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CALENDAR OF EVENTS

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

	Activity
	Responsibility
	Date

	RFQ released in SRM
	Issuing Office
	October 9, 2009

	Deadline to submit Questions via email to 

ra-itpurchases@state.pa.us
	Potential Offerors
	October 23, 2009

No later than 1300 ET

	Preproposal Conference and System Demonstration - Forum Place, 555 Walnut Street 6th Floor, Conference Room 1 

Harrisburg, PA 17101
	Issuing Office/Potential Offerors
	October 29, 2009

10:00 AM  ET

	Answers to Potential Offeror questions posted to the DGS website (http://www.dgsweb.state.pa.us/RTA/Search.aspx) no later than this date.
	Issuing Office
	November 10, 2009

	System Inspection Period – Available from 0900-1600 during regular business days at 2150 Herr Street, Harrisburg, PA  
	DOH BIT/Potential Offerors
	November 2 – 25, 2009

	Please monitor website for all communications regarding the RFQ.
	Potential Offerors
	On Going

	Sealed proposals must be received by the Issuing Office at c/o Jeffery L. Wright

Department of General Services

555 Walnut Street, Forum Place - 6th Floor

Harrisburg, PA 17101

	Offerors
	December 11, 2009
No later than 1300 ET


PART I 
GENERAL INFORMATION

I-1. Purpose 

This Request for Quotes ("RFQ") provides to those interested in submitting proposals for the subject procurement ("Contractors") sufficient information to enable them to prepare and submit proposals for the Pennsylvania Department of General Service's consideration on behalf of the Commonwealth of Pennsylvania ("Commonwealth") to satisfy a need for the Pennsylvania Special Supplemental Nutrition Program for Women, Infants and Children commonly referred to as PA-WIC. This program is administered through the Pennsylvania Department of Health (Department).
I-2.   Issuing Office

The Pennsylvania Department of General Services ("Issuing Office") has issued this RFQ on behalf of the Commonwealth.  The sole point of contact in the Commonwealth for this RFQ shall be Jeffery L. Wright, 555 Forum Place, 6th Floor, Harrisburg, PA  17105, ra-itpurchases@state.pa.us, the Issuing Officer for this RFQ.  Please refer all inquiries to the Issuing Officer.
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  

The general objective of this project is to enhance, support and maintain the data system for the Pennsylvania Special Supplemental Nutrition Program for Women, Infants and Children commonly referred to as PA-WIC.  The PA-WIC Program is sponsored by and funded by the United States Department of Agriculture (USDA).  The PA-WIC data system is mission critical to the health and welfare of WIC program participants and the Department cannot risk being without knowledgeable technicians with advanced training and skill sets in the technologies utilized in the system.  Without knowledgeable technicians PA-WIC runs the risk of being unable to implement future enhancements that are either requested or mandated by the USDA.  Additional detail is provided in Part IV of this RFQ.

I-5.   Preproposal Conference
The Issuing Office will hold a preproposal conference as specified in the Calendar of Events.  The purpose of this conference is to provide opportunity for clarification of the RFQ.  Contractors should forward all questions to the Issuing Office in accordance with Section I-6 to ensure adequate time for analysis before the Issuing Office provides an answer.  Contractors may also ask questions at the conference.  In view of the limited facilities available for the conference, Contractors should limit their representation to two (2) individuals per Contractor.  The preproposal conference is for information only.  Any answers furnished during the conference will not be official until they have been verified, in writing, by the Issuing Office.  All questions and written answers will be posted on the Department of General Services’ (DGS) website as an addendum to, and shall become part of, this RFQ.  Attendance at the Preproposal Conference is optional but highly recommended.  
There will be a system inspection period that will allow interested Offerors to experience the PA-WIC systems.  This inspection period will be available for Offerors in the time and location identified in the Calendar of Events.  Those interested in inspecting the systems will be required to make an appointment with BIT to be granted access.  

Appointments must be scheduled three (3) days in advance and will be on a first come, first served basis by contacting Kathy Brosius via e-mail at kabrosius@state.pa.us or via phone at 717-783-9173.  Only one vendor at a time will be accommodated during a system inspection appointment.
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 "IT ITQ RFQ 6100013503 Question") to the Issuing Officer.  If the Contractor has questions, they must be submitted via email no later than the date and time specified in the RFQ Calendar of Events.  The Contractor shall not attempt to contact the Issuing Officer by any other means.  The Issuing Officer shall post the answers to the DGS website.
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.  The Issuing Office does not consider questions to be a protest of the specifications or of the solicitation.
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 award 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. Quotations are to be submitted on 8 ½ by 11 inch paper, 1 inch margins, double-spaced, 12-point font size with consecutive page numbers on the bottom. Duplex printing is acceptable and suggested.

I-12. Disadvantaged Business Information
The Issuing Office encourages participation by small disadvantaged businesses as prime contractors, joint ventures and subcontractors/suppliers and by socially disadvantaged businesses as prime contractors.
Small Disadvantaged Businesses are small businesses that are owned or controlled by a majority of persons, not limited to members of minority groups, who have been deprived of the opportunity to develop and maintain a competitive position in the economy because of social disadvantages.  The term includes:

a. Department of General Services Bureau of Minority and Women Business Opportunities (BMWBO)-certified minority business enterprises (MBEs) and women business enterprises (WBEs) that qualify as small businesses; and

b. United States Small Business Administration-certified 8(a) small disadvantaged business concerns.

c. Businesses that BMWBO determines meet the Small Business Administration criteria for designation as a small disadvantaged business.

Small businesses are businesses in the United States that are independently owned, are not dominant in their field of operation, employ no more than 100 persons and earn 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).

Socially disadvantaged businesses are businesses in the United States that BMWBO determines are owned or controlled by a majority of persons, not limited to members of minority groups, who are subject to racial or ethnic prejudice or cultural bias, but which do not qualify as small businesses.  In order for a business to qualify as “socially disadvantaged,” the Contractor must include in its proposal clear and convincing evidence to establish that the business has personally suffered racial or ethnic prejudice or cultural bias stemming from the business person’s color, ethnic origin or gender.

Questions regarding this Program can be directed to:

Department of General Services

Bureau of Minority and Women 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
A database of BMWBO-certified minority- and women-owned businesses can be accessed at http://www.dgsweb.state.pa.us/mbewbe/VendorSearch.aspx.  

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. Information Concerning Small Businesses in Enterprise Zones  
The Issuing Office encourages participation by small businesses, whose primary or headquarters facility is physically located in areas the Commonwealth has identified as Designated Enterprise Zones, as prime contractors, joint ventures and subcontractors/suppliers.

The definition of headquarters includes, but is not limited to, an office or location that is the administrative center of a business or enterprise where most of the important functions of the business are conducted or concentrated and location where employees are conducting the business of the company on a regular and routine basis so as to contribute to the economic development of the geographical area in which the office or business is geographically located.
Small businesses are businesses in the United States that are independently owned, are not dominant in their field of operation, employ no more than one hundred (100) persons and earn less than twenty (20) million dollars in gross annual revenues (twenty-five (25) million dollars in gross annual revenues for those businesses in the information technology sales or service business).

There is no database or directory of small businesses located in Designated Enterprise Zones.  Information on the location of Designated Enterprise Zones can be obtained by contacting:

Aldona M. Kartorie

Center for Community Building

PA Department of Community and Economic Development

4th Floor, Commonwealth Keystone Building

400 North Street

Harrisburg, PA 17120-0225

Phone:  (717) 720-7409

Fax:  (717) 787-4088

Email:  akartorie@state.pa.us
I-14. Proposals
To be considered, Contractors must submit a complete proposal to this RFQ, using the format provided in PART II, providing twelve (12) paper copies of the Technical Submittal and two (2) paper copies of the Cost Submittal and two (2) paper copies of the Disadvantaged 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 Disadvantaged 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.  Contractors should ensure that there is no costing information in the technical submittal.  Contractors should not reiterate technical information in the cost submittal. 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. 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 shall 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 for award, the contents of the selected Contractor’s proposal shall become, except to the extent the contents are changed through Best and Final Offers or 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-15. Proposal Contents

d. 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 (Appendix “E” - Trade Secret Form) 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.
e.  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.
f. Public Disclosure.  Public records requests for proposals are governed by and shall be handled in the following manner: 
        

After the award of a contract 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 (see Appendix “E” - Trade Secret Form) 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.  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 an award.  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 an 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 shall 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.

I-17. Restriction Of Contact 

From the issue date of this RFQ until the Issuing Office selects a proposal for award, the Issuing 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 award.  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 shall 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 shall 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 and other support necessary to complete the identified work, except as otherwise provided in this Section I-19.  Bureau of Information Technology (BIT) shall assign project officers to monitor the services of the Contractor and shall provide work areas for within the designated work location for the selected Offeror.  Desktop personal computers are available for use.  Network user logons, email accounts and network share drive access are available. Copier and facsimile services are available in the building; Secretarial, receptionist and clerical support are not provided.   

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 solicitation requirements.  The Issuing Office shall initiate requests for clarification.

I-22. Best and Final Offer (BAFO)
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:

i) Enter into pre-selection negotiations, including the use of an online auction;

ii) Schedule oral presentations; and

iii) Request revised proposals.

The Issuing Office shall limit any discussions to responsible Contractors (those that have submitted responsive proposals and possess the capability to fully perform the purchase order requirements in all respects and the integrity and reliability to assure good faith performance) whose proposals the Issuing Office has determined to be reasonably susceptible of being selected for award.  The Criteria for Selection found in Part III shall also be used to evaluate the best and final offers.  Price reductions offered through any reverse online auction shall have no effect upon the Contractors' Technical Submittal.  Dollar commitments to Disadvantaged Businesses and Enterprise Zone Small Businesses can be reduced only in the same percentage as the percent reduction in the total price offered through negotiations, including the online auction.
I-23. Notification of Selection
The Issuing Office shall notify the selected Contractor in writing of its selection for negotiation 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 shall be issued a purchase order with reference to IT Services ITQ Contract 4400004480.  The contract resulting from this RFQ shall be for a three (3) year period, with an option to renew for two (2) additional one (1) year periods.  No work may begin or be reimbursed prior to issuance of the purchase order and a notice to proceed.  The selected Contractor shall be paid after submitting invoices, provided it is in accordance with the work plan and approved by the Commonwealth Project Manager.  Final payment shall not be made until all Project work has been successfully completed.
I-25. Debriefing Conferences 

Contractors whose proposals are not selected shall be notified of the name of the selected Contractor and given the opportunity to be debriefed.  The Issuing Office shall schedule the time and location of the debriefing.  The debriefing shall not compare the Contractor with other Contractors, other than the position of the Contractor's proposal in relation to all other Contractor proposals.  A Contractor's exercise of the opportunity to be debriefed does not constitute the filing of a protest.
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 IT Services ITQ #4400004480 ("4400004480") 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 Disadvantaged Business cost data should be kept separate from and not included in the Technical Submittal.  Each Proposal shall consist of the following three (3) separately sealed submittals:  

a. Technical Submittal, which shall be a response to RFQ Part II, Sections II‑1 through II-8.
b. Disadvantaged Business Submittal, in response to RFQ Part II, Section II‑9; and 

c. Cost Submittal, in response to RFQ Part II, Section II‑10.
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.  Document your understanding of the general guidelines established by the Federal WIC Program as they are implemented by the PA-WIC Program, including the business rules, workflow, and WIC Information Technology systems.
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.  The management summary shall describe your approach to addressing the work outlined in this RFQ.  This description shall include who is involved and how they shall participate in the project, a description of your understanding of the BIT systems development methodology, project management methodology, change control methodology, and problem tracking/resolution methodology.

Briefly describe what unique capabilities and skills your team brings to this project.  Detail how your staff meets a need for a reasonable balance between professional personnel and technicians.  Detail how top-level management will continue a high level of interest in and assume responsibility for the success of the project.
II-4. Work Plan
Describe in narrative form your technical plan for accomplishing the work.  Use the task descriptions in Section IV-4 of this RFQ as your reference point.  The tasks defined in Section IV-4 of this RFQ are intended as a starting point for development of proposals.  Modifications of the task descriptions are permitted; however, reasons for the changes should be fully explained.   

Offerors are strongly encouraged to focus on explaining exactly how they will perform the work requested, how they will assign staff, how they will manage the project, and what specific methods, tools and techniques they will utilize.  Offerors should explain how they approach exploring, documenting, analyzing, modeling, presenting and validating requirements and business rules.
Offerors should understand that the Commonwealth wants to understand how the Offeror intends to solve the problems and approach the work requested in this RFQ.  Offerors are cautioned that the Commonwealth does not want a regurgitation of the RFQ; it wants a step by step reasoned explanation of the Offeror’s strategy and tactics for meeting the needs outlined in this RFQ.

The Offeror’s Statement of Work (SOW) should address all deliverables and requirements outlined in this RFQ.

For the detailed SOW, Offerors should indicate the number of man-hours allocated to each task.  Include a Program Evaluation and Review Technique (PERT), Gantt, or similar type display, time related, showing each event.  Relate the proposed accomplishment of detailed tasks to specific dates.  If more than one approach is apparent, comment on why you chose this approach.  
In addition to the narrative, provide a detailed SOW including a manpower summary AND a timeline.  This detailed plan should list all tasks necessary to complete the work as described in this RFQ.  The plan should indicate the number of staff hours required to complete each task, depicting the different categories of personnel as applicable. Provide a plan for specific key personnel assignments.   If more than one Category of Personnel performs ANY task, then the hours by EACH category of personnel for the task must be identified.    

Following the award of this contract, the successful Offeror will be required to break down and summarize the detailed SOW costs by both state and federal fiscal year periods.  The state fiscal year period starts July 1st of each year and the federal fiscal year starts October 1st of each year; therefore for each year of the contract the detailed SOW shall be organized and summarized by the periods July 1st - September 30th and by October 1st - June 30th.  Offers are not required to submit a cost breakdown for both state and federal fiscal years in response to this RFQ.

All tasks to be performed by Subcontractors should be clearly defined, in the same format as previously indicated.

II-5. Prior Experience
Provide a description of the company’s experience in implementing Information Technology (IT) solutions and similar IT projects including the number and size of projects and outcomes.  Refer to Section IV-7 (Minimum Work Skills Required) and describe experience in the minimum skills required.  Experience shown must be work done by individuals who will be assigned to this project, as well as that of your company.  Projects referred to must be identified and the name of the customer shown, including the name, address, e-mail address, and telephone number of the responsible official of the customer, company, or agency who may be contacted.

Describe experience with the design and implementation of Public Health Information Technology systems.  Specifically describe any experience with development, maintenance or support of WIC based systems and/or any staff experience with WIC or WIC systems.

Provide a brief description of a project similar in scope completed by your company in the last three years.  Specifically relate how experience with this project relates to the services requested by this RFQ.  Refer to Section IV-7 (Minimum Work Skills Required) and relate how this similar project included the minimum skills required.  

Provide at least three references of contact persons who can discuss the nature and scope of projects, which were completed by your company.  One of these references must be a contact for the project described as a similar project above.  Please ensure that the name of the reference company is included and that the contacts listed are current.  Contact information must include 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.

If Subcontractor staff is utilized, then describe prior experience and reference contact information for all Subcontractors utilized.  Describe prior experience for Subcontractors with specific attention to the role they will play in this project.
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 work. 

State how many employees will be assigned to this project.
Provide resumes for each employee, as well as any staff being provided by Subcontractors if applicable.  Provide comparable information and resumes for all employees assigned to this project and state how long each has been with your company.  Where appropriate, include names, special educational achievements or training, and any certifications important to this project.   Describe Project Management certifications (PMP ID), training and experience.  Describe the number of years of relevant experience for each of the staff assigned to this effort.  Specifically include education and experience for the minimum work skills required as defined in Section IV-7 (Minimum Work Skills Required).

Indicate the responsibilities each assigned staff member shall have in this project, the tasks they shall perform, and how long each has been with your company.  Describe the organization and reporting relationship of staff assigned to this project.  Identify Subcontractors you intend to use and the services they shall perform.  Describe the organization and reporting relationship of the proposed staff to be assigned to this contract.
At any time during the term of this contract, the BIT PA-WIC Project Manager reserves the right to review, approve, and require the Contractor to remove any personnel the Contractor proposes to assign or currently has assigned to the contract.
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 contract requirements.  Financial documents such as audited financial statements or recent tax returns shall be acceptable to the Commonwealth.

II-9. Disadvantaged Business Submittal  
i) To receive credit for being a Small Disadvantaged Business or a Socially Disadvantaged Business or for entering into a joint venture agreement with a Small Disadvantaged Business or for subcontracting with a Small Disadvantaged Business (including purchasing supplies and/or services through a purchase agreement), a Contractor must include proof of Disadvantaged Business qualification in the Disadvantaged Business Submittal of the proposal, as indicated below:

1) A Small Disadvantaged Businesses certified by BMWBO as an MBE/WBE must provide a photocopy of their BMWBO certificate.

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) Businesses, which assert that they meet the U.S.  Small Business Administration criteria for designation as a small disadvantaged business, must submit: a) self-certification that the business meets the Small Business Administration criteria and b) documentary proof to support the self-certification.  The owners of such businesses must also submit proof of United States citizenship, and provide any relevant small disadvantaged business certifications by other certifying entities.

4) All businesses claiming Small Disadvantaged Business status, whether as a result of BMWBO certification, or U.S. Small Business Administration certification as an 8(a) or self-certification as a U.S. Small Business Administration small disadvantaged business, must attest to the fact that the business has 100 or fewer employees.

5) All businesses claiming Small Disadvantaged Business status, whether as a result of BMWBO certification, or U.S. Small Business Administration certification as an 8(a) or self-certification as a U.S. Small Business Administration 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 or audited financial statement.

ii) All businesses claiming status as a Socially Disadvantaged Business must include in the Disadvantaged Business Submittal of the proposal clear and convincing evidence to establish that the business has personally suffered racial or ethnic prejudice or cultural bias stemming from the business person’s color, ethnic origin or gender.  The submitted evidence of prejudice or bias must:

1) Be rooted in treatment that the business person has experienced in American society, not in other countries.

2) Show prejudice or bias that is chronic and substantial, not fleeting or insignificant.

3) Indicate that the business person’s experience with the racial or ethnic prejudice or cultural bias has negatively impacted his or her entry into and/or advancement in the business world.

BMWBO shall determine whether the Contractor has established that a business is socially disadvantaged by clear and convincing evidence.

iii) In addition to the above verifications, the Offeror must include in the Disadvantaged Business Submittal of the proposal the following information:

1) Those small disadvantaged businesses submitting a proposal as the offeror, 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) Those small disadvantaged businesses submitting a proposal as a part of a joint venture partnership, 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 small disadvantaged business joint venture partner and not by subcontractors and suppliers or by joint venture partners who are not small disadvantaged businesses.  Contractor must also provide:

a) The amount of capital, if any, each Small Disadvantaged Business joint venture partner will be expected to provide.

b) A copy of the joint venture agreement signed by all parties.

c) The business name, address, name and telephone number of the primary contact person for the Small Disadvantaged Business joint venture partner.

3) All Offerors 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 Disadvantaged Businesses as subcontractors. To support its total percentage DB subcontractor commitment, Contractor must also include: 

a) The dollar amount of each subcontract commitment to a Small Disadvantaged Business;

b) The name of each Small Disadvantaged Business; and

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

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

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

f) A signed subcontract or letter of intent.  For a subcontract, a signed subcontract or letter of intent.  The letter of intent must identify the specific work, goods or services each small disadvantaged 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 Disadvantaged Business.

The Offeror will not receive credit for stating that it will find a Small Disadvantaged Business after the contract is awarded.

4) The total percentages and each subcontractor commitment will become contractual obligations once the contract is fully executed.

