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CALENDAR OF EVENTS

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

	Activity
	Responsibility
	Date

	Deadline to submit Questions via email to: Tammy McElfresh, Issuing Officer, E-mail:  RA-HRRFQ@pa.gov
	Contractors
	October 7, 2014

	Answers to Potential Contractor questions posted to the DGS website no later than this date.
	Issuing Office
	October 20, 2014

	Please monitor the DGS website for all communications regarding the RFQ. 
	Contractors
	 Ongoing

	Sealed proposal must be received by the Issuing Office at:

PA Human Relations Commission, Executive Offices
333 Market Street, 8th Floor
Harrisburg, PA  17101-2110
Attention:  T. McElfresh, Issuing Officer

Proposals must be time and date stamped by the facility receiving the proposals. Proposals may only be hand-delivered between 8:00 a.m. and 4:00 p.m., Monday through Friday, excluding Commonwealth holidays.

	Contractors
	November 6, 2014
By 4:00 P.M.
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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 consideration of the Pennsylvania Human Relations Commission (“PHRC”), on behalf of the Commonwealth of Pennsylvania ("Commonwealth"), to satisfy a need for the replacement of PHRC’s Case Management System (“CMS”) ("Project").

I-2. Issuing Office
The PHRC ("Issuing Office") have issued this RFQ on behalf of the Commonwealth.  The sole point of contact in the Commonwealth for this RFQ is Tammy McElfresh, PHRC, Executive Offices, 333 Market Street, 8th Floor, Harrisburg, PA  17101-2110, 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
PHRC uses CMS to track thousands of case transactions and assist in the daily investigation process.  This application is no longer supported by the vendor and patching it would create more risk than the PHRC can reasonably assume.  CMS was designed to integrate with Microsoft® Office XP; however, the end date of extended support for this suite was July 12, 2011.  Any replacement system must be compatible with Kofax Capture™ version 10, PHRC’s document and information capture system.  Additional detail is provided in Part IV of this RFQ.

I-5. Pre-proposal Conference
There will be no pre-proposal conference for this RFQ.  If there are any questions, please forward them to the Issuing Officer in accordance with Part I-6. 

I-6. Questions and Answers 
If a Contractor has any questions regarding this RFQ, the Contractor must submit the questions by email (with the subject line "IT ITQ RFQ 6100030241 Question") to the Issuing Officer.  Questions must be submitted via email no later than the date and time specified in the Calendar of Events.  The Contractor shall not attempt to contact the Issuing Officer by any other means.  The Issuing Officer will post the answers to the DGS website.  A Contractor who submits a question after the deadline date for receipt of questions indicated on the Calendar of Events assumes the risk that its proposal will not be responsive or competitive because the Commonwealth is not able to respond before the proposal receipt date or in sufficient time for the Contractor to prepare a responsive or competitive proposal. When submitted after the deadline date for receipt of questions indicated on the Calendar of Events, the Issuing Officer may respond to questions of an administrative nature by directing the questioning Contractor to specific provisions in the RFQ.  To the extent that the Issuing Office decides to respond to a non-administrative question after the deadline date for receipt of questions indicated on the Calendar of Events, the answer will be provided to all Contractors through an addendum.

All questions and responses as posted on the DGS website are considered as an addendum to, and part of, this RFQ.  Each Contractor shall be responsible to monitor the DGS website for new or revised RFQ information.  The Issuing Office shall not be bound by any verbal information nor shall it be bound by any written information that is not either contained within the RFQ or formally issued as an addendum by the Issuing Office.  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 and answer period will also 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 decide to 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 Issuing Office otherwise notifies Contractors by posting an Addendum to the RFQ.  The time for submission of proposals shall remain the same.  Late proposals will 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 a 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. 

I-12. Small Diverse Business Information
The Issuing Office encourages participation by small diverse businesses as prime Contractors, and encourages all prime Contractors to make a significant commitment to use small diverse businesses as subcontractors and suppliers.

A Small Diverse Business is a DGS-certified minority-owned business, woman-owned business, veteran-owned business or service-disabled veteran-owned business.

A small business is a business in the United States which is independently owned, not dominant in its field of operation, employs no more than 100 full-time or full-time equivalent employees, and earns less than $7 million in gross annual revenues for building design, $20 million in gross annual revenues for sales and services and $25 million in gross annual revenues for those businesses in the information technology sales or service business.

Questions regarding this Program can be directed to:

Department of General Services
Bureau of Small Business Opportunities
Room 611, North Office Building
Harrisburg, PA 17125
Phone:  (717) 783-3119
Fax:  (717) 787-7052
Email:  gs-bsbo@pa.gov
Website: www.dgs.state.pa.us

The Department’s directory of BSBO-verified minority, women, veteran and service disabled veteran-owned businesses can be accessed from: Searching for Small Diverse Businesses. 

I-13. Proposals
To be considered, Contractors should submit a complete response to this RFQ to the Issuing Office, using the format provided in Part II, providing two paper copies of the Technical Submittal and one (1) paper copy of the Cost Submittal and two (2) paper copies of the Small Diverse Business (SDB) participation submittal.  In addition to the paper copies of the proposal, Contractors shall submit two complete and exact copies of the entire proposal (Technical, Cost and SDB submittals, along with all requested documents) on a 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 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 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 will be met.  For this RFQ, the proposal must remain valid until a purchase order is issued.  If the Issuing Office selects the Contractor’s proposal for award, the contents of the selected Contractor’s proposal will 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-14. Alternate Proposals  
The Issuing Office will not accept alternate proposals. 

I-15. Proposal Contents
A. Confidential Information.  The Commonwealth is not requesting, and does not require, confidential proprietary information or trade secrets to be included as part of Contractors’ submissions in order to evaluate proposals submitted in response to this RFQ.  Accordingly, except as provided herein, Contractors should not label proposal submissions as confidential or proprietary or trade secret protected.  Any Contractor who determines that it must divulge such information as part of its proposal must submit the signed written statement described in subsection c. below and must additionally provide a redacted version of its proposal, which removes only the confidential proprietary information and trade secrets, for required public disclosure purposes.

B. Commonwealth Use.  All material submitted with the proposal shall be considered the property of the Commonwealth of Pennsylvania and may be returned only at the Issuing Office’s option.  The Commonwealth has the right to use any or all ideas not protected by intellectual property rights that are presented in any proposal regardless of whether the proposal becomes part of a purchase order.  Notwithstanding any Contractor copyright and/or trademark designations contained on proposals, the Commonwealth shall have the right to make copies and distribute proposals internally and to comply with public record or other disclosure requirements under the provisions of any Commonwealth or United States statute or regulation, or rule or order of any court of competent jurisdiction.

C. Public Disclosure.  After the 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 to this effect must be provided with the submission in accordance with 65 P.S. § 67.707(b) for the information to be considered exempt under 65 P.S. § 67.708(b)(11) from public records requests (See Appendix O, Trade Secret/Confidential Proprietary Information Notice).  Financial capability information submitted in response to Part II, Section II-8 of this RFQ is exempt from public records disclosure under 65 P.S. § 67.708(b) (26).

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

A. All of the Contractor’s information and representations in the proposal are true, correct, 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 a Contractor or potential Contractor for this RFQ, and the Contractor shall not disclose any of these items on or before the proposal submission deadline specified in the Calendar of Events of this RFQ.

D. The Contractor has not attempted, nor will it attempt, to induce any firm or person to refrain from submitting a proposal on this purchase order, 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 Local, State, or Federal governmental agency and have not in the last four years been convicted or found liable for any act prohibited by Local, 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.  (See Pennsylvania State Adverse Interest Act)  

J. The 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. The selected Contractor shall not begin to perform until it receives purchase order from the Commonwealth.

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

I-19. Resources 
Contractors shall provide all services, supplies, facilities, and other support necessary to complete the identified work, except as otherwise provided in this Part I-19. 

· The PHRC will provide:
· Executive Sponsorship by the PHRC Director;
· Project Sponsor, responsible for final approvals;
· Business SME’s per area of responsibility and regional representation; and
· A tier one technical support resource who also understands the full spectrum of the current CMS.

