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Child Support Enforcement Administration (CSEA)
311 West Saratoga Street
Baltimore, Maryland 21201-3500
REQUEST FOR PROPOSALS (RFP)
FOR
MARYLAND STATE DIRECTORY OF NEW HIRES
 DHR AGENCY CONTROL NUMBER: CSEA/SDNH/14-001-S
IMPORTANT NOTICE:  Prospective Offerors who have received this document electronically via eMaryland Marketplace or the DHR Web Page should immediately contact the Procurement Officer and provide their name, mailing address, and e-mail address in order that communications regarding this RFP can be sent to them.  Any prospective Offeror who fails to notify the Procurement Officer with this information assumes complete responsibility in the event that they do not receive communications from the Procurement Officer prior to the closing date.  

In order to receive a Contract award, a vendor must be registered on eMaryland Marketplace (eMM).  eMM registration is free of charge.  The eMM website is www.eMarylandMarketplace.com.

The State of Maryland encourages Minority Business Enterprises to participate in this procurement process.

NOTICE TO OFFERORS:  Questions or concerns regarding the MBE requirements of this solicitation must be raised before the receipt of initial proposals.

Issued:
 
 (May 23, 2013)
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Maryland’s Human Services Agency

KEY INFORMATION SUMMARY SHEET

STATE OF MARYLAND

Request for Proposals

Maryland State Directory of New Hires
AGENCY CONTROL NUMBER:  CSEA/SDNH/14-001-S
RFP Issue Date:


e-Maryland Marketplace – May 23, 2013
DHR Webpage – May 23, 2013
RFP Issuing Office:

Department of Human Resources






Child Support Enforcement Administration
Procurement Officer:

Katharine M. Kamieniecki





Phone:  410-767-7044





Fax:  (410) 333-0258 






e-Mail:  Katharine.Kamieniecki@maryland.gov
Proposals are to be sent to:
Department of Human Resources 

Procurement Division 
311 W. Saratoga Street, Room 946 





Baltimore, MD  21201-3500
Pre-Proposal Conference:
June 4, 2013; 1:00 p.m.





Department of Human Resources






311 W. Saratoga Street, Room 952






Baltimore, MD 21201-3500
Closing Date/Time:

June 12, 2013; 4:00 p.m.
STATE OF MARYLAND

NOTICE TO VENDORS/CONTRACTORS

To help us improve the quality of State solicitations, and make our procurement process more responsive and “business friendly,” we ask that you take a few minutes to complete this form.  Please return your comments via fax (410-333-0258) or email (katharine.kamieniecki@maryland.gov) to the Procurement Officer with your proposal or “no offer,” as the case may be.  Thank you for your assistance.
Proposal Number  CSEA/SDNH/14-001-S entitled Maryland State Directory of New Hires
I.
If you are not submitting a proposal, please indicate why:


[   ]
  Other commitments preclude our participation at this time.

[   ]
  The subject of the Contract is not in our business line.

[   ]   We lack experience in the work / commodities required.

[   ]
  The scope of work is beyond our current capacity.

[   ]
  We cannot be competitive.  (Please explain below.)

[   ]
  The specifications are either unclear or too restrictive.  (Please explain below.)

[   ]
  Bid / proposal requirements, other than the specifications, are unreasonable or too risky.  


  (Please explain below.)


[   ]
  Time for completion is insufficient.

[   ]
  Bonding/Insurance requirements are prohibitive.  (Please explain below.)


[   ]
  Doing business with Government is simply too complicated.


[   ]
  Prior experience with State of Maryland Contracts was unprofitable or otherwise unsatisfactory. 




(Please explain in Remarks section.)
[   ]
  Other:  _________________________________________________________________________________


_________________________________________________________________________________


_________________________________________________________________________________

II.
Please explain your response further, offer suggestions, or express concerns.  (Use the back for additional information.) 

REMARKS:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

OPTIONAL

Vendor Name:  _____________________________________________________Date: ______________ Contact: _________________________________________________________​
Phone:  ____________

Address or email: ______________________________________________________________________

THANK YOU!!!
SECTION I.  OBJECTIVE OF REQUEST FOR PROPOSALS

1.1
Summary Statement
The Department of Human Resources (Department or DHR) CSEA intends to acquire a single Contractor to operate the Maryland State Directory of New Hires (MSDNH), a centralized database of newly hired or rehired employees in Maryland.  All employers conducting business in the State are required to report any newly hired, rehired, recalled or temporary employee within twenty (20) days after employment/reemployment to the MSDNH.  Employers includes all businesses, State and local government employers, and non-profit organizations, regardless of the number of employees, the amount of hours an employee is projected to work, or the employee’s projected wages.  Any employee that works less than a full day or discontinues his or her employment prior to the twentieth day of employment must be reported.  
Employers have the ability to transmit new hires records electronically at www.MDNewHire.com, non-electronically, or via payroll service. New Hires information is used by CSEA; the Department of Labor, Licensing, and Regulation (DLLR); and the federal Office of Child Support Enforcement (OCSE).  The MSDNH enables State CSE agencies to be more effective in locating noncustodial parents, establishing child support orders and enforcing child support orders
The Contract will be for a three-year period and include a thirty-calendar day (30) Transition-In period beginning on or about August 17, 2013 and ending on or about September 16, 2016.  However, if the term does not start on August 17, 2013 the Contract will last for a period of three years and thirty days.   The Contract also contains two (2) one-year options to be exercised at the State’s sole discretion.  The term for the first one-year option will begin September 17, 2016 and end September 16, 2017.  The term for the second one-year option will begin September 17, 2017 and end September 16, 2018.     
1.2
Procurement Officer 
The sole point of contact in the State for purposes of this RFP is the Procurement Officer presented below:
Katharine M. Kamieniecki

Procurement Officer
(410)767-7044 (office)

(800) 925-4434(TTY)

(410) 333-0258 (fax)

Katharine.kamieniecki@maryland.gov
The State may change the Procurement Officer at any time by written notice to the Contractor.
1.3
Pre-Proposal Conference
A Pre-Proposal Conference will be held on June 4, 2013 beginning at 1:00 p.m. at 311 W. Saratoga Street, Room 952; Baltimore, MD 21201-3500.  Attendance may facilitate the Offeror’s understanding and ability to meet the State’s Minority Business Enterprise (MBE) goals.

In order to assure adequate seating and other accommodations at the Pre-Proposal Conference, it is requested that by May 31, 2013 all potential Offerors planning to attend call the Procurement Officer (ref. Section 1.2) or send an e-mail with such notice.  In addition, if there is a need for sign language interpretation and/or other special accommodations due to a disability, provide at least 5 days notice of such need and DHR will make reasonable efforts to provide such special accommodation.

The Conference will be transcribed.  As promptly as is feasible subsequent to the Conference, a copy of the transcript of the Pre-Proposal Conference, a summary of the Pre-Proposal Conference (Conference Agenda) and all questions and answers known at that time will be made available to all prospective Offerors known to have received a copy of this RFP, free of charge, via eMaryland Marketplace, https://emaryland.buyspeed.com/bso/ and the DHR web page, www.dhr.state.md.us.  

1.4
Electronic Procurement Authorization
A. 
The following transactions are authorized to be conducted by electronic means on the terms described.  “Electronic means” refers to exchanges or communications using electronic, digital, magnetic, wireless, optical, electromagnetic, or other means of electronically conducting transactions.  Electronic means includes facsimile, electronic mail, internet-based communications, electronic funds transfer, specific electronic bidding platforms (e.g. https://emaryland.buyspeed.com/bso/), and electronic data interchange.
1. 
The Procurement Officer may conduct the procurement using e-Maryland Marketplace, the DHR web page, e-mail or facsimile to issue: 

a. 
the solicitation (e.g. the RFP); 

b. 
any amendments; 

c. 
Pre-Proposal Conference documents; 

d. 
questions and responses; 

e. 
communications regarding the solicitation or proposal to any Offeror including requests for clarification, explanation, or removal of elements of an Offeror's Proposal deemed not acceptable; 

f. 
notices of award selection or non-selection; and 

g. 
the Procurement Officer’s decision on any protest or Contract claim. 

2. 
An Offeror or potential Offeror may use e-mail or facsimile to: 

a. 
ask questions regarding the solicitation; 

b. 
reply to any material received from the Procurement Officer by electronic means that includes a Procurement Officer's request or direction to reply by e-mail or facsimile, but only on the terms specifically approved and directed by the Procurement Officer; 

c. 
request a debriefing; or 

d. 
submit a "No Offer” response to the solicitation. 

3. 
The Procurement Officer, the State Project Manager and the Contractor may conduct day-to-day Contract administration, except as outlined in Section B of this subsection utilizing e-mail, facsimile or other electronic means if authorized by the Procurement Officer or State Project Manager. 

B. 
The following transactions related to this procurement and any Contract awarded pursuant to it are not authorized to be conducted by electronic means: 

1. submission of initial Proposals; 

2. filing of protests; 

3. filing of Contract claims; 

4. submission of documents determined by DHR to require original signatures e.g. Contract execution, Contract modifications, etc); or 

5. any transaction, submission, or communication where the Procurement Officer has specifically directed that a response from the Contractor or Offeror be provided in writing or hard copy. 



C. 
Any facsimile or electronic mail transmission is only authorized to the facsimile numbers or electronic mail addresses for the identified person(s) as provided in the RFP, the Contract, or at the direction from the Procurement Officer or State Project Manager.

1.5
Questions and Inquiries
Written questions from prospective Offerors will be accepted by the Procurement Officer (ref. Section 1.2) prior to the Pre-Proposal Conference.  As practical and appropriate, the answers to these pre-submitted questions will be provided at the Pre-Proposal Conference.  No substantive question will be answered prior to the Pre-Proposal Conference.  Additionally questions, both written and oral, will be accepted from the prospective Offerors at the Pre-Proposal Conference and will be answered at this conference or in a subsequent transmittal, which will be posted on DHR’s website www.dhr.state.md.us and eMaryland Marketplace https://emaryland.buyspeed.com/bso/.
Questions will also be accepted subsequent to the Pre-Proposal Conference.  All post-Conference questions shall be submitted in a timely manner to the Procurement Officer only.  The Procurement Officer will, based on the availability of time to research and communicate an answer, decide whether an answer can be provided before the Proposal due date.  Answers to all substantive questions that have not previously been answered, and are not clearly specific only to the requestor will be distributed to all prospective Offerors who are known to have received a copy of the RFP.

Subsequent to the Conference, additional pre-proposal questions may be submitted by mail, facsimile, or preferably, by e-mail to the Procurement Officer.  

Should a potential Offeror identify alleged ambiguities in the specifications or Contract provisions included in the RFP, or should there be doubt as to the meaning or intent of any section or subsection herein, the potential Offeror shall request clarification from the Procurement Officer prior to the Proposal due date.  Failure to do so may prevent consideration of a future protest (see COMAR 21.10.02.03).

1.6
Closing Date
An original, to be so identified, and three (3) copies of the Technical Proposal and Financial Proposal (See Section IV) shall be received by the Procurement Officer (ref. Section 1.2) by June 12, 2013at 4:00 p.m.  in order to be considered.  Requests for extension of this date or time shall not be granted.   Offerors mailing Proposals shall allow sufficient mail delivery time to insure timely receipt by the Procurement Officer (ref. Section 1.2).  Proposals or unsolicited amendments to Proposals arriving after the closing time and date will not be considered, except under the conditions identified in COMAR 21.05.02.10 B and 21.05.03.02 F.  Oral, electronic mail or facsimile Proposals will not be accepted.
1.7
No Offer Statement
Offerors not responding to this solicitation are requested to complete and submit the Notice to Vendors/Contractors form that includes the company information and the reason for not responding (i.e. too busy, cannot meet mandatory requirements, etc). This form is located immediately after the Key Information Summary Sheet.

1.8
Duration of Proposal Offer
The content of this RFP and the Proposal of the successful Offeror(s) will be included by reference in any resulting Contract. All prices, terms and conditions in the Proposal shall remain fixed and valid for 120 days after the closing date for receipt of Proposals or the closing date for receipt of Best and Final Offers.  This period may be extended by written mutual agreement between the Offeror and the requesting State organization.
1.9
State Project Manager

The State Project Manager for this Contract is:
Ms. Vashti Green

Maryland State Directory of New Hires

Maryland Department of Human Resources

Child Support Enforcement Administration
311 West Saratoga Street, 3rd Floor

Baltimore, Maryland 21201

(410) 767-8805 (office)

(410) 333-0952 (fax)

Vashti.Green@maryland.gov
After Contract award, this person will serve as the primary point of contact for the Contractor in regards to the services provided under the Contract. However, for certain Contract related actions, the Procurement Officer may communicate with the Contractor.
The State may change the State Project Manager at any time by written notice to the Contractor.

1.10
Investment Activities in Iran Certification
All proposals submitted by an Offeror must be accompanied by a completed Certification Regarding Investments In Iran (Attachment AA).

Effective January 1, 2013, the Investment Activities in Iran Act (State Finance and Procurement Article, §§17-701 through 17-707, the “IAI Act) (Attachment AA-1) requires all companies that seek to do business with the State to certify at the time of proposal submission that:

1. They are not identified on a list created by the Maryland Board of Public Works as a person engaging in investment activities in Iran; and 

2. They are not engaging in investment activities in Iran, as defined in the IAI Act.

The current IAI Act list maintained by the Board of Public Works can be found at http://bpw.maryland.gov/Pages/Debarments.aspx.
1.11
Glossary of Terms

A. Child Support Enforcement

The application of remedies to obtain payment of a child or medical support obligation. Examples of remedies include garnishments of wages, seizure of assets, suspension of State-issued licenses, and denial of U.S. passports.
B. Child Support Enforcement Administration (CSEA)

The unit within DHR that administers the child support program for the State based on federal and State regulations. See 45 CFR § 300 and COMAR Title 07.

C. Child Support Enforcement Program (Program or CSE)

The nation’s Child Support Enforcement Program is a federal and State partnership to help families by promoting family self-sufficiency and child well-being.

D. Child Support Enforcement System (CSES)

An automated system used for establishing, enforcing and tracking in-State and interstate child support cases, recording child support financial activity, and for generating data for federal reporting.

E. Code of Federal Regulations (CFR)

A codification of the general and permanent rules published in the Federal Registry by the Executive departments and agencies of the federal government.

F. Code of Maryland Regulations (COMAR)

COMAR is a publication of the Maryland Secretary of State, Division of State Documents for implementing State law. Title 21 governs State procurement procedures. Title 07 governs all programs under the Department.

G. Contract

The agreement between the Department and the successful Offeror resulting from this solicitation.

H. Contractor

The company or organization awarded a Contract resulting from this RFP.
I. Department of Human Resources (Department or DHR)

DHR is Maryland's fourth largest independent State agency. The Department was established to administer the State's Family Investment, Social Services, and Child Support programs.

J. Department of Labor, Licensing and Regulation (DLLR)
DLLR is a State agency responsible for supervising  employment training, job match services, unemployment insurance, and  is responsible for regulating  many of the State's licensing and regulatory boards concerned with occupations and professions, and home and mechanical services.
K. Electronic Submission

An electronic submission refers to data submitted by electronic means, which includes e-mail or a web form on the Internet, or on an electronic medium such as a compact disc, a hard disk or a USB flash drive. 

L. Employer

“Employer” shall have the same meaning as “employing unit” as defined in Maryland Code Ann., Labor & Employment § 8-101(p) (2008 Repl. Vol & 2012 Supp) and shall include person engaged in a business, industry, profession or other trade enterprise within the State with at least one employee engaged in covered employment or a person who has elected to become subject to the Unemployment Insurance Article.  
M. Federal Fiscal Year (FFY)

FFY is the federal accounting period for budget and federal reporting purposes that runs from October 1 of one calendar year through September 30 of the next calendar year.

N. File Transfer Protocol (FTP) 
A standard network protocol used to transfer files from one host to another host over a Transmission Control Protocol (TCP)-based network, such as the Internet.  FTP also can exchange files between computer accounts, transfer files between an account and a desktop computer, or access online software archives.
O. Magnetic Submission

Data submitted by magnetic means that includes any storage medium that utilizes magnetic patterns to represent information.  An example of a magnetic media and magnetic storage is a floppy diskette and hard disk drive.
P. Maryland State Directory of New Hires (MSDNH)

The local database of newly hired or rehired employees.   
Q. National Directory of New Hires (NDNH)
A national database of wage and employment information, established pursuant to the Personal Responsibility and Work Opportunity Reconciliation Act of 1996 (PRWORA).  The NDNH is operated by the federal Office of Child Support Enforcement to enable State CSE agencies to be more effective in locating noncustodial parents, establishing child support orders and enforcing child support orders.  
R. Newly-hired Employee 
A newly hired employee is a person who first performs services in covered employment for remuneration or who returns to employment after more than sixty (60) days of separation.
S. Office of Child Support Enforcement (OCSE)

OCSE administers the Child Support Enforcement Program at the federal level.

