

APPENDIX J, GLOSSARY AND DEFINITIONS

	GLOSSARY AND DEFINITONS

	Americans with Disabilities Act (ADA)
	To meet and carry out compliance with the non-discrimination requirements of Title II of the ADA, it is the policy of DOR to make every effort to ensure that its programs, activities, employment opportunities, and services are available to all persons, including persons with disabilities.

	Availability
	The property of a system or a system resource being accessible and usable upon demand by an authorized system entity, according to performance specifications for the system; i.e., a system is available if it provides services according to the system design whenever users request them. The degree to which a system or component is operational and accessible when required for use.

	Background Checks
	The selected Offeror must, at its expense, arrange for a background check for all personnel, as well as the personnel of any of its subcontractors, who will have access to Commonwealth IT facilities, either through on-site access or through remote access.  Background checks are to be conducted via the Request for Criminal Record Check form and procedure found at http://www.psp.pa.gov/Pages/Request-a-Criminal-History-Record.aspx. Additionally, an FBI Finger Print Check   criminal convictions check, and verification of the right to work in the United States is required.

	BAFO
	Best and Final Offer

	Baseline
	A specification or product that has been formally reviewed and agreed upon, that thereafter serves as the basis for further development, and that can be changed only through formal change control procedures.

	Best and Final Offer
	An Offeror’s Proposal to the Issuing Office’s written request that all Responsive and Responsible Offerors submit their last and most attractive bids to secure the contract award under this RFP.

	Business Day
	Monday through Friday, 8 AM to 5 PM, local time in Harrisburg, Pennsylvania excluding Pennsylvania State holidays.

	Business Process
	A set of one or more linked procedures or activities which collectively realize a business objective or policy goal.

	Calendar Year
	A reporting period that runs from January 1, XXXX to December 31, XXXX.

	Change Management
	Change Management shall be used as the approach to effectively manage changes throughout the life of a project. The plan will include the process to track change requests from submittal to final disposition (submission, coordination, review, evaluation, categorization), the method used to communicate change requests and their status (approved, deferred, or rejected), the escalation process if changes cannot be resolved by the review team, and the process for project re-baselining.

	Commercially Available
	Commercially Available Offeror developed software that meets the technical and functional requirements of the procurement and the latest version of any third party software supported by the Offeror. The solution is released and made available generally to customers, and has passed any and all necessary quality assurance checks by the Offeror prior to making the solution available in the Marketplace.

	Confidential Information
	means all business or technical information of Discloser, whether it is received, accessed or viewed by Recipient in writing, visually, electronically or orally. Confidential Information shall include, without limitation, technical information, marketing and business plans, databases, specifications, formulations, tooling, prototypes, sketches, models, drawings, specifications, procurement requirements, engineering information, samples, computer software (source and object codes), forecasts, identity of or details about actual or potential customers or projects, techniques, inventions, discoveries, know-how and trade secrets. "Confidential Information" also includes all such business or technical information of any third party that is in the possession of Discloser

	Configurability
	How much a system can be changed or customized. Configurable software has the flexibility to adapt and tailor the system to fit a company’s requirements through the extensive use of built-in system features.

	Configure and Configuration
	A function or feature that can be invoked within the commercially available version of the software. 

	Contingency Plan
	Planning to address unwanted occurrences that may happen at a later time. Traditionally, the term has been used to refer to planning for the recovery of IT systems rather than entire business processes.

	Conversion
	Modification of existing software to enable it to operate with similar functional capability in a different environment.

	Core Tax Solution
	Pennsylvania Department of Revenue’s suite of systems used to administer the state’s tax programs within scope of the procurement

	COTS
	Commercial Off the Shelf. See Commercially Available 

	Customization
	A modification to the source code of the product.

	Debriefings
	An optional conference requested by the Offerors to discuss the evaluation of their Proposal following the announcement of the awarded Offeror.

	Deliverable
	Any measurable, tangible, verifiable outcome, result, or item that must be produced to complete a project or part of a project. Often used more narrowly in reference to contract deliverable, subject to approval by the state.

