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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:

RA-OITPurchases@pa.gov
	Potential Offerors
	Wednesday, 

January 20, 2016 

at 12:00 PM

	Pre-proposal Conference - Location
Office for Information Technology

Bureau of IT Procurement

613 North Street
Finance Building, Conference Room 503
Harrisburg, PA 17120-0400
	Issuing Office/Potential Offerors
	Monday, 

January 25, 2016 at 1:00 PM

	Answers to Potential Offeror questions posted to the DGS website (http://www.emarketplace.state.pa.us) no later than this date.
	Issuing Office
	Thursday,

January 28, 2016 at 3:00 PM

	Please monitor website for all communications regarding the RFP.
	Potential Offerors
	On going

	Sealed proposal must be received by the Issuing Office at:
Barbara Booher, Bureau of IT Procurement

c/o Commonwealth Mail Processing Center

2 Technology Park (rear)

Attn:  IT Procurement, 506 Finance

Harrisburg, PA  17110-0400
Proposals must be time and date stamped by the facility receiving the proposal.  Proposals may only be hand-delivered between 6:15 a.m. and 2:15 p.m., Monday through Friday, excluding Commonwealth holidays.
	Offerors
	Tuesday,

February 9, 2016 at 1:00 PM


PART  I

GENERAL INFORMATION
I-1. Purpose.  This request for proposals (RFP) provides to those interested in submitting proposals for the subject procurement (“Offerors”) sufficient information to enable them to prepare and submit proposals for the Office for Information Technology, Bureau of IT Procurement’s consideration on behalf of the Commonwealth of Pennsylvania (“Commonwealth”) to satisfy a need for DDAP Data System (“Project”).

I-2. Issuing Office.  The Office for Information Technology (“Issuing Office”) has issued this RFP on behalf of the Commonwealth.  The sole point of contact in the Commonwealth for this RFP shall be Barbara Booher, Office for Information Technology, Bureau of IT Procurement, 613 North Street, Finance Building, Room 506, Harrisburg, PA 17120-0400, RA-OITPurchases@pa.gov, the Issuing Officer for this RFP.  Please refer all inquiries to the Issuing Officer.

I-3. Scope.  This RFP 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 Offerors must meet to be eligible for consideration; general evaluation criteria; and other requirements specific to this RFP.

I-4. Problem Statement.  The Pennsylvania Department of Drug and Alcohol Programs (DDAP) wishes to procure Software as a Service (SaaS) solution to meet its requirements under the Substance Abuse Prevention and Treatment Block Grant (SAPTBG).  This solution will replace a legacy performance-based prevention system which is currently an out-sourced system, fully hosted and managed by a vendor.  In addition, this solution needs to meet the SAPTBG treatment reporting requirements, including the reporting of Treatment Episode Data (TEDS) to SAMHSA.    Additional detail is provided in Part IV of this RFP.
I-5. Type of Contract.  It is proposed that if the Issuing Office enters into a contract as a result of this RFP, it will be a firm, fixed price contract containing the Contract Terms and Conditions as shown in Appendix A.  The Issuing Office, in its sole discretion, may undertake negotiations with Offerors whose proposals, in the judgment of the Issuing Office, show them to be qualified, responsible and capable of performing the Project.
I-6. Rejection of Proposals.  The Issuing Office reserves the right, in its sole and complete discretion, to reject any proposal received as a result of this RFP.
I-7. Incurring Costs.  The Issuing Office is not liable for any costs the Offeror incurs in preparation and submission of its proposal, in participating in the RFP process or in anticipation of award of the contract.
I-8. Pre-proposal Conference.  The Issuing Office will hold a Pre-proposal conference as specified in the Calendar of Events.  The purpose of this conference is to provide opportunity for clarification of the RFP.  Offerors should forward all questions to the Issuing Office in accordance with Part I, Section I-9 to ensure adequate time for analysis before the Issuing Office provides an answer.  Offerors may also ask questions at the conference.  In view of the limited facilities available for the conference, Offerors should limit their representation to two (2) individuals per Offeror.  The Pre-proposal conference is for information only.  Any answers furnished during the conference will not be official until they have been verified, in writing, by the Issuing Office.  All questions and written answers will be posted on the Department of General Services’ (DGS) website as an addendum to, and shall become part of, this RFP.  Attendance at the Pre-proposal Conference is not mandatory. 
I-9. Questions & Answers.  If an Offeror has any questions regarding this RFP, the Offeror must submit the questions by email (with the subject line “RFP 6100036444 Question”) to the Issuing Officer named in Part I, Section I-2 of the RFP.  Questions must be submitted via email no later than the date indicated on the Calendar of Events.  The Offeror shall not attempt to contact the Issuing Officer by any other means.  The Issuing Officer shall post the answers to the questions on the DGS website by the date stated on the Calendar of Events.  Submit questions on the Questions Submittal Template, Appendix B, to RA-OITPurchases@pa.gov. An Offeror 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 Offeror 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 Offeror to specific provisions in the RFP.  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 must be provided to all Offerors through an addendum.
All questions and responses as posted on the DGS website are considered as an addendum to, and part of, this RFP in accordance with RFP Part I, Section I-10.  Each Offeror shall be responsible to monitor the DGS website for new or revised RFP 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 RFP 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-10. Addenda to the RFP.  If the Issuing Office deems it necessary to revise any part of this RFP before the proposal response date, the Issuing Office will post an addendum to the DGS website at http://www.emarketplace.state.pa.us.  It is the Offeror’s responsibility to periodically check the website for any new information or addenda to the RFP.  Answers to the questions asked during the Questions & Answers period also will be posted to the website as an addendum to the RFP.
I-11. Response Date.  To be considered for selection, hard copies of proposals must arrive at the Issuing Office on or before the time and date specified in the RFP Calendar of Events.  The Issuing Office will not accept proposals via email or facsimile transmission.  Offerors who send proposals by mail or other delivery service should allow sufficient delivery time to ensure timely receipt of their proposals.  If, due to inclement weather, natural disaster, or any other cause, the Commonwealth office location to which proposals are to be returned is closed on the proposal response date, the deadline for submission will be automatically extended until the next Commonwealth business day on which the office is open, unless the Issuing Office otherwise notifies Offerors by posting an Addendum to the RFP.  The hour for submission of proposals shall remain the same.  The Issuing Office will reject unopened, any late proposals.
I-12. Proposals.  To be considered, Offerors should submit a complete response to this RFP to the Issuing Office, using the format provided in Part II, providing thirteen (13) paper copies of the Technical Submittal and two (2) paper copies of the Cost Submittal and two (2) paper copies of the Small Diverse Business (SDB) participation submittal.  In addition to the paper copies of the proposal, Offerors shall submit two complete and exact copies of the entire proposal (Technical, Cost and SDB submittals, along with all requested documents) on CD-ROM or Flash drive in Microsoft Office or Microsoft Office-compatible format.  The electronic copy must be a mirror image of the paper copy and any spreadsheets must be in Microsoft Excel.  The Offerors may not lock or protect any cells or tabs.  Offerors should ensure that there is no costing information in the technical submittal.  Offerors should not reiterate technical information in the cost submittal. The CD or Flash drive should clearly identify the Offeror and include the name and version number of the virus scanning software that was used to scan the CD or Flash drive before it was submitted. The Offeror shall make no other distribution of its proposal to any other Offeror or Commonwealth official or Commonwealth consultant.  Each proposal page should be numbered for ease of reference.  An official authorized to bind the Offeror to its provisions must sign the proposal. If the official signs the Proposal Cover Sheet (Appendix C to this RFP) and the Proposal Cover Sheet is attached to the Offeror’s proposal, the requirement will be met.  For this RFP, the proposal must remain valid until a contract is fully executed.  If the Issuing Office selects the Offeror’s proposal for award, the contents of the selected Offeror’s proposal will become, except to the extent the contents are changed through Best and Final Offers or negotiations, contractual obligations.  
Each Offeror submitting a proposal specifically waives any right to withdraw or modify it, except that the Offeror 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.  An Offeror 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.  An Offeror 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 RFP requirements.
I-13. 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-verified 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 Diversity, Inclusion and Small Business Opportunities

Room 611, North Office Building

Harrisburg, PA 17125

Phone:  (717) 783-3119

Fax:  (717) 787-7052

Email:  gs-@pa.gov


Website:  www.dgs.state.pa.us
The Department’s directory of BDISBO-verified minority, women, veteran and service disabled veteran-owned businesses can be accessed from: Searching for Small Diverse Businesses.
I-14. Economy of Preparation.  Offerors should prepare proposals simply and economically, providing a straightforward, concise description of the Offeror’s ability to meet the requirements of the RFP.  
I-15. Alternate Proposals.  The Issuing Office will not accept alternate proposals. 