T. Office of Technology for Human Services (OTHS)

A unit within the Department responsible for design, development, implementation, enhancements and ongoing maintenance and support of the Department’s information technology systems.
U. Payroll Service

A company that will, for a fee, handle all payroll functions independently, on behalf of a business.  
V. Re-hired or Re-called Employee

Employees who return to work after being laid off, furloughed, separated, granted a leave without pay, or terminated from employment after sixty (60) days.  Employers must also report any employee who remains on the payroll during a break in service or gap in pay, and then returns to work after sixty (60) days.  (ex. teachers, substitutes, seasonal workers, etc.)
W. State Legislative Auditors

The individuals responsible for conducting both fiscal and performance compliance audits of state agencies to evaluate internal controls and compliance with laws and regulations, and evaluate whether desired program results are being achieved.

X. Temporary Employee

Individuals who report for assignments on a short term or defined term.  Temporary agencies are responsible for reporting any employee who they hire to report for an assignment only once; they do not need to be re-reported each time they report to a new client, unless there has been a break in service or gap in wages of sixty (60) days or less.

Y. Title IV-D (IV-D)

Title IV-D is that portion of the United States Code Annotated, Title 42, Chapter 7 (the “Social Security Act”) that governs the Child Support Enforcement Program.
Z. Transmission Control Protocol (TCP) 

A set of rules (protocol) used along with the Internet Protocol (IP) to send data in the form of message units between computers over the Internet. While IP takes care of handling the actual delivery of the data, TCP takes care of keeping track of the individual units of data (called packets) that a message is divided into for efficient routing through the Internet.

SECTION II.  GENERAL INFORMATION

2.1
Purpose
The overall purpose of this RFP is to provide information to Offerors interested in preparing and submitting Proposals to meet the requirements for maintaining the automated MSDNH for collecting, storing, transmitting, and extracting information reported by employers on newly hired and rehired employees to increase child support collections at the State and federal level.
2.2
Revisions to the RFP

If it becomes necessary to revise this RFP before the due date for Proposals, amendments will be provided to all prospective Offerors who were sent this RFP or otherwise are known by the Procurement Officer to have obtained this RFP. Amendments made after the due date for Proposals will be sent only to those Offerors who submitted a timely proposal. 

Acknowledgment of the receipt of all amendments to this RFP issued before the proposal due date shall accompany the Offeror’s Proposal in the transmittal letter accompanying the Technical Proposal. Acknowledgement of the receipt of amendments to the RFP issued after the proposal due date shall be in the manner specified in the amendment notice. Failure to acknowledge receipt of amendments does not relieve the Offeror from complying with all terms of any such amendment.
2.3
Cancellation of the RFP
The State may cancel this RFP, in whole or in part, whenever this action is determined to be fiscally advantageous to the State or otherwise in the State’s best interest.  If the RFP is canceled, a notice of cancellation will be provided to all prospective Offerors who were sent this RFP or otherwise are known by the Procurement Officer to have obtained this RFP.

2.4
Acceptance of Proposal and Terms and Conditions
The State reserves the right to accept or reject any and all Proposals, in whole or in part, received in response to this RFP, or to waive or permit cure of minor irregularities to serve the best interests of the State of Maryland.   

By submitting a Proposal in response to this RFP, an Offeror shall be deemed to have accepted all the terms, conditions, and requirements set forth in this RFP unless otherwise clearly noted and explained in its Proposal as an attachment to the Transmittal Letter as required in Section 4.2.  A Proposal that takes exception to these terms may be rejected.

2.5
Additional Information
Offerors who submit Proposals may be required to provide additional information orally or in writing or to submit to a site inspection by State representatives in order to clarify or document their Proposals.

2.6
Incurred Expenses
The State will not be responsible for any costs incurred by any Offeror in preparing and submitting a Proposal in response to this RFP, including making an oral presentation, holding discussions, making a presentation or conducting an on-site inspection.  Any expenses incurred by State personnel or representatives for on-site inspections will be borne by DHR.

2.7
Economy of Preparation
Proposals shall be prepared simply and economically, providing a straightforward, concise description of the Offeror's Proposal for meeting the requirements of this RFP. 

2.8
Alternate Proposals
An Offeror shall not submit an alternate Proposal in response to this RFP.  

2.9
Multiple Proposals
An Offeror shall not submit more than one Proposal in response to this RFP.

2.10

Proposal Opening

Proposals will not be opened publicly, but will be opened in the presence of at least two State employees.  Proposals shall be held in a secure place until the established due date. After the established due date, a Register of Proposals shall be prepared that identifies each Offeror.  The Register of Proposals shall be open to public inspection after award of the Contract.  Proposals shall be shown only to members of the Evaluation Committee or State employees having a legitimate interest in them.
2.11
Contract Term

The Contract will be for a three-year period and include a thirty-calendar day (30) Transition-In period.  It shall begin on or about August 17, 2013, and end on or about September 16, 2016; however, if the term does not start on August 17, 2013 the Contract will last for a three year and thirty day period.   The Contract also contains two (2) one-year options to be exercised at the State’s sole discretion.  The term for the first one-year option will begin September 17, 2016 and end September 16, 2017.  The term for the second one-year option will begin September 17, 2017 and end September 16, 2018     
2.12
Multi-Year Contract 
A. This is a multi-year Contract.  The required services shall be provided for the entire Contract term.
B. Fixed Unit Prices shall be given for the services, including the option periods, and the Fixed Unit Prices shall be the same throughout the entire period of performance as provided in the Maryland State Directory of New Hires Pricing Proposal (Attachment A).

C. The multi-year Contract shall be canceled automatically if funds are not appropriated or otherwise made available to support continuation of performance in any fiscal period succeeding the first.  Funding for any Contract resulting from this RFP is dependent upon appropriations from the Maryland General Assembly and/or the federal Department of Health and Human Services. 
D. The Procurement Officer shall notify the Contractor in a timely manner if the funds are not available for the continuation of the Contract for each succeeding fiscal period.

2.13
Options 
The Contract will contain two (2) one-year options to be renewed upon the same base period Contract terms and conditions.  Exercise of the renewal options will be solely at the discretion of the State.  Prices for the renewal options shall be provided on the Maryland State Directory of New Hires Pricing Proposal (Attachment A).
2.14
Bid/Proposal Affidavit
The Bid/Proposal Affidavit (Attachment B) must be completed by all Bidders responding to this IFB and submitted as a part of the vendor's Bid.  This Affidavit includes commercial nondiscrimination, minority business enterprise, anti-bribery, non-collusion, debarment, tax payment, investments in Iran, and conflict minerals affirmations.
2.15
Corporate Registration
All corporations doing business in Maryland are required by law to  be registered with the State of Maryland, Department of Assessments and Taxation, Comptroller’s Office as well as with the Department of Labor, Licensing and Regulation and shall have a resident agent.  The resident agent shall be either an individual (not the corporation itself) with an address within the boundaries of Maryland or a corporation which represents other corporations as a resident agent.

Any potential Offeror who is not sure of resident/foreign corporate status is advised to contact the Maryland Department of Assessments and Taxation, at 410-767-1340. It is strongly recommended that any potential Offeror be completely registered prior to the due date for receipt of Proposals.  An Offeror’s failure to complete registration with the Department of Assessments and Taxation may disqualify an otherwise successful Offeror from final consideration and recommendation for Contract award.

2.16
Compliance with Law
By submitting a Proposal in response to this RFP, the Offeror, if selected for award, agrees that it shall comply with all Federal, State, and local laws and regulations applicable to its activities and obligations under the Contract.  By submitting a Proposal in response to the RFP, the Offeror shall be deemed to represent that it is not in arrears in the payment of any obligation due and owing the State of Maryland or any department or unit thereof, including but not limited to the payment of taxes and employee benefits, and if selected for award, that it shall not become so in arrears during the term of the Contract.

2.17
Contract Affidavit
The Contract Affidavit (Attachment C) shall be completed and submitted by the selected Offeror within 10 working days from notification of recommendation of award and each renewal thereafter. This affidavit includes the financial, political and drug and alcohol free work place affirmations and a reaffirmation of the Bid/Proposal Affidavit.

2.18
Public Information Act Notice
Offerors shall give specific attention to the identification of those portions of their Proposals that they deem to be confidential, proprietary information or trade secrets and provide justification why such materials, upon request, should not be disclosed by the State under the Access to Public Records Act, State Government Article, Title 10, Subtitle 6, Annotated Code of Maryland.  Offerors are advised that, upon request for this information from a third party, the Procurement Officer is required to make an independent determination as to whether the information must be divulged to the party.  A blanket statement declaring the entire Proposal confidential is not acceptable.

2.19
Offeror's Responsibilities
The selected Offeror shall be responsible for rendering services within the category for which they have been selected as required by this RFP.  All subcontractors shall be identified and a complete description of their role relative to the Proposal shall be included in the Offeror’s Proposal. Additional information regarding MBE subcontractors is provided under Sections 2.30 through 2.34 below.  

If an Offeror that seeks to perform or provide the services required by this RFP is the subsidiary of another entity, all information submitted by the Offeror, such as but not limited to, minimum Offeror requirements, references and financial reports, or experience and documentation (e.g. insurance policies, bonds, letters of credit) used to meet minimum qualifications, if any, shall pertain exclusively to the Offeror, unless the parent organization will guarantee the performance of the subsidiary.  If applicable, the Offeror’s Proposal shall contain an explicit statement that the parent organization will guarantee the performance of the subsidiary.  Subcontractors retained for the sole purpose of meeting the established MBE participation goal(s) for this solicitation shall be identified as provided in (Attachment F), “MDOT Certified MBE Utilization and Fair Solicitation Affidavit.”
Although experience and documentation of an Offeror’s parent may be used to satisfy minimum qualifications, a parental guarantee of the performance of the Offeror under this Section will not automatically result in crediting the Offeror with the experience and/or qualifications of the parent under any evaluation criteria pertaining to the actual Offeror’s experience and qualifications.  Instead, the Offeror will be evaluated on the extent to which the State determines that the experience and qualifications of the parent are transferred to and shared with the Offeror, any stated intent by the parent in its guarantee of performance for direct involvement in the performance of the Contract, and the value of the parent’s participation as determined by the State.
2.20
Document Ownership
In the event of Contract award, all data and documentation produced as part of the Contract will become the exclusive property of the Department of Human Resources, State of Maryland and may not be removed by an employee of the Contractor or subcontractor(s) or used, sold, reproduced or duplicated in any way for any purpose by the Contractor or subcontractor(s) without the written permission of the Department. Technical Proposals received from Offerors in response to this RFP and the corresponding financial Proposals from qualified Offerors shall become the property of the Department of Human Resources, State of Maryland, and will not be returned to the Offeror.

2.21
General Contractual Conditions
Any Contract resulting from this RFP shall be governed by the laws of the State of Maryland and shall include at a minimum all the terms and conditions set forth in the sample Services Contract (Attachment D) and Contract Affidavit (Attachment C).

Prior to Award, both the Contract and the Affidavit shall be completed along with witnessed signatures and dates and submitted by the recommended Contractor.   

2.22
Procurement Method

This procurement is being conducted in accordance with COMAR Title 21.05.03, Procurement by Competitive Sealed Proposals.  

2.23
Contract Type

The Contract that results from this RFP will be an indefinite quantity contract with Fixed Unit Prices in accordance with COMAR 21.06.03.02.A (2) and 21.06.03.06.A (2). 

2.24
Payment Terms/Billing
The successful Offeror shall bill the Department on a monthly basis, by the 15th day of the month for services provided in the previous month using the Maryland State Directory of New Hires- Monthly Invoice (Attachment A-1).  Payment shall be made based on the actual services provided and the Contractor’s Fixed Unit Prices as provided in the Maryland State Directory of New Hires Pricing Proposal (Attachment A).  
The Department reserves the right to reduce or withhold the monthly payment in the event the Contractor does not provide the Department with all required services and deliverables (see Section 3.5) within the time frame specified in the Contract or in the event that the Contractor otherwise materially breaches the terms and conditions of the Contract. 
The Department may reduce or withhold monthly payments in the following situations:
A. Withhold 10% per month from the monthly invoice following the Contractor’s failure to submit reports timely. The Contractor will be eligible to receive the aggregate of any withheld funds after submission and approval by the State Project Manager of any outstanding deliverables.  Any withheld funds will be included in the Contractor’s next payment after approval of the outstanding reports by the State Project Manager.   
B. Withhold 5% per month from the monthly invoice following the Contractor’s failure to correct deficiencies as outlined in any Corrective Action Plan(s) (CAP) (see Sections 3.4.2 (A)(7), 3.4.2(A)(24) and 3.4.2 (B)(2).  The Contractor will be eligible to receive the withheld funds when performance is at a satisfactory level and approved by the State Project Manager. 
Note:
If the Contractor does not cure noted deficiency(ies) within the requested time period, the Department will not return the withheld funds. 
In instances where the Contractor is able to demonstrate mitigating circumstances that prevent the Contractor from curing the noted deficiency(ies) within the requested time period, the State Project Manager may extend the period for curing the noted deficiency(ies).  If in good faith and to the satisfaction of the State Project Manager the Contractor’s efforts to overcome the mitigating circumstances prove unsuccessful, the Contractor may receive the withheld funds.
C. Invoices shall be addressed to:

Ms. Vashti Green 

State Project Manager

Maryland State New Hires Directory  

Maryland Department of Human Resources

Child Support Enforcement Administration
311 West Saratoga Street, 3rd Floor

Baltimore, Maryland 21201

All invoices shall:
1. Be signed and dated by the Contractor
2. Contain the Contractor’s mailing address

3. Contain the Contractor’s Federal Tax ID number

4. Include the State’s assigned contract control number

5. Provide the period of service
6. Provide all price categories and Contractor’s Fixed Unit Prices as provided in the Contractor’s Pricing Proposal, and
7. Provide the amount of requested payment.

Note:  
Charges for late payment of invoices, other than as prescribed by Title 15, Subtitle 1, of the State Finance and Procurement Article, Annotated Code of Maryland, is prohibited.  
2.25
Electronic Funds Transfer (EFT)

Electronic funds transfer will be used by the State to pay Contractor(s) for this Contract and any other State payments due Contractor(s) unless the State Comptroller’s Office grants Contractor(s) an exemption.  The selected Offeror shall register using the attached form COT/GAD X-10 Vendor Electronic Funds (EFT) Registration Request Form (Attachment E) upon notification of selection for award. If your organization has previously registered for EFT with the Comptroller’s Office, unless there has been a change, there is no need to re-register.  If previously registered, indicate that information on the COT/GAD X-10 form and return the form to the Procurement Officer upon notification of selection for award. Any request for exemption shall be submitted to the State Comptroller’s Office for approval at the address specified on the COT/GAD X-10 form and shall include the business identification information as stated on the form and include the reason for the exemption.

2.26
Contract Award
Award of a Contract, if any, generally will be made within 120 days after the closing date for submission of Proposals or the closing date for receipt of Best and Final Offers, and will be subject to appropriate Federal and State approvals. The Contract shall be awarded to the qualified Offeror whose Proposal is determined to be most advantageous to the State based on the results of the technical and financial evaluations. 
2.27
Discussions

The State may award a Contract from this solicitation without discussion with any Offerors.  The Department reserves the right to discuss and negotiate with qualified or potentially qualified Offerors, i.e., Offerors which appear to be responsible at the time discussions and negotiations are conducted and whose Proposals are initially judged to be reasonably susceptible of being selected for award. Discussions or negotiations will be conducted with all Offerors which have not previously been eliminated. The Department, however, is not obligated to conduct any discussions or negotiations.  Each Offeror shall be aware that the Department can select a Proposal without first discussing the matter with the selected Offeror.
2.28
eMaryland Marketplace Registration
eMM is an electronic commerce system administered by the Maryland Department of General Services.  In addition to using the DHR website (www.dhr.state.md.us) for transmitting the RFP and associated materials, the summary of the Pre-Proposal Conference, Offeror’s questions and the Procurement Officer’s responses, and addenda will be provided via eMM.