· The Governor’s Office of Administration, Office of Information Technology (“OIT”), Bureau of Application Development and Support (“BADS”) will provide:
· One Business Analyst (“BA”) for the Commonwealth’s interests (to work with the Contractor supplied PM).  This BA has been working with the PHRC business subject matter experts (“SMEs”) in the collection of requirements for a revised CMS;
· One Division Chief over the Application Development Services Division;
· One Section Chief over the Multi-Agency Section;
· One dedicated senior developer who presently supports PHRC;
· Office space for up to four (4) resources, which may include a PC with Microsoft Tools (Contractor to specify the need), networked multi-function device, phone and office supplies.  (Parking will not be 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 will initiate requests for clarification.  Clarifications may occur at any stage of the evaluation and selection process prior to issuance of a purchase order.  

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

i) Schedule oral presentations;

ii) Request revised proposals; 

iii) Conduct a reverse online auction; and

iv) Enter into pre-selection negotiations.

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

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

ii) Those Contractors, which the Issuing Office has determined in accordance with Part III, Section III-5, from the submitted and gathered financial and other information, do not possess the financial capability, experience or qualifications to assure good faith performance of the purchase order. 

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

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

C. Evaluation Criteria found in Part III, Section III-4, shall also be used to evaluate the Best and Final Offers.  

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

I-23. Notification of Selection
A. Negotiations.  The Issuing Office will notify all Contractors in writing of the Contractor selected for negotiations 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.

B. Award.  Contractors whose proposals are not selected will be notified when negotiations have been successfully completed and the final negotiated purchase order has been issued to the selected Contractor.

I-24. Purchase Order 
The successful Contractor will be issued a purchase order with reference to IT ITQ Contract #4400004480.  The term of the purchase order will commence on the Effective Date and will end in three (3) years from the purchase order term with two (2) optional one-year renewals that may be exercised singularly or all at once.  No work may begin or be reimbursed prior to issuance of the purchase order.  The selected Contractor will be paid after submitting invoices, provided it is in accordance with the work plan and approved by the Commonwealth Project Manager.  Final payment will not be made until all Project work has been successfully completed.

I-25. Debriefing Conferences 
Upon notification of award, Contractors whose proposals were not selected will be given the opportunity to be debriefed. The Issuing Office will schedule the debriefing at a mutually agreeable time.  The debriefing will not compare the Contractor with other Contractors, other than the position of the Contractor’s proposal in relation to all other Contractor proposals.  

I-26. News Releases 
Contractors shall not issue news releases, internet postings, advertisements or any other public communications pertaining to this Project without prior written approval of the Issuing Office, and then only in coordination with the Issuing Office.

I-27. Terms and Conditions
The requirements and terms and conditions of IT ITQ Contract #4400004480 shall govern the purchase order issued as a result of this RFQ.

I-28. Information Technology Policies
This RFQ is subject to the Information Technology Policies (ITP’s) {formerly known as Information Technology Bulletins} issued by the Office of Administration, Office for Information Technology (OA-OIT). ITP’s may be found at: 
http://www.portal.state.pa.us/portal/server.pt?open=512&objID=416&PageID=210791&mode=2
All proposals must be submitted on the basis that all ITP’s are applicable to this procurement.  It is the responsibility of the Contractor to read and be familiar with the ITP’s.  Notwithstanding the foregoing, if the Contractor believes that any ITP is not applicable to this procurement, it must list all such ITP’s in its technical response, and explain why it believes the ITP is not applicable.  The Issuing Office may, in its sole discretion, accept or reject any request that an ITP not be considered to be applicable to the procurement.  The Contractor’s failure to list an ITP will result in its waiving its right to do so later, unless the Issuing Office, in its sole discretion, determines that it would be in the best interest of the Commonwealth to waive the pertinent ITPs. 

PART II

PROPOSAL REQUIREMENTS

II-1. General Requirements 
Contractors must submit their proposals in the format, including heading descriptions, outlined below.  To be considered, the proposal must respond to all requirements in this part of the RFQ.  Contractors should provide any other information thought to be relevant, but not applicable to the enumerated categories, as an appendix to the Proposal.  All cost data relating to this proposal and all Small Diverse Business cost data should be kept separate from and not included in the Technical Submittal.  Each Proposal shall consist of the following three separately sealed submittals:  

A. Technical Submittal, which shall be a response to RFQ Part II, Sections II‑1 through II‑11 and ;

B. Small Diverse Business participation submittal, in response to RFQ Part II, Section II‑12; and 

C. Cost Submittal, in response to RFQ Part II, Section II‑13.

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.

In summary, the Contractor’s technical response should adhere to the following within their response format:
	Tab  
	Section Heading

	 II-2
	Proposal Cover Sheet

	 II-3
	Statement of the Problem

	 II-4
	Management Summary

	 II-5
	Soundness of Approach

	 II-6
	Work Plan

	 II-7 
	Prior Contractor Experience

	 II-8
	Personnel Qualifications

	 II-9
	Training

	 II-10
	Financial Capability

	 II-11
	Emergency Preparedness 



II-2.	Proposal Cover Sheet
Complete Appendix A, Proposal Cover Sheet. 

II-3.	Statement of the Problem
State in succinct terms your understanding of the problem presented or the service required by this RFQ.  

II-4.	Management Summary
Include a narrative description of the proposed effort and a list of the items to be delivered or services to be provided. 

II-5.	Soundness of Approach
Describe in narrative form your approach for accomplishing the work.  Explain how the Contractor will meet PHRC’s business and technical requirements as described in Part IV, Section IV-4, Tasks.  The Contractor’s approach will be evaluated in terms of product viability.  Product viability requirements will be evaluated based on the proposed base product or service; necessary configuration changes; third party tool; and need for a custom add-on.  This portion of the Contractor’s proposal should also include written assurances to PHRC that the Contractor’s technical solution will align with best practices, and adheres to the Office of Information Technology’s (OIT) Technical Policies (ITPs) and other Commonwealth standards as listed in Part I, Section I-28.  

II-6.	Work Plan
Describe in narrative form your technical plan for accomplishing the work.  Use the task descriptions in Part IV of this RFQ as your reference point.  Modifications of the task descriptions are permitted; however, reasons for changes should be fully explained.  Indicate the number of person hours allocated to each task.  Include a Program Evaluation and Review Technique (PERT) or similar type display, time related, showing each event.  If more than one approach is apparent, comment on why you chose this approach.  For COTS, MOTS and SaaS solutions, include a breakdown of licenses and/or subscriptions required.  Contractors are to include levels of licenses/subscriptions and quantities of each required, along with descriptions of what these levels provide in accommodating the requirements of this RFQ.  This information will be cross-referenced with the numbers identified within the Cost Submission.  Contractor shall verify that said licenses/subscriptions are currently available via the Commonwealth’s Software Reseller Contract Number 4400007199.  The Commonwealth reserves the right to procure such software/subscription either through the resulting purchase order, or through the Commonwealth’s Software Reseller Contract Number 4400007199.  Please refer to Section 37u of the Information Technology (IT) Services Invitation to Qualify (ITQ) Contract, 4400004480, for additional terms relating to commercially available software that is not currently available via the Commonwealth’s Software Reseller Contract Number 4400007199.


II-7.	Prior Contractor Experience
Include experience in the arena of case management solutions, and more importantly in technology proposed for that solution.  Experience shown should be work done by individuals who will be assigned to this project as well as that of your company.  PHRC is interested in the Contractor’s history with integrating a case management solution as described in Part IV of the Work Statement in other companies. Studies or projects referred to must be identified and the name of the customer shown, including the name, address, and telephone number of the responsible official of the customer, company, or agency who may be contacted as shown on Appendix M, Project References. 

II-8.	Personnel Qualifications
Include the number of executive and professional personnel, analysts, auditors, researchers, programmers, consultants, etc., who will be engaged in the work.  Show where these personnel will be physically located during the time they are engaged in the Project.  For key personnel, namely, project manager, business lead/liaison, senior application developer or COTS/MOTS implementation specialist, and/or technical lead, and the resource responsible for data migration, complete Appendix C, Personnel Experience By Key Position which includes the position name, person’s name, percentage of time the position will be committed to the project, other relevant experience, education and other professional qualifications.  Further, identify by name any subcontractors you intend to use and the services they will perform.  Finally, complete Appendix D, Proposed Personnel Reference for key personnel assigned to the project.

Information provided in Appendices C and D are not to include personal information that will, or will be likely to, require redaction prior to release of the proposal under the Right-to-Know Law.  This includes home addresses and phone numbers, Social Security Numbers, Drivers’ License numbers or numbers from state ID cards issued in lieu of a Drivers’ License, financial account numbers, etc.  If the Commonwealth requires any of this information for security verification or other purposes, the information will be requested separately and as necessary. 