5) The name and telephone number of the Offeror’s project (contact) person for the Small Disadvantaged Business information.

iv) The Contractor is required to submit two (2) copies of its Disadvantaged Business Submittal.  The submittal shall be clearly identified as Disadvantaged Business information and sealed in its own envelope, separate from the remainder of the proposal.

v) In addition to the above, the Contractor must include, in its Disadvantaged Business Participation Submittal, a numerical percentage which represents the total percentage of the total cost in the Cost Submittal that the Contractor commits to paying to Small Disadvantaged Businesses as subcontractors. To support its total percentage DB subcontractor commitment, Contractor must also include: 

1) The dollar amount of each subcontract with a Small Disadvantaged Business;

2) The name of each Small Disadvantaged Business; and

3) The services each Small Disadvantaged Business will provide, including the timeframe for performing the services. 

The total percentage DB subcontractor commitment will be used by the Issuing Office to score Disadvantaged Business Participation Submittals proposing participation by small disadvantaged businesses.

The total percentage DB subcontractor commitment and each subcontractor commitment will become contractual obligations once the contract is fully executed.

vi) A Small Disadvantaged Business can be included as a subcontractor with as many prime contractors as it chooses in separate proposals.

vii) A Contractor that qualifies as a Small Disadvantaged Business and submits a proposal as a prime contractor is not prohibited from being included as a subcontractor in separate proposals submitted by other Contractors.

b. Enterprise Zone Small Business Participation.
i) To receive credit for being an enterprise zone small business or entering into a joint venture agreement with an enterprise zone small business or subcontracting with an enterprise zone small business, a Contractor must include the following information in the Disadvantaged Business Submittal of the proposal:

1) Proof of the location of the business’ headquarters (such as a lease or deed or Department of State corporate registration), including a description of those activities that occur at the site to support the other businesses in the enterprise zone.

2) Confirmation of the enterprise zone in which it is located (obtained from the local enterprise zone office).

3) Proof of United States citizenship of the owners of the business.

4) Certification that the business employs 100 or fewer employees.

5) Proof that the business’ 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 or audited financial statement.

6) Documentation of business organization, if applicable, such as articles of incorporation, partnership agreement or other documents of organization.

ii) In addition to the above verifications, the Contractor must include in the Disadvantaged Business Submittal of the proposal the following information:

1) The name and telephone number of the Contractor’s project (contact) person for the Enterprise Zone Small Business.

2) The business name, address, name and telephone number of the primary contact person for each Enterprise Zone Small Business included in the proposal.  The Contractor must specify each Enterprise Zone Small Business to which it is making commitments.  The Contractor will not receive credit for stating that it will find an Enterprise Zone Small Business after the contract is awarded or for listing several businesses and stating that one will be selected later.

3) The specific work, goods or services each Enterprise Zone Small Business will perform or provide.

4) The total cost amount submitted in the Contractor’s cost proposal and the estimated dollar value of the contract to each Enterprise Zone Small Business.

5) Of the estimated dollar value of the contract to each Enterprise Zone Small Business, the percent of the total value of services or products purchased or subcontracted that each Enterprise Zone Small Business will provide.

6) The location where each Enterprise Zone Small Business will perform these services.

7) The timeframe for each Enterprise Zone Small Business to provide or deliver the goods or services.

8) The amount of capital, if any, each Enterprise Zone Small Business will be expected to provide.

9) The form and amount of compensation each Enterprise Zone Small Business will receive.

10) For a joint venture agreement, a copy of the agreement, signed by all parties.

11) For a subcontract, a signed subcontract or letter of intent.

iii) The dollar value of the commitment to each Enterprise Zone Small Business must be included in the same sealed envelope with the Disadvantaged Business Submittal of the proposal.  The following will become a contractual obligation once the contract is fully executed:

1) The amount of the selected Contractor’s Enterprise Zone Small Business commitment;

2) The name of each Enterprise Zone Small Business; and

3) The services each Enterprise Zone Small Business will provide, including the timeframe for performing the services.
II-10. Cost Submittal
The information requested in this Section II-10 and Appendix C (Cost Matrix) 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. 
Attached to this RFQ is Appendix C (Cost Matrix), which is to be used for submission of the price portion of your proposal. The cost you are proposing must be broken down into the following components:

a. Direct Labor Costs.  Itemize to show the following for each category of personnel with a different hourly rate:

i) Category (e.g., partner, project manager, analyst, senior auditor, research associate)

ii) Estimated hours

iii) Rate per hour

iv) Total cost for each category and for all direct labor costs

b. Labor Overhead.  Specify what is included and rate used.

c. Travel and Subsistence.  Itemize transportation, lodging and meals per diem costs separately.  Travel and subsistence costs must conform to the requirements of the most current version of Commonwealth Management Directive 230.10, Travel and Subsistence Allowances.  The Issuing Office may accept higher rates normally paid by a Contractor, if those rates were approved by the Contractor’s officials and published prior to submitting this proposal to the Issuing Office.

d. Consultant Costs.  Itemize as in (a) above.

e. Subcontract Costs.  Itemize as in (a) above.

f. Cost of Supplies and Materials.  Itemize.

g. Other Direct Costs.  Itemize.

h. General Overhead Costs.  Overhead includes two (2) major categories of cost, operations overhead and general and administrative overhead.  Operations overhead includes costs that are not one hundred percent (100%) attributable to the service being completed, but are generally associated with the recurring management or support of the service.  General and administrative overhead includes salaries, equipment and other costs related to headquarters management external to the service, but in support of the activity being completed.  Specify what specific items are included and the rates used.

i. Total Cost.

Offerors should not include any assumptions in their cost submittals.  If the Offeror includes assumptions in its cost submittal, the Issuing Office may reject the proposal. Offerors 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 Offerors shall then have the benefit of the Issuing Office’s written answer so that all proposals are submitted on the same basis.
The Issuing Office shall reimburse the selected Offeror for work satisfactorily performed after execution of a purchase order and the start of the purchase order term, in accordance with contract requirements, and only after the Issuing Office has issued a notice to proceed.
II-11. Domestic Workforce Utilization
Offerors must complete and sign the Domestic Workforce Utilization Certification attached to and made a part of this RFQ as Appendix B. Offerors 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 Cost Submittal.

II-12. 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 SF-LLL available at: 
http://www.whitehouse.gov/omb/assets/omb/grants/sflllin.pdf.

II-13. Work Location
During the period of this contract, all billable work shall be performed on-site at 2150 Herr Street, Harrisburg, PA.  Any exceptions to this policy shall be requested in writing, in advance, by the Contractor’s Program Manager and approved by the BIT PA-WIC Project Manager.  This requirement shall be waived in the event that relocation is necessary due to the implementation of a Disaster Recovery Plan.

II-14. Information Handling
The nature of this project may require handling of sensitive information.  All staff assigned to the project by the selected Service Provider shall be required to (1) pass the Commonwealth’s Criminal Record Check, AND (2) sign a Confidentiality Agreement to ensure data is handled appropriately. The selected Service Provider is responsible for ensuring that adequate measures are in place to ensure only authorized access, copying and distribution of such information during work on this project.  The selected Service Provider is responsible for proper disposal (i.e. shred, surrender, etc.) of both hard and electronic working copies of such sensitive information during work on this project, as well as any remaining information upon the completion of the project. Proper measures and procedures MUST be implemented in order to ensure patient confidentiality and the security of patient data.  Violation(s) to this policy may lead to the dismissal of Service Provider’s staff and/or cancellation of contract.

In addition, Contractor shall not release any sensitive documents or information without the written approval (which may include e-mail or facsimile transmission) of the Department.  The parties understand that the term “sensitive documents or information” shall mean a document or information that contains any details of the project, to include physical locations of facilities and infrastructure.
In addition to local hard disks and network file servers, the Department currently maintains a SharePoint site for document storage and collaboration.

All deliverables requiring approval and signoff shall be presented in hard copy with a soft copy being placed on the SharePoint project site (or current standard) after final approval. 

II-15. General Requirements
The contractor shall follow the prescribed format for all deliverables as outlined in the RFQ.  For deliverables that do not have a prescribed format, the contractor shall propose the format and content of documentation they shall deliver.  
II-16. WIC RFQ Service Level Agreements (SLAs)
The PA-WIC Systems are mission critical systems used to protect the health and welfare of Pennsylvania’s citizens.  As a result of this importance, SLAs shall be applied to the release date for each release of PA-WIC to ensure sufficient focus is maintained on the delivery of enhancements.  The Contractor shall describe how it plans to meet or exceed the proposed SLAs. 

A Service Level Requirement (SLR) shall be established for all releases of PA-WIC.  This SLR shall form the basis of and shall be incorporated in SLAs that define minimum performance standards the Contractor shall deliver in order to be eligible to receive the quoted fixed-price amounts for the Release Deployment Report deliverable.  The Contractor’s failure to deliver levels of service specified in the SLA shall result in a reduction in the amount paid to the Contractor.  The Contractor’s level of SLA fulfillment shall be evaluated at the end of each major release.  

Service Level Requirements shall be required for both major software releases and Maintenance and Support.   

Please note that all reductions identified below apply to the total fixed price due the Contractor for the Release Deployment Report deliverable of the current release.  These reductions are in the nature of liquidated damages.  The Contractor, by submitting a proposal, agrees that, because of the importance of PA-WIC, it is imperative to ensure the maintenance of service levels and the meeting of deliverable dates.  The Contractor, by submitting a proposal, further agrees that there is significant difficulty in assessing the actual harm caused by Contractor’s failure to maintain service levels or to meet deliverable dates, and that the reductions identified below represent a reasonable and fair attempt to fix just compensation for losses caused by those failures. 

The selected Offeror shall be responsible for meeting the Service Level Agreements contained in Attachment “E” PA-WIC Service Levels.  The Service Level Agreements in Attachment “E” apply to the Release Deployment Report deliverable and Maintenance and Support activities.  In the event of a conflict, this Section II-16 and Attachment E shall supersede Paragraph 52(c) of the terms and conditions of Contract No. 4400004480.  
II-17. Information Technology Bulletin (ITB) Compliance Requirement 
Service providers delivering services/systems to agencies under the Governor’s jurisdiction are required to comply with the IT standards and policies issued by the Governor’s Office of Administration, Office for Information Technology (OA/OIT), for the Commonwealth enterprise (See www.oit.state.pa.us).  When an agency and/or service provider believes there is a need to deviate from these standards/policies, they shall first receive approval to do so from the OA/OIT’s Deputy Secretary. 
II-18. 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.

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 Issuing Office reserves the right, in its sole discretion, to waive technical or immaterial nonconformities in a Contractor's proposal.

III-3. Evaluation Committee
Proposals shall be reviewed and evaluated by a committee of qualified personnel selected by the Commonwealth.  This committee shall recommend for selection the proposal which it determines is the most advantageous to the Commonwealth after considering all of the evaluation factors.  Award shall only be made to a Contractor determined to be responsible in accordance with Commonwealth Management Directive 215.9, Contractor Responsibility Program.
III-4. Criteria for Selection
The following criteria shall be used in evaluating each proposal.  The weight for the evaluation categories are: Technical fifty percent (50%), Cost thirty percent (30%) and Disadvantaged Business twenty percent (20%).  In order for a proposal to be considered for selection for best and final offers or selection for negotiations, the total score for the technical submittal of the proposal must be greater than or equal to seventy percent (70%) of the highest scoring technical submittal.   

A. Technical: The Issuing Office has established the weight for the Technical criterion for this RFQ as fifty percent (50%) of the total points.  Evaluation shall be based upon the following: 
a.
Personnel Qualifications.  This refers to the competence of professional personnel who would be assigned to the project by the Contractor.  Qualifications of professional personnel shall be measured by experience and education, with particular reference to experience on studies/services similar to that described in the RFQ.  Particular emphasis is placed on the qualifications of the project manager. During the project period, personnel not previously identified in the Offeror’s proposal may only be substituted for another person or added to the project team when approved in writing by the BIT PA-WIC Project Manager.

b.
Understanding the Problem.  This refers to the Offeror’s understanding of Commonwealth of Pennsylvania needs that generated the RFQ, of the Commonwealth objectives in asking for the services or undertaking the study, and of the nature and scope of the work involved.













c.
Contractor Qualification. This refers to the ability of the Offeror to meet the terms of the RFQ, especially the time constraint and the quality, relevancy, and recency of studies and projects completed by the Offeror. This also includes the Offeror’s financial ability to undertake a project of this size.

d.
Soundness of Approach.  Emphasis here is on the techniques for collecting and analyzing data, sequence and relationship of major steps, and methods for managing the study/service.  Of equal importance is whether the technical approach is completely responsive to all written specifications and requirements contained in the RFQ and if it appears to meet DOH objectives.
e.
Service Level Agreements.


B. Cost: The Issuing Office has established the weight for the Cost criterion for this RFQ as thirty percent (30%) of the total points.  
C. Disadvantaged Business Participation: BMWBO has established the weight for the Disadvantaged Business Participation criterion for this RFQ as twenty percent (20%) of the total points.  Evaluation shall be based upon the following in order of priority:

Priority Rank 1
Proposals submitted by Small Disadvantaged Businesses.

Priority Rank 2
Proposals submitted from a joint venture with a Small Disadvantaged Business as a joint venture partner.

Priority Rank 3
Proposals submitted with subcontracting commitments to Small Disadvantaged Businesses.

Priority Rank 4
Proposals submitted by Socially Disadvantaged Businesses.

Each proposal shall be rated for its approach to enhancing the utilization of Small Disadvantaged Businesses and/or Socially Disadvantaged Businesses.  Each approach shall be evaluated, with Priority Rank 1 receiving the highest score and the succeeding options receiving scores in accordance with the above-listed priority ranking

To the extent that a Contractor qualifies as a Small Disadvantaged Business or a Socially Disadvantaged Business, the Small Disadvantaged Business or Socially Disadvantaged Business cannot enter into subcontract arrangements for more than forty percent (40%) of the total estimated dollar amount of the contract.  If a Small Disadvantaged Business or a Socially Disadvantaged Business subcontracts more than forty percent (40%) of the total estimated dollar amount of the contract to other contractors, the Disadvantaged Business Participation scoring shall be proportionally lower for that proposal.

a. Enterprise Zone Small Business Participation:
In accordance with the priority ranks listed below, bonus points in addition to the total points for this RFQ, shall be given for the Enterprise Zone Small Business Participation criterion. The maximum bonus points for this criterion are three percent (3%) of the total points for this RFQ. The following options shall be considered as part of the final criteria for selection:

Priority Rank 1
Proposals submitted by an Enterprise Zone Small Business shall receive three percent bonus for this criterion.

Priority Rank 2
Proposals submitted by a joint venture with an Enterprise Zone Small Business as a joint venture partner shall receive two percent bonus for this criterion.

Priority Rank 3
Proposals submitted with a subcontracting commitment to an Enterprise Zone Small Business shall receive the one percent bonus for this criterion.

Priority Rank 4
Proposals with no Enterprise Zone Small Business Utilization shall receive no points under this criterion.

To the extent that a Contractor is an Enterprise Zone Small Business, the Contractor cannot enter into contract or subcontract arrangements for more than forty percent (40%) of the total estimated dollar amount of the contract in order to qualify as an Enterprise Zone Small Business for purposes of this RFQ.

b. 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 three percent (3%) of the total points for this RFQ. To the extent permitted by the laws and treaties of the United States, each proposal shall be scored for its commitment to use domestic workforce in the fulfillment of the contract.  Maximum consideration shall be given to those Contractors who shall 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 shall 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 Cost Submittal. The certification shall be included as a contractual obligation when the contract is executed. 
PART IV
WORK STATEMENT
IV-1.
Objectives
a.
General.    
The general objective of this project is to enhance, support and maintain the data system for the Special Supplemental Nutrition Program for Women, Infants and Children for the Commonwealth of Pennsylvania (PA-WIC).  The Pennsylvania WIC program is sponsored by and funded by the United States Department of Agriculture (USDA).  The PA-WIC data system is mission critical to the health and welfare of WIC program participants and the Pennsylvania Department of Health cannot risk being without knowledgeable technicians with advanced training and skill sets in the technologies utilized in the system.   

The Department is seeking innovative and fresh approaches to the leadership, management, enhancement, and support of the WIC Information Technology Systems.  These proposals should demonstrate not only a comprehensive understanding of the current system, but also novel and inventive approaches that recognize emerging technology while remaining responsive enough to take action on changes directed by the USDA or the Department.  The selected Offeror shall have the skills, knowledge, and abilities to support the PA-WIC Systems while remaining within fiscal constraints.

All approvals mentioned within this RFQ are assumed to be performed and/or documented in writing for acceptance and signature by the Department of Health Bureau of Information Technology (BIT) PA-WIC Project Manager as directed by the Chief Information Officer (CIO) PA Department of Health. 
Attachment “F” PA-WIC Acronyms and Abbreviations lists the terms used within this RFQ.  Attachment “G” PA-WIC Glossary defines terms that are applicable to the PA-WIC Systems, the federal level, and the technology associated with the system.

The USDA shall be granted access to all system design, development, implementation, and operations and to pertinent cost records of contractors and sub-contractors as USDA considers necessary. 
The federal awarding agency reserves a royalty-free, nonexclusive, and irrevocable license to reproduce, publish or otherwise use, and to authorize others to use, for Federal Government purposes the copyright in any work developed under a grant, sub-grant, or contract under a grant or sub-grant or any rights of copyright to which a grantee, sub-grantee, or contractor purchases ownership with grant support.  
Neither the contractor nor any subcontractor nor any person on their behalf shall in any manner discriminate against or intimidate any employee involved in the manufacture of supplies, the performance of work, or any other activity required under the contract on account of gender, race, creed, color, age or national origin.
The contract resulting from this RFQ will comply with Executive Order 11246 related to Equal Employment Opportunity, Copeland “Anti-Kickback Act” (18 U.S.C. 874), Section 306 of the Clean Air Act, Section 308 of the Clean Water Act, and Drug-Free Workplace requirements 

 
b.
Specific.  

1. Transition Objectives

a.
Establish a knowledge management protocol collaboratively with Commonwealth staff that shall help maintain a continuity of the system business knowledge among contracting staff and Commonwealth staff supporting PA-WIC. 

b.
Participate in transition periods at both contract initiation and contract termination to transfer appropriate technical and business knowledge of PA-WIC between incoming and outgoing Contractor staffs and/or Commonwealth personnel.  The outgoing Contractor’s Transition Plan (Knowledge Transfer Plan) will be supplied on a CD-ROM upon request (after executing Attachment “N” PA-WIC Offeror Confidentiality Agreement).
c.
Establish a transition plan at contract initiation and termination, detailing transition activities and staffing during the transition period.  Obtain BIT PA-WIC Project Manager approval of the transition plan prior to its execution. 

d.  
Execute the transition plans as required by the BIT PA-WIC Project Manager.

e. 
Conduct transition by training incoming Contractor staff and/or Commonwealth
staff in the setup, configuration, and operation of the system.   

f. 
Establish transition assessments of staff before and after knowledge transfer periods.  The BIT PA-WIC Project Manager shall determine if new contracting staff and/or Commonwealth staff has received adequate training to assume duties/roles of outgoing staff.  If there are any negative assessments, identify if this is due to unsuccessful knowledge transfer by the Contractor or the recipient of the information lacks ability to receive such information as determined by the BIT PA-WIC Project Manager.  This shall be determined based on weekly status meetings and evaluation of transition tasks and training lessons.  In the event there is an increase in Commonwealth staffing for PA-WIC, BIT may assume increased responsibility for the system from the Contractor at BIT’s discretion.
2. Release Planning Objectives

a.
Apply long range planning techniques in the development of future release packages.

b.
Develop plans and schedules that reflect the utilization of existing resources on both new development work and maintenance and support.

c.
Provide Levels of Effort and Cost Estimates for future release packages, as well as other deliverables.
3. Release Management Objectives

a.
Provide the primary release management function for the hardware and software of the system, including planning, scheduling, testing, and execution oversight of the release packages, as directed by the BIT PA-WIC Project Manager.
b.
Analyze existing processes for re-engineering or enhancement and develop detailed plans for execution and implement those plans, as directed by the BIT PA-WIC Project Manager.
c.
Analyze envisioned processes as directed by the BIT PA-WIC Project Manager, and provide development alternatives. Develop detailed plans for execution and implement those plans, as directed by the BIT PA-WIC Project Manager.
d.
Make enhancements, including development of additional interfaces, to the existing system to meet state and federal requirements, as directed by the BIT PA-WIC Project Manager.  The existing version of the application is compliant with regulations established by the USDA.  In order to maintain compliance with USDA regulations, enhancements shall be subject to prior USDA approval.
e.
Provide production implementation support for all releases.