In order to receive a Contract award, an Offeror shall be registered on eMaryland Marketplace.  Registration is free.  Go here to register: https://emaryland.buyspeed.com/bso/.  Click on "Registration" to begin the process and follow the prompts.  As a registered vendor to eMaryland Marketplace, you will be privileged to many benefits including: 

· Online Goods and Services Profile:

You can create and maintain your company's goods and services profile with the State. Your online profile will allow you to receive solicitations issued by the State that are in your area of interest.

· Instant Notification of Opportunities: 

Registered vendors will receive instant, automatic notification via e-mail when a procurement opportunity is issued by State and Maryland local government buying organizations in your area of interest. 

· Solicitations Online:

You can review and respond to State and in some cases Maryland local government issued solicitations via the Internet without leaving your desk.

Note:
eMaryland Marketplace registration is active for one year and must be active at the time of Contract award.  eMaryland Marketplace registration should be maintained thereafter in order to receive notice of future bid opportunities.

2.29
Protests
An Offeror may protest the proposed award or the award of a Contract for this procurement.  Any protest must be filed in accordance with Title 15, Subtitle 2 of the State Finance and Procurement Article, Annotated Code of Maryland, and COMAR 21 (State Procurement Regulations), Subtitle 10, Administrative and Civil Remedies.

2.30
Minority Business Enterprises (MBE)
Minority Business Enterprises are encouraged to respond to this solicitation.

2.31 
Minority Business Enterprise Participation 
An Offeror shall structure its procedures for the performance of the work required in this Contract to attempt to achieve the MBE goal stated in this RFP.  MBE performance shall be in accordance with the MBE requirements as authorized by COMAR 21.11.03.  Contractor agrees to exercise all good faith efforts to carry out the MBE requirements set forth in this RFP.

2.32 
Minority Business Enterprise Participation Goal(s) and Sub-Goal(s)
An overall MBE subcontract participation goal of thirty (30%) percent of the total Contract dollar amount has been established for this procurement.  This dollar amount includes:  

· A subgoal of seven (7%) percent of the total Contract dollar amount to be allocated to certified Minority Business Enterprises classified by the certification agency as African American owned businesses.

· A subgoal of zero (0%) percent of the total Contract dollar amount to be allocated to certified minority business enterprises classified as Asian American owned businesses. 

· A subgoal of two (2%) percent of the total Contract dollar amount to be allocated to certified minority business enterprises classified as Hispanic American owned businesses.

· A subgoal of eight (8%) percent of the total Contract dollar amount to be allocated to certified minority business enterprises classified as Women owned businesses.  

By submitting a response to this solicitation, the Offeror agrees that these dollar amounts of the Contract will be performed by certified MBEs as specified.

· A prime Contractor – including an MBE prime Contractor – shall accomplish an amount of work not less than the MBE subcontract goal with certified MBE subcontractors.

· A prime Contractor comprising a joint venture that includes MBE partner(s) shall accomplish the MBE subcontract goal with certified MBE subcontractors.

2.33
Minority Business Enterprise Participation Requirements

A.
DEFINITIONS
As used in this Solicitation, the following words have the meanings indicated.

1. “Certification” means a determination made by the Maryland Department of Transportation that a legal entity is a MBE.


2. “MBE Liaison” is the employee designated to administer this Department’s MBE program.


3. “Minority Business Enterprise” or “MBE” means any legal entity, other than a joint venture, organized to engage in commercial transactions, that is:

a) at least 51-percent owned and controlled by one or more individuals who are socially and economically disadvantaged; and 

b) managed by, and the daily business operations of which are controlled by, one or more of the socially and economically disadvantaged individuals who own it.  A MBE also includes a not-for-profit entity organized to promote the interests of physically or mentally disabled individuals.  A MBE must be certified in order to participate in the Department’s MBE program.

B.
CONTRACTOR’S RESPONSIBILITIES
1.
Offerors agree to exercise all good faith efforts to carry out the requirements set forth in this Solicitation.  An Offeror shall:

a) Identify specific work categories within the scope of the procurement appropriate for subcontracting.

b) Solicit minority business enterprises in writing at least 10 days before proposals are due, describing the identified work categories and providing instructions on how to bid on the subcontracts.

c) Attempt to make personal contact with the MBE’s solicited and to document these attempts.

d) Assist MBE’s to fulfill, or to seek waiver of, bonding requirements.

2.
Each prime Contractor given solicitation documents as part of a procurement under the MBE subcontract method, can obtain the electronic version of the MBE Directory at www.mdot.state.md.us for purposes of soliciting subcontract quotations, bids, or offers from certified MBE’s.  

3.
A minimum certified MBE participation goal has been established for this procurement (see Section 2.32).  Contractor agrees that at least this amount of the Contract will be performed by certified MBEs.

4.
If awarded the Contract the Contractor shall accomplish an amount of work not less than the MBE subcontract goal with Maryland Department of Transportation (MDOT) certified MBE subcontractors.


C.
SOLICITATION AND CONTRACT FORMATION

· An Offeror shall include with its offer a completed MDOT Certified MBE Utilization and Fair Solicitation Affidavit (Attachment F) whereby:

A. an Offeror acknowledges the certified MBE participation goal or requests a waiver, commits to make a good faith effort to achieve the goal, and affirms that MBE subcontractors were treated fairly in the Solicitation process.

B. an Offeror responds to the expected degree of MBE participation as stated in the solicitation, by identifying the specific commitment of certified MBEs at the time of submission.  An Offeror shall specify the price and/or the percentage of Contract value associated with each MBE subcontractor identified on the MDOT Certified MBE Utilization and Fair Solicitation Affidavit.

If an Offeror fails to submit Attachment F with the offer as required, the Procurement Officer shall determine that the offer is not reasonably susceptible of being selected for award.

· Within 10 working days from notification that it is the apparent awardee or from the date of the actual award, whichever is earlier, the apparent awardee must provide the following documentation to the Procurement Officer:

a) Outreach Efforts Compliance Statement (Attachment G)

b) Subcontractor Project Participation Certification (Attachment H)

c) If the apparent awardee believes a waiver (in whole or in part) of the overall MBE goal or of any sub goal is necessary, it must submit a fully documented waiver request (see below) that complies with COMAR 21.11.03.11 (see Section D. Waiver).

d) Any other documentation required by the Procurement Officer to ascertain Offeror responsibility in connection with the certified MBE participation goal.

If the apparent awardee fails to return Attachment G and Attachment H within the required time, the Procurement Officer may determine that the apparent awardee is not responsible and therefore not eligible for Contract award.  If the Contract has already been awarded, the award is voidable.

D.
WAIVER

.11 Waiver.  Code of Maryland Regulations (COMAR) 21.11.03

If for any reason, an Offeror is unable to achieve the Contract goal for certified MBE participation, an Offeror may request, in writing, a Waiver to include the following:

1. A detailed statement of the efforts made to select portions of the work proposed to be performed by certified MBEs in order to increase the likelihood of achieving the stated goal;


2. A detailed statement of the efforts made to contact and negotiate with certified MBEs including:

a) The names, addresses, dates and telephone numbers of certified MBEs contacted, and


b) A description of the information provided to certified MBEs regarding the plans, specifications, and anticipated time schedule for portions of the work to be performed;

3. As to each certified MBE that placed a subcontract quotation or offer that an Offeror considers not to be acceptable, a detailed statement of the reasons for this conclusion;


4. A list of minority subcontractors found to be unavailable.  This list should be accompanied by a Minority Contractor Unavailability Certificate (Attachment ​I) signed by the minority business enterprise, or a statement from an Offeror that the minority business refused to give the written certification.

E. AMENDMENT OF MBE DUE TO UNFORESEEN CIRCUMSTANCES

Any changes to the MDOT Certified MBE Utilization and Fair Solicitation Affidavit prior to or after Contract execution must receive approval in accordance with COMAR 21.11.03.12.  The apparent awardee(s) shall immediately notify the Procurement Officer regarding MBE changes before execution of a Contract.  Contractors shall immediately notify the State’s Project Manager regarding MBE changes after execution of a Contract. 

F.
CONTRACT ADMINISTRATION REQUIREMENTS


Contractor shall:

1. Submit monthly to the State Project Manager and DHR MBE Liaison a report listing any unpaid invoices, over 30 days old, received from any certified MBE subcontractor, the amount of each invoice and the reason payment has not been made (Prime Contractor Unpaid MBE Invoice Report, Attachment J).

2. Include in its agreements with its certified MBE subcontractors a requirement that those subcontractors submit monthly to the State Project Manager and DHR MBE Liaison a report that identifies the prime Contract and lists all payments received from the Contractor in the preceding 30 days, as well as any outstanding invoices, and the amount of those invoices (Subcontractor Payment Invoice Report, Attachment K).


3. Maintain such records as are necessary to confirm compliance with its MBE participation obligations.  These records must indicate the identity of certified minority and non-minority subcontractors employed on the Contract, the type of work performed by each, and the actual dollar value of work performed.  Subcontract agreements documenting the work performed by all MBE participants must be retained by the Contractor and furnished to the Procurement Officer on request.


4. Consent to provide such documentation as reasonably requested and to provide right-of-entry at reasonable times for purposes of the State’s representatives verifying compliance with the MBE participation obligations.  The Contractor shall retain all records concerning MBE participation and make them available for Department inspection for a period of three years after final completion of the Contract.

5. At the option of the procurement agency, upon completion of the Contract and before final payment and/or release of retainage, submit a final report in affidavit form and under penalty of perjury, of all payments made to, or withheld from MBE subcontractors.

NOTICE TO OFFERORS:  Questions or concerns regarding the MBE requirements of this solicitation must be raised before the receipt of initial Proposals.

2.34
Late Payment of Subcontractors – Prompt Payment Policy

A.
If a Contractor withholds payment of an undisputed amount to its subcontractor(s), DHR at its option and in its sole discretion, may take one or more of the following actions:

1. Not process further payments to the Contractor until payment to the subcontractor is verified,

2. Suspend all or some of the Contract work without affecting the completion date(s) for the Contract work,

3. Pay or cause payment of the undisputed amount to the subcontractor from monies otherwise due or that may become due,

4. Place a payment for an undisputed amount in an interest-bearing escrow account, or

5. Take other or further actions as appropriate to resolve the withheld payment.
B.
An “undisputed amount” means an amount owed by a Contractor to a subcontractor for which there is no good faith dispute, including any retainage withheld, and includes an amount withheld because of issues arising out of an agreement or occurrence unrelated to the Contract under which the amount is withheld.

C.
An act, failure to act, or decision of a Procurement Officer or a representative of DHR, concerning a withheld payment between a Contractor and its subcontractor(s) under this policy directive, may not:

1. Affect the rights of the contracting parties under any other provision of law;

2. Be used as evidence on the merits of a dispute between DHR and the Contractor in any other proceeding; or
3. Result in liability against or prejudice the rights of DHR.

D.
The remedies enumerated above are in addition to those provided under COMAR 21.11.03.13 with respect to subcontractors that have contracted pursuant to the MBE program.

E.
To ensure compliance with certified MBE subcontractor participation goals, DHR may, consistent with COMAR 21.11.03.13, take the following measures:

1. Verify that the certified MBEs listed in the MDOT Certified MBE Utilization and Fair Solicitation Affidavit actually are performing work and receiving compensation as set forth in the MDOT Certified MBE Utilization and Fair Solicitation Affidavit.

2. This verification may include, as appropriate:

a.
Inspecting any relevant records of the Contractor

b.
Inspecting the jobsite; and

c.
Interviewing subcontractors and workers.

d.
Verification shall include a review of:

1)
The Contractor’s monthly report listing unpaid invoices over 30 days old from certified MBE subcontractors and the reason for nonpayment; and

2)
The monthly report of each certified MBE subcontractor, which lists payments received from the Contractor in the preceding 30 days and invoices for which the subcontractor has not been paid.

3. If DHR determines that a Contractor is in noncompliance with certified MBE participation goals, then DHR will notify the Contractor in writing of its findings, and will require the Contractor to take appropriate corrective action.  Corrective action may include, but is not limited to, requiring the Contractor to compensate the MBE for work performed as set forth in the MDOT Certified MBE Utilization and Fair Solicitation Affidavit.

4.
If DHR determines that the Contractor is in material noncompliance with MBE contract provisions and refuses or fails to take the corrective action that DHR requires, then DHR may:




a.
Terminate the Contract;

b.
Refer the matter to the Office of the Attorney General for appropriate action; or

c.
Initiate any other specific remedy identified by the Contract, including the contractual remedies stated above regarding the payment of undisputed amounts.

5.
Upon completion of the Contract, but before final payment or release of retainage or both, the Contractor shall submit a final report, in affidavit form under the penalty of perjury, of all payments made to, or withheld from MBE subcontractors.

2.35
Insurance Requirements

Workers’ Compensation -- The Contractor shall maintain such insurance as necessary and/or as required under Workers’ Compensation Acts, U.S. Longshoremen’s and Harbor Workers’ Compensation Act, and the Federal Employers’ Liability Act, as well as any other applicable statute.

The State of Maryland must be named as an Additional Named Insured on all liability policies (Workers’ Compensation excepted) and certificates of insurance evidencing this coverage must be provided within ten (10) days after recommendation of award.

The following type(s) of insurance and minimum amount(s) of coverage are required:

General Liability - The Contractor shall maintain the following minimum insurance protection for liability claims arising as a result of the Contractor’s operations under this Contract.


  
$500,000 - General Aggregate Limit (other than products/completed operations)

        

$150,000 – Motor Vehicle Liability per occurrence
 

$150,000 - Each Occurrence Limit

$100,000 - Personal and Accidental Injury Limits

$  10,000 - Fire Damage Limit

$    2,500 - Medical Expense

Upon execution of a Contract with the State, current certificates of insurance will be provided to the Procurement Officer and thereafter at each Contract anniversary date. 
The State shall receive written notification of non-renewal and/or cancellation from the issuer of the insurance policies at least forty-five (45) days before the expiration of said policies.  Notice shall be sent to the State Project Manager.  In the event the State receives a notice of non-renewal and/or cancellation, the Contractor must provide the State Project Manager with an insurance policy from another carrier at least thirty (30) days prior to the expiration of the non-renewed insurance policy.  Failure to provide proof of insurance will result in the Contract being terminated for default.

2.36
Certification Regarding Lobbying
Section 319 of Public Law 101-121 prohibits the use of Federal funds for lobbying Federal officials, including members of Congress, in conjunction with a specific Contract, continuation, renewal, amendment, or modification of any Federal Contract, grant, loan, or cooperative agreement.  The law also requires the disclosure of lobbying efforts using other than Federal funds.  Each Proposal must include a completed Certification Regarding Lobbying (Attachment L).

2.37
Oral Presentations
Offerors who submit a Proposal in response to this RFP may be required to make an oral presentation of the Proposal to the Evaluation Committee, possibly on short notice.  All representations made by an Offeror during an oral presentation must be reduced to writing.  All such written representations will become part of the Offeror’s Proposal and are binding if the Contract is awarded.  The time and location for this oral presentation will be scheduled by the Procurement Officer.  The oral presentation will assist the Evaluation Committee with its evaluation and ranking of the Proposals.
2.38
Confidentiality
Except in accordance with a court order, neither Party shall use or disclose any information concerning a recipient of the services provided under this agreement for any purposes not directly connected with the administration of such services, except upon written consent of the Party providing the information and the recipient or his or her responsible parent, guardian, or legal representative or as required in §10-611 et. seq., State Government Article and Title 1, Subtitle 2, Human Services Article - Maryland Annotated Code and COMAR 07.01.07.

Nothing in this Contract shall prevent the Parties from using and disclosing statistical data derived from information concerning a recipient of the services provided under this Contract so long as that statistical data does not identify any recipient of such services.
Under the Contract, the Contractor shall have access to certain confidential unemployment insurance data (Confidential UI Data).   Confidential UI Data means information collected by DLLR in the administration of the unemployment insurance program which reveals the name or any identifying particular about any individual or any past or present employer or employing unit, or which could foreseeably be combined with other publicly available information to reveal such particulars.  For purposes of this agreement, Confidential UI Data to be provided by DLLR includes the employer record files provided by DLLR, including the names and addresses of employers.  With respect to Confidential UI Data, Contractor shall comply with the provisions of Maryland and federal law, including 20 CFR part 603, in maintaining the confidentiality of Confidential UI Data and in preventing disclosure of such data, except as permitted by law and with the express written consent of DLLR.  Contractor shall sign a Confidentiality Agreement reflecting the limitations on the use of Confidential UI data, which will be attached to the Contract.