I-16. Discussions for Clarification.  Offerors may be required to make an oral or written clarification of their proposals to the Issuing Office to ensure thorough mutual understanding and Offeror 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 contract execution.
I-17. Prime Contractor Responsibilities.  The contract will require the selected Offeror to assume responsibility for all services offered in its proposal whether it produces them itself or by subcontract.  The Issuing Office will consider the selected Offeror to be the sole point of contact with regard to contractual matters.
I-18. 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 Offerors’ submissions in order to evaluate proposals submitted in response to this RFP.  Accordingly, except as provided herein, Offerors should not label proposal submissions as confidential or proprietary or trade secret protected.  Any Offeror who determines that it must divulge such information as part of its proposal must submit the signed written statement described in subsection c. below and must additionally provide a redacted version of its proposal, which removes only the confidential proprietary information and trade secrets, for required public disclosure purposes. 
B. Commonwealth Use.  All material submitted with the proposal shall be considered the property of the Commonwealth of Pennsylvania and may be returned only at the Issuing Office’s option.  The Commonwealth has the right to use any or all ideas not protected by intellectual property rights that are presented in any proposal regardless of whether the proposal becomes part of a contract.  Notwithstanding any Offeror 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 RFP, 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 Trade Secret Proprietary Information Notice Appendix D.  If financial capability information is submitted in response to Part II of this RFP such financial capability information is exempt from public records disclosure under 65 P.S. § 67.708(b) (26).
I-19. Best and Final Offers.  
A. While not required, the Issuing Office reserves the right to conduct discussions with Offerors for the purpose of obtaining “best and final offers.”  To obtain best and final offers from Offerors, the Issuing Office may do one or more of the following, in any combination and order:
1. Schedule oral presentations;

2. Request revised proposals; 

3. Conduct a reverse online auction; and

4. Enter into pre-selection negotiations.
B. The following Offerors will not be invited by the Issuing Office to submit a Best and Final Offer:

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

2. Those Offerors, 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 contract. 

3. Those Offerors 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 offerors which the Issuing Office has, within its discretion, determined to be within the top competitive range of responsive proposals. 

C. The 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 Offeror’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-20. News Releases.  Offerors 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-21. Restriction of Contact.  From the issue date of this RFP until the Issuing Office selects a proposal for award, the Issuing Officer is the sole point of contact concerning this RFP.  Any violation of this condition may be cause for the Issuing Office to reject the offending Offeror’s proposal.  If the Issuing Office later discovers that the Offeror has engaged in any violations of this condition, the Issuing Office may reject the offending Offeror’s proposal or rescind its contract award.  Offerors must agree not to distribute any part of their proposals beyond the Issuing Office.  An Offeror who shares information contained in its proposal with other Commonwealth personnel and/or competing Offeror personnel may be disqualified.

I-22. Issuing Office Participation.  Offerors shall provide all services, supplies, facilities, and other support necessary to complete the identified work, except as otherwise provided in this Part I, Section I-22.  DDAP will provide meeting space in Harrisburg PA and training space in various locations across the state as needed.  DDAP will also provide office space/cubicles, computers, and telephones for up to three (3) personnel during implementation.
I-23. Term of Contract.  The term of the contract will commence on the Effective Date and will end in four (4) years with an additional three (3), one-year renewal options, which may be exercised at the Commonwealth’s sole discretion. The Issuing Office will fix the Effective Date after the contract has been fully executed by the selected Offeror and by the Commonwealth and all approvals required by Commonwealth contracting procedures have been obtained.  The selected Offeror shall not begin to perform or incur any expenses under the contract until (1) the contract Effective Date has arrived; (2) it has received a copy of the fully executed contract; and (3) it has received a purchase order or other written notice to proceed signed by the Contracting Officer.
I-24. Offeror’s Representations and Authorizations.  By submitting its proposal, each Offeror understands, represents, and acknowledges that:

A. All of the Offeror’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 awarding the contract(s).  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 Offeror has arrived at the price(s) and amounts in its proposal independently and without consultation, communication, or agreement with any other Offeror or potential offeror.

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

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

E. The Offeror 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 Offeror, the Offeror, 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 Offeror has disclosed in its proposal.

G. To the best of the knowledge of the person signing the proposal for the Offeror and except as the Offeror has otherwise disclosed in its proposal, the Offeror 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 Offeror that is owed to the Commonwealth.

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

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

K. Until the selected Offeror receives a fully executed and approved written contract from the Issuing Office, there is no legal and valid contract, in law or in equity. The selected Offeror shall not begin to perform or incur any expenses under the contract until (1) the contract Effective Date has arrived; (2) it has received a copy of the fully executed contract; and 3) it has received a purchase order or other written notice to proceed signed by the Contracting Officer.
I-25. Notification of Selection.  
A. Contract Negotiations.  The Issuing Office will notify all Offerors in writing of the Offeror selected for contract 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.  Offerors whose proposals are not selected will be notified when contract negotiations have been successfully completed and the Issuing Office has received the final negotiated contract signed by the selected Offeror.

I-26. Debriefing Conferences.  Upon notification of award, Offerors 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 Offeror with other Offerors, other than the position of the Offeror’s proposal in relation to all other Offeror proposals.  An Offeror’s exercise of the opportunity to be debriefed does not constitute nor toll the time for filing a protest (See Section I-27 of this RFP).
I-27. RFP Protest Procedure.    
A. Who May File a Protest.  An Offeror or Prospective Offeror which is aggrieved in connection with the RFP or award of the contract may file a protest.   An Offeror is an entity which submits a proposal in response to an RFP.  A Prospective Offeror is an entity which has not submitted a proposal in response to the RFP.  No protest may be filed if the RFP is cancelled or if all proposals received in response to the RFP are rejected.

B. Place for Filing.   A protest must be filed with the Agency Head Designee by either email or hardcopy. 

1. A protest filed by email should be submitted to RA-oitprotests@pa.gov, with a subject line including the solicitation number 6100036444 for which the action is being filed.
2. A protest filed by hardcopy should be submitted to the attention of the Agency Head Designee at the following address:

V. Reid Walsh

Chief of Staff to the Secretary of Administration 

613 North Street

Room 207

Harrisburg, PA 17120

C. Time for Filing.

1. A Prospective Offeror which is considering filing a proposal must file the 

protest  within  seven (7)  days after  the  Prospective Offeror knew or should have known  of the facts giving  rise to the protest, but in no event  later than the proposal submission  deadline specified in the RFP.

2. A protest filed by an Offeror which submits a proposal must be filed within seven (7) days after the protesting Offeror knew or should have known of the facts giving rise to the protest, but in no event may an Offeror file a protest later than seven (7) days after the date the notice of award of the contract is posted on the DGS website.