4. Maintenance and Support Objectives

a.
Maintain, manage, and participate in the prioritization of reported defects and enhancement requests collectively contained in a central Change List. 

b.
Analyze Change List items and provide recommendations to BIT staff for specific remedies.  Execute those recommendations as directed by the BIT PA-WIC Project Manager.
c.  
Provide Tier II Help Desk support. Tier II Help Desk support shall include providing advanced support for the PA-WIC Systems in the form of tracking and documenting application errors, answering user assistance questions regarding application functionality, providing feedback to users on ticket status, and resolving tickets forwarded by the Tier I Help Desk.  The Tier I Help Desk, supplied by BIT personnel, is responsible for the initial triage of all Help Desk calls.  The Tier I Help Desk shall also support end users in password resets and other basic support items.

d. 
Administer the packaged software used for the system including required upgrades.  For a list of current software products to be administered, please see Attachment “C” PA-WIC COTS Software List.
e.
Provide production implementation support for all releases.
f. 
Participate and adhere to the BIT Change Management Process for developed software.
5. Reporting Objectives

a.
Manage the production and distribution of existing reports.

b.
Modify existing reports, as required.

c.
Develop new reports as directed. 
6.    
Training Objectives
a.
Develop and administer training materials for end-users.

b.
Conduct or assist in conducting the presentation of training materials.

7.   
Research and Planning Objectives
a.
Planning and analysis for functionality and/or technology that are being considered for inclusion in a future release of PA-WIC.

b.
Preparation of Advance Planning Documents in the format specified by the USDA.

c.
Analyze the impact of new Federal Regulations. 
8.   
Project Management Objectives
a.
Provide Project Management services in accordance with Industry Best Practices, as well as Commonwealth and BIT policies and procedures.


b.
Utilize the software, formats and templates provided by BIT.


IV-2.
Nature and Scope of the Project 

The Department manages the USDA’s Women, Infants and Children (WIC) Food Supplement Program for the Commonwealth of Pennsylvania. The WIC Program, authorized by 42 U.S.C. §1786, was initiated in Pennsylvania in 1974.  The WIC Program, operated within the Department, uses a uniform statewide retail purchase food delivery system for the provision of food benefits to program participants.  The current food delivery system is a highly centralized system in which non-vendor specific Food Instruments (FIs) are provided to participants for redemption at authorized retail food stores.  Data on participation, check redemption and expenditures are processed on the PA-WIC Systems.  Federal regulations require the Department to maintain accountability for issuance and redemption of the WIC checks and also mandate that participants receive WIC foods at no cost to themselves.

The current PA-WIC data system is not vendor specific, meaning WIC checks may be redeemed at any WIC authorized store.  The Pennsylvania Department of Health:

· Contracts with twenty-four (24) health and human service agencies across the Commonwealth for delivery of WIC services to the public.  Each Local Agency is an independent Contractor responsible for specific geographical regions of the state. Local Agencies maintain and staff one hundred-ten (110) permanent and over two-hundred (200) satellite clinics in their areas.  These clinics serve approximately two-hundred-sixty-three thousand (263,000) WIC Participants each month.  The clinics certify the participants, provide Nutrition Education, prescribe benefits, print and distribute benefit Food Instruments (FIs) also referred to as WIC checks.  

· Approves approximately seventeen-hundred (1700) retail food stores (Vendors) to redeem FIs for the food prescription listed on the FIs.  

· Contracts with a bank to process FIs subject to validation criteria.  

· Contracts with a warehouse to redeem exempt infant formula FIs and distribute the formula. 

· Contracts with an Infant Formula Manufacturer for rebates on specific Infant Formulas manufactured by that company and purchased by WIC, as required by Federal regulations.

· Contracts with a company to provide infant juice and infant cereal manufactured by that company and purchased by WIC.

The current intranet-based PA-WIC System was implemented in March 2002.  The intranet-based system consists of the following high-level components:

· System Administration

· Vendor Management
· Food Instrument Issuance, Redemption, and Reconciliation
· Participant Certification and Enrollment
· WIC Scheduler
· Laptop System
· Scheduled Reporting

· Ad Hoc Reporting 
Attachment “A” details the current PA-WIC Functional Architecture and Attachment “B” reflects this information graphically.

The PA-WIC system currently has a database size of approximately sixty gigabytes (60 GB) with a projected annual growth of about seven percent (7%).  Peak usage times are at 10:00 AM and 2:00 PM when the system sees its highest load.  We currently average approximately one million five hundred thousand (1,500,000) web requests per day.  The system generates an average of twenty six thousand (26,000) checks per day.

In addition to the core PA-WIC System the successful Contractor shall also be expected to support the following related subsystems:

AAV - Any Authorized Vendor is a program enhancement directed by USDA that allows WIC participants to use their Food Instruments (FIs) at any participating store. 
CHECKSCAN - CheckScan is an application used to capture scanned input from the MagTek Mini-MICR scanning device, accept keyed input for checks that have an unreadable MICR line, and provide a consistent and reliable file transfer mechanism for all automated AAV solutions.  CheckScan provides many benefits to WIC vendors. The key features are: 
· Automated communications 

· Instant feedback on file transmissions and timely feedback on PA-WIC processing 

· Extensive logging for rapid troubleshooting 

· Consistent, reliable, and secure communications 

· File redundancy for better disaster recovery 

· Automatic updating 

· No cost to vendors 

IVR - Interactive voice response system used by small stores who do not have a large volume of transactions or internet access.  Stores call in to report all check numbers and redemption amounts to PA-WIC.  This information is used to report redemption amounts to the PA-WIC bank.
SFTP - WICTransfer is a communications service used to transmit files to and from a secure file transfer (SFTP) server on-demand or scheduled automatically.  WICTransfer only operates with secure shell servers and uses secure file transfer (SFTP).  When a communication session is initiated, either manually or scheduled, communications to the secure shell server is established and local files are sent and remote files are received (if any). WICTransfer is configurable and provides complete logging and disaster recovery features through redundant file processing algorithms.

Vendor Assistant - The WIC Vendor Assistant (VA) serves as the primary point of contact and information distribution center for all new and authorized vendors in Pennsylvania.  Each functional area of the site has been designed with the vendors needs in mind.  Tools available to vendors include extensive reporting tools that allow vendors to see when checks have been processed as well as many other features.  This application is also used for stores with internet access to input redeemed check numbers and amounts for AAV.

Dual Participation - The Interstate Dual Participation System is the realization of the USDA vision of creating a mechanism to verify WIC participation within the Mid-Atlantic region.  The system has the capability of receiving a dual participation verification request, querying the database for matches, and sending a response in near real time.  Additionally, the system produces tailored Dual Participation reports by state on a regular periodic basis.  Dual Participation matches are determined based on a combination of name, birth date, address, and other demographic factors. 

Formula Warehouse -  PA-WIC participants, who have been prescribed special formulas by their heath care provider, utilize the Community Action Program (CAP) Special Formula Distribution Center as their WIC authorized vendor as these formulas are not readily available on grocery store shelves.   The current Electronic Data Interchange allows users to order special formula from Vendor # 40000 - CAP Special Formula Distribution Center.  This job runs a scheduled task to generate a file that is transmitted to CAP via secured FTP.  It runs in fifteen (15) minute increments throughout the typical WIC clinic operating hours. It is scheduled to run once daily during evening hours to collect orders placed through the laptop synchronization process.  The FIs are no longer generated for the CAP Special Formula Distribution Center due to ACH payments being made.
On-Line Vendor Application - Vendors seeking to become authorized or reauthorized as WIC providers currently complete a paper based application and send it to the local agency, which in turn sends it to the state agency for processing. The Online Vendor Application shall replace this paper based document with an online application process via the DOH Vendor Assistant Website and QuickWIC. This shall allow for quicker turnaround, less manual intervention by the local agency and by the Program Office, and better tracking, audit trail, and document retention for the application process.
Auto-Dialer Subsystem - The Auto-Dialer system utilizes automatic dialing software that allows local agency staff to record a message that automatically calls a participant to remind them of an upcoming appointment.  A file is created from the computer system that is compatible with the automatic dialing software that captures the endorser name, phone number, appointment time, date, language spoken and physical handicap.
RSC Tablet PC - The Tablet PC project has allowed for the automation of several paper review forms that the local Retail Store Coordinators are responsible for completing.  Now instead of carrying several papers to a vendor the RSC can simply carry a Tablet PC with the forms loaded that can be filled in.  These forms include the Minimum Inventory Form, Selection Criteria Form, among others.
The work to be performed under this contract encompasses both project-oriented and operational maintenance and support.  For all work, the DOH BIT Project Management Methodology (PMM) shall be followed whereby each phase of the project shall have a specific deliverable product (or products).  In addition to the specific deliverables detailed in this RFQ, the successful Offeror shall be required to produce and maintain various project artifacts as detailed in the DOH BIT PMM.  The successful PA-WIC Contractor shall support and maintain the PA-WIC Systems using knowledgeable technicians with advanced training and skill sets in the technologies utilized within the system.  Maintaining current documentation in a common, centralized location is critical to providing effective knowledge transfer and continuity.  For operational maintenance and support, performance to prescribed service levels for a variety of system processes, operations and roles shall serve as the measurement for the services.  Please see Attachment “E” PA-WIC Service Levels. 

The PMM as implemented by DOH BIT shall provide the framework for the control of the project-oriented portions of the contract.  The PMM process flow documents the activities to occur in each of the four (4) major process areas of Strategy, Initiation and Planning, Execution and Control, and Closeout.  The PMM Guidebook articulates the process flow by providing additional detail regarding required project activities including inputs and their sources, and outputs and their destinations.  Essential activities of the DOH BIT PMM are executed, controlled, and documented through the use of defined templates.   

BIT has created a series of documents that shall be used as the templates for deliverables for the project-oriented elements of this contract.  Please refer to http://www.health.state.pa.us/pmm/  for templates of these deliverables.  Deliverables requiring approval and signoff shall be presented in hard copy with a soft copy being placed on the SharePoint (or current standard) project site after final approval. 

New development work for the PA-WIC Systems shall be incorporated into the delivery of major software releases.  The required functionality for the PA-WIC Release 10 (R10), scheduled to be released in production by January 11, 2011, is detailed within this solicitation.  It is anticipated that PA-WIC Release 11 (R11) shall be scheduled for production release on or about June 07, 2011.  Subsequent major releases shall be determined by the WIC Program Office in coordination with the BIT PA-WIC Project Manager.

For each subsequent major release, the high level functionality to be included in the release shall be identified by BIT, in conjunction with the PA-WIC Program Office, and provided to the Contractor.  BIT and the Contractor shall then collaborate with the PA-WIC Program Office to define the detailed functionality and requirements to be included in the release.  The Contractor shall then prepare a Release Work Plan (RWP) (See Part IV-3.I.20) to document the strategy phase of the release.  

The BIT PA-WIC Project Manager shall review the Release Work Plan for completeness.  Once approved by the BIT PA-WIC Project Manager, the pricing and deliverables shall be submitted to other Commonwealth entities, and USDA as necessary, for approval.  Upon completion of those approvals, the Contractor shall be given authorization to proceed with the development and deployment of the approved release. 

The Department requires continued production support for the PA-WIC Systems. To facilitate uninterrupted support, there shall be a three (3) month transition period with the previous service provider at the beginning of this proposed contract.  

Also, up to nine (9) months prior to the end of this contract, when directed by the BIT PA-WIC Project Manager, the Contractor shall create a plan for performing knowledge and responsibility transfer of the PA-WIC Systems to a new Contractor and/or Commonwealth staff. At the direction of the Department, the Contractor shall perform knowledge transfer sessions with resources from the new Contractor and/or Commonwealth staff.  The Contractor shall continue to provide knowledge transfer and PA-WIC system support for the duration of the transition period as directed by the Department. 

The Contractor shall create the Transition Plan that describes the approach for conducting knowledge transfer and the schedule for conducting the activities. The Transition Plan shall be known as the Knowledge Transfer Plan and Schedule. The Knowledge Transfer Plan and Schedule shall be submitted to and approved in writing by the BIT PA-WIC Project Manager prior to the Contractor proceeding with the new staff (Contractor or Commonwealth). The knowledge transfer activities shall be conducted, and transition of complete responsibility for the PA-WIC Systems shall be concluded two weeks prior to the end of this contract. At that point, the Contractor shall prepare for exiting the Department’s facilities and relinquish all security items, hardware and software belonging to or licensed to the Department.

During both of these transition periods, the Department agrees to limit enhancements and modifications to those absolutely necessary as defined by the Department and/or Federal regulations.  The focus during the transition period shall be to ensure that the new staff receives adequate knowledge, training and mentoring to fully prepare to take complete responsibility for the PA-WIC Systems.
Upon award of a contract pursuant to this SOW, the critical function of knowledge transfer between the incumbent Contractor and the incoming Contractor and/or Commonwealth staff shall take place to accomplish an efficient transition.  It is anticipated that the transfer of knowledge and responsibilities from incumbent Contractor to incoming Contractor and/or Commonwealth staff shall commence on or about April 1, 2010, and shall be completed no later than June 30, 2010.  While BIT envisions a process for the transition planning and deliverables, Contractors are encouraged to provide alternative approaches for the management and execution of knowledge transfer.  

The operational Maintenance and Support work for PA-WIC includes the following activities as directed by the BIT PA-WIC Project Manager:

· Guaranteed system availability (within the control of the Contractor)

· Necessary hardware and software configuration and maintenance

· Resolution of developed software defects (“bug-fixing”)

· Minor applications adjustments or enhancements (An “enhancement” is defined as software development normally requiring no more than an average forty (40) hours of effort per item)

· Management of the developed source code

· Second Level Help desk staffing and management

· Maintenance and support of User and System Documentation

· On-going user training

· Outreach activities - including meeting with existing and prospective trading partners to improve participation in PA-WIC, understand their different business processes and to gain trust and establish collaborative relationships  

There are also specified Maintenance and Support deliverables detailed in Section IV-4.

IV-3.
Requirements 

A. 
Transition Requirements 

1.
The Contractor shall develop and execute an Incoming and Outgoing Transition Plan detailing the items necessary to successfully transition PA-WIC from an incumbent Contractor.  The Transition Plan shall provide a continuity of services to PA-WIC.  (See Appendix “C” - Cost Matrix)

2. The Contractor shall provide a primary Program Manager to manage the transition and act as a single point of contact between Contractor staff and the BIT PA-WIC Project Manager.

3. The Contractor shall submit the Transition Status Report (Using the Status Report format at http://www.health.state.pa.us/pmm/) to the BIT PA-WIC Project Manager.  The report shall be updated weekly to track transition progress, status, issue resolution and risk mitigation.

B.
Release Planning Requirements

1. The Contractor shall utilize the project management methodology prescribed by the DOH BIT Project Management Office (PMO) http://www.health.state.pa.us/pmm/) to manage the PA-WIC Systems Development Lifecycle (SDLC).

2.
The Contractor shall create a Release Work Plan (RWP) for each major bi-annual release of PA-WIC to be executed during the contract period.  

C. Release Management Requirements

1. The Contractor shall ensure that all modules and functions created or modified for a release are fully integrated and interfaced to the existing PA-WIC modules.

2. The Contractor shall design all changes and enhancements to fit into the PA-WIC Systems design methodology to give the end user an interface consistent with those that exist within current system modules. 

3.
The Contractor shall ensure that existing system documentation is updated for all enhancements and changes that impact the available documentation.  Additionally, new documentation shall be created as required. 

4.
The Contractor shall be expected to provide production implementation support for all releases.

5.
All changes and enhancements shall be designed to incorporate the security methodology built into the PA-WIC Systems.  The current security methodology provides user access only to the system functions they are allowed to access, and presents them access and display of data for only what they are authorized to see.  PA-WIC shall comply with all current and future OA/OIT security requirements, to include the Commonwealth Application Certification and Accreditation ((CA)2). See applicable Information Technology Bulletins (ITB) http://www.portal.state.pa.us/portal/server.pt?open=512&objID=416&PageID=210791&mode=2 from the Office of Administration / Office of Information Technology (OA/OIT) as well as Attachment “Q” PA-WIC DOH Security Policies for Application Development

 6.
The system shall continue to provide data validation and correction at the source of input.  Data validation shall be incorporated to provide the best possible reportable data from the source of origin. Specifics regarding data validation and the process to handle correctable and non-correctable errors shall be determined by the Department as part of each new project. 
D. Maintenance and Support Requirements

1.
The Contractor shall utilize tools specified by BIT for source code control. 

2.
The Contractor shall utilize tools specified by BIT for defect and change tracking.  

3.
The system shall provide the ability to archive data based on criteria to be determined by the Department.

4.
The Contractor shall be responsible for knowledge transfer activities to ensure that the business and technical requirements of each release are understood by Department personnel.

E.
Reporting Requirements

1.
The Contractor shall be responsible for the timely production and distribution of required management reports as directed by the BIT PA-WIC Project Manager. 

2.
The Contractor shall be responsible for the modification of existing system reports as directed by the BIT PA-WIC Project Manager.

3.
The Contractor shall be responsible for the development of new reports as directed by the BIT PA-WIC Project Manager.

F. Training Requirements

1.
The Contractor shall be responsible for the development of appropriate training materials for all end-users (currently, about eight-hundred and fifty (850) users) resulting from changes to the system.

2.
The Contractor shall be responsible for conducting the actual user training when directed by the BIT PA-WIC Project Manager. 

G. Research and Planning Requirements

1.
The Contractor shall research and propose a recommended course of action for future functionality based on DOH BIT and Program Area requirements, and needs. 

2.
The Contractor shall use the Project Feasibility Study document (http://www.health.state.pa.us/pmm/) which identifies the system objectives, high-level business requirements, anticipated issues, assumptions and constraints, and alternative implementation approaches necessary to move the project toward funding approval. Additionally, this document provides a format for identifying and quantifying benefits and costs.

3.
The Contractor shall be required to assist with the development of Advance Planning Documents required by the USDA.

H.
Project Management Requirements

1.
The Contractor shall utilize the project management methodology prescribed by the BIT Project Management Office (PMO) (http://www.health.state.pa.us/pmm/) to manage the development and/or modifications to system functionality.

2.
The Contractor shall provide a primary Program Manager who shall manage the day-to-day activities of the contracting staff.  The Program Manager shall report directly to BIT PA-WIC Project Manager.  The Program Manager shall act as the primary point of contact between the contracting staff and the BIT PA-WIC Project Manager.  The Program Manager shall interact with the BIT Project Management Office as necessary to ensure deliverables are completed to BIT/Commonwealth standards.  

3.
The Contractor’s Program Manager shall interact with BIT management to meet and manage stakeholder expectations for the system.  The Program Manager shall be responsible for providing, within the project team; project leadership and direction; project resource management; stakeholder interaction and communication; and project status reporting.
4.
The Contractor’s Program Manager shall produce and forward a formal written status report Attachment “I” PA-WIC Monthly Status Report Template to the BIT PA-WIC Project Manager on a monthly basis to be delivered no later than the tenth (10th) of each month for the preceding month.  All accomplishments and efforts for the reporting period, plans for the coming period, issues and concerns shall be detailed.  Changes to the established schedule or scope shall be documented with a description of the needed change, reason for change and its impact.  Changes to the established schedule shall be approved by BIT and Program Office staff. 