The selected Contractor must notify the Contracting Officer at least thirty (30) days prior to replacing a member of its staff assigned to the project.  The selected Contractor must provide the name, qualifications and background check of the person who will replace the staff member.  Within (10) ten days of receiving notice, the Contracting Officer will notify the selected Contractor of whether the replacement candidate is acceptable and whether the replacement is approved. 

II-9.	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-10.	Financial Capability  
Describe your company’s financial stability and economic capability to perform the Project requirements.  Provide your company’s financial statements for the past two (2) fiscal years.  If your company is a publicly traded company, please provide a link to your financial records on your company website; otherwise, provide two (2) years of your company’s financial documents such as audited financial statements.  Financial statements must include the company’s Balance Sheet and Income Statement or Profit/Loss Statements.  Also include a Dun & Bradstreet comprehensive report if available.  The Commonwealth reserves the right to request additional information it deems necessary to evaluate a Contractor’s financial capability.

II-11.	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 Contractor anticipates such a crisis will impact its operations; and specifically for SaaS solutions, identify recommended hot site locations, security level of data centers and what data back-up/recovery capabilities are available should the primary site go offline.

B. Describe Contractor’s emergency response continuity of operations plan. Attach a copy of the plan, or at a minimum, summarize how the plan addresses the following aspects of pandemic preparedness:

1. Employee training (describe Contractor’s training plan, and how frequently it will be shared with employees)

2. Identified essential business functions and key employees (within Contractor’s organization) necessary to carry them out

3. Contingency plans for: 

1) How Contractor will handle staffing issues when a portion of key employees are incapacitated due to illness.

2) How Contractor employees will carry out the essential functions if contagion control measures prevent them from coming to the primary workplace. 

4. How Contractor will communicate with staff and suppliers when primary communications systems are overloaded or otherwise fail, including key contacts, chain of communications (including suppliers), etc.

5. How and when Contractor’s emergency plan will be tested, how often it will be tested and if the plan will be tested by a third-party.

II-12.	Small Diverse Business Participation Submittal
A. To receive credit for being a Small Diverse Business or for subcontracting with a Small Diverse Business (including purchasing supplies and/or services through a purchase agreement), a Contractor must include proof of Small Diverse Business qualification in the Small Diverse Business participation submittal of the proposal, as indicated below:

1. A Small Diverse Business verified by BSBO as a Small Diverse Business must provide a photocopy of their verification letter.

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

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

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

1) The percentage and dollar amount of each subcontract commitment to a Small Diverse Business;
2) The name of each Small Diverse Business.  The Contractor will not receive credit for stating that after the purchase order is awarded it will find a Small Diverse Business.
3) The services or supplies each Small Diverse Business will provide, including the timeframe for providing the services or supplies.
4) The location where each Small Diverse Business will perform services.
5) The timeframe for each Small Diverse Business to provide or deliver the goods or services.
6) A subcontract or Appendix N (letter of intent) signed by the Contractor and the Small Diverse Business (SDB) for each SDB identified in the SDB Submittal.  The subcontract or letter of intent must identify the specific work, goods or services the SDB will perform, how the work, goods or services relates to the project and the specific timeframe during the term of the purchase order and any option/renewal periods when the work, goods or services will be performed or provided.  In addition, the subcontract or letter of intent must identify the fixed percentage commitment and associated estimated dollar value that each SDB will receive based on the total value of the initial term of the purchase order as provided in the Contractor’s cost submittal.  Attached is a Letter of Intent template which may be used to satisfy these requirements.
7) The name, address and telephone number of the primary contact person for each Small Diverse Business.

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

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

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

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

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

II-13.	Cost Submittal
The information requested in this Part II-11 and Appendix L, 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 proposed cost must be broken down into the components listed on Appendix L.  For COTS, MOTS and SaaS solutions, this includes a breakdown of license and/or service/subscription costs.  The Commonwealth reserves the right to procure such software/subscription either through the resulting purchase order, or through the Commonwealth’s Software Reseller Contract Number 4400007199. 

Contractors should not include any assumptions in their cost submittals.  If the Contractor includes assumptions in its cost submittal, the Issuing Office may reject the proposal. Contractors should direct in writing to the Issuing Office pursuant to Part I, Section I-6 of this RFQ, any questions about whether a cost or other component is included or applies.  All Contractors will then have the benefit of the Issuing Office’s written answer so that all proposals are submitted on the same basis.

The Commonwealth will reimburse the selected Contractor for work satisfactorily performed after issuance of a purchase order and the start of the purchase order term, in accordance with Purchase order requirements.

II-14.	Domestic Workforce Utilization
Contractors must complete and sign the Domestic Workforce Utilization Certification attached to this RFQ as Appendix B, Domestic Workforce Utilization Certification. Contractors who seek consideration for the Domestic Workforce Utilization Certification criterion must complete, sign, and submit the Domestic Workforce Utilization Certification Form in the same sealed envelope with the Technical Submittal.



PART III 

CRITERIA FOR SELECTION

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

A. Be timely received from a Contractor.  

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

III-3. Evaluation
The Issuing Office has selected a committee of qualified personnel to review and evaluate timely submitted proposals.  Independent of the committee, BSBO will evaluate the Small Diverse Business participation submittal and provide the Issuing Office with a rating for this component of each proposal.  The Issuing Office will notify in writing of its selection for negotiation with the responsible Contractor whose proposal is determined to be the most advantageous to the Commonwealth as determined by the Issuing Office after taking into consideration all of the evaluation factors.

III-4. Evaluation Criteria
The following criteria will be used in evaluating each proposal:

A. Technical: 
The Issuing Office has established the weight for the Technical criterion for this RFQ as 50% of the total points.  Evaluation will be based upon the following in order of importance: Soundness of Approach (including work plan), Contractor Prior Experience, Personnel Qualifications and Understanding the Problem.  The final Technical scores are determined by giving the maximum number of technical points available to the proposal with the highest raw technical score.  The remaining proposals are rated by applying the Technical Scoring Formula set forth at the following webpage:
http://www.portal.state.pa.us/portal/server.pt/community/RFQ_scoring_formulas_overview/20124.

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

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

C. Small Diverse Business Participation: 
BSBO has established the weight for the Small Diverse Business (SDB) participation criterion for this RFQ as 20 % of the total points.  Each SDB participation submittal will be rated for its approach to enhancing the utilization of SDBs in accordance with the below-listed priority ranking and subject to the following requirements:

1. A business submitting a proposal as a prime Contractor must perform 60% of the total purchase order value to receive points for this criterion under any priority ranking.
2. To receive credit for an SDB subcontracting commitment, the SDB subcontractor must perform at least fifty percent (50%) of the work subcontracted to it.
3. A significant subcontracting commitment is a minimum of five percent (5%) of the total purchase order value.  
4. A subcontracting commitment less than five percent (5%) of the total purchase order value is considered nominal and will receive reduced or no additional SDB points depending on the priority ranking.

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

Subcontracting commitments to additional SDBs are evaluated based on the proposal offering the highest total percentage SDB subcontracting commitment, etc.  All other Contractors will be scored in proportion to the highest total percentage SDB subcontracting commitment within this ranking.  See formula below.

Priority Rank 2:  	Proposals submitted by SDBs as prime Contractors, with no or nominal subcontracting commitments to additional SDBs, will receive 150 points.

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

SDB subcontracting commitments are evaluated based on the proposal offering the highest total percentage SDB subcontracting commitment.  All other Contractors will be scored in proportion to the highest total percentage SDB subcontracting commitment within this ranking.  See formula below.

Priority Rank 4:  	Proposals by non-small diverse businesses as prime Contractors with no SDB subcontracting commitments shall receive no points under this criterion.

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

SDB % Being Scored                x    Points/Additional    =   Awarded/Additional
Highest % SDB Commitment 	       Points Available*		SDB Points

Priority Rank 1 = 50 Additional Points Available
Priority Rank 3 = 100 Total Points Available

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

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

D. Domestic Workforce Utilization: 
Any points received for the Domestic Workforce Utilization criterion are bonus points in addition to the total points for this RFQ.  The maximum amount of bonus points available for this criterion is 3% of the total points for this RFQ.

