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Child Support Enforcement Administration
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Baltimore, Maryland 21201
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FOR
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DHR AGENCY CONTROL NUMBER:

CSEA/SDU/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 https://emaryland.buyspeed.com/bso/.

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.
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Maryland’s Human Services Agency

KEY INFORMATION SUMMARY SHEET

STATE OF MARYLAND

Request for Proposals

STATE DISBURSEMENT UNIT SERVICES
AGENCY CONTROL NUMBER:  CSEA/SDU/14-001-S

RFP Issue Date:


e-Maryland Marketplace – July 3, 2013
DHR Webpage – July 3, 2013
RFP Issuing Office:

Department of Human Resources

Child Support Enforcement Administration

State Disbursement Unit

Procurement Officer: 

John Haynes
Phone:  (410) 767-7346



Fax:  (410) 333-0258 or (410) 333-8090

E-mail:  john.haynes@maryland.gov
Proposals are to be sent to:
Department of Human Resources

Procurement Division

311 W. Saratoga Street, Room 946
Baltimore, MD  21201-3521

Pre-Proposal Conference:
July16, 2013; 1:30 P.M. 





Department of Human Resources






311 W. Saratoga Street, Room 104






Baltimore, MD 21201-3500
Closing Date/Time:

July 31, 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 at (410) 333-0258 or email john.haynes@maryland.gov  to John Haynes, the Procurement Officer (Section 1.2) with your proposal or “no offer”, as the case may be.  Thank you for your assistance.

Proposal Number CSEA/SDU/14-001-S entitled State Disbursement Unit Services

I.
If you are not responding, 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 (DHR) intends to acquire a single Contractor for the purpose of developing, managing and operating the State Disbursement Unit (SDU), a unit within the Child Support Enforcement Administration (CSEA).  The SDU is a centralized child support payment processing unit that allows for same business day processing of incoming payments and transmission of processed payment information to the statewide Child Support Enforcement System (CSES).  The SDU also performs bank reconciliation, transaction processing, electronic depository application processing, electronic payment marketing, non-sufficient fund check processing, and collection of State-owed debt functions (see Section 3.5.1).

The Contract will be awarded for a five-year, three month period beginning December 1, 2013 and ending February 28, 2019, with one two-year option to be renewed at the sole discretion of the State.  The Contract term includes a three month transition-in and three month transition-out period.

1.2

Procurement Officer
The sole point of contact in the State for purposes of this RFP is the Procurement Officer presented below:

John Haynes, Procurement Officer

Department of Human Resources

Procurement Division

311 W. Saratoga Street, Room 946

Baltimore, Maryland 21201

Phone: (410) 767-7346




Fax: (410) 333-0258 or (410) 333-8090





E-Mail: john.haynes@maryland.gov


DHR 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 Tuesday, July 16, 2013 beginning at 1:30 p.m. at 311 W. Saratoga Street, Room 104; 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 July 9, 2013; 4:00 p.m., 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 five 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, 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 the Department’s website at www.dhr.state.md.us and eMaryland Marketplace at 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 must 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  six (6) copies of the Technical Proposal and Financial Proposal (See Section IV) must be received by the Procurement Officer (ref. Section 1.2) by July 31, 2013 at 4:00 p.m. in order to be considered.  Requests for extension of this date or time shall not be granted.   Offerors mailing Proposals should 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 calendar 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:

Cynthia Shockey, Project Manager

Maryland Department of Human Resources

Child Support Enforcement Administration

Maryland State Disbursement Unit

311 W. Saratoga Street

Baltimore, Maryland 21201

Telephone: (443) 957-2683

Fax: (443) 957-2647

E-Mail: Cynthia.Shockey@maryland.gov
After Contract award, this person will serve as the primary point of contact for the Contractor in regards to the Contract(s) resulting from this RFP.  However, for certain contract related actions the Procurement Officer may communicate with the Contractor.

DHR may change the State Project Manager at any time by written notice to the Contractor.

1.10
Glossary of Terms

A. Automated Clearing House (ACH) system

An electronic network for financial transactions.

B. Americans with Disabilities Act (ADA)

The Americans with Disabilities Act of 1990 (ADA) is a law that was enacted by the U.S. Congress in 1990. It was later amended with changes effective January 1, 2009.  The ADA is a civil rights law that prohibits, under certain circumstances, discrimination based on disability. It affords similar protections against discrimination to Americans with disabilities as the Civil Rights Act of 1964, which made discrimination based on race, religion, sex, national origin, and other characteristics illegal. Disability is defined by the ADA as "a physical or mental impairment that substantially limits a major life activity." The determination of whether any particular condition is considered a disability is made on a case by case basis. Certain specific conditions are excluded as disabilities.

C. Arrearage
The amount of past due, unpaid child support owed by the non-custodial parent (NCP).  If the parent has arrearages, s/he is said to be “in arrears.”

D. Award 
The transmission by the procurement agency, after all required approvals have been obtained: of (a) the executed contract; or (b) written notice of award to the successful Offeror. COMAR 21.01.02.01.B(8).

E. Board of Public Works (BPW)

A three-member body consisting of the Governor, Comptroller, and Treasurer of the State of Maryland. It oversees many aspects of the State's finances. The board possesses the final say in spending through loans approved by the Maryland General Assembly and in capital improvements. In addition, the board has the authority to borrow money and provide supplemental funding for State agencies.  All State land purchases are carried out by the board and all contracts for office space and leases are approved by the board. While the State legislature is not in session, the board takes up many of its fiscal responsibilities in ensuring the operation of the State government.

F. Cash Concentration and Disbursement “Plus” (CCD+)

A standardized format used for electronic funds transmission (EFT) of child support withholdings from an employee’s wages.

G. Case

A child support matter, which is given a unique case identification number (Case ID) and includes information such as Custodial Parent (CP), or Custodial Party (CU), a dependent(s), and a NCP and/or putative father, CU and NCP wage data, court order details and NCP payment history.

H. Child Support Enforcement System (CSES)

Maryland Case Management database system for the Child Support Enforcement Administration.

I. Case Record

Hard copy and computer files generated and maintained related to any aspect of a Case.

J. Central Depository Account (CDA)
The main CSEA account at the Designated Bank used for deposits and disbursements for the SDU.

K. Central Registry

The Central Registry is a centralized unit that is responsible for receiving, distributing, and responding to inquiries on intergovernmental cases.

L. Check Recoupment (CR) Account

The CSES case level account which represents a returned check recoupment.

M. Child Support

Financial support paid by a parent to help support a child(ren) that may be voluntary or court ordered.

N. Child Support Enforcement Administration (CSEA)
The unit of DHR that administers the child support program as set forth in Title IV-D of the Social Security Act and State Regulations at COMAR Title 07.  CSEA locates parents or putative fathers, establishes, enforces and modifies child support and collects and distributes child support payments.

O. Child Support Enforcement Network (CSENet)
A State-to-State telecommunications network, which transfers case specific information between States’, automated child support enforcement systems.

P. 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.

Q. Code of Maryland Regulations (COMAR)

A codification of the rules and regulations that implement State law.  Title 21 governs State procurement procedures.  Title 07 governs all programs under the Department of Human Resources.

R. Continuity of Operations
A plan on how to continue operations under emergency or adverse conditions that may include building fires, theft, and vandalism, earthquakes, floods, and national incidents like pandemic illnesses, that could impact the day-to-day operations, such as supply chain interruption, loss of or damage to critical infrastructure.

S. Contract

An agreement entered into by a procurement agency for the lease as lessee of real or personal property or the acquisition of supplies, services, construction, construction-related services, architectural services, or engineering services. (COMAR 21.01.02.01.B (25)(a))
T. Cooperative Reimbursement Agreement (CRA)

Written agreements entered into between the Maryland CSEA and appropriate court and law enforcement officials for the purpose of assisting the State in establishing, enforcing and modifying child support and medical support obligations.  In addition these agreements provide for reimbursing the court and law enforcement officials for their services.

U. Corporate Trade Exchange (CTX)

Standardized format used for electronic funds transmission (EFT) of child support withholdings from employees’ wages.  This method is preferable when processing large volumes of transactions and Personal Reasonability and Work Opportunity Reconciliation Act of 1996 (PRWORA) requires State automated child support enforcement systems to be capable of using this format as well as the CCD+ format. The CTX payment format combines payment information and a variable length record (called an addendum record) with related information
V. Court Order

Legally binding edict issued by a court of law.  Issued by a magistrate, judge, or properly empowered administrative officer. A court order related to child support can dictate how often, how much, what kind of support a NCP is to pay, how long he or she is to pay it and whether an employer must withhold support from their wages.

W. Demilitarized Zone (DMZ)
A computer or small sub-network that sits between a trusted internal network, such as a corporate private LAN, and an un-trusted external network, such as the public Internet.  Typically, the DMZ contains devices accessible to Internet traffic, such as Web (HTTP) servers, FTP servers, SMTP (e-mail) servers and DNS servers. 

X. Department of Human Resources (DHR or the Department)
DHR is Maryland’s fourth largest State agency.  The DHR was established to administer the State’s Public Assistance, Social Services, and Child Support programs.

Y. Department of Budget and Management (DBM)
The State’s central Personnel agency and the principal procurement agency over the Department.  DBM’s major responsibilities also include budget development, supervision of budget execution, and revenue estimating.

Z. Department of Information Technology (DoIT)
The Maryland State Agency responsible for information technology matters across State government.

AA. Designated Bank
The financial institution designated by the State to issue EPiCs and provide certain other banking services to CSEA under a separate contract with the State.

AB. Disaster Recovery Plan (DRP)

Is the process, policies and procedures related to preparing for recovery or continuation of technology infrastructure critical to an organization after a natural or human-induced disaster.  Disaster recovery is a subset of business continuity. While business continuity involves planning for keeping all aspects of a business functioning in the midst of disruptive events, disaster recovery focuses on the IT or technology systems that support business functions.

AC. Disbursement

For purposes of this solicitation, disbursement is the paying out of collected child support funds.

AD. Distribution

The allocation of child support collected to the various types of debt within a child support case, as specified in 45 CFR Part 302.51, (e.g., monthly support obligations, arrears, ordered arrears, etc.).

AE. Eastern Standard Time (E.S.T.)

Referenced times are Eastern Standard Time.

AF. Electronic Data Interchange (EDI)

Process by which information regarding an EFT transaction is transmitted electronically along with the EFT funds transfer.

AG. Electronic Funds Transfer (EFT)

The process by which money is transmitted electronically from one bank account to another.

AH. Electronic Payment Issuance Card (EPiC)
A re-loadable bank card issued by the Bank of America for child support payments which allows the user to: avoid the expense of check cashing fees; access to check balances 24 hours a day, 7 days a week; use of the card everywhere Visa® debit cards are accepted; retrieve cash from ATMs, bank tellers, or credit unions that accept Visa; and get cash back with purchases at many grocery and convenience stores.

AI. Exception Reports
Reports that are automatically generated in CSES to identify payments that cannot be distributed to a case or payments distributed to a case but that cannot be disbursed.  Exception reports include check extract, unprocessed and funds held in escrow.
AJ. Federal Information Processing Standards (FIPS) Code

A unique five-digit code that identifies the child support jurisdiction, (i.e., States, counties, central State registries).

AK. Financial Institution Data Match (FIDM)

A process created by the PRWORA by which delinquent child support obligors are matched with accounts held in financial institutions for the purpose of garnishing accounts for past due child support.
AL. Foster Care (FC)

Continuous 24-hour care and supportive services provided for a child placed in an approved family home by the Department.
AM. 
Fully-Loaded

The billing rate of a fixed unit price that includes all profit, direct and indirect costs.  

AN.    Fully-Loaded Fixed Hourly Labor Category Rates

The billing rate of a fixed hourly labor category rate takes into consideration the profit, direct and indirect costs, annual salary and fringe benefits.
AO. Generally Accepted Accounting Principles (GAAP)
Principles that have substantial authoritative support concerning the economic resources and obligations of an enterprise that should be recorded as assets and liabilities, which changes in them should be recorded, when these changes should be recorded, how the recorded assets and liabilities and changes in them should be measured, what information should be reported and how it should be disclosed, and which financial statements should be prepared.

AP. Generally Accepted Auditing Standards (GAAS)
Guidelines promulgated by the American Institute of Certified Public Accountants’ (AICPA) Auditing Standards Board. Certified Public Accountants (CPAs) employ GAAS in preparing for and performing audits of a client's financial statements. The guidelines include references to the auditor's qualifications (general standards), audit field work (statements of field work), and reporting the audit results (standards of reporting). The broad standards are backed by detailed interpretative literature. An auditor unable to express an opinion on the financial statements must give reasons. A CPA who does not conduct an examination in accordance with GAAS can be held in violation of the AICPA's Code of Professional Ethics and face legal action by affected parties.

AQ. Genetic Test

An analysis of inherited factors used to determine paternity.

AR. “Go Live Date”

After the Transition-In period, the actual date the Contractor solely begins providing SDU services under the Contract.
AS. Income

As defined by PRWORA, income is any periodic form of payment to an individual, regardless of source, including wages, salaries, commissions, bonuses, worker’s compensation, disability, pension, or retirement program payments and interest.  Income may be subject to income withholding for child support, pursuant to a child support order, but is protected by Consumer Credit Protection Act limits.

AT. Income Withholding

Procedure by which automatic deductions are made from wages or income, as defined in PRWORA, to pay an obligation such as child support.  Income withholding often is incorporated into the child support order and may be voluntary or involuntary.  The provision dictates that an employer must withhold support from a NCP’s wages and transfer that withholding to the State Disbursement Unit.  Income Withholding is sometimes referred to as wage withholding.

AU. Individual Registration Number (IRN)

An IRN is a nine digit number assigned to each case member in CSES.

AV. Interactive Voice Response (IVR) System

Allows customers to interact with CSES via a telephone keypad, after which they can service their own inquiries by following the IVR dialogue. IVR can respond with prerecorded or dynamically generated audio to further direct users on how to proceed. IVR applications can be used to control almost any function where the interface can be broken down into a series of simple interactions.
AW. Intercept

A method of securing child support by taking a portion of non-wage payments made to a non-custodial parent (NCP).  Non-wage payments subject to interception include federal tax refunds, Treasury Offsets, State tax refunds, unemployment benefits, disability benefits, Workman’s Compensation, Maryland State Lottery winnings and assets deposited with Financial Institutions.

AX. Interstate Cases

Cases in which the dependent child and NCP live in different States, or where two or more States are involved in some case activity, such as enforcement.

AY. Internetworking Operating System (IOS)
Cisco IOS (originally Internetwork Operating System) is the software used on the vast majority of Cisco Systems routers and current Cisco network switches. (Earlier switches ran CatOS.) IOS is a package of routing, switching, internetworking and telecommunications functions tightly integrated with a multitasking operating system.

AZ. IV-A Case

A child support case where the CU is receiving public assistance benefits and the case is automatically referred to the State Child Support Enforcement (CSE) Agency so the State can recoup the cost of the benefits from the NCP or defray future costs.

BA. IV-D Case

A child support case where at least one of the parties, either the CU/CP or the NCP has requested or received IV-D services from the State’s Child Support agency.  An IV-D case is composed of a CU/CP, NCP or putative father and dependents.

BB. IV-E Case

A child support case in which the State is providing benefits or services under Title IV-E of the Social Security Act to a person, family, or institution that is raising a child or children that are not their own.  Cases are referred to their State Child Support agency in order to identify and locate the NCP, establish paternity, and/or a child support order(s), and/or obtain child support payments. This allows the State to recoup or defray some of its public assistance expenditures with funds from the NCP.

BC. Jurisdiction

The legal authority which a court or administrative agency has over particular persons and over certain types of cases, usually in a defined geographical area.

BD. Local Department of Social Services (LDSS)  
The department of social services in the 24 jurisdictions or counties in Maryland (including Baltimore City and Montgomery County Department of Health & Human Services) through which the Department administers all major social services programs.

