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< Instructions for using this template are included in this template.  This document expands on the guidance provided by DGS. In case of a conflict, the DGS requirements take precedence. Refer to DGS Management Memo 03-05 for more information. The DGS Management Memos are available at:

http://www.osp.dgs.ca.gov/On-Line+Publications/SAM+Management+Memos.htm
Consult with DGS and the HHSDC Acquisition Services Program (ASP) for more information. 

Instructions are provided in blue font below. Replace these references with project-specific text unique to your particular project needs. ALL BLUE TEXT SHOULD BE REMOVED PRIOR TO SUBMITTAL.  >

1. Description of the Project

< DGS provides the following guidance:

· Briefly describe and discuss the project

· Indicate whether the project requires Commercial-Off-The-Shelf (COTS), Modified-Off-The-Shelf (MOTS), or custom software development. Estimate the percentage of each.

· Indicate whether the project requires integration or whether the project is a stand-alone system with minimal integration. 

· Briefly describe the system maintenance strategy.

· Indicate whether the project involves state databases and/or legacy systems.

· Indicate whether the project uses and existing state data center or another site.

· Briefly describe the background and contracting history (i.e., previous purchase and dollar amount, competitive or non-competitive purchase, etc.).

In addition, indicate the estimated contract amounts for this project, the contract term (including maintenance years, if appropriate), and the projected life of the project. >
1.1 Background

1.2 Project Approach

1.3 Contracting History

2. Market Research

< Market research should be conducted during or after the project’s Initiation phase and prior to finalization of the FSR or SPR. The market research must be completed prior to the development of the solicitation requirements. 

Prior to developing this ITPP, be sure to:

· Analyze the market place offerings and customary commercial practices for similar types of projects. 

· Request price/cost estimates from interested bidders/sources for the purposes of planning and budgeting. These estimates should be provided at no cost to the state and for information only. 

· Review the project requirements against the market analysis to ensure the requirements are not overstated, thereby leading to exclusion of commercial items and offerings.

DGS provides the following guidance:

Market research is critical in determining the selection of the appropriate procurement methodology. The extent of the research depends on such factors as urgency, estimated dollar value, complexity and past experience. 

Briefly describe the extent and results of the market research, documenting:

· Functional requirements of the product(s)/service(s) to be acquired.

· The results and effects of market research in formulating the requirements. 

· Prospective sources that can meet the business/project objectives and cost or price estimates developed. >
2.1 Approach to the Market Survey

2.2 Functional Requirements 

2.3 Prospective Sources

< Indicate if Small Businesses (SB) and Disabled Veteran Business Enterprises (DVBE) will be encouraged to participate. If federal funding is utilized, indicate if Minority-Owned/Women-Owned Business Enterprises (MBE/WBE) need to be encouraged to participate as well. >

2.4 Competitive Environment

3. Acquisition Methodology Steps

< Describe why the proposed acquisition methodology (i.e., leveraged procurement, competitive bid, non-competitive bid (NCB)) is in the best interest of the state. If consultants are being acquired, discuss why state staff cannot be used for the desired services (refer to Government Code 19130).

Describe how sources for competition will be sought, promoted, and sustained throughout the acquisition. If competition is not contemplated or achievable, discuss the basis of that decision and explain why, under current state policies, this decision should be considered.  Explain the underlying rationale to use an NCB and identify the source(s).  Justify why the requirement(s) cannot be modified to take advantage of competition. (Submit ITPP with the appropriately signed NCB documentation to PD-TAS.)

Describe the proposed procurement steps. For example, a Request for Proposal (RFP) can be structured using all or a combination of a Request for Interest (RFI), Conceptual, Technical, Draft, and Final Proposal methodologies.

Discuss key deliverables, including management plans and reports which will be used to monitor the contractor’s performance. 

For best value solicitations, describe the evaluation factors and values (percent or points) assigned for the functional/ technical requirements.  The evaluation factors must be based on functional requirements identified in the project approval document, i.e., FSR, SPR, etc.  For example:

Sample Evaluation Factors and Values

	Evaluation Factor
	Value Assigned (e.g., % or points)

	Development and Conversion

Tasks and Deliverables
	45%

	Training Tasks and deliverables
	25%

	Costs
	30%


DGS provides the following guidance:

· Indicate the acquisition methodology (i.e., competitive bid, leveraged procurement). Describe other areas of the acquisition that need to be addressed upfront.