To the extent permitted by the laws and treaties of the United States, each proposal will be scored for its commitment to use domestic workforce in the fulfillment of the purchase order.  Maximum consideration will be given to those Contractors who will perform the contracted direct labor exclusively within the geographical boundaries of the United States or within the geographical boundaries of a country that is a party to the World Trade Organization Government Procurement Agreement.  Those who propose to perform a portion of the direct labor outside of the United States and not within the geographical boundaries of a party to the World Trade Organization Government Procurement Agreement will receive a correspondingly smaller score for this criterion.  See the following webpage for the Domestic Workforce Utilization Formula:

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

Contractors who seek consideration for this criterion must submit in hardcopy the signed Domestic Workforce Utilization Certification Form in the same sealed envelope with the Technical Submittal. The certification will be included as a contractual obligation when the purchase order is issued.

III-5. Contractor Responsibility  
To be responsible, a Contractor must submit a responsive proposal and possess the capability to fully perform the purchase order requirements in all respects and the integrity and reliability to assure good faith performance of the purchase order.

In order for a Contractor to be considered responsible for this RFQ and therefore eligible for selection for best and final offers or selection for purchase order negotiations:

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

B. The Contractor’s financial information must demonstrate that the Contractor possesses the financial capability to assure good faith performance of the contract.    The Issuing Office will review the Contractor’s previous two audited annual financial statements, any additional information received from the Contractor, and any other publicly-available financial information concerning the Contractor, and assess each Contractor’s financial capacity based on calculating and analyzing various financial ratios, and comparison with industry standards and trends. 

A Contractor which fails to demonstrate sufficient financial capability to assure good faith performance of the purchase order as specified herein may be considered by the Issuing Office, in its sole discretion, for Best and Final Offers or purchase order negotiations contingent upon such Contractor providing purchase order performance security, in a form acceptable to the Issuing Office, for twenty percent (20%) of the proposed value of the base term of the purchase order.  Based on the financial condition of the Contractor, the Issuing Office may require a certified or bank (cashier’s) check, letter of credit, or a performance bond conditioned upon the faithful performance of the purchase order by the Contractor.  The required performance security must be issued or executed by a bank or surety company authorized to do business in the Commonwealth. The cost of the required performance security will be the sole responsibility of the Contractor and cannot increase the Contractor’s cost proposal or the purchase order cost to the Commonwealth. 

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

III-6. Final Ranking and Award
A. After any best and final offer process conducted, the Issuing Office will combine the evaluation committee’s final technical scores, BSBO’s final small diverse business participation scores, the final cost scores, and (when applicable) the domestic workforce utilization scores, in accordance with the relative weights assigned to these areas as set forth in this Part.

B. The Issuing Office will rank responsible Contractors according to the total overall score assigned to each, in descending order.

C. The Issuing Office must select for purchase order negotiations the Contractor with the highest overall score; PROVIDED, HOWEVER, THAT AN AWARD WILL NOT BE MADE TO A CONTRACTOR WHOSE PROPOSAL RECEIVED THE LOWEST TECHNICAL SCORE AND HAD THE LOWEST COST SCORE OF THE RESPONSIVE PROPOSALS RECEIVED FROM RESPONSIBLE CONTRACTORS. IN THE EVENT SUCH A PROPOSAL ACHIEVES THE HIGHEST OVERALL SCORE, IT SHALL BE ELIMINATED FROM CONSIDERATION AND AWARD SHALL BE MADE TO THE CONTRACTOR WITH THE NEXT HIGHEST OVERALL SCORE.

D. The Issuing Office has the discretion to reject all proposals or cancel the request for quotations, at any time prior to the time a purchase order is issued, when it is in the best interests of the Commonwealth.  The reasons for the rejection or cancellation shall be made part of the purchase order file.


PART IV

WORK STATEMENT

IV-1. Objectives
A. [bookmark: _Toc322426269]General  
The Pennsylvania Human Relations Commission (“PHRC”)) and the Governor’s Office of Administration (“OA”), Office of Information Technology (“OIT”), Bureau of Application Development and Services (“BADS”) are looking to update and re-engineer the PHRC Case Management System (“CMS”) in a manner that is sustainable and adaptable to PHRCs evolving needs.

B. [bookmark: _Toc322426270]Specific
1. Review Appendix E, Business Process and New Case Management System Functional Description and verify for completeness.  This Exhibit is a work-in-progress

2. The CMS consists of several applications each with its particular role in the case management process.  The main CMS application is a classic ASP/VB6 website which is hosted on a virtual machine.  This website makes use of a COM+ application installed on a virtual machine.  It connects to databases housed on the production database server.  Standard CMS Reports are based on Microsoft® SQL 2005 Server Reporting Services.  While the servers themselves have been updated to Microsoft® Windows 7, the software remains in the existing outdated, unsupported toolset.  The PRIMARY goal of this initiative is to house CMS in a current, supportable toolset. 

3. This main CMS application is tied to Kofax Capture™ version 10, PHRC’s document and information capture system.  It handles the scanning and indexing of case documents, with CMS utilizing a Hummingbird Viewer for TIFFs and ASP for other documents types to view these case documents.  All tools associated with the scanning and viewing of documents are current and supportable, with the exception of the Hummingbird viewer.  The selected solution shall retain, or improve upon, the scanning and viewing capability of the current environment. 

4. A new on-line application has been created by in-house staff, which collects data from the general public concerning discrimination complaints.  This application feeds data directly to the internal CMS system.  This interface must be maintained in the selected solution. 

5. PHRC interfaces with two federal systems; Title VIII Automated Paperless Office Tracking System (“TEAPOTS”) used by the U.S. Department of Housing and Urban Development (“HUD”) and the U.S. Equal Employment Opportunity Commission (“EEOC)’s Integrated Management System (“IMS”) through the Fair Employment Practices Agencies (“FEPA”) Gateway.  The IMS interface takes place via weekly batch uploads through the FEPA gateway.  TEAPOTS is a manual update via terminal input.  A critical objective will be to maintain these interfaces within the selected system.

6. There are five strategic technology drivers and critical success factors for this effort.

	Business & Technology Driver
	Critical Success Factor

	Current technology platforms are aging and are non-Commonwealth compliant.
	Establishing a system that is based on current technology, that is supportable by either in-house or contracted (including licensed) resources.  This includes retaining the capability of scanning and viewing case documentation. 

	Current system cannot be modified to keep up with changes in PHRC policies.
	The new system will be flexible, allowing PHRC to make business related changes based solely on the needs of the day rather than be restricted by limitations of the system.   

	The current system covers all areas of case management: In-Take, Investigations, Proof Guidance, Contacts and Organizations, Case Loads and Documents, Events and Reporting (standard and ad hoc). This includes interfaces to external federal systems.
	The new system must provide a seamless process for administering and maintaining caseloads, and the people, events and documents associated with those cases. New system must maintain the ability to create user defined reports, mine data for trend reporting and ad-hoc questions, and retain the federal system interfaces. 

	PHRC staff is over-burdened in the act of managing heavy caseloads.
	The new system is to be intuitive, with a short learning curve, and minimal steps to complete an action or task. Case processing is to be enabled with work flow and work flow notifications. Efficiency will be key with a reduction in unnecessary manual entries and ability to accept data from the external electronic form submissions.

	Both PHRC and BADS have small support teams. 
	The new system is to require low maintenance and reliable, straight forward upgrade paths. 



IV-2. Nature and Scope of the Project  
A. Background

1. PHRC is the Commonwealth’s civil rights enforcement agency charged with preserving equality for Pennsylvanians covered under the Pennsylvania Human Relations Act, 43 P.S. § 951, et seq. and the Pennsylvania Fair Educational Opportunities Act, 24 P.S. §§ 5001—5010.  The PHRC achieves its mission through investigation, identification and elimination of unlawful discrimination while promoting equal opportunity for persons within the covered classes.  The legal and administrative authority for the PHRC is set forth in regulations found at Title 16, Chapter 41 of The Pennsylvania Code, 16 Pa. Code Chapter 41, which were issued pursuant to Sections 7(a) and 9 of the Pennsylvania Human Relations Act, 43 P.S. §§ 957(a) and 959; and the Pennsylvania Fair Educational Opportunities Act, 24 P.S. §§ 5001—5010, among others.  See Appendices J and K of Appendix E, Business Process and New Case Management System Functional Description.

2. The PHRC consists of 101 professional staff located in four offices.  The Central Office, located in Harrisburg serves as the principal administrative center.  Regional offices located Pittsburgh, Harrisburg and Philadelphia receive and investigate complaints brought by the public.  Each year, over 2,200 cases are investigated and closed by the Commission, with an annual floating backlog of approximately 2,000.