To the extent that, in the future, the Contractor requests and is granted access to any additional Confidential UI Data, which could include records received from DLLR or DLLR’s third-party archivist, the Contractor shall comply with the provisions of Maryland and federal law, including 20 CFR part 603, in maintaining the confidentiality of Confidential UI Data and in preventing disclosure except as permitted by law and with the express written consent of DLLR, shall sign an amended Confidentiality Agreement, and shall pay all costs associated with obtaining such data.
2.39
False Statements
Offerors are advised that Section 11-205.1 of the State Finance and Procurement Article of the Annotated Code of Maryland provides as follows:

A. In connection with a procurement Contract a person may not willfully;

1. falsify, conceal, or suppress a material fact by any scheme or device;

2. make a false or fraudulent statement or representation of a material fact; or

3. use a false writing or document that contains a false or fraudulent statement or entry of a material fact.

B. A person may not aid or conspire with another person to commit an act under subsection (a) of this section.

C. A person who violates any provision of this section is guilty of a felony and on conviction is subject to a fine not exceeding $20,000 or imprisonment not exceeding 5 years or both.

2.40
Living Wage Requirements 
A solicitation for services under a State contract valued at $100,000 or more may be subject to Title 18, State Finance and Procurement Article, Annotated Code of Maryland. Additional information regarding the State’s Living Wage requirement is contained in this solicitation (see Attachment M - Living Wage Requirements for Service Contracts and Affidavit of Agreement).  If the Offeror fails to complete and submit the required Living Wage documentation, the State may determine an Offeror to be not responsible.
Contractors and subcontractors subject to the Living Wage Law shall pay each covered employee at least $12.91 per hour, if State contract services valued at 50% or more of the total value of the Contract are performed in the Tier 1 Area.  If State Contract services valued at 50% or more of the total value are performed in the Tier 2 Area, an Offeror shall pay each covered employee at least $9.70 per hour.  The specific Living Wage rate is determined by whether a majority of services take place in a Tier 1 Area or Tier 2 Area of the State. The Tier 1 Area includes Montgomery, Prince George’s, Howard, Anne Arundel, and Baltimore counties, and Baltimore City.  The Tier 2 Area includes any county in the State not included in the Tier 1 Area.  If the employees who perform the services are not located in the State, the head of the unit responsible for a State contract pursuant to §18-102 (d) shall assign the tier based upon where the recipients of the services are located. 

The Contract resulting from this solicitation has been determined to be a Tier 1 Contract. 

Additional Living Wage information pertaining to reporting obligations may be found by going to the Department of Labor, Licensing and Regulations’ (DLLR) website – http://www.dllr.state.md.us and clicking on Living Wage.  

	Note:  The Living Wage rates are subject to annual adjustments by DLLR.  Contractors may not increase prices because of any Living Wage increase.


2.41
Hiring Agreement 
By submitting a bid or Proposal in response to this solicitation, the Offeror agrees to execute and comply with the enclosed Hiring Agreement (Attachment N).  The Hiring Agreement is to be executed by the Offeror and delivered to the Procurement Officer within ten (10) business days following the receipt of notice by the Offeror that it is being recommended for Contract award.  The Hiring Agreement will become effective concurrently with the award of the Contract.

“THE REMAINDER OF THIS PAGE IS INTENTIONALLY LEFT BLANK”
SECTION III.  SPECIFICATIONS

3.1
Background
CSEA is established under Title IV-D of the Social Security Act, 42 U.S.C. § 701 (the “Act”).  Under the Act, States are required to deliver child support services to customers of Temporary Cash Assistance (TCA), Foster Care (FC), Non-Public Assistance Medical Assistance (NPA-MA) and individuals who make an application for child support services and pay the required application fee.

CSEA is responsible for the delivery of child support services including non-custodial parent location; establishment of paternity; establishment and enforcement of child and medical support obligations; review and adjustment of support obligations; and collection and disbursement of support payments to the citizens in Maryland’s twenty-four (24) subdivisions.
The Act requires each state to establish a local directory of new hires as a resource to enhance child support collections.  The State uses new hire information to identify newly hired employees who have a child support obligation and to initiate earnings withholding when appropriate.

CSEA uses new hires information to identify the employers of non-custodial parents owing child support obligations in order to issue wage withholding orders and facilitate child support collections. Employers failing to report new hires timely receive a one-time warning notice of non-compliance (Attachment R).  CSEA will assess a $20.00 fine against those employers with continuing instances of non-compliance for every month the employers fail to report new hires. 

DLLR uses new hires information obtained via the Contractor to detect fraudulent Unemployment Insurance (UI) claims and to prevent UI overpayments.  The data exchange with DLLR, Contractor, and DHR/CSEA enables DLLR to reduce the number of UI claimants receiving benefits while employed.  
The federal OCSE uses new hires information to update the NDNH to transmit employment information nationwide for the collection of child support obligations.
CSEA has operated the MSDNH under a contract with private vendors since 1997.  The chart below provides a summary of MSDNH reporting activity over a six-year period.  A total of 966,428 new hires records were processed in calendar year 2011, which is an increase of 11.2% over 2010.  The median percentage of new hires reporting electronically for the past two reporting years was 86.5%.   
	Year
	Number of New Hires
	Non-electronic Records
	Electronic Records

	
	
	% Reported
	# 
Reported
	% 
Reported
	#

Reported

	2006
	1,355,786
	16.0
	216,926
	84.0
	1,138,860

	2007
	1,212,599
	14.9
	180,677
	85.1
	1,031,922

	2008
	990,188
	14.7
	145,558
	85.3
	844,630

	2009
	681,964
	13.7
	93,429
	86.3
	588,535

	2010
	861,268
	13.7
	117,994
	86.3
	743,274

	2011
	966,428
	13.3
	128,535
	86.7
	837,893


3.2
Objectives
The purpose of this Contract is to increase child support collections on the State and federal levels.  In accomplishing this requirement, the Contractor will provide new hire data enabling DLLR to identify and reduce fraudulent UI activity in Maryland.  In addition, this Contract seeks to increase the percentage of Maryland new hires being reported electronically and improving the accuracy of new hires data and timeliness of new hire submissions.   
3.3
Scope of the Project
Any employer conducting business in the State of Maryland is required to report to the MSDNH any newly hired, rehired or returned to work employee or contracted entity within twenty (20) days of employment/reemployment.  Employers transmit reports electronically or non-electronically.  The Contractor shall maintain the automated system (MSDNH) for collecting, storing, transmitting, and extracting information reported by employers on newly hired and rehired employees.  The Contractor’s service delivery shall include: 
· Outreach to employers by providing information regarding the directory, the requirement to comply, and methods of reporting newly hired and re-hired employees; 

· A customer service component for employers; 

· The daily electronic transfer of data files for CSEA and the federal OCSE from the Contractor to OTHS;
· The weekly electronic transfer of data files from the Contractor to OTHS for transfer to DLLR; and
· The monthly receipt of electronic data files (of new employers) and the receipt four times per year of the entire employer account file from DLLR.
3.3.1 State Supplied Services
A. On day one of the Contract (Transition-In period), CSEA will provide the Contractor with an electronic version and a three-month supply of the New Hires Employer Information Packets (NHEIP). This information packet contains Maryland’s Employer Notification Letter (Attachment Q); Fact Sheet Maryland State Directory of New Hires (Attachment Q1); Maryland Annotated Code § 8-626.1 - Labor and Employment Article (Attachment Q2); SDNH Brochure (Attachment Q3); and the MD New Hire Reporting Form (Attachment Q4).  (See Sections 3.4.2 (A)(11) and 3.4.6 (F) for future ordering and maintenance of the NHEIP.) 

B. On day one of the Contract (Transition-In Period), CSEA will provide the Contractor with the three (3) local and national toll free telephone lines and fax numbers and Post Office (PO) Box to be maintained by the Contractor.  
C. On day one of the Contract (Transition-In Period), CSEA will provide the Contractor with access to the PO Box for retrieval of incoming correspondence and data submissions to the MSDNH.
Note:
The incumbent will also have access to the PO Box through the end of the Transition-In Period (See Section 3.4.6 (E)).  
D. Within five (5) business days after the Contract start date and again on the 15th day, CSEA will ensure that the incumbent Contractor transfers the MSDNH data and files to the successor Contractor. 

Note:
After installation of the database, OTHS will receive on an on-going daily and weekly basis, New Hires report file transfers from the Contractor for forwarding to CSEA, the federal OCSE, and DLLR. 

E. CSEA will provide the Contractor,via OTHS, the quarterly Federal Employer Participation Project (EPP) Report.  OTHS provides written notification to the State Project Manager and the Contractor when the report is available for electronic transmission. 
F. CSEA will provide the incoming Contractor with changes in federal New Hires reporting requirements or policies enacted during the Transition-In period and throughout the life of the Contract to be incorporated into the database or NHEIP and/or implemented by the Contractor (see Section 3.4.2 (A)(12) and (13).
3.4 Contractor Minimum Requirements
The Contractor shall possess a minimum of three (3) years previous experience and knowledge of databases, SQL, Oracle and Unix operating commands, utilizing at minimum Dbase IV database tables, providing data collection and data maintenance, and possess knowledge of local, State and/or federal child support regulations.
3.4.1 Contractor Personnel Minimum Requirements
The Contractor’s Project Manager is directly responsible for managing all aspects of the MSDNH process and operation and shall service as the State’s point of contact regarding the requirements of the Contract.  This person shall possess, at minimum, a bachelor’s degree from an accredited college or university and at least five (5) years of experience in general project management.  At least three (3) years of this experience shall be management of operations with a minimum of 5 to 10 employees. 
Education can be substituted with at least five (5) years of project management experience with 7,500 hours leading and directing projects and thirty-five (35) hours of project management education.
3.4.2
Contractor Requirements


A. New Hire Program Operations

The Contractor shall:

1. Provide MSDNH services Monday through Friday between the hours of 8:00 A.M. through 5:00 P.M.  The Contractor shall provide a list of its annual holidays and dates its business operations will be closed. 
2. Maintain the new hires database. The database currently uses Dbase IV database tables and contains the data elements and format provided in Attachment S.  The Contractor shall provide to the State Project Manager for approval its proposal for database software.
3. Display the DHR logo on all documentation and correspondence relating to the services performed under this Contract. Contractor shall not identify itself on any correspondence, materials, documentation, or in any manner relating to the services under the Contract.
Note:
The State Project Manger will provide the Contractor with an electronic version of the DHR logo at the Post-Award Conference. (See Section 3.7). 

4. Receive new hires records from employers electronically, non-electronically, and via payroll service to include, but not be limited to, the following media:
a. Facsimile 

b. Magnetic tape (tape or diskette) 

c. Telephone

d. W-4 form modified to capture all elements

e. Standard mail

f. Electronic mail (electronic file transfer system)

g. Web site (Internet access)

h. Compact Disk

i. Digital Video Disc (DVD)

j. File Transfer Protocol (FTP)

5. Within two (2) business days, contact employers when new hires records are incorrect, incomplete and/or rejected by the federal OCSE and request the missing or corrected data.  Contractor shall identify additional steps it will take to ensure the receipt of complete and accurate new hires records. 

Note:
Ensure that the "date of receipt" and the "date of entry" for all new hires records (electronic and non-electronic) are recorded in the database. This information is mandatory and crucial as it relates to notification of non-compliance with federally mandated new hires laws.

6. Enter new hires employee records into the database within two (2) business days after receipt of the completed record from the employer.  The Contractor shall notify the State Project Manager verbally within 24 hours when the Contractor experiences a back-log and is unable to comply with the two (2) business day requirement for entering the data into the database.  The verbal notification shall be followed up in writing via email the next business day.

7. Upon the third occurrence of a backlog, submit to the State Project Manager, a written Corrective Action Plan (CAP) that details the method of preventing and eliminating any backlog of work.  The State Project Manager will review for approval, the CAP within ten (10) business days of receipt.  If the Contractor continues to be deficient in entering new hires employee records within the required two-day time frame, the State Project Manager may recommend Contract termination after reviewing all relevant facts related to the deficiency. 
8. Adjust staff to accommodate seasonal increases in employers’ reporting.   Typically, seasonal increases occur during the months of June and November of each year.  New Hires Reporting by Month (Attachment Y) reflects the number of electronic and non-electronic new hire submissions by month for the previous two (2) years.

9. In the event that employer records, employment forms, and/or other records are misdirected to CSEA or DLLR, input such records within two days after receipt from CSEA or DLLR.  The Contractor shall notify these employers in writing to prevent the misdirection of future submissions. 

10. Receive monthly the file of New Employers (UI employer file) from DLLR (see Section 3.4.6 (E)(4)).  The Contractor shall compare the current UI employer file with the previous UI employer file to identify new employers and employers that are no longer reporting new hires.   The Contractor shall update the MSDNH database within five (5) days after receipt of the DLLR employer file.  
11. Within five (5) business days after receipt of the monthly DLLR New Employer file, mail to each new employer a NHEIP (Attachments Q, Q1, Q2, Q3, and Q4) (see Section 3.4.6 (F)). 

Note:  
Based on monthly statistical reporting for calendar year 2011, it is estimated that 132,976 employer accounts exist and that 12,684 new employers annually may require the NHEIP.  These numbers are estimates and are not a guarantee of future new employers.  

12. Make adjustments to the database as requested by the State Project Manager or as a result of updates in federal or State requirements.  Adjustments to the database shall be made within thirty (30) calendar days after receipt of written notice from the State Project Manager or within the time indicated in the notice.  The Contractor shall submit a report detailing all activity related to the required adjustments, including implementation timelines and a work plan to the State Project Manager within ten (10) calendar days after receipt of the change request. 
13. In the event new or revised legislative requirements are enacted by State or federal statute, review and update the current NHEIP in accordance with the new or revised legislation.  The Contractor shall submit to the State Project Manager the updated version of the NHEIP for approval within ten (10) business days after implementation of the new law.  The Contractor shall mail the revised NHEIP to each employer on the employer file within five (5) business days after receipt of approval from the State Project Manager. 
14. Provide to the State Project Manager via email the Maryland New Hire Monthly Reporting Statistics (Attachment U) with accompanying Maryland New Hire Monthly Reporting Statistics- Cumulative Monthly Report Cover Sheet (Attachment U1) by the 15th of each month that specifies the total number of reported electronic and non-electronic new hires records processed in the previous month.
15. Provide to the State Project Manager ten (10) hard copies and one CD of the Annual Report (Attachment V) by the 1st of April each year summarizing the totals from the Maryland New Hire Monthly Reporting Statistics.   The Annual Report reflects activities over the previous calendar year from January 1st to December 31st.  
16. By the 15th of each month for the previous month’s activity, forward to the State Project Manager a list containing the names and addresses of employers from whom mail is returned undeliverable.  Include steps taken by the Contractor to resolve undeliverable mail.  

17. Non-Compliant Employers

The EPP report is provided to the State quarterly by the federal OCSE.  The EPP report includes potentially non-compliant employers, which means the employer may not have complied with new hire reporting requirements.  The EPP report is compiled by comparing consecutive quarterly wage reports against new hire reports.

