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ADPICS NUMBER N00R2401271
Maryland’s Human Services Agency

STATE OF MARYLAND

Office of the Attorney General

311 W. Saratoga Street, Suite 1015

Baltimore, MD 21201
REQUEST FOR PROPOSALS (RFP)
FOR
CASE MANAGEMENT AND TRACKING SYSTEM (CMTS)
FOR THE OFFICE OF THE ATTORNEY GENERAL
 DHR AGENCY CONTROL NUMBER: OS/OAG/13-001-S
IMPORTANT NOTICE:  Prospective Offerors who have received this document electronically via eMaryland Marketplace or the DHR Web Page should immediately contact the Issuing Office 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 Issuing Office with this information assumes complete responsibility in the event that they do not receive communications from the Issuing Office 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.
Issued:
 October 12, 2012
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Maryland’s Human Services Agency

KEY INFORMATION SUMMARY SHEET

STATE OF MARYLAND

Request for Proposals

Case Management System for the Office of the Attorney General

AGENCY CONTROL NUMBER:  OS/OAG/13-001-S
RFP Issue Date:


eMaryland Marketplace – October 12, 2012
DHR Webpage – October 12, 2012
RFP Issuing Office:

Department of Human Resources






Office of the Attorney General

Procurement Officer:

James Redditt





Phone:  (410) 767-7675





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






eMail:  jredditt@dhr.state.md.us
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:
Tuesday October 23, 2012; 1:00 PM





DHR Central, 311 W. Saratoga St., Room 952
Closing Date/Time:

3:00 PM; Friday, November 9, 2012
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 or email to the Issuing Office (Section 1.2) with your bid, proposal or “no bid”, as the case may be.  Thank you for your assistance.

Bid/Proposal Number   OS/OAG/13-001-S entitled Case Management System for the Office of the Attorney General 
I.
If you are not bidding, 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, Office of the Attorney General, intends to acquire contractual services for the purpose of creating and installing a case management tracking system to perform and document its legal advice and litigation functions, including contacts management, document assembly and document and electronic file management, records management, time tracking and case status tracking.  The Contract resulting from this solicitation shall be for six months, beginning on or about March 1, 2013.  Only one award will be made as a result of this Solicitation.
1.2

Issuing Office
The sole point of contact in the State for purposes of this RFP is the issuing office presented below:

James Redditt, Procurement Officer
Department of Human Resources

Procurement Division

311 West Saratoga Street, Room 946

Baltimore, Maryland 21201

Phone: (410) 767-7675
Fax: (410) 333-0237

jredditt@dhr.state.md.us
1.3

Pre-Proposal Conference
A Pre-Proposal Conference will be held on October 23, 2012 beginning at 1:00 PM at the Department of Human Resources Administration Building; 311 W. Saratoga Street, Room 952; Baltimore, Maryland.
In order to assure adequate seating and other accommodations at the Pre-Proposal Conference, it is requested that by October 19, 2012, all potential Offerors planning to attend call the Procurement Officer (ref. Section 1.2) or send an e-mail with such notice.  In addition, if there is a need for sign language interpretation and/or other special accommodations due to a disability, provide at least 5 days notice of such need and DHR will make reasonable efforts to provide such special accommodation.

The Conference will be transcribed.  As promptly as is feasible subsequent to the Conference, a copy of the summary 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. eMarylandMarketplace.com), and electronic data interchange. 

1. 
The Procurement Officer may conduct the procurement using e-Maryland Marketplace, e-mail or facsimile to issue: 

a. 
the solicitation (e.g. the RFP) (e-Maryland Marketplace and DHR web page only); 

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 Bid” 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 and eMaryland Marketplace.

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 five (5) copies of the Technical Proposal and Financial Proposal (See Section IV) must be received by the Procurement Officer (ref. Section 1.2) by 3:00 PM, Friday November 9, 2012 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 Proposal 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 Table of Contents.


1.8

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

1.9
State Project Manager

The State Project Manager for this Contract is:

Janice Jewson, Office Manager
Office of the Attorney General

Department of Human Resources

311 West Saratoga Street, Room 1015

Baltimore, Maryland 21201

(410) 767-7281
(410) 333-0026 Fax
jjewson@dhr.state.md.us
After Contract award, this person will serve as the primary point of contact for the Contractor in regards to the Contract resulting from this RFP.  However, for certain contract related actions the Procurement Officer may communicate with the Contractor.
1.10
Glossary of Terms

For the purposes of this Scope of Services, the following abbreviations or terms have the meanings indicated below: 

· COMAR – Code of Maryland Regulations. The implementing regulations for Maryland’s statutes are contained in COMAR.

· CMTS – Case Management and Tracking System.

· Case – A litigation-related matter such as a civil action or an appeal, or other matter requesting legal advice, opinion, or review.

· Contract – The agreement entered into between the Department of Human Resources and the successful Offeror resulting from this RFP. 

· Contractor – The Offeror selected under this Request for Proposal that is awarded and signs a Contract with the State. 

· Department or DHR – Maryland Department of Human Resources.
· DOIT – Department of Information Technology.

· MBE – Minority Business Enterprise. 

· Matter – A record in the database of a case or other body of work, including a request under the Public Information Act.
· OAG – Office of the Attorney General within the Department.

· OTHS – Office of Technology for Human Services, the Department’s information technology unit. 

· RTM – Requirements Traceability Matrix, a table that links requirements to their origins and traces them throughout the project life cycle.