3. The date of filing the protest is the date the Agency Head Designee receives the protest.

4. For purposes of this RFP, to be timely, a protest must be received by 4:00 p.m. of the seventh day.

5. Commonwealth agencies are required by law to disregard any protest received beyond the deadlines established in this Section I-28.

D. Contents of Protest.

1. A protest must be in writing.  Hard copy in paper and electronic copy via email are acceptable.

2. A protest shall state all grounds upon which the protesting party asserts that the RFP or contract award was improper.

3. The protesting party may submit with the protest any documents or information it deems relevant.

E. Notice of Protest.

1. The Agency Head Designee will notify the successful Offeror of the protest if contractor selection has already been made.

2. If the Agency Head Designee receives the protest before selection, and he or she determines that substantial issues are raised by the protest, the Agency Head Designee will, in the sole discretion of the Agency Head Designee, notify all Offerors which appear to have a substantial and reasonable prospect of selection, as determined by the Agency Head, that a protest has been filed.

F. Stay of Procurement.

1. The Agency Head designee will promptly decide upon receipt  of a timely  protest  whether  or not the award  of a contract  shall be delayed, or if the protest  is timely  received  after the award, whether  the performance of the contract  should be suspended.

2. The Issuing Office shall not proceed further with the RFP unless the Agency Head Designee makes a written determination that the protest is clearly without merit or that award of the contract without delay is necessary to protect the substantial interests of the Commonwealth.

G. Response and Reply.

1. Within 15 days of receipt of the protest, a response to the protest may be submitted to the Agency Head Designee.  The protesting party must be copied on the response.

2. The protesting party may file a reply to the response within ten days of the date of the response.

H. Procedures.

1. The Agency Head Designee shall review the protest and any response and reply.

2. The Agency Head Designee may request and review such additional documents or information he deems necessary to render a decision and may, at his sole discretion, conduct a hearing.  

3. The Agency Head Designee shall provide to the protesting party and the contracting officer a reasonable opportunity to review and address any additional documents or information deemed necessary by the Agency Head Designee to render a decision.
I. Determination. 

The Agency Head Designee shall promptly, but in no event later than 60 days from the filing of the protest unless both parties agree to an extension, issue a written determination. The determination shall:

1. State the reason for the decision, and

2. If the determination is a denial of the protest, inform the protesting party of its right to file an action in the Commonwealth Court within fifteen (15) days of the determination mailing date.

3. The Agency Head Designee shall send a copy of the determination to the protesting party and any other person determined by the Agency Head Designee in his sole discretion to be affected by the determination.

I-28. Use of Electronic Versions of this RFP.  This RFP is being made available by electronic means.  If an Offeror electronically accepts the RFP, the Offeror acknowledges and accepts full responsibility to insure that no changes are made to the RFP.  In the event of a conflict between a version of the RFP in the Offeror’s possession and the Issuing Office’s version of the RFP, the Issuing Office’s version shall govern.

I-29. Information Technology Policies.

This RFP 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.oa.pa.gov/Policies/Pages/itp.aspx.
All proposals must be submitted on the basis that all ITP’s are applicable to this procurement.   It is the responsibility of the Offeror to read and be familiar with the ITP’s.  Notwithstanding the foregoing, if the Offeror 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 Offeror’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 ITP’s. 

I-30. Participating Addendum with an External Procurement Activity.  Section 1902 of the Commonwealth Procurement Code, 62 Pa.C.S. § 1902, permits external procurement activities to participate in cooperative purchasing agreements for the procurement of services, supplies or construction.

A. Definitions. The following words and phrases have the meanings set forth in this provision:
1. External procurement activity:  The term, as defined in 62 Pa. C. S. § 
1901, means a “buying organization not located in the Commonwealth [of 
Pennsylvania] which if located in this Commonwealth would qualify as a 
public procurement unit [under 62 Pa. C.S. §1901].  An agency of the 
United States is an external procurement activity.”

2. Participating addendum:  A bilateral agreement executed by the 
Contractor and an external procurement activity that clarifies the operation 
of the Contract for the external procurement activity concerned.  The 
terms and conditions in any participating addendum shall affect only the 
procurements of the purchasing entities under the jurisdiction of the 
external procurement activity signing the participating addendum.

3. Public procurement unit:  The term, as defined in 62 Pa. C. S. § 1901, 
means a “local public procurement unit or purchasing agency.”

4. Purchasing agency:  The term, as defined in 62 Pa. C. S. § 103, means a “Commonwealth agency authorized by this part or any other law to enter 
into contracts for itself or as the agent of another Commonwealth agency.”

B. General.  A participating addendum shall incorporate the terms and conditions of 
the Contract resulting from this RFP.  The Contractor shall not be required to 
enter into any participating addendum.

C. Additional Terms.

1. A participating addendum may include additional terms that are required by the law governing the external procurement activity.

2. A participating addendum may include new, mutually agreed upon terms that clarify ordering procedures specific to a participating external procurement activity.

3. The construction and effect of any participating addendum shall be governed by and construed in accordance with the laws governing the external procurement activity.

4. If an additional term requested by the external procurement activity will result in an increased cost to the Contractor, the Contractor shall adjust its pricing up or down accordingly.

D. Prices.
1. Price adjustment.  For any costs affecting the percent markup that the Contractor will or will not incur or that differ from costs incurred or not incurred in the fulfillment of this Contract, the Contractor shall adjust its pricing up or down accordingly.  These costs may include, but not be limited to:

a) State and local taxes;

b) Unemployment and workers compensation fees;

c) E-commerce transaction fees; and

d) Costs associated with additional terms, established pursuant to this Part I, Section I-32.

2. The Contractor’s pricing for an external procurement activity shall 
be firm and fixed for the duration of the initial term of the Contract.  After the initial term of the Contract, if the Contract is renewed, the Contractor’s pricing may be adjusted up or down based on market conditions only with the mutual agreement of both the Contractor and any external procurement activity.

E. Usage Reports on External Procurement Activities.  The Contractor shall furnish to the Contracting Officer an electronic quarterly usage report, preferably in spreadsheet format no later than the fifteenth calendar day of the succeeding calendar quarter. Reports shall be e-mailed to the Contracting Officer for the Contract. Each report shall indicate the name and address of the Contractor, contract number, period covered by the report, the name of the external procurement activity that has used the Contract and the total volume of sales to the external procurement activity for the reporting period. 

F. Electronic Copy of Participating Addendum.  The Contractor, upon request of the Contracting Officer, shall submit one electronic copy of the participating addendum to the Contracting Officer within ten days after request.
PART  II
PROPOSAL REQUIREMENTS

Offerors 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 RFP.  Offerors 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 RFP Part II, Sections II‑1 through
II‑8;

B. Small Diverse Business participation submittal, in response to RFP Part II, Section II‑9; and 

C. Cost Submittal, in response to RFP Part II, Section II‑10.
The Issuing Office reserves the right to request additional information which, in the Issuing Office’s opinion, is necessary to assure that the Offeror’s competence, number of qualified employees, business organization, and financial resources are adequate to perform according to the RFP.

The Issuing Office may make investigations as deemed necessary to determine the ability of the Offeror to perform the Project, and the Offeror 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 Offeror fails to satisfy the Issuing Office that such Offeror is properly qualified to carry out the obligations of the RFP and to complete the Project as specified.

II-1. Statement of the Problem.  State in succinct terms your understanding of the problem presented or the service required by this RFP.