BE. Local Transaction Request (LTR)

Cottage application used to request case or receipt adjustments from the local child support/LDSS office to the SDU.

BF. Locking Mechanism that meets IRS Publication 1075
A physical Mechanism that meets the Physical Security Minimum Protection Standards found at - http://www.irs.gov/pub/irs-pdf/p1075.pdf.

BG.    Medical Support
Form of child support where medical expenses or medical or dental insurance coverage is paid by either parent.  Depending on the court order, medical support can be a NCP’s sole financial obligation or it can be one of several obligations, with child and/or spousal support being the others.

BH.    Misapplied Payments
Payments distributed to the wrong account and disbursed to the wrong payee.  Recoupment procedures are employed to recover such payments.

BI. Misapplied Recoupment (MR) Account

The CSES case level account which represents an overpayment recoupment.
BJ. National Automated Clearing House Association (NACHA)
NACHA is an association that establishes the standards, rules, and procedures pursuant to which member financial institutions exchange payments electronically on a national basis through the ACH network.

BK. Non-custodial Parent (NCP)

The parent who does not have primary care, custody, or control of the child, and has an obligation to pay child support.

BL. Non IV-D Case

A case in which CSEA is only providing collection and disbursement services; often entered into during divorce proceedings.

BM. Non-Sufficient Funds (NSF)

A term used in the banking industry to indicate that a demand for payment (a check) cannot be honored because insufficient funds are available in the account on which the instrument was drawn.

BN. Obligation
An amount of money to be paid as support by a NCP.  An obligation can take the form of financial support for the child, medical support, or spousal support.  An obligation is recurring and ongoing, not a onetime debt such as an assessment.

BO. Obligee

The person, State Agency, or other institution to which child support is owed (also referred to as CU/CP when the money is owed to the person with primary custody of the child).

BP. Obligor

The person who is obliged to pay child support (also referred to as the non-custodial parent or NCP).

BQ. Office of Technology for Human Services (OTHS)

OTHS directs the management information systems of the Department of Human Resources.  The Office is responsible for design, development and implementation and enhancements of computer programs used to maintain and track DHR customer data; computer applications and systems, computer and communication equipment, computer peripheral equipment, telephone systems and equipment, ancillary facility and support equipment.
BR. Overnight Batch Process

Activity that the mainframe system automatically performs to update data files with information input by users.  Such activity occurs overnight when the system is not available for user input.

BS. Payee
A person or agency to whom money is paid or due.

BT. Payer/Payor
One named responsible for paying an obligation.

BU. Payment Processing (PP)
Refers to processing of incoming payments and transmission of processed payment information to the state-wide Child Support Enforcement System.
BV.    Personal Responsibility and Work Opportunity Reconciliation Act of 1996 (PRWORA)

Legislation that provides a number of requirements for employers, public licensing agencies, financial institutions, as well as State and federal child support agencies, to assist in the location of NCP and the establishment, enforcement and collection of child support.  The legislation created the New Hire Registry and the State and Federal Case Registries, otherwise known as Welfare Reform.

BW. Prenote

A prenote (preauthorization) is a zero dollar transaction created and sent through the ACH network to test the validity of payor’s /payee’s bank account information that was provided at the time of enrollment or if subsequently changed.
BX. Recoupment

Procedures employed to recover erroneous payments that result from non-sufficient funds checks, misapplied payments or tax refund injured spouse claims.

BY. Recommendation of Contract Award

A recommendation of Contract award is a notice from the procurement officer to the selected Offeror of the intent by the procuring agency to award the Contract pending obtaining all required approvals.

BZ. Request for Proposals (RFP)
Any document, whether attached or incorporated by reference, used for soliciting proposals from Offerors under any method allowed under Title 21 State Procurement Regulations excluding competitive sealed bidding and comparable small procurement methods.

CA. Returned Checks

Payments returned centrally by the post office or by a payee due to damage.
CB. Service Organization Control (SOC) 2 Type II (2)
A SOC 2 reports on Controls at a Service Organization Relevant to Security, Availability, Processing Integrity, Confidentiality and Privacy: Many entities outsource tasks or entire functions to service organizations that operate, collect, process, transmit, store, organize, maintain and dispose of information for user entities. 

CC. Stale-Dated Check

A check presented to the paying bank ninety one (91) or more calendar days after the original issue date.  Banks are not required by the Uniform Commercial Code to honor stale-dated checks and can return them to the issuing bank unpaid.

CD. State-of-Art or State of the Art
The highest level of development, as of a device, technique, or scientific field, achieved at a particular time. It also refers to the level of development (as of a device, procedure, process, technique, or science) reached at any particular time as a result of the latest methodologies employed.

CE. State Fiscal Year (SFY)

July 1st to June 30th each year.
CF. System Development Life Cycle (SDLC)

A ten-phase methodology intended to reduce the risk of project failure through the application of a proven and incremental project development process. 

CG. Tax Recoupment (TR) Account

The CSES case level account which represents a tax intercept recoupment.

CH. Temporary Assistance for Needy Families (TANF)
One of the federal assistance programs.  It began on July 1, 1997, and succeeded the Aid to Families with Dependent Children (AFDC) program.  Maryland’s program is called Temporary Cash Assistance (TCA).
CI. Temporary Cash Assistance (TCA)

Maryland equivalent for TANF

CJ. Temporary Cash Assistance-Medical Assistance (TCA-MA)

TCA clients who also receive medical assistance benefits through the state of Maryland

CK. Treasury Offset Program

The Treasury Offset Program is a centralized offset program, administered by the Financial Management Service's (FMS) Debt Management Services, to collect delinquent debts owed to federal agencies and states (including past-due child support), in accordance with 26 U.S.C. § 6402(d). The following federal payments may be eligible for offset: wages, including military pay; retirement, including military retirement pay; contractor/vendor payments; travel advances and reimbursements; certain federal benefit payments, including Social Security benefits (other than Supplemental Security Income); Railroad Retirement benefits (other than tier 2); and Black Lung (part B benefits) and other federal payments that are not exempt by law or by action of the Secretary of the Treasury.

CL. Undistributed Collections (UDC)

Collections which cannot be processed due to case maintenance issues.

CM. Unidentified

Payments which cannot be identified due to lack of information.
CN. Veteran-owned Small Business Enterprise (VSBE)A business that is verified by the Center for Veterans Enterprise of the United States Department of Veterans Affairs as a veteran-owned small business. See COMAR 21.11.13.

CO. Wage Withholding

Wage Withholding is a procedure by which scheduled deductions are automatically made from wages or income to pay a debt, such as child support.  Wage withholding is often incorporated into the child support order and may be voluntary or involuntary.  The provision dictates that an employer must withhold support from an obligor’s wages and transfer that withholding to the SDU.  Wage withholding is also known as income withholding.
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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 contractual services described herein.

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 must 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 (or form) as required in Section 4.2.A.  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 and/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 should 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 awarded as a result of this solicitation shall be for a period of approximately five years and three months.  It shall begin on December 1, 2013, or the day after the date approved by BPW and end on February 28, 2019. The Contract contains a renewal option, as per Section 2.13.
2.12 Multi-Year Contract
A. This is a multi-year Contract.  The required services as provided for in Section III shall be provided for the entire Contract period.

B. A Fixed Unit Price shall be given for the services and the Fixed Unit Prices shall be the same throughout the entire period of performance including the option period, if exercised, as provided in the 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 government. 

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 one two-year option to be renewed upon the same base period Contract terms and conditions.  Exercise of the renewal option will be solely at the discretion of the State.  The price for the option period shall be provided in the Pricing Proposal included as Attachment A.

2.14 Bid/Proposal Affidavit
The Bid/Proposal Affidavit, Attachment B, must be completed by all Offerors responding to this RFP and submitted with their Technical Proposal.  This Affidavit includes commercial nondiscrimination, minority business enterprise, anti-bribery, non-collusion, debarment, and tax payment 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 must have a resident agent.  The resident agent must 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/Arrearages
By submitting a Proposal in response to this RFP, the Offeror, if selected for award, agrees that it will 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) must be completed and submitted by the selected Offeror within ten (10) calendar days from notification of recommendation of award. This affidavit includes the financial, political and drug and alcohol free work place affirmations and a reaffirmation of the Bid/Proposal Affidavit.

2.18 Access to Public Records Act Notice
An Offeror should give specific attention to the clear identification of those portions of its Proposal that it considers confidential, proprietary commercial information or trade secrets, and provide justification why such materials should not be disclosed by the State, upon request, under the Access to Public Records Act, Title 10, Subtitle 6, Part III, of the State Government Article of the 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 whether the information must be disclosed. (See COMAR 21.05.08.01) Information which is claimed to be confidential is to be identified after the Title Page and before the Table of Contents in the Technical Proposal and, if applicable, also in the Financial Proposal. 

2.19 Offeror's Responsibilities
The selected Offeror(s) shall be responsible for rendering services 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 2.33 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 will 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 Services Contract (Attachment D) and Contract Affidavit (Attachment C).

Prior to Award, both the Contract and the Affidavit must 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 shall be an indefinite quantity Contract with Fixed Unit Prices in accordance with COMAR 21.06.03.06 (A) (2) and 21.06.03.02 (A) (2).

The Task Orders issued under this Contract shall be a Time and Materials, Indefinite Quantity Contract with Fixed Unit Prices in accordance with COMAR 21.06.03.06 and 21.06.03.05.  The Task Order Labor Category rates as proposed and accepted under the Contract will be in effect for the term of the Contract.  The Fixed Unit Prices are referred to in this RFP as the Fully Loaded Fixed Hourly Labor Category Rates.  

2.24 Payment Terms/Billing
The successful Offeror shall bill the Department on a monthly basis within thirty (30) calendar days after the preceding month’s end via the Monthly Invoice, (Attachment Q).  Payment shall be made based on the Contractor’s Fixed Unit Prices as provided on the Pricing Proposal (Attachment A).  The Contractor’s Fixed Unit Prices shall take into consideration all profit, direct and indirect costs.  No increases in the Fixed Unit Prices will be allowed except as provided on the Pricing Proposal.
The Department reserves the right to withhold the monthly payment in the event the Contractor does not provide the Department with all required services and reports 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.  Payment of withheld funds may be recouped upon satisfactory performance and/or receipt and approval of outstanding reports by the State Project Manager.


Invoices must be addressed to:

Cynthia Shockey

Director

Maryland State Disbursement Unit

Department of Human Resources

Child Support Enforcement Administration

311 West Saratoga Street, 3rd Floor

Baltimore, Maryland   21201

The final invoice is due ninety (90) calendar days after the Contract ends, inclusive of the option if exercised.

2.25 All invoices must (at a minimum) be signed and dated in addition to including the Contractor’s mailing address, the Contractor’s Social Security number or Federal Tax ID number, the State’s assigned Contract control number, the goods/services provided, the time period covered by the invoice, and the amount of requested payment
A. 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 Transfer (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 must be submitted to the State Comptroller’s Office for approval at the address specified on the COT/GAD X-10 form and must 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 180 calendar 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 Offeror.  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.


2.28 eMaryland Marketplace (eMM) 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, a vendor must 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 procurement 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 must 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)
A MBE subcontract participation goal of 25% of the total Contract dollar amount has been established for this procurement.  By submitting a response to this solicitation, the Offeror agrees that this dollar amount of the Contract will be performed by Maryland Department of Transportation (MDOT) certified minority business enterprises.

2.33 Minority Business Enterprise Participation Requirements
A. DEFINITIONS
As used in this Solicitation, the following words have the meanings indicated.

1. “Certified” means a determination made by the Maryland Department of Transportation that a legal entity is a Minority Business Enterprise.


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 Minority Business Enterprise also includes a not-for-profit entity organized to promote the interests of physically or mentally disabled individuals.  A MBE must be certified by MDOT in order to participate in the Department’s MBE program.

B. OFFEROR’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 ten (10) business 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 MBEs solicited and to document these attempts.

d. Assist MBEs to fulfill, or to seek waiver of, bonding requirements.

2. Potential Offerors 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 MDOT certified MBEs.

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 MDOT certified MBEs.

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


C. SOLICITATION AND CONTRACT FORMATION

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

1. 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.

2. an Offeror responds to the expected degree of Minority Business Enterprise participation as stated in the solicitation, by identifying the specific commitment of MDOT certified MBEs at the time of submission.  An Offeror shall specify 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 ten (10) business 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 MDOT 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 MDOT certified MBEs including:

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

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

3. As to each MDOT 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.

5. 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.   MBE changes may only occur by the Procurement Officer via Contract amendment.

E. CONTRACT ADMINISTRATION REQUIREMENTS
Contractor shall:

1. Submit monthly to the State Project Manager and DHR MBE Liaison a report listing any unpaid invoices over thirty (30) calendar days old received from any MDOT 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 MDOT 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 thirty (30) calendar 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 MDOT 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 must 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 Minority Business Enterprise 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 MDOT 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 thirty (30) calendar 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 thirty (30) calendar 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).  Certificates of insurance evidencing this coverage must be provided within ten (10) working days after recommendation of award.


The following types of insurance and minimum amounts of coverage are required:


  
Commercial General Liability, Occurrence Form:


      
$1,000,000 - General Aggregate Limit (other than products/completed operations)



$1,000,000 – Professional Malpractice 
        

$150,000 – Motor Vehicle Liability per occurrence.
 

$150,000 - Each Occurrence Limit

$100,000 - Personal and Accidental Injury Limits

$ 100,000 - Fire Damage Limit

$    5,000 - Medical Expense

Certificates of insurance evidencing this coverage shall be provided to the State Project Manager at each Contract anniversary date during the Contract period or as directed by the State.

The State shall receive written notification of non-renewal and/or cancellation from the issuer of the insurance policies at least forty-five (45) calendar 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 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 Investment  Activities in Iran Certification

All proposals submitted by a Bidder must be accompanied by a completed Certification Regarding Investments in Iran (Attachment CC).

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

a. 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 

b. 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.
2.38 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 ranking of the Technical Proposal.

2.39 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.

2.40 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.

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 five years or both.

2.41 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 Affidavit of Agreement (see Attachment M), 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 twelve dollars and ninety one cent $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 nice dollars and seventy cents $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.


2.42 Hiring Agreement 
By submitting a bid or Proposal in response to this solicitation, the Offeror agrees to execute and comply with the enclosed Maryland Department of Human Resources (DHR) 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.

2.43 Federal Funding Accountability and Transparency Registration Transparency Act
All Offerors are required to maintain a valid Dun & Bradstreet Data Universal Numbering System (DUNS) number and current registration in the Central Contractor Registry (CCR) prior to award.  The registration procedure for the CCR can be found at www.ccr.gov.  Offerors can request a DUNS number or modification to an existing DUNS record by using the online webform process at http://fedgov.dnb.com/webform (for US and International locations) or they can call 866-705-5711.  The toll free number is for US locations only.  By submitting a bid or Proposal in response to this solicitation, the Offeror agrees to complete the enclosed Transparency Act Data Collection and Sub-Awardee Certification Form (Attachment O).  The Sub-Awardee Certification form is to be completed 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.  
2.44 Performance Bond 
The successful vendor must submit a Performance Bond or other suitable security as identified within COMAR 21.06.07, in the amount of $1,300,000 for the period of the Contract.  The cost of this bond, or other suitable security, is to be included in the total price proposed and is not to be proposed and will not be recoverable as a separate cost item.  The Performance Bond or other suitable security shall be delivered to the State by the vendor prior to final award of the Contract.  The required Performance Bond shall be in the form specified in COMAR 21.07.02.10 Sample Performance Bond Form (Attachment BB).
Assistance in obtaining bid, performance and payment bonds may be available to qualifying small businesses through the Maryland Small Business Development Financing Authority (MSBDFA).  Questions regarding the bonding assistance program should be referred to:

Maryland Department of Business and Economic Development



Maryland Small Business Development Financing Authority



826 E. Baltimore Street



Baltimore, Maryland 21202



Phone: (410) 333-4270



Fax: (410) 333-6931

2.45 Non-Visual Access 
The Offeror warrants that the information technology offered under this Proposal (1) provides equivalent access for effective use by both visual and non-visual means; (2) will present information including prompts used for interactive communication, in formats intended for both visual and non-visual use; (3) if intended for use in a network, can be integrated into networks for obtaining, retrieving and disseminating information used by individuals who are not blind or visually impaired; and (4) is available, whenever possible without modification for compatibility with software and hardware for non-visual access.  The Offeror further warrants that the cost, if any, of modifying the information technology for compatibility with software and hardware used for non-visual access will not increase the cost of the information technology by more than five percent.