· SDLC – System Development Life Cycle, a ten-phase methodology intended to reduce the risk of project failure through the application of a proven and incremental project development process.

·  State -  The State of Maryland
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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 as required in Section 4.2.  A Proposal that takes exception to these terms may be rejected.

2.5

Additional Information
Offerors who submit Proposals may be required to provide additional information orally or in writing 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

State Supplied Services and Facilities
After award, the Contractor shall have access to the DHR network and individual computers as needed. DHR shall also make available parking for no more than two of Contractor’s vehicles during the term of the Contract.  Contractor shall give the Project Manager at least 24 hours notice when parking spaces will be needed. 
2.12

Contract Term

The Contract awarded as a result of this solicitation shall be for a period of six months. It shall begin on or about March 1, 2012, or the day after the date approved by the Department of Information Technology, and end August 31, 2012; however, if the term does not start on March 1, 2012, the Contract will last for six months.
2.13

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.

2.14

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.
2.15

Compliance with Law
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.

2.16
Contract Affidavit

The Contract Affidavit (Attachment C) must be completed and submitted by the selected Offeror within ten calendar days after notification of recommendation of award. This affidavit includes financial, political, and drug and alcohol-free workplace affirmations, and a reaffirmation of the Bid/Proposal Affidavit.
2.17

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

2.18

Contractor's Responsibilities
The selected Offeror shall be responsible for rendering services within the category for which they have been selected as required by this RFP.  All subcontractors shall be identified and a complete description of their role relative to the Proposal shall be included in the Offeror’s Proposal. 
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 requirements, 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.  

2.19

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, 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.

2.20

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.   

2.21
Procurement Method

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

2.22
Contract Type

The Contract that results from this RFP shall be firm fixed-price Contract in accordance with COMAR 21.06.03.02(A) (1).

2.23

Payment Terms/Billing
The successful Offeror shall bill the Department monthly by the 15th of each month for services provided in the preceding month from the first of each month to the last calendar day of each month.  Funding for this Contract is dependent upon appropriations from the Maryland General Assembly.

The Department reserves the right to reduce or withhold Contract payments in the event that the Contractor otherwise materially breaches the terms and conditions of the Contract or unless and until all required services, deliverables, or reports are submitted as specified in the Contract. Any withheld payments may be recouped by the Contractor upon submission and approval of outstanding deliverables or reports.

Invoices must be addressed to: 
Janice Jewson, State Project Manager
Department of Human Resources

Office of the Attorney General 

311 W. Saratoga Street, 10th Floor

Baltimore, Maryland 21201-3500

All invoices must (at a minimum) be signed and dated in addition to including the following:

Name and Mailing Address of the Contractor

Contractor’s Federal Tax ID Number

Agency Control Number

Current Date

Billing period covered by the invoice

2.24
Electronic Funds Transfer (EFT)

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

2.25

Contract Award
Award of a Contract, if any, generally will be made within 180 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.

2.26
e-Maryland 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 "Register" 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.

2.27
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.

2.28

Minority Business Enterprises
Although no Minority Business Enterprises Subcontracting goal has been established for this procurement, Minority Business Enterprises are encouraged to respond to this solicitation.

2.29
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 certified MBEs listed in the MBE Participation Schedule actually are performing work and receiving compensation as set for in the MBE Participation Schedule.

2. This verification may include, as appropriate:

a.
Inspecting any relevant records of the Contractor

b.
Inspecting the jobsite; and

c.
Interviewing subcontractors and workers.

d.
Verification shall include a review of:

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

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

3. If DHR determines that a Contractor is in noncompliance with certified MBE participation goals, then DHR will notify the Contractor in writing of its findings, and will require the Contractor to take appropriate corrective action.  

Corrective action may include, but is not limited to, requiring the

Contractor to compensate the MBE for work performed as set forth in the

MBE participation schedule.

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.

2.30
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).  Current certificates of insurance evidencing this coverage must be provided to the State Project Manager within 10 calendar days after recommendation of award and thereafter at each Contract anniversary date.

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

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

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

    

$150,000 – Motor Vehicle Liability per occurrence.
 

$150,000 - Each Occurrence Limit

$100,000 - Personal and Accidental Injury Limits

$  10,000 - Fire Damage Limit

$    2,500 - Medical Expense

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

2.31

Certification Regarding Lobbying
Section 319 0f 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 G).

2.32

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.

2.33
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.

2.34
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 5 years or both.

2.35
Software Escrow
The Contractor shall deposit, on a quarterly basis, the most recent version of the source code and documentation of all applications under this RFP in an escrow account with a neutral third party mutually agreed to by the Contractor and the State. The cost of the escrow account must be borne by the Contractor. The Contractor shall agree to the following terms associated with all escrowed software, except third party licenses, associated with any applications or systems developed under this proposal.  The specific escrow agreement language shall include the following without added other mitigating text.   

“The State shall have the option to exercise its rights to have the escrowed software released by the Neutral party to the State's possession on the following trigger condition: 

If the Contractor is unable or unwilling to provide COTS services to the State that have been contracted for and paid for by the State after implementation.  This condition will be considered met if there is a valid COTS with mutually Agreed Service Level Agreements in place between State and the Contractor; and that after repeated email and phone requests by the State for service, the State makes a request for service in writing to the Contractor to its designated point of contact to its last known address served by certified signed receipt required mail delivery by U.S Post Office, and the Contractor remains unresponsive meaning that they are unable to acknowledge message receipt, unwilling or otherwise unable to satisfy the service request under its Service Level Agreement for a period longer than 45 days from attempt to deliver the written request.  

In the event that the trigger event occurs and the State takes possession of the Escrow Software, the Contractor shall allow the State to make additional modifications, upgrades, and enhancements to the software, or to purchase or otherwise acquire such modifications, upgrades, and enhancements, as it sees fit, for the purposes of maintaining and operating all of the current and new applications developed by the Offeror under the terms of the Contract.”

2.36
Non-disclosure Agreement

The successful Offeror awarded a Contract will have access to certain documents and materials as may be required to fulfill the requirements of the RFP. The Contractor, employees and agents who require access to such documents as part of their contractual duties will be required to sign a Non-Disclosure Agreement. (Attachment G).
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III.  SPECIFICATIONS

3.1

Background
The Department is Maryland’s fourth largest State agency and was established to administer the State’s public assistance, social services, child support enforcement, and community based programs.  The Department has three major operating administrations: the Family Investment Administration (FIA), the Child Support Enforcement Administration (CSEA); and the Social Services Administration (SSA).  

DHR’s critical mission is to safeguard Maryland’s most vulnerable citizens from abuse and neglect and to provide necessary health and human services to thousands of children and families every year.  The Office of the Attorney General (OAG) serves as legal counsel to the Department.  In this capacity, the OAG provides legal advice and represents the State, State officials and State employees in litigation in state and federal trial and appellate courts and in state and federal administrative proceedings.
3.2

Objective
The purpose of the CMTS is to provide centralized case tracking and management to The OAG in order for it to better perform and document its legal advice and litigation functions, including contracts management, document assembly and document and electronic file management, records management, time tracking and case status tracking.  

3.3

Scope of the Project
The OAG has networked Windows-based personal computers with Windows XP operating system and currently uses Microsoft Word 2007 and WordPerfect X3 for word processing; Novell GroupWise v. 7 for e-mail;  and Microsoft Excel for spreadsheets and tables.  The OAG does not currently use any legal case management or document management software, but relies primarily on two separate Microsoft Access 2003 data bases for case tracking and management, and the electronic calendar in the GroupWise e-mail program to manage and track its Cases and other client-service activities.

The OAG seeks a case tracking system with an automated mechanism to track the status of matters and attorney caseloads and a case management system that provides information sufficient to manage each case effectively.  The software shall be able to schedule and maintain a calendar of all events associated with a Matter or individual. In addition, the software shall provide the ability to track contracts for each Matter and for the OAG generally.  Finally, the software shall be able to generate both standard and ad hoc reports and assemble and manage documents.

The data in the OAG’s current Access 2003 databases shall be imported into the CMTS.  There are approximately 400 open cases on the current OAG database.
3.4  

Contractor Requirements


3.4.1 Project Management

A. Initial Project Work Plan - The Contractor shall provide a comprehensive project work plan within fifteen (15) calendar days from the Notice to Proceed (NTP).  The project work plan shall, at a minimum, include 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 work plan shall also include all major tasks that will be required to complete the project.  The project work plan shall be developed using MS Project 2000.  The State Project Manager will review and approve the project plan.  The Contractor shall update its project work plan on a weekly basis.  A copy of the updated project work plan will be provided to the State Project Manager at a weekly status meeting and with the Contractor’s monthly report.  

B. Training Plan – The Contractor shall provide 3 sessions to include an initial training for User Administrators; an initial training for general users; and a “Train the Trainer” approach for User Administrators. The Training Plan shall be due within twenty (20) calendar days from the NTP. The Plan shall also include the  following:

1. Updated users’ manuals and User Administrator training with each version release; 

2. Notification, documentation, and delivery of system patches, updates, and new releases;
3. A toll-free telephone number to call for technical support that is operational during Eastern Standard Time business hours;
4. A process for escalating issues not completed by anticipated completion time;

5. A system for prioritizing issues; and
6. The use of web conferencing and real-time interactive technology to assist with support problem solutions.

C. Project Management Plan - The Contractor shall have a detailed project management methodology.  In addition, the Contractor shall develop a Project Management Plan within fifteen (15) calendar days from the NTP.  The Project Management Plan shall define how the Contractor shall apply its project management methodology to achieve maximum benefit for the State.  The methodology and Project Management plan shall be compliant with Maryland’s SDLC template and address, at a minimum, the following:

1. Issue management and resolution;

2. Risk management and mitigation;

3. Resource management and deployment approach;

4. Automated tools, including application of software solutions;

5. Configuration management – approach and solution;

6. Project management – work breakdown structure, schedules, milestones, and resources; 

7. Document repository and control; 

8. Calendar of events and deadlines; 

9. Decision support and prioritization;

10. Project deliverable review procedures;

11. Customer/stakeholder relationship management; and

12. Reporting of status and other regular communications with DHR, including a description of the Contractor’s proposed method of ensuring adequate and timely reporting of information.  
D. Bi-Weekly Status Report – A Microsoft document shall be submitted on the 15th and 30th day of each month during the project implementation that summarizes the following: 

1. Meetings held: Date, purpose, attendees
2. Documents developed: Meeting minutes and other project-related artifacts – indicate draft or final version
3. Work accomplished during the week, including resources assigned and hours expended
4. Provide a budget overview to include:

· Contract value

· Amount billed (Project to Date (PTD); Month to Date (MTD)

· Current balance

· Scheduled expenses

· Remaining balance

· Planned work efforts for the next reporting period including 


resources assigned and hours proposed 

5. Issues identified

E. Final Work/Implementation Plan - A Microsoft Project document suitable for tracking all current and pending project activities.  At a minimum, the master schedule shall show milestones, deliverables, testing, times of performance, degrees of completion and resources for all project activities starting with NTP and ending with final project deliverables.  The Plan shall also include a post-implementation service help desk and maintenance plan.
3.4.2 Functional Systems Requirements
A. Case Tracking:

The CMTS software shall provide an automated mechanism to track the status 
of Matters, including Cases and caseloads and shall include the following features:
1. Supporting different practice area types (e.g., Litigation, Appeals, Advice, Procurement, Public Information Act request, etc.);

2. Tracking the status of individual Cases in the case flow process (Motions Hearing, Trial, Appeal, etc.);

3. Tracking caseloads;

4. Tracking Case histories (e.g. date opened, task completed, date closed);
5. Tracking Maryland Public Information Act requests;

6. Providing statistics to support budget requests;

7. Tracking compliance with timeline requirements;

8. Tracking correspondence, meetings, documents, transcript orders, hearings, notes and other events associated with a Case, including being able to attach documents;

9. Providing a mechanism to assign Cases to attorneys and other professionals, including multiple professionals in a single Case;

10. Providing a mechanism to reassign Cases, while retaining the entire Case assignment history; and
11. Providing an automatic case number assignment.
B. Case Management:
The CMTS software shall provide automated information necessary to effectively manage each Case and shall include the following features: 

1. Identifying pleadings filed, including a pleading index capability;

2. Identifying events, tasks, and deadlines and other types of requirements associated with Cases;

3. Identifying all individuals related to Cases (clients, court reporters, judges, opposing and other outside counsel, witnesses, etc.);

4. Providing the ability to relate Cases and identify relationships between Cases;

5. Assembling and managing Word, PDF, Text, Excel, and other document types;

6. Providing for note-taking capability and back-up storage;

7. Providing for back-up of electronic records, including documents, photographs, audio and video files and electronic mail;

8. Automatically notifying users of relevant information related to a Case, including pending deadlines and events;

9. Providing the ability to close and reopen matters; 
10. Providing index and search flexibly for specific documents using key words and phrases, wildcard searches and partial matches; and 
11. Integrating with Microsoft Office 2007 and Corel WordPerfect X3.
C. Content Management:


The CMTS software shall track every individual and entity related to a 
Case or OAG in general, if applicable, and shall contain the following features:
1. Providing a centralized database of all contacts and entities, which can be related to a Case or Cases;

2. Providing the ability to relate multiple contacts to a Case;

3. Providing the ability to flag duplicate name record entries;

4. Providing a system that prevents duplication of records; 

5. Providing a mechanism to combine data in case of duplicate contact entries;

6. Providing the ability to identify relationships between individuals in the contacts database (e.g., child in need of assistance and parent);

7. Providing the ability to identify relationships between individuals in the contacts database and Cases in the database (e.g., opposing counsel, child in need of assistance); and
8. Providing flexibility in searching for contact records (such as wildcard searches and partial matches).

D. Scheduling:

The CMTS software shall be able to schedule and maintain a calendar of all events associated with a Matter or individual, and shall include the following features:
1. Scheduling and tracking events associated with individuals or Matters;

2. Maintaining a calendar of past, current and future events;

3. Tracking and distinguishing between mandatory events and other events necessary to process a case;

4. Generating calendars of individuals and groups for reporting purposes and online access;

5. Generating side-by-side views of calendars for individuals and groups;

6. Automatically flagging scheduled, pending, overdue and completed actions;

7. Calculating legal dates and deadlines for a case;

8. Generating automated ticklers for selected time-sensitive events and tasks; and

9. Populating calendars and task lists with selected time-sensitive events and tasks.

E. Reporting Outputs:
The CMTS shall include an ad hoc reporting capability that shall have the ability and capability to: 
1. Incorporate user generated reports into relevant pull down menus or pick-lists;

2. Import templates for documents generated with other software, including Microsoft Word documents;

3. Create, modify, delete, save and share custom ad-hoc report queries and report templates;

4. Select, sort, extract, and print all data from any field in the database;

5. Use Standard Query Language (SQL) commands;

6. Compare all numeric data fields and perform basic arithmetic functions, including percentages;

7. Use complex statements with Boolean logic (e.g., AND, OR, IF, THEN, EXCEPT);

8. Create a report format default and manual override that controls column headings and data arrangement;

9. Build an extract file based on report utility selection and sort criteria for easy loading to other software packages (e.g., word processing or spreadsheets); 

10. Generate documents related to a Case and automatically store them in other commonly used formats in a common directory folder for each Case; and
11. The CMTS shall include the following reporting outputs:
· Caseloads (summary for selected group or individuals)

· Mailing labels
· Pleadings, appellate briefs and other legal documents
· Correspondence
· Scheduled, pending, overdue and completed actions
· Calendars
F. Data Entry and Other Related Features:

The CMTS shall support the ability to do the following data entry and other related features:

1. Tailor the software, including the ability to create and customize individual screens, pick-lists; and fields;

2. Import data in the current Access 2003 databases into the CMTS;
3. Duplicate (i.e., copy and paste) data and then modify individual associated fields;

4. Duplicate records;

5. Prevent inadvertent duplication of records; 

6. Delete records;

7. Automatically safeguard against the accidental deletion of records;

8. Update fields in the database as necessary;

9. Centrally access documents pertaining to a matter stored in common directory folders in their native format (i.e. word processing, scanned images, spreadsheets, etc.);

10. Export Case data into common format such as XML, Excel, CSV (comma delimited), Access, etc.;

11. Provide Graphical User Interfaces (GUI). Providing accessibility via the web is a nice to have feature;

12. Save documents into the Case record, whether created independently or assembled using the software; and

13. Open such saved documents from within the software.

3.4.3
Security Requirements:

A. The software shall require user login authentication.  
B. The software shall support the following user rights:  create, update, read, and delete to the various modules.  
C. The software shall include a permission management policy to manage access to specific records and data fields.  
D. The software shall support levels of security based on a minimum of administrator and user roles.  
E. The software shall also have the ability to limit access to certain records (e.g., juvenile, child abuse and neglect) to those users authorized to view them.
3.4.4
The Contractor shall comply with the following OTHS Technical Requirements:

A. Contractor-owned Computer Equipment


The Contractor shall not connect any of its own equipment to DHR’s
LAN/WAN without prior written approval by DHR. Examples of equipment would include but not be limited to PCs, printers, routers, switches and servers. 

DHR shall provide equipment as necessary for support that entails connection to DHR’s LAN/WAN, or give prior written approval as necessary for connection. If equipment is added without the approval of the State, the State shall have the right to remove that equipment without notice to the Contractor. 

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 will be followed by termination for default. 

B. State IT Security and Policy Standards

The Contractor shall comply with and adhere to the Department of Information Technology (DoIT) IT Security Policy and Standards. These policies may be revised from time to time and the Contractor shall comply with all such revisions. Updated and revised versions of the Maryland State IT Policy and Standards are available on-line at http://doit.maryland.gov/support/Pages/SecurityPolicies.aspx
C. DHR Network Requirements 

Currently, DHR has the following network security features in place. The Offeror’s response to this RFP shall include a plan for accommodating the following specific features:

1. Access to Information Resources – Firewalls to deny all access to information resources except to that which has been explicitly authorized. 

2. Confidentiality of Data and Systems – Firewalls are used to secure and segment data and systems. Information resources assigned from one agency to another must be authorized by the providing agency.  Access to these information resources will not be granted if the result will cause exposure to either agency. 

3. Encryption – An SSL Encryption algorithm that is FIPS 140-2 compliant are used to encode data transmissions. 

4. 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 SYSLOG server that maintains records for forty-five (45) days.  All users must be uniquely identified. Group or shared IDs are prohibited. The following minimum set of events/actions must be logged and kept as required by State and Federal laws/regulations: Version 2.2 23:

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.
The audit trails shall include at least the following information: 

· Date and time of event; 

· User ID of person performing the action;
· Type of event;
· Asset or resource name and type of access;
· Success or failure of event;
· Source (terminal, port, location, IP address) where technically feasible; and
· Identification and authentication processes.
5. Security Incidents – All security incidents are thoroughly investigated and documented. The Contractor shall notify DHR within twenty-four (24) hours upon initial detection of an 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:

A. Two (2) or more failed attempts per system day to access or modify security files, password tables or security devices;  

B. Disabled logging or attempts to disable logging;  

C. Two (2) or more failed attempts to access or modify confidential information within a week (5 business days); and  

D. Any unauthorized attempts to modify software or to disable hardware configurations.

6. Portable Computing – Mobile computing devices shall be encrypted using the Wi-Fi Protected Access (WPA2). 

7. Security Monitoring – All applications shall authenticate and log connections to all network devices. Depending on the solution proposed, monitoring may be shared between the Contractor and DHR. 

8. Demilitarized Zone (DMZ) – The software may be placed on DHR’s DMZ.  The DMZs are secured using a combination of firewalls and access-lists applied to the routers.  

9. Firewall – Contractor shall operate within existing firewalls and firewall guidelines. Firewalls are used to secure and segment data and systems. Internetworking Operating System (IOS) firewalls are also implemented on some routers to provide another level of security. Contractor shall comply with DHR’s firewall to ensure firewall or other boundary protection mechanism is in place and has 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. 

10. Intrusion Detection System – An intrusion detection system is in place that records SYSLOG information for all network devices and stores the logs for forty-five (45) days. Alerts are sent to a 24-hour monitor and can alert network personnel if deemed necessary. 

11. All applicable security patches and/or hot-fixes recommended by the hardware or software vendor shall be installed.  Services and applications not serving business requirements shall be disabled. 

12. Services and applications not for general access shall be restricted by access control lists. 

13. 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. 

14. Quarterly review of standards, process, logs, configurations, with the customer.

D. 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-badges, and at the discretion of DHR management, wearing Contractor-issued and State-issued security badges prominently when inside State facilities and presenting ID upon request at any time. 

 The Contractor shall:

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

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

3. Ensure that all staff working under this Contract agree to familiarize themselves with the requirements of the State of Maryland Information Technology Security Policies and any accompanying State and federal regulations, and shall comply with all applicable requirements in the course of this Contract. 

4. Ensure that all staff working under this Contract cooperates with the State in the course of performance of the Contract so that both parties shall be in compliance with State Information Technology requirements and any other State and federal computer security regulations including cooperation and coordination with auditors, the Department of Budget and Management and other compliance officers. 

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

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

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

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

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

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

f) Contractor shall not install or utilize remote control or file sharing software unless explicitly approved by the State.   

g) Contractor shall sign any documents that are reasonably necessary to keep the Contractor in compliance with the State IT Security Policies. 

6. Unless otherwise determined by DHR, the Contractor shall provide its own computer or laptop for each Contractor team member. Contractor equipment shall meet or exceed DHR’s standards for virus protection and security. Please note any deliverables produced must be produced in a version of software that is compatible with DHR’s current and future version. For example Microsoft Office 2003 - MS Word, PowerPoint, Excel etc.; Adobe version 7.   

7. The Contractor shall not install or attach any of its equipment to the state LAN/WAN without express written permission from DHR. Blanket authorization may be obtained that would permit the Contractor to use required diagnostic tools to identify and resolve issues.  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 will be followed by termination for default. 

E. CMTS Password Requirements

Access to the CMTS shall require a secured login and password.  The CMTS shall force change of temporary passwords at the first logon.  Password reuse shall be prohibited by not allowing the last 10 passwords to be reused with a minimum password age of at least 2 days.  

Passwords shall not:
1. Be the same as the user ID;
2. Be stored in clear text;
3. Be displayed on the screen;
4. Contain leading or trailing blanks; or
5. Consist of all numbers, all special characters, or all alphabetic characters.
Passwords shall:

1. Be changed every 45 days; and
2. Be a minimum of eight (8) characters and consist of mixed alphabetic and numeric characters 
F. 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 must be secured as follows: 

1. Must meet Federal Policy and Guidelines, IRS Security of Confidential Information, Official Documents, Tax Data, Personnel and Property  30.6.1 (http://www.irs.gov/irm/part30/irm_30-006-001.html) 

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 de-militarized zone (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.

G. Authorization

The CMTS shall implement the following authorization controls:

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

2. Implement 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. Implement a documented process to ensure that access rights reflect changes in employee/contractor status within twenty-four (24) hours of the change;  

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

5. Implement an automated process to ensure that user IDs are disabled after sixty (60) days of inactivity unless they are extended through the explicit approval of the Information Custodian (Note: Functional IDs may be exempted from this requirement);  

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

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

8. Implement 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.  

H. Licensing
The CMTS system shall allow at least 30 concurrent users.

I. Deployment Platforms
DHR requires that the platform be accessible through the desktop and allows users to download (check out) case information into a notebook or other portable device (Blackberry is the current OTHS standard) used independent of the network.  Likewise, the software shall be able to upload (check in) the updated case information from the notebook or PDA.

J. External Database Interfaces
The software shall be capable of importing and populating data from various sources from files formatted in common formats such as XML, Excel, CSV (comma delimited, Access, etc.). 
K. Implementation Services
· Installation/Configuration – Contractor shall provide services to install, configure, troubleshoot, and test the CMTS software on each desktop for all end users to ensure proper function and compliance with requirements.  DHR will have the right to inspect, test and verify that Contractor has successfully completed this task.
· Conversion Services - Contractor shall provide data conversion services to migrate data for all existing, active case management files into the new CMTS system.  DHR will have the right to inspect, test and verify that Contractor has successfully completed this task.
· Training - Contractor shall provide various types of training services to DHR staff and its technical staff (help desk and IT) on CMTS.
L. Post-Implementation Technical Support Services 
· The Contractor shall make available personnel resource for phone and on-site support of CMTS during normal business hours to provide technical support.  The Contractor shall follow the Work Order Process for providing technical support to DHR (See Section 3.4.5 Work Order Process).
3.4.5
Work Order Process
3.4.5.1 WORK ORDER PROCESS

The State Project Manager will determine on an as needed basis the need for post-implementation technical support services via an approved Work Order.  The Work Order process is only applicable on post-implementation technical tasks as designated by the DHR Project Manager.  The process for a Work Order request is as follows:
A. The State Project Manager shall e-mail a Work Order request to the Contractor to provide post-implementation technical services.  The request may include: 
1. A description of the services needed; 

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

3. Due date and time for submitting a response to the request; and
4. Other specific information as requested from the Contractor. 

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

1. A response that details the Contractor’s understanding of the technical support request; 

2. Identification of activities that can be completed via phone versus those that must be completed onsite; and  
3. The personnel resources, including those of DJS and subcontractors, and estimated hours to complete the task. 

C. 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 request.  If satisfied, the State Project Manager will then email the Contractor with approval to proceed.

3.4.6
Problem Escalation Procedure
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 Problem Escalation Procedure to the State Project Manager no less than 10 days prior to the beginning of the Contract, and within ten (10) days after the start of each Contract year (and within 10 days after any change in circumstance which changes the Procedure).  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 and contact information (name; title; address; telephone and fax numbers; and e-mail address) for progressively higher levels that would become involved in resolving a problem;

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

7. A process for updating and notifying the State Project Manager of any changes to the Problem Escalation Procedure.

3.5

Project Deliverable Schedule
The following deliverables shall be submitted to the State Project Manager (see Section 1.9) as follows:
	Deliverables ID
	Deliverables Name
	Acceptance Criteria
	Due Date / Frequency

	3.5.1
	Post-Award Orientation Conference
	MS Power Point presentation will be provided as part of meeting with DHR Project Manager and project stakeholders’ representatives for planning, implementation, and status updates of CMTS.
	Within five days of award

	3.5.2
	Final Work/Implementation Plan
	Provide comprehensive plan in Microsoft Project detailing tasks, task durations, task dependencies, and resources for implementation of CMTS.  The final work plan will be an update of the initial work plan provided as part of Technical Proposal (See Section 4.2 C)
	NTP + 20 Calendar Days