II-2. 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-3. Work Plan.  Describe in narrative form your technical plan for accomplishing the work.  Use the task descriptions in Part IV of this RFP as your reference point.  Modifications of the task descriptions are permitted; however, reasons for changes should be fully explained.  Indicate roles and responsibilities for both the Offeror and the Commonwealth, 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.

II-4. Prior Experience.  Include experience in implementing, operating, and maintaining Data Collection Systems and providing services of similar size and scope those outlined in this RFP.  Experience shown should be work done by individuals who will be assigned to this project as well as that of your company.  Studies or projects referred to must be identified and the name of the customer shown, including the name, address, and telephone number of the responsible official of the customer, company, or agency who may be contacted.  Reference Appendix E - Project References.
II-5. Personnel.  Include the number of executive and professional personnel, analysts, auditors, researchers, programmers, consultants, etc., who will be engaged in the work.  Show where these personnel will be physically located during the time they are engaged in the Project.  For key personnel include the employee’s name and, through a resume or similar document, the Project personnel’s education and experience in providing the recommended services and solutions.  Key personnel shall include personnel key to the performance of this project, such as Project Manager, Account Manager, Testing Lead, Implementation Lead, Business Analyst(s), Trainer(s), and Product Specialist(s) responsible for ongoing support, maintenance and modification of this Project.  Indicate the responsibilities each individual will have in this Project and how long each has been with your company.  Identify by name any subcontractors you intend to use and the services they will perform. Reference Appendix F - Personnel Experience by Key Position.
II-6. 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-7. Financial Capability.  Describe your company’s financial stability and economic capability to perform the contract requirements.  Provide your company’s financial statements (audited, if available) for the past three fiscal years.  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.  If your company is a publicly traded company, please provide a link to your financial records on your company website in lieu of providing hardcopies.  The Commonwealth reserves the right to request additional information it deems necessary to evaluate an Offeror’s financial capability.
II-8. Objections and Additions to IT Contract Terms and Conditions.  The Offeror will identify which, if any, of the terms and conditions (contained in Appendix A - IT Contract Terms and Conditions) it would like to negotiate and what additional terms and conditions the Offeror would like to add to the contract terms and conditions.  The Offeror’s failure to make a submission under this paragraph will result in its waiving its right to do so later, but the Issuing Office may consider late objections and requests for additions if to do so, in the Issuing Office’s sole discretion, would be in the best interest of the Commonwealth.  The Issuing Office may, in its sole discretion, accept or reject any requested changes to the contract terms and conditions.  The Offeror shall not request changes to the other provisions of the RFP, nor shall the Offeror request to completely substitute its own terms and conditions for Appendix A.  All terms and conditions must appear in one integrated contract.  The Issuing Office will not accept references to the Offeror’s, or any other, online guides or online terms and conditions contained in any proposal.

Regardless of any objections set out in its proposal, the Offeror must submit its proposal, including the cost proposal, on the basis of the terms and conditions set out in Appendix A.  The Issuing Office will reject any proposal that is conditioned on the negotiation of the terms and conditions set out in Appendix A or to other provisions of the RFP as specifically identified above.  
II-9. 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), an Offeror must include proof of Small Diverse Business qualification in the Small Diverse Business participation submittal of the proposal, as indicated below:

A Small Diverse Business verified by BDISBO as a Small Diverse Business must provide a photocopy of its DGS issued certificate entitled “Notice of Small Business Self-Certification and Small Diverse Business Verification” indicating its diverse status.
B. In addition to the above certificate, the Offeror must include in the Small Diverse Business participation submittal of the proposal the following information:

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

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

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

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

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

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

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

f) A subcontract or letter of intent signed by the Offeror 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 contract 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 contract as provided in the Offeror's Cost Submittal.  Attached is a letter of intent template which may be used to satisfy these requirements. Reference Appendix G - Small Diverse Business Letter of Intent.
g) The name, address and telephone number of the primary contact person for each Small Diverse Business.

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

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

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

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

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

II-10. Cost Submittal.  The information requested in this Part II, Section II-10 shall constitute the Cost Submittal.  The Cost Submittal shall be placed in a separate sealed envelope within the sealed proposal, separated from the technical submittal.  The total proposed cost shall be broken down into the following components listed in Appendix H.

Offerors should not include any assumptions in their cost submittals.  If the Offeror includes assumptions in its cost submittal, the Issuing Office may reject the proposal.  Offerors should direct in writing to the Issuing Office pursuant to Part I, Section I-9, of this RFP any questions about whether a cost or other component is included or applies.  All Offerors will then have the benefit of the Issuing Office’s written answer so that all proposals are submitted on the same basis.

The Issuing Office will reimburse the selected Offeror for work satisfactorily performed after execution of a written contract and the start of the contract term, in accordance with contract requirements, and only after the Issuing Office has issued a notice to proceed.

II-11. Domestic Workforce Utilization Certification.  Complete and sign the Domestic Workforce Utilization Certification contained in Appendix I of this RFP. Offerors 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.
PART III
CRITERIA FOR SELECTION
III-1. Mandatory Responsiveness Requirements.  To be eligible for selection, a proposal must be:

A. Timely received from an Offeror; 

B. Properly signed by the Offeror.

III-2. Technical Nonconforming Proposals.  The two (2) Mandatory Responsiveness Requirements set forth in Section III-1 above (A-B) are the only RFP requirements that the Commonwealth will consider to be non-waivable. The Issuing Office reserves the right, in its sole discretion, to (1) waive any other technical or immaterial nonconformities in an Offeror’s proposal, (2) allow the Offeror to cure the nonconformity, or (3) consider the nonconformity in the scoring of the Offeror’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, BDISBO 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 the responsible Offeror 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 RFP as 50% of the total points.  Evaluation will be based upon the following:  
· Understanding the Problem

· Offeror Qualifications

· Personnel Qualifications

· Soundness of Approach 

· Proposed Technical Solution

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.dgs.pa.gov/Businesses/Materials%20and%20Services%20Procurement/Procurement-Resources/Pages/RFP_SCORING_FORMULA.aspx
B. Cost:  The Issuing Office has established the weight for the Cost criterion for this RFP 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.dgs.pa.gov/Businesses/Materials%20and%20Services%20Procurement/Procurement-Resources/Pages/RFP_SCORING_FORMULA.aspx
C. Small Diverse Business Participation: 

BDISBO has established the weight for the Small Diverse Business (SDB) participation criterion for this RFP 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 contract 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 contract value.  
4. A subcontracting commitment less than five percent (5%) of the total contract 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 offerors will receive 150 points.  In addition, SDB prime offerors 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.  All other Offerors 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 Offerors 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.dgs.pa.gov/Businesses/Materials%20and%20Services%20Procurement/Procurement-Resources/Pages/RFP_SCORING_FORMULA.aspx
D. Domestic Workforce Utilization: Any points received for the Domestic Workforce Utilization criterion are bonus points in addition to the total points for this RFP.  The maximum amount of bonus points available for this criterion is 3% of the total points for this RFP.
To the extent permitted by the laws and treaties of the United States, each proposal will be scored for its commitment to use domestic workforce in the fulfillment of the contract.  Maximum consideration will be given to those Offerors who will perform the contracted direct labor exclusively within the geographical boundaries of the United States or within the geographical boundaries of a country that is a party to the World Trade Organization Government Procurement Agreement.  Those who propose to perform a portion of the direct labor outside of the United States and not within the geographical boundaries of a party to the World Trade Organization Government Procurement Agreement will receive a correspondingly smaller score for this criterion.  See the following webpage for the Domestic Workforce Utilization Formula:

http://www.dgs.pa.gov/Businesses/Materials%20and%20Services%20Procurement/Procurement-Resources/Pages/RFP_SCORING_FORMULA.aspx.  
Offerors 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 contract is executed.
III-5. Offeror Responsibility.  To be responsible, an Offeror must submit a responsive proposal and possess the capability to fully perform the contract requirements in all respects and the integrity and reliability to assure good faith performance of the contract.