For purposes of this regulation, the phrase “equivalent access” means the ability to receive, use and manipulate information and operate controls necessary to access and use information technology by non-visual means.  Examples of equivalent access include keyboard controls used for input and synthesized speech, Braille or other audible or tactile means for output.

2.46 IRS Safeguard Program
A. The IRS Safeguards Program requirements are attached hereto as Safeguarding of Information from the United States Internal Revenue Service (Attachment V) and requirements outlined in the Child Support Enforcement Administration Annual Internal Revenue Service (IRS) Employee Awareness (Attachment X). The requirements are also available online at http://www.irs.gov/privacy/article/0,,id=177651,00.html. By signing the Annual IRS Employee Awareness form and annual viewing of the IRS Safeguarding DVD, the Contractor demonstrates it is aware of applicable penalties and understands the laws restricting the release of information obtained from the IRS for purposes of child support enforcement.

In performance of this Contract, the Contractor further agrees to comply with and assume responsibility for compliance by his or her employees with the following: 
1. All work will be performed under the supervision of the Contractor or the
Contractor’s responsible employees.

2. Any tax return or return information made available in any format shall be used only for the purpose of carrying out the provisions of this Contract.  Information contained in such material shall be treated as confidential and shall not be divulged or made known in any manner to any person except as may be necessary in the performance of this Contract.  Disclosure to anyone other than an officer or employee of the Contractor is prohibited.

3. All tax returns and return information will be accounted for upon receipt and properly stored before, during, and after processing.  In addition, all related output will be given the same level of protection as required for the source material.

4. The Contractor certifies that the data processed during the performance of this Contract will be completely purged from all data storage components of his or her computer facility, and no output will be retained by the Contractor at the time the work is completed.  If immediate purging of all data storage components is not possible, the Contractor certifies that any IRS data remaining in any storage component will be safeguarded to prevent unauthorized disclosure.

5. Any spoilage or any intermediate hard copy printout that may result during the processing of IRS data will be given to the agency or his or her designee.  When this is not possible, the Contractor will be responsible for the destruction of the spoilage or any intermediate hard copy printouts, and will provide the agency or his or her designee with a statement containing the date of destruction, description of material destroyed, and the method used.

6. All computer systems receiving, processing, storing, or transmitting Federal tax information (FTI) must meet the requirements defined in IRS Publication §1075.  To meet functional and assurance requirements, the security features if the environment must provide for the managerial, operational, and technical controls. All security features must be available and activated to protect against unauthorized use and access to FTI.

7. No work involving FTI furnished under this Contract shall be sub-contracted without prior written approval of the IRS.

8. The Contractor shall maintain a list of employees authorized access.  Such list shall be provided to the agency and, upon request, to the IRS reviewing office.
9. The agency shall have the right to void the Contract if the Contractor fails to provide the safeguards described above.

10. The Safeguarding of Information from the United States Internal Revenue Service (Attachment V) and the CSEA Annual IRS Employee Awareness (Attachment X) forms shall be completed and submitted by the Offeror and delivered to the State Project Manager within ten (10) business days following the receipt of notice by the Offeror that is being recommended for Contract Award.

B. Criminal/Civil Sanctions

1. Each officer or employee of any person to whom returns or return information is or may be disclosed shall be notified in writing by such person that returns or return information disclosed to each officer or employee can be used only for a purpose and to the extent authorized herein, and that further disclosure of any such returns or return information for a purpose or to an extent unauthorized herein constitutes a felony punishable upon conviction by a fine of as much as $5,000 or imprisonment for as long as five years, or both, together with the costs of prosecution.  Such person shall also notify each such officer and employee that any such unauthorized future disclosure of tax information may also result in an award of civil damages against the officer or employee in an amount not less than $1,000 with respect to each instance of unauthorized disclosure.  These penalties are prescribed by IRC §§ 7213 and 7431 and 26 CFR Part 301.6103(n)-1. 
2. Each officer or employee of any person to whom tax returns or return information is or may be disclosed shall be notified in writing by such person that any return or return information made available in any format shall be used only for the purpose of carrying out the provisions of this Contract.  Information contained in such material shall be treated as confidential and shall not be divulged or made known in any manner to any person except as may be necessary in the performance of this Contract.  Inspection or disclosure to anyone without an official need to know constitutes a criminal misdemeanor punishable upon conviction by a fine of as much as $1,000 or imprisonment for as long as one year, or both, together with the costs of prosecution.  Such person shall also notify each such officer and employee that any such unauthorized inspection or disclosure of returns or return information may also result in an award of civil damages against the officer or employee (United States for Federal Employees) in an amount equal to the sum of the greater of $1,000 for each act of unauthorized inspection or disclosure with respect to which such defendant is found liable or the sum of the actual damages sustained by the plaintiff as a result of such unauthorized inspection or disclosure plus in the case  of a willful inspection or disclosure which is the result of gross negligence, punitive damages, plus the costs of the action. The penalties are prescribed by IRC §§ 7213A and 7431.

3. Additionally, it is incumbent upon the Contractor to inform its officers and employees of the penalties for improper disclosure imposed by the Privacy Act of 1974, 5 U.S.C. § 552a.  Specifically, 5 U.S.C. § 552a(i)(1), which is made applicable to Contractors by 5 U.S.C.§ 552a(m)(1), provides that any officer or employee of a Contractor, who by virtue of his/her employment or official position, has possession of or access to agency records which contain individually identifiable information, the disclosure of which is prohibited by the Privacy Act or regulations established thereunder, and who knowing that disclosure of the specific material is so prohibited, willfully discloses the material in any manner to any person or agency not entitled to receive it, shall be guilty of a misdemeanor and fined not more than $5,000.
4. Granting a Contractor access to FTI must be preceded by certifying that each individual understands the agency’s security policy and procedures for safeguarding IRS information.  Contractors must maintain their authorization to access FTI through annual recertification.  The initial certification and recertification must be documented and placed in the agency’s files for review.  As part of the certification and at least annually afterwards, Contractors should be advised of the provisions of IRC §§ 7431, 7213, and 7213A.  The training provided before the initial certification and annually thereafter must also cover the incident response policy and procedures for reporting unauthorized disclosures and data breaches.  For both the initial certification and the annual certification, the Contractor should sign, either with ink or electronic signature, a confidentiality statement certifying their understanding of the security requirements. 

C. Inspection

The IRS and the Department shall have the right to send its officers and employees into offices and plants of the Contractor for inspection of the facilities and operations provided for the performance of any work under this Contract. On the basis of such inspection, specific measures may be required in cases where the Contractor is found to be noncompliant with Contract safeguards.

2.47 Veteran-owned Small Business Enterprise (VSBE) Goals


There is no VSBE subcontractor participation goal for this procurement. 
2.48 Working Hours
The SDU shall operate between the hours of 7:00 a.m. – 5:00 p.m. E.S.T, Monday through Friday, except State Holidays and Service Reduction days.  For State Holidays see: http://dbm.maryland.gov/employees/Pages/StateHolidays2013.aspx. 
2.49 Conflict Minerals Notice

 Offerors are advised that Md. Ann. Code, State Finance and Procurement Article, § 14-
413 provides as follows:

(a)
 (1) 
In this section the following words have the meanings indicated. 

 (2)
 (i) “Conflict mineral” means a mineral or mineral derivative determined under 


federal law to be financing human conflict. 



(ii) “Conflict mineral” includes columbite-tantalite (coltan), cassiterite, gold, 


wolframrite, or derivatives of these minerals. 


 (3) 
“Noncompliant person” means a person: 



(i) that is required to disclose under federal law information relating to conflict 


minerals that originated in the Democratic Republic of the Congo or its 



neighboring countries; and 



(ii) for which the disclosure is not filed, is considered under federal law to be an 


unreliable determination, or contains false information. 

(b) A unit may not knowingly procure supplies or services from a noncompliant person.
By submitting a response to this solicitation, the Offeror represents that it is in compliance with the disclosure requirements related to conflict minerals, as set forth in § 14-413 of the State Finance and Procurement Article. 
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SECTION III.  SPECIFICATIONS

3.1 Background
CSEA is responsible for administering the child support program in Maryland. The child support program is established under Title IV-D of the Social Security Act, Title 45 §302.32. CSEA provides direct services to customers to include application intake, locate, and establishment of paternity and support obligations, collection and disbursement of child support payments, enforcement of child support and medical support obligations, and review and adjustment of support obligations.

CSEA also provides and operates several centralized programs to include the State Parent Locator Service, State Central Registry, Passport Denial, Income Intercept Programs (Wage, Income Tax, Unemployment, Workman’s Compensation, Lottery, Abandoned Property, and Vendor Offset), Driver’s and Professional License Suspension Programs, State Directory of New Hires and the Administrative Garnishment of Financial Accounts Program.  Federal law mandates the collection, distribution and disbursement of support payments within two days after receipt.  Therefore, in SFY 2000, CSEA implemented the SDU for the collection and disbursement of support payments.  
Since implementation of the SDU, most support payments submitted by NCPs, employers, and other States, are sent to the SDU for payment processing.  A small percentage of payments are received by the Local Departments of Social Services (LDSS) and forwarded to the SDU for processing.   Also, using Maryland’s EFT/EDI process, payments resulting from federal offset and State intercept programs are electronically transmitted directly into CSES. (Please refer to Attachment W that identifies the four platforms of the DHR automated systems.)

Through its Designated Bank, CSEA disburses payments by paper check, direct deposit, or EPiC.   During contract year 2011, the current SDU Contractor processed approximately 1.3 million payment transactions (checks, money orders and cash received), and processed approximately1.6 million EFT/EDI transactions.  Approximately 16,500 direct deposit applications and 1,600 debit card applications were received and processed during that period.  For calendar year 2012, 59.4% of payments received were via EFT.  For calendar year 2012, the contractor processed 3,064,663 transactions valued at $532,595,923 with a misapplied rate of .00002%.  

3.2 Objective
The purpose of this Contract is to effectively process incoming identifiable child support payments within one (1) business day of receipt in order comply with federal and State payments processing regulations and to increase the electronic submission of child support payments. 
3.3 State Supplied Services

A. Within thirty (30) calendar days after a written Notice to Proceed (NTP), the State will provide the Contractor with a file containing all of the NCPs, employers and data pertaining to other states so the Contractor can input the data in Contractor’s payment processing system. 
B. Upon receipt of the name, position and duties associated with each employee, the State will issue logon ID’s for the Contractor’s staff in order to access CSES, LTR, and the Designated Bank.  It can take up to thirty (30) calendar days before a logon ID is issued.  The Contractor shall access CSES, to carry out functions including, but not limited to:  transaction processing, recoupment, direct deposit and EPiC enrollment and maintenance, and address updates.  The Contractor shall be linked to CSES and adhere to the DHR Automated System Security Requirements (Attachment T).  
C. The State will provide a validation file within sixty (60) calendar days of the NTP that contains sample data which the Contractor can use to test the transmission of data to CSES in the format specified in (Attachment R).
D. On the last day of the Transition-In period, the State Project Manager will provide the Contractor the keys to access CSEA’s five Post Office (PO) Boxes for retrieval of child support payments and incoming correspondence to the SDU. These PO Boxes shall be used as follows:

1. PO Box 17396 – For receipt of Child Support Payments (employer wage withholding payments, interstate payments [payments from other States], NCP payments), refunds from other States.

2. PO Box 297 - For receipt of CSEA Debt payments (repayment for CR, MR, TR account recoupments). 

3. PO Box 1287 – For receipt of genetic test fee payments, returned custodial parent checks, returned Notices to TCA customers, Returned Un-cashed Check Notices, and Signed Un-cashed Check Notices.

4. PO Box 17615 – For receipt of direct deposit applications and correspondence.

5. PO Box 41626 – For receipt of Financial Institution Data Match (FIDM) payments.

E. On the “Go Live Date”, DHR/OTHS will provide the Contractor access to the State’s LTR System for use in processing requests from the State and LDSS related to child support payments.  
F. On the “Go Live Date”, the CSEA Accounting and Banking Services Unit will coordinate with the State Treasurer and State CDA to provide the Contractor online access to the State CDA.
G. The following State sponsored training will be made available for Contractor’s employees during the ninety (90) calendar day Transition-In period.  Specialized training for new initiatives will be mandatory for the appropriate Contractor staff.  The Contractor will be given advance written notice by the State Project Manager when all required training is available.  During the life of the Contract, including the two year option period if exercised, new Key Personnel and supervisors of the Contractor are required to attend State sponsored training that is appropriate to the SDU when available.  Training will be held at a location in the Baltimore Metro Area.  The Contractor shall cover all costs associated with attendance by the Contractor’s employees at State sponsored training.
	
Type of Training
	Estimated Length of Training

	CSES Fiscal Overview 
	Five calendar days

	Bank Program
	3 – 4 Hours

	IRS Security Review
	30 Minutes Annually

	Local Transaction Request (LTR)
	3 Hours

	Direct Deposit Processing
	1.1 Hours


3.4 Offeror Requirement

Offerors shall possess a minimum of five years previous experience working with local, State and/or federal agencies implementing and operating a State Disbursement Unit or other payment processing center for a federal, state, or local governmental entity.
3.5 Scope of the Project  
The Offeror shall respond to this RFP with clearly defined approaches and methodologies to be used to carry out the scope of services contained in this section.  

3.5.1 SDU Functions

The SDU Contractor shall develop, manage and operate a centralized child support payment processing system at its primary facility that will allow for same business day processing of incoming payments and transmission of processed payment information to CSES. Additionally, the Contractor shall perform bank reconciliation; transaction processing; electronic depository application processing; electronic payment marketing; non-sufficient fund check processing; and collection of State owed debt functions.

Note: A same business day payment is defined as all daily payment instruments and electronic payments delivered to the SDU or picked up from the Post Office before 3 p.m. and all unprocessed mail that was delivered or picked up after 3 p.m. on the preceding day.  

3.5.2 Customer Service 

The Contractor shall respond to calls received directly from the Department’s Call Center, LDSS, and local child support offices’ customers within forty-eight (48) hours.  With respect to calls received from the Call Center only, the Contractor shall provide a monthly report listing all calls received which includes the case number, name of customer, nature of call, and the resolution.  On average, approximately ten (10) calls per month are directed to the SDU Contractor from the Call Center.   

3.5.3 Payment Processing Functions 

A. Payment processing includes converting all payments received, including paper and electronic payments, into a single electronic file for transmission to CSES and depositing into the State’s Designated Bank.  The final payment processing plan is due 15 calendar days after the NTP.
The Contractor shall have clear approaches to:
1. Processing payments for all Title IV-D and non-IV-D child support obligations regardless of payment method.
2. Imaging all payment instruments and electronically sending them to the State’s Designated Bank each business day.  The Contractor shall retain and make available to the Department the payment images online for the base period of the Contract plus the option years.     
3. Processing all payments on the same business day received, except for refunds from other States and unidentifiable payments. 
4. Maintaining audit trails on its system that allows for re-creation of all payment records through historical data.
5. Processing any cash payments received and payments received in foreign currency the same business day.

B. Mail Processing, Opening, Sorting and Batching 

The Contractor shall:

1. Develop a collection verification process for the collection, receipt, scanning and processing of all mail and correspondence.  

2. Maintain and process child support payments in separate batches from all other mail.  

C. EFT/EDI Processing
The Contractor's payment processing system shall be programmed to receive and process child support payments from individuals, employers and other states via EFT/EDI using CCD+ and CTX formats or as otherwise required by the OCSE for the transmittal of income withholding and interstate payments. 

D. Refunds From Other States

Refunds are those monies returned to Maryland from other states because the other state’s payment records do not show a payment due.   The Contractor shall:
1. Have specific strategies for processing, tracking, and documenting all refunds from other states.  
2. Have procedures to ensure that a refund from another state is not processed as a child support payment.  
3. Be on alert when processing any check that shows a different bank routing number from previous checks received related to the Obligor and Obligee.  Such changes in payment source shall be processed as exceptions as these may be refunds from other States that are not so identified.  
Note:  
Refunds from other states have already been posted to CSES and should not be re-posted as the NCP would receive credit for the same payment more than once.   

E. Deposit Payments to the State’s Bank Accounts

The Contractor shall deposit the same business day to the State’s CDA incoming child support payments to be disbursed.  All deposits shall be transported by a bonded Courier service.
F. Unidentifiable Payments Process

Unidentifiable payments are payments that cannot be matched to a customer or a case within CSES.

The Contractor shall:

1. Have clear approaches to processing incoming unidentifiable payments using the CSES system, which shall include a payment retention and abandoned property process.  Property that cannot be identified or matched for a period of three years from the date of receipt is considered abandoned.  All records related to the abandoned property, including the Abandoned Property Notifications, shall be maintained for five years after the abandonment period begins.  

2. Provide to the appropriate SDU Contract Monitor a Cumulative Monthly Unidentified Payment Report within twenty (20) business days after the report month, which lists each unidentified payment, the name of the payor, the amount, financial instrument number and the date of receipt.  Property considered abandoned shall be flagged on the report. Such payments shall be deleted from the Cumulative Monthly Unidentified Payment Report thirty (30) calendar days after submission of the Maryland Unclaimed Property Report (Attachment AA) to CSEA.   

Note:   All research performed must be documented in the Contractor’s payment processing system and retained as per the terms of the Contract.  The SDU Monitoring Unit shall be given online access to this documentation upon request.

G. Electronically Transmit Payment Data to CSES 

The Contractor shall have clear approaches to ensuring that payments are electronically transmitted to CSES on a each business day, no later than 5:00 p.m. for processing and distribution to customers.  Back-up all electronic transmissions so that they are capable of being loaded into the CSES database on a daily basis.
The electronic transmissions shall be compatible with the existing CSES computer system (Attachment R for CSES Software Interface Requirements)
H. Account Management – State CDA 
The Contractor shall have clear approaches to performing bank reconciliation of the State CDA.  The bank reconciliation shall be completed in accordance with GAAP and GAAS.  

I. Transaction Processing   

1.
The Contractor shall respond to this RFP with specific strategies for processing all returned checks, Transaction Exceptions, Forgery Reimbursements, un-cashed check notices, and State and LTR (receipt adjustments, stop payments, stale dated, releasing payee disbursement holds, funds in escrow, and voids).   
2. The Contractor shall not place a ‘hold’ on any payments while awaiting clearance of any check. 

In addition to the above, the Contractor shall:
3. Identify, track and recoup misapplied payments.  Contractor misapplied funds shall not be kept in CSES.  The Contractor shall recoup from the person receiving payments in error, any Contractor misapplied payments.  If the Contractor recoups Contractor misapplied payments, the records documenting such recoupment shall be maintained separate from the records that the Contractor is maintaining to account for recoupment that the Contractor makes on behalf of the State.  The Contractor shall not recoup from incoming child support payments.

4. Process forgery reimbursements.  The local child support office will forward a forgery packet to the Contractor, along with an electronic version of the cancelled check (back and front) to review for accuracy and forwarding to the State’s bank via U.S. mail within one business day.  

J. Non-Sufficient Funds (NSF) Payments 
The Contractor is liable for all charge back fees and the amount of the checks
returned by the CDA or any other financial institution.  Currently, the State’s Designated Bank charges the State a charge back fee of $1.00 for each NSF return.  CSEA averages between 91-110 monthly NSF transactions.   CSEA shall issue to the Contractor, on a monthly basis, an Invoice (Attachment Q) to reimburse CSEA the amount of the NSF charge back fees. 
The Contractor shall:

1. Have specific strategies for processing current and future payments of payee checks deemed NSF.

2. Have specific strategies to ensure all Payors are provided alternative methods to make payments prior to placing a Payor on the bad check list.  Contractor shall not refuse to accept a check or payment from any Payor without the prior written consent of the CSEA.
3. Communicate in writing with the Payee regarding the NSF payment and for how the payee can rectify the situation if it was in error.
Note:
The Local Office must submit a request for bank status of outstanding 

check reports for any stop payment, stale dated, or void requests.  (See
Attachment S)
K. Recoupment of Misapplied Payments

A misapplied payment occurs when centrally/locally processed payments are
disbursed by the State due to Treasury Offset Program adjustments, State tax 
refunds, injured spouse claims or misapplied payments. 

The SDU Contract Monitor will provide to the Contractor, on an as needed basis, a hard copy record of the party’s name, case number/Individual Registration Number (IRN), address, and overpayment amount and the reason for the overpayment.  The SDU Contract Monitors will promptly notify the Contractor in writing of any changes to the overpayment amounts and an explanation of the changes.

The Contractor shall have specific approaches to recouping misapplied payments, including the use of repayment agreements.   
1. The Contractor shall:
a. Identify, track and recoup misapplied payments from the person receiving the payment.  Contractor misapplied funds shall not be kept in CSES. 

b. Maintain a separate account records for recoupment made on behalf of the State and recoupment made on behalf of the Contractor. The Contractor shall not recoup from incoming child support payments. 

L. Retention of Source Documents
The Contractor shall have specific approaches to:

1. Retaining the electronic scanned image of financial instruments and related source documents on the Contractor’s payment processing with appropriate back-up (CD-ROM/DVD) or other electronic data storage solution (shall be readable for an indefinite timeframe) that is compatible with the State’s system (Microsoft compatible file).
2. Ensuring that electronic images and data storage solutions adhere to IRS Publication 1075 Guidelines for encryption, so that images may be retrievable by date, batch number and by sequence number within each batch.  The hard copy source documents related to financial instruments shall be shredded ninety (90) calendar days after receipt.  Destruction of documents that contain Federal Tax Information (FTI) shall be destroyed in the manner specified in IRS Publication 1075, Destruction Methods.  All electronic images of financial instruments and related source documents retained by the Contractor shall be turned over to the State Project Manager within thirty (30) calendar days prior to the end of the Contract.  All other documents relating to this Contract shall be retained by the Contractor for at least five years after the Contract end date or until such time as the documents are audited.  The documents, upon request by appropriate State, and federal staff, shall be delivered by the Contractor to the State Project Manager within two business days.

M. Web-Based and Touch-Tone Telephone Payments

The Contractor shall:

1. In addition to live customer support, implement and maintain a secure website as well as a toll free touch-tone telephone system that permits payors to access their account and make child support payments.
2. Offer child support obligors the option of paying their child support 
obligation via a major credit and/or debit card.  
3. Be compliant with the Payment Card Industry Data Security Standard 
(PCI-DSS) for the processing of credit card payments. 
4. The contractor must accept a credit card remit type and pass to a credit 
card remit type in the daily payment file to the State’s automated system 
for collections received by credit card. 
5. The contractor shall design, develop and distribute marketing and 
advertising materials and enrollment of interested obligors on an ongoing 
basis. 
6.  The contractor must provide a schedule of any and all fees the obligor 
will be responsible for when utilizing this method of payment. The state 
shall not be responsible for any fees associated with the collection of 
payments via this service. 
7. The contractor shall make every effort to minimize fees associated with credit card transactions. 
8. Provide to the appropriate SDU Contract Monitor a Monthly Credit Card Payment Report within twenty (20) business days after the report month, which lists the number of credit card payments received by date, the type of credit card payments and the total value of all credit card payments by payment type.  
9. Ensure that payment remittance via the website or by telephone comply 
with Information Technology Non-Visual Access Standards for customers 
as described in (Attachment U), IRS Publication 1075, and NACHA’s 
prescribed formats (see www.NACHA.org).  In addition, the Contractor 
shall implement modifications to the system to support any and all future 
EFT/EDI program and software enhancements and/or changes required by 
the Federal OCSE and the National Automated Clearing House 
Association (NACHA).
10. Include a hyperlink to the State’s E-child website for internet access to electronic payment services.  

N. Direct Debit

The Contractor shall provide specific approaches for processing and receiving ACH direct debit requests.  The process shall include exception handling and reporting, and timely confirmation of payment status.  

3.5.4 Child Support Electronic System (CSES) Case Reconciliation

The Contractor shall establish case reconciliation procedures to ensure that the case information on the EDI file transmitted by the payor matches the Contractor’s payment processing database.  
Note:
The local child support office and LDSS will confirm the information provided by the payor and update CSES with the correct information and notify the Contractor via email immediately after CSES is updated.  If the discrepant information cannot be resolved, the local child support office and LDSS shall notify the Contractor via email and provide the appropriate documentation to support its finding(s).

3.5.5 EFT Outreach
In order to reduce the need for manual processing of payments, the Contractor shall enroll and conduct outreach to customers advising of the benefits of enrolling in the EFT program.
3.5.6 Direct Deposit Enrollment

Direct Deposit Enrollment is for custodial parents who enrolled in the program to have their child support payments disbursed directly to their checking accounts. 

The Contractor shall have specific approaches to processing all direct deposit enrollments utilizing document imaging and obtaining missing information to complete the application enrollment process.   

3.5.7 Payment Process Software Requirements 
A. Payment Processing Software   

The Contractor shall design, develop, and install a software solution for use in the SDU for payment processing functions.  The software shall be compatible with CSES, without modification to CSES, and be able to accept data from and transmit data to CSES as detailed in the CSES Software Interface Requirements (Attachment R).  

The Contractor shall connect to the DHR network via a site-to-site Virtual Private Network (VPN) tunnel.   Contractor equipment and software used to access CSES shall at a minimum conform to the specifications contained in (Attachment W) DHR IT Standards Desktop Platform and must be refreshed every three years.


In addition, the software shall be capable of providing the following functions:  

1. Establishing and maintaining a database to be used for loading child support cases and accounts to include payors’ and payees’ names, case number, IRNs and SSNs.  The database shall be capable of recognizing collections that are consistent from payment to payment for more efficient processing.

2. Automatically identifying and posting incoming payments to the appropriate CSEA case in accord with federal regulations and State policy and procedures, after the initial load and update of the system with new case and account information.

3. Processing multiple payors and/or cases included in one payment.

4. Payment processing to CSES on each business day or more often and importing new data from CSES that may result from post-payment distribution modifications.  Data transmitted to CSES shall include the format and information contained in (Attachment R).  

5. Maintaining images and encoding financial instruments.

6. Producing , at a minimum, the reports identified in Section 3.6 of the RFP
7. Providing read only access to data processed (image of check and any supporting documentation and EDI file in a user readable format for electronic fund transfers) by the payment processing system to the State and LDSS for the purpose of assisting with the resolution of unidentified collections and other data maintenance activities. 
8. Establishing a telecommunications link, to be developed, maintained and upgraded at the Contractor’s expense, which has the capacity to transmit all payment processing system data to CSES in an overnight batch process.  All batch transactions between systems shall be confirmed by the receiving party with a confirmation message, one per file transmission.  In addition, the Contractor shall institute control procedures to ensure that all transmitted data is accurately and completely received so as to prevent the processing of incomplete and/or duplicate data. 


B. The Contractor shall submit a complete System Development Life Cycle SDLC plan within ten (10) calendar days after the NTP using the State’s SDLC model is defined by DoIT which can be found on http://doit.maryland.gov/SDLC/Pages/SDLCHome.aspx.  Within ten (10) business days after submission, the Contractor shall receive, from the State Project Manager, a written statement regarding the acceptability of the SDLC plan.  The Contractor shall not begin software development or process changes to its existing software prior to receipt of written approval by the State Project Manager.

C. The Contractor shall provide to the State Project Manager a System Testing Plan (develop scenarios and schedule and identify requirements) for the payment processing system and software.  The Contractor shall complete two full cycles of testing within sixty-five (65) calendar days after the NTP.
D. In the event of poor Contract performance (Contractor’s Performance Evaluation) that may lead to termination of the Contract, the Contractor, by entering into a Contract resulting from this solicitation, provides to the State the unconditional permission to use, at no cost to the State, the Contractor’s payment processing software for its own use until a successor Contractor has implemented its own software developed to handle payment processing functions.
3.5.8 Organization Structure and Staffing 
The Contractor shall:

A. Establish and maintain an organizational structure that provides for administration, management and supervision of all functions for which it is responsible under this Contract.  

B. Identify Key Personnel that are full-time employees dedicated to the SDU Contract and maintain an office on site.  The Key Personnel are expected to perform continuously for the duration of the Contract, or such lesser duration as specified in the Proposal.  Key Personnel shall not be removed or reassigned by the Contractor, except as indicated in the Proposal, without the prior written concurrence of the State Project Manager.

C. At a minimum, identify the following Key Personnel in its Proposal:
1. Project/Operations Manager – This person is directly responsible for managing all aspects of the payment process functions and shall serve as the State’s point of contact regarding the services performed under the Contract.  This person shall possess, at minimum, a bachelor’s degree from an accredited college or university and at least five years supervisory or general project management experience.
2. Systems IT Manager – This person shall be responsible for maintaining the Contractor’s local area network (LAN).  In addition, this person shall provide technical assistance to the Contractor’s employees, perform daily maintenance, support moves, additions and change requests to the network.  This person shall possess a bachelor’s degree from an accredited college or university in Computer Information Technology, Management Information Systems or other information technology related field.  This person shall have a minimum of three years of experience providing IT network support.  

3. Finance Manager – This person is responsible for managing the finance functions relating to payment processing.  This person shall possess at minimum a bachelor’s degree in finance or accounting from an accredited college or university.  This person shall have a minimum of four years of supervisory or management experience. 

4. Quality Control Manager – This person is responsible for the oversight of the Contractor’s quality control program.  This person shall possess, at minimum, a bachelor’s degree from an accredited college or university in finance or a bachelor’s degree from an accredited college or university with thirty (30) credit hours in finance and related courses, including or supplemented by three credit hours in auditing.  This person shall have four years experience conducting financial and operational internal audits that include elements for financial compliance, economy and efficiency, and program results. 

Note: 
The Key Personnel identified above may not hold more than one key position under the Contract.  Candidates not possessing a bachelor’s degree may be considered qualified after demonstrating an equal number of years of professional experience and/or accredited certification in fields related to their proposed position.  

5. Abide by the following for the Replacement of Key Personnel:  
a. Key Personnel identified above are considered to be essential to the work being performed under this RFP and shall not be diverted to assignments other than this project, unless indicated in the Proposal. 
b. The Contractor shall notify the State Project Manager in the event that the person will be unavailable for three or more days for corporate training or events. 
c. The Contractor shall not replace Key Personnel other than by reason of a resignation, termination of employment or for a sudden incapacitating illness or disability (self or immediate family) that is projected to last more than thirty (30) days without written concurrence of the State’s Project Manager.  
d. The Contractor shall notify the State Project Manager in writing within twenty-four (24) hours of notification of an employee’s resignation, termination or sudden incapacitating illness/disability, and shall submit justification.  Proposed replacements with resumes, in sufficient detail to permit evaluation of the impact on the project, shall be submitted to the State’s Project Manager within forty-five (45) calendar days from notification to the State’s Project Manager of the need to replace an employee.  

D. Not co-mingle SDU personnel with other Contractor projects.  If the Contractor operates more than one project out of its facility, each project and associated personnel must be physically separated within the facility, except for common areas (restrooms, lobby, and break/conference rooms).
3.5.9 Problem Escalation Procedures
The Contractor shall:

A. Maintain a Problem Escalation Procedure for both routine and emergency situations.  This Procedure shall state how the Contractor will 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.  