	3.5.3
	Bi-Weekly Status Report
	MS Word document that provides a bi-weekly status update of tasks assigned, work completed, and activities for the upcoming week, schedule variance, cost accounting, cost variance, risk/issues status, and outstanding assignments.
	Bi-weekly on the 15th and 30th day of  the month

	3.5.4
	Training Plan
	MS Word document that provides complete training plan that with training options including training documents, training delivery (train-the-trainer, classroom training, online training, self-paced, etc). 
	NTP +20 Calendar Days

	3.5.5
	RTM
	MS Excel spreadsheet that tracks the requirements in the solicitation through the various phases of Contractor’s proposed methodology for implementation of the CMTS.  This includes configuration, conversion, and installation/implementation.
	NTP + 30 Calendar Days

	3.5.6
	Data Conversion 
	MS Word document that details the process Contractor will use to verify, map, and convert all active case management data elements in the CMTS system.
	NTP + 90 Calendar Days

	3.5.7
	Installation/Configuration
	Successful implementation and configuration of CMTS in production environment and on every user’s desktop.
	To Be Determined

	3.5.8
	Software License
	Software Licenses for CMTS
	To Be Determined


Failure to submit required deliverables within the timeframes identified may result in termination of any Contract awarded through this RFP or reduction/withholding of Contract payment as identified in Section 2.22 (Payment Terms/Billing) of this RFP. Final invoice payment is contingent upon receipt of all deliverables identified above.

3.6 Reports 

Unless otherwise stated, all reports shall be delivered to the State’s Project Manager (Section 1.9). The following reports are required:

A. Monthly invoices due the 15th of every month.
Failure to submit required reports within the timeframes identified may result in termination of any Contract awarded through this RFP or reduction/withholding of Contract payment as identified in Section 2.22 (Payment Terms/Billing) of this RFP.  

3.7 Staffing Plan/ Roles and Responsibilities
The Offeror shall deliver a Staffing Plan with its Proposal. The Staffing Plan must include an organization chart showing how the Contractor proposes to staff the project.  The Staffing Plan must name Key Personnel and clearly describe all resource requirements (positions including, but not limited to, title, function, etc.) and roles and responsibilities. The Staffing Plan shall include, at a minimum, the Contractor’s Project Manager.  This person shall be the primary contact under the resulting Contract and shall be available to discuss the day-to-day operations of the project as well as attend any meetings pertaining to the same.  Meeting dates, times and location(s) will be provided in advance.

· Procurement Officer –  DHR’s representative responsible for managing the solicitation and award process, change order process, and resolution of Contract scope issues.

· State’s Project Manager – DHR’s representative responsible for managing the day to day activities of the Contract including the direct supervision of the on-site Contractor personnel.  The Program Manager will also be responsible for preparing the solicitation, review and approval of proposed change orders, review and approval of proposed substitution of personnel, reviewing and approving invoices and monitoring and reporting Contractor personnel performance.

· Contractor Project Manager – Representative of the Contractor who oversee their personnel and tasks assigned under this Contract.  This representative will be the point of contact for managing and correcting any disputes related to this Contract.  This representative will also be responsible for the preparation and submission of invoices by the due date defined in this Contract as well as any other correspondence relating to this Contract and its activities.

3.8
Post-Award Orientation Conference 
Within five (5) days after DoIT approval, the State’s Project Manager, the Contractor and/or the Contractor’s Project Manager, and any other State or Contractor staff deemed appropriate shall attend a Post-Award Orientation Conference.  The purpose of the Post-Award Orientation Conference is to discuss service delivery, invoice processing, monitoring and other Contract terms and conditions.  The date, time and location of the Post-Award Orientation Conference will be indicated to the successful Offeror upon notification of apparent award.
3.9
Contractor Minimum Qualifications

The Contractor shall demonstrate, in its proposal, that it possesses such expertise in-house or has fostered strategic alliances with other firms for providing such services:
1. At least five (5) years of experience in implementation of the specified CMTS technologies for state use, law offices or projects of similar scope.

2. At least three (3) references of successful implementation of the specified CMTS technologies.
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SECTION IV.  REQUIREMENTS FOR PROPOSAL PREPARATION

4.1

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

An original, to be so identified and five (5) copies of both the Technical and Financial Proposal must be received by the Procurement Officer by 3:00 PM Friday November 9, 2012 in order to be considered.
The envelope of each Proposal must be labeled as follows:

· NAME OF OFFEROR

· SEALED PROPOSAL 

· SOLICITATION TITLE: 

Department of Human Resources

Case Management and Tracking System for the 





Office 
of the Attorney General
· Agency Control Number:  OS/OAG/13-001-S
· PROPOSAL DUE DATE & TIME:
· PROCUREMENT OFFICER:
James Redditt
· ROOM No.:  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:

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 name, federal tax identification or social security number, and address.   The letter shall be signed by an individual who is authorized to bind the firm to all statements, including services and prices, contained in the Proposal.  The letter shall also acknowledge any addenda to the RFP that were received.  