The Contractor shall:

a. Within five (5) business days of receipt of the quarterly Federal EPP report, submit to the State Project Manager a Non-Compliant Employers Report (Attachment O) listing non-compliant employers as matched against the EPP report.  The Non-Compliant Employers Report shall include in the following order: (page 1) the employers’ FEIN, employers’ State Unemployment Insurance Number (SUIN), employers’ name, address line 1, address line 2, city, state, zip code+4; warning notice date.

b. Within five (5) business days of receipt of the quarterly Federal EPP report, submit to the State Project Manager an Employees Not Reported by Employer Report (Attachment O-1).  The Employees Not Reported by Employer Report shall include, in the following order: the employers’ FEIN; employers’ SUIN; employers’ name; address line 1; address line 2; city, state; zip code+4; warning notice  date, and the employees’ SSN; employees’ first name; employees’ middle initial; and employees’ last name.  The employees listed are linked to the employer.
c. Within ten (10) business days of receipt of the quarterly Federal EPP report, send a warning notice (Attachment R) to potentially non-compliant employers via first-class mail, as mandated by State and federal regulations.  This notice shall inform employers of their legal obligations to provide the new hires information to the MSDNH and the penalty under State law for failure to report on a timely basis.    

d. Identify employers who have an incident of non-compliance after having received a warning notice (Attachment R) and provide a list of such employers to the State Project Manager by the 15th of each month following the month that the incident of non-compliance occurred (Attachment U).   The list shall include the name and address of the employer, the date the warning notice was mailed to the employer, and the details of the ensuing incident of non-compliance (name of employee, method used to determine non-compliance, hire date if known, and date reported if any). 
18. Enforcement/Penalty Assessment Procedures

With respect to employers who have been deemed non-compliant, the Contractor shall:

a. Within twenty (20) business days of receipt of the quarterly Federal 

EPP report, identify employers who:

· received a warning notice;

· had an opportunity to correct its reporting practice; and

· continued non-compliant practices.

b. Within twenty (20) business days of receipt of the quarterly Federal 

EPP report provide a report to the State Project Manager of employers identified in Section 3.4.2 (A)(18)(a).
c. Within twenty (25) business days, mail Penalty Assessment Notice to Non-Compliant Employers (Attachment Z) to employers identified in Section 3.4.2(A)(18)(a).  
19. Electronic Data File Transfer via DHR FTP Server

The Contractor shall:

a. Create a file every business day in the format provided in Attachment S of all new records processed on the MSDNH database.  The Contractor shall, every business day, forward an electronic file of newly entered records to the DHR FTP Server.  The address to the server will be provided to the Contractor at the Post Award Orientation Conference.
b. Send to OTHS on a twice-weekly basis, for the purpose of forwarding to DLLR, an electronic copy of the report of new hires in the format to be agreed upon after award.
c. Send to OTHS every business day an electronic copy of the report of new hires for forwarding to the OCSE in the format provided in Attachment T.
20. Help-Desk Hotline 

The Contractor shall:

a. Provide a Help Desk/Hotline that allows employers to obtain technical assistance from the Contractor.  
b. Ensure the Hotline is operational between the hours of 8:00 a.m. and 5:00 p.m., EST, Monday through Friday, excluding federal and State holidays (see http://www.dbm.maryland.gov/employees/pages/StateHolidays2013).
c. Submit, by the 15th of every month, a report of the details of Help-Desk Hotline activity (Attachment U), including but not limited to the number of calls received and a summary of the content and nature of the calls received. (see Section 3.4.2(A)(14)).  
21. Employer Inquiries 

The Contractor shall:

a. Date stamp, review, and respond to all inquiries and other correspondence relating to the MSDNH procedures.  The Contractor shall retain a copy of all such inquiries and responses for a three-year period after the end of the Contract based on the State’s record retention policy.  
b. Forward, within twenty-four (24) hours of receipt or the next business day, whichever is sooner, requests for disclosure of information or inquires the Contractor is unable to address, including a scan of the envelope in which it was received, via encrypted email or fax, to the State Project Manager.
22. Employer Outreach

The Contractor shall:

a. Be responsible for annual MSDNH outreach activities.  The 
Contractor shall describe in its Proposal its approach to increase employer awareness of the requirement to comply, methods of reporting newly hired and rehired employers, and a component to encourage electronic reporting. 
b. Submit an Annual Outreach Plan (AOP) within thirty (30) calendar days after the Notice to Proceed (NTP).  Subsequent plans shall be submitted by January 15th of each year of the Contract for the upcoming calendar year.  The AOP shall include, at a minimum, the Contractor’s advertising strategy.
23. Data Storage and Retention Criteria
The Contractor shall:

a. Input all non-electronic records received from employers into the MSDNH.  The Contractor shall scan all original source documentation and save electronically.  The non-electronic document shall be maintained for a minimum of 180 days; thereafter, the original source documentation may be shredded.  
b. Maintain a back-up copy of the database including all supporting documentation and files for a period 3 years after the end of the Contract or after the complete resolution of any audit, whichever is longer.
24. Correction Action Plans
The Contractor shall, within five (5) business days of written request, or longer if provided in the notice, submit to the State Project Manager a written CAP that details corrective action measures to be implemented regarding any findings identified. 
B. Monitoring and Audits
A Contract Compliance Checklist and Time Frame (Attachment P) is included to show the efforts the Department will undertake to assure proper Contract performance. The Checklist will be updated by the Procurement Officer throughout the procurement process to reflect any service delivery and reporting changes affected via an addendum or to incorporate pertinent aspects of the winning Offeror’s Proposal.  This Checklist will also be updated by the State Project Manager if there are any significant modifications to the Contract after award.
The Contractor shall:

1. Cooperate fully with the State Project Manager in monitoring the Contractor’s performance.  The State Project Manager, CSEA Auditors, the SLA, the DHR Office of the Inspector General (OIG) and any other private agent under contract with the State or federal government may make unannounced site-visits and conduct random and periodic monitoring reviews and/or audits of the Contractor’s MSDNH operations, including the collection and evaluation of new hires data.  A periodic monitoring review may include but is not limited to:

a. A sampling of employers reporting new hires to determine if Contractor is processing records in accordance with the timeframes established.
b. A sampling of the employers reporting new hires to determine if the Contractor is forwarding the information to the DHR in the timeframes established.   
c. A sampling of non-electronic new hires employee records entered to ensure the accuracy and timeliness of data entered. 
2. Take specific corrective action, based on the auditors’ recommendations and the State Project Manager’s recommendations, for the period for compliance.  
C. Problem Escalation Procedures
The Contractor shall:

1. Maintain a Problem Escalation Procedure for both routine and emergency situations. This Procedure shall state how the Contractor shall address problem situations as they occur during the performance of the Contract, especially problems that are not resolved to the satisfaction of the State within specified timeframes.  
2. Provide with the Proposal, a Problem Escalation Procedure that details how problems with work under the Contract will be escalated in order to resolve any issues in a timely manner.  Details shall include:

a. The process for establishing the existence of a problem;
b. The maximum  duration that a problem may remain unresolved at each level before automatically escalating to a higher level for resolution;
c. Circumstances in which the escalation will occur in less than the normal timeframe;
d. The nature of feedback on resolution progress, including the frequency of feedback;
e. Identification of individuals with their position title and contact information (office phone and/or cell phone number, fax number, email address, etc.) for progressively higher levels that would become involved in resolving a problem,

f. Contact information (see above) for persons responsible for resolving issues after normal business hours (i.e., evenings, weekends, holidays, etc.) and on an emergency basis; and

g. A process for updating and notifying the Contract Manager of any changes to the Problem Escalation Procedure.

3. Provide a Problem Escalation Procedure within ten (10) business days after each subsequent Contract year and within ten (10) business days after any change in circumstance which changes the Procedure.

3.4.3 IT Technical Requirements

A. Security–State IT Security and Policy Standards

The Offeror shall describe how it intends to adhere to the Maryland Department of Information Technology’s (DoIT) IT Security Policy and Standards.  DoIT policies may be revised from time to time and the Contractor shall comply with all such revisions. Updated and revised versions of the DoIT’s Policy and Standards are available on-line at http://doit.maryland.gov/support/Pages/SecurityPolicies.aspx. 
In addition, the Offeror shall describe how it intends to adhere to the IRS Safeguards Program requirements available online at http://www.irs.gov/privacy/article/0,,id=177651,00.html and the attached IRS Publication 1075 (EXHIBIT 1) and those outlined in CSEA’s Child Support Enforcement Administration Annual Internal Revenue Service (IRS) Employee Awareness (EXHIBIT 3).
B. Security–DHR’s Additional Requirements  
1. The Offeror shall include with its Proposal, a plan for accommodating DHR’s current networking security features: 

a. Access to Electronic Information Resources – The Contractor shall implement firewalls.  Firewalls are used to deny all access to information resources except to those which have been explicitly authorized.  Firewalls are also used to secure and segment data and systems.
b. Encryption – All data transmissions for New Hires operations shall use an SSL Encryption algorithm to encode data transmissions that is Federal Information Processing Standard (FIPS) 140-2 compliant.  The details can be found at www.nist.gov.   
c. Auditing – The system shall require all changes to information resources are documented and stored on a secure server. Changes to network devices shall also be logged to a SYSLOG server that maintains records for forty-five (45) business days. The following minimum set of events/actions shall be logged and kept as required by State and federal laws/regulations: 
i. Additions, changes or deletions to data produced by IT systems. 
ii. Identification and authentication processes.
iii. Actions performed by system operators, system managers, system engineers, technical support, data security officers, system administrators, and individuals with edit/delete permissions.
iv. Emergency actions performed by support personnel and highly privileged system and security resources.
v. The audit trails shall include at least the following information:

· Date and time of event;

· User ID of person performing the action;

· Type of event;

· Asset name and type of access; 
· Success or failure of event;

· Source (terminal, port, location, IP address) where technically feasible; and

· Identification and authentication processes. 
2. Security Incidents –   The Contractor shall thoroughly investigate and document all security incidents.   The Contractor shall notify the State Project Manager via telephone within twenty-four (24) hours upon initial detection of an incident, followed up in writing via email by close of the business day. The Contractor shall follow published and accepted procedures available online at www.us-cert.gov until complete containment of the security breach.  At a minimum the following events shall be reviewed:  
a. Three failed attempts per a single user per calendar day to access or modify security files, password tables or security devices.  Three failed attempts shall lock up the user account;
b. Disabled logging or attempts to disable logging; 
c. Two (2) or more failed attempts to access or modify confidential information within a week (5 business days); or
d. Any unauthorized attempts to modify software or to disable hardware configurations. 
3. Security Monitoring – The Contractor’s applications shall authenticate and log connections to all network devices.
4. The Contractor shall install all applicable security patches and/or hot-fixes recommended by the hardware or software vendor.  The Contractor shall disable services and applications not serving business requirements.
5. The Contractor shall restrict services and applications not for general access by access control lists.
6. The Contractor shall replace unsecure services or protocols with more secure equivalents whenever such exist. For example, HTTPS (HTTP over SSL Encryption) shall be used for web page authentication and FTPS (secure file transfer protocol).
7. System Identification / Logon Banner – The following banner shall be displayed when users log on to any devices that store, transmit or receive New Hires data:  

· “Unauthorized Access is Prohibited by Law”
· “Your IP has been logged in”

8. Security at State Sites

The Contractor shall:

a. Abide by the State’s policies and procedures in force at each site.

b. Ensure that all staff working under this Contract agree to familiarize themselves with the requirements of the State of Maryland Information Technology Security Policies and any accompanying State and federal regulations, and shall comply with all applicable requirements in the course of this Contract, including cooperation and coordination with the auditors, DBM and other compliance officers.
c. Agree to enter into a connectivity agreement with DHR. The agreement shall  include, but not be limited to, the following:

i. Not attaching any non-State owned computers to any State network without prior permission and assurances that the State security standards are met. Commercially available diagnostic tools may receive a blanket approval for use on the network, State-owned PCs or other equipment as necessary to diagnose and resolve incidents.  

ii. Security settings shall be maintained to meet or exceed State security standards.  

iii. Once established, no security provisions for firewalls, client, and server computers shall be modified without written State approval.  

iv. Current updated virus software and virus definition files that are enabled to perform real time scans shall be maintained on all Contractor-supplied hardware.  

v. Dialup modem use is specifically disallowed while attached to the State network.  

vi. Not install or utilize remote control or file sharing software unless explicitly approved by the State.  

vii. Sign any documents that are reasonably necessary to keep the Contractor in compliance with the State IT Security Policies. 
viii. Not install or attach any of its equipment to the State LAN/WAN without express written permission from DHR.

Blanket authorization may be obtained that would permit the Contractor to use required diagnostic tools to identify and resolve issues.

d. Unless otherwise determined by DHR, the Contractor shall provide its own computer or laptop for each Contractor team member. Contractor equipment shall meet or exceed DHR’s standards for virus protection and security.  

Note:   Contractor equipment and applicable operating system software, including but not limited to computers, laptops, printers, copiers, and fax machines are the sole responsibility of the Contractor.  DHR will not warranty, repair, fix, maintain, or replace Contractor equipment and applicable operation system software.
Failure to comply with State security requirements on the part of the Contractor or any of its designees (including MBEs) will be regarded as a breach of the Contract and may be followed by termination for default.
9. Password Requirements 
The Contractor shall meet the following construction, usage and change requirements when establishing passwords to any devises or systems that store, transmit or receive MSDNH data.  The Contractor shall force users to change temporary passwords at the first logon.  The Contractor shall prohibit password reuse by not allowing the last 10 passwords to be reused with a minimum password age of at least 2 days.
The passwords shall not

a. Be the same as the user ID

b. Be stored in clear text
c. Be displayed on the screen
d. Contain leading or trailing blanks
Passwords shall:

e. Be changed every 45 days
f. Be a minimum of eight (8) characters and consist of mixed alphabetic and numeric characters
g. Not consist of all numbers, all special characters, or all alphabetic characters.
10. Confidential Information Security Requirements

a. For confidential information that is not Confidential UI Data, the Contractor shall keep confidential information from public disclosure.  Confidential information is non-public information that if disclosed could result in a high negative impact to the State of Maryland, its employees or citizens and may include information or records deemed as Private, Privileged or Sensitive.  This includes but is not limited to information that contains Personally Identifiable Information (PII), Social Security Numbers (SSN), Names, Phone Numbers, Address, and/or Date of Birth.  
This information shall be safeguarded as follows:

i. The Contractor shall meet Federal Policy and Guidelines, IRS Security of Confidential Information, Official Documents, Tax Data, Personnel and Property  30.6.1 (http://www.irs.gov/irm/part30/irm_30-006-001.html)
ii. The Contractor shall not place confidential or sensitive data on any application servers, database servers, or infrastructure components that require direct access from the Internet. Components that meet these criteria must be placed behind a de-militarized zone (DMZ) where they are not accessible from the Internet and can only interact with DMZ components through a firewall. 
iii. The Contractor shall implement cryptographic solutions (encryption) when the confidentiality or sensitivity of information must be maintained while a message is in transit between computing devices and when confidential or sensitive information is stored in a file or database.
iv. The Contractor shall establish appropriate procedures to protect documents, computer media, information/data, and system documentation from unauthorized disclosure, modification, removal, and destruction, including suitable measures to properly dispose of media when it is no longer needed. 
b. For Confidential UI Data, which includes data obtained from DLLR, in addition to the security and confidentiality requirements specified in this RFP, the Contractor shall enter into a written agreement with DLLR which meets the requirements of 20 CFR Part 603.  A sample of the written agreement at attached as EXHIBIT 4 (State of Maryland Dept of Labor Licensing and Regulation Confidential Data Agreement).  The Contractor shall submit to the State Project Manager and DLLR contact a signed written agreement to within five (5) business days of the Post Award Conference (See Sections 3.4.6 (E)(4) and 3.7).
11. Authorization 
The Contractor shall:

Implement the following authorization controls: 

a. A documented process to ensure that access privileges are verified at least annually; 
b. An automated process to ensure that individual user sessions either time out or initiate a password protected screen saver after a period of fifteen (15) minutes of inactivity; 
c. A documented process to ensure that access rights reflect changes in employee/Contractor status within twenty-four (24) hours of the change; 
d. A documented process to ensure that physical and logical access is immediately disabled upon a change in employment status where appropriate; 
e. An automated process to ensure that user IDs are disabled after sixty (60) days of inactivity unless they are extended through the explicit approval of the Information Custodian (Note: Functional IDs may be exempted from this requirement); 
f. A documented process to ensure that all default access capabilities are removed, disabled, or protected to prevent unauthorized use; 
g. A process/system to ensure that access privileges are traceable to a unique user ID; and
h. An automated display, after a successful logon, showing the date and time of last successful logon and the number of unsuccessful logon attempts since the last successful logon. 
12. Disaster Recovery Plan

The Contractor shall submit to the State Project Manager a draft Disaster Recovery Plan (DRP) within thirty (30) days after the Contract start date for review and approval by the State Project Manager.  The final DRP is due ninety (90) days after the Contract start date.  

