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1 Introduction

1.1 Purpose

This document is the tailoring guide for OSI Requests for Proposals (RFPs) for prime contract procurements. It provides guidelines for the development of an RFP, in accordance with the Office of Systems Integration (OSI) Acquisition Life Cycle Phases, as described on the OSI Best Practices web site  (BPweb) (http://www.bestpractices.cahwnet.gov).    

The RFP is created during the Procurement life cycle phase. The RFP format dictated by the Department of General Services (DGS) and this tailoring guide should be consulted to create the RFP.  
1.2 Scope  

This tailoring guide describes general instructions for using the guide, instructions for the creation of the RFP, and tailoring considerations for new system acquisitions and re-procurements. Instructions are provided for completing or updating each of the sections of the RFP (based on the DGS format). 

This tailoring guide incorporates lessons learned from prior OSI procurements in an attempt to refine the process and document. Improvements and changes to this document are encouraged and should be sent to the Best Practices Support Group (BPSG). 

1.3 Acronyms

	ADA
	Americans with Disabilities Act

	BPR
	Business Process Re-engineering

	BPSG
	Best Practices Support Group

	BPweb
	Best Practices for Systems Acquisition web site 

(http://www.bestpractices.cahwnet.gov) 

	CFR
	Code of Federal Regulations

	ConOps
	Concept of Operations

	COTS
	Commercial Off The Shelf

	CPU
	Central Processing Unit

	CWS/CMS
	Child Welfare Services/Case Management System

	DED
	Deliverable Expectation Document

	DGS
	Department of General Services

	DID
	Data Item Description

	DOF
	Department of Finance

	DVBE
	Disabled Veteran Business Enterprise

	FP
	Function Points

	GSD
	General (High-Level) System Design

	GUI
	Graphical User Interface

	HIPAA
	Health Insurance Portability and Accountability Act

	IEEE
	Institute of Electrical and Electronics Engineers

	IPOC
	Independent Project Oversight Consultant

	IT
	Information Technology

	ITIL
	IT Infrastructure Library

	ITSM
	IT Service Management

	IV&V
	Independent Verification and Validation

	JAD
	Joint Application Development

	JRP
	Joint Requirements Planning

	M&O
	Maintenance and Operations

	MAC
	Move, Add, Change

	MOTS
	Modified Off The Shelf

	MS
	Microsoft

	OSI
	Office of Systems Integration

	PAT
	Process Action Team

	PM
	Project Management

	PMBOK
	Project Management Body of Knowledge

	QA
	Quality Assurance

	RAD
	Rapid Application Development

	RFP
	Request for Proposal

	ROI
	Return on Investment

	SAM
	State Administrative Manual

	SAWS
	Statewide Automated Welfare System

	SFIS
	Statewide Fingerprint Imaging System

	SIDOSI
	Systems Integration DivisionOffice of Systems Integration 

	SIMM
	Statewide Information Management Manual

	SLA
	Service Level Agreement

	SLOC
	Source Lines of Code

	SME
	Subject Matter Expert

	SOW
	Statement of Work

	SyRS
	System Requirements Specification

	TAP
	Task Accomplishment Plan

	TOSU
	Technology Oversight and Security Unit

	
	


2 Using This Tailoring Guide

The following items describe general instructions for using the OSI template and tailoring guide. Items referenced in this tailoring guide and other procurement references are available from the BPweb, via the Procurement Management Function and Topics. 

· Start in Section 3 (The Request for Proposal Template) of this document. 

· Develop the project’s RFP with emphasis on what the project requires to meet the user’s business need. Do not describe how unless there are reasons to constrain the bidder to a specific approach.

· Make reference to the methodologies presented on the BPweb and do not duplicate them.

· DO NOT delete the first level headings of the RFP format as part of the tailoring process (e.g., Section 1 – Introduction and Section VI – Technical Requirements must always be present in the RFP).  Only Section XI – Demonstrations is optional.  Heading 2 and 3 sections or lower may be deleted or may be combined with other sections, as appropriate and agreed to with the DGS representative. 

· For additional guidance, consult the following documents.

· Procurement Phase Readiness Check items and the Readiness Check Guidelines (iManage SIDdocs #3143)

· Procurement Evaluations Process Action Team (PAT) Findings Report (iManage SIDdocs #2293)

· Liquidated Damages PAT Findings Report (iManage SIDdocs #2141)

· Proposal Evaluation Plan Template and Tailoring Guide (iManage SIDdocs #3377 and 3378)

· RFP Section Matrix (iManage SIDdocs #3382)

· RFP Topic on the BPwebsite

· Various SIDdocs iManage samples

3 The Request for Proposal (RFP) Template

The following describes considerations and guidance for completing each specific section of the RFP. Each section’s title refers to the corresponding section of the RFP (e.g., Section 3.1 corresponds to Section 1 – Introduction in the RFP). 

Each project’s procurement will be slightly different based on program, sponsor and user needs, as well as control agency agreements. The guidance contained in this document should be applied as appropriate to the project’s need. The project should work closely with the assigned DGS representative(s) to ensure compliance with current policies and regulations. 

3.1 Section I – Introduction

Section I typically contains the following information.

· Purpose of the RFP

· Scope of the RFP

· Availability

· Procurement Official

· Key Action Dates

· Americans with Disabilities Act (ADA) Notice

· Project Documentation / Bidders Library

· Glossary of Terms

The format of this section is fairly standard. The Project Documentation/Bidders Library and Glossary of Terms may be moved to another area, if desired. The Glossary of Terms is strongly suggested by OSI to ensure the bidders understand the OSI terminology and connotations. 

3.2 Section II – Rules Governing Competition

Section II typically contains the following information.

· Identification and Classification of the Requirements

· Requirements

· Desirable Items

· Bidding Requirements

· Bidding Steps

· Contract Information

· Other Information

· Protests

· News Releases

· Disposition of Proposals

· Contacts for Information

· Competitive Bidding and Proposal Responsiveness

This section generally describes the procurement process (Bidding Steps), and the regulations and requirements which apply to the procurement (Bidding Requirements). Each of the areas above contains several subsections, as appropriate to the procurement. 

The Competitive Bidding and Proposal Responsiveness section is an attachment describing tips for the bidders to ensure a compliant proposal. This information is contained in the State Administrative Manual (SAM), Section 5221, as Exhibit II-A in Section II of the SAM example. 

Refer also to the BPwebsite, Request for Proposal Topic for an alternative sample for this section (see the “RFP Conditions” pages in the topic). 

3.3 Section III – Current System

Section III describes the current legacy system or business problem to be solved. The format of this section varies depending on the current system and the business problem. The following are typical sections which should be considered. 

If appropriate, refer to existing requirements, design, code and user documentation, as well as any appropriate policies, processes and legislation. If a current Concept of Operations (ConOps) document exists, refer to that as well. 

· Overview of the Current System

· Technical Architecture

· Hardware and Software

· System Interfaces 

· Database Information 

· System Security 

· Performance Criteria

· System Support

· Reports

· Process and Data Flow Diagrams

· Help Desk / Problem Correction Process

· Change Request Process

· Maintenance Schedules

The following are specific considerations for the sections listed above, based on lessons learned. 

Overview of the Current System

Be sure to describe the various users and stakeholders of the system, particularly if the system has different classes of users (e.g., line staff, leads, managers) and/or interfaces with other systems who make use of the system’s data. 

If the system is county-based, be sure to indicate who has responsibility for the administration and control of the county systems, the interfaces to the county systems, and the network. It is important for the bidder to understand the various components and players involved in system maintenance and operations. 

If there are other subcontractors and service providers currently providing support for the legacy system(s), indicate who these are and their responsibilities.

Hardware and Software

Indicate if there are separate development and test environments for the current system and the interfacing systems. Indicate who controls these environments and if they are shared with other systems/programs. 

3.4 Section IV – Proposed System

Section IV describes the characteristics of the new system and desired services at a high-level. Specific business and system requirements should be contained in the System Requirements Specification (SyRS) located in an RFP Appendix. If appropriate, also refer to a ConOps to provide the bidder additional information on the proposed environment and use of the system. 

In some cases, this section is omitted and the materials combined with Sections V and VI (Administrative and Technical Requirements). Refer to the description of these sections, below. 

The format of this section varies depending on the proposed system and the scope of services to be provided. The following are typical sections which should be considered. 

· Overview of the Proposed System

· Changes to Current Operations

· Technical Architecture

· Hardware and Software

· System Interfaces 

· Database Information 

· System Security 

· Performance Criteria

· System Support

· Reports

· Process and Data Flow Diagrams

· Help Desk / Problem Correction Process

· Change Request Process

· Maintenance and Technical Refresh Schedules

· Workload and Expected Growth

· Implementation Approach

· Training Approach

· Contractor Transition-In

The following are specific considerations for the sections listed above, based on lessons learned. 

Overview of the Proposed System

Be sure to describe high-level vision for the new system, including any organizational changes, business process changes, policy or regulation changes, etc.

Indicate the project’s strategy for implementation, business process re-engineering, and maintenance and operations. Clearly indicate expectations of the contractor, project, data center, and user staff. 

Clearly indicate the “mission-critical” areas of the system and reference appropriate legislation or regulations as appropriate. Emphasize which areas of the system must be stable and secure, and what areas are nice-to-have or only used periodically. 

Changes to Current Operations

Highlight the specific changes from current operations and particularly emphasize where there will be changes which affect the users or stakeholders which may need to be closely coordinated. 

System Interfaces

Do not include in the requirements any interfaces or systems which are still in development. Discuss them in this section as a planned item and indicate the expected completion, but also explicitly indicate the bidder should not base their solution around the item in the event the item is not completed or cancelled due to funding or performance issues. 

Performance Criteria (refer also to Section V and VI, below)

Describe the expected performance standards and service levels which must be achieved and the rationale. Specific performance measures should be included in Section VI – Technical Requirements and/or in the Service Level Agreement which should be attached to the contract and signed by both the state and contractor. 

Implementation Approach (refer also to Section V and VI, below)
If there will be county/local office-based implementations, describe the expectations and approach to the roll-out. Carefully describe the different layers of staff and management which must be coordinated with and emphasize the project and bidder cannot dictate county schedules or staffing. 

Describe the expected level of contact with the counties/local offices, including the amount of site visits and travel expected. Emphasize the need for “face time” and not just conference calls or video conferencing.  

If appropriate, describe or reference the implementation approach from recent county/local office-based implementations. Consider making their Implementation Plan, schedule/work plans and lessons learned available in the bidders’ library. 

Training Approach (refer also to Section V and VