in the commitment is approved by the BSBO.  All purchase orders containing Small Diverse Business participation must include a provision requiring Small Diverse Business subcontractors to perform at least 50% of the subcontracted work.

The selected contractor’s commitments to Small Diverse Businesses made at the time of proposal submittal or contract negotiation shall, to the extent so provided in the commitment, be maintained throughout the term of the purchase order and through any renewal or extension of the contract.  Any proposed change must be submitted to BSBO, which will make a recommendation to the Contracting Officer regarding a course of action.

If a purchase order is assigned to another contractor, the new contractor must maintain the Small Diverse Business participation of the original purchase order.

The selected contractor shall complete the Prime Contractor’s Quarterly Utilization Report (or similar type document containing the same information) and submit it to the contracting officer of the Issuing Office and BSBO within 10 workdays at the end of each quarter the purchase order is in force.  This information will be used to determine the actual dollar amount paid to Small Diverse Business subcontractors and suppliers.  Also, this information will serve as a record of fulfillment of the commitment the selected contractor made and for which it received Small Diverse Business participation points.  If there was no activity during the quarter then the form must be completed by stating “No activity in this quarter.”

NOTE: EQUAL EMPLOYMENT OPPORTUNITY AND CONTRACT COMPLIANCE STATEMENTS REFERRING TO COMPANY EQUAL EMPLOYMENT OPPORTUNITY POLICIES OR PAST CONTRACT COMPLIANCE PRACTICES DO NOT CONSTITUTE PROOF OF SMALL DIVERSE BUSINESS STATUS OR ENTITLE AN OFFEROR TO RECEIVE CREDIT FOR SMALL DIVERSE BUSINESS UTILIZATION.
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COMMONWEALTH OF PENNSYLVANIA

[INSERT ISSUING OFFICE]

RFQ# ___________________

Enclosed in three separately sealed submittals is the proposal of the Contractor identified below for the above-referenced RFQ:  

	Contractor Information:



	Contractor Name
	

	Contractor Mailing Address
	

	Contractor Website
	

	Contractor Contact Person
	

	Contact Person’s Phone Number
	

	Contact Person’s Facsimile Number
	

	Contact Person’s E-Mail Address
	

	Contractor Federal ID Number
	


	Submittals Enclosed and Separately Sealed:



	(
	Technical Submittal

	(
	Small Diverse Business Submittal

	(
	Cost Submittal


	Signature


	Signature of an official authorized to bind the Contractor to the provisions contained in the Contractor’s proposal:

	
	Printed Name

	
	Title

	

	

	


APPENDIX B

DOMESTIC WORKFORCE UTILIZATION CERTIFICATION

To the extent permitted by the laws and treaties of the United States, each proposal will be scored for its commitment to use the domestic workforce in the fulfillment of the contract.  Maximum consideration will be given to those Contractors who will perform the contracted direct labor exclusively within the geographical boundaries of the United States or within the geographical boundaries of a country that is a party to the World Trade Organization Government Procurement Agreement.  Those who propose to perform a portion of the direct labor outside of the United States and not within the geographical boundaries of a party to the World Trade Organization Government Procurement Agreement will receive a correspondingly smaller score for this criterion.  In order to be eligible for any consideration for this criterion, Contractors must complete and sign the following certification.  This certification will be included as a contractual obligation when the contract is executed.  Failure to complete and sign this certification will result in no consideration being given to the Contractor for this criterion.

I, ______________________[title] of ____________________________________[name of Contractor] a _______________ [place of incorporation] corporation or other legal entity, (“Contractor”) located at __________________________________________________________

[address], having a Social Security or Federal Identification Number of ________________________, do hereby certify and represent to the Commonwealth of Pennsylvania ("Commonwealth") (Check one of the boxes below):

⁯  All of the direct labor performed within the scope of services under the contract will be performed exclusively within the geographical boundaries of the United States or one of the following countries that is a party to the World Trade Organization Government Procurement Agreement:  Aruba, Austria, Belgium, Bulgaria, Canada, Chinese Taipei, Cyprus, Czech Republic, Denmark, Estonia, Finland, France, Germany, Greece, Hong Kong, Hungary, Iceland, Ireland, Israel, Italy, Japan, Korea, Latvia, Liechtenstein, Lithuania, Luxemburg, Malta, the Netherlands, Norway, Poland, Portugal, Romania, Singapore, Slovak Republic, Slovenia, Spain, Sweden, Switzerland, and the United Kingdom  





OR

⁯  ________________ percent (_____%) [Contractor must specify the percentage] of the direct labor performed within the scope of services under the contract will be performed within the geographical boundaries of the United States or within the geographical boundaries of one of the countries listed above that is a party to the World Trade Organization Government Procurement Agreement.  Please identify the direct labor performed under the contract that will be performed outside the United States and not within the geographical boundaries of a party to the World Trade Organization Government Procurement Agreement and identify the country where the direct labor will be performed: ______________________________________________________________________________________

______________________________________________________________________________________
[Use additional sheets if necessary]

The Department of General Services [or other purchasing agency] shall treat any misstatement as fraudulent concealment of the true facts punishable under Section 4904 of the Pennsylvania Crimes Code, Title 18, of Pa. Consolidated Statutes.

Attest or Witness:


______________________________






Corporate or Legal Entity's Name

_____________________________


______________________________

Signature/Date



Signature/Date

_____________________________


______________________________

Printed Name/Title


Printed Name/Title
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