5.
The Contractor shall coordinate with BIT PA-WIC Project Manager to make presentations to the BIT bureau director, BIT Department executive staff, as well as participating agencies and commissions, as necessary, about project progress and status. 

6.
All major milestones and deliverables will require signoff by the BIT PA-WIC Project Manager.  BIT will have ten (10) business days to review and provide comments/feedback for each work product following its submission.  Any work product received after 12:00 noon Harrisburg, PA Local Time, shall begin the ten (10) day review process on the following day.  All comments and feedback will be consolidated by the BIT PA-WIC Project Manager who will then communicate them to the selected Contractor.  The selected Contractor shall then have five (5) business days to satisfactorily resolve DOH comments, at which time, formal sign-off or rejection will be provided.  In the event of a conflict, the time requirements set forth in this paragraph shall supersede those set forth in Paragraph 18 (b) of the terms and conditions of Contract No. 4400004480.  Paragraph 18 of the terms and conditions of Contract No. 4400004480 shall apply in all other respects.
I.
General Application Development Requirements

1.
Contractor shall adhere to BIT and Commonwealth policies and standards for application development.  The policies and standards can be found at the OA/OIT site located at: http://www.portal.state.pa.us/portal/server.pt?open=512&objID=402&mode=2  
 
It is the responsibility of the Offeror to be appraised of the most recent policies and standards.  Requests for exemption from a given policy or standard shall be submitted in writing to the BIT PA-WIC Project Manager.

2.
All OA/OIT bulletins shall be followed at all times unless DOH is granted an exception by OA/OIT to specific bulletins or sections of bulletins.  At this time, PA-WIC has not been certified to comply with Section 508 of the accessibility guidelines for information technology and data.  If compliance to Section 508 guidelines becomes necessary for PA-WIC, requirements and deliverables shall be established in the normal release cycle to address these areas.  A complete description of Section 508 guidelines can be found at www.section508.gov. 

3.
The Contractor shall also follow all published DOH and BIT standards as they become available.    

4.
The Contractor shall follow established DOH and BIT software development standards.  See http://www.health.state.pa.us/pmm/. 

5.
The Contractor shall consider all the PA-WIC Operating Manuals, supplied on a CD-ROM upon request (after executing Attachment “N” PA-WIC Offeror Confidentiality Agreement), for every process for which they are applicable.  Published guidelines do not impose absolute requirements but rather provide a recommended path to follow in developing a desired outcome.  Deviations from the guidelines shall be approved by BIT PA-WIC Project Manager.  If a standard and a guideline are in conflict, the standard takes precedence. 

6.
All development and support software used on PA-WIC shall be provided by BIT.  The Contractor shall not use any development or support software on PA-WIC for which they hold the license or they retain exclusive use without prior written BIT PA-WIC Project Manager approval.  This includes the use of freeware, shareware, and open source.  

7.
All system development shall be performed using software and tools provided by BIT/Commonwealth for the PA-WIC Systems.  See Attachment “C” PA-WIC COTS Software List for a complete list.  OA/OIT ITB-PLT001 (Desktop and Laptop Technology Standards) lists the current Commonwealth standards.
8.
Current technologies shall be used where directed by the BIT PA-WIC Project Manager. 

9.
Any documents, code, modules, add-ins, or functions used in development shall be provided so that ALL items can be changed and re-compiled as necessary without the need for the Department to license any third party software unless otherwise approved by BIT.  

10.
The Contractor shall provide a comprehensive testing strategy that details the technical processes that shall be used to set up and execute testing procedures.  The testing effort shall verify that all phases meet all design specifications and pass all test case scenarios.  A comprehensive test plan shall be produced and executed for all new code or changes to the existing baseline.  The following types of testing may be required:  Unit Testing; Integration Testing; System Testing; including Regression and Quality Assurance Testing; Security Testing; User Acceptance Testing; and, Stress or Load Testing.  These types of tests are further defined in Attachment “G” PA-WIC Glossary.  The following procedures shall be followed:

· Test scripts for the execution of the testing identified above shall include detailed steps on how to complete each system function.  The step-by-step instructions shall include an expected result.  

· The testing shall include the code promotion control points that shall be utilized for testing.

· Contractors shall use Commonwealth-provided products to log all test cases, results and issue resolution.

· The acceptance criteria for defect resolutions and other system changes must be provided before code is moved from each testing stage to the next.

· A written methodology for managing how the Contractor shall do testing.

11.
A test plan and a test results log shall be developed for each type of testing for each phase.  All work products shall be created by the Contractor for review and approval by the BIT PA-WIC Project Manager in order for the task to be designated complete for contract compliance purposes.  The Contractor is responsible for developing test case scenarios and writing automated and manual test scripts that shall be reviewed, validated, and approved by the project team.  The Contractor shall conduct all testing identified in this section prior to deploying any portion of the system to production; this includes new development and all system maintenance.  
12.
The system shall continue to provide the current audit capability to track application use and database access and modification.  Change records shall be maintained to indicate the reason for the change, who made the change, and when the change was made.  Additional audit/tracking requirements may be determined by the Department during the contract period. 

13.
The Contractor shall use the DOH BIT SharePoint site (or current standard) for project artifact storage, collaboration and Issue Tracking.  Additionally, SharePoint (or current standard) shall be used as the official repository for all project deliverables.

14.
The Contractor shall not include any assumptions, or reference assumptions in their response to this RFQ or within project deliverables submitted for acceptance by the BIT PA-WIC Project Manager.

15.
New or revised source code shall be staged by Friday for scheduled release the following Tuesday.  The code baseline shall be frozen when new code is staged for release.  The Contractor shall obtain sign-off from the BIT PA-WIC Project Manager before any code is migrated to the staging environment using Attachment “L” PA-WIC Release Approval Template.  This schedule may be modified by the BIT PA-WIC Project Manager.

16.
The Contractor shall be expected to provide production implementation support for all releases.  This may entail having staff on site after normal business hours to include weekends and holidays.

17.
The Production baseline code shall be frozen and protected from any changes during the test and approval period prior to any new release.

18.
All approved changes shall be promoted to the Disaster Recovery (DR) Region as part of the release plan.

19.
After each major release the Contractor shall submit an After Action Report in the format of the Release Deployment Report using Attachment “J” PA-WIC Release Deployment Report Template.  When costing the components of each major release, the Release Deployment Report shall equal at least ten (10) percent of the total cost for the release.  The Release Deployment Report is subject to liquidated damages as described in Attachment “E” PA-WIC Service Levels and supersedes paragraph 52 (c ) of Contract No. 4400004480. .  
20.
All references to the Release Work Plan (RWP) refer to the following BIT PMM documents (http://www.health.state.pa.us/pmm/ ):

a. Project Charter

b. Project Plan

c. Risk Management Plan

21.
All Contractor personnel shall be expected to sign in and sign out using a BIT approved Sign-In Sheet, at Attachment “O” PA-WIC Sample Sign-in Sheet Template.

22.
In the event that the Department elects to engage external auditors, inspectors, or a third party contractor to conduct activities related to IT, the Contractor shall provide access to any systems, work products, system code or documentation as directed by the BIT PA-WIC Project Manager.  The Contractor shall also be expected to work in coordination with any external entity that is engaged in tasks by the Department. 
23.
All travel must be approved in advance by the BIT PA-WIC Project Manager.  Travel in support of major releases shall be included as a detailed line item in the cost proposal.  

24.
While it is not anticipated or desired by the Department, all deliverables and T&M-based efforts associated with the contract resulting from this RFQ, shall be subject to suspension or removal based on approval status from the USDA or the Department, or changes in funding availability.
25.
All monthly T&M invoices shall be submitted to BIT accompanied by the Monthly Status Report deliverable, Sign-in Sheet, and the Contractor Contact List.
IV-4.
Tasks
The major work efforts to be undertaken during the term of this contract are detailed in this section.  They are divided into the following eight (8) distinct classifications, each of which shall have its own delivery schedule and activities:   

1. Transition

2. Release Planning

3. Release Management

4. Maintenance and Support

a.
Reporting

b.
Training

c.
Research and Planning
d.
Project Management

All work efforts shall be deliverables-based unless the DOH contract administrator provides explicit written approval for T&M pricing.
For all work products requiring written acceptance associated with the resulting contract from this RFQ, DOH will have ten (10) business days to review and provide comments/feedback for each work product following its submission.  Any work product received after 12:00 noon Harrisburg, PA Local Time, shall begin the ten (10) day review process on the following day.  All comments and feedback will be consolidated by the BIT PA-WIC Project Manager who will then communicate them to the selected Contractor.  The selected Contractor shall then have five (5) business days to satisfactorily resolve DOH comments, at which time, formal sign-off or rejection will be provided.  In the event of a conflict, the time requirements set forth in this paragraph shall supersede those set forth in Paragraph 18 (b) of the terms and conditions of Contract No. 4400004480.  Paragraph 18 of the terms and conditions of Contract No. 4400004480 shall apply in all other respects.
1.
Transition 
Transition requirements pertain to the knowledge transfer and turnover of responsibility that shall take place between the incumbent and incoming Contractors and/or DOH or BIT staff at the time of contract startup and termination.  The transition period is expected to be three (3) months in duration at the beginning of the contract and up to nine (9) months at the conclusion of the contract.

2.
Release Planning
Release Planning requirements pertain to defining, at a high level, the functionality to be incorporated or investigated for future releases, and shall be provided by BIT.  Releases shall have independent Release Work Plans and other initiation documentation.  These work plans and other documentation shall be prepared by the Contractor and submitted to the BIT PA-WIC Project Manager for review and approval.  Upon approval, the Contractor shall be required to provide a fixed-price quote to develop and deploy the release and/or conduct the research. 

3.
Release Management
Release Management requirements pertain to the definition, design, construction, and implementation of a range of technological and functional improvements to the PA-WIC Systems for a release.  Major releases shall be determined and scheduled by the WIC Program Office in coordination with the BIT PA-WIC Project Manager.

4.
Maintenance and Support
Maintenance and Support requirements pertain to the routine performance and management of applications support, development and processing infrastructure and end-user support for PA-WIC.  This area is expected to be the most routinely constant over the life of the contract.  While the specifics of the technology platform may change over the life of the contract, the need for support of that platform from the Contractor shall remain.  Applications development support shall be accomplished through defect resolution and small enhancements (requiring an average of forty (40) hours or less effort per item).  The revised code shall be released into production using standard release procedures.
5.
Reporting
Reporting requirements pertain to the routine maintenance, generation, and distribution of required reports.  Major changes and new reports averaging over 40 hours shall have independent Release Work Plans and other initiation documentation.  These work plans and other documentation shall be prepared by the Contractor and submitted to the BIT PA-WIC Project Manager for review and approval.  Upon approval, the Contractor shall be required to provide a fixed-price quote to develop and deploy the reports and/or conduct the research as part of a major release.

6.
Training
Training requirements pertain to the necessity to train users or staff on significant new functionality or provide services to support the deployment of new and enhanced functionality in PA-WIC.  Additionally, the Contractor shall support the Program Area Leads in clarifying any questions they might have in regard to any new PA-WIC functionality to be included in all future releases.

7.
Research and Planning
Research and Planning requirements pertain to functionality contemplated for inclusion in future releases of PA-WIC that make significant use of hardware and/or software that is not currently employed within the system.  Alternatives need to be researched to explore possible solutions prior to committing to a specific course of action to be included in a release.  Research and Planning deliverables may be utilized by DOH as input to federally mandated planning documents or as planning documents for future releases.

8.
Project Management 
Project Management requirements pertain to how a particular work effort is managed and tracked.  Project Management requirements shall be contained within the sections of work where they pertain.  Project Management Deliverables are detailed in Section IV-6 of this RFQ.  Project Management requirements may also include the preparation of standard Project Management Reports not specifically detailed in this RFQ. 

The dates detailed within this RFQ are relative.  BIT anticipates a contract start date of April 1, 2010.  Although this is the anticipated start date, there is no guarantee that the contract will be finalized by this date due to unforeseen circumstances.  The Department shall not be responsible for any costs incurred as a result of a later start date.  

Task 1. -  Transition
The Contractor shall, for up to the first three (3) months of the contract, work with the incumbent service provider to transfer their knowledge of the PA-WIC Systems to the incoming Contractor’s staff.  The Contractor’s proposed SOW shall include this knowledge transfer period.  

The Contractor shall, for up to the final nine (9) months of the contract, create a transition plan for performing knowledge and responsibility transfer of the PA-WIC Systems to the new Contractor and/or Commonwealth staff and execute the transition plan on the timeframe determined by the Department.  High level requirements, deliverables and acceptance criteria shall be provided to the Contractor at least six (6) months prior to the transition plan execution date to allow for the development of detailed requirements and submission to BIT for approval.  This date is relative depending on the effective date of the contract and any extensions thereto.

It is anticipated that the incoming Contractor’s team or BIT staff shall be ramping up throughout the transition period and that the incumbent Contractor’s team shall gradually draw down.  The respective Contractor’s key leadership roles shall be the first to arrive and the last to leave in order to maximize efficiency of knowledge sharing.

The transition period is envisioned as occurring in three (3) overlapping phases:  Transition Planning, Detailed Knowledge Transfer, and Transition Execution. 

During the Transition Planning phase, the incoming Contractor shall be responsible for working with the incumbent and/or BIT staff to develop a knowledge transfer plan (to guide knowledge transfer during the transition period) taking into consideration the incumbent’s transition plan, a resource-staffing plan, an issue tracking log, and a detailed schedule incorporating all activities necessary to accomplish a successful transition of responsibility to the incoming Contractor.

During the Detailed Knowledge Transfer phase, the incoming team’s technical staff shall arrive and execute the knowledge transfer plan by working with the incumbent or BIT staff and reviewing documentation and source code. The incoming team shall collaborate with the incumbent for weekly release activities and gradually accept responsibility for the decision-making process with the incumbent’s guidance.

During the Transition Execution phase, the incoming team assumes responsibility for maintenance and support activity with nominal guidance from the incumbent.  The incoming team assumes the leadership and directional roles for the Release Planning efforts. 

The Contractor shall also be responsible for developing a Transition Plan to be used to transfer WIC knowledge and responsibility to an incoming Contractor and/or Commonwealth staff at the conclusion of the contract awarded as a result of this solicitation.  This Transition Plan shall be used to plan and manage the Contractor’s activities during the final term of the Contract to be determined by the Department.

The Transition Plan shall be prepared and submitted as a Project Plan that identifies the work elements of each knowledge transfer effort, the resources assigned to the tasks, the time allotted to each element and the deliverable items to be produced.  Where appropriate, a PERT or Gantt chart shall be used to show project, task, and time relationships.

a.  Deliverables for Transition (Incoming)

1. An Incoming Transition Plan that shall include a resource staffing plan, issue tracking log, knowledge transfer plan, and a Project Schedule, detailing the items necessary to successfully transition the PA-WIC Systems and operational knowledge from the incumbent Contractor to a new Contractor and/or Commonwealth staff.  The Transition plan shall be received within four (4) weeks following effective date to allow the review and approval by the BIT PA-WIC Project Manager prior to commencement of transition activities.

2. The completed PA-WIC Transition Status Report to be completed and submitted to the BIT PA-WIC Project Manager for acceptance four (4), eight (8), and eleven (11) weeks after contract effective date.  Beginning with contract effective date, the Transition Status Report shall be updated weekly by the Contractor for review by the BIT PA-WIC Project Manager.  The report shall contain details for each area where knowledge transfer is to occur and specifies the specific items of the exchange and/or description of the knowledge transferred between the incumbent and incoming Contractor.   

 

b.  Acceptance Criteria for Transition (Incoming)

1.
The acceptance criteria for the Transition task shall be the review and sign-off of the individual deliverables by the BIT PA-WIC Project Manager.

2.
Completed tasks shall be submitted by the Contractor to BIT for approval.  BIT shall approve the deliverables in writing, in order to authorize payment.
c.  Deliverables for Transition (Outgoing)

1.
An Outgoing Transition Plan that shall include a resource staffing plan, issue tracking log, knowledge transfer plan, and a Project Schedule, detailing the items necessary to successfully transition PA-WIC Systems and operational knowledge to an incoming Contractor and/or Commonwealth staff.  The Transition plan will be requested by the BIT PA-WIC Project Manager in writing one (1) month prior to the required delivery date.  The Transition plan can be requested as early as thirteen (13) months prior to contract end, but not less than four (4) months prior to contract end.  The Transition Plan shall be submitted to the BIT PA-WIC Project Manager in writing within one (1) month of request to allow for the review and approval by the BIT PA-WIC Project Manager.

2.
The completed PA-WIC Transition Status Report is to be completed and submitted to the BIT PA-WIC Project Manager for acceptance three times during the transition period in conjunction with the end of the specific phase (Transition Planning, Detailed Knowledge Transfer, and Transition Execution). Beginning with transition period, the Transition Status report shall be updated weekly by the Contractor for review by the BIT PA-WIC Project Manager.  The report shall contain details for each area where knowledge transfer is to occur and indicates the specific items of the exchange and a description of the knowledge transferred between the incumbent and incoming Contractor and/or Commonwealth staff.
d.  Acceptance Criteria for Transition (Outgoing)

1.
The acceptance criteria for the Transition task shall be the review and sign-off of the individual deliverables by the BIT PA-WIC Project Manager.

2.
Completed tasks shall be submitted by the Contractor to BIT for approval.  BIT shall approve the deliverables in writing, in order to authorize payment.
Task 2 - Release Planning

This task represents system enhancements that are planned during the period of the contract.  Though these enhancements are all listed under this single task, they are considered individual pieces of work and are scheduled and priced in that manner.  These enhancements shall be performed in the order and at the time specified by DOH BIT.  Any enhancement may be suspended, terminated, or eliminated by the Department because of time or cost limitations.  Additional new development may be added as directed by the Department or the USDA.

To implement the enhancements, the Contractor shall use processes and procedures from a standard Systems Development Life Cycle Methodology.  Although this SOW specifies enhancement support services, the same activities that occur during new development of software shall apply when enhancing the PA-WIC Systems.

The Table below details the expected new development tasks to be completed during the first year of the contract. This list is subject to change based on changes in federal funding or state priorities. It is currently anticipated that Subtasks 2.1 and 2.2 shall make up the bulk of PA-WIC Release 10 and that Subtasks 2.3 and 2.4 shall comprise the bulk of PA-WIC Release 11.  It is also expected that the initial planning for Subtask 2.5 shall be completed as a concurrent deliverable in the first year of the contract. 

	Subtask Number
	High Level Deliverables

	2.1
	Upgrade MS SQL Server 2005 to MS SQL Server 2008 and migrate existing data 

	2.2
	Automate Program Reviews.

	2.3
	Upgrade Signature Pads to capture signatures on multiple forms.

	2.4
	Redesign Scheduler and implement changes as directed.

	2.5
	Produce a detailed plan for the move of the PA-WIC System from the intranet to the internet in order to eliminate the need for disconnected laptop systems.


Subtask 2.1 - Upgrade MS SQL Server 2005 to MS SQL Server 2008 and migrate existing data
Currently the PA-WIC System is using SQL Server 2005 as the system database.  Upgrading to SQL Server 2008 shall allow PA-WIC to capitalize on the most current features of the SQL Server platform.  This project shall incorporate all PA-WIC Databases.  PA-WIC expects to utilize all tools available in SQL Server 2008 that shall benefit the program. Databases to be converted include Dual Participation, Vendor Assistant, WIC, AdHoc, WIC_Reports, and Vendor_App.

The steps for upgrading all regions (to include Disaster Recovery) include but are not limited to:

1. Prepare to Upgrade - Have recovery plan prepared 

2. Test the Upgrade Process - Test in Non-Production environment. 

3. Test the Upgraded Test Database 

4. Prepare and Preserve the Production Database 

5. Upgrade all Databases 

6. Test the Upgraded Databases 

Testing:

Upgrade testing entails planning and testing the upgrade from the current database to the new SQL database. The following testing types shall be completed:
1. Minimal Testing - Test application against upgraded database without new features. 