B. Provide its initial Problem Escalation Procedure no less than ten (10) business days prior to the beginning of the Contract.  Within ten (10) business days after the start of each contract year, provide a revised Problem Escalation Procedure.  If there is a change in circumstance which results in modifications to the Problem Escalation Procedure, provide a revised Procedure within ten (10) business days.  The Problem Escalation Procedure shall detail how problems with work under the Contract will be escalated in order to resolve any issues in a timely manner.  Details shall include:

1. The process for establishing the existence of a problem.
2. The maximum duration that a problem may remain unresolved at each level before automatically escalating to a higher level for resolution. 

3. Circumstances in which the escalation will occur in less than the normal timeframe.
4. The nature of feedback on resolution progress, including the frequency of feedback.
5. 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.
6. 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.
7. A process for updating and notifying the State Project Manager of any changes to the Problem Escalation Procedure.

3.5.10 SDU Contractor Training Plan/Program

The Contractor shall:

A. Develop and implement a training plan/program to include training for the Contractor’s employees on the CSEA’s and the Contractor’s systems and internal operations and procedures.  The training plan shall include procedures for new workers and refresher training.  The training program shall provide for incorporating enhancements based on changes in federal and State requirements and Contractor initiated automation or procedural changes. 
B. Develop during the Transition-In period an on-demand web-based training on the Contractor’s image retrieval/processing.  Training shall be provided on an on-going basis as needed to individuals designated by the State Project Manager. 
Note:
The State reserves the right to require the Contractor to make revisions to the training plan to the satisfaction of the State Project Manager. 

3.5.11 Develop and Implement Operational Procedures

The Contractor shall respond to this RFP with its proposed comprehensive internal operating procedures that demonstrates how the Contractor will process each function within this RFP and the Contractor’s proposed solution.
The internal operating procedures shall clearly establish separation of functions in order to comply with GAAP and GAAS.  The Contractor shall submit to the State Project Manager a final copy of the internal operating procedures within thirty (30) calendar days after the NTP.  
Note: 
The State reserves the right to require the Contractor to make revisions to the 
internal operating procedures after review to the satisfaction of the State Project 
Manager.
3.5.12 Primary SDU Contractor Facilities


The Contractor shall:

A. Provide a single facility located in Maryland within thirty (30) miles from Saratoga Street Center (311 West Saratoga Street, Baltimore, MD 21201) that meets standards established under the Americans with Disabilities Act and IRS Special Publication 1075 for Physical Security Minimum Protection Standards (http://www.irs.gov/ub/irs-pdf/p1075.pdf).
B. Ensure suitable redundant power and multiple network carriers which allow the SDU to have telecommunications redundancy to avoid potential network outages. This facility must contain a battery back-up or generator to sustain electrical power for at least eight hours.  
C. Provide a copy of the signed lease to the State Project Manager within fifteen (15) calendar days after the notice of Contract award.  Within fifteen (15) calendar days after the Contract start date, the facility will be inspected by the State Project Manager and team.
D. Provide sufficient equipment, furniture, telephone and data lines required for Contractor’s staff to operate the SDU during all phases of operation, as well as other functions described in this RFP.  All equipment and furniture used in the Contractor’s facility shall be owned by the Contractor.

For CSEA Personnel
E. Provide office space for six CSEA personnel who are responsible for Contract management.  Each office shall have key/electronic locks on each office door that are controlled by State and Contractor security staff only.  

F. Provide one storage room that is at least a 10’ x 20’, which will allow the monitoring team space to retain daily work files. The storage room shall be secured by key/electronic locks.  

G. Provide a common area that shall contain one copy machine, fax machine with scanning ability, and one work table. The common area shall be secured with a door with a key/electronic lock that is controlled only by the State Project Manager and the Contractor’s Project Manager.  
H. Provide access to restrooms, lobby and break/conference rooms.   
3.5.13 Business Continuity and Disaster Recovery

Business continuity is the effort within DHR to ensure that primary mission-essential functions continue to be performed during a wide range of emergencies, including localized acts of nature, accidents, and technological or attack-related emergencies.

Disaster Recovery (DR) is the process of regaining access to the critical DHR data, hardware and software necessary to resume key business operations following a wide range of emergencies, including localized acts of nature, accidents, and technological or attack-related emergencies. DHR’s reliance on mission-critical data and applications is the highest priority in terms of protecting and recovering irreplaceable information and systems.
A. The Offeror shall respond to this RFP with clear approaches to:  

1. Providing continuous operations of the SDU’s critical systems in the event of a disaster that meets or exceeds the State’s guidelines.  More information may be found at- http://doit.maryland.gov/Publications/stateofmarylanddisasterplanning.pdf
2. Providing a comprehensive strategy for ensuring the preservation and availability of DHR’s critical data in the event of a disaster.  
3. Providing a comprehensive plan for implementing network connectivity between critical DHR facilities and the proposed back-up site(s) to be used for any disruption of operations for more than twenty-four (24) hours.  The back-up site shall be located in a different region and more than 50 miles from the primary facility.  

4. A process by which all ongoing activities related to disaster recovery and business continuity shall be monitored, maintained, and reported upon for the duration of the Contract period.

5. A test strategy by which business continuity processes shall be exercised semi-annually; describe flexibility to adjust test protocols as necessary to ensure ongoing operational effectiveness.

6. A reporting process to communicate test results and other regular status related to business continuity activities.  
B. Within forty-five (45) days after the NTP, the Contractor shall submit to the State Project Manager, an outline of the Business Continuity Plan.  DHR shall review the outline and approve it, and the Contractor shall work on the final plan with the understanding that it shall be delivered prior to the completion of all Transition-In activities.  The Business Continuity Plan shall adhere to the State Disaster Recovery Plan guidelines available at http://doit.maryland.gov.  The Business Continuity Plan shall address the overall strategy as described in Section 3.5.13 above.
3.5.14 Back-up Requirements

The Contractor shall establish Direct Access Storage Device (DASD) Management services.  The Contractor shall perform automated backup management functions both on- and off-site.  In connection with these media management services, the Offeror shall respond to this RFP with clearly articulated methods and processes for:

A. Monitoring, logging and tracking of all media in accordance with IRS Publication 1075 guidelines.  This should include physical media movement in and out of the SDU, off-site vault storage, media rotation with the media storage provider, and tracking media returns.  

B. Ensuring media destruction procedures meet or exceed IRS Publication 1075 guidelines, including degaussing, crushing and shredding, to assure that no data is retrievable.  

C. Developing procedures with DHR governing time periods for retention of media for auditing purposes.  Such procedures will be clearly documented, communicated to DHR, and followed unless otherwise directed by DHR. 

D. Assuming responsibility for system data back-up requirements, which include periodic off-site vaulting of data on media, cataloging off-site content, retrieving back-up media and restoring data from the back-ups.
E. Providing DHR the capability to monitor media management operations, mailing and receipt control, and compliance with retention and storage requirements. 

F. Performing nightly, weekly, and monthly back-ups on all Contractors’ systems and State data between 7:00 p.m. and 7:00 a.m. to meet the Contractor’s proposed production-processing schedule
G. Ensuring media is reliable and read/write errors are avoided.
H. Ensuring equipment is properly cleaned and maintained at the required intervals to minimize problems and outages. 

I. Ensuring adequate supplies for the media environment are maintained and that the scratch media pool is sufficient to fulfill all SDU needs.

J. Ensuring that authorized DHR representatives and/or auditors shall be granted access to inspect storage areas. 

K. Retrieving archived media and restoring required files and datasets as directed by the DHR Project Manager within three days of notification.  Setting up a process by which DHR can request recovery of deleted or corrupted files.

L. Monitoring media utilization and reporting tape usage and tape usage requirements to the State Project Manager as part of the monthly status report.
M. In the event of a disaster, ensuring that data can be restored with a loss of no more than one business day’s worth of data or less (the equivalent of twelve (12) hours of processing as defined by the standard hours of operation of 7:00 a.m. and 5:00 p.m.).  
N. Performing nightly, weekly, and monthly back-ups on all Contractors’ systems.

3.5.15 Evaluation and Testing
The Offeror’s response to this RFP shall include specific strategies for:
A. Assuming primary responsibility for evaluating and testing equipment, software and related products or services prior to their use or deployment in DHR environments, with direction from and final approval by the DHR Project Manager.
B. Coordinating testing with DHR of equipment, software, and related products or services prior to their use or deployment to confirm application compatibility and other impacts.
C. Participating in evaluations involving new third-party products and services.
D. Providing the Contractor’s evaluations and third-party corporate reports, summaries, or results of the evaluation and testing of third-party products and services. 
E. Analysis and benchmarking of new types of equipment and software (including testing of various configurations and combinations of equipment and software) that may be considered for deployment in delivery of the services.
F. Determining interoperability and performance measures for specific configurations of equipment and/or software, including unit testing, systems integration testing, connectivity testing, load testing, and applications integration testing.
G. Identifying, supporting and coordinating as necessary with DHR, and third-party vendors any specific equipment, software and/or telecommunications resources required for interoperability and performance testing.
H. Providing a complete test plan for DHR approval prior to testing.
I. Reporting test findings and recommendations to the State Project Manager within ten (10) calendar days of completion.
3.5.16 Project Policies, Guidelines And Methodologies 

A. The Contractor shall be required to comply with all applicable laws, regulations, policies, standards and guidelines affecting this RFP’s services, which may be created or changed periodically. Contractor’s staff and subcontractors are to follow a consistent methodology for all RFP activities.  The Contractor shall adhere to and remain abreast of current, new, and revised laws, regulations, policies, standards and guidelines affecting project execution. These may include, but are not limited to:

· The State’s SDLC methodology at:

http://doit.maryland.gov/SDLC/Pages/SDLCHome.aspx
· The State Information Technology Project Oversight at:

http://doit.maryland.gov/policies/pages/projectoversight.aspx
· The State of Maryland Enterprise Architecture Library at:

http://doit.maryland.gov/policies/Pages/eaAbout.aspx
· IRS Tax Information Security Guidelines - Special Publication 1075

http://www.irs.gov/pub/irs-pdf/p1075.pdf
· The Project Management Institute’s Project Management Body of Knowledge Guide (PMBOK)
In addition to the above, the Offeror shall respond to this RFP with clear approaches to: 

B. Describing the Offeror’s project management methodology and how it aligns with the States SDLC standards. http://doit.maryland.gov/SDLC/Pages/SDLCHome.aspx.  This methodology should also address the following:

1. Automated tools, including application of software solutions;
2. Document repository and control; 

3. Calendar of events and deadlines; 

4. Decision support and prioritization;
5. Project deliverable review procedures;
6. Customer/stakeholder relationship management;
7. Configuration Management; and  

8. Quality Assurance/Quality Control. 
C. Developing written documentation of the Deliverable sign-off procedures.  The Contractor shall develop sign-off templates.  Both the procedures and templates must be approved by DHR.  Deliverable sign-off procedures and template(s) are due within five days of the NTP. 

D. Using standard/ commercially available software tools to define hardware requirements, including capacity confirmation and volume analysis during system modification activities to confirm that necessary capacity are available to DHR for operation of the system.

E. Working with DHR on quality assurance activities.  The Contractor shall also provide access to resource allocation information, issues, risks, action items, budgetary information or other information as deemed appropriate by DHR.  The Contractor may be required to contribute to reporting on an as-needed basis as dictated by the project and directed by DHR.  
F. Providing training and knowledge transfer of its staff or subcontractors as a result of turnover that may occur during the Contract period to assure continuity of service to DHR.

G. Performing the following tasks:

1. Performing time and resource management activities;
2. Preparing formal estimates for SDU, such as upgrades, patches, and hardware improvements;
3. Planning and organizing work to deliver required results;
4. Providing appropriate resources to complete the work, and providing daily guidance and leadership to those resources;
5. Measuring and evaluating performance by continuously tracking work, comparing actual results to planned results, and evaluating end products; and
6. Controlling the project by using corrective action plans.
3.5.17 Deliverable Submission Guidelines

If requested herein, the Contractor shall submit each draft and final version of a written Deliverable to the State Project Manager as one hard copy and one electronic copy compatible with Microsoft Office 2003, Microsoft Project 2003 and/or Microsoft Visio 2003.  Written Deliverables defined as “draft” documents must demonstrate due diligence in meeting the scope and requirements of the associated final written Deliverable. 
Upon receipt of a final written Deliverable, the State Project Manager or designee shall commence a review of the Deliverable as required to validate the completeness and quality in meeting requirements. DHR will complete its review or notify the Contractor of a required extension to complete a Deliverable review within ten (10) business days of receipt of the Deliverable. In no instances will the Deliverable review process exceed thirty (30) calendar days.

DHR will ensure that all requirements for non-written Deliverables are satisfied by the Contractor and will notify the Contractor of any changes required by the State for a specified non-written deliverable.

All Deliverables are subject to written approval by DHR through the State Project Manager or designee. There are no provisions for automatic acceptance of a Deliverable due to State delays. Upon completion of validation, the State Project Manager or designee shall issue to the Contractor notice of acceptance or rejection of the Deliverables. In the event of rejection, the Contractor shall correct the identified deficiencies or non-conformities within five calendar days. The corrected Deliverable shall be submitted to the State Project Manager within the time frame noted. DHR will review the corrected Deliverable within ten (10) business days. Subsequent project tasks may not continue until deficiencies with a Deliverable are rectified and accepted by the State Project Manager or designee or unless and until the State Project Manager, or designee has specifically issued, in writing, a waiver for conditional continuance of project tasks. Once the State’s issues have been addressed and resolutions are accepted by the State Project Manager, or designee, the Contractor shall incorporate the resolutions into the Deliverable and resubmit the Deliverable for acceptance. Accepted Deliverables shall be invoiced within thirty (30) calendar days in the applicable invoice format (Section 2.25).

3.5.18 Quality Assurance and Monitoring
A. The Contractor shall submit to the State Project Manager a Quality Assurance Plan within forty-five (45) calendar days of the NTP.  The Plan shall include, but not be limited to:

1. Procedures for monitoring worker performance in all phases of the SDU operation.  
2. Procedures for reviewing payment processing activities along with procedures for reviewing internal controls and security related to Contractor’s systems, facilities and employee access to systems and secured areas in accordance with GAAP and GAAS.

Note: The State Project Manager will provide written approval or disapproval of the Quality Assurance Plan within fifteen (15) business days after receipt from the Contractor.  If disapproved, the State Project Manager will identify the areas of the Plan that require revision and the timeframe for the Contractor to submit the revised Plan.  

B. Submit a Quality Assurance Quarterly Report within thirty (30) calendar days after the end of the report quarter.  The first quarter will begin on the first day following the transition in period and will run for three months, with subsequent reports every three months thereafter.  The report shall contain sections for providing the review results for each area included in the approved Quality Assurance Plan.  In addition, for areas in which sampling is performed to document compliance, the sampling methodology and confidence level shall be described.  The report shall include any corrective actions taken by the Contractor to resolve deficiencies and results of the corrective actions.

C. Upon realization of any adverse situation related to the operation of the SDU (other than a security incident), immediately notify the State Project Manger of the event by phone or email as soon as practicable. Within five business days after identifying the adverse situation, submit an Adverse Situation Report to the State Project Manager.   The report shall contain a description of the situation and the action taken to correct the problem.

3.5.19 Independent Audits

A. SOC 2 Audit  
The Contactor shall engage an independent auditing firm to conduct annual SOC 2 audits of the Contractor’s SDU operations and computer systems software and hardware that hosts the child support payment processing system that allows for same day processing of incoming payments and transmission of processed information to CSES, to include: bank reconciliations; transaction processing; electric depository application processing; electronic payment marketing; non-sufficient fund check processing; and collection of State owed debt functions. To be performed in accordance with audit guidance: Reporting on Controls at a Service Organization Relevant to Security, Availability, Processing Integrity, Confidentiality, or Privacy (Guidance) as published by the American Institute of Certified Public Accountants (AICPA) and as updated from time to time; or according to the most current audit guidance promulgated by the AICPA or similarly recognized professional organization to assess the security of client data in an outsourced or cloud computing arrangement.