3. The current custom developed CMS was completed in 2002 and is at significant risk of failure.  Its underlying technology is no longer supported by its manufacturer, Microsoft Corporation.  No current tools are available to allow maintenance of the system, and the system itself is so poorly documented that troubleshooting must be performed meticulously.  This situation has been compounded by the exodus of trained IT staff from Commonwealth employment.  BADS support staff inherited this application in 2012 and do not have the detailed knowledge of the CMS to make modifications with confidence or its effect on the system as a whole.  The PHRC does have staff who understand the application from a business perspective; and one IT support staff member who shares this understanding, but has no software development background. 

4. In the summer of 2012, PHRC and OIT teamed together to begin the process of upgrading PHRCs architectures.  Since that time, PHRC central and Harrisburg offices have been migrated to an updated office space, including PCs with Microsoft® Windows 7 32-bit operating systems, Microsoft® Office 2010 tools and network.  The servers housing CMS have been upgraded, as has the backend Microsoft® SQL Server 2005 database.  The on-line form was recently deployed, and Kofax Capture™ software, as well as scanners and workstations have all been upgraded. 

5. With this backdrop, the PHRC must upgrade and modernize its Case Management System. This modernization effort also presents the PHRC with the unique opportunity to reengineer its case management processes.  PHRC is now working through a pilot process to improve its case handling procedures.  Appendix E, Business Process and New Case Management System Functional Description, is being refined via this process.


B. The Reengineering Effort

1. It has been determined that case flow through the PHRC can be greatly improved through a reduction in the number of handoffs that take place as a case moves toward closure.  To accomplish this goal, it has been necessary to examine each step in the case process to determine whether that step is necessary, whether the step might be combined with another step, and if the step is truly necessary, whether the step needs to be carried out by different individuals.

2. The requirements gathering for this re-engineering is proceeding as this RFQ is issued, however, this process will be completed prior to issuance of a purchase order resulting from this RFQ.  Appendix E, Business Process and New Case Management System Functional Description, represents the functional requirements gathered as of the issuance of this RFQ.

C. Looking Forward

1. The successful Contractor of this RFQ is to provide a complete replacement of the CMS system, with an application service or product combined with custom service deliverables that accommodates the current and future needs of the PHRC.  Contractors are allowed to base their proposals on the usage of a COTS or SaaS product.  Preliminary research showed that many COTS or SaaS offerings would require customization services, which would not be covered under the Dell/ASAP contract, hence this RFQ.

2. Should a COTS or SaaS be a part of the proposed solution, Contractor shall verify whether said licenses/subscriptions are currently available via the Commonwealth’s Software Reseller Contract Number 4400007199.  The Commonwealth reserves the right to procure such software/subscription either through the resulting purchase order, or through the Commonwealth’s Software Reseller Contract Number 4400007199.  Please refer to Section 37u of the Information Technology (IT) Services Invitation to Qualify (ITQ) Contract, 4400004480, for additional terms relating to commercially available software that is not currently available via the Commonwealth’s Software Reseller Contract Number 4400007199. For further information about getting a product on the Dell/ASAP contract, please contact Joe Millovich, Commodities Specialist at (717) 214-3434 or jmillovich@pa.gov.

3. In addition, the proposed solution MUST be compatible with the newly installed scanners (Canon imageFORMULA DR-G1130 and Canon imageFORMULA DR-M160), and the upgraded Kofax Capture™ version 10, PHRC’s new document and information capture system.  All features and functionality of the Kofax system must be available.  Namely, it must be possible to apply metadata at the point of document scanning and importing, and the Kofax system must be able to determine where to place the scanned and imported documents, so that these documents can be located, via the CMS, by the case(s) they are associated with.

4. While there are currently nearly 180,000 cases within the CMS, PHRC is only interested in migrating full records of those cases which are active, which total around 2,000 cases.  Contractors are to map and migrate these open cases into the selected solution.  The Contractor is then to determine the process of mapping and migrating partial records of the cases which are closed.  This information will be used for trending reports.  Hence, there will also be a need for Contractors to provide delineation between Closed and Open cases, allowing PHRC staff the ability to select any closed cases, and view these cases as closed cases in the selected system.  Appendices F and G, CMS4 DataBase Diagram and CMS Data Dictionary, are to aid the Contractor with this requirement.

5. In response to the requirements of Section IV-3, the Commonwealth will be looking for transparent explanations of how each requirement will be accommodated; is it part of the base product, provided via configuration changes (i.e., and will changes be impacted by upgrades), or provided via custom code or third party tools.  The Commonwealth will also be looking for a clear account of licenses or registrations required for those requirements to be accommodated for the number of staff identified and volume of cases processed.

6. This RFQ will be used to evaluate the solution as a whole, both product and service deliverables as a uniform solution.  Should the Contractor indicate that additional hardware will be required, that also must be clearly stated for evaluation purposes, and will be procured via a separate vehicle. 

IV-3. Requirements  

1. Appendix E, Business Process and New Case Management System Functional Description represents the functional requirements gathered as of the issuance of this RFQ.. Contractors will be required to respond to each element of Appendix E; however the Commonwealth will be looking for an overall statement indicating the Contractor’s ability and willingness to accommodate all aspects of Appendix E. Contractors may provide options/recommendations for modifying the requirements listed in Appendix E; however these modifications and their impact are to be clearly explained.  Submitting such options is not a waiver of the Contractor’s obligation to respond to all specifications as defined within this RFQ and to submit a proposal based on the terms and conditions of the Commonwealth’s Information Technology (IT) Services Invitation to Qualify (ITQ) Contract, 4400004480.  Contained within this Part IV, Work Statement, are requirements and tasks which the Commonwealth will require specific responses as to how the Contractor intends to achieve these requirements. 

2. With off-site based solutions, Section II-11, Emergency Preparedness and Appendix H, Non-Commonwealth Hosted Application/Service will be key requirements.  For Technical Submittals where the solution will be implemented within the Commonwealth architecture, Figure 1 and the following table describes the current CMS architecture: 
[image: ]











Figure 1 – CMS Architecture


	Environment
	Server
	Domain
	Components/Versions

	Staging
	Application Server
	CWOPA
	· Windows 2003

	Staging
	Database Server
	CWOPA
	· Windows 2003
· SQL 2008 R1

	Production
	Application Server
	CWOPA
	· Windows 2003

	Production
	Database Server
	CWOPA
	· Windows 2003
· SQL 2008 R1



Given the age of CMS, there are no plans for upgrading prior to the deployment of the new solution. Contractors are to indicate minimum specifications for any tools required to run the proposed solution.


A. [bookmark: _Toc358369919][bookmark: _Toc378685555]Acronyms, Abbreviations, and Essential Vocabulary

For clarity and ease of reference, refer to the following terms, acronyms, and abbreviations which are used throughout this document.

	Term
	Definition

	Act of Harm
	A situation or an action taken against an individual or organization that is considered to be discriminatory or to show bias or prejudice according to the laws set forth by the Commonwealth of Pennsylvania.

	Administrative Authority
	PHRC’s legal and administrative authority is given in Chapter 41 on the Pennsylvania Code, which can be found at: http://www.pacode.com/secure/data/016/chapter41/chap41toc.html

	Case Audit
	An activity where the supervisor queries cases in an HRR’s caseload, looking for particular items of interest.  The resulting list is an item for discussion between the supervisor and the HRR. 

	Case Chronology
	A list of events for a case including such items as the event date, event description, investigator name, and action.  

	Case
	A complaint is referred to as a case and may contain multiple counts.  CMS complaints are distinguished by jurisdictional area: employment, education, housing, commercial property and education.

	Character
	An individual having material interest to a case.

	Complainant
	An aggrieved person or organization that files a complaint of discrimination with PHRC.

	Constructive Action
	Action taken by the complainant to ameliorate the harmful situation, such as resigning from employment or requesting a transfer.

	Count
	A count consists of one act of harm and one protected class. 

	Decision Maker
	A principal in a case involving "similarly situated" persons where the decision maker is empowered to enforce rules.  A decision maker is important in cases where rules are alleged to have been applied in a manner that results in illegal discrimination.

	Direct Evidence
	Documentary evidence of illegal discrimination, such as a letter terminating an employee because of his disability.  Direct evidence of a particular act of harm obviates the need for proof guidance in that case.