2. Functional Testing - Verify that all components of the system functions as it did before upgrading and verify that new functions are working properly. 

3. Integration Testing - Test the application to ensure proper results are returned and no unintended results occur. 

4. Performance Testing - Verify performance level remained same or improved.

The Database Administrators shall implement any new features that are included in the new release that shall improve functionality, increase performance and prevent data loss. These features include but are not limited to the transparent data encryption, auditing, and the predictable query performance enhancements.  

After the conversion, the new Date/Time data types and other SQL enhancements shall be of use in new/redesign development.  This task shall require the skills of a qualified Database Administrator.

Subtask 2.2 - Automate Program Reviews
The current Program Review process is a manual procedure incorporating twelve (12) paper forms that are used to collect data related to clinic operations.  The number of forms and the information reviewed in each visit is updated on an annual basis (usually every summer) and shall be changed to incorporate current operating procedures and other target areas.  Program office staff conducts both desk and on-site reviews at local agencies and clinics while completing the necessary forms and observing clinic staff.  The information contained on these forms address the following items as well as other areas:

· Workplace and program operations - clinic appearance and security, printing and distribution of documents

· Staffing - list of clinic staff and corresponding job titles

· Clinic Procedures - clinic staff complete necessary paperwork and reviewers conduct on-site interviews and observations

· Chart Reviews - for each visit a State Agency Nutritionist shall review participant charts to ensure compliance with federal regulations.  For each program review a Nutritionist shall conduct twenty (20) individual chart reviews, each completed and documented on an individual form.  All twenty (20) forms shall then be compiled onto one master tally form.  Results from the tally sheet shall then be transferred onto the final program review report form.  The transfer and compilation of these forms is one area that shall be critical to automate in this project.

After the on-site review is completed, the State Agency shall create a Program Review Report that shall be provided to the Local Agency.  This report is a compilation of data collected during the course of the program review from the various worksheets used by the State Agency reviewers.  This report communicates positive aspects of the review as well as findings and recommendations that the local agency staff shall respond to with Corrective Action Plans.  Original copies of all paperwork associated with the program review are currently kept on file in hard copy at the Program office.

For this project, the review process shall be automated to allow for portability and a decrease in paper that shall be maintained.  The Commonwealth envisions the system shall be either a stand alone Windows application or a web-based application that can be accessed from any computer.  The use of a Laptop or Tablet PC may be used for easier mobility when observing clinic operations.  Some information on the forms shall be automated and entered using information located in the PA-WIC system tables (i.e., clinic name and number, clinic location, etc.) to eliminate data entry errors and increase data integrity and consistency.  Forms shall be easily completed with radio buttons, checkboxes or drop down boxes where possible, except for the comments sections.  There shall be sufficient space in the comments section to allow for comments to be entered by the State Agency reviewers.

Review information shall be stored electronically for delivery of the review results to the site manager via email and for archival purposes.  Review information shall be easily accessible through the system for designated individuals, but not available for public view.

Subtask 2.3 - Upgrade Signature Pads to capture digitized signatures on multiple forms

Currently PA-WIC is capturing digitized signatures using a 1x5 Topaz Systems Inc signature pad.  Topaz provides the software device driver with the signature pads. The interface with the PA-WIC System is currently maintained by the Contractor.  The signature is stored every time a participant receives checks.  The check range produced is displayed on the screen for participant verification.  In this project we desire to increase the utilization of digitized signatures within our certification process.  This involves the following:

· Collecting the digitized signatures of staff that collect and verify income

· Collecting the digitized signatures of the nutritionist or WIC professional staff that inputs the nutrition risk and WIC food prescription

· Collect digitized signatures of participants certifying that the information they provided is truthful and accurate and that they have read their rights and responsibilities

· Continue to collect participant signatures when issuing WIC benefits

These signatures require a larger screen size on the pad to be able to include more information for view by the individual that is signing it.  PA-WIC desires to implement a Topaz Systems Inc 4x5 signature pad.  This shall allow for the display of information for every instance a signature is required.  The interface with the PA-WIC System shall be written using controls that are in accordance with current OA-OIT ITB standards and has been approved by the BIT PA-WIC Project Manager and the Program Office.

Subtask 2.4 - Redesign Scheduler and implement changes as directed

Currently the PA-WIC System has a built-in scheduling tool that allows the clinic staff to schedule appointments.  However, the current system has very limited functionality.  The following list is not inclusive, but represents some of the challenges staffs currently have in working with the Scheduler.

· The system allows for ten different appointment types, but only five (5) columns are available on the clinic roster to place appointments.  The five existing columns accommodate Initial Certification, Recertification, Food Instrument (FI) Pickup, Exclusive Breastfeeding (BF), and Miscellaneous.  The other appointment types include Group Appointment, High Risk, Nutritionist Required, Recertification with Lab, and Weigh/Measure.

· In addition to the issue related to appointment types, the chief complaint from clinic users is that the scheduling system is very inflexible.  The system only allows fifteen (15) minute increments for appointment lengths.  There is no ability for the user to tailor appointment times to ten (10) or twenty (20) minute increments, which can impact the number of appointment slots a clinic has to work with.  The new tool shall allow the user to designate a timeframe for each appointment type from five (5) minutes up to eight (8) hours.  All appointment types shall be defaulted to 15 minutes and can be changed per clinic need.
· Currently, the scheduler will let staff search for family or participants to be scheduled and staff can search for open appointment.  The system also allows staff to update the status of the appointment as kept, missed, rescheduled, canceled or open.  A reminder notice can also be printed out to give to participants letting them know the date, time and what they need to bring to their next appointment.  Staff can enter initial families through the scheduler, however they do not have the capability to add an initial participant to an existing family, adding a participant should be available in the redesigned scheduler.  All functionality listed here shall be maintained in the redesigned Scheduler.

· It is not possible to create schedules for specific staff.  For example, some clinics have specific staff that shall be scheduled for certain appointments to accommodate language barriers.  There is no way to associate a scheduled appointment with a specific WIC staff person, and this functionality could help to distribute workloads more evenly across a clinic.

· The current system also does not allow recording resource unavailability such as time off for scheduled staff.  This often causes conflicts when trying to ensure adequate coverage for appointments.  Staff cannot currently create and save a template of schedules based on clinic staffing patterns.

· Another issue is related to the visibility and usefulness of comments attached to a specific appointment.  Our current system allows the association of brief comments with each appointment, but the comment is only visible if the Clinic Roster Report is printed for the day.  Comments are not visible anywhere on the Scheduler screen which limits the usefulness for clinic staff.

The redesigned scheduler shall be a dynamic tool that allows for flexibility and customization at the clinic level, while ensuring that the process of scheduling appointments and the data collected related to appointments is standardized to facilitate reporting at the state level.  As part of the redesign efforts, the vendor shall consider the implementation of third party COTS products that meet the needs of the users.  Moreover, the metadata and user data supporting the Scheduler shall be properly normalized to enable an extensible system.

The Department is willing to consider Quotes that incorporate either newly developed Calendar code or a third party COTS product.  The possibility lies in developing a calendar tool using an approved development coding language, per Commonwealth standards, or incorporating a pre-built product that will be purchased and provided by BIT once approved by the BIT PA-WIC Project Manager.  The Contractor shall be expected to incorporate the product into the existing PA-WIC System to allow for seamless use by the clinic staff.  If a COTS product is proposed the cost for the product shall be included in the Cost Proposal of the Contractor submission.  The tool must be identified without the cost in the Technical Proposal of the Contractor submission.  The Department reserves the right to purchase any COTS products through the Commonwealth’s existing software contracts.
The Calendar shall have the ability to set up individual staff calendars that will be used to schedule availability, such as schedules worked or time out of the office or unavailability due to other obligations.  The tool shall allow users to identify the type of appointment, the length of time an appointment shall last and integrate with the staff calendars in the scheduling tool to show available resources.  For example if there are four (4) nutritionists in a clinic and one (1) nutritionist is on vacation the Calendar will only allow for three (3) appointments requiring a nutritionist to be scheduled simultaneously.  

The calendar shall have preset schedules to be defined by the individual clinics to coincide with their operating hours.  Appointment types shall also have a preset time allotment that is defined at the clinic level as well.  For example, a clinic in the Pittsburgh area may define a recertification appointment as a 15 minute appointment whereas a clinic in the Erie area may define a recertification appointment as a 20 minute appointment.  These times shall then be adjustable on an individual basis at the time of appointment scheduling.  Each clinic sets their own hours and may have different locations for satellite operations away from the normal operating location.  The clinics will also have the capability to “reserve” appointment times for new certifications or for high risk participant types if they choose.  For example, pregnant women shall be prioritized and clinics may choose to reserve an appointment time to allow for the possibility of a new participant to call for an appointment.

The information that is entered into the Calendar tool shall link to the family or participant information that is stored and used in the PA-WIC System.  Also in some cases there are call centers that will schedule appointments for new families.  In this case the Calendar tool shall need to allow a link for the creation of a new family in the PA-WIC System.  Not all data shall need to be entered for a family but a name and phone number shall be required to schedule an appointment.  

Comments shall be entered into appointments by clinic staff and viewable if the appointments are “hovered” over.  The comments shall also be viewable when printing the clinic schedule.  The clinic schedule shall be printable to show all appointment types and participants that are scheduled on each day.  

Security shall be required to allow view options for different levels of staff.  For example, each individual staff member shall have the ability to see their own calendar but the supervisor shall have access to see the calendars for all staff members in their clinic.  The Local Agency Director shall have the capability to view all staff and clinic calendars in their Local Agency.  The Security rights shall also limit the customization options.  For example, the clinic supervisor shall have the rights to create the calendar templates for the clinic schedule or to assign work hours for individual staff members based on clinic needs.  However a user shall only have access to schedule participant appointments on the clinic calendar and their own calendars.  Administrators shall have access to view any individual Calendar that is created and stored in the system both for staff and clinics.  These security roles shall be as follows:

1.
User Access - Shall have read/write/edit rights to their personal user calendar within the scheduler tool and the rights to schedule or edit appointments in the clinic calendar that they work in.

2.
Clinic Administrator Access - Shall have the ability to create a clinic schedule template for the hours the clinic is available for appointments.  This role will also be able to read/write/edit individual user calendars in their clinics.  This role may have several clinics attached to them.

3.
Local Agency Administrator Access - Shall have the same rights as the Clinic Administrator but shall have access to all clinics and users in their Local Agency.

4.
Local Agency View Access - Shall have rights to view all clinic schedules in their Local Agency.

5.
State Agency Administrator Access - Shall have admin rights to all calendars in the system regardless of local agency or clinic attachment.

6.
State Agency View Access - Shall have rights to view all local agency and all clinic schedules.
Subtask 2.5 - Produce the detailed plan (Feasibility Study) for the move of the PA-WIC System from the intranet to the internet
The Commonwealth is exploring migration from the current PA-WIC System from an intranet system to an internet accessible system.  Also, the Commonwealth currently has a disconnected laptop system.  When PA-WIC is connected to the internet, the use of air cards with the laptops shall enable live access to the PA-WIC System and shall eliminate the need for a disconnected laptop synchronization system.  By migrating to a one hundred percent (100%) live system, we shall enable more timely and accurate data collection for all participant data.  This shall also enhance security of participant information because the data shall no longer be stored on the laptops.  The Commonwealth shall be eliminating an additional laptop synchronization system that requires maintenance and updates each time the PA-WIC System is updated.  In addition, this shall afford staff in the satellite clinics the opportunity to provide a broader range of services, including accessing nutrition information on the internet.  

The detailed plan to move the PA-WIC System from the intranet to the internet shall follow BIT’s Software Development Life Cycle (SDLC) and Project Management Methodology (PMM) and shall include a Cost Benefit Analysis Attachment “M” PA-WIC BCA Template, a Bandwidth Analysis, a Security Assessment, an Acquisition Plan, and the identification of Issues and Risks.

If the Commonwealth opts to implement air cards, the successful Offeror shall be responsible for ensuring that the application functions properly in the satellite clinics.  Users shall require access to a local printer for printing documents and checks.  They shall also need to communicate with the digitized signature pads for capturing participant signatures.  Currently the setup in our satellite clinics is as follows: Distributed clinic laptops are configured either as a server or a workstation.  In the distributed clinic, one laptop is configured as the server laptop.  The server laptop is connected to a wireless router, check and document printers, and a digitized signature pad.  If needed due to caseload, additional laptops are deployed as workstations and connect to the server laptop wirelessly.  Each server laptop has a digitized signature pad attached for check registry and document signing.  The server laptop stores the participant data until the next database synchronization process has completed.  The laptops are to be connected to the network at least weekly because synchronization occurs at 7:00 p.m. daily.  Additionally, the laptops do not always have the most current version of the PA-WIC System.  Due to its disconnected nature, laptops receive all software changes approximately one month after release of changes to the server based PA-WIC System.  This allows for a stable period for the software before deploying the changes in an offline environment.  PA-WIC currently has two hundred thirty five (235) laptops that are used in the operation of satellite clinics.
The use of air cards shall eliminate the need for disconnected laptop synchronization.  It is expected that the implemented solution shall utilize the least number of air cards as possible in the satellite clinics while enabling all laptops to connect to the live PA-WIC System and ensuring the most cost effective solution for the program.  

Release Planning Guidance

The Contractor shall create a Release Work Plan for each major release of PA-WIC to be executed during the contract period.  The specific functionality to be addressed in each subsequent Release Work Plan shall be obtained by conducting interviews and/or JAD sessions with BIT, the program areas, and other stakeholders.  These meetings shall be formalized and noted as separate tasks within the Project Plan.  The outcomes of these meetings and interviews shall be the release development requirements for the targeted release, and the research and development requirements to be investigated during the targeted release. Under this contract, the deliverable of Release Planning, including the Deliverable Fee Schedule of the elements of the plan, shall be submitted to other Commonwealth entities and the USDA, as required, for approval before the actual work of the release can be executed.  The time needed for this amended step shall be a minimum of four (4) months, and shall be taken into account by the Contractor when they establish their schedule for the completion of Release Planning. 

The specific requirement of this RFQ shall be the submission of a fixed price cost for the creation of the Release Plans for PA-WIC Release 10 and PA-WIC Release 11 as well as the Internet Plan described under Subtask 2.5.

For each subsequent release, the high level functionality to be included in the release shall be identified by BIT and provided to the Contractor.  BIT and the Contractor shall then collaborate to define the detailed functionality requirements to be included in the release.  The Contractor shall then prepare a Release Work Plan to document the strategy phase of the release.  

In addition to the release plans for R10 and R11 the Release Plans for PA-WIC Release 12 with an anticipated release date of January 2012 and PA-WIC Release 13 with an anticipated release date June 2012 shall be a requirement of this RFQ.  BIT expects to deliver high level requirements to the Contractor within forty (40) weeks of contract commencement.  The Release Plans for PA-WIC Release 12 and PA-WIC Release 13 shall be submitted to the BIT PA-WIC Project Manager for approval no later than February 1, 2012.

The BIT PA-WIC Project Manager shall review the Release Work Plan for completeness.  Once approved by BIT, the pricing and deliverables shall be submitted to other Commonwealth entities for approval.  Upon completion of those approvals, the Contractor shall be given authorization to proceed with the development and deployment of the approved release.   Release level tasks may be modified, suspended or removed due to funding shortfalls.

It is anticipated that the fixed price to plan subsequent releases shall be submitted with the amendment containing the fixed prices to build and implement subsequent releases.  During the first year of this contract the Contractor shall begin planning for Year 2 and Year 3 major releases.  Appendix “C” - Cost Matrix shall be used to price the deliverables for Release Planning for subsequent releases.  After experiencing a few planning cycles, the Contractor may reach a point where they shall submit fixed price objectives for all remaining Release Plans for the fixed duration of the contract in a single amendment. 
a.  Deliverables for Release Planning

1.
A Release Work Plan (RWP) utilizing the PMM Project Charter document and other formats (http://www.health.state.pa.us/pmm/). These documents shall be constructed in coordination with BIT.  Sub-section 3.9 of the PMM Project Charter, the "Project Budget Statement", shall be replaced by "Deliverable Cost Quote" and shall contain a billable cost (fee) tied to each of the release project's deliverables.  The Release Work Plan for PA-WIC Release 10 shall be completed and received by the BIT PA-WIC Project Manager no later than twelve (12) weeks after contract commencement.  For PA-WIC Release 10 the "Deliverable Cost Quote" referenced above shall not be required.

b.  Acceptance Criteria for Release Planning
1.
The acceptance criteria for Release Planning tasks shall be the review and sign-off of the Release Work Plan by the BIT PA-WIC Project Manager.

2.
Completed tasks shall be submitted by the Contractor to BIT for approval.  BIT shall approve the deliverables in writing, in order to authorize payment.
Task 3 - Release Management
The Release Work Plan (RWP) shall be submitted that identifies the major work elements of each requirement, the resources assigned to each task, and the time in hours by resource allotted to each element, and the deliverable items to be produced.  This shall be produced for every release during the contract period.  An Issues Tracking Log shall be created and maintained for the release. The PMM Issue Tracking Log template is part of the standard SharePoint (or current standard) project site.  

The following document template/formats are available at: http://www.health.state.pa.us/pmm/
The deliverables for each release are:

1.
Release Work Plan (RWP) which contains the Project Charter, Release Project Plan (RPP) and Risk Management Plan.

2.
The Requirements Document (RD) is a scope definition document that identifies and documents the goals, objectives, critical success factors, and functional requirements for each affected area. Details for the functional requirements shall be captured to the data element and data validation levels. Overviews of the technical and environmental challenges posed by the requirements shall also be documented.  A statement of the use cases to be addressed by the requirements shall be included as an appendix.

3.
The General Systems Design Document (GSDD) applies requirements management methods to transform the conceptual view for the requirement into a functional blueprint.  Each of the input, output, functional, technology and environmental requirements are identified and represented as appropriate in logical data model(s), user interface model(s), screen flows and application process flows.  The supporting application architecture is modeled and modification requirements are documented.  Appendices shall also include a requirements traceability matrix and the logical data model diagram. 

4.
Detailed Systems Design (DSD) utilizes the RD and the functional blueprint of the GSDD as inputs, and establishes the detailed design that serves as the basis for development activities.  The DSD shall document the design decisions made and considerations for future releases based on these design decisions. Included in the DSD shall be:

· The detailed use cases to be satisfied by the application, including all scenarios for each use case as defined by the precondition, flow of events and post condition.

· The representation of the user interface model with all screen mockups and functionalities

· The model of the virtual process flow 

· The complete description of the technical architecture to support the application

· The definition of the complete physical data model including normalized entries, fields, primary and foreign keys and data restriction and definition requirements

5.
Release Test Plan (RTP) (using System Test Plan Template) defines the testing phases (Unit, System, Regression, User Acceptance, and Load/Stress) and identifies the specific tests to be developed and executed for each requirement. The RTP:

· Specifies the procedures for the testing approach including:

- Test case development, review and approval

- Test case execution and defect resolution

· Addresses the requirements of the testing environment(s) from both the physical deployment and logical data manipulation perspectives

· Defines the anticipated testing schedule

· Delineates and defines the testing roles and responsibilities

· Identifies the scheduled timing and sequencing of all test development and execution activities

· Defines the tools and reports that shall be used to facilitate and document the testing execution.

6.
Release Test Report (RTR) contains a quantitative and qualitative breakdown of defects encountered through the System, User Acceptance, and Load/Stress Testing phases.

· Performance metrics for the release compared against the baseline established in the prior release.