· Indicate estimated pre-solicitation key action dates (i.e., completion dates for statements of work, technical requirements and evaluation factors and values) and solicitation key action dates (i.e., solicitation release date, contract award date). Additionally identify any schedule for obtaining adequate funds (i.e., BCP and any financing (GS $MART).

· Describe the evaluation approach for the specific acquisition. If value effective, describe the evaluation factors that will be considered. The DGS recommends that cost is at least 50% of the weighted score. 

· Indicate types of IT goods/services, procurement vehicle/quantity, and contract dollar values. For instance, there are a number of acquisition components embedded in an IT project (e.g., Feasibility Study Report, Independent Verification and Validation, Independent Project Oversight, procurement services, as well as Design, Development and Implementation (D, D, and I), such as the following example:

	Types of IT Goods/Services

(Breakout onetime and continuing hardware, software and services)
	RFP/ IFB
	CMAS/
MSA/
IAA
	Qty
	Contract $ Value

	IV&V/IPOC
	
	MSA
	1
	$100,000

	Develop FSR
	
	CMAS
	1
	$80,000

	Design, Dev, & Implementation
	RFP
	
	1
	$600,000

	Total
	
	
	
	$780,000


· Indicate the contract(s) terms, including maintenance years.

· Efforts to achieve certified Small Business (SB) and certified Disabled Veteran Business Enterprise (DVBE) goals. >
3.1 Proposed Acquisition Methodology

3.2 Key Action Dates

< Be sure to include such things as releasing the Request for Offer (RFO), Request for Information (RFI), last date to submit questions, proposal due dates, and expected contract start date. >

Table 1. Pre-Solicitation Key Action Dates

	Activity/Event
	Date
	Time

	
	
	


Table 2. Solicitation Key Action Dates

	Activity/Event
	Date
	Time

	
	
	


3.3 Evaluation Factors and Criteria

< Discuss the evaluation factors and scoring methodology. If appropriate include additional scoring or evaluation worksheets as appendices. Discuss mandatory and desirable requirements and indicate if reference checks will be performed. 

If weighted scores are used, indicate how the weighted score is computed, and how the weighting is applied. Indicate why the weights were chosen.  >

Table 3. Mandatory Requirements

	Reqmt #
	Description of Requirement
	Score

	
	
	


Table 4. Weighted Desirable Requirements

	Reqmt #
	Description of Requirement
	Weight
	Score
	Weighted Score

	
	
	
	
	


Table 5. Scoring Values

	Score
	Description

	0
	No Value: Fails to address the component or the Bidder does not describe any experience related to the component. 

	1
	Poor: Minimally addresses the component, but one or more major considerations of the component are not addressed. Low degree of confidence in the Bidder's response or proposed solution.

	2
	Fair: The response addresses the component adequately, but minor considerations may not be addressed. Acceptable degree of confidence in the Bidder's response or proposed solution.

	3
	Good: The response fully addresses the component and provides a good quality solution. Good degree of confidence in the Bidder's response or proposed solution.

	4
	Very Good: All considerations of the component are addressed with a high degree of confidence in the Bidder's response or proposed solution.

	5
	Excellent:  All considerations of the component are addressed with the highest degree of confidence in the Bidder's response or proposed solution. The response exceeds the requirements in providing a superior solution.


4. Procurement Risk Management

< DGS provides the following guidance:

Describe methods to protect the state’s investment and ensure adequate contractor performance. For instance:

· Payment holdbacks and performance bond requirements to ensure system development, implementation and integration are successful (refer to Public Contract Code Section 12112).

· Warranty provisions, liquidated damage provisions, or other insurance requirements.

· Other aspects of the contractual relationship that create or mitigate risk.