	EEOC
	The U.S. Equal Employment Opportunity Commission.

	HRR
	Human Relations Representative aka Investigator

	HUD
	The U.S. Department of Housing and Urban Development.

	Inquiry
	A communication received from a party outside PHRC that may or may not be related to a case of discrimination.

	Lukus Case
	A case that is initially filed with EEOC; EEOC transmits these complaints to PHRC; PHRC records all relevant data for those cases and holds these cases in abeyance pending action by EEOC. 

	MOC
	Method of Contact.

	Notification
	A notification is an event that has been completed.  Notifications also include RFIs that have a responsible party.

	PHRC
	Pennsylvania Human Relations Commission

	Proof Guidance
	Describes:  1) what must be achieved to establish a prima facie case of unlawful discrimination; 2) whether the respondent can provide a non-discriminatory reason for the apparent discriminatory action or inaction; and 3) that the reason given for the non-discriminatory action is merely a pretext for unlawful discrimination.  The only exceptions to this pattern are the Mixed-Motive Pennsylvania Fair Educational Opportunities Act (PFEOA) cases where the applicability of the PFEOA may be challenged by the respondent.

	Projected Activity
	Pertains to the next action to be taken as determined by a case audit.

	Protected Class
	A basis or characteristic of an individual or organization that is believed to be the reason for discrimination, bias or prejudice.

	Respondent
	A company, agency or person(s) against whom the charge of discrimination is filed.

	RFI
	Request for Information:  Initial contact—usually by telephone or walk-in—that is not directly related to an active PHRC case. 

	Service Packet
	Documents mailed to respondent and complainant consisting of the complaint, notice to defend, and fact-finding conference rules of procedure and the date of fact finding.  Able to be sent as soon as documents are prepared.

	Similarly Situated
	One of the tenets of establishing that illegal discrimination has occurred is to show that persons who are not in same the protected class as the complainant were treated more favorably by the respondent.

	Task
	A task is an event that has not been completed. 

	TEAPOTS
	Title VIII Automated Paperless Office Tracking System:  an automated system used by HUD and PHRC Housing Investigators in the investigation and tracking of complaints and compliance reviews. 

	Use Case
	A structured, step-by-step description of a business process.



B. Work Processes

The work processes critical to the resolution of a complaint are described in the text below.  The PHRC CMS maintains and tracks these processes.  While globally confirming the Contractor provided solutions ability to accommodate the Requirements in Appendix E of this RFQ, in detail, respond to how the re-engineered CMS proposal will accommodate the core business processes and loads as described below:

1. All significant case actions are automatically logged in the case chronology. All current CMS case flow is controlled by "events" that may or may not change the status of a case.

2. Request for Information (RFI): A PHRC staff member creates an RFI whenever an individual contacts PHRC requesting non-case related information. CMS will track such a request as an RFI (Request for Information).  An existing RFI can be associated with a case after the case is created.  If the RFI pertains to a matter that might become a case, the PHRC staff member determines jurisdiction, and routes call to intake personnel who complete initial information gathering and mail cover letter and forms to complainant.

Under the replacement CMS, it is expected that the current RFI process will become part of the Intake process. A new "non-investigational" case type shall be defined for this purpose. A "non-investigational" case shall have the ability to become a regular investigational case in the normal course of case process flow. Hence, the RFI, as such, will no longer exist.

3. Intake: Upon return of completed questionnaire and forms, creates CMS case. Assessor or intake specialist confirms jurisdiction.

NOTE:  The OIT/BADS team has developed and deployed an on-line Discrimination In-Take Form, along with an internal administrative tool for vetting these electronic submissions.  Once verified, the on-line form deposits intake data into the CMS.  The proposed solution will be required to accommodate this electronic Intake process, along with the paper-based manual process.  

4. Create Draft Complaint:  Upon receipt of completed questionnaire, intake specialist contacts complainant and completes draft complaint for Complainant signature.  Complainant signs and returns complaint, which is scanned and logged into CMS.  Respondent's name and address are verified and Intake analyst submits complaint for docketing.

5. Docketing:  Intake supervisor dockets complaint and assigns to Human Relations Representative (HRR).  Clerk copies docketed complaint.  An HRR can be assigned to multiple related cases at one time. 

6. Service:  HRR prepares document and data (D&D) request, which is approved by team leader prior to mailing (with the service packet) by clerk. 

· Sub-process: A fact-finding-conference may be convened in support the D&D activity.

7. Mediation Attempt: Mediation Coordinator contacts Respondent to offer mediation. If mediation successful, case closed; otherwise, case proceeds.

8. Investigation: HRR determines strategy, may request additional documents and may convene a fact-finding conference. 

9. Analysis: HRR determines whether probable cause exists and prepares conclusions for supervisory review.  If no probable cause, Complainant and Respondent notified. Case is closed.

10. Finding and Legal Review: Investigator completes Formal Findings of Probable Cause, which are submitted for Legal review and approval.

11. Conciliation: Meeting that occurs after probable cause has been recommended by investigator and approved by the PHRC attorney.  The sole purpose of this meeting is to attempt to resolve the complaint prior to litigating the complaint via the Public Hearing process.

12. Public Hearing: A probable cause finding that fails to successfully conciliate is placed on the public hearing docket by the PHRC attorney subject to the approval of Chief Counsel and Executive Director.  Such cases will go through the pretrial and discovery process and are then scheduled for a public hearing before a panel of commissioners or the hearing examiner (or Commonwealth court in some housing cases).

13. Court Review: Final orders made by the commission that are appealed by either party are subject to judicial review by the appellate courts, or any housing case where a party elects to go directly to Commonwealth Court rather than have case heard before the Commission.

C. Current System Size and Transaction Volume

Below is background on the current size of the legacy CMS.  Contractors Technical Submissions are to verify their ability to accommodate the level of usage and complexity of data contained within:

1. Size of current CMS:
1) The system tracks about 600 basic data elements.
2) There are over 1500 different active events to choose from.
3) There are 422 specific acts of harm. (Appendix J of this RFQ shows an abridged version of an internal Solution Proposal for the Interactive Questionnaire.  This will provide an understanding as to the data being collected by CMS.) 
4) There are 1342 separate protected classes.
5) There are 245 different intake questions that can be used to create a complaint.
6) There are 21 proof guidance elements leading to 252 case analysis questions.

2. Transaction Volumes:
1) In 2010, stored in the system were:

About 7 million intake answers
Over 3 million case analysis answers
Over 2.5 million events
About 1 ¼ million documents
About 150,000 cases

2) Queries performed in 2014 show:

9.3 million intake answers
3.7 million case analysis answers
3.3 million events
172,000 cases (As of March 2014, 2,837 Cases are Open.)

3. This represents a growth of approximately 10% per year. If current laws change where new protected classes are added, i.e., LGBT, persons with a criminal history, or genetic testing, the PHRC will need to track more events, more intake questions, more acts of harm, additional proof guidance, as well as case analysis questions.  The proposed CMS will need to be flexible to accommodate such changes, and the associated increases in volume.

D. Detail Functional Requirements

Appendix K is a spreadsheet containing the primary Functional Requirements for the new CMS. Contractors are required to complete this spreadsheet in its entirety and submit along with Contractor Technical Submittal.  This spreadsheet is to be completed with the understanding of leveraging both Contractor proposed product or service, combined with the deliverables defined in Contractor Technical Submittal.  Contractor is to be specific in delineating which items are inherent with the proposed software or service, and which will be accommodated via this RFQ response. To be clear – all work required concerning custom code, software configurations and deployment is the responsibility of the Contractor, and is to be included as part of the overall schedule, and Technical and Cost submittals. 

IV-4. Tasks  
This section provides descriptions of the tasks and deliverables which will, unless otherwise noted, be the responsibility of the submitting Contractor. In responding to the Tasks listed below, please refer to I-19, Resources for an explanation of what the Commonwealth will make available to aid in the completion of these Tasks. 

4. [bookmark: _Toc322426306]Phase 1 – Requirements
1. Project Plan - Develop Project Plan that incorporates the deliverables being requested.  This Project Plan is to include all major milestones, roles and target dates.  

· Deliverable - Project Plan.

2. Scope Document – The Project Scope document should include a list of the various deliverables that should be produced throughout the project, and have a brief description of the acceptance criteria for each deliverable.  It is also very helpful to document what is NOT included in the scope for a project.  