· Obtainment of the following release related defect closure rates, by severity, of all defects identified in unit, system, and regression testing prior to the start of UAT.  These are defined in Attachment “G” PA-WIC Glossary.
a. Critical: 100%

b. High: 95%

c. Medium: 85%

d. Low: 75%

· Obtainment of the following release related defect closure rates, by severity, of all defects identified prior to code freeze.  These are defined in Attachment “G” PA-WIC Glossary.
a. Critical: 100%

b. High: 100%

c. Medium: 95%

d. Low: 85%

7. The Release Deployment Report (RDR) summarizes the changes to code, databases, and documentation and serves as the After Action Report for the release.  The RDR shall contain:
· Assessments of how well the release deployment met the objectives and critical success factors identified in the release’s RD.

· The quantification of the environment, database, and application deployment activities and an assessment of the successes, and defects and their resolution.

· An evaluation of the effectiveness of the project management activities utilized to plan, execute, and deploy the release.

· The completed Requirements Traceability Matrix for the release as developed in the GSDD.

· Recommendations for improvements in documents and/or procedures to be used in the planning, design, development, and implementation of future releases.

· Load/Stress testing results.

· Documents that each individual security requirement listed within the RD has been tested, deployed, and verified.

· Before the RDR deliverable will be accepted, the following release related defect closure rates, by severity, shall be obtained for all defects identified at the time of release deployment.  These are defined in Attachment “G” PA-WIC Glossary.
1. Critical: 100%

2. High: 100%

3. Medium: 100%

4. Low: 100%

8. Each major release shall also require appropriate changes and/or updates to all affected system manuals.  These updates shall be priced as deliverables.

Each of these eight (8) release deliverables shall also contain associated interim milestones for each development requirement work package contained in the release.  In this way, the deliverables associated with each Subtask within each individual release requirement can be effectively managed and separately priced.  When pricing the components of each major release, the Release Deployment Report shall equal at least ten (10) percent of the total cost for the release.  For subsequent releases, the General Systems Design Document (GSDD) and the Detailed Systems Design (DSD) deliverables shall serve as the baseline and shall be updated as required.  In order to be approved for payment, document tracking shall be enabled to reflect the actual changes made.

The planned delivery date for Release 10 shall be January 11, 2011. 

PA-WIC Release 10 
a.
Deliverables
1. Release Work Plan (RWP) shall be completed within four (4) weeks of transition completion, but in no event later than sixteen (16) weeks following contract commencement. 

2. Requirements Document (RD) shall be completed within two (2) weeks of submission of the Release Project Plan. 

3. General System Design Document (GSDD) shall be completed within four (4) weeks of submission of the Requirements Document.

4. Detailed System Design (DSD) shall be completed within four (4) weeks of submission of the General System Design Document.

5. Release Test Plan (RTP) shall be completed within two (2) weeks of submission of the Detailed System Design.

6. Release Test Report (RTR) shall be completed within four (4) weeks of submission of the Release Test Plan, but no less than one (1) week prior to the actual release date.

7. The Release Deployment Report (RDR) shall be completed within five (5) weeks of submission of the Release Test Report.

8. System Manual updates shall be completed no later than the actual week of the release.

b. Acceptance Criteria for Release 10 Deliverables
1. Acceptance criteria for Release 10 Development tasks shall be the review and sign-off of the deliverables by the BIT PA-WIC Project Manager.

2.
Completed tasks shall be submitted by the Contractor to BIT for approval.  BIT shall approve the deliverables in writing, in order to receive payment.
Please note that the proposed effort, scheduled delivery milestones, and costs for each of the eight (8) deliverables listed above shall be separately identified for each of the Release 10 Development Requirements (See Appendix “C” - Cost Matrix for cost per requirement per deliverable presentation).  For delivery purposes, similar deliverables may be grouped into a single document.

The preceding requirements comprise the functionality to be included in Release 10 of PA-WIC which is planned for release twenty-four (24) weeks after transition completion but in no case greater than thirty-six (36) weeks following contract commencement. 

Release 10 Training 

The Contractor shall provide services to support the deployment of new and enhanced functionality in PA-WIC with field staff as appropriate during Release 10.  Additionally, the Contractor shall support the Program Area Leads in clarifying any questions they might have in regard to the new PA-WIC functionality to be included in Release 10.

BIT, in coordination with the Contractor, shall determine the necessity for training depending on the complexity and contents of each release.

For each major release, classes shall be scheduled and conducted within a reasonable timeframe to the release date as directed by the BIT PA-WIC Project Manager and the WIC Program Office. The content of the training associated with a release shall vary based on the scope and nature of the release.  Based on historical precedent, it is expected that a number of the users who attend Contractor training sessions shall act as “trainers” in their respective locations.  In this fashion PA-WIC has been successful in this approach of “train the trainer.”  After the Contractor training sessions, supplied with training material templates, these “trainers” shall return to their local agencies and conduct their own training sessions to disseminate the training materials.

The Contractor shall provide training to the program area using the PA-WIC System.  This training shall be customized to meet the needs of each functional area.  Each functional area has differing needs for the system and shall require training specific to their needs.  

For BIT staff (currently, three (3) Application Developers, one (1) Information Technology Generalist, one (1) Application Developer Supervisor and the BIT PA-WIC Project Manager) the training shall include knowledge in setup and operation of the system as well as the utilization of the development and coding technologies used. 

A Release Training Plan shall be prepared and submitted as a Project file that identifies the scheduled work elements of the training development and training deployment efforts, the resources assigned to the efforts, the time allotted to each work element, and the schedule of deliverable items to be produced.  Where appropriate, a PERT or Gantt chart shall be used to show project, task, and time relationships.

The Contractor shall work simultaneously with the BIT PA-WIC Project Manager and WIC Program Office to define mutually agreeable training dates, and shall incorporate all necessary training development and deployment activities into the Release Project Plan and Schedule.  Training information shall also be included in the Release Communications Plan, in order to provide field operations adequate notice to adjust schedules and plan staff for training sessions. 

a.
Deliverables for Release 10 Training
1.
A Release Training Plan that shall include a resource staffing plan, an MS Project schedule detailing the training development schedule and the training deployment plan by program area to be completed within twelve (12) weeks of transition completion.

2.
Written memo following each site visit, containing an executive summary of activities and topics covered within two (2) weeks of the visit. 

3.
Updated versions of the above mentioned user guides, reference guides and training manuals within twenty (20) weeks of transition completion. 

b.
Acceptance Criteria for Release 10 Training 

1.
The acceptance criteria for Release 10 Training tasks shall be the review and sign-off of the individual deliverables by the BIT PA-WIC Project Manager.

2.
Completed tasks shall be submitted by the Contractor to BIT for approval.  BIT shall approve the deliverables in writing, in order to receive payment.
PA-WIC Release 11

The following requirements comprise the functionality to be included in PA-WIC Release 11 which is planned for release twelve (12) months after transition completion. 

a.
Deliverables

1.
Release Work Plan (RWP) shall be completed within twenty-four (24) weeks of transition completion, but in no event later than thirty (30) weeks following contract commencement.  For PA-WIC Release 11 the "Deliverable Fee Schedule" referenced above shall not be required.
2.
Requirements Document (RD) shall be completed within two (2) weeks of submission of the Release Project Plan. 
3.
General System Design Document (GSDD) shall be completed within four (4) weeks of submission of the Requirements Document.

4.
Detailed System Design (DSD) shall be completed within four (4) weeks of submission of the General System Design Document.

5.
Release Test Plan (RTP) shall be completed by within two (2) weeks of submission of the Detailed System Design.

6.
Release Test Report (RTR) shall be completed within four (4) weeks of submission of the Release Test Plan, but no less than one (1) week prior to the actual release date.

7.
The Release Deployment Report (RDR) shall be completed within five (5) weeks of submission of the Release Test Report.

8.
System Manual updates shall be completed no later than the actual week of the release.

b.
Acceptance Criteria for Release 11 Deliverables
1.
The acceptance criteria for Release 11 Development tasks shall be the review and sign-off of the deliverables by the BIT PA-WIC Project Manager.

2.
Completed tasks shall be submitted by the Contractor to BIT for approval.  BIT shall approve the deliverables in writing, in order to receive payment.
Please note that the proposed effort, scheduled delivery milestones, and costs for each of the eight (8) deliverables listed above shall be separately identified for each of the Release 11 Development Requirements (see Appendix “C” - Cost Matrix for cost per requirement per deliverable presentation.).  

Release 11 Training 

Release 11 Training Requirements are identical to those contained under Release 10 Training, above.  
a.
Deliverables for Release 11 Training

1.
A Release Training Plan that shall include a resource staffing plan, an MS Project schedule detailing the training development schedule and the training deployment plan by program area to be completed within six (6) months of transition completion.

2.
Written memo following each site visit, containing an executive summary of activities and topics covered within two (2) weeks of the visit. 

3.
Updated versions of the above mentioned user guides, reference guides and training manuals no later than four (4) weeks prior to the actual date of release. 

b.
Acceptance Criteria for Release 11 Training 

1.
The acceptance criteria for Release 11 Training tasks shall be the review and sign-off of the individual deliverables by the BIT PA-WIC Project Manager.

2.
Completed tasks shall be submitted by the Contractor to BIT for approval.  BIT shall approve the deliverables in writing, in order to receive payment.
PA-WIC Internet Plan Deliverables
The following requirements comprise the major elements to be included in the detailed plan to move the PA-WIC System from the intranet to the internet.  These Deliverables shall be required no later than twenty-four (24) weeks after the beginning of the new contract.

1.
Project Charter, and its associated documents, shall be completed within six (6) weeks following contract commencement. 

2.
Project Plan, and its associated documents, shall be completed within six (6) weeks following contract commencement. 

3.
Requirements Document (RD) shall be completed within twelve (12) weeks following contract commencement. 

4.
The Bandwidth Analysis shall be completed within fifteen (15) weeks following contract commencement. 

5.
The Cost Benefit Analysis shall be completed within twenty (20) weeks following contract commencement.  (See Attachment “M” PA-WIC BCA Template)

6.
A Security Assessment (In accordance with OA/OIT guidelines) shall be completed within twenty (20) weeks following contract commencement.

7.
The Acquisition Plan shall be completed within twenty (20) weeks following contract commencement.

8.
The Issue Log and necessary Risk Mitigation Plans shall be completed within twenty-two (22) weeks following contract commencement.

9.
The final Implementation Plan shall be completed within twenty-four (24) weeks following contract commencement. 

a. Acceptance Criteria for PA-WIC Internet Plan

1.
The acceptance criteria for the Internet Planning tasks shall be the review and sign-off of the deliverables by the BIT PA-WIC Project Manager.

2.
Completed tasks shall be submitted by the Contractor to BIT for approval.  BIT shall approve the deliverables in writing, in order to receive payment.
Please note that the proposed effort, scheduled delivery milestones, and costs for each of the  nine (9) deliverables listed above shall be separately identified for each of the Internet Planning Requirements. (See Appendix “C” - Cost Matrix for cost per requirement per deliverable presentation).  

Task 4
 Maintenance and Support

This task represents a significant amount of the effort for this SOW.  Unless specifically noted as deliverables, Maintenance and Support activities are billed as Time and Materials (T&M). The T&M portion of the PO resulting from this RFQ may not exceed 40% of the total PO value.  

The Contractor shall monitor the many processes and activities performed by the application and the users in the clinics, WIC Program Office, and BIT.  As necessary, adjustments, modifications, and enhancements shall be made to improve the application’s performance and to extend its life span.  When the application changes, the Contractor shall document all changes per the BIT PMM. Users shall be informed by the BIT PA-WIC Project Manager and formally trained by the Contractor and/or WIC Program Staff to stay current and better serve their program’s participants.  The Contractor shall provide Tier II Help Desk support to users in the field, as well as those performing the many administrative tasks at the WIC Program Office.  Based on previous level of effort, it is anticipated that Maintenance and Support shall not exceed six thousand (6,000) hours per year for all job categories combined.  (See Appendix “C” - Cost Matrix for cost per requirement per deliverable presentation).  

Subtasks for Maintenance and Support Activities
	4.1
	Production System Monitoring

	4.1.1
	Monitor and review activity logs

	4.1.2
	Monitor and report system capacity utilization

	4.1.3
	Monitor and report system performance issues

	4.1.4
	Monitor and report database content and integrity

	4.1.5
	Monitor and report database performance logs

	4.1.6
	Develop solutions to resolve system performance issues

	4.1.7
	Monitor Application Availability

	4.2
	Administrative/Operational Support

	4.2.1
	Maintain system tables and configuration parameters

	4.3
	Problem Resolution Services (Help Desk)

	4.4
	System Modification Support

	4.4.1
	Conduct modification support for policy updates

	4.4.2
	Conduct modification support for reporting needs for clinics, local agencies, DOH and USDA

	4.4.3
	Conduct modification support for data changes

	4.4.4
	Conduct modification support for runtime improvements

	4.4.5
	Conduct modification support for OA/OIT directives

	4.5
	Update PA-WIC Systems Manuals

	4.6
	Training

	4.6.1
	WIC Clinic staff training sessions

	4.6.2
	WIC Information Technology staff knowledge transfer

	4.6.3
	WIC Program Office staff training sessions

	4.6.4
	User Training Support


Subtask 4.7 - Maintenance and Support Deliverables

	4.7.1
	Create a system Maintenance Screen for all PA-WIC Systems.


Subtask 4.8 - Project Management Deliverables

	4.8.1
	Create and distribute Monthly Status Reports

	4.8.2
	Create and distribute CCB Agendas and Minutes

	4.8.3
	Prepare for and conduct weekly status meetings


PA-WIC Change Control Board

The WIC Change Control Board (CCB) shall be composed of BIT, Program Office, and Contractor staff.  The WIC CCB shall meet as required, but not less frequently than monthly, to identify and prioritize functional and technical operations support items through the existing change control process.  All operations support items including requests for minor enhancements shall be reviewed by the WIC CCB and shall be prioritized for the development queue. Defects shall be reviewed and prioritized by the WIC CCB on a regular basis, but not less than monthly.  The level of effort between defects and minor enhancements shall be determined by the WIC CCB based on the prioritized operations support items.  The BIT PA-WIC Project Manager retains the right to over-ride any recommendation made by the WIC CCB.  The decision by the BIT PA-WIC Project Manager shall be final and binding on all parties.
The Monthly Status Report (MSR) shall be used both to classify and prioritize pending work assignments for the operational support group, and to evaluate monthly performance against the established SLA targets.  Inputs to the MSR are the previous month’s MSR, work activities for the month and activities approved by the WIC CCB.  

Description of SOW for Task 4 - Maintenance and Support
Listed below is a description of the SOW for Task 4, broken down by Subtask.  This RFQ has two (2) SLAs associated with the Maintenance and Support section of this work statement.  These are described in Attachment “E” PA-WIC Service Levels.  
Subtask 4.1 - Production System Monitoring

Subtask 4.1.1 - Monitor and review activity logs
The Contractor, in concert with the BIT technical staff, shall review the transaction type logs that are created by COTS (Commercial Off the Shelf) software as well as those created by the PA-WIC Systems.  By reviewing the logs, a multitude of questions are often answered, specifically when it comes to user activities within the application.  If reports from the field are received of unusual performance within the application or that the application behaved different from normal, the Contractor shall research and identify the source or cause.  By tracing user activity through the different logs and auditing mechanisms, the Contractor can formulate appropriate responses to issues and craft potential resolutions. Resolutions generally require user education or application modification and shall be included in the Monthly Status Report.

The Contractor shall monitor the processes that are outside the mainstream application, but are still vital to the overall operation.  Those activities include but are not limited to: laptop synchronization with the synchronization servers, Disaster Recovery (DR) services between the central servers and the DR servers, On Line Analytical Processing (OLAP) cube creation, database maintenance for the ad hoc query and reporting functions, Portable Document Format (PDF) creation that provide files of the online reporting feature, and the maintenance of other database files.

Subtask 4.1.2 - Monitor and report system capacity utilization
The Contractor, in concert with BIT technical resources, shall review the WIC server utilization data and report any issues that indicate the hardware or software may need to be modified or enhanced.  The Contractor shall provide options to BIT regarding server hardware and software parameter changes that may enhance machine usage and improve service to the users.  Understanding the hardware and software environment and the potential gains realized through minor or major adjustment(s) is extremely important to a smooth operation.

Subtask 4.1.3 - Monitor and report system performance issues
The Contractor, in concert with BIT technical resources, shall review the WIC data being produced by the Application, Database, and Web servers and determine if they are operating at optimal levels.  Currently, the system accommodates in excess of 1.48 million web requests per day while maintaining a ninety-nine percent (99%) sub-second response time.  Less than one-half of one percent of all requests exceed three (3) seconds.  Ensuring that the servers are performing at optimal levels is vital to the continued user community support of PA-WIC.  When performance indicators show potential bottlenecks or unusual readings, the Contractor shall work with the BIT technical staff to assess the situation and recommend sound resolutions.

Subtask 4.1.4 - Monitor and report database content and integrity
The Contractor shall monitor the data while performing activities that involve exposure to the database content or when conducting tests for modifications and enhancements.  The Contractor shall take samplings of data and ensure it is compliant with the WIC Policy and Procedures.  Non-compliant data shall be reported by the Contractor to the BIT PA-WIC Project Manager who shall inform the WIC Program Office.  Also, the processes that allowed the non-compliant data to enter the database shall be reviewed.  Recommendations for process improvements shall be made to prevent the non-compliance from occurring in the future.

Subtask 4.1.5 - Monitor and report database performance logs
The Contractor, in concert with BIT technical resources, shall monitor the database(s) that store WIC production data and report any unusual activity.  The Contractor shall select a number of performance related indicators and use the performance monitoring tools that are available at BIT or, if necessary, recommend the use of other tools.  The Contractor shall monitor database performance as it relates to number of users, records updated, transaction log updates and a number of other items related to how well the database server is handling the processing load.  Monitoring the number of database calls gives a good sense of how active the user community is and trending the information can help with load balancing if multiple database servers are employed.  This information shall be reported in the Monthly Status Report along with corresponding follow-up.  

Subtask 4.1.6 - Develop solutions to resolve system performance issues
The Contractor, in concert with BIT technical resources, shall analyze the data gathered from each of the monitoring activities to determine if there is potential for improvement.  The Contractor shall formulate a draft solution with alternatives and present them, as directed, to the BIT PA-WIC Project Manager for review and approval.  The BIT PA-WIC Project Manager shall add the approved solutions to the list of modifications and enhancements, prioritize, and schedule a review by the WIC Change Control Board, prior to any work being assigned to the Contractor.

Subtask 4.1.7 - Monitor application availability

The Contractor, in concert with BIT technical resources, shall monitor application availability on all PA-WIC systems.  Currently there are system email/text messages that alert staff in the case of an error or outage, to include application, database and hardware related problems.  The Contractor shall be responsible for responding to system alerts that identify a problem by following the documented BIT escalation procedures and assisting in remedying the error.

Subtask 4.2 - Administrative/Operational Support
Subtask 4.2.1 - Maintain system tables and configuration parameters
The PA-WIC Systems are table driven applications, meaning valid data values are stored in database tables and are used throughout the application to assist with a number of needs.  One need is to ensure that during data entry, the user’s input is as valid as possible.  To accomplish this, drop-down lists are assigned to data fields and only valid values from those lists can be selected by the user.  The data in those lists reside in database tables.  Occasionally, the tables are updated, either by adding new values or changing existing values and making them unavailable for data entry use.  Whenever requested, the Contractor, in concert with BIT staff, shall update those tables and indicate in writing if there shall be an impact associated with the change.  Tables are also used to store parameter values needed to control how functions in the application operate.  For example, the amount of time a user remains logged into the application is a parameter that can be updated by the Contractor or BIT very easily and quickly.  Another example is the maximum number of days a laptop can go without synchronizing with the central database.  The Contractor shall, in concert with BIT technical resources, adjust these table values whenever requested and shall inform the BIT PA-WIC Project Manager, in writing, of any implications there may be with the change.  These changes shall follow the Department’s Change Control procedures.