1.     The type of audit to be performed is a SOC 2 Type 2 Report (referred to as the “SOC 2 Audit”).

2.     The SOC 2 Audit shall report on a description of the Contractor’s system and the suitability of the design and operating effectiveness of controls relevant to one or more of the following trust principles [Security, Availability, Processing Integrity, Confidentiality, or Privacy] as defined in the aforementioned Guidance.  Audits shall be performed at the Contractor’s expense.

3.     The SOC 2 Audit shall include subcontractors in which goods or services are subcontracted by the Contractor and that provide essential support for the services provided to the State Project Manager under this contract.  Contractor shall insure the right to audit with subcontractor(s) in performance of the SOC 2 Audit.

4.     A complete copy of the final SOC 2 Report shall be provided by the independent auditor directly to the State Project Manager and Contractor on or before June 1st each year. 

5. In the event that deficiencies are identified in the SOC 2 Audit requiring a Corrective Action Plan (CAP), the State Project Manager will notify the Contractor in writing within thirty (30) calendar days.  The Contractor shall submit the CAP to the State Project Manager within seven business days after written notification that the CAP is required.  The Contractor’s CAP shall describe in detail the remedial actions that will be taken by the Contractor to resolve the deficiencies and the time line (begin and end dates) for completing each action.

6.     If the Contractor currently has an annual data security assessment performed that includes the operations, systems, and repositories of the services being provided to CSEA, and if that assessment conforms to the content and objectives of the guidance for SOC 2 Audits, the State Project Manager will determine, in consultation with the appropriate State government technology and audit authorities, whether the Contractor’s current audits are acceptable in lieu of a SOC 2 Audit.

7.     If the Contractor fails at any time to obtain an annual SOC 2 Audit during the term of this contract, the State Project Manager shall have the right to retain an independent audit firm to perform a SOC 2 Audit of the Contractor’s SDU operations and computer systems software and hardware related to (the child support payment processing system that allows for same day processing of incoming payments and transmission of processed information to CSES, to include: bank reconciliations; transaction processing; electric depository application processing; electronic payment marketing; non-sufficient fund check processing; and collection of State owed debt functions) being hosted by the Contractor.  The Contractor shall allow the independent audit firm to access its facility for purposes of conducting the SOC 2 Audit, and provide reasonable support to the independent audit firm in the performance of the audit.  State Project Manager will invoice the Contractor for the expense of the SOC 2 Audit.

The independent external auditing firm shall have prior experience in conducting SOC 2 Type 2 Report audits.  The first audit will be due on or before June 1, 2014, and every year thereafter.   

3.5.20 State and Federal Audits 

CSEA Internal Auditors, State Legislative Auditors, DHR Internal Auditors, federal Auditors and any other private agents under Contract with the State or federal government may conduct unannounced, periodic monitoring and/or audits of the payment processing operation.  

The Contractor, its employees and subcontractors shall cooperate fully and provide all necessary information and documents requested (verbal and written) to the auditors.  Such information shall be provided within two business days of the request.

In the event that deficiencies are identified requiring a CAP, the State Project Manager will notify the Contractor in writing within thirty (30) calendar days.  The Contractor shall submit the CAP to the State Project Manager within seven business days after written notification that the CAP is required.  The CAP shall describe in detail actions that will be taken by the Contractor to resolve the deficiencies and the timeline (begin and end dates) for completing each action. Final acceptance of the CAP is contingent on written approval by the State Project Manager. 
3.5.21 Contract Monitoring

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 State’s Contract Monitoring Unit may conduct unannounced reviews of the Contractor’s operation and deliverables to ensure compliance with Contract outcomes, federal and State law and State policy and procedures.  

The Contractor shall:

A. Comply with all processes and requests made by the State Project Manager in conducting monitoring oversight activities during the term of the Contract.  

B. Respond to and correct any deficiencies noted by the CSEA Contract Monitoring Unit as specified in the notification.
C. Provide the State Project Manager and Contract Monitoring staff access to its staff. 

3.5.22 Contractor Performance Evaluation 
A. The Contractor shall cooperate with performance evaluations (see Attachment Y Sample Contractor Performance Evaluation Survey).  An initial evaluation will be conducted within 180 calendar days after the Go Live date.  An evaluation is considered acceptable if there are no marks in the Needs Improvement column.  All evaluations with marks in the Needs Improvement column shall require the Contractor to submit a CAP to the State Project Manager within ten (10) business days from the date of notification to the Contractor.  If necessary, due to unforeseen events, the Contractor may request an extension in writing.  The State Project Manager will review the extension request and make a final decision within three business days of receiving the request. 
B. After the initial evaluation, the Contractor shall be evaluated every six months until the Contractor receives an evaluation with no checks in the Needs Improvement column.  After two acceptable evaluations, the Contractor will be evaluated once a year.  The Contractor’s failure to receive acceptable evaluations for two successive periods may be considered by the State as grounds for termination of the Contract.   

3.5.23 Security – SDU
Due to the sensitive nature of the information stored at the SDU, it is imperative that strict access controls be maintained to safeguard all areas.  In taking steps to protect data on managed servers, workstations, and networks, the following ideals are considered, in order of importance:
Confidentiality.  Ensuring that private data stays private.
Integrity.  Ensuring that data and system have not been altered in an unauthorized manner.
Availability.  Ensuring that the systems and data are available when needed.
Accountability.  All actions are traceable.
Assurance.  Ensuring that all of the above mentioned elements are in place.
The tools and methods to enforce the basic ideal of system security are constantly evolving.  As computer attack methods become more sophisticated, so do the tools that are used to defend and protect systems and networks.  
The Offeror shall respond to this RFP with clear approaches to:
A. Developing security policies and procedures for DHR’s review and approval, including a breach of security action plan and escalation protocols.  At a minimum, the policies and procedures shall meet National Institute of Standards and Technology (NIST) Handbook (Introduction to Computer Security) guidelines for management controls, operational controls, and technical controls. http://www.nist.gov/pml/wmd/pub/hb133-13.cfm
B. Ensuring that any changes to the approved security policies and procedures are approved in writing by the State Project Manager before implementation. 
C. Capturing data for audit trail purposes of all access exceptions and making that data available to DHR upon request. 
D. Providing ongoing operational support of system security processes to supported environments. 
E. Establishing and administering violation and access attempts reports and tracking such attempts in an automated mechanism. Promptly providing written reports of all information regarding security breaches discovered by or reported to the Contractor.
F. Immediately (upon approval of the State Project Manager) initiate corrective actions to ensure a breach will not occur again if it is within the Contractor’s scope of responsibility. Preparing and retaining documentation of breach investigations and providing copies to DHR within twenty-four (24) hours of detection of the breach.
G. In consultation with DHR, identifying security risks, recommending procedures to minimize them, and implementing such procedures, as appropriate, unless directed otherwise by DHR.
H. Assisting in the recovery of lost/damaged information that results from security violations.
I. Offering the latest, commercially available and industry accepted encryption technologies for any batch processing, file transfers or information exchanges within the DHR network and through the Internet and with any potentially unsecured network.
J. Notifying the State Project Manager in writing no less than quarterly of the efforts currently employed to ensure complete security at the SDU. 
K. Adhering to all State and Federal requirements to secure, store and dispose of data. 
L. Fully describing how it prevents unauthorized physical and network access.
M. Fully describing its SDU security procedures for building access.
N. Reviewing system security logs on a daily basis.
O. Reviewing system access logs on a daily basis.
P. Reviewing network access logs on a daily basis.
Q. Performing the following additional checks on a quarterly basis:
1. System patch review
2. User account review
3. System audit log configuration review
R. Informing the State Project Manager when emergency security patches are made available and develop a plan to apply those patches as soon as possible following plan review and written approval by DHR.
S. Performing an annual operating system upgrade review. 
T. Notifying the DHR Project Manager should any reviews reveal unusual activity or system compromise.  The Contractor will immediately activate a communication strategy to inform DHR of any detected system anomaly/anomalies.  The Contractor shall identify and prepare a mitigation response strategy.  The Contractor shall perform all mitigation activities with constant, accurate and effective communication to ensure DHR is kept abreast .
U. Developing an ongoing strategy for continually evolving tools and methods to address system security.
V. Maintaining security procedures for its SDU in accordance with DHR guidelines.  
W. As authorized in writing by DHR, ensuring that DHR’s internal auditors and/or appointed third-party auditors have security access at the Contractor’s facility and given the right to audit the physical, logical, and environmental security of contractor’s facility.  
X. Contractor will be responsible for developing A Security Plan that meets Systems Security chapter of the FNS Handbook 901: http://www.fns.usda.gov/apd/Handbook_901/V_1-4/Chapter_8-Security.pdf including assessments no less than biennially, written reports, and completion of any mitigation plans.  
3.5.24 Security–State IT Security and Policy Standards
The Contractor shall comply with and adhere to DHR’s and DoIT’s IT Security Policies 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 Policy and Standards are available on-line at http://doit.maryland.gov/support/Pages/SecurityPolicies.aspx. The Contractor must also adhere to the IRS Safeguards Program requirements (Publication 1075 - http://www.irs.gov/pub/irs-pdf/p1075.pdf).  
3.5.25 Security–DHR’s Additional Requirements
Currently, DHR has the following network security features in place. The Contractor shall include these features in its Proposal as well as provide DHR with expanded offerings and recommendations for improvement and enhancement, based upon best practices and industry standards.
In addition, the Offeror’s response to this RFP shall include a plan for accommodating the following specific features:
A. Access to Information Resources – Use of firewalls to deny all access to information resources except to that which has been explicitly authorized.
B. Confidentiality of Data and Systems – Use of firewalls to secure and segment data and systems. Information resources assigned from one entity to another shall be authorized by the providing entity, in writing.  
C. Encryption – Encryption algorithms are used to encode data transmissions. Encryption of data must meet IRS Publication 1075 requirements.  http://www.irs.gov/pub/irs-pdf/p1075.pdf. 
D. Auditing – All changes to information resources require a change approval that is documented and stored on a secure server. Changes to network devices are also logged to a server that maintains records for forty-five (45) calendar days.  
1. The following minimum set of events/actions must be logged and kept as required by IRS Publication 1075:
a. Additions, changes or deletions to data produced by IT systems; 
b. Identification and authentication processes;
c. Actions performed by system operators, system managers, system
engineers, technical support, data security officers, and system administrators; and
d. Emergency actions performed by support personnel and highly privileged system and security resources;
2. The audit trails must include at least the following information:
a. Date and time of event;
b. User id of person performing the action;
c. Type of event;
d. Asset or resource name and type of access;
e. Success or failure of event;
f. Source (terminal, port, location, IP address) where technically feasible; and
g. Identification and authentication processes;
i. All users must be uniquely identified.
ii. Group or shared ids are prohibited.
E. Security Incidents – All security incidents are thoroughly investigated and documented. The Contractor shall notify the State Project Manager within twenty-four (24) hours upon initial detection of incident. The Contractor shall follow published and accepted procedures until complete containment of the security breach.  At a minimum, the following events shall be reviewed: 
1. Two or more failed attempts per system per day to access or modify security files, password tables or security devices; 
2. Disabled logging or attempts to disable logging; 
3. Two or more failed attempts to access or modify confidential information within a week (five business days); and
4. Any unauthorized attempts to modify software or to disable hardware configurations. 
F. Portable Computing – Mobile computing devices shall be encrypted using the Wi-Fi Protected Access (WPA2).
G. Security Monitoring – The security server shall authenticate and log all connections to all network devices.
H. DMZ (Demilitarized Zone) – Shall be used with a combination of firewalls and access-lists applied to the routers.  
I. Firewall – Firewalls shall be secure and segmented and have the ability to: 1) evaluate source and destination network addresses; and 2) compare the request (including destination ports) to predefined access control lists for filtering purposes. The firewall device shall be the only access point between the DMZ and the rest of the network and/or the Internet. Any form of cross-connection which bypasses the firewall device is strictly prohibited.
J. Intrusion Detection System – An intrusion detection system shall be in place to record log information for all network devices and stores the logs for forty-five (45) calendar days. Alerts shall be sent to a twenty-four (24) hour monitor and can alert network personnel if deemed necessary.
K. Current applicable security patches and/or hot-fixes for any application shall be applied.  
L. Any applications not serving the business requirements under this RFP shall be disabled.
M. Insecure services or protocols shall be replaced with more secure equivalents whenever such exist. For example, HTTPS (HTTP over SSL Encryption) must be used for web page authentication.
N. System Identification / Logon Banner – The following banner shall be displayed on all devices and systems login screen:  
a. “Unauthorized Access is Prohibited by Law”
b. “Your IP has been logged in”
O. Quarterly review of standards, process, logs, configurations, with the customer.
3.5.26 Security–State Sites
When visiting State facilities, the Contractor shall adhere to all State security requirements. This includes presenting photo ID, providing information for the obtaining of State-issued Contractor-ID-badges, wearing Contractor-issued and State-issued security badges prominently when inside State facilities and presenting ID upon request at any time.

The Contractor shall:

A. Abide by the State’s Security policies and procedures in force at each site and such as connecting equipment or other devices to the State’s data network without prior written approval of the State.

B. Ensure that all staff working under this Contract agree to cooperate with the State and familiarize themselves with the requirements of the State’s IT Security and Policy Standards and any accompanying State and federal regulations, and shall comply with all applicable requirements in the course of this Contract.

C. Agree to enter into a connectivity agreement with DHR.  The agreement shall include, but not be limited to, the following:

1. Not attaching any non-State owned computers to any State network without prior written 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. 

2. Security settings must be maintained to meet or exceed State security standards.  

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

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

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

6. Contractor shall not install or utilize remote control or file sharing software unless explicitly approved in writing by the State.  

D. The resulting Contract may require frequent visits to State facilities. Offerors shall discuss in their Technical Proposals measures utilized by their firm to ensure the security and safety of these buildings. This shall include, but is not limited to:

1. Performance of security background (public trust) checks on personnel assigned to this Contract and how they are performed; 

2. What the security check consists of; 

3. The name of the company that performs the security checks; and 

4. Use of uniforms and ID badges, etc.

E. Background checks shall be performed on staff at the Contractor’s expense.  The background checks shall include a search for misdemeanor and felony convictions for all states of residence within the past seven years.  Credit checks shall be conducted on individuals applying for certain positions, including those involving financial responsibilities, cash handling, payroll or financial transactions, or access to systems that support these functions.   

F. Upon request by DHR, the Contractor shall provide the results of all security background checks and the name of the company that performs the check.  

Note:
Failure to comply with State security requirements on the part of the Contractor or any of its designees will be regarded as a breach of the Contract and may be followed by termination for default.

G. Password Requirements
Passwords shall meet the following usage and change requirements:

1. Not be the same as the user id;
2. Not be stored in clear text;
3. Never be displayed on the screen;
4. Temporary passwords are changed at the first logon;
5. Be a minimum of eight characters and consist of mixed alphabetic and numeric characters. Passwords shall not consist of all numbers, all special characters, or all alphabetic characters;
6. Not contain leading or trailing blanks;
7. Be changed every forty-five (45) calendar days; and
8. Password reuse shall be prohibited by not allowing the last ten (10) passwords to be reused with a minimum password age of at least two business days.
H. Confidential Information Security Requirements
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 Date of Birth.  This information shall be secured as follows:

1. The Contractor shall 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 (Attachment V) and those outlined in CSEA’s Child Support Enforcement Administration Annual Internal Revenue Service (IRS) Employee Awareness (Attachment X), maintaining 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)

2. Do 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 DMZ where they are not accessible from the Internet and can only interact with DMZ components through a firewall. 

3. 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.