In order for an Offeror to be considered responsible for this RFP and therefore eligible for selection for best and final offers or selection for contract negotiations:

A. The total score for the technical submittal of the Offeror’s proposal must be greater than or equal to 70% of the available technical points; and
B. The Offeror’s financial information must demonstrate that the Offeror possesses the financial capability to assure good faith performance of the contract.    The Issuing Office will review the Offeror’s previous three financial statements, any additional information received from the Offeror, and any other publicly-available financial information concerning the Offeror, and assess each Offeror’s financial capacity based on calculating and analyzing various financial ratios, and comparison with industry standards and trends. 
An Offeror which fails to demonstrate sufficient financial capability to assure good faith performance of the contract as specified herein may be considered by the Issuing Office, in its sole discretion, for Best and Final Offers or contract negotiation contingent upon such Offeror providing contract performance security, in a form acceptable to the Issuing Office, for twenty percent (20%) of the proposed value of the base term of the contract.  Based on the financial condition of the Offeror, 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 contract by the Offeror.  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 Offeror and cannot increase the Offeror’s cost proposal or the contract cost to the Commonwealth. 

Further, the Issuing Office will award a contract only to an Offeror 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, BDISBO’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 offerors according to the total overall score assigned to each, in descending order.

PART IV
STATEMENT OF WORK
I. Objectives

A. General

The Pennsylvania Department of Drug and Alcohol Programs (hereinafter referred to as the “Department”) has the primary responsibility for providing the development, oversight and management of substance abuse and gambling prevention and treatment services throughout Pennsylvania, and is also responsible for distributing the federal Substance Abuse Prevention and Treatment Block Grant (SAPTBG) funds and state appropriations to the Single County Authorities (SCA).  The SCAs, in turn, are responsible for coordinating these funds and securing services at the local level.

The Department is seeking a SaaS or fully hosted and supported COTS/MOTS solution.  The Selected Offeror shall implement, host, and maintain a web-based solution designed to capture client treatment data and satisfy mandatory government reporting requirements for the planning, administration, and monitoring of Substance Use Disorder (SUD) Treatment and Treatment-related Programs and Prevention Programs. 

B. Specific

The initial purpose of this implementation is to replace the data collection systems currently and previously in use for data submitted by the Department to the Substance Abuse and Mental Health Services Administration (SAMHSA). 

Under direction and oversight of the Department, the selected Offeror shall host and support the web-based solution.  This includes, but is not limited to, the hosting of the solution and system components to include installation and testing of all required server and system hardware and software components, configuration, customization/development (if needed), system maintenance, and support.

II. Nature and Scope of the Project

SUD treatment, treatment related and prevention providers who receive SCA funds made available through the Department are required to report the services that they provide to the funding SCA. This information is then used for federal reporting and to develop outcome measures to determine the effectiveness of the services being provided.  The Department works with approximately 170 prevention providers and licenses over 700 treatment providers who may receive public funding from 47 SCAs.  Approximately 76% of our current licensed treatment providers are providing treatment services funded by SCA funds.

Additional information can be found in Appendix J - Prevention Manual, Appendix K - Treatment Manual, Appendix L - Combined Substance Abuse and Mental Health Treatment Episode Data Set (TEDS) State Instruction Manual, and Appendix M – DDAP Minimum Data Set (MDS) Admin Guide, Appendix N - DDAP TEDS Crosswalk, Appendix O - Department Forms, Appendix P - Case Management Resource Report.

III. Requirements

Offeror(s) shall describe how its solution will meet the requirements listed below:
A. Qualifications

1. Offeror(s) shall describe its relationships with federal, states, and local government agencies and its experience providing guidance to the SUD treatment and prevention community. 
2. Offeror(s) shall provide:

1) Details of any industry-recognized quality standard to which it is compliant, as well as any industry certifications or awards received.

2) Details on any industry standard such as ITIL the Offeror implemented to govern its service delivery.  

a) Include any certification levels earned by the Offeror or Key Personnel.

3) How long has Offeror(s) provided this service/solution?  

4) Details on other organizations that are successfully utilizing the service/solution for TEDS reporting.

3. How many Offeror’s clients have terminated service in the past three (3) years for non-performance?  Provide references for these terminated clients.

4. Offeror’s solution must currently be in production.  
1) Offeror shall provide list of clients currently using the solution in a production environment.
2) Offeror shall provide service level reporting showing the system availability for its clients for the past year.
5. Offeror(s) shall describe the qualifications of key personnel directly assigned to this project team, such as Project Manager, Account Manager, Testing Lead, Implementation Lead, Business Analyst(s), Trainer(s), and Product Specialist(s).
6. Offeror(s) shall describe the qualifications of other key personnel not directly assigned to this project, but whose expertise and leadership may impact this quality of service delivered by the Offeror.  This shall include but not be limited to, Information Security Officer, Enterprise/Solution Architect, Network Architect, and Data Architect.

7. Offeror shall describe its organizational structure and how it will support this project and Project Team.

B. Account Manager.

The selected Offeror shall designate an account manager to manage all services provided as part of this RFP.  The selected Offeror shall notify the Department in writing of any changes to personnel assigned as account manager at a minimum of two (2) weeks prior to the replacement.  All changes to personnel assigned as account manager are subject to Department approval.

C. Policies, Procedures and Standards

1. Department and Department of Health (DOH) Policies, Procedures and Standards.  The selected Offeror shall comply with the policies, procedures, and standards provided by the Department or DOH Bureau of Informatics and Information Technology (BIIT). This includes but is not limited to participation in a requirements phase, design phase, development phase, testing phase, and implementation phase as documented in the prevailing organization’s software and application development standards.  DOH policies, procedures and standards are available at: http://www.health.state.pa.us/pmm/.

2. Services shall be provided in accordance with the policies, procedures and standards of the Commonwealth. 

3. The selected Offeror must maintain compliance with all applicable local, state and federal regulations and laws. 

4. The selected Offeror must adhere to all Federal and Commonwealth data confidentiality requirements and statutory and regulatory confidentiality requirements.

5. The parties agree that the terms of any click-through agreement presented to a user of the SaaS Products or any other terms purported to apply to the Licensed Products are included in this Agreement.

D. System Requirements.  A high level overview of system requirements is being provided.  The selected Offeror shall utilize the requirements provided to perform requirements gathering, documentation, and management for the project.  Offerors shall describe how its solution meets the requirements as described below.  Offeror(s) shall indicate which requirements can be configured and which requirements require customization (new development work). 
1. The solution shall:
1) Be configurable for use by governmental agencies to track TEDS data as well as other important clinical and outcomes data in accordance with Appendix L – Combined Substance Abuse and Mental Health Treatment Episode Data Set (TEDS) State Instruction Manual.

a) The system shall allow for the successful extraction of data for submittal to SAMHSA for TEDS data reporting.  

b) The system shall be end-user configurable (at the state level) to allow for updates to both the state values and federal cross-walked values.  See Appendix N – DDAP TEDS Crosswalk for current crosswalk configuration.

2) Record all service activities in accordance with Appendix J - Prevention Manual.

a) Ability for provider to edit and delete all prevention service activities that are recorded.

b) Ability for SCA users to create, manage, and assign to providers their prevention implementation plans.

c) Ability for Department users to approve and reject prevention implementation plans and the individual elements within those plans.

d) Ability for SCA users to approve and reject provider entered prevention services.

e) Ability for the Department to upload and update prevention service location addresses.

3) Record all client activities in accordance with Appendix K - Treatment Manual.