· Deliverable – Scope Document.

3. Business Requirements Gathering – The contractor will be required to review the current CMS system and review Appendix E of this RFQ.  PHRC has business SMEs who are to be interviewed for their goals for the new system, and to verify information contained within Appendix E and how the Contractor’s solution may impact the requirements contained within that document.  If options were approved via the evaluation process and contained within the resulting purchase order, these options and their impact are to be explained.  The contractor is to provide a Requirements Traceability Matrix as a result of this task.  The Commonwealth Business Analyst will serve as the primary contact for arranging these interviews.  The Project Sponsor will possess primary approval of the Business Requirements Document generated from this task. 

· Deliverables
a) SME Interview Notes – Provide Summaries of the interviews conducted which include (1) date and time of interview, (2) attendees, and (3) issues covered and decisions made.
b) Requirements Traceability Matrix – Identifies roles, actions and anticipated outcomes.
c) Business Requirements Document – 
(i) Business context and background, including objectives
(ii) Key business Stakeholders
(iii) Glossaries of business terms and jargon
(iv) Success factors for a future/target state
(v) Business process models and analysis, flowchart notations to depict 'as-is' and 'to-be' business processes

4. Architecture/Technical Requirements – Section IV-3, Requirements gives the CMS architecture layout.  If to be installed within OIT resources, the new system minimum specifications will need to be defined. Contractors must clearly state what hardware will be required to run the proposed solution.  Additionally, the Commonwealth has contracted with Unisys Corporation for Data Center Computing Services (Contract # 4400012832), for an initiative titled Pennsylvania Compute Services (PACS). Third party software installations are an option under that contract and will be considered as a viable option for this RFQ.  If a SaaS solution, clarify the location of document storage, BADS and PHRC access to data contained within this service offering, and how PHRC are to interact with this service.  

Regardless of solution approach, Contractor is to explain how the solution supports multiple environments including, but not limited to, development, user acceptance testing, staging, production.  The contractor will need to review CMS database structures.  The Primary Technical Contact, Chief of the Application Development Section, BADS, OA OIT will serve as the primary contact for arranging access to architecture layouts and standards.  This contact will also possess primary approval of the Architecture/Technical Requirements Document generated from this task.

· Deliverables
a) BADS Interview Notes – Provide Summaries of the interviews conducted which include (1) date and time of interview, (2) attendees, and (3) issues covered and decisions made.
b) Data/Database Structure Review – Provide Summaries of the interviews conducted which include (1) date and time of interview, (2) attendees, and (3) issues covered and decisions made.
c) Architecture/Technical Requirements Document.
(i) Glossaries of business terms and local jargon
(ii) Logical data model and data dictionary
(iii) Data flow diagrams to illustrate how data flows through the information systems 
(iv) For SaaS Solution - Confirmation of required SLAs for Appendix I.
(v) Architecture Illustration (servers, hardware, software for installed COTS solutions)
[bookmark: _Toc322426307]
A. Phase 2 - Design
1. Upon successful completion and approval of the Business Requirements Gathering and Architecture/Technical Requirements Gathering from Phase 1, a Design Specification is to be developed and submitted to PHRC for approval.

2. First section.  Given the importance of usability for this application, workflow, look and feel are to be addressed.  It is imperative that PHRC and BADS understand how seamless the base solution will work with any developed code.  The contractor is to provide a storyboard concept(s) of the final system look and feel, as the document’s first section.  The contractor is to provide a design which will drive a user through the steps necessary for data input and extract.  All Concepts are subject to PHRC approval.

3. Second section.  The second section will provide full description of how business rules are to be represented via use cases.  Use cases are provided in Appendix E.

4. Third section.  The third section is to address database design.  The CMS is PHRC’s most mission critical application; hence the data stored within reflects that level of criticality.  It is required that PHRC and BADS have access to any information contained within, for the purpose of integrating with external systems.  This section is to be reviewed and approved by the Primary Technical Contact. 
1) Deliverables
a) Story Board Concept - Final system workflow, look and feel.
b) Use Case Development - full description of how business rules are to be represented, aided by OIT BA.
c) Database Design – Logical and Physical database design
d) Design Specifications Document (a- c combined submission)

B. [bookmark: _Toc322426308]Phase 3 – Configuration/Build/Testing
For each module, the following expectations are to be considered and reflected:
1. Configuration/Development – The Section Chief of the Application Development Section, BADS, OA OIT will aid in providing Commonwealth and departmental development standards.  Standards will center on naming conventions, code reuse, and code commenting, etc.  

NOTE:  It is understood that these are pre-canned products; hence many standards will not be applicable.  For those areas however which are built from scratch, considerations will be made in leveraging Commonwealth policies concerning supportability (if required), data integrity and availability. 
NOTE:  Contractors are to provide a pool of 200 hours for the creation new reports, not listed in Appendix E.

2. Database Design –   Contractor is to provide a well normalized Entity Relationship Diagram (“ERD”).  Views are also to be defined, which will target the needs for data exports and reporting. 

3. Data Conversion – Contractor is to develop a data conversion plan, including scripts, mapping and volume estimates targeting closed and open cases.  Contractor is to implement the plan, with non-compliant data falling into separate tables for cleansing.  Contractor is to provide a plan for addressing data cleansing activities, and factor in a level of effort for proof of concept of the data cleansing processes using a data sample set.

4. Applications Testing – As with most implementations, testing is a key phase of the effort.  Given this is a mission critical application; applications testing must be thorough and calculated.  The following is a table of the type of testing expected from the selected Contractor:

	Type of Testing
	Description

	Unit Testing
	Unit testing tests and reviews the basic building blocks of the custom code, such as a screen or program, to ensure that they have been built as per specifications and focuses on removing any defects prior to component integration testing.  This includes a code review for best practices and input/output testing. The successful Contractor will utilize a Unit Testing Checklist to make sure that transactions and business processes are working according to their design specifications.  

	Component Integration Testing
	Component integration testing looks at how the transactions and business processes work together.  This type of testing also insures that data exchanges and inter-process synchronization works properly.  Also, component integration testing verifies that exception-processing logic is complete and correct.  For example, it ensures that an error returned from a stored procedure call is correct and completely handled so there is no possibility of the system behaving in an unpredictable fashion.  The scope of component integration testing includes all aspects of the current functional release of high-level services.  Lastly, component integration testing is intended to ensure that the current functional release functions properly after it is connected with the existing system and previous functional releases.

	Systems Testing
	Systems’ Testing is testing the system as a whole to ensure compliance with the requirements specifications.  This includes:  verifying that the inputs into the system produce the desired responses and outputs; continual retesting (regression testing) to ensure that changes to any one component do not adversely affect the functionality of the system and that all expected results continue to be met.  Systems testing, regression testing, and quality assurance testing must be performed for each release and for all bug fix maintenance.

Given that the final CMS will contain a moderately complex series of roles and workflows, systems testing must also ensure that agency and user roles create proper workflows, unique validations, and proper reporting and data accessibility.

	Stress/Load Testing
	Stress/Load testing includes creating a test to be utilized to create a performance baseline to compare future stress tests on, and conducting performance tests on the system by identifying peak usage within units of work and system components to peak capacity.  The process also includes strategies for monitoring and resolving performance issues.  

	Accessibility
Testing
	Tests the user environment for Section 508/WCAG accessibility requirements as required by ITP E.4. Tests should be conducted at various stages -- from early designs, through prototypes to finished implementations. Tests may include automated tool and manual-visual testing of all portions of the system which will be accessed by all users.

	Security Testing
	Tests the system to ensure that all defined role-based user profiles have access to data and processes and perform functionality as per specifications.

	User Acceptance Testing
	User acceptance takes place after successful completion of all previously defined tests.  The unit and component integration tests are run to ensure that the current release is performing well against its design specifications.  User acceptance testing ensures that the current release is meeting end user requirements and expectations. This testing must allow for conditional (controlled) and “freehand” testing using quality, as well as, flawed data and keystroke scenarios. “Parallel” testing will be conducted, to the extent of showing balances in annual trending reports between the new CMS and the legacy CMS. 



· Deliverables
a) Completed Case Management System (CMS).
b) Finalized Database Design and ERD.
c) Legacy data housed within the completed Contractors CMS.


d) Sign-Offs from the testing stages:
(i) Contractor certification of Unit, Component Integration, Systems, Stress/Load, Accessibility and Security testing.
(ii) OIT verification of Contractor Testing.
(iii) Finalized Contractor developed Test Scripts (aided by the OIT BA) for PHRC User Acceptance Testing. 
(iv) PHRC Verification of successful User Acceptance Testing.