4. 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. 
I. Authorization 
The Contractor shall have the following authorization controls implemented: 

1. A documented process to ensure that access privileges are verified at least annually; 

2. 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; 

3. A documented process to ensure that access rights reflect changes in employee/Contractor status within twenty-four (24) hours of the change; 

4. A documented process to ensure that physical and logical access is immediately disabled upon a change in employment status where appropriate; 

5. An automated process to ensure that user ids are disabled after forty-five (45) calendar days of inactivity and deleted after ninety (90) calendar days of inactivity unless they are extended through the explicit approval of the Information Custodian (Note: Functional ids may be exempted from this requirement); 

6. A documented process to ensure that all default access capabilities are removed, disabled, or protected to prevent unauthorized use; 

7. A process/system to ensure that access privileges are traceable to a unique user id; and

8. 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. 

J. Service Level Agreement and Performance Standards 

The capability of DHR to provide reliable service to its customers depends on the ability of the selected Contractor to provide timely and accurate information. Unreliable operation of the network or data center causes severe stress to the clients of DHR and a strong negative impact on the reputation of the State of Maryland.  Failure to process payments within mandated timeframes will cause undue harm to the approximately one hundred and forty thousand (140,000) families relying on their child support payments.  As a result, it is critical that the Contractor understand DHR’s expectations around levels of system availability and timeliness of service and system performance.  
1. Process 100% of identifiable receipts, uploading to CSES and depositing of receipts in the State bank account on the same day as received.
2. At least semi-annually, market outreach efforts to 100% to those payees not using electronic methods for incoming payments.

The Contractor shall provide service at or above the defined service level performance standards – referred to as Service Level Agreements (SLA). Failure to meet SLAs may result in DHR requiring the Contractor to submit a CAP or withholding the Contractor’s payment. 
The Department reserves the right to withhold the monthly payment in the event the Contractor does not provide the Department with all required services and reports 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.  Payment of withheld funds may be recouped upon satisfactory performance and/or receipt and approval of outstanding reports by the State Project Manager.

3. The Contractor agrees to perform the services and agrees that with respect to such performance, the Contractor shall meet or exceed the SLAs detailed in the tables below, except for in instances of a declared natural disaster. 

The Offeror shall describe its approach to meet service levels identified below.  

	Service Level Metrics – System Availability

	REQUIREMENT

	The Contractor shall comply with the following system service level agreements as dictated  by the metrics in the chart below:

	DHR Service Level Metrics – Common Services

	System Metrics 
	Measure 

	System Restoration (Disaster Recovery – Non-Critical Applications)
	Within seven calendar days from declaration of disaster, 100% of the time 

	System File Restoration – 24x7x365 requests 
	Complete 95% of file restoration within four(4) hours of failure, 100% of the time; and Complete 100% of file restoration within one (1) business day, 100% of the time 

  

	Backups – As Scheduled and Accurate 
	99% of the time 

	Availability 
	99.9% of the time 

	Payment Processing
	100% of the time within one business day of receipt, except for exceptions


3.6 Deliverables/Reports
All reports shall be submitted to the State Project Manager (see Section 1.9) in the specified time frames.  The State Project Manager will provide the Contractor an acknowledgement of the receipt of the report that contains the report name, date received and signature of the State Project Manager.  After review of the report, the State Project Manager will provide the Contractor a written response that either approves or disapproves the report.  The written response will contain the report name, the signature of the State Project Manager or other Department Official as appropriate, and the date.  If disapproved, the document will provide in detail the reasons for disapproval, action required to address deficiency(ies) and date when the revised report is due.

	Deliverables/Reports Due during the 90 Day Transition-In Period

	Key Personnel completed Logon-Id Request Forms  (§ 3.3.B)
	NTP +30 calendar days

	Non Key Personnel completed Logon 
	NTP +60 calendar days 

	Copy of signed lease. (§3.5.12.D)
	Within fifteen (15) calendar days after the start date of the Contract.

	Project Management Work Plan (§3.5.16)
	NTP +10 calendar days 

	
	

	Project Schedule  (§3.7)
	NTP +5 calendar days



	Staffing Management Plan (§3.7 )
	NTP + 10 calendar days 



	Risk Management Plan  (§3.7)
	NTP + 15 calendar days 



	Communication Management Plan   (§3.7)
	NTP +15 calendar days 


	Configuration Plan  (§3.5.16)
	NTP +60 calendar days 



	Quality Assurance Plan - Initial Draft (§3.5.18)
	NTP+45 calendar days 

	Deliverable Sign-Off Procedures (§ 3.5.16)
	NTP +5 calendar days 



	Monthly Progress  Reports   (§3.7)
	Due the 30th day of the month following the close of the period

	CSES Interface System Requirements Document (includes business process flow)(Attachment R)
	NTP +15 calendar days 

	SDLC Plan  (§ 3.5.7B) 
	NTP + 10 calendar days

	System Testing Plan (§3.5.7C)
	NTP +10 calendar days

	Acceptance Test – Results of  two successfully completed tests based on System Testing Plan 
	NTP + 70 calendar days

	Transition Results Document   (§3.7)
	NTP + 80 calendar days



	Final Security Plan that includes system security test plan    (§3.5.23)
	NTP + 30 calendar days

	Final Payment Processing Plan (§3.5.3 A)
	NTP + 15 calendar days.



	Internal Operating Procedures  (§3.5.11)
	NTP +30 calendar days 



	Training Plan (§3.5.10)
	NTP +30 calendar days 



	Documentation of Completed Training
	NTP +75 calendar  days 

	Back-Up Facility Initial Test Results (§ 3.5.14)
	NTP+60 calendar 


	Draft Business Continuity Plan (§3.5.13) 
	NTP + 45 calendar days



	Final Business Continuity Plan  (§3.5.13)
	NTP + 90 calendar days.



	Final Quality Assurance Plan (§3.5.18)
	NTP+ 90 calendar days


	Quality Assurance Reports – submit in writing to include results of reviews and any corrective actions taken to resolve deficiencies.(§ 3.5.18 C)
	Within thirty (30) calendar days after the end of the report quarter beginning with first full calendar Quarter after implementation of payment processing functions.



	Monthly Invoices – Payment Terms and billing 
	By the 30th day after the end of the month

	MBE Subcontractor Payment Report (§ 2.33 D)
	For each MBE subcontractor, within fifteen (15) calendar days after the end of the report month in which payments were received by the MBE

	Insurance Certificate and Performance Bond 
	Within ten (10) business days after notification of Contract award.


	Ongoing Reports 

	Weekly Status Report  (§3.7)
	Within five business days after the end of the reporting period.

	Monthly Progress Report (§3.7)
	Due the 30th of each month following the report month  

	Prime Contractor Unpaid MBE Invoice Report

Contraction Administration (§2.33C)
	within fifteen (15) calendar days after the end of the report month in which payments were due but not paid to MBE subcontractor(s)

	Monthly Other State Refund Report 

	Within fifteen (15) business days after the end of report month

	Daily Deposit Verification – DEPOSIT 
	Within one business day after bank deposit is completed

	Electronic Copy of Deposit Confirmation 
	Within one business day after bank deposit is completed

	Cumulative Monthly Unidentified Payment Report (§3.5.3(F) (2)
	Within twenty (20) business days after the report month

	Abandoned Property Notification (§ 3.5.3(F) (1))

	Within three years after receipt of unidentified payment

	Daily Transaction Report  
	Within one business day after report day

	Report of Discrepancies & Posting Errors on the General Ledger  
	Daily basis

	Report of Reconciled Central Depository Account – 


	Within ten (10) calendar days after the report month

	Reconciled Monthly Bank Account Statement (§3.5.3 H)
	Within thirty (30) calendar days after the report month



	Monthly Credit Card Payment Report (§ 3.5.3 M) (8))
	Within twenty (20) business days after the report month  

	Monthly Invoices – Payment Terms and billing 

(§2.24)
	By the 30th day after the end of the month

	Prime Contractor Unpaid MBE Invoice Report

Contraction Administration  (§2.33(F) (1))
	Due thirty (30) calendar days after the end of the report month in which payments were due but not paid to MBE subcontractor(s)

	MBE Subcontractor Invoice Payment Report

(§2.33(F) (2))
	Due thirty (30) calendar days after the end of the report month in which payments were received by the MBE

	Transactions Exceptions Report (§ 3.5.7 A(8)) 

· Payment Processing Exception Report

· Cumulative Unidentifiable Report

· Weekly Refund Report

· Cumulative Refund Report

· Cumulative Recoupment Report
	Once daily 

	Weekly Report of Contractor Misapplied Payments 


	Due the last business day of each week

	Weekly Cumulative NSF Report 
	Within five business days after the end of the reporting period.

	Weekly Report of All Recoupment Payments Processed 
	Weekly basis

	Weekly Reconciliation Report    (§3.5.4)
	Daily basis and weekly basis



	Outreach Plan Status Reports 
	Bi-annually beginning June 1, 2014.


	Quality Assurance Quarterly Report 
	Within thirty (30) calendar days after the end of the report quarter



	Business Continuity Plan 
	Updates due within sixty (60) calendar days after the annual test



	Back-Up Facility Annual Test Results
	Within thirty (30) calendar days after the end of each twelve (12) month period

	SOC 2 Type II Audit Reports  (§3.5.19 )
	Due on or before June 1 of each Contract year, beginning with June 1, 2014. 

  

	Adverse Situation Report 
	Within five business days after identifying the adverse situation



	Responses to Monitoring (including Performance Evaluations) and Audit Reports (including SOC 2 Audit)
	Within the time frames established in the Report

	Cumulative Monthly Unidentifiable Payment Report    (§ 3.5.3F)
	Within thirty (30) calendar days after the end of each calendar month.


	Reports Due:  Transition-Out

	Report of any outstanding deliverables tasks and time frames for completion 
	Within five business days after receipt of request from the State

	Report documenting that all services and/or deliverables are completed and approved 
	Within five business days after receipt of request from the State

	All source code, object code, design and architecture documentation and all data files are delivered to the State 
	Within five business days after receipt of request from the State

	Reports that provide:

a.   Results of any final audit 

b.   Audit of Contractor’s unidentified collections
	Within five business days after receipt of request from the State



	Updated system documentation to include modification to the system
	Within five business days after receipt of request from the State

	Electronic data files from the payment processing system on CD
	Within five business days after receipt of request from the State

	Electronic data files from the Transaction Request system and hard copy documentation
	Within five business days after receipt of request from the State

	Hard copy Non-IV-D, recoupment, direct deposit, and debit card records  (§3.5.3.K)
	Within five business days after receipt of request from the State

	Records of final bank reconciliation and outstanding forgery reimbursement package, and validated final deposit
	Within five business days after receipt of request from the State

	Complete and submit Checklist to ensure that all turn-over requirements are met 


	Within five business days after receipt of request from the State

	Transition Plan
	Within three hundred sixty five (365) calendar days prior to Contract end date.

	Final Transition Plan 
	Within 180 calendar days before Contract expiration

	Replacement of Key Personnel and Recruitment Plan


	Within one (1) business day) of occurrence

	CAP 
	Within ten (10) business days after notification

	Ad-Hoc Reports
	As Requested 


3.7 Transition-In

A. To facilitate a smooth and seamless transition of the Maryland SDU with no interruption of service, the Contractor shall:

1.   
Implement its transition plan to ensure implementation of all payment processing functions within ninety (90) calendar days after the contract start date.  The Contractor shall implement the transition milestones within the number of days specified in Section 3.5, Reports.

2. Successfully complete all aspects of the plan.  By the eighty- fifth (85th) day of the Transition-In Period, the Contractor shall report the results of the transition to the State’s Project Manager in a document entitled “Transition Period Results”.  Satisfactory progress as determined by the State’s Project Manager will be the basis of acceptance.  If the State’s Project Manager does not see conclusive results by the Contractor to ensure a smooth and effective complete transition to the Contractor, the transition of functions to the Contractor may not go forward and may be the basis for the State to terminate the contract.  If the State’s Project Manager determines that the Contractor has made sufficient progress for transition and demonstrates that a smooth transition to the Contractor is in the best interest of the State, the Transition Period Results will be accepted by the State.

3. Attend, within five business days after contract approval by the Board of Public Works, a post-award Kick-Off Meeting with the State’s CSEA team to understand and communicate timelines and known requirements relative to the transition plan and contract requirements.  

B. The Transition-In Plan shall specifically address in detail milestones and key deliverables dates; key transition personnel; the reporting mechanism for providing, at a minimum; weekly reports during the transition; any experiences and concerns considered important and relevant; and the required involvement of the incumbent contractor;  The Contractor shall also: 

1. Provide to the State Project Manager a comprehensive Project Management Plan within ten (10) calendar days of the date contained in the Notice to Proceed (NTP).  The Project Management Plan shall address the nine PMBOK areas.  The Project Management Plan shall define how the Contractor shall apply its project management methodology to achieve maximum benefit for the State. This project will be following the best practices as identified by Project Management Institute (PMI) as listed below: 

a. Schedule Management consisting of activity definition and sequencing, resource estimating, duration estimating, schedule development, and schedule control activities. 

b. Scope Management consisting of project initiation, scope planning, scope definition and scope change control activities. 

c. Cost Management consisting of resource planning, cost estimating, budgeting and cost control activities. 

d. Human Resources Management consisting of organizational planning, project team acquisition, and staff development activities. 

e. Risk Management 

f. Quality Management consisting of quality planning, quality assurance, and quality control activities.   The Quality Management shall also address document repository and control, project plan review procedures, Calendar of events and deadlines
g. Communications Management 
h. Integration Management consisting of project plan development, project plan execution, and integrated change control activities. 
i. Procurement Management consisting of procurement planning, contracts planning, Requesting solicitation responses, selecting Contractor(s), administering contract(s), and contract(s) closing activities.

2. Develop a Project Schedule that includes:  fields to track the task, resource, planned start date, revised start date, actual start date, planned end date, revised end date, actual end date, percent complete, and task dependencies.  The Project Schedule shall include all major tasks that will be required to complete the project including activities to be performed by CSEA.  The Project Schedule shall be developed using MS Project, and be published in MS Project and Adobe PDF.  The State Project Manager will review and approve the baseline Project Schedule.  A copy of the Project Schedule shall be provided to the State Project Manager at a weekly status meeting, and with the Contractor’s monthly report.  The Project Schedule shall address, at a minimum, work breakdown structure including schedules, milestones, and resources. This schedule will be due to the State Project Manager no later than fifteen (15) calendar days after NTP.  
3. Deliver an initial Staffing Management Plan with their response to this RFP.  The Staffing Management Plan shall include an organization chart showing how the Contractor proposes to staff the project.  The Plan shall name key Contractor personnel and clearly describe all resource requirements (all personnel including, but not limited to, title, function, etc.), roles, and responsibilities. The Contractor shall deliver to the State Project Manager a final Staffing Management Plan within ten (10) calendar days from the NTP.  The Contractor shall review and update this plan when there are changes in staffing or every six months, whichever comes first. 

4. Submit to State Project Manager, within fifteen (15) calendar days from NTP, a thorough, separate and complete Risk Management Plan.  The Plan shall include the Contractor’s approach to managing risk as well as describe the Contractor’s understanding of risk management.  A risk register shall be kept on an ongoing basis and shall include: all project related risks, initial risk prioritization (urgency), and potential risk impacts (each risk), risk responses (each risk), risk mitigation strategy (each risk) as well as risk mitigation / assignments (the Contractor staff responsible for the mitigation / response to each specific risk).  The risk register shall be reviewed and updated in accordance with the risk management plan no less than monthly.  Develop and maintain a separate Communication Management Plan that serves as the guideline to manage communications across the enterprise including status reporting and other key communications.  The Contractor shall complete the Communication Management Plan within fifteen (15) calendar days from the NTP.  The Communication Management Plan shall be issued in draft form for review.  The State Project Manager will provide comments to the Contractor within five business days of the draft submission.  The final Communication Management Plan shall be issued within five calendar days of the receipt of the State Project Manager’s comments.   