Subtask 4.3 - Problem Resolution Services (Help Desk)
The Contractor shall provide one dedicated resource to act as the WIC Tier II Help Desk.  This resource shall work closely with the PA-WIC user community, Program, and Contractor and/or BIT technical staff to assist in the identification, research, debugging, and resolution to problems and the testing of those resolutions.  The system currently generates between one hundred (100) and two hundred (200) trouble tickets per week submitted for Tier II Help Desk support.  This resource shall monitor the DOH Help Desk application, which is currently, Remedy.  Using this tool, or others as directed by BIT, the Contractor shall respond to problem tickets that pertain to the PA-WIC Systems.  Part of this process is to review the content of each ticket to ensure all the required data has been supplied and it is pertinent to resolving the potential problem.  If the problem appears to be a user error, the Contractor resource shall contact the user, obtain a more detailed account of the issue, and then attempt to resolve the ticket through user education.  However, if after conducting research, a ticket reveals a legitimate application defect, the error shall be logged and brought to the next WIC CCB for resolution.  Exceptions or emergencies shall be approved by the BIT PA-WIC Project Manager.  Remedy tickets shall be created for all calls and contacts with the PA-WIC Level II Help Desk, unless they were otherwise created by the BIT Level I Help Desk.  If the Level II Help Desk resource receives additional information when following up on a Remedy ticket, that information shall be added to the ticket for tracking purposes.

During the process of formulating a resolution and making the appropriate coding updates, Program, BIT and Contractor staff shall be involved with testing the resolution to ensure it satisfactorily resolves the issue and does not cause additional issues.

Once the resolution is tested and moved into production, the Contractor staff shall close out the entries in the Remedy application.  The user who submitted the Remedy ticket shall then be contacted by the Contractor resource person and informed of the resolution.  The resolution shall also be announced to the entire PA-WIC user community either by the Contractor resource person posting it to the Message of the Day board in PA-WIC or via a Numbered Memo issued by the WIC Program Office.  
Subtask 4.4 - System Modification Support

This task represents system modifications that shall occur during this SOW due to changes in the WIC program’s policies and procedures, changes in the user’s reporting needs, changes in the data collection and retention, changes favoring runtime improvement, and directives initiated by the Commonwealth and the Department’s various IT organizations. 

The Contractor shall use processes and procedures from BIT’s Systems Development Life Cycle (SDLC) methodology.  References in this SOW to modification support services refer to the same activities that occur during the construction of a software product.  The same policies and procedures shall apply when modifying an existing product.

Subtask 4.4.1 - Conduct modification support for policy updates
As the PA-WIC Systems continue to mature and users realize the full potential, opportunities shall arise to make improvements.  Improvements could be as simple as changing a screen layout or the wording of data element tags or could be more complex, requiring adjustments or even total re-writes because of changed business rules or the introduction of new USDA policies.  The Contractor shall work closely with the users to identify the change, apply it to a tracking log and clearly document the requirements.  Minor modifications (generally less than Forty (40) hours) shall be billed under Maintenance and Support after review and approval of the PA-WIC CCB.  Modifications that are estimated to exceed forty (40) hours shall follow the procedures for new development and shall be included in the next major release. 

The Contractor’s technical resources shall be assigned the logged changes to begin the analysis and design of a solution.  Should the BIT PA-WIC Project Manager feel it is necessary, the users shall participate in a walkthrough of the solution, which shall be conducted by the Contractor with assistance, as required, from BIT or the Program Office.  After the solution has been approved by the BIT PA-WIC Project Manager, the solution shall be coded by the Contractor.

After the coding and unit testing is completed, the Contractor shall conduct the System and Regression testing.  Using existing test scripts or ones that the Contractor develops for a particular change, the Contractor shall ensure that the modification performs according to the developed requirements.

The final testing that occurs prior to placing the change into production is the User Acceptance Testing (UAT).  To make sure that the users agree with the change or enhancement and that it meets the original requirements they submitted, users from either the field or the Program Office are asked to participate in this testing step.  Based on testing results, the changes shall be staged for release into production or are returned to the technical resource for further coding and testing.

Application changes normally dictate the need to update the appropriate documentation.  The Contractor shall update the production environment with the new or changed documents, code, modules, add-ins, or functions.  This process involves following the pre-established schedule to migrate the new code and ensure that all the components for the change are ready. Currently, there are maintenance release windows that are established and shall be followed to ensure a clear audit trail and minimize the possibility of system disruptions. 
Subtask 4.4.2 - Conduct modification support for reporting needs for clinics, local agencies, DOH and USDA
The Contractor shall support report modifications employing the same process used for all other application updates as outlined under Subtask 4.4.1 above.

Along with the report modifications comes the need to update the appropriate documentation.  

As each report need is identified, the Contractor and the BIT PA-WIC Project Manager determine the feasibility of implementing the modification and estimate the time and resources needed to complete.  After reviewing the other tasks being worked on and their priorities, the report modification or creation shall be added to the project schedule and addressed.

Subtask 4.4.3 - Conduct modification support for data changes
As the PA-WIC Systems mature, there shall be a need to capture additional data.  That need could be sparked by an interest to report data differently or by a mandated request from the USDA to capture additional data about participants.  In order to capture, store, and report the new or modified data, changes shall be made to the application’s User Interface, Business Layer and Data Storage components.  The User Interface is the screens that the user sees and the logic supporting those screens.  The Business Layer is the logic used to make decisions about how the data is processed once entered.  The Data Storage is the Relational Database Management System (RDBMS) and logic required to store the application’s data, not only for the participants but also for the administrative aspects of PA-WIC.

The Contractor shall handle data change modifications like all other application updates.  The Contractor shall gather the requirements, perform the analysis, and submit options to the BIT PA-WIC Project Manager.  The rest of the process follows the same steps outlined above in the paragraph titled - Conduct modification support for policy updates.  Along with the data change modifications comes the need to update the appropriate documentation.  

Subtask 4.4.4 - Conduct modification support for runtime improvements
The system currently has approximately one thousand (1000) users accessing the application and processing participants.  This number has increased and is expected to continue to increase due to increased participation numbers.  As a result, the system has more users vying for a fixed set of network and hardware resources.  This shall eventually impact the application’s performance and the user’s experience.  To ensure the application continues performing at expected service levels, the Contractor shall analyze the performance data captured during the monitoring activities outlined in the Subtasks above, formulate runtime improvement options, and implement the solutions outlined in those options once approved for implementation.

The Contractor shall handle runtime improvement modifications like all other application updates.  The Contractor shall gather the requirements, perform the analysis, and submit options to the BIT PA-WIC Project Manager.  The rest of the process follows the same steps outlined above in the paragraph titled - Conduct modification support for policy updates.  Along with the data change modifications comes the need to update the appropriate documentation.  

Subtask 4.4.5 - Conduct modification support for OA/OIT directives
OA/OIT is constantly researching and implementing technical solutions that help improve the services they provide to the Department.  Occasionally, those solutions have a ripple affect and impact the way the Department and BIT conduct technical business, including the WIC program.  At BIT’s request, the Contractor shall assist the Department with modifying technical components that are impacted by Commonwealth IT directives that impact the service offerings of the PA-WIC solution.

The Contractor shall handle modifications initiated by Commonwealth IT organization directives like all other application updates.  The Contractor shall gather the requirements, perform the analysis, and submit options to the BIT PA-WIC Project Manager.  The rest of the process follows the same steps outlined above in the paragraph titled - Conduct modification support for policy updates.  Data change modifications shall normally necessitate the need to update the appropriate documentation.  

Subtask 4.5 - Update PA-WIC System Manuals 
All system changes, whether from major releases or minor releases shall be documented in all affected system manuals.  When the PA-WIC Systems are modified or enhanced and prior to the changes being released into production, the Contractor shall identify specific areas in the applicable manuals that require updates.  The Contractor shall draft the appropriate updates and present them to the BIT PA-WIC Project Manager for review and written approval.  The Contractor shall ensure that the content of the changes is compliant with the business rule alterations that prompted the application’s change.  Representatives from the Department and the Local Agency’s Data User Committee shall be consulted to verify the accuracy of the content and approve the visual clarity.

After the reviews the BIT PA-WIC Project Manager shall provide written approval.  The Contractor shall apply the final changes to the base files that contain the applicable manuals.  The files that make up the manual are stored on the Department’s SharePoint site (or current standard) in a project related directory.

The final step in the process is converting the Microsoft Word documents to PDF files.  The PDF files are moved to a production level location that is referenced by the PA-WIC Systems.  Once there, the users who select the online documentation option in the application shall be provided the most current versions of the applicable manuals.

Subtask 4.6 - Training
Subtask 4.6.1 - WIC Clinic staff training sessions

To ensure users in the local agency offices and clinics are familiar with significant modifications and enhancements, the Contractor may be required to conduct a number of training sessions throughout the Commonwealth.  To be most effective, the Contractor shall use Train-the-Trainer approach.  The concept is to select a group of users from each region who are deemed the “power users” or those most familiar with the PA-WIC Systems and the clinic’s operations of their respective local agencies.  Next, these users are sent to training facilities in strategic locations to receive training during one or two day sessions.  Afterward, supplied with training material templates, these “trainers” shall return to their local agencies and conduct their own training sessions to disseminate the training materials.

To determine the timing and content of the training sessions, the WIC Program Office and BIT shall assess the overall ability of the users to provide error free services.  The assessment shall include a review of the Help Desk tickets related to user errors or application misunderstanding.  The assessment shall identify how many changes have occurred since the last training and the impact those changes have on the users.  Once the subject matter is determined, the Contractor shall create the outline and training materials and submit them to the BIT PA-WIC Project Manager for review and prior written approval.  The Contractor shall work with the BIT PA-WIC Project Manager to construct the logistical plan for scheduling and conducting the sessions.  The BIT PA-WIC Project Manager shall have the responsibility of securing the facilities and providing the reproduced training materials for all the participants.

Upon notification by the BIT PA-WIC Project Manager, the Contractor shall provide up to three (3) training sessions per year.  The BIT PA-WIC Project Manager shall provide the Contractor the specific requirements of the training.  The Contractor shall provide a detailed Training Plan, a list of training materials, and a detailed cost breakdown.  If the BIT PA-WIC Project Manager determines that additional training is required, the parties shall mutually agree on subject and logistics.

Subtask 4.6.2 - WIC Information Technology staff knowledge transfer

The application may change or be enhanced because of user requests, USDA policy updates, and/or updates to the way the WIC Program Office wants the services to be provided.  Changes may also occur when better methods of applying technology are implemented or more efficient coding techniques are devised.  Similar to the requirement to update and train the users of the application, there is a requirement to update the technical resources responsible for supporting the technology behind the solution.  To accomplish this task, the Contractor shall conduct knowledge transfer sessions for BIT technical staff. The Contractor shall prepare and deliver materials to help enhance the knowledge base of the BIT staff.  The timing and content shall be determined by the needs of BIT, but shall generally occur after each major release.  For planning purposes, six (6) sessions are factored into the SOW.   In some cases, the need may exist for additional sessions and the Contractor shall accommodate as priorities and workloads permit.

Subtask 4.6.3 - WIC Program Office staff training sessions

As with the users in the local agencies and clinics, changes to the PA-WIC Systems can impact the staff located at the Program Office in Harrisburg, PA.  With change comes the need to be educated on how the application was altered and what impact there is to managing the WIC program.  Because the audience for these training sessions is smaller and concentrated in a single location, the Contractor shall not need to conduct multiple Train-the-Trainer sessions; instead, a single, focused session shall be held in the Harrisburg, PA area.  The Contractor shall work with the BIT PA-WIC Project Manager to construct the logistical plan for scheduling and conducting the session.  The BIT PA-WIC Project Manager shall have the responsibility of securing the facilities and providing the reproduced training materials for all the participants.

Similar to what was stated above, the timing and content of the training sessions shall be determined by the complexity of the changes and how far removed the staff is from knowing the most up to date aspects of PA-WIC.

The BIT PA-WIC Project Manager shall schedule sessions as required.  In some cases, the need may exist for some ad hoc training sessions and the Contractor shall accommodate as priorities and workloads permit.

Subtask 4.6.4 - User Training Support

During the period of the contract, modification and enhancements to the PA-WIC Systems shall impact the users in the clinics, Program Office operations, and technical support.  To stay current, the users shall be trained or re-trained, as necessary, by the Contractor.  At the request of BIT, the Contractor shall perform training sessions to make sure the users are comfortable and competent when providing WIC services and supporting the program’s technology.  This training shall consist of creating all training documents and “training the trainer” sessions.  In some cases there may be a need identified for additional training.  

Acceptance Criteria for PA-WIC Monthly T&M Invoice

The Contractor shall maintain an employee sign-in sheet where all Contractor employees shall record the date and time when they arrive and leave the work location.  The Contractor shall use an Employee Sign-In Sheet similar to Attachment “O” Sample PA-WIC Sign-in Sheet Template.  The Contractor shall maintain historical copies of the log for submission to the BIT PA-WIC Project Manager with the PA-WIC Monthly T&M Invoice.  As a separate attachment, the PA-WIC Monthly T&M Invoice shall contain a contact list of all Contractor staff directly supporting the PA-WIC Systems.  This list, in the form of Attachment “P” Contractor Contact List, shall include name, home phone number, and cell phone number.  The intent is that the contact information is available to BIT and/or WIC management in the event of an emergency and Contractor management is not immediately available.  The contact list shall be provided at contract commencement and then subsequently within each monthly status report.  Access to the contact list shall be restricted to BIT and WIC management only.
The Monthly T&M Invoice shall list hours by resource by date for the reporting period.  All Maintenance and Support hours must reference the reason for the work, i.e., the Remedy Ticket Number, the ClearQuest Record Number, or upon written direction of BIT.  

The Contractor shall use the templates at Attachment “K” PA-WIC Vendor Invoice Template and shall be delivered to the BIT PA-WIC Project Manager no later than the tenth (10th) of the current month.

1. The acceptance criteria for the PA-WIC Monthly T&M Invoice shall be the review, approval, and sign-off of the Monthly T&M invoice by the BIT PA-WIC Project Manager.

2. The Monthly T&M invoice shall be submitted to BIT by the Contractor for approval.  BIT must approve the Monthly T&M invoice, along with Attachments O and P in writing, in order to receive payment for the submitted Attachment “K” PA-WIC Vendor Invoice Template.
Subtask 4.7 - Maintenance and Support Deliverables

Subtask 4.7.1 - Create a system Maintenance Screen for all PA-WIC Systems

Currently when the PA-WIC Systems require maintenance, users are blocked from accessing the servers that the applications are loaded on.  Users are greeted with a “Page Can Not Be Displayed” page.  We require a new maintenance page allowing users to know that the system is down for maintenance.  This shall also allow testers into production systems without the possibility of additional traffic hitting the servers prior to full testing of system changes or maintenance efforts.  This deliverable is to create a maintenance page to be used on the main PA-WIC System as well as on the main page of the Vendor System.
Acceptance Criteria for Maintenance Screen for all PA-WIC Systems
1. The acceptance criteria for the Maintenance Screen for all PA-WIC Systems deliverable shall be the review and sign-off of the individual deliverables by the BIT PA-WIC Project Manager.

2. Completed tasks shall be submitted by the Contractor to BIT for approval.  BIT shall approve the deliverables in writing, in order to receive payment.

Subtask 4.8 - Project Management Deliverables
As stated in the Contractor Responsibilities for Statement of Work Tasks area above, the Contractor’s Program Manager and the BIT PA-WIC Project Manager shall utilize a standard project management methodology to manage the development of modifications or enhancements to the PA-WIC Systems.  A necessary part of that management is reporting the condition of all the project’s activities and meeting with the BIT PA-WIC Project Manager to discuss project status and plans.
Subtask 4.8.1 - Create and distribute the PA-WIC Monthly Status Report
The PA-WIC Monthly Status Report shall be completed by the Contractor and forwarded to the BIT PA-WIC Project Manager, along with the previous month’s invoice, on a monthly basis, no later than the tenth (10th) of the month.  The report’s purpose is to document the progress and significant accomplishments made by the entire WIC project team against the tasks outlined in the project plan since the last report.  It is also used to report any concerns, issues, and progress.  The WIC Monthly Status Report shall also be used to report any unscheduled downtime as well as missed milestone dates for defect resolutions or system enhancements.  The PA-WIC Monthly Status Report use shall commence with contract commencement and/or the completion of any in-coming transition activities/deliverables.
Once the report is delivered, the Contractor’s Program Manager and the BIT PA-WIC Project Manager shall review the contents during the next weekly status meeting.  Discussion and understanding of the content is necessary prior to proceeding, and Issues and Action Items shall be prioritized and addressed. The WIC Monthly Status Report shall be delivered to the BIT PA-WIC Project Manager for approval and posted to the SharePoint site (or current standard), minus the contact list, invoice, and sign-in sheets.  Additional distribution of the status report shall be determined by the BIT PA-WIC Project Manager.

The PA-WIC Monthly Status Report (Attachment “I” PA-WIC Monthly Status Report Template) shall be delivered to the BIT PA-WIC Project Manager no later than the tenth (10th) of the current month.
Acceptance Criteria for PA-WIC Monthly Status Report
1.
The acceptance criteria for the PA-WIC Monthly Status Report shall be the review and sign-off of the previous month’s Status Report by the BIT PA-WIC Project Manager.

2.
The PA-WIC Monthly Status Report for the previous month shall be submitted to BIT by the Contractor for approval.  BIT must approve the PA-WIC Monthly Status Report in order to receive payment.
Subtask 4.8.2 - Create and distribute CCB Agendas and Minutes
The WIC Change Control Board (CCB), composed of BIT, Program Office, and Contractor staff, shall meet monthly (or more often as necessary) to identify and prioritize functional and technical operations support items through the existing change control process.  The Contractor, in coordination with BIT, shall be responsible for scheduling the CCB meetings, developing the agenda, and publishing and distributing the formal minutes. 

Subtask 4.8.3 - Prepare for and conduct weekly status meeting
Weekly, or more often as necessary, the Contractor’s Program Manager shall meet with the BIT PA-WIC Project Manager.  The purpose is to provide project status using information gathered from all of the Contractor’s resources assigned to the project.  The project plan, schedule, upcoming activities, and issues demanding immediate attention shall be reviewed and discussed.

It is important that meeting participants have the same interpretation of the information communicated during the meeting.  Minutes shall be recorded by the Contractor and the Contractor shall distribute the minutes within two (2) business days of the meeting to all meeting participants and those designated on the distribution list.

For the invitees to understand a meeting’s intent and to keep the discussion focused, an agenda shall be created and provided by the Contractor’s meeting facilitator.  An agenda is required for all formal meetings.  Those not requiring an agenda are unscheduled or spur of the moment meetings, where time was not available for preparation.  The agenda shall provide meeting demographics such as date, time, location and list of invitees.  It shall also include an outline of the discussion topics, reference to handouts, and the date and time for the next meeting.

IV-5.
Reports and Project Control 
a. 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.

b. Status Report.  A weekly progress report covering activities, problems and recommendations.  This report should be keyed to the work plan the Offeror developed in its proposal, as amended or approved by the Issuing Office.

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.

d.
Final Report.  The Contractor shall provide a Final Report (in a format provided by BIT) at the end of the contract term addressing the following: 
i) Abstract or summarize the result of the effort in terminology that shall be meaningful to management and others generally familiar with the subject areas.

ii) Describe data collection and analytical and other techniques used during the period of the contract.

iii) Summarize findings, conclusions and recommendations developed in each task.

iv) Include all supporting documentation; e.g., flow-charts, forms, questionnaires, etc.

v) Recommend a time-phased work plan for implementing the recommendations.
IV-6.
Contract Requirements - Disadvantaged Business Participation and Enterprise zone Small Business Participation 
All contracts containing Disadvantaged Business participation and/or Enterprise Zone Small Business participation must also include a provision requiring the selected Contractor to meet and maintain those commitments made to Disadvantaged Businesses and/or Enterprise Zone Small Businesses at the time of proposal submittal or contract negotiation, unless a change in the commitment is approved by the BMWBO.  All contracts containing Disadvantaged Business participation and/or Enterprise Zone Small Business participation must include a provision requiring Small Disadvantaged Business Subcontractors, Enterprise Zone Small Business Subcontractors and Small Disadvantaged Businesses or Enterprise Zone Small Businesses in a joint venture to perform at least fifty percent (50%) of the subcontract or Small Disadvantaged Business/Enterprise Zone Small Business participation portion of the joint venture.

