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The Commonwealth of Pennsylvania Department of General Services (DGS) Commonwealth Media Services (CMS) is issuing this Request for Information (RFI) to collect information on available Software as a Service (SaaS) products to assist in implementing a project management tool to facilitate the execution and tracking of multimedia projects. The SaaS solution(s) must enable CMS to effectively and efficiently manage the project portfolio across multiple diverse units.  Please review this entire document, including the disclaimer section below, and complete the Survey and Business Requirements spreadsheet to respond.
Commonwealth Media Services (CMS) is a full-service multimedia and marketing provider for agencies within the Commonwealth of Pennsylvania.  They currently provide, upon request, the following types of multimedia services for those Commonwealth agencies: video production, broadcast and event services, photography and marketing.
When Commonwealth agencies need any of these types of services, they send their request to CMS. That request comes to CMS with a project type and a high-level goal of what they are attempting to achieve. For production and marketing projects, CMS develops these ideas into concepts to be presented to the agency ranging from quick videos for social media to full marketing projects involving working with a media buying partner, hiring actors, purchasing music, and multi-day audio/video shoots. Once approved, the planning and execution of the idea can begin. Throughout the process, CMS works with the requesting agency to help them realize their vision for the project. Concepts are refined, and any changes are reviewed with the requesting agency. Post-production, a rough cut is delivered for approval to continue to the final product. Once the final products are complete and approved by all involved, CMS will deliver them to the requesting agency, a media buying partner for placement, or both.
CMS photographers will often be assigned to these projects as well. Requests for photography can also come into CMS independent of any other type of project. The CMS photographers will cover news events, publicity events, and take portraits for Commonwealth officials.
Requests to cover news events can happen with little notice or, in the example of a press conference, be planned days in advance. Other events that CMS covers include large events like the Governor’s inauguration. Events like these involve months of planning and days of setup. Scheduling can, at times, present a challenge when some of the same CMS personnel also cover the news events. These news events are also of interest to outside news agencies such as TV and newspaper companies. CMS provides video, audio, and photographs to those agencies via satellite and an internet news delivery service.
To assist in coordinating all these activities, CMS is collecting information on what project management software might be currently available on the market.  Below are some of the needs that CMS will be using as a basis for evaluating the best solution.


The ideal technology solution would address the following: 
Billing
· [bookmark: _GoBack]The ability to produce a bill of recorded expenses. Currently, CMS tracks expenses through multiple spreadsheets. A spreadsheet is created per project to track any travel expenses, equipment expenses, and overtime. During project closeout, the dollar amounts from that spreadsheet are entered into a customized spreadsheet and transmitted electronically to the Commonwealth SAP system for billing. At a minimum, they need a product that can record expenses and produce a report of expenses that they can enter into SAP. Full SAP integration would be ideal.
· The ability to record employee time spent on a project. Time spent on a project is not currently tracked by CMS other than if there is overtime. CMS would like to track all time spent on a project for cost analysis, benchmarking, budgeting and estimating. 
Calendar scheduling
· The ability to coordinate resource scheduling and to be able to send calendar invitations to personnel resources assigned to a specific project. Currently, CMS uses multiple calendars reflecting the discrete lines of service in Microsoft Outlook to schedule work for shared personnel resources. Those line of service calendar invites are then forwarded to the individual employee calendars.
Reporting
· Current reporting capabilities are limited.  CMS requires standard reports and dashboards for billing, project timelines/status, and project resourcing (both personnel and assets).  Additionally, the solution should be flexible enough to create ad hoc reports for project comparison, historical billings, projects by agency customer, etc.
Asset Management
· CMS requires the ability to schedule equipment packages used on each project. The ability to schedule equipment by project shows the availability of equipment when multiple projects are scheduled simultaneously.
· Equipment must also have the ability to be scheduled for repairs. 
Responses:
Interested vendors are encouraged to complete two activities to respond.
1. Please complete and submit the survey at the link below to provide a general overview of your product:
https://www.surveymonkey.com/r/M83XB6K
2. Please complete and return the Business Requirements spreadsheet attached to this advertisement. The completed spreadsheet should be emailed to RA-GSCMSRFI@pa.gov.  
Please complete the survey and email the completed spreadsheet on or before 5:00 PM Friday, May 3, 2019. 
DGS does not intend to take and answer questions, issue further information via bulletin or accept sales calls from vendors relative to this survey. 
Surveys not completed and submitted by 5:00 PM Friday, May 3, 2019, may not be reviewed. 
Presentations:  
After a review of the submissions, the Commonwealth reserves the right to request presentations regarding the information submitted. At such presentations, respondents should be prepared to address any questions regarding their response to this RFI.
Disclaimer:  
This RFI is issued solely for information and planning purposes and does not constitute a procurement solicitation. Responses to this notice are not offers and cannot be accepted by the Commonwealth to form a binding contract.  No party is bound by the information provided in response to this RFI.
Respondents are solely responsible for all expenses associated with responding to this RFI. Respondents needing confidential treatment for any confidential and proprietary information they furnish must clearly identify that in their respective Responses.  All information received in response to this RFI that is marked as Confidential and Proprietary Information will be handled in accordance with applicable law including the Right To Know Law, as amended.  
Respondents to this Request shall not provide recommendations as to specific courses of action and shall not be deemed to be an advisor or consultant to the Commonwealth.  The Commonwealth will evaluate the information presented and determine any subsequent course of action, which may consist of contracting for implementation of Commonwealth-determined work.  Such work may be procured through any procurement method available, and respondents to this Request may be considered for selection to perform such work.
Responses to this RFI will not be returned. Respondents will not be notified of the result of the review, nor will they be provided copies of it.
Commonwealth Reservation of Rights: 
The Commonwealth reserves the right to consider or reject any and all responses to this Request, to amend and/or reissue this Request and to abandon and then recommence at any time, or not recommence, this process. All costs of any response to this Request and participation in any presentations to the Commonwealth are solely the responsibility of the Respondent and the Commonwealth shall not be liable for payment of any such costs.
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