4) Facilitate cooperation and collaboration among providers by enabling the sharing of client treatment information via the web once client consent is obtained. 

5) Include billing and integrated contract management capabilities allowing for multiple forms of provider management and billing between the SCA and its community of providers.

6) Be customizable based on workflow processes allowing for flexibility of clinical, administrative and reporting needs.

7) Collect and store required data such as those included on Department forms as provided in Appendix O - Department Forms.

a) Track client profile information in accordance with DDAP-EFM-1000 – Screening Tool – Part 1 Client Profile.

b) Provide emergent needs screenings for SUD to give a quick picture of the client’s needs in accordance with DDAP-EFM-1001 – Screening Tool – Part 2 Client Screen, and flow through to the assessment and admission screens with recommendations for further treatment. 

(i) Offeror(s) shall describe all screeners and/or assessment tools available in its solution.

c) Track the ASAM scoring for adolescent level of care determination in accordance with DDAP-EFM-1002 – Adolescent Placement Summary Sheet.

d) Track the PCPC scoring for adult level of care determination in accordance with DDAP-EFM-1003 - PCPC Summary Sheet.

e) Track client admission information in accordance with DDAP-EFM-1005 – Client Admission, as well as other clinically useful information regarding the client’s episode of care.

f) Track client discharge information in accordance with DDAP-EFM-1007 – Client Discharge.

8) Ability to produce the Case Management Resource Report as outlines in Appendix G using various data collected in Appendix O – Department Forms.  

a) If additional data elements are required in order to generate this report, please describe the data fields needed and where in your system workflow the data would be collected.  

9) Provide the Commonwealth and agencies with functionality required to manage their facility set up and staff. 

10) Give Department users the opportunity to manage many of the values in the drop-down fields on a state-wide basis.

11) Gather critical client demographic data, including some TEDS data. 

12) Generate a unique client identifier based upon state algorithm.

13) Allow treatment team members to be assigned, including staff and outside contacts.  

14) Allow agencies to record client consents, share consented client information with other agencies, and refer clients to other agencies for additional services.

15) Be loaded with ICD-10 diagnostic codes 

16) Ability to submit authorization requests and authorization approvals.

17) Ability to record all billable and non-billable encounters with clients, and easily tie these to a service code, location, diagnosis and other information needed for billing. (Billing to be considered for inclusion in a later phase of the project.)

18) Ability to perform bed management for detox and inpatient services.

19) Ability to develop a state-wide waitlist.

20) Provide canned, customizable, and ad-hoc reporting.

a) Offeror(s) shall describe all canned reports available in the solution.  

b) Offeror’s shall also describe the system capabilities and process for creating customized and ad-hoc reporting. 

2. Offeror(s) shall describe how its solution can be utilized by the Department to deliver the service as described in this RFP and Appendix J - Prevention Manual, Appendix K - Treatment Manual, Appendix L – Combined Substance Abuse and Mental Health Treatment Episode Data Set (TEDS) State Instruction Manual and Appendix M – DDAP Minimum Data Set (MDS) Admin Guide.

3. Offeror(s) shall describe any additional functions or features included with its solution.

4. Offeror(s) shall describe additional capabilities of its system that are not included as part of the proposed solution or are currently in development which could be made available in future releases or upon request.

E. Data Ownership
The Department owns all data entered into the solution.  The selected Offeror must provide the Department with a copy of the Data Backup File by September 1 of each year for data warehouse and statistical reporting purposes.  A final copy of the Data Backup File will also be provided to the Department during contract closeout on the date specified by the Department.  The Data Backup File must be provided in a format agreed to by the Department.

F. Modifications/Enhancements

After the initial acceptance of the solution, the selected Offeror shall modify (perform configuration or customization) the solution to include new items required by the Federal Government. All other modifications shall be managed under the approved change management process as described in section IV-5. Reports and Project controls. 

G. Documentation

The selected Offeror shall provide an online user manual that provides comprehensive information/explanation on how to use the configured solution in a user-friendly manner. The selected Offeror shall update and maintain the content as system changes are made.  
H. Hosting Requirements
The solution shall be hosted in a private cloud and meet the hosting requirements as described in Appendix Q - Requirements for non-Commonwealth Hosted Applications/Services.   
1. Offerors shall describe all the hosted environments provided as part of its solution.

2. Offeror(s) shall describe the following:

1) Where the solution is physically hosted? Include primary and back-up locations.

2) Is the hosting environment Offeror-owned and operated or sub-contracted?

3. At a minimum the selected Offeror shall provide the following hosted environments:

1) Production Environment:  The selected Offeror shall provide, maintain, and host the production environment.   
2) Training Environment:   The selected Offeror shall provide and maintain a training environment for the Department separate from the production system. The training environment shall include the same operating system, same patch level, similar hardware and software components, similar version levels and similar configuration setup as the production environment.  The version of the solution software shall be the same as production unless a new version of the solution software is being tested in the training environment prior to release to the production environment.  

4. Offeror’s shall describe the data encryption that will be applied to meet the Commonwealth’s Encryption Standards for Data at Rest and Data in Transit.  

I. Disaster Recovery (DR)

The selected Offeror must employ disaster recovery procedures to assist in preventing interruption in the use of the system.  
At a minimum, the selected Offeror shall provide capability to maintain continuity of service in the event of a disaster.  In the event of a disaster, the selected Offeror shall have two (2) business days to restore the service at the same operating level as the production environment.
Offeror(s) must describe its disaster recovery plans for maintaining operations during disasters. Offeror(s) must provide detailed information regarding its DR systems, architecture/frameworks, capabilities, governance, and procedures. Offerors must describe the frequency of testing of its DR plans. At a minimum, DR plans must be tested annually. Offeror(s) must describe how its disaster recovery plans support compliance with the required system availability as described in Appendix R - Service Level Agreements. 
J. Release Management

Offeror(s) shall describe its methodology and processes for updating its solution for all types of releases, such as security updates, system maintenance, and system enhancements. Describe the SDLC used to implement releases. Describe how new functions and features are released to clients and a client’s ability to control which new features are implemented. Describe the environments, such as development, test, training, and production, used for release management and the promotion of the release through the environments.  
K. Service Level Agreement (SLA)
The selected Offeror shall meet performance standards as described in Appendix R - Service Level Agreements. 
L. Product Support

The selected Offeror shall provide Tier 3 help desk support. The Department will provide Tier 2 help desk support and will work with the SCAs and providers to identify Tier 1 help desk support.  The Department’s Tier 2 help desk support team will be the contacts with the selected Offeror’s Production Support (Tier 3) Help Desk, on behalf of providers and SCAs who have technical questions. 

1. Tier 3 issues are all issues determined to be system problems/bugs and are identified and rectified through an embedded support ticket module or reported by phone or email.

2. The selected Offeror’s shall provide support via phone, email, or website.

a. Phone support shall be available during the business hours of Monday-Friday 8 am-6 pm Eastern, except on designated national holidays, which are as follows:

· New Year’s Day

· Martin Luther King Day

· President’s Day

· Memorial Day

· Independence Day

· Labor Day

· Columbus Day

· Veterans Day

· Thanksgiving Day

· Christmas Day

b. Email and website support shall be available 24/7/365.

c. A representative must be available, by phone, 24/7/365 in the event of a full system outage.  