C. [bookmark: _Toc322426309]Phase 4 – Deploy / Knowledge Transfer
1. User and IT Support Training - PHRC will need 20 Business SME’s to be trained for their respective roles e.g. scanning, data entry, business work flow etc.  These 20 SMEs will become system champions. A program is to be developed by the Contractor for PHRC to deploy a “Train-the-Trainer” program.  BADS and PHRC will also need three (3) IT support staff trained on the product for familiarity of usage and support.  The BADS will also require knowledge transfer and training for the database and user interfaces. Contractor is to provide the resources, training materials and hours required to complete this task in the RFQ Technical response.

2. Limited System Blackout – This is a mission critical system, heavily used on a daily basis.  Management and IT staff are able to work after hours and on weekends to aid in data migrations and final testing. An initial push of production data is to be completed, with OIT and PHRC testing for “Production Ready”.  “Production Ready” is defined as case data is housed in the new CMS properly, and reports produce balanced counts with the legacy CMS.  Once “Go-Live” has been determined, a minor data migration of changed (transactional) data is to be posted to the production environment. Additionally, the system and any custom software must be available on a Monday through Friday 07:00 – 19:00 ET basis.

3. Implementation and Go Live – Only after all documentation has been approved at each phase, and the PHRC Contract Project Sponsor has approved that all artifacts are in good working order, can the application modules be deployed from Development to Test, and from Test to Production. All applications will need to be reviewed for vulnerabilities. The selected Contractor is to follow OIT/BADS deployment procedures for all developed materials. 

4. Helpdesk and Problem Resolution – The Contractor shall describe the features and services relevant to problem management:  
1) Help Desk (required for SaaS): Referring to required SLAs listed in Appendix I, the Contractor shall describe its Tier-1 and Tier-2 support practices (as appropriate) to include hours of operation target response times, and escalation procedures. 
2) Problem Resolution: The Contractor shall explain the means by which it manages problems to include performing root-cause analysis and defect prevention.

5. Documentation/Knowledge Transfer – With respect for not disclosing proprietary issues, where feasible, Close-Out Documentation is to include, but not be limited to, a Physical Design Document, Logical Flows, Data Dictionary, Technical Support, User Manuals, and on-line help files.  Knowledge transfer is to be provided to the PHRC and BADS IT support designees to the extent that upon completion, the PHRC and BADS  IT support designees will be able to independently perform system support activities (if housed in-house), such as backups, minor changes, fulfill data and reporting requests, etc.  BADS will need a detailed implementation plan for the roll-out of the final product, which is to include a roll-back process for contingency planning.

IV-5. Reports and Project Control  
The selected Contractor shall provide project management services throughout the life of the project.  The selected Contractor shall create, maintain and execute the following plans, reports, and supporting documentation in a format agreed to by the Commonwealth.  Contractors shall submit its project management methodology and/or draft plans which it proposes to use for this project.  The selected Contractor must submit final plan(s) no later than 15 days of receiving the notice to proceed.  All plans are subject to Commonwealth approval.  

To accommodate the housing of this documentation, a PHRC Cased Management System project site has been created (in SharePoint).  This is an external facing site, which can be accessed by all partners, containing a project calendar, discussion board, and areas for project issues, project plan, project risks, tasks, team members and shared documents.  This will be the central repository for all project tracking. 

A. Project Management Plan.  The project management shall include but not be limited to the following:

1. Project Plan.  The project plan must describe the scope of work for the project and how the scope will be managed.  The project plan shall act as a confirmation of project scope, phasing, implementation objectives, and be detailed enough to ensure the product is delivered on time, within projected estimates, and meets all requirements as specified in the RFQ.  The project plan must include, but is not limited to:

1) Project Scope Statement 
2) Scope Management Process 
3) Major Milestones /Deliverables
4) Work Breakdown Structure (WBS)
5) Timeline and Budget

2. Requirements Management Plan.  The requirements management plan must describe the process and approach to manage and address requirements throughout the life of the project.  The requirements management plan shall include:

1) Requirements Management Process
2) Roles and Responsibilities
3) Requirements Traceability Matrix (RTM)

3. Risk Management Plan.  The risk management plan must describe the approach used to manage risk throughout the life of the project, how contingency plans are implemented, and how project reserves are allocated to handle the risks.  The plan will include the methods for identifying risks, tracking risks, documenting response strategies, and communicating risk information.  The risk management plan shall include:

1) Risk Management Process
2) Roles and Responsibilities
3) Rules/Procedures
4) Risk Impact Analysis Approach
5) Tools

4. Issue Management Plan.  The issue management plan must describe the approach for capturing and managing issues throughout the life of the project to ensure the project is moving forward and avoids unnecessary delays.  The issues management plan shall include:

1) Issues Management Approach
2) Roles and Responsibilities
3) Tools
 
5. Change Control Management Plan.  The change control management plan must describe the approach to effectively manage changes throughout the life of a project. The plan will include the process to track change requests from submittal to final disposition (submission, coordination, review, evaluation, categorization), the method used to communicate change requests and their status (approved, deferred, or rejected), the escalation process if changes cannot be resolved by the review team, and the process for project re-baselining.  The change control management plan shall include:

1) Change Management Process
2) Roles and Responsibilities
3) Rules/Procedures
4) Change Impact Analysis Approach
5) Tools
 
6. Communications Management Plan.  The communications management plan must describe the communications process that will be used throughout the life of the project.  The process must include the tools and techniques that will provide timely and appropriate generation, collection, distribution, storage, retrieval and disposition of project information.   The communications management plan shall include:

1) Communications Management Process
2) Roles and Responsibilities
3) Reporting Tools and Techniques
4) Meeting Types and Frequency 

7. Quality Management Plan.  The quality management plan must describe the approach used to address Quality Assurance (QA) and Quality Control (QC) throughout the life of the project.  The quality management plan should identify the quality processes and practices including the periodic reviews, audits and the testing strategy for key deliverables.  The plan should also include the criteria by which quality is measured, the tolerances required of product and project deliverables, how compliance is measured, and the process for addressing those instances whenever quality measures are out of tolerance or compliance.  The quality management plan will include:

1) Quality Management Process
2) Roles and Responsibilities
3) Tools
4) Quality Standards
5) Defect Management

8. Time Management Plan.  The time management plan must describe the process for controlling the proposed schedule and how the achievement of tasks and milestones will be identified and reported.  The plan must also detail the process to identify, resolve, and report resolution of problems such as schedule slippage.  The time management plan will include:

1) Time Management Process
2) Role and Responsibilities
3) Tools and Techniques
4) Work Plan

Where appropriate, a PERT or GANTT chart display should be used to show project, task, and time relationship.

B. Status Report.  Biweekly status meetings to address project risks, issues and concerns regarding scope, timeline and budget, as well as a review of project status, review of in-process deliverables and tasks; planning for upcoming tasks and a review of action items and the change request log. A periodic weekly progress report (due on Tuesdays) covering activities, problems and recommendations.  This report should be keyed to the work plan the Contractor 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.  A final report produced for the project to be used by the Commonwealth to assess the success of the project, identify best practices for future projects, resolve all open issues, and formally close the project.  Contractor is to provide draft copies of the final report to permit PHRC to satisfy itself as to the report’s completeness and factual accuracy.  The final report is to include at the least, the following:

1. Abstract or summarize the result of the service in terminology that will be meaningful to management and others generally familiar with the subject areas.
2. Describe data collection and analytical and other techniques used during the study.
3. Summarize findings, conclusions and recommendations developed in each task.
4. Include all supporting documentation; e.g., flow-charts, forms, questionnaires, etc.
5. Recommend a time-phased work plan for implementing the recommendations (if appropriate). 

IV-6. [bookmark: _Toc62967380][bookmark: _Toc63157351]Purchase order Requirements — Small Diverse Business Participation
All purchase orders containing Small Diverse Business participation must also include a provision requiring the selected Contractor to meet and maintain those commitments made to Small Diverse Businesses at the time of proposal submittal or purchase order negotiation, unless a change in the commitment is approved by the BSBO.  All purchase orders containing Small Diverse Business participation must include a provision requiring Small Diverse Business subcontractors to perform at least 50% of the subcontracted work.

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

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

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

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