The Disaster Recovery Plan shall outline procedures for:

a. Achieving full recovery and continuity of operations within five  business days of a system disaster;
b. Routing telephone calls to another facility within twenty-four (24) hours of a disaster to carry out ongoing contractual responsibilities;
c. Restoring data within five business days of a disaster; 
d. Providing back-up, restoration, and continuous operations of the MSDNH system and any corresponding connectivity in the event of a disaster;
e. A process by which all ongoing activities related to disaster recovery and business continuity shall be monitored, maintained, and reported throughout the duration of the Contract period; and
f. A test strategy by which business continuity processes shall be exercised and reported semi-annually.
3.4.4
Service Levels and Performance 
The Contractor shall:
A. Service Level Metrics (SLM)
1. Provide service at or above the defined service level performance standards. 

2. Agree to perform the services and agree that with respect to such performance, the Contractor shall meet or exceed the SLMs detailed in the tables below.  DHR and the Contractor acknowledge and agree that pursuant to the terms of this Contract, the results of the calculations of the SLMs shall be adjusted for purposes of determining if a breach of this Contract has occurred, to take into account any excusable delay for which the Contractor is not responsible pursuant to the terms defined herein.  

Note:
A representative list of quantitative standards is provided below. DHR encourages the Contractor to recommend additional standards and corresponding means of measurement and reporting. DHR is desirous of having performance level measurements and accountability for major areas of impact that have a significant impact on the project’s success.
3. The Contractor shall comply with the following system service level agreements as dictated by the metrics in the chart below:

	Service Level Agreement

	No.
	Metric Name
	Service Level Metric
	CAP

	1
	Process electronic records and non-electronic records upon submission
	Complete process of records within 2 business days of receipt.  100% capacity via the appropriate file protocol transfers
	Required submission to State Project Manager at first incident of backlog of processing received electronic and non-electronic records.


4. The Contractor shall comply with the following IT system service level agreements as dictated by the metrics in the chart below: 
	IT System - Service Level Agreements

	No.
	Metric Name
	Service Level Metric
	CAP 

	1
	System Restoration (Disaster Recovery – Non-Critical Applications)
	Within 5 business days from disaster point, 100% of the time
	Within five (5) business days of written request, submit to the State Project Manager a written CAP. 

	2
	System File Restoration – 24x7x365 requests
	95% within 4 hours, 100% of the time; and 100% within 24 hours, 100% of the time
	Within five (5) business days of written request, submit to the State Project Manager a written CAP.

	3
	Maintain daily Backups – As Scheduled and Accurate
	99% of the time
	Within five (5) business days of written request, submit to the State Project Manager a written CAP.

	4
	Service Availability
	99.9% of the time (excluding pre-approved maintenance Data exchange shall be maintained at level of 99% uptime and 100% data reliability)
	Within five (5) business days of written request, submit to the State Project Manager a written CAP.

	7
	Application Availability
	All application functionality and accessibility shall be maintained at 99% uptime performance levels.
	Within five (5) business days of written request, submit to the State Project Manager a written CAP.

	8
	System Response


	The system’s online transactions shall be processed and transmitted within a three (3) seconds response time.
	Within five (5) business days of written request, submit to the State Project Manager a written CAP.

	9
	Disaster Recovery
	Contractor shall provide recovery and continuity of operations within 24 hours of a system/network failover, including: (1) site requirements (square footage, HVAC, power, emergency power, etc.); (2) hardware; (3) software; (4) telecommunications; (5) data storage; and (6) Contractor staff needed for emergency operations.
	Within five (5) business days of written request, submit to the State Project Manager a written CAP.

	10
	Maintenance Windows
	Maintenance window shall be scheduled for during non-business after 7:00 p.m.  The Contractor must receive prior approval from the State Project Manager for scheduled maintenance over weekends more than once a month.
	Within five (5) business days of written request, submit to the State Project Manager a written CAP.

	11
	IT Technical Requirements 
	Contractor must meet or exceed all technical requirements identified (Section 3.4.3).
	Within five (5) business days of written request, submit to the State Project Manager a written CAP.


NOTE:
If the Contractor does not meet the deficiencies outlined by the State Project Manager, Contractor’s payments will be reduced per Section 2.24.
B. Performance Measures and Goals
1. Ensure electronic and non-electronic records that arrive to the MSDNH are processed upon submission at one hundred percent (100%) capacity within two days via the appropriate file protocol transfers.   (See Section 2.24 and Section 3.4.2 (A)(6), and (19)).
2. Increase electronic new hire submission volumes, over non-electronic submissions by approximately two percent (2%) annually resulting in an increase in electronic new hire submissions by approximately six percent (6%) during the base contract term, and resulting in an approximate ten percent (10%) increase if both 1-year options are exercised. (See Section   3.4.2 (A)(22)).


3. Increase new hire compliance awareness for those employers who fail to report a newly hired or rehired employee within the 20-day timeframe.   (See Section 3.4.2 (A)(17)).


4. Take actions to correct deficiencies identified by audits and monitoring reviews.  (See Section 3.4.2 (B)(2).
	Performance Goals

	The Contractor shall comply with the following performance goals as dictated  by the metrics in the chart below:

	 

	Performance Goal Metrics 
	Measure 

	Process electronic records, and non-electronic records upon submission. 
	100% processed via the appropriate file protocol transfers, within 2 business days of receipt. 

	Increase electronic new hire submission volumes to increase data accuracy and more timely electronic submissions.
	 2% annually resulting in an increase in electronic new hire submissions. 



3.4.5
Project Management

A. Initial Project Schedule
The Contractor shall provide a comprehensive project work schedule within three (3) calendar days from the NTP.  The project work schedule shall, at a minimum, include fields to track the task, resource, planned start date, planned end date, percent complete, and task dependencies.  The project schedule shall also include all major tasks that will be required to complete the project.  Each task shall be broken down into no more than eighty (80) hour increments. The project schedule shall be developed using MS Project 2000 or a version compatible with MS Project 2000.  The State Project Manager will review and approve the project schedule.  The Contractor shall update the project schedule on a weekly basis and provide a copy of the updated schedule to the State Project Manager during the transition-in period. 
B. Project Management Plan
The Contractor shall respond to this RFP with clear approaches to:

1. Providing to the DHR Project Manager a comprehensive Project Management Plan within seven (7) calendar days from receipt of the NTP.  The Project Management Plan shall define how the Contractor will apply its project management methodology to achieve maximum benefit for the State.  The Contractor’s methodology and Project Management plan shall be compliant with Maryland’s System Development Life Cycle template (http://doit.maryland.gov/sdlc/Pages/SDLCHome.aspx) and address, at a minimum, the following:
a) Automated tools, including application of software solutions.

b) Configuration management – approaches and solutions.
c) Time/Schedule management to include how the Contractor shall address on-time delivery of the project; a work breakdown structure, schedules, milestones, and resources.

d) Calendar of events and deadlines.
2. Developing and maintain a Communications Plan that serves as the guideline to manage communications, including status reporting and other key communications.  The Contractor shall complete the Communications Plan within seven (7) calendar days from receipt of the NTP.  The  Plan shall also address:
a) Customer/stakeholder relationship management; and

b) Reporting of status and other regular communications with DHR, including a description of the Contractor’s proposed method of ensuring adequate and timely reporting of information.  
3. Developing a Cost Management Plan due within seven (7) calendar days of receipt of the NTP.

4. Delivering an initial Quality Management Plan including how Contractor shall address:

a) Project deliverable review procedures;
b) Document repository and control; and
c) Decision support and prioritization.

5.  
Developing and delivering an initial Human Resource Management Plan with their response to this RFP.  

a) The Human Resource Management Plan shall:

1) Name Key Contractor Personnel (staff considered to be essential to the work being performed under this RFP) and clearly describe all resource requirements, roles and responsibilities each individual is to have in this project (job descriptions).  

Note:
The Offeror’s Key Personnel should at a minimum, include the Contractor’s Project Manager (See Section 3.4.1 and 3.6).
2) Include individual resumes and degrees for staff designated in the Proposal as being Key Personnel who are to be assigned to this project if the Offeror is awarded the Contract.
3) Prior to diverting any of the specified Key Personnel to assignments other than this project, notify the State Project Manager of its intent at least thirty (30) calendar days in advance and submit justification, including proposed substitutions, in sufficient detail to permit evaluation of the impact on the project.  Replacement of any personnel, including personnel who leave the employment of the Contractor, shall be with personnel of equal ability, qualifications and experience.
b) The Contractor shall:

1) Review and update this plan when there is a significant change in staffing
2) Ensure that no diversion or replacement of Key Personnel shall be made without prior written notice to the State Project Manager. 

3) Deliver to the State Project Manager a final Human Resource Management Plan within seven (7) days of receipt of the NTP
C. Weekly Status Report 
A Microsoft document shall be submitted on the Monday of each week during the project implementation that summarizes the following: 
1. Meetings held: Date, purpose, attendees.

2. Documents developed: Meeting minutes and other project-related artifacts – indicate draft or final version.

3. Risk Review: a review of risks and their associated mitigation plans identified and logged in the Risk Register; identification of any new risks during that period.

4. Issue Review: a review of issues and their associated mitigation plans; identification of any risks that have become issues.
3.4.6 Transition-In Period (30 Days)
The Contractor shall coordinate with the State Project Manager and all parties concerned to have smooth Transition-In Services.  The Transition-In Plan shall be submitted with the Proposal.  The Contractor shall have clear approaches to Transition-In activities and describe the Contractor’s strategy to successfully accomplish a seamless transition between incumbent Contractor’s team and its team, and include a clear breakdown of tasks and responsibilities, including those tasks that will be the responsibility of DHR during the transition.  The plan shall also include a section detailing how development work and knowledge transfer activities will be accomplished as well as a strategy for testing. The Transition-In Plan shall specifically address in detail:

A. Milestones and deliverable dates.

B. The key transition personnel and their respective role.

C. The required involvement of the incumbent contractor, State Project Manager and staff, other State resources, and any third-party involvement required during the transition period.

D. Risk assessment and mitigation recommendations/solutions.

E. A clear set of tasks, objectives, outcomes and timeframes for work activities, processes, people, services, knowledge and documentation associated with the Contractor’s new team, and processes for the following:

1. Receipt of the existing new hires data. 
2. Installation and testing of the existing new hires software to include the new hires database for the directory.  The Contractor shall be prepared to take the database live upon receipt of a NTP from the State Project Manager. 
Note: 
During the test period, the incumbent Contractor will continue receiving new hires records and will maintain the database.  Prior to taking the database live, the incumbent Contractor will provide to the successor Contractor the most recent version of the new hires database. 

3. Contacting OTHS to ensure procedures are put in place to establish FTP connectivity between the Contractor and DHR’s network.  The name and contact information for the OTHS contact person will be provided to the Contractor at the Post Award Orientation Conference (see Section 3.7).

4. Contacting DLLR to establish processes and procedures for obtaining and receiving electronic files containing the names and addresses of employers that conduct business in Maryland and are covered by the UI law.  The name and contact information for the DLLR contact person will be provided to the Contractor at the Post Award Orientation Conference (see Section 3.7).

5. Capturing each data element listed on the MD Employer File Submission Layout-DHR (Attachment S) for every new hires record and the Federal Parent Locator Service National Directory Guide for Data Submission (Attachment T) to meet federal file format requirements.  
Note: 
A completed record is defined as one that includes all mandatory data elements (Attachments S and T), regardless of the format.  If an employer’s new hires record does not contain the mandatory data elements it is considered incomplete and unacceptable.  Some data elements are not required by Maryland Law but are necessary to meet DHR, DLLR and federal OCSE goals and objectives.
F. NHEIP
The Contractor shall review the current NHEIP packet and within five (5) business days submit for consideration to the State Project Manager an updated NHEIP that addresses any State and/or federal reporting requirements or policies enacted during the Transition-In period.  The State Project Manager will notify the Contractor in writing within five (5) days if the updated NHEIP is approved for publication.  After the initial three month supply provided by the Department, the Contractor is responsible for the continued maintenance, replenishing and mailing of hard copy NHEIPs to employers for the remainder of the Contract.
G. Help Desk Hotline 

The Contractor shall ensure that the local, national, facsimile numbers and the P.O. Box are fully operational on day one of the Contract.
H. Administrative and Operational Procedures Manual

The Contractor shall provide for approval from the State Project Manager, a draft Administrative and Operational Procedures Manual within fifteen (15) calendar days after the Contract start date.  The State Project Manager will notify the Contractor in writing within fifteen (15) calendar days if the Manual is approved.  The Contractor shall submit a final version of the approved Manual within fifteen (15) calendar days after approval.  The Manual shall document the Contractor’s day-to-day administrative and operational procedures for every aspect of the MSDNH to include:    
1. maintaining and updating the MSDNH;
2. maintaining electronic transfer of data files to OTHS for CSEA, DLLR, and Federal OCSE; 
3. receipt of electronic data files from DLLR; 

4. employer outreach;

5. customer service; 
6. implementing and maintaining strategies of reporting non-compliant employers;
7. IT security standards; 
8. data storage and retention criteria; 
9. the production and submission of statistical reports to DHR/CSEA; and
10. quality control procedures with sufficient error avoidance features (edits) to prevent inaccurate or incomplete information from being entered into the new hires database by employers and/or Contractor employees.
I. The Contractor shall submit to the State Project Manager a Transition-In Implementation Report (Attachment W) by noon Friday on a weekly basis, documenting the status of all Transition-In activities until completed. 
3.4.7 Transition-Out (60 Days)
A. The Contractor’s response to this RFP shall clearly outline the approach to Transition-Out activities.  Transition-Out activities apply to the end of the initial Contract period.   The Contractor’s response shall describe the strategy to successfully accomplish a seamless transition between the Contractor’s team and services and the new contractor’s team and services.

B. At six months before the end of the Contract’s base period, the Contractor shall submit to the State Project Manager the Transition-Out Plan.  The plan shall include a specific approach and schedule to transition between the Contractor’s team and the new contractor’s team and clearly identify the tasks and level of effort.  The plan shall include a clear breakdown of tasks and responsibilities, including that which will be the responsibility of DHR during the transition.  This Plan shall include an entire system test activity to demonstrate competency of the new contractor and capability to deliver reliable service to DHR.  

C. The Contractor shall report any outstanding deliverables and/or tasks and time frames for completion.

D. The Contractor shall provide a strategy for ensuring that all Contract documentation has been updated to reflect all changes, enhancements, modifications, etc., and has been delivered to DHR.  Documentation shall be written in plain English and be by hardcopy and at least one electronic copy on CD in MS Word or applicable medium (PDF) and format at time of turnover.

E. The Contractor shall assure that all required support training, and transition information has been transitioned to the State Project Manager.

F. The Contractor shall assure that all electronic data files from the Contractor’s system have been made available on CD or other applicable medium and format (determined) at the time of turnover.

G. The Contractor shall cooperate with facilitating the transfer of operations prior to the expiration of the Contract.

H. The Contractor shall submit a final turnover plan that contains a description of the resources that the Contractor will commit and the functions that the Contractor will perform, along with time frames, in transferring the operation to the successor contractor. 

I. The Contractor shall complete all turnover activities as provided for in the Contractor’s turnover plan and within DHR-approved timeframes that will enable the successful takeover of the operation with no delays or decreases in services.

J. The Contractor shall cooperate with the incoming Contractor and provide requested documentation by the defined deadline, participate in meetings, completed assigned tasks in accordance with the incoming Contractors work plan, and behave in a courteous, and professional manner at all times in order to effectuate a seamless transition. 

K. The Contractor shall work during the Transition-Out period as if time is of the essence, because this period of time provides an opportunity for the new Contractor staff to gain a full understanding of the technical environment in order to provide all the services outlined in this RFP and thereby support all system users.
Transition-Out – Deliverables
L. No less than thirty (30) calendar days before the end of the Contract during the Transition-Out phase, the Contractor shall submit, a revised system documentation report.  This system documentation report shall reflect and document all changes, enhancements, modifications, and services provided to DHR under this Contract.  The Contractor shall deliver one hard copy of the report and at least one electronic copy on CD in MS Word or applicable medium (PDF) format.  