	Demonstration Materials
	The business scenarios, functional requirements, scripts, and other related materials provided by an Offeror and to use solely in connection with its solution demonstration under the RFP.

	Discussions
	Communications, dealing or conferring with Offerors for the limited purpose of determining and clarifying such factors as may be necessary for DOR to understand the Offeror’s Proposal, explain the requirements of the RFP and determine the selected Offeror. Unless a formal notice to submit Best and Final Offers has been issued by DOR, discussions may not be used to change the terms or specifications of a RFP or to solicit such changes. 

	Domestic Workforce Utilization Certification 
	To the extent permitted by the laws and treaties of the United States, each proposal will be scored for its commitment to use 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.

	Department of Revenue (DOR)
	Pennsylvania Department of Revenue.

	Evaluation
	Detailed assessment and comparison (against financial, specification and other criteria) of contractor, supplier or service provider response.

	Evaluation Team 
	The staff responsible for the evaluation of Proposals submitted by Offerors in response to the Tax Modernization Request for Proposal.

	Federal Tax Information (FTI)
	Internal Revenue Service (IRS) Federal Tax Information (FTI), whether in electronic, paper or other media that must be strictly safeguarded in accordance with IRS Publication 1075, Tax Information Security Guidelines For Federal, State and Local Agencies1075 (http://www.irs.gov/pub/irs-pdf/p1075.pdf). The FTI must be protected from public disclosure and access is limited to authorized staff only.

	Firm Fixed Price
	A contract where the total amount to be paid to the contractor is fixed and is not subject to adjustment by reason of the cost experience of the contractor. The term includes contracts where the unit price is set but the total price varies because actual quantities purchased deviate from the quantities estimated to be purchased. The term also includes contracts where the price may be adjusted in accordance with a contractually established price adjustment provision independent of the contractor’s costs.

	Fiscal Year
	A fiscal year is an accounting period of 365(6) days that does not necessarily correspond to the calendar year beginning on January 1st. The fiscal year is the established period of time when an organization's annual financial records commence and conclude.

	Full Time Equivalent (FTE)
	Full-time equivalent, refers to positions, and is a unit that indicates the workload of an employed person (or student) in a way that makes workloads comparable across various contexts.

	Governance
	Establish roles, responsibilities, and decision-making authorities for project Implementation.

	IFTA
	The Commonwealth of Pennsylvania is part of a multi-jurisdictional agreement, known as the International Fuel Tax Agreement (IFTA).  This is a tax collection agreement among the forty-eight (48) contiguous United States and ten (10) Canadian provinces.  The agreement allows for the uniform administration of motor fuels use taxation laws with respect to qualified motor vehicles operated in more than one member jurisdiction.  

	Information Technology Policies (ITP)
	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.

	Inheritance Tax
	Inheritance Tax is applied to the transfer of property from a decedent to their beneficiaries.  

	Internal Revenue Service (IRS)
	United States Internal Revenue Service.

	Issuing Office
	The Pennsylvania Office of Administration

	Levy (Wage Garnishment)
	A seizure of property including, but not limited to, bank accounts and wages to satisfy an unpaid tax lien. Notices of Levy are served to persons assumed to be holders of assets belonging to the debtor. (A levy of wages is usually called a wage garnishment.)

	Liability
	Amount of taxes or fees, penalty, interest, and other costs for which the customer has an outstanding obligation to the state.

	Lien(s) 
	Generating a Statutory or Recorded lien; a legal claim against real or personal property used as security for a debt; an encumbrance placed upon an asset. 

	Maintenance 
	Software maintenance is defined as the totality of activities required to provide cost-effective support to software. Activities are performed during the pre-delivery stage as well as during the post-delivery stage. Pre-delivery activities include planning for post-delivery operations, maintainability, and logistics determination for transition activities. Post-delivery activities include software modification, training, and operating or interfacing to a help desk

	Mandatory Responsiveness
	The criteria to be met in order to submit a competitive response to the procurement 

	Manufacturer
	The organization/entity that owns the intellectual rights to the proposed solution.

	Metric
	Measurable element of a service process or function.