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

B. Table of Contents

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

1. Proposed Service  (see C below for formatting)

2. Qualifications (see D below)

3. Key Personnel (see E below)

4. References (see F below)

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

6. Financial Responsibility & Stability (see H below

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

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

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

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

C. 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 as follows: 
Section 3.3
Scope

Section 3.4
Contractor Requirements

Section 3.5
Project Deliverable Schedule
Section 3.6
Reports

Section 3.7
Staffing Plan/Roles and Responsibilities

Section 3.8
Post Award Orientation Conference

Section 3.9
Contractor Minimum Qualifications

Offerors shall include in their Proposed an initial Work Plan that describes each task/milestone and the start and end dates. This will be evaluated and used for purposes of meeting deliverable deadlines.

D. Qualifications
A description of the Offeror’s qualifications shall clearly show the following any related experience providing services of a similar nature.  If the Offeror is an individual, this section shall also show any related education or training providing services of a similar nature.
(Note:  Any professional licenses, certificates, etc. required of the Offeror should be included here.)

E. 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.  Prior to diverting any of the specified individuals to assignments other than this project, the Contractor selected shall notify the Department of its intent at least thirty (30) days in advance and shall submit justification, including proposed substitutions, in sufficient detail to permit evaluation of the impact on the project.  No diversion shall be made by the Contractor without the written consent of the Department.  Replacement of any personnel, including personnel who leave the employment of the Contractor, shall be with personnel of equal ability, qualifications and experience.

F. References:

The Offeror shall supply three current, within the past three years, professional references to support the Proposal, that address the Offeror or Offeror’s personnel. Reference letters shall be submitted by the reference source directly to the Offeror in separately sealed envelopes 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 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:  

References from DHR Personnel are not acceptable.

G. Other State of Maryland Contracts

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

· The State contracting entity

· A brief description of the services/goods provided

· The dollar value of the Contract

· The term of the Contract

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

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

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

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

a) Audited financial statements for the past three years,

b) Dun and Bradstreet report and rating,

c) Line of Credit, or

d) Evidence of adequate 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.

I. Economic Benefit to the State of Maryland

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 this contract. 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.   

Offerors shall identify any performance guarantees that will be enforceable by the State if the full level of promised benefit is not achieved during the contract term.

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 procurement officer 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. 

Please note that in responding to this section, the following do not generally constitute economic benefits to be derived from this contract:

1. generic statements that the State will benefit from the Offeror’s superior performance under the contract; 

2. descriptions of the number of Offeror employees located in Maryland other than those that will be performing work under this contract; or 

3. tax revenues from Maryland based employees or locations, other than those that will be performing, or used to perform, work under this contract.  

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

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

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

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

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

· Subcontract dollars committed to Maryland small businesses and MBEs. 

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

J. Additional Information

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

K. Company Literature

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


Include in the original volume only 1 original of each of the following forms:

1. Bid/Proposal Affidavit (Attachment B)
2. Certification Regarding Lobbying (Attachment G)
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:






Pricing Proposal – Attachment A





Pricing Proposal Instructions – Attachment A-1
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SECTION V.  EVALUATION PROCEDURES

5.1

Evaluation Committee
All Offerors' Proposals received by the closing deadline will be evaluated in accordance with the criteria listed in Section 5.5 by an Evaluation Committee established by the requesting State organization.  The Committee may request additional technical assistance from any source.

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

5.2

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

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

Initial Classification of Proposals
The Procurement Officer may initially classify the Proposals as reasonably susceptible of being selected for award.  Offerors 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.

Those Proposals determined at any time to be not reasonably susceptible of being selected for award or Offerors determined to be not responsible will be dropped from further consideration in the awarding of the Contract.

A.
RESPONSIBILITY



General


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

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

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

B.
DISCUSSIONS

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


5.5

Criteria for Technical Evaluation


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

Evaluation Criteria

A. Proposed Services – Section 4.2 C 
B. Qualifications – Section 4.2 D

C. Key Personnel – Section 4.2 E
D. References and Other State of Maryland Contracts – Sections 4.2 F /G
E. Financial Responsibility and Stability – Section 4.2 H
F. Economic Benefit to the State – Section 4.2 I
5.6
Financial Evaluation
The separate price volume of each qualifying Proposal will be distributed to the Evaluation Committee for all Proposals deemed reasonably susceptible of being selected for award following the completion of the technical evaluation.  The Committee will review the total price of each Proposal in order to establish a financial ranking from lowest to highest price.  
5.7

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

The State reserves the right to award the Contract without issuing a BAFO if it is determined to be in the best interest of the State.
5.8

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

5.9

Final Evaluation and Recommendation for Award
Upon completion of all discussions and negotiations, reference checks, and site visits, if any, the Procurement Officer will recommend award of the Contract to the responsible Offeror whose 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 be given equal weight to price factors. 

Contract award, if any, resulting from the RFP is subject to appropriate State approvals.  
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SECTION VI.  APPENDICES

Attachment A

Pricing Proposals (complete and submit in Financial Proposal)

Attachment A-1
Pricing Proposal Instructions

Attachment B

Bid Proposal Affidavit (complete and submit with Technical Proposal)

Attachment C

Contract Affidavit (must be submitted within 10 working days after notification of apparent award)

Attachment D

Services Contract - Sample (must be submitted within 10 working days after notification of apparent award)

Attachment E

Electronic Funds Transfer (form COT/GAD X-10) (mandatory for all Contracts expected to exceed $200,000 - includes base + options years – if a new registrant, submit to the Comptroller’s Office upon notification of selection for award)

Attachment F

Certification Regarding Lobbying (complete and submit with Technical Proposal)
Attachment G

Non-Disclosure Agreement (must be submitted within 10 working days after notification of apparent award) 

Attachment H

Sample Work Order
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