The selected Contractor’s commitments to Disadvantaged Businesses and/or Enterprise Zone Small Businesses made at the time of proposal submittal or contract negotiation shall be maintained throughout the term of the contract.  Any proposed change must be submitted to BMWBO, which shall make a recommendation to the Contracting Officer regarding a course of action.

If a contract is assigned to another Contractor, the new Contractor must maintain the Disadvantaged Business participation and/or Enterprise Zone Small Business participation of the original contract.

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 BMWBO within ten (10) workdays at the end of each quarter the contract is in force.  This information shall be used to determine the actual dollar amount paid to Small Disadvantaged Business and/or Enterprise Zone Small Business Subcontractors and suppliers, and Small Disadvantaged Business and/or Enterprise Zone Small Business participants involved in joint ventures.  Also, this information shall serve as a record of fulfillment of the commitment the selected Contractor made and for which it received Disadvantaged Business and Enterprise Zone Small Business 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 DISADVANTAGED BUSINESSES STATUS OR ENTITLE AN OFFEROR TO RECEIVE CREDIT FOR DISADVANTAGED BUSINESSES UTILIZATION.

IV-7.
Minimum Work Skills Required

A. Staffing considerations

The Department has significant experience in statewide nutritional services program delivery; however, it does not have the staff needed to work on this contract without high level, contractual support.  The Contractor selected shall provide the skilled and experienced staff to execute this contract successfully.  BIT requires an exceptionally high level of expertise from the Contractor in those technologies currently used in PA-WIC and the proposed functionality in this procurement.

Contractor staff assigned shall have proven oral and written communication skills, the ability to effectively communicate with individuals and small groups, the ability to coordinate task-oriented group efforts, as well as acceptable and proven preparation and presentation skills.  The Contractor’s proposal shall include resumes of proposed staff indicating prior experience in these skills.

The selected Contractor shall supply experienced staff with a demonstrated ability to prepare clear, concise, accurate, and effective written documentation.  Prior experience preparing project planning documents, functional requirements, general system design documents, detailed system design documents, communication materials, user documentation, and training materials is required.  Further, staff shall have the demonstrated ability to coordinate, schedule, and deliver training sessions to a diverse learner population throughout the state. In addition, Contractor’s staff shall be experienced with the preparation of on-line documentation and electronic (on-line) training materials. 

The Contractor shall make every effort to retain quality staff.  Due to the ever changing landscape of WIC and the complexity associated with the program it is vital to have consistency when dealing with staff.  It is expected that the Contractor who is awarded this contract shall make every effort to maintain a core team of qualified staff who are able to support all aspects of the PA-WIC Systems as detailed in this RFQ.  In the case that it is necessary to identify a resource that will not be 100% dedicated to the PA-WIC contract the Contractor shall indicate the percent of time that the personnel will be assigned to this project as well as the percent of time the personnel will be assigned to concurrent projects.
The Contractor shall include an organizational chart identifying all names and titles of project team personnel. 

After the selection process and before start of the contract period, DOH may require the presentation of proof of certification for any or all proposed applicants.

B. Historical Staffing

The PA-WIC contracting staff has historically consisted of approximately seven (7) full-time equivalent positions.  Contractor employees have been and shall continue to be located at the DOH BIT office, currently located at 2150 Herr St, Harrisburg, PA.  Maintenance and Support billable hour costs shall not exceed forty percent (40%) of the total cost of the contract resulting from this RFQ. 

The roles that currently exist on the PA-WIC project are outlined below.  The exact number of each role type supporting PA-WIC shall vary based on work and priorities.  Contractor project management personnel, administrative support personnel, and specialists historically have been utilized as required for specific development efforts.  Some of the roles serve multiple functions, for example, Help Desk and Testing are currently performed by one resource.  Each role is responsible for completing documentation as necessary to support their objectives and deliverables.  The responsibilities delineated below are not all inclusive but are offered for illustration of the current level of support.

A summary table of positions can be found in Appendix “C” - Cost Matrix.  The Offeror shall submit this information with their cost proposal in addition to any other recommended positions.

1. Programmer

Programmers serve as the Application Developers responsible for the analysis, design, coding, component and assembly testing of all application code owned by the specific development team.  Programmers are involved in the maintenance, enhancement, and development of application code and processes.  They participate in all PA-WIC code reviews and technical walkthroughs with BIT staff as scheduled by WIC BIT staff.  They use design and debugging tools to develop and document code using existing standards. They create and maintain technical documentation as required by standards and policies.  The Programmer is responsible for creating test scripts for all functions that are developed as well as completing all Unit Testing.  The Programmer works with PA-WIC program staff, both technical and functional, and other stakeholders to ensure design and code meets the defined requirements and standards. 

2.
Help Desk Support Specialist

The Help Desk Support Specialist supports the PA-WIC Level II Help Desk by providing end-users with assistance and answers to system functionality and use.  This resource creates, updates, closes, and follows-up with end-users on Help Desk Remedy tickets.  Identify and track issues, risks, and tickets.  The Help Desk Support Specialist works closely with the BIT Level I Help Desk to resolve issues pertaining to PA-WIC. 

3.
Quality Assurance Specialist

The Quality Assurance Specialist plans, constructs, and executes test plans such as System, Load, Stress, and Network Tests to ensure current and planned system changes perform to specification. The Quality Assurance Specialist ensures that tests are executed appropriately in the development and release cycle.  The Quality Assurance Specialist identifies and tracks defects found in the testing process.  The Quality Assurance Specialist retests code as necessary to ensure defects are resolved.  The Quality Assurance Specialist participates with end-users in the User Acceptance Test phase to answer questions and provide support and works closely with Programmers to resolve system defects.   

4.
Program Manager

The Program Manager serves as the Project Manager (PM) who directs controls, administers, and oversees the daily activities of all resources within the PA-WIC Contractor team.  The Program Manager is responsible for ensuring the Contractor’s efforts meet the Departments’ requirements and by ensuring that required deliverables are completed as scheduled.  The Program Manager manages, directs, and oversees the team to ensure work plans are followed and delivered on schedule.  The PM prepares status reports, manages and monitors project plans, and provides updates as necessary to BIT, the BIT PA-WIC Project Manager, and Program Staff.  The PM meets with BIT staff, Local Agency Directors, Vendor Community, and other staff as needed to resolve issues affecting work efforts.  The PM is responsible for identifying and tracking issues, as well as capturing and reporting performance metrics.  The PM is responsible for completing all required Project Management documentation.  The PM is not expected to perform any application development during the duration of the contract resulting from this procurement.  The Program manager may be required to attend other meetings or give presentations as directed.  
5.
Software Process Engineer

The Software Process Engineer serves as Team Lead and manages and supervises a functional team to deliver services according to the requirements and deliverables of PA-WIC.  The Software Process Engineer coordinates the activities of the resources on their team to deliver enhancements and support according to the project schedule.  They are responsible for the successful completion of all work assigned to their team.  The Software Process Engineer is a Subject Matter Expert for their team, fully knowledgeable of the processes and tools used to accomplish tasks.  The Software Process Engineer reports to and provides status updates to the Program Manager. The Software Process Engineer assists, mentors, develops, and guides team members in resolving problems and completing work assignments.  Further, the Software Process engineer ensures PA-WIC application architecture requirements are met by each developer on the team.

6.
Functional Architect

The Functional Architect serves as the Business Analyst who acts as the primary interface between PA-WIC project staff and program area staff to develop and fully document business functional requirements.  The Functional Architect creates general and detailed business requirements documents and reviews them with end-users.  The Functional Architect collaborates with development and test team members to ensure business requirements are properly translated into system functionality.  The Functional Architect also supports system testing and conducts end-user training.  The Functional Architect may be required to attend other meetings or give presentations as directed.  

C. Specific work skills required
1. The Program Manager shall have a minimum of five (5) years experience in project management of Information Technology projects.  It is highly desired that the Program Manager shall be a Project Management Professional (PMP) certified by the Project Management Institute (PMI).  The PMP credentials of proposed staff claiming to possess the PMP certification shall be validated by the Evaluation Committee.  Vendors shall ensure that the spelling of names for proposed staff with their PMP certification matches the spelling of the name within the PMP Online Credential Registry.  Offerors shall provide evidence that proposed Program Managers have the required project management skills; understanding and implementation of PMBOK based processes, technical background, and experience in a project of the same scope as WIC to appropriately manage the project and shall list all relevant professional certifications.  Program Managers shall have strong written and verbal communication skills.  These individuals shall be required, throughout the life of the project, to professionally represent the Department, to conduct demonstrations/presentations in a clear and easy to understand format/manner, provide written and verbal status reports to BIT project management, and effectively communicate with BIT and program area staff and management. 
2. The business rules of the WIC Systems are complex and significant.  Knowledge and experience with the WIC program and WIC Systems is highly desirable, particularly for the Program Manager and Functional Architect.  It is advantageous for the Offeror to propose a mix of staff with WIC program and WIC Systems experience that address this need.
3. Functional Architects assigned to this project shall have a minimum of three (3) years experience working with web based systems and shall have a minimum of three (3) years experience working with the full system development lifecycle (SDLC) of Information Technology systems. 
4. Programming, development and testing require a strong knowledge of these products and shall be performed by staff with a minimum of three (3) years of experience in implementation of a multi-tier architecture system with a minimum of three (3) years experience in these tools and a minimum of three (3) years of experience in the implementation of client/server and Web based applications.

5. The current WIC Systems Documentation (these are listed on the CD list at the beginning of this RFQ) is available, upon request, on CD.  It provides a detailed description of the technologies used in the existing PA-WIC Systems.  Offerors shall propose a staff with the required skills and the minimum experience shown in Attachment “D” Minimum Work Skills Matrix, to support the technologies summarized below.  This list is not all inclusive, it is meant to emphasize the requirement that personnel proposed for this effort be well grounded in both current and emerging technologies:
Presentation Layer - ASP.NET, .NET Framework 3.5 , MS XML  6.0, HTML, MS IIS 6, MS IE 7, DHTML, JSCRIPT , JSON, ExtJS 
Data Layer - SQL Server 2005/2008 Enterprise Edition, DLINQ, Windows 2003 Distributed Transaction Coordinator, CA ERwin Data Modeler

Business Layer - MS Visual Studio/Visual Basic.NET 2008, Visual Source Safe, XML 6.0, OLEDB, ADO.NET, DLINQ, MS SQL Server 2005 Transact SQL

Ad-Hoc Query, Reporting, and Business Warehouse - MS Access 2003/2007, SQL Server 2005/2008 Enterprise Edition Business Warehouse technologies, MS Office 2003/2007 & XP Web Components and Pivot Tables, MS SQL Server 2005/2008 Analysis Services, MS SQL 2005/2008 Server Custom Replication,    MS SQL Server 2005/2008 Data Transformation Services, ADO (Multidimensional) 2.6 (OLEDB 9 and MSXML6 for OLAP viewing), VMWare, Crystal Reports 10

Laptop System - Windows XP, MS IIS 6, IE 6.X, XML Parser 3.1, MS SQL Server 2005/2008 Custom Replication with ADO.NET and SQLSMO objects for direct database access, MS SQL Server 2005/2008 Express

Configuration Management - Visual SourceSafe, SQL Query Analyzer/Enterprise Manager

Performance Monitoring - Windows 2003 Performance Monitor, SQL Server Profiler, UpTime, Spotlight on SQL

Testing Environment - IBM Rational Team Platform
6. The PA-WIC System is currently being migrated to the Microsoft .NET 2008 architecture. For all of the products and tools identified in section 4 above, Contractors shall propose staff with skills and experience in the most current version of .NET.

7. The PA-WIC System utilizes very complex multi-tier SQL Server 2005 database replication in support of the WIC distributed laptop sub-system.  The Contractor shall supply staff that has a minimum of three (3) years experience and in-depth knowledge of Microsoft's SQL Server replication feature for the development and support of the PA-WIC Systems.  

8.
The Contractor shall supply support and technical staff dedicated to this project with experience to sustain, expand and continue development of the PA-WIC Systems.  Contractor staff assigned shall have proven oral and written communication skills, the ability to meet with individuals and small groups, the ability to coordinate task-oriented group efforts, and shall have acceptable and proven preparation and presentation skills.  The Contractor shall supply experienced staff with a demonstrated ability to prepare written documentation, functional requirements, detailed system design documents, communication materials, user documents, and training materials.  Further, staff shall have the ability to coordinate, schedule, and conduct training sessions to public health staff and data reporters (i.e. WIC local agency, clinic and program office staff) throughout the state.  Contractor’s staff shall be experienced with the preparation of on-line documentation and electronic (on-line) training.  

9.
It is highly desirable that the senior member of the development team shall be a Microsoft Certified Professional Developer (MCPD) with at least five (5) years of experience in system development and application architecture using Microsoft .Net Visual Basic.  The MCPD credentials of proposed staff claiming to possess a MCPD certification shall be validated by the Evaluation Committee.  Vendors shall include the official Microsoft transcript, with exam and certification achievements or provide shared access to the proposed staff’s transcript to allow Evaluation committee members to access the transcript online.

10.
Specialized expertise may be acquired through the use of subcontract agreements.  However, the Prime Contractor shall have staff that has, or shall obtain, prior to the beginning of the project, training and/or certification in the required software solution products.  

11.
Selected deliverables may require specialized expertise that is not required for the remainder of the contact term.  If such specialized expertise is required, it shall be noted in the description of the deliverable.

12.
The Contractor shall supply support and technical staff dedicated to this contract.  Staff assigned to this contract shall be able to work in a cooperative fashion with various Department and/or BIT staff, Department employees, providers, and other designated Contractors during all phases of the contract.  Staff shall be able to coordinate and receive direction from designated DOH and/or BIT staff during design and implementation activities.  Staff shall deliver work that is not in conflict with the priorities and hardware/software choices and limitations as established by DOH and/or BIT.  Staff shall be able to work in a highly collaborative environment to create extensible, high quality components.  System design shall be performed by staff with a minimum of three (3) years experience in implementing systems using multi-tier Web based architecture, a minimum of three (3) years experience in deploying systems using thin client configuration, and a minimum of three (3) years experience in implementing Internet security solutions including SSL. 

13.
Offerors shall be responsible for verifying to the Commonwealth and DOH that all members of the developer team have been successfully trained in secure programming techniques.  All team members should have baseline application security training; developers should have specific programming training and secure application design and development techniques.  Equivalent experience may be substituted for formal training where appropriate. 
14.
Offerors shall identify the person who will be responsible for overall security of the application development, management, and update processes throughout the contract period.  The person identified shall be responsible for performing routine security audits in accordance with Commonwealth policies.
15.
Offerors shall submit a completed Attachment “H” PA-WIC Minimum Work Skills Template in their technical proposal that summarizes this section and details experience required by job category
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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 offerors 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, offerors 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 offeror 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
APPENDIX C

COST MATRIX

APPENDIX D

LOBBYING CERTIFICATION FORM

Lobbying Certification Form
Certification for Contracts, Grants, Loans, and Cooperative Agreements
The undersigned certifies, to the best of his or her knowledge and belief, that:

(1) No federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any person for influencing or attempting to influence an officer or employee of any agency, a member of Congress , an officer or employee of Congress, or an employee of a member of Congress in connection with the awarding of any federal contract, the making of any federal grant, the making of any federal loan, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or modification of any federal contract, grant, loan, or cooperative agreement.

(2) If any funds other than federal appropriated funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any agency, a member of Congress, an officer or employee of Congress, or an employee of a member of Congress in connection with this federal contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit Standard Form-LLL, "Disclosure of Lobbying Activities," in accordance with its instructions.

(3) The undersigned shall require that the language of this certification be included in the award documents for all subawards at all tiers (including subcontracts, subgrants, and contracts under grants, loans, and cooperative agreements) and that all subrecipients shall certify and disclose accordingly.

This certification is a material representation of fact upon which reliance is placed when this transaction was made or entered into.  Submission of this certification is a prerequisite for making or entering into this transaction imposed under Section 1352, Title 31, U.S. Code.  Any person who fails to file the required certification shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for such failure.

SIGNATURE:  _________________________________________________________

TITLE:  _______________________________________________________________

DATE:  _______________________________________________________________

APPENDIX E
(INSERT PDF VERSION)
Trade Secret/Confidential Proprietary Information Notice

Instructions:

The Commonwealth may not assert on behalf of a third party an exception to the public

release of materials that contain trade secrets or confidential proprietary information

unless the materials are accompanied, at the time they are submitted, by this form or a

document containing similar information.

It is the responsibility of the party submitting this form to ensure that all statements and

assertions made below are legally defensible and accurate. The Commonwealth will not

provide a submitting party any advice with regard to trade secret law.

Name of submitting party:

Contact information for submitting party:

	


Please provide a brief overview of the materials that you are submitting (e.g. bid

proposal, grant application, technical schematics):

	


Please provide a brief explanation of why the materials are being submitted to the

Commonwealth (e.g. response to bid #12345, application for grant XYZ being offered

by the Department of Health, documents required to be submitted under law ABC)

	


Please provide a list detailing which portions of the material being submitted you

believe constitute a trade secret or confidential proprietary information, and please

provide an explanation of why you think those materials constitute a trade secret or

confidential proprietary information. Also, please mark the submitted material in

such a way to allow a reviewer to easily distinguish between the parts referenced

below. (You may attach additional pages if needed)

Note: The following information will not be considered a trade secret or confidential

proprietary information:

· Any information submitted as part of a vendor’s cost proposal

· Information submitted as part of a vendor’s technical response that does

not pertain to specific business practices or product specification

· Information submitted as part of a vendor’s technical or disadvantaged

business response that is otherwise publicly available or otherwise easily

obtained

· Information detailing the name, quantity, and price paid for any product or

service being purchased by the Commonwealth

Page Number 
Description 


Explanation
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Acknowledgment

The undersigned party hereby agrees that it has read and completed this form, and has

marked the material being submitted in accordance with the instructions above. The

undersigned party acknowledges that the Commonwealth is not liable for the use or

disclosure of trade secret data or confidential proprietary information that has not been

clearly marked as such, and which was not accompanied by a specific explanation

included with this form.

The undersigned agrees to defend any action seeking release of the materials it believes

to be trade secret or confidential, and indemnify and hold harmless the Commonwealth,

its agents and employees, from any judgments awarded against the Commonwealth in

favor of the party requesting the materials, and any and all costs connected with that

defense. This indemnification survives so long as the Commonwealth has possession of

the submitted material, and will apply to all costs unless and until the undersigned

provides a written statement or similar notice to the Commonwealth stating that it no

longer wishes to exempt the submitted material from public disclosure.

The undersigned acknowledges that the Commonwealth is required to keep all records for

at least as long as specified in its published records retention schedule.

The undersigned acknowledges that the Commonwealth reserves the right to reject the

undersigned’s claim of trade secret/confidential proprietary information if the

Commonwealth determines that the undersigned has not met the burden of establishing

that the information constitutes a trade secret or is confidential. The undersigned also

acknowledges that if only a certain part of the submitted material is found to constitute a

trade secret or is confidential, the remainder of the submitted material will become

public; only the protected information will be removed and remain nonpublic.

If being submitted electronically, the undersigned agrees that the mark below is a valid

electronic signature.

____________________________    ___________________________      ___________

Signature 



Title 




Date

v