	MAFT (Motor and Alternative Fuels)
	Motor Fuels is the oil company franchise tax imposed on all taxable liquid fuels and fuels on a cents-per-gallon equivalent basis.  
Aviation gasoline and jet fuel are also taxed. However, separate tax rates are set for these fuels.
Alternative fuels used to propel vehicles on public highways are subject to the alternative fuels tax. 

	Negotiations
	Meeting and conferring between DOR and the Lowest Responsive and Responsible Offeror to agree on final contract terms, and to determine if the proposal/offering may be improved in terms of best value to DOR. Compare “Discussions.”

	Offeror
	An individual or entity (sole proprietorship, firm, partnership, corporation, or any other business venture) who submits a bid, quotation or Proposal in response to the RFP solicitation issued for goods or services in connection with the Tax Modernization Project. (Also reference: Apparent Successful Offeror, Lowest Responsive and Responsible Offeror; Responsive and Responsible Offeror)

	Offeror PM
	The Offeror’s assigned Project Manager.

	Parallel Testing
	Testing technique to test the Legacy systems to the new application and identify any anomalies

	Pass Through
	The taxation method applied to sole proprietorships, partnerships, and limited liability companies, where the owners pay taxes on all business profits on their individual tax returns (the business income "passes through" the business to the owners' tax returns). In contrast, a corporation, or a business that elects corporate-style taxation, is taxed directly on all business profits

	PIT (Personal Income Tax)
	The personal income tax is levied against the taxable income of resident and nonresident individuals, estates and trusts, partnerships, S corporations, business trusts and limited liability companies that are not taxed as corporations for federal purposes.

	Plan
	A documented series of tasks required to meet an objective, typically including the associated schedule, budget, resources, organizational description and work breakdown structure.

	PM
	Project Manager.

	Prime Contractor  
	The primary party who has contracted with the Commonwealth for completion of the contract. 

	Project
	A temporary endeavor undertaken to create a unique product, service or system.

	Project Director
	The project's lead and key manager responsible for managing resources and overseeing finances to ensure that the project progresses on time and on budget.

	Project Management  
	The application of knowledge, skills, tools, and techniques to manage project activities in order to meet or exceed stakeholder needs and expectations from a project. 

	Project Management Professional (PMP) Certification
	Project Management Professional certification from the Project Management Institute (PMI).

	Project Manager  
	The individual responsible for managing a project. 

	Project Plan
	A formal, approved document used to guide both project execution and project control. The primary uses of the project plan are to document planning assumptions and decisions, to facilitate communication among stakeholders, and to document approved scope, cost, and schedule baselines. A project plan may be summary or detailed.

	Proposal  
	The offer as submitted to the Commonwealth.  The Proposal defines the offering and is for goods or services in response to the RFP solicitation issued for goods or services in connection with the Tax Modernization Project.

	PTRR
	Property Tax / Rent Rebate is a program that benefits eligible older and disabled Commonwealth residents   Rebates are requested annually any time after January 1st via an application and rebate checks are mailed beginning on July 1st.  

	Proposal
	The formal offer submitted by an Offeror in response to this RFP.

	Protest 
	A written challenge by an Offeror related to the evaluation process as set out in the RFP or how the process was executed. This allows DOR to correct evaluation process errors and problems before a contract is executed (Section 4.16).

	Publication 1075 (Pub 1075)
	See FTI

	RTT (Realty Transfer Tax)
	Realty Transfer Tax is applied to real estate transactions at a state flat rate of 1%.  The state, county and local tax) is collected by counties at the time of recording a document and the counties remit the state Realty Transfer Tax to the Commonwealth. 

	Response Time
	1. The elapsed time between the end of an inquiry or command to an interactive computer system and the beginning of the system’s response.
2. A measure of the time taken to complete an operation or transaction. Used in capacity management as a measure of IT infrastructure performance, and in incident management as a measure of the time taken to answer the phone, or to start diagnosis.

	Risk
	The likelihood of an event, hazard, threat, or situation occurring and its undesirable consequences; a potential problem.

	RFI
	Request for Information.

	RFP
	Request for Proposal.

	RFP Coordinator
	The sole point of contact in DOR for the Tax Modernization Project procurement.