M. A three-month supply of forms and notices for the incoming vendor.  
N. On a weekly basis, submit to the State Project Manager a Weekly Transition-Out Implementation Report (Attachment X) by noon Friday during the Transition-Out period, documenting all Transition-Out activities until completion. 
3.5
Deliverables and Acceptance Criteria
The following deliverables shall be submitted to the State Project Manager, Ms. Vashti Green, Maryland State Directory of New Hires, Maryland Department of Human Resources, Child Support Enforcement Administration, 311 West Saratoga Street, 3rd Floor, Baltimore, Maryland 21201.  Prior to use, the Contractor shall obtain the approval of the State Project Manager for deliverables formats where no sample deliverables has been provided.
Note:
Any deliverables produced shall be produced in a version of software that is compatible with DHR’s version. For example Microsoft Office 2003 - MS Word, PowerPoint, Excel, Adobe version 7 (see Exhibit 2).
	ID #
	Deliverable Description
	Acceptance Criteria
	Due Date / Frequency 

	3.5.1
	Maryland State Directory of New Hires- Monthly Invoice
	MS Excel file in compliance with Attachment A-1.  The deliverable shall meet the requirements of Section 2.24
	Due: By the 15th of each month for services provided in the previous month. 

	3.5.2
	Corrective Action Plan (CAP)
	Formal letter responding to CAP Request as requested by the State Project Manager, to ensure steps are taken to correct the shortfall of the requirement, and provide preventive methods for a future repetitive action. (Section 3.4.2 (A)(24))
	Due: Within five (5) business days or as requested or required by the State Project Manager.

	3.5.3
	Database Adjustments Report
	MS Word document that meets requirements of Section 3.4.2 (A)(12).  The report shall contain at a minimum: 

· details of all activity related to the required adjustments,
· implementation timelines and 
· a work plan
	Due: Thirty (30) calendar days after notice of Contract award, and within 30 calendar days of notification of changes in federal or State requirements until the Contract expires.

	3.5.4
	Updated NHEIP
	Package inclusive of:  Welcome Notice, Brochure, MD Reporting Requirements.  The deliverables shall meet the requirement of 

Section 3.4.2 (A)(13) and 3.4.6 (F).
	Due: At Transition-In due within five (5) business days after the Contract start date and within ten (10) days after implementation of any new law, change or request from the State Project Manager.

	3.5.5
	Maryland New Hire Monthly Reporting Statistics
	MS Excel file in compliance with Attachment U, U-1.  The deliverables shall meet the requirement of Section 3.4.2 (A)(14).
	Due: The first report is due 60 days after the Contract start date.  Subsequent reports are to be submitted with the Maryland State Directory of New Hires- Monthly Invoice, for the previous reporting month 

	3.5.6
	Annual Report
	10 hard copies and one CD of Annual Report (Attachment V).  The deliverable shall meet the requirement of Section 3.4.2 (A)(15).
	Due: By the 1st of April each year - 10 hard copies and one CD 

	3.5.7
	Rejected Mail Notices
	MS Excel file.  The deliverable shall meet the requirement of Section 3.4.2 (A)(16).
	Due:  By the 15th of each month for the previous month’s activity.

	3.5.8
	Non-Compliant Employers Report
	MS Excel file in compliance with Attachment O.  The deliverable shall meet the requirement of

Section 3.4.2 (A)(17)(a).
	Due: Quarterly from the date of the NTP.

	3.5.9
	Employees Not Reported by Employer Report
	MS Excel File in compliance with

Attachment O-1.  The deliverable shall meet the requirement of Section 3.4.2 (A)(17)(b).
	Due:  Quarterly from date of the NTP.

	3.5.10
	Warning Notices
	MS Word Letter in compliance with Attachment R.  The deliverable shall meet the requirements of Section 3.4.2 (A)(17)(c).
	Due:  Within 10 business days of receipt of the quarterly Federal EPP Report, send warning notices to potentially non-compliant employers.

	3.5.11
	Repeat Employer Offenders
	MS Excel File in compliance with Attachment R and Attachment U.  The deliverable shall meet the requirements of Section 3.4.2 (A)(17)(d).
	Due:  By the 15th of each month following the month that the incident of non-compliance occurred.

	3.5.12
	Potential Employers for Penalty Assessment
	MS Excel File in compliance with Attachment R and Attachment U.  The deliverable shall meet the requirements of Section 3.4.2 (A)(17)(c).
	Due:  Within 20 business days of receipt of the quarterly Federal EPP report 

	3.5.13
	Penalty Assessment Notice Mailing
	MS Word Letter in compliance with Attachment Z.  The deliverable shall meet the requirements of Section 3.4.2 (A)(18)(a) and Section 3.4.2 (A)(18)(c).
	Due:  Within 25 business days of receipt of the quarterly Federal EPP report.

	3.5.14
	Electronic Data File Transfer via DHR FTP Server
	Electronic Data File in compliance with Attachment S.  The deliverable shall meet the requirements of Section 3.4.2 (A)(19)(a)
	Due: Every business day, forward all newly entered  records of the MSDNH Database to the DHR FTP Server.

	3.5.15
	Electronic Data File Transfer via DHR FTP – for forwarding to DLLR
	The deliverable shall meet the requirement of Section 3.4.2 (A)(19)(b)
	Due: Twice weekly, for the purposes of forwarding to DLLR, an electronic copy of the report of new hires in the format to be agreed upon after the award.

	3.5.16
	Electronic Data File Transfer via DHR FTP  - for forwarding to OCSE
	Electronic Data File in compliance with Attachment T.  The deliverable shall meet the requirement of Section 3.4.2 (A)(19)(c)
	Due: Every business day, an electronic copy of the report of new hires for forwarding to the OCSE. 

	3.5.17
	Help Desk Hotline Activities
	MS Excel File in compliance with Attachment U.  The deliverable shall meet the requirement of Section 3.4.2 (A)(20)(c).
	Due:  By the 15th of every month.

	3.5.18
	Inquiry Correspondence
	Correspondence of Inquiries for disclosure of information or inquiries the Contractor is unable to address.   The deliverable shall meet the requirement of Section 3.4.2 (A)(21)(b)
	Due: As needed basis.

	3.5.19
	Problem Escalation Procedure
	MS Word Document.  The deliverable shall meet the requirement of 

Section 3.4.2 (C)
	Due:  10 days after the start of each Contract year (and within 10 days after any change in circumstance which changes the Procedure).

	3.5.20
	Draft Disaster Recovery Plan (DRP)
	MS Word Document.  The deliverable shall meet the requirements of 

Section 3.4.3 (B)(12)
	Due: Within 30 days after the Contract start date.

	3.5.21
	Final Disaster Recovery Plan (DRP)
	MS Word Document.  The deliverable shall meet the requirements of 

 Section 3.4.3 (B)(12)
	Due: Within ninety (90) days after the receipt of the NTP.

	3.5.22
	Initial Project Schedule
	MS Word Document.  The deliverable shall meet the requirements of 

Section 3.4.5 (A)
	Due: Within three (3) calendar days from the NTP, and updated on a weekly basis.

	3.5.23
	Project Management Plan
	MS Word Document.  The deliverable shall meet the requirements of 

Section 3.4.5 (B)(1)
	Due: Within seven (7) calendar days from receipt of the NTP.

	3.5.24
	Communications Plan
	MS Word Document.  The deliverable shall meet the requirements of 

Section 3.4.5 (B)(2)
	Due: Within seven (7) calendar days from receipt of the NTP.

	3.5.25
	Cost Management Plan
	MS Word Document.  The deliverable shall meet the requirements of 

Section 3.4.5 (B)(3)
	Due: Within seven (7) calendar days of receipt of the NTP.

	3.5.26
	Quality Management Plan
	MS Word Document.  The deliverable shall meet the requirements of 

Section 3.4.5 (B)(4)
	Due: Within seven (7) calendar days of receipt of the NTP.

	3.5.27
	Final Human Resource Management Plan
	MS. Word Document.  The deliverable shall meet the requirements of 

Section 3.4.5 (B)(5)
	Due: Within seven (7) days of receipt of the NTP.

	3.5.28
	Weekly Status Report
	MS Word Document.  The deliverable shall meet the requirements of 

Section 3.4.5 (C).
	Due: On Monday of each week during the project implementation.

	3.5.29
	Administrative and Operational Procedures Manual
	MS Word Document and CD.  The deliverable shall meet the requirements of Section 3.4.6 (H)
	Due: Draft Manual is due 15 calendar days after the contract start date.  The final Manual is due within 15 days after approval of the draft.

	3.5.30
	Transition-In Plan
	MS Project document.  The deliverable shall meet the requirements of 

Section 3.4.6 (A), (B), (C), (D), and (E)
	Due: Within fifteen (15) calendar days after Contract start date.

	3.5.31
	Transition-In Implementation Report
	MS Document in compliance with 

Attachment W.  The deliverable shall meet the requirements of  Section 3.4.6 (I)
	Due: During the Transition-In Period, by noon Friday, on a weekly basis.

	3.5.32
	End of Contract Transition-Out Plan and final turnover plan
	MS Project and MS Word Document.  The deliverables shall meet the requirement of Section 3.4.7 (B) and (H)
	Due: Six (6) months prior to the end of the Contract.

	3.5.33
	Weekly Transition-Out Implementation Report
	MS Word Document in compliance with Attachment X.  The deliverable shall meet the requirement of Section 3.4.7 (N)
	Due: Weekly during the 90 Day Transition-Out period.

	3.5.34
	Prime Contractor Unpaid MBE Invoice Report and the Subcontractor Payment Invoice Report 
	MS Word Document in compliance with Attachment J and Attachment K.  The deliverables shall meet the requirement of Section 2.33(E)(1) and Section 2.33(E)(2)
	Due: By the 15th of the month following the report month.  Copies of these forms are also to be submitted to the DHR MBE Liaison (address on forms).

	3.5.35
	Current Certificates of Insurance
	The deliverables shall meet the requirement of Section 2.35
	Due: At each Contract anniversary date including option periods, if exercised.  Written notification of non-renewal and/or cancellation from the issuer of the insurance policies is due at least forty-five days before the expiration of said policies. In the event the State receives a notice of non-renewal and/or cancellation, an insurance policy from another carrier is due at least thirty days prior to the expiration of the non-renewed insurance policy.

	3.5.36
	Quarterly Report of Economic Benefits Attained
	The deliverable shall meet the requirements of Section 4.2 (I)
	Due: By the 15th of the month following the end of the report quarter.  The quarterly report shall be submitted until all proposed economic benefits are attained.  The report shall include the Contractor’s name, contract number, report quarter / year, and identify the economic benefits committed to this project as stated in the Contractor’s Proposal for the report year and the economic benefits attained during the report quarter.  The report shall be signed and dated by the Contractor’s Project Manager.   

	3.5.37
	Annual Outreach Plan
	Annual Outreach Plan (AOP).  The deliverable shall meet the requirements of 

Section 3.4.2 (A)(22)(b)
	Due: Initially within 30 calendar days of NTP, then on January 15th of each year of the Contract for the upcoming calendar year.  


Failure to submit required deliverables within the timeframes identified may result in termination of any Contract awarded through this RFP or reduction/withholding of Contract payment as identified in the Payment Terms/Billing Section of this RFP. Final invoice payment is contingent upon receipt of all deliverables identified above.
3.6
Contractor's Project Manager

The Contractor shall designate a single individual to serve as the Contractor’s Project Manager on a full-time basis (See Section 3.4.1).  The Contractor shall provide the name, telephone number, fax number and e-mail address of the Contractor’s Project Manager. 

The Contractor’s Project Manager shall be responsible for managing the day-to-day operations of the project to include: handling all problems and issues identified by and between DHR/CSEA, DLLR and federal OCSE during the Contract period; attending meetings; and being available to discuss the daily operations of the project.  Meeting dates, times and location(s) will be provided in writing in advance of the meeting.

3.7
Post-Award Orientation Conference 
Within five (5) business days after approval by the BPW, the State’s Project Manager, the Contractor and/or the Contractor’s Project Manager, and any other State or Contractor staff deemed appropriate shall attend a Post-Award Orientation Conference.  The purpose of the Post-Award Orientation Conference is to discuss service delivery, invoice processing, monitoring and other Contract terms and conditions as well as expectations.  The date, time and location of the Post-Award Orientation Conference will be indicated to the successful Offeror in writing after approval from the BPW.
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SECTION IV.  REQUIREMENTS FOR PROPOSAL PREPARATION

4.1
Two Volume Submission
The selection procedure for this procurement requires that the technical evaluation and ranking of the Proposals be completed before the Financial Proposals are distributed to the Evaluation Committee.  Consequently, each Proposal shall be submitted as two separate enclosures in separately sealed envelopes as indicated in Sections 4.2 (Volume I – Technical Proposal) and 4.3 (Volume II – Financial Proposal).  

An original, to be so identified and three (3) copies of both the Technical and Financial Proposal must be received by the Procurement Officer by June 12, 2013 at 4:00 p.m. in order to be considered.
The envelope of each Proposal must be labeled as follows:

· NAME OF OFFEROR

· STATEWIDE
· SEALED PROPOSAL – Department of Human Resources

· MARYLAND STATE DIRECTORY OF NEW HIRES
· AGENCY CONTROL NUMBER:  CSEA/SDNH/14-001-S
· JUNE 12, 2013; 4:00 P.M.    
· PROCUREMENT OFFICER: Katharine M. Kamieniecki
· ROOM # 946
4.2

Volume 1 - Technical
The Technical volume shall be prepared in a clear and precise manner.  It shall address all appropriate points of this RFP except the price information and all pages shall be consecutively numbered.  This volume shall contain the following sections.  The Offeror’s Proposal should follow the same sequence listed here.
A. Transmittal Letter
A Transmittal Letter prepared on the Offeror's business stationery shall accompany the Proposal.  The purpose of this letter is to transmit the Proposal; therefore, it should be brief. The letter shall contain the title of the solicitation, the Offeror’s completer legal name as registered with the State Department of Assessments & Taxation, federal tax identification or social security number, address, telephone number, fax number and e-mail address.  If the Offeror has registered with eMaryland Marketplace, provide the eMM registration number.  The letter shall be signed by an individual who is authorized to bind the firm to all statements, including services and prices, contained in the Proposal.  The letter shall also acknowledge any addenda to the RFP that were received.  

An Offeror shall be deemed to have accepted all the terms, conditions, and requirements set forth in this RFP unless otherwise clearly noted as an attachment to the transmittal letter.  A Proposal that takes exception to these terms may be rejected.

B. Table of Contents

All pages shall be numbered and Section headings provided for each subject listed below.

1. Qualifications (see C below)

2. Understanding the Problem (see D below)

3. Proposed Service  (see E below for formatting)

4. References (see F below)

5. Other State of Maryland Contracts (see G below)

6. Financial Responsibility & Stability (see H below

7. Economic Benefits to the State of Maryland (see I below)

8. Additional Information (if applicable – see J below)

9. Company Literature (if applicable – see K below)

10. Forms (that must accompany the Proposal - see L below)

C. Qualifications
A description of the qualifications of the Offeror and Offeror’s personnel shall clearly show any related training and/or experience providing data collection, data maintenance and customer services similar to those required in this RFP and in Section 3.4 and 3.4.1.
D. Understanding the Problem  

This section should contain the Offeror’s understanding of the environment in which the proposed work or solution will be implemented as well as the Offeror’s understanding of the Objective (Section 3.2) and Scope of this project (Section 3.3).
E. Proposed Service

This section shall contain the Offeror's proposed Project Plan to achieve the requirements of the RFP.  The Offeror’s Project Plan shall describe in detail how the proposed services or product will satisfy the State requirements or conditions. Any special equipment requirements or approaches shall also be explained in this section.   The Project Plan shall be prepared in the same sequence as, and also contain Compliance with RFP Specifications Section 3.4.2 - 3.7 as follows: 

3.4.2 Contractor’s Requirements

A. New Hire Program Operations

Contractor’s Annual Holidays 

Non-Compliant Employers

Enforcement/Penalty Assessment Procedures 

Electronic Data File Transfer via DHR FTP Server

Help Desk Hotline

Employer Inquiries

Employer Outreach 

Data Storage and Retention Criteria
Corrective Action Plans (CAP)
B. Monitoring & Audits

C. Problem Escalation Procedures

3.4.3 IT Technical Requirements

A. Security-State IT Security and Policy Standards

B. Security-DHR’s Additional Requirements

Security at State Sites

Password Requirements

Confidential Information Security Requirements

Authorization

Disaster Recovery Plan

3.4.4 Service Levels and Performance
A. Service Level Metrics (SLM)
B. Performance Measures and Goals

3.4.5 Project Management

A. Initial Project Schedule

B. Project Management Plan
Communications Plan

Cost Management Plan

Quality Management Plan

Human Resource Management Plan
C. Weekly Status Report 

3.4.6 Transition-In Period (30 Days)

Transition-In Plan

New Hires Employer Information Packets (NHEIP)

Help Desk Hotline

Administrative and Operational Procedures Manual 

Transition-In Implementation Report

3.4.7 Transition-Out (90 Days)

Transition-Out Deliverables

Weekly Transition-Out Implementation Report 

Section 3.5
Deliverables and Acceptance Criteria
Offerors shall describe in detail its process for completing and submitting all deliverables within the specified time frames.