The following paragraphs are recommended. Additional items may be added.  >

4.1 Managing Procurement Risks

4.1.1 Relationships with Other Projects/Systems

4.1.2 Funding Profile

4.2 Protecting the State’s Investment

4.2.1 Capped Billing Hours

The xxx Project initiated innovative contract language that is included in all nonprime contracts. This language caps staff billable hours up to 180 hours per month and 1,920 hours per year. Although staff hours are capped, completion of work is still required. Additionally, the vendor will not be allowed to pool unused hours from a past month to use in a subsequent month where an individual exceeds 180 hours per month.

4.2.2 Best Value for Substitute Personnel

To ensure that the state receives the “Best Value” hourly rate, this contract will contain language that requires the vendor and the HHSDC to negotiate the hourly rate of any substitute personnel. This ensures that substitute personnel will not automatically receive the same hourly rate of the individual or position being replaced but will receive an hourly rate that is dependent upon the experience and the individual skills of the proposed substituted personnel. This language also ensures that the new negotiated rate will not exceed the original contract rate.
4.2.3 Payment Protections

The HHSDC has added language to the SOW that requires the acceptance of deliverables before the HHSDC will pay the vendor’s invoice. The vendor is also required to take timely and appropriate measures to correct or remediate the reason(s) for nonacceptance and demonstrate to the HHSDC that the vendor has successfully completed the scheduled work for each deliverable before payment is made.
5. Contract Management Approach

< Describe the project’s specific approach, tools and processes, including the following plans and processes. Refer also to the Contract Management approach described on BPweb. 

· Contract Management Plan

· Issue and Action Item Process

· Problem Tracking Process

· Status Reporting Process

· System Acceptance Process

· Invoice Process

· Deficiency Management Process

· Dispute Resolution Process

· Deliverable Management Process

Describe the tools used to manage the contract, contractual requirements and deliverables including Microsoft Project, iManage, MTS II, RequisitePro, etc. 

Describe the status reporting approach including written reports and meetings. Discuss how meeting minutes, issues and action items are recorded tracked and resolved. Discuss specific approaches to monitoring and managing contractor performance and how performance problems and issues will be resolved, including the dispute process and payment withholds/liquidated damages. 

DGS provides the following guidance:

Describe how the agency will administer and manage the acquisition once a contract is awarded.  For instance:

· Reporting contractor deficiencies.

· Contract changes and amendments 

· Reporting to internal management (and PD-TAS, if requested) the status of problems, issues, and any condition requiring any amendment to the contract(s).

Provide name, title, and phone number of the assigned representative(s) responsible for implementing the department’s contract management approach.  >

5.1 Contract Management Methodology

5.2 Status Reporting

5.3 Tools for Managing Contracts

APPENDICES

Appendix A :  Glossary and Acronyms

	ASP
	Acquisition Services Program

	DGS
	Department of General Services

	DOF
	Department of Finance

	FSR
	Feasibility Study Report

	HHSDC
	Health and Human Services Data Center

	IPOC
	Independent Project Oversight Consultant

	ITPP
	Information Technology Procurement Plan

	IV&V
	Independent Verification and Validation

	RFI
	Request for Information

	RFO
	Request for Offer

	RFP
	Request for Proposal

	SID
	Systems Integration Division

	SOW
	Statement of Work


Appendix B :  Evaluation and Scoring Worksheets

< The following are sample evaluation and scoring worksheets to provide a suggested approach. Customize and adjust these worksheets as appropriate to the project. >

Reference Checks

References provided will be contacted and their responses to the statements below will be used to evaluate the contractor to determine whether the contract meets the mandatory requirement pertaining to customer references. Interviewees will be asked to respond to each statement listed below.

	Reference Company (RC)
	Reference Contact Name
	Contact Phone Number

	1.
	
	

	2.
	
	

	3.
	