5. The Communication Management Plan is a living document and shall be periodically updated by Contractor through-out the life of the project as changes occur. This will be accomplished by holding weekly status meetings with State Project Manager and other appropriate DHR staff. The updates shall include a brief written status report at a minimum and provide the following information: activities completed; upcoming activities; customer/stakeholder relationship management changes and any risk management updates.  The State Project Manager and the Contractor shall determine the recurring day and time for this meeting.  Weekly status meetings shall begin within thirty (30) calendar days of the NTP.  CSEA will determine with input from the Contractor, frequency and format of all reports following NTP.  The Contractor shall be responsible for the following:

a. Providing weekly status reports in the format dictated by the State Project Manager;

b. Providing a monthly progress report on project issues, action items, risks, and scope change requests;   

c. Conducting itself such that an alert status report can be rapidly developed within four hours of request on any task, and at any time, at the State Project Manager’s request;  

d. Responding to the State Project Manager’s request for off-cycle reports to meet emergent business needs or address areas of concern.  These reports shall be prepared within eight hours of request and be provided via email to the State Project Manager’s appropriate members of CSEA leadership as identified by the State Project Manager; and

e. Reporting immediately to the State Project Manager any situation from any area that needs immediate attention to prevent an adverse effect on the quality, schedule, or budget of the project.  

6. Provide a Configuration Management Plan by the sixtieth (60th) day of the NTP that addresses the methods and tools to be used for maintenance problem reporting, and version control to maintain software.

7. Provide a Quality Assurance/Quality Control Plan within thirty (30) calendar days of the NTP to describe methods, procedures, and measures followed to implement quality installations, releases, and upgrades to existing and new systems in the SDU.

8. Develop documentation to serve as the Deliverable sign-off procedures.  The templates are due within five days of the NTP. 

9. Providing a monthly progress report submitted by the thirtieth (30th) day of the month following the close of the period.  If the thirtieth (30th) day falls on a weekend or holiday the report shall be delivered the last work day before the thirtieth (30th) day of the month.  At a minimum, the monthly progress report shall contain:    

a. Agency name;

b. Contract number; 

c. Functional area name and number;

d. Work accomplished during the month;

e. Plan progress, as a percentage of completion;

f. Problem areas, including scope creep or deviation from the work plan;

g. Planned activities for the next reporting period;

h. Quality Assurance Review (QAR) Committee activities, as applicable;

i. Gantt chart updated from the original to show actual progress; as applicable,

j. Explanations for variances and plan for completion on schedule; and
k. An accounting report for the current reporting period and a cumulative summary of the totals for both the current and previous reporting periods.  
l. The accounting report shall include amounts invoiced-to-date and paid-to-date.
3.8 Transition-Out

A. The Offeror’s response to this RFP shall clearly outline the approach to Transition-Out activities. The Offeror’s response shall describe the strategy to successfully accomplish a seamless transition between the Contractor’s facility and the new contractor’s facility.

B.  Beginning at least 365 calendar days before the end of the Contract (either the base contract term without the renewal option being exercised or for any renewal option period if exercised) and continuing throughout the 365 day period, at a time requested by the State, the Contractor shall support end-of-Contract transition efforts with technical and project support to include but not be limited to:

1. A report of any outstanding deliverables tasks and time frames for completion (within five business days after receipt of request from the State).

2. All services and/or deliverables are completed and approved (within five business days after receipt of request from the State).

3. All source code, object code, design and architecture documentation and all data files are delivered to the State (within five business days after receipt of request from the State).

4. Reports that provide:

a. Results of any final audit (within five business days after receipt of request from the State).

b. Audit of Contractor’s unidentified collections (within five business days after receipt of request from the State).

5. All documentation is updated to include any and all modifications to the Contractor’s proprietary system.  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 and format at the time of turnover (within five business days after receipt of request from the State).

6. All required support, training, and transition information to State staff (within five business days after receipt of request from the State).

7. All electronic data files from the front-end payment processing system on CD in EXCEL or applicable medium and format at the time of turnover (within five business days after receipt of request from the State).  

8. All electronic data files from the Transaction Request system and hard copy documentation (within five business days after receipt of request from the State).

9. All hard copy Non-IV-D, recoupment, direct deposit, and debit card records (within five business days after receipt of request from the State).

10. Records of final bank reconciliation and outstanding forgery reimbursement package, and validated final deposit (within five business days after receipt of request from the State).
11. In addition, the Contractor shall provide the following: 

a. Access to operating systems for training during normal working hours (8:00 a.m. until 6:00 p.m.).

b. Space, desks, reasonable office support (copiers, etc.) provided for six transition staff of the successor contractor or the Department.

c. Full Cooperation in transferring operations to the State or a successor contractor beginning ninety (90) calendar days before Contract expiration. 
d. One-hundred eighty (180) calendar days prior to contract expiration, an updated final Transition-Out Plan.   In this regard, the update to the plan shall contain descriptions of changes related to 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 State or a successor contractor.  Complete all turnover activities as provided for in the contractor’s updated final turnover plan and within timeframes that will enable the successful takeover of the operation with no delays or decreases in services. 

12. Contractor shall use a checklist to ensure that all requirements all met.  

NOTE:  If DHR exercises the option period, the Transition Out Plan will be updated annually at the beginning of each year during all option periods.  The plan shall be updated within sixty (60) calendar days of the start of each year during the option periods.  No less than thirty (30) calendar days before the end of the Contract during the Transition Out phase, the Contractor shall submit, a revised transition out plan. 

3.9 Post-Award Orientation Conference (Kick-Off Meeting)

Within five days  (this date is only an estimate of time and can be changed) after BPW approval, the CSEA State Project Manager, CSEA Procurement Officer, the Contractor, the Contractor’s Project Manager and any other CSEA or Contractor staff deemed appropriate shall attend a Post-Award Orientation Conference (Kick-off Meeting).  The purpose of the Post-Award Orientation Conference is to communicate timelines and known requirements relative to the Transition Plans, discuss service delivery, invoice processing, monitoring and other Contract terms and conditions.  The Contractor will also be given several lists with Contact information for staff in the CSEA Contract Monitoring Unit and local child support/LDSS offices.  The date, time and location of the post-award orientation conference will be communicated with the successful Offeror after notice of Contract award.
3.10 Task Order Requests

During the term of the Contract, DHR may issue Task Orders (TO) for additional services not to exceed $500,000 for the entire contractual period.  There is no guarantee that the Department will issue task orders during the course of the year, or the Contract period; and all TO services requested by the State are subject to available funding.  These additional services may be required at any point during the term of the Contract.  Examples of possible additional services include, but are not limited to, printing and mailing of all child support checks; new hire notification services (operating and maintaining an automated system for collecting, storing, and extracting information reported by employers on new hires to meet State and Federal laws and regulations); and, processing of hospital affidavits (receiving, processing and storing Affidavits of Parentage received from area hospitals and local child support offices).

Work performed would be completed on a TO basis and spans all phases of the system development life cycle (from requirements definition through implementation) as well as all areas of functionality within the SDU environment.  

The Contractor shall be required to respond to the TO within ten (10) calendar days. The Contractor shall respond to the TO with a scope of work that includes the labor categories required to satisfy the request, the estimated number of hours required for each labor category, the total estimated effort and cost, and the estimated start and finish date for the TO.  

Upon acceptance of the scope of work, DHR will issue a NTP to the Contractor.  Invoicing and payment shall be based on TO completion.  

To establish rates for TO Services, the Offeror shall provide in their proposal fully loaded maximum hourly rates for the Offeror’s Key Personnel and all other personnel assigned to the SDU project.  

3.10.1 Work Orders
The State Project Manager will determine on an as needed basis which Contractor assignments will require an approved Work Order.  The Work Order process is only applicable on tasks as designated by the CSEA Project Manager.  The process for a Work Order request is as follows:
A. The CSEA Project Manager shall e-mail a Work Order request to the Contractor to provide services.  The request may include: 
1. Technical requirements and description of the services needed; 

2. Performance objectives and/or Plans as may be applicable; 

3. Due date and time for submitting a response to the request; 

4. Performance testing period; and 

5. Other specific information as requested from the Contractor. 

B. The Contractor shall e-mail a response to the CSEA Project Manager within the 
specified time and include at a minimum: 

1. A response that details the Contractor’s understanding of the requirement/work; 

2. A description of the proposed work plan in narrative format including time schedules, and if required a Work Breakdown Structure (WBS) chart. This description shall include a schedule of resources including proposed subcontractors and related tasks, including an explanation of how tasks will be completed. 

3. Identification of those activities or phases that can be completed independently or simultaneously versus those that must be completed before another activity or phase can commence. 

4. The personnel resources, including those of DHR/CSEA, Contractor and subcontractors, and estimated hours to complete the task. 

The State Project Manager will review the response and will either approve the work or contact the Contractor to obtain additional information, clarification or revision to the work.  If satisfied, the State Project Manager will then email the Contractor with an approval to proceed.

Upon acceptance of the Work Order, CSEA will issue the NTP to the Contractor.  Invoicing and payment shall be based on Work Order completion. 

C. Commitment of Excellence

The Contractor shall provide recommendations for services and/or processes related to the operation of the State Disbursement Unit that will enhance the effectiveness and efficiency of the SDU.  Detailed descriptions of the services/processes should be provided and any associated pricing.

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 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 six (6) copies of both the Technical and Financial Proposal must be received by the Procurement Officer by July 31, 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 DISBURSEMENT UNIT
· AGENCY CONTROL NUMBER:  CSEA/SDU/14-001-S  

· PROPOSAL DUE DATE & TIME:

· PROCUREMENT OFFICER:  John Haynes
· 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 below:

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 (eMM), 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 and conditions may be rejected.

B. Table of Contents

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

1. Understanding the Problem (see C below)

2. Proposed Service  (see D below for formatting)

3. Qualifications (see E below)

4. Key Personnel (see F below)

5. References (see G below)

6. Other State of Maryland Contracts (see H below)

7. Financial Responsibility & Stability (see I below

8. Economic Benefits to the State of Maryland (see J below)

9. Additional Information (if applicable – see K below)

10. Company Literature (if applicable – see L below)

11. Forms (that must accompany the Proposal - see M below)

C. Understanding the Problem  

This section should contain the Offeror’s analysis 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 3.5).

D. Proposed Service

This section shall contain the Offeror's proposed Work Plan to achieve the objectives, scope and requirements of the RFP.  The Offeror’s Work Plan shall describe 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 Work Plan shall be prepared in the same sequence as, and also contain Compliance with RFP Specifications Section III Section 3.5 as follows: 

Section 3.5
Requirements
A. SDU Functions 3.5.1
Customer Service 3.5.2
Payment Processing Functions 3.5.3
Payment Processing 3.5.3A
Mail Processing, Opening, Sorting and Batching 3.5.3.B

EFT/EDI Processing 3.5.3.C

Refunds from Other States 3.5.3.D
Deposit Payments to the State’s Bank Accounts 3.5.3.E
Unidentifiable Payments Process 3.5.3.F
Electronically Transmit Payment Data to CSES 3.5.3.G
Account Management – State CDA 3.5.3.H
Transaction Processing 3.5.3.I
Non-Sufficient Funds (NSF) Payments 3.5.3.J
Recoupment of Misapplied Payments 3.5.3.K
Web-Based and Touch-Tone Telephone Payments 3.5.3.M
Direct Debit 3.5.3.N
Child Support Electronic System (CSES) Case 
Reconciliation 3.5.4
EFT Outreach 3.5.5


Direct Deposit Enrollment 3.5.6
Payment Processing Software Requirements 3.5.7

Organization Structure and Staffing 3.5.8
SDU Contractor Training Plan/Program 3.5.10
Develop and Implement Operational Procedures 3.5.11
Primary SDU Contractor Facilities 3.5.12
B. Retention of Source Documents 3.5.3.L
Business Continuity and Disaster Recovery 3.5.13
Back-up Requirements 3.5.14

Evaluation and Testing 3.5.15
Project Policies, Guidelines and Methodologies 3.5.16
Computer Equipment

Technical Requirements

C. Service Levels and Performance Standards 3.5.27.J
Service Level Agreement

Performance Measures and Goals 
D. Problem Escalation Procedures 3.5.9
Offerors must explain how problems with work under the Contract will be escalated in order to resolve any issues in a timely manner.  

Section 3.5
Scope

Section 3.6
Reports

Section 3.7
Transition In

Section 3.8
Transition Out

Section 3.9
Post-Award Orientation Conference

Section 3.10
Task Order Requests

Section 3.10.1
Work Orders
E. Qualifications
Offerors shall possess a minimum of five years previous experience working with local, State and/or federal agencies implementing and operating a State Disbursement Unit and all services.  
F. Key Personnel

This section shall include job descriptions and individual resumes for staff designated by the Offeror in its Proposal as being its Key Personnel who are to be assigned to this project if the Offeror is awarded the Contract.  The Offeror’s Key Personnel (the Contractor’s Project Manager, etc.) identified in the Offeror's Proposal are considered to be essential to the work being performed under this RFP.  Indicate the role or assignment that each individual is to have in this project.  

NOTE:  Professional licenses, certificates, etc. required of the Offeror must be included here.

G. References: 

The Offeror shall supply three business reference letters from within the past three 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 letter 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.

H. 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 five 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.

I. 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 demonstrates the fiscal integrity and reliability to assure good faith performance. Examples of information that may be used to demonstrate requisite responsibility and stability may include one or more of the following:
a. Audited financial statements for the past three years,

b. Dunn and Bradstreet report and rating,

c. Line of Credit from a Financial Institution approved by the State 


Treasurer, or

d. Evidence of no less than six 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 organization.

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.

J. 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.

K. 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.

L. 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.
M. Forms


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

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. Investment Activities In Iran (Attachment CC)
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 Disbursement Unit Pricing Proposal– Attachment A
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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.

5.2 Reciprocal Preference
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 highest ranked overall 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 by the closing date listed in Section 1.6 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.

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. Technical Proposals will be ranked according to the following major criteria:

Evaluation Criteria

A. Proposed Services – Section 4.2 D

B. Qualifications – Section 4.2 E

C. Understanding the Problem – Section 4.2 C

D. Key Personnel – Section 4.2 F

E. References and Other State of Maryland Contracts – Sections 4.2 G and H

F. Financial Responsibility and Stability – Section 4.2 I

G. Economic Benefit to the State – Section 4.2 J

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.  All qualified Offerors will be ranked from the lowest to the highest price based on their total price Proposal.
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 (BAFO).  The Procurement Officer shall notify each qualified Offeror of the scope of the requested BAFO, and shall establish a date and time for their submission.  The Procurement Officer may require more than one series of BAFOs 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 BAFO is requested, an Offeror’s immediate previous offer shall be construed as its BAFO unless the Offeror submits a timely notice of withdrawal or another BAFO.  The Procurement Officer may consult with and seek the recommendation of the Evaluation Committee during the BAFO 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, technical factors will have equal weight with price factors.    
Contract award, if any, resulting from the RFP is subject to appropriate State approvals.  Awards exceeding $200,000 require approval of the State Board of Public Works.

SECTION VI.  APPENDICES

Attachment A

Pricing Proposal

Attachment B

Bid/Proposal Affidavit

Attachment C

Contract Affidavit

Attachment D

Services Contract - Sample

Attachment E
Vendor Electronic Funds Transfer (EFT) Registration Request 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
Transparency Act Data Collection and Sub-Awardee Certification Form
Attachment P

Contract Compliance Checklist and Time Frames

Attachment Q

Sample Monthly Invoice

Attachment R

CSES Software Interface Requirements

Attachment S

Request for Bank Status of Outstanding Check Report 
Attachment T
DHR Automated System Security Requirements

Attachment U

Information Technology Non-Visual Access Standards

Attachment V
Safeguarding of Information from the United States Internal Revenue

Attachment W

DHR IT Standards

Attachment X

CSEA Annual Internal Revenue (IRS) Employee Awareness 

Attachment Y

Sample Contractor Performance Evaluation Summary

Attachment Z

Expedited Release of Funds – Manual Check

Attachment AA  
Maryland Unclaimed Property Report

Attachment BB
Sample Performance Bond Form

Attachment CC-1
Investment Activities in Iran Act


Attachment CC 
Certification Regarding Investments in Iran
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