Section 3.6
Contractor’s Project Manager

Offerors shall provide the name, address, telephone and fax numbers and e-mail address for the individual designated to serve as the Contractor’s Project Manager.

Section 3.7
Post Award Orientation Conference

Offerors shall acknowledge their intent to attend and participate in the Post Award Orientation Conference

F. References:

The Offeror shall supply three business reference letters from within the past 3 years to support the Proposal.  Reference letters must be submitted by the reference source directly to the Offeror in a separately sealed envelope for inclusion with the Offeror’s Proposal.  Reference letters should include the solicitation number, Offeror’s name and speak to the Offeror’s qualifications, character, service provided, performance (i.e. when the performance occurred, dollar value, whether contract requirements were met on time and on budget and whether goals were met), etc.  The reference letters must identify the name of each reference, point of contact, and telephone number.  

The State shall have the right to contact any reference of its choosing as part of the evaluation process, including references not provided by the Offeror but otherwise known by the Department.  The State will notify the Offeror of any references contacted who were not identified by the Offeror.

NOTE:  

1. If reference letters are sent directly to the Procurement Officer, Offerors should request simultaneous submission of the reference letter to the Offeror to ensure the reference source responded.  Form letters giving a reference are not acceptable.
2. References from DHR Personnel are not acceptable.

G. Other State of Maryland Contracts

As part of its offer, each Offeror is to provide a list of all Contracts with any entity of the State of Maryland that it is currently performing or which have been completed within the last 5 years.  For each identified Contract the Offeror is to provide:

· The State contracting entity

· A brief description of the services/goods provided

· The dollar value of the Contract

· The term of the Contract

· The State employee contact person (name, title, telephone number and if possible e-mail address)

· Whether the Contract was terminated before the end of the term specified in the original Contract, including whether any available renewal option was not exercised.

Information obtained regarding the Offeror’s level of performance on State Contracts will be considered as part of the experience and past performance evaluation criteria of the RFP.

H. Financial Responsibility and Stability 
This section shall contain information to show that the Offeror has the capacity in all respects to perform fully the Contract requirements and the fiscal integrity and reliability to assure good faith performance.  Examples of information that may be used to demonstrate requisite responsibility and stability include:

1. Audited financial statements (for Offeror only) for the past three years;
2. Dunn and Bradstreet report and rating;
3. Line of Credit from a Financial Institution approved by the State 


Treasurer; or

4. Evidence of no less than six (6) months of working capital.

If an Offeror that seeks to perform or provide the services required by this RFP is the subsidiary of another entity, all information submitted by the Offeror, such as but not limited to, references and financial reports, shall pertain exclusively to the Offeror, unless the parent organization will guarantee the performance of the subsidiary.  If applicable, the Offeror’s Proposal shall contain an explicit statement that the parent organization will guarantee the performance of the subsidiary.  

In addition, the Offeror shall describe any docketed or adjudicated civil or criminal litigation that could have a financial impact on the company.

All financial information that is not otherwise publicly available, received in response to this section will be maintained as confidential information releasable only to those evaluating the technical Proposal.  Other than the Procurement Officer, persons who will be given access to this information for evaluation purposes will have signed a Confidentiality Statement.

I. Economic Benefit to the State of Maryland

DO NOT INCLUDE ANY DETAIL OF THE FINANCIAL PROPOSAL WITH THIS TECHNICAL INFORMATION.  DO NOT INCLUDE ACTUAL DOLLAR AMOUNTS, USE PERCENTAGES ONLY.

Note:
In providing the information required in this section, the Offeror should state its level of commitment per $100,000 of Contract value.  In other words, for each $100,000 of Contract value, state how many Maryland jobs will be created, what Maryland tax revenue will be generated, how much will be paid to Maryland subcontractors, etc.
Offerors shall submit with their proposals a narrative describing benefits that will accrue to the Maryland economy as a direct or indirect result of their performance of any Contracts awarded as the result of this solicitation.  Proposals will be evaluated to assess the benefit to Maryland’s economy specifically offered.  

Proposals that identify specific benefits as being contractually enforceable commitments will be rated more favorably than Proposals that do not identify specific benefits as contractual commitments, all other factors being equal.   

As applicable, for the full duration of the Contract, including any renewal period, or until the commitment is satisfied, the Contractor shall provide to the State Project Manager or other designated agency personnel reports of the actual attainment of each benefit listed in response to this section.  These benefit attainment reports shall be provided quarterly, unless elsewhere in these specifications a different reporting frequency is stated. 

Discussion of Maryland based employees or locations may be appropriate if the Offeror makes some projection or guarantee of increased or retained presence based upon being awarded this Contract.

Examples of economic benefits to be derived from a Contract may include any of the following.  For each factor identified below, identify the specific benefit and contractual commitments and provide a breakdown of expenditures in that category:

• 
The contract dollars to be recycled into Maryland’s economy in support of the contract, through the use of Maryland subcontractors, suppliers and joint venture partners.  

• 
The number and types of jobs for Maryland residents resulting from the contract.  Indicate job classifications, number of employees in each classification and the aggregate payroll to which the contractor has committed, including contractual commitments at both prime and, if applicable, subcontract levels.

• 
Tax revenues to be generated for Maryland and its political subdivisions as a result of the contract. Indicate tax category (sales taxes, payroll taxes, inventory taxes and estimated personal income taxes for new employees). Provide a forecast of the total tax revenues resulting from the contract.

• 
Subcontract dollars committed to Maryland small businesses and MBEs. 

• 
Other benefits to the Maryland economy which the Offeror promises will result from awarding the contract to the Offeror, including contractual commitments.  Describe the benefit, its value to the Maryland economy, and how it will result from, or because of the contract award.  Offerors may commit to benefits that are not directly attributable to the contract, but for which the contract award may serve as a catalyst or impetus.

J. Additional Information

This section, which is optional, should include any additional information the Offeror deems relevant to this procurement as well as any information that meets the satisfaction of the State’s objectives.

K. Company Literature

If company literature or other material is intended to respond to any RFP requirements, it must be included in this section and the Offeror's responses in previous sections of the Proposal must include reference to the documents by name and page citation.  Proposals submitted without these references and citations will be considered complete without need to refer to documents in this section for the Offeror's responses to RFP requirements.
L. Forms


Include in the original volume only, one original of each of the following forms:

1. Bid/Proposal Affidavit (Attachment B)

2. Certified MBE Utilization and Fair Solicitation Affidavit (Attachment F)
3. Certification Regarding Lobbying (Attachment L)

4. Living Wage:  Affidavit of Agreement (Attachment M)
5. Certification Regarding Investments In Iran (Attachment AA).
4.3

Volume II - Financial
This volume should contain all price information for all services and products proposed.  When determining prices, consider the appropriate Living Wage Requirements, if applicable.  This volume must contain the following section:


Maryland State Directory of New Hires Pricing Proposal– Attachment A

“THE REMAINDER OF THIS PAGE IS INTENTIONALLY LEFT BLANK”

SECTION V.  EVALUATION PROCEDURES

5.1

Evaluation Committee
All Offerors' Proposals received by the closing deadline will be evaluated by an Evaluation Committee established by the requesting State organization.  The Committee may request additional technical assistance from any source.

Proposals will not be opened publicly, but will be opened in the presence of at least two State employees.  Proposals shall be held in a secure place until the established due date. After the established due date, a Register of Proposals shall be prepared that identifies each Offeror.  The Register of Proposals shall be open to public inspection after award of the Contract.  Proposals shall be shown only to members of the Evaluation Committee or State employees having a legitimate interest in them.

5.2

Reciprocal Preferences
The provisions of State Finance and Procurement Law Section 14-401 and COMAR 21.05.01.04 shall apply to this solicitation.

Although Maryland law does not authorize procuring agencies to favor resident Offerors in awarding procurement Contracts, many other States do grant their resident businesses preferences over Maryland Contractors as described in COMAR 21.05.01.04.  A resident business preference will be given if a responsible Offeror whose principal office or principal base of operations is in another State submits the most advantageous offer, and the State in which the non-resident’s principal operations through which it would provide the goods or services, gives a preference to its residents through law, policy, or practice, and the preference does not conflict with a Federal law or grant affecting the procurement Contract.  Therefore, a preference will be given to the lowest possible responsible offer from a Maryland firm over that of a nonresident firm if the State in which the nonresident firm is located gives a resident business preference.  Where such a resident business preference is provided, the preference shall be the same as that provided by the State in which the nonresident business is located.

A nonresident Offeror submitting a Proposal for a State project shall attach to the Proposal a copy of any current statute, resolution, policy, procedure or executive order of the Offeror’s resident State that pertains to that State’s treatment of nonresident Offerors.

5.3

Qualifying Proposals
Qualifying Proposals are those Proposals received from responsible Offerors that are initially classified by the Procurement Officer as reasonably susceptible of being selected for award.  Vendors whose Technical Proposals are not accepted will be notified in writing and the Financial Proposal will be returned unopened.

5.4

Technical Evaluation
The State reserves the right, in its sole discretion, to award a Contract based upon the written Proposals received without prior discussions or negotiations.  The Evaluation Committee will rank the Proposals according to the criteria established in Section 5.5.  No price data should be provided in the Technical Proposal. During this technical evaluation phase, the Procurement Officer shall reserve the right to enter into discussions with vendors.  If discussions are held, all Offerors who are initially classified as reasonably susceptible of being selected for award, or potentially so, will be given an equal opportunity for discussion (see Section 2.27).
Those Proposals determined at any time to be not reasonably susceptible of being selected for award or Offerors determined to be not responsible will be dropped from further consideration in the awarding of the Contract.

A.
RESPONSIBILITY



General


1. The procurement regulations in Title 21 of the Code of Maryland Regulations (COMAR) define a “responsible” Offeror as one “...who has the capability in all respects to perform fully the Contract requirements, and the integrity and reliability which shall assure good faith performance.”

2. COMAR, Title 21, also requires that the Procurement Officer determine before awarding a Contract to an Offeror whether the Offeror is responsible.  The determination of responsibility is based on the subjective judgment of the Procurement Officer about whether the Offeror meets the definition of a “responsible” Offeror.

3. In addition, the unreasonable failure of an Offeror to supply information promptly in connection with the determination of responsibility shall be grounds for a determination that the Offeror is not responsible.

B.
DISCUSSIONS

The State may award a Contract from this solicitation without discussion with any offering vendor.  The Department reserves the right to discuss and negotiate with qualified or potentially qualified Offerors, i.e., Offerors which appear to be responsible at the time discussions and negotiations are conducted and whose Proposals are initially judged to be reasonably susceptible of being selected for award. Discussions or negotiations will be conducted with all Offerors which have not previously been eliminated. The Department, however, is not obligated to conduct any discussions or negotiations.  Each Offeror should be aware that the Department can select a Proposal without first discussing the matter with the selected Offeror.


5.5

Criteria for Technical Evaluation


The criteria that will be used by the Committee for the technical evaluation of the Proposals for this specific procurement are listed below in descending order of importance.  The Financial Proposal will carry more weight than the Technical Proposal (see 5.9 below).  Technical Proposals will be ranked according to the following major criteria:
Evaluation Criteria

A. Proposed Services – Section 4.2 E

B. Qualifications – Section 4.2 C
C. Understanding the Problem – Section 4.2 D

D. References and Other State of Maryland Contracts – Sections 4.2 F&G
E. Financial Responsibility and Stability – Section 4.2 H
F. Economic Benefit to the State – Section 4.2 I
5.6
Financial Evaluation
The separate price volume of each qualifying Proposal will be distributed to the Evaluation Committee for all Proposals deemed reasonably susceptible of being selected for award following the completion of the technical evaluation.  The Committee will determine the fully loaded fixed-unit price for the combined base Contract and Option period price of each Proposal in order to establish a financial ranking of the Proposals, from lowest to highest fully loaded fixed unit price.

5.7

Best and Final Offers
When it is deemed in the best interest of the State, the Procurement Officer may permit qualified Offerors to revise their initial Financial Proposal by submitting a Best and Final Offer.  The Procurement Officer shall notify each qualified Offeror of the scope of the requested Best and Final Offer, and shall establish a date and time for their submission.  The Procurement Officer may require more than one series of Best and Final Offers and discussions if the agency head or designee makes a determination that it is in the State’s best interest to do so.  If more than one Best and Final Offer is requested, an Offeror’s immediate previous offer shall be construed as its best and final offer unless the Offeror submits a timely notice of withdrawal or another Best and Final Offer.  The Procurement Officer may consult with and seek the recommendation of the Evaluation Committee during the Best and Final Offer process.

The State reserves the right to award the Contract without issuing a BAFO if it is determined to be in the best interest of the State.

5.8

Debriefing of Unsuccessful Offerors
Unsuccessful Offerors shall be debriefed upon their written request, provided the request is made within a reasonable period of time after receiving notice of not being recommended for award from the procurement officer.  Requests for debriefings shall be honored by the Department at the earliest feasible time after the request is received.  Debriefings shall be held in accordance with COMAR 21.05.03.06.

5.9

Final Evaluation and Recommendation for Award
Upon completion of all discussions and negotiations, reference checks, and site visits, if any, the Procurement Officer will recommend award of the Contract(s) to the responsible Offeror(s) who’s Proposal is determined to be the most advantageous to the State considering technical evaluation factors and price factors as set forth in this RFP.  In making the most advantageous Offeror determination, financial factors will be given greater weight than technical factors. 

Contract award, if any, resulting from the RFP is subject to appropriate State approvals.  Awards exceeding $200,000 require approval of the BPW.
SECTION VI.  APPENDICES

Attachment A

Maryland State Directory of New Hires Pricing Proposal

Attachment A-1
Maryland State Directory of New Hires- Monthly Invoice
Attachment B

Bid/Proposal Affidavit

Attachment C

Contract Affidavit

Attachment D

Services Contract - Sample

Attachment E

Electronic Funds Transfer Form

Attachment F

MDOT Certified MBE Utilization and Fair Solicitation Affidavit

Attachment G

Outreach Efforts Compliance Statement

Attachment H

Subcontractor Project Participation Certification

Attachment I

Minority Contractor Unavailability Certificate

Attachment J

Prime Contractor Unpaid MBE Invoice Report

Attachment K

Subcontractor Payment Invoice Report

Attachment L

Certification Regarding Lobbying

Attachment M

Living Wage Requirements for Service Contracts and Affidavit of Agreement

Attachment N

Hiring Agreement

Attachment O

Non-Compliant Employers Report 
Attachment O-1
Employees Not Reported by Employer Report

Attachment P

Contract Compliance Checklist and Time Frame
Attachment Q

Maryland’s Employer Notification Letter
Attachment Q-1
Fact Sheet Maryland State Directory of New Hires

Attachment Q-2
Maryland Annotated Code § 8-626.1 - Labor and Employment Article
Attachment Q-3
SDNH Brochure
Attachment Q-4
MD New Hire Reporting Form
Attachment R

Warning Notice to Non-Compliant Employers

Attachment S

MD Employer File Submission Layout - DHR

Attachment T

Federal Parent Locator Service National Directory Guide for Data Submission
Attachment U

Maryland New Hire Monthly Reporting Statistics
Attachment U-1
Maryland New Hire Monthly Reporting Statistics- Cumulative Monthly Report Cover Sheet
Attachment V

Annual Report
Attachment W

Weekly Transition-In Implementation Report

Attachment X

Weekly Transition-Out Implementation Report 

Attachment Y

New Hires Reporting by Month

Attachment Z

Penalty Assessment Notice to Non-Compliant Employers
Attachment AA
Certification Regarding Investments in Iran

Attachment AA-1
Investment Activities in Iran Act

Exhibits

Exhibit 1

IRS Publication 1075
Exhibit 2

DHR Standard Desktop Platform
Exhibit 3

Child Support Enforcement Administration Annual Internal Revenue Service (IRS) Employee Awareness
Exhibit 4

State of Maryland Dept of Labor Licensing and Regulation Confidential Data Agreement
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