3. The selected Offeror’s Production Support Team shall be responsible for:

a. Coordinating with the Department’s Tier 2 support to understand and further document all reported issues

b. Performing detailed analysis of the issue, working with the appropriate development team members when needed

c. Determine the appropriate course of action to mitigate/resolve the issue

d. Assign priority for bug fixes

4. In the event that the Department cannot make contact with the selected Offeror’s Help Desk, or in the event the Department is not satisfied with the resolution process, the Department reserves the right to escalate an issue.  Offeror’s shall describe its escalation process.  Escalation shall continue until satisfaction or resolution is reached.   
M. 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. 
1. Describe how Offeror anticipates such a crisis will impact its operations.
2. Describe Offeror’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 Offeror’s training plan, and how frequently it will be shared with employees)

2) Identified essential business functions and key employees (within Offeror) necessary to carry them out

3) Contingency plans for: 

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

b) How Offeror employees will carry out the essential functions if contagion control measures prevent them from coming to the primary workplace. 
4) How Offeror 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 Offeror’s emergency plan will be tested, and if the plan will be tested by a third-party.

IV. Tasks

The selected Offeror shall perform all tasks and activities necessary to implement, host, maintain, and support the solution.  At a minimum, the selected Offeror shall perform the tasks identified below and provide the deliverables indicated.  Offerors(s) shall describe how it will perform the tasks and provide the deliverables as described in this RFP.
A. Implementation Planning. Offeror(s) must submit a draft implementation plan with its proposal. The selected Offeror shall meet with the Department to review the draft implementation plan and gather any additional details required to finalize an implementation plan. Department requires ten (10) business days to review the proposed plan and comment. A final plan, revised based on Department feedback, shall be delivered to Department within five (5) business days of receiving Department feedback.  The finalized and approved implementation plan must be completed and delivered to the Department within thirty (30) calendar days of receiving the notice to proceed.

The implementation plan shall include all activities necessary to implement the solution. Due to the importance of the services impacted by this solution, the Department is requesting an implementation plan with a GoLive date of 6 month or less from the notice to proceed. The implementation plan, at a minimum, shall include an implementation schedule, identification of roles and responsibilities, key milestones and deliverables. The selected Offeror shall execute the approved implementation plan.

Deliverable(s):
a. Finalized Implementation Plan approved by Department. 


B. Requirements Gathering and Management. Offeror(s) shall describe its approach and methodology to requirements gathering and management. The selected Offeror shall be responsible for requirements management. The selected Offeror must track and manage all requirements, including the verification of those already identified by Department as well as the discovery of additional requirements as needed to ensure completeness. The selected Offeror must propose a process to track, prioritize, and maintain status of requirements.

The selected Offeror shall develop a requirements traceability matrix which links requirements throughout the validation process. The purpose of the requirement traceability matrix is to ensure that all requirements defined for the system are reflected in the design and tested. As the design specifications and test plans and scenarios are developed, the traceability matrix is updated.

The selected Offeror shall perform GAP analysis and include a GAP analysis as part of the Finalized Detailed Requirements Document. The GAP analysis shall be between the detailed requirements and the selected Offeror’s SaaS solution. The purpose of the GAP analysis is to identify and resolve any gaps between the detailed requirements and the selected Offeror’s SaaS solution to ensure that all requirements defined for the system are reflected in the solution.

The overall goal of this task is to perform all activities necessary to develop a set of finalized requirements and traceability matrix.

Deliverable(s):
a. Finalized Detailed Requirements Document with GAP analysis

b. Requirements Traceability Matrix


D. Solution Design. The selected Offeror shall develop a detailed solution design document, representing a refinement of the finalized requirements. 

Deliverable(s):
a. Detailed solution design document


E. Solution Configuration. The selected Offeror shall configure the solution to meet the requirements as documented in the Detailed solution and design document.  If any development is required, the selected Offeror shall perform all development tasks according to the SDLC methodology as described in section IV-3.I Release Management.
 
Deliverable(s):
a. Configured solution 


F. Testing. The selected Offeror shall manage the testing process to include, but not be limited to, perform testing to ensure that all agreed upon requirements in the detailed requirements document have been met. System testing shall also include load testing. The Offeror shall also participate in the Commonwealth’s user acceptance testing (UAT) to assist the Department testers in becoming familiar with the solution, provision of test environment (including access for Department testers), execution of test scenarios, and defect resolution (including the process for same). This task shall include, but not be limited to, the following:


1. Development of a Comprehensive Test Plan. The selected Offeror shall create a test plan that includes, at a minimum, the approach to all types of testing to be performed (including system and UAT) and roles and responsibilities. Test Plans shall include but not be limited to the following:

a. Resources required.

b. Test schedule.

c. Test mapping of requirements and associated components to testing with the criteria for pass/fail.

d. Roles and responsibilities in a RACI matrix or similar document. 

e. Establishing authority sign-off and final approvals. 

f. The selected Offeror’s test plan shall include reference to Quality Assurance and Defect Management processes to ensure resolution of defects. Offeror(s) shall describe the Quality Assurance and Defect Management processes it will utilize to ensure resolution of defects.

2. System Testing. The selected Offeror shall ensure that system tests are performed and the results are made available to the Department for review and feedback.

3. UAT Testing. The selected Offeror shall support the Department during UAT testing.

4. Defect Resolution. The selected Offeror shall be responsible for the defect resolution and re-testing of any errors, defects, or unsuccessfully tested functions.

5. Test Results. Test results documentation shall include results of the testing, including defect management reporting, confirmation of errors being retested and resolved. Test result documentation shall include an updated requirements traceability matrix that maps all requirements in the detailed requirements document to the test scenarios. This matrix shall demonstrate that all requirements have been addressed and successfully tested.


Deliverable(s):
a. Test Plan

b. Final Test Results Report


G. Implementation. Upon completion of successful User Acceptance Testing and Department approval, the selected Offeror shall implement the solution into production. The Offeror shall provide access to the solution in the production application for designated users. The selected Offeror shall provide a final implementation report which demonstrates the successful completion of all tasks as described in the Implementation plan and a certification of operational readiness.



Deliverable(s):
a. Final Implementation Report


H. Training. Offeror(s) shall describe its training methodology that will be used to train both Commonwealth staff and other users. The selected Offeror shall provide training schedule notification in advance for all training session(s). All training materials and schedules must be approved by Department. 
a. At a minimum, training shall include hands-on training for key users at internet-enabled workstations, utilizing one trainer for every 25 students, combined with follow-up via web-based sessions.
i. This shall include two successive days of on-site training for the Department’s trainers, Department Administrators, and other key staff. These trainings will be held at a location provided by the Department that has computers with internet access available.
ii.  On-site training shall be followed by web-based sessions, used for reinforcement and additional skill development. 
b. The Offeror shall design and deliver a train-the-trainers program for the Department to use to provide basic training to provider end-users.  
i. The Department will designate individuals to be trained as trainers for this event.
ii. Individual courses should be designed for the prevention and for the treatment/case management aspects of the application.
c. Offeror shall provide for training for Department staff and users for all future releases as described in section IV-4.I. Maintenance and Support.

Deliverable(s)

a. Training plan
b. Training materials
c. Classroom training sessions
d. Online training sessions
I. Maintenance and Support. The selected Offeror shall perform all tasks required to maintain and support the solution.

1. The selected Offeror shall perform all system maintenance needed to ensure the solution remains operational and meets the requirements of this RFP.

2. The selected Offeror shall modify the solution to include new items required by the Federal Government as described in section IV-3.E Modification/Enhancements. 
a. The selected Offeror shall not modify the solution, including its data repositories, under this task, unless the modification has been approved by the Department.  

b. Modifications completed under this task include bug fixes, new items required by the Federal Government and any other system modification approved by the Department that is being provided by selected Offeror to the Department at no additional cost.  
3. The selected Offeror shall maintain documentation as described in section IV-3.F Documentation and make it available online.

4. The selected Offeror shall host the solution as described in section IV-3. G. Hosting Requirements.

5. The selected Offeror shall provide disaster recovery services as described in section IV-3.H Disaster Recovery. 

6. The selected Offeror shall perform release management services for its solution according to its release management methodology as described in section IV-3.I Release Management.

7. The selected Offeror shall perform all tasks necessary to deliver the service according to the service level agreements as described in section IV-3.J Service Level Agreements.

8. The selected Offeror shall provide support services as described in section IV-3.K Product Support. 
9. The selected Offeror shall provide project management and reporting services as described in section IV-5. Reports and Project controls.  

10. The selected Offeror shall provide training for Department staff and users for all future releases which involve new functions, features, or changes to implemented user processes. Offerors shall describe its methodology for ongoing user training for the term of the Contract.

11. Support the Department in the creation of customized and/or ad-hoc reports.

12. Offeror shall provide any software licensing required for the solution.

Deliverable(s):
a. SaaS Subscription which includes ongoing Maintenance and Support


J. Turnover. The selected Offeror shall also be responsible for developing a turnover plan to be used to transfer the service and data to a new incoming contractor and/or Commonwealth staff at the conclusion of the contract awarded as a result of this solicitation. The turnover plan shall plan for a successful transition of responsibilities from the selected Offeror to an incoming contractor or the Department within a timeframe established by the Department.  The selected Offeror shall work cooperatively with Department, any additional Commonwealth representatives, and incoming contractor.

The turnover plan shall be prepared and submitted as a project plan that identifies the work elements/tasks, the resources assigned to the tasks, the time allotted to each element and the deliverable items to be produced. Where appropriate, a PERT or Gantt chart shall be used to show project, task, and time relationships. The selected Offeror must provide the incoming vendor with a copy of all materials necessary to facilitate data migration and general system transfer activities.

The selected Offeror shall provide all Commonwealth data to the Department in a mutually agreed upon format.   Upon successful return of the data to the Department and the Department’s stated validation of the data, the selected Offeror shall destroy, and certify in writing to the destruction of all confidential information (and all copies of the information) per Commonwealth (OA/OIT) standards.

The turnover plan shall be submitted to the Department in writing within one (1) month of request to allow for the review and approval by the Department Project Manager.  Department requires a ten (10) business days to review the proposed plan and comment. A final plan, revised based on Department feedback, shall be delivered to Department within five (5) business days of receiving Department feedback.

A turnover status report is to be completed and submitted to the Department in conjunction with the end of the turnover planning phase.  Beginning with the turnover period, the turnover status report shall be updated weekly by the selected Offeror for review by the Department. The report shall contain details for each area where knowledge transfer is to occur and indicates the specific items of the exchange and a description of the knowledge transferred between selected Offeror and the incoming contractor and/or Department staff.  The final turnover status report shall show the successful completion of all turn over activities.

Deliverable(s):
a. Turnover plan

b. Turnover status reports

V. Reports and Project Control

Through the reporting requirements outlined in this SOW, the Department will monitor effectiveness and timeliness of all tasks.  All reports are to be developed by selected Offeror and submitted to the Department.

The selected Offeror shall provide project management services throughout the life of the project.  The selected Offeror shall create, maintain and execute the following plans, reports, and supporting documentation in a format agreed to by the Commonwealth.  Offerors shall submit its project management methodology, to include but not be limited to planning, monitoring/tracking, and reporting on the project and/or draft plans which it proposes to use for this project.  All plans must be finalized and approved within thirty (30) days of receiving the notice to proceed.  Department requires ten (10) business days to review the proposed plan and comment. A final plan, revised based on Department feedback), shall be delivered to Department within five (5) business days of receiving Department feedback.  All plans are subject to the Department approval.
A.  Project Management Plan.  The project management plan must define roles and responsibilities for both Offeror and Commonwealth staff.  The project management plan shall clearly delineate between Offeror and Commonwealth responsibilities.  The project management plan shall include, but not limited to, the following:

1. Project Plan.  The project plan must describe the scope of work for the project and how the scope shall 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 RFP. The project plan must include, but is not limited to:

· Project Scope Statement 

· Scope Management Process 

· Major Milestones /Deliverables

· Work Breakdown Structure (WBS)
· RACI Matrix
· Timeline

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:

· Requirements Management Process

· Roles and Responsibilities

· 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 shall include the methods for identifying risks, tracking risks, documenting response strategies, and communicating risk information.  The risk management plan shall include:

· Risk Management Process

· Roles and Responsibilities

· Rules/Procedures

· Risk Impact Analysis Approach

· 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:

 

· Issues Management Approach

· Roles and Responsibilities

· 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 shall 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:

· Change Management Process

· Roles and Responsibilities

· Rules/Procedures

· Change Impact Analysis Approach

· Tools

 

6. Communications management plan.  The communications management plan must describe the communications process that shall be used throughout the life of the project.  The process must include the tools and techniques that shall provide timely and appropriate generation, collection, distribution, storage, retrieval and disposition of project information.   The communications management plan shall include:

· Communications Management Process

· Roles and Responsibilities

· Reporting Tools and Techniques

· 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 shall include:

· Quality Management Process

· Roles and Responsibilities

· Tools

· Quality Standards

 

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 shall 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 shall include:

· Time Management Process

· Role and Responsibilities
· Tools and Techniques

· Work Plan

Where appropriate, a PERT or GANTT chart display should be used to show project, task, and time relationship. 
B. IT Service Management
Offeror(s) shall describe its service management methodology it uses to deliver service to its customers.  Identify any industry best practices or standards its service management methodology is based.  IT Service management shall include strategic approach directed by policies and incorporated in processes and supporting procedures that are performed to plan, deliver, operate, control, and improve  IT services offered to customers.  Offeror shall describe tools used for service management to include any integration of automated tools.  Offeror shall include as part of its proposal any service management plan(s) which will be utilized to deliver, operate, control, and improve the services as described in this RFP.

C. Problem Identification Report

The selected Offeror shall report any problem identified in the solution.  The report shall include at least the ticket #, the severity level and the current status of the ticket.  This report shall be provided on a monthly basis.

For problems with a “Priority 1: Critical” problem level, the report shall also describe the problem and its impact on the system.  The report shall list possible courses of action with advantages and disadvantages of each and provide recommended solutions and rationale.  This additional detail shall be provided on the report within ten (10) business days following the identification of the problem.

D. Enhancements/Modifications Report

The selected Offeror shall provide written documentation to the Department prior to implementation of plans or recommendations relative to the selected Offeror and its enhancement and customization.   

E. Release Notes

The selected Offeror shall create a document that outlines all application modifications prior to the release of an upgrade to the Training or Production Environment.  This document shall be provided to the Department within one (1) business day of a build being moved to the Training or Production Environments.  The selected Offeror shall provide test scenarios, including expected results, along with the release notes.  

F. Lessons Learned

The selected Offeror shall create a document that outlines the issues/situations encountered after each release, for any critical bug pertaining to Pennsylvania’s functionality.  The selected Offeror shall elaborate on each issue/situation to include the following:

1. Description

2. Learning Points (identify what was planned vs. what actually happened)

3. Analysis (determine root cause)

4. Alternatives for future activity to avoid having the issue/situation occur again.

G. SLA Report

The selected Offeror shall provide a monthly report on statistical information to assess compliance with the required Service Level Agreements (SLAs) as outlined in Appendix R – Service Level Agreements.  This report must be delivered within three (3) business days of month’s end.
H. Annual Report

The selected Offeror shall provide electronically one copy of an annual report for each twelve (12) month contracting period.  The annual report shall state all accomplished tasks according to the funding agreement and summarize the year’s activities.  This report shall also provide a product service roadmap outlining the selected Offeror’s planned release cycle over the next two- to five-year period.  The annual report is due within fifteen (15) business days of the end of the contract year.
iv