	


Reference Check Statements:

	#
	Bidder Name: ______________________________________________
	 Did the response meet expectations?

	
	Statement
	RC1
	RC2
	RC3

	
	
	Yes
	No
	Yes
	No
	Yes
	No

	1
	Effectiveness of Contractor collaboration with the on-site Project Manager
	
	
	
	
	
	

	2
	Ability of Contractor to facilitate discussions with other stakeholders
	
	
	
	
	
	

	3
	Ability of the Contractor to integrate easily with other project staff
	
	
	
	
	
	

	4
	Overall satisfaction with contractor method of introducing issues/problems encountered on project
	
	
	
	
	
	

	5
	Speed in which Contractor brought forward identified issues
	
	
	
	
	
	

	6
	Did Contractor bring forward feasible solutions at the same time they presented issues or problems?
	
	
	
	
	
	

	7
	Was the assignment of staff personnel stable?
	
	
	
	
	
	

	8
	Were deliverables timely and in conformance with contract specifications?
	
	
	
	
	
	

	9
	What was your overall satisfaction with Contractor?
	
	
	
	
	
	


Costing Evaluation

To ensure that each bid is given the best possible representation, the Costing points will be awarded based on a comparison to the lowest bid. The lowest bid will receive 100% of the points. The rest of the bids will receive a percentage of Costing points based on the following formula:

Step 1: Find the lowest bid amount of all offers

             Example:

Offer A = $750,000

Offer B = $600,000

Offer C = $500,000 (Lowest)
Step 2: Use the lowest bid amount as the numerator and the cost of the bid being evaluated as the denominator to result in a percentage of total points assigned.

	Bidder
	Ratio of Lowest Bid Cost Divided by Bidder’s Cost
	Calculated Ratio
	
	Total Points Available
	
	Resulting Points Awarded to Bid

	Offer A
	$500,000
	=
	0.667
	x
	200 points
	=
	133 points

	
	$750,000
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Offer B
	$500,000
	=
	0.833
	x
	200 points
	=
	167 points

	
	$600,000
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Offer C
	$500,000
	=
	1.00
	x
	200 points
	=
	200 points

	
	$500,000
	
	
	
	
	
	


Cost of lowest bid: $ ____$500,000___________________    Cost of this bid: $ ____________________________

Name of Contractor: ​​​​​​​​​​​​​​​​​​​​​​​​​​ _________________________________

	Calculation:

	(Lowest Bid Amount) 
	
	=
	
	x
	200 points
	=
	Points awarded

	(This Bid Amount)
	
	
	
	
	
	
	


EVALUATION CRITERIA SUMMARY

Incorporate all evaluation criteria information into the following summary table and submit all documents to the assigned analyst.

Bidders not receiving a pass on every Mandatory Requirement are deemed non-responsive and eliminated from the competition. Bidders will be evaluated and scored on the Desirable Qualifications and Costing Score. The Total Score consists of the sum of Desirable Requirements and Cost scores.

	Mandatory Requirements (MR)
	Desirable Requirements (DR)
	Reference Checks (RC)
	Costing Score (CS)

	MR1: Completed SOW
	DR1: Documentation, development, operations

         and maintenance
	RC1: First company reference
	CS: Calculated score

	MR2: Detailed budget
	DR2: Monitor daily reconciliation
	RC2: Second company reference
	

	MR3: Software languages and products
	DR3: Create/monitor billing validation reports
	RC3: Second company reference
	

	MR4: Change management processes
	DR4: Statement of qualification
	
	

	MR5: Needs assessment of additional data 

         analysis
	DR5: Statewide county training
	
	

	MR6: Settlement and reconciliation business 

          rules and practices
	DR6: Experience in analysis/design/

         development of a statewide reconciliation 

         system
	
	

	MR7: Detailed resumes
	
	
	

	MR8: Customer references
	
	
	

	MR9: Maintenance and operations
	
	
	


	Vendor

Name
	MR
	 DR Points Received
	CS
	TOTAL SCORE

	
	MR

1
	MR

2
	MR

3
	MR

4
	MR

5
	MR

6
	MR

7
	MR

8
	MR

9
	Passed all MRs?
	DR

1
	DR

2
	DR

3
	DR

4
	DR

5
	DR

6
	DR

Sub-total
	Cost

Score
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


I hereby certified that the evaluation criteria outlined above was adhered to:

________________________________________​​​​​​​​​​​​​​​​​____________________


__________________

Name, Title










Date
Appendix C :  Participants in the ITPP

The following personnel have been consulted in the preparation and review of this ITPP. 

	Name
	Title
	Office/Organization
	Telephone Number
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