	Service Level Agreements 
	Service level agreement (SLA) is a contract between a service provider (either internal or external) and the end user that defines the level of service expected from the service provider. SLAs are output-based in that their purpose is specifically to define what the customer will receive.

	Site Visit
	Site visit occurs with the evaluation team goes to an institution to evaluate verbal, written and visual evidence of the Offeror’s capabilities and solution.  Site visits, which often last several days, are part of the quality evaluation process.

	Small Diverse Business
	A Small Diverse Business is a Pennsylvania Department of General Services (DGS)-verified minority-owned business, woman-owned business, veteran-owned business, service-disabled veteran-owned, disability-owned, and LGBT-owned business

	SME
	Subject Matter Expert.

	Stage(s)
	The Department of Revenue has established the specific tax program implementation into discreet stages in which a tax program or programs are to be deployed into production

	Stakeholder
	Any person or representative of an organization who has a stake – a vested interest – in the outcome of a project or whose opinion must be accommodated. A stakeholder can be an end user, a purchaser, a contractor, a developer, or a project manager.

	Statement of Work (SOW)
	A document routinely employed in the field of project management. It defines project-specific activities, deliverables and timelines for a vendor providing services to the client

	Status Reports
	An assessment that takes place during a project or process, that conveys details such as what sub-goals have been accomplished, what resources have been expended, what problems have been encountered, and whether the project or process is expected to be completed on time and within budget. The Status Report allows management to determine whether changes are necessary to an ongoing effort.

	Subcontractor
	An individual or business contracting to perform part, or all, of another’s contract. 

	Subpoenas
	A formal document that orders the attendance of witnesses or to produce books, records, accounts and papers.

	Support
	Generally technical support or break/fix services that are delivered for specific software products. Software support services may include new product installation services, installation of product updates, migrations for major releases of software, other types of proactive or reactive on-site services, and support for custom application or infrastructure software. 

	System Architecture
	A representation of a system in which there is a mapping of functionality onto hardware and software components, a mapping of the software architecture onto the hardware architecture, and human interaction with these components.

	System Integrator
	For the Tax Modernization Project, the Product Manufacturer must serve as the System Integrator.  As such, the Commonwealth will enter into a contract with the Product Manufacturer for services and goods to combine software components, hardware components or both into an overall solution. Business integration involves unification of new and revised business functions to ensure integrity of services. Full integration consists of both technical and business components that must be managed together for a successful system implementation.

	System Requirements
	A condition or capability that must be met or possessed by a system or subsystem component to satisfy a condition or capability needed by a user to solve a problem.

	Terms and Conditions
	General and special arrangements, provisions, requirements, rules, specifications, and standards that form an integral part of an agreement or contract.

	Term of Contract
	Duration of the Contract in Years including any Optional Years

	Tax Solution
	The COTS Tax system proposed by the Offeror.

	Tax Solution Provider 
	Entity providing the Tax Modernization COTS solution.

	Tax Systems
	The Tax Modernization includes the following tax systems:
· Personal Income Tax (PIT)
· Inheritance Tax
· Realty Transfer Tax (RTT)
· Pass Through Entity 
· Property Tax / Rent Rebate (PTRR)
· International Fuel Tax Agreement (IFTA)/Motor Carrier
· Motor and Alternative Fuel Taxes (MAFT)


	Test
	An activity in which a system or component is executed under specified conditions, the results are observed or recorded, and an evaluation is made of some aspect of the system or component.

	Tax Modernization Solution
	The COTS Business Licensing system proposed by the Offeror.

	Tax Modernization Solution Provider
	Entity providing the Business Licensing COTS solution.

	Tax Modernization Projects
	The projects to replace the legacy systems used to administer the state’s excise tax collection, accounting, distribution and business licensing programs.

	Tax Solution
	The Software as specified in an Offeror’s Proposal to meet the requirements of the Tax Modernization Project RFP.

	Wage Garnishment 
	See Levy

	Work Plan
	The formal, approved document used to guide both project execution and project control. The primary uses of the project plan are to document planning assumptions and decisions, facilitate communication among project stakeholders, and document approved scope, cost, and schedule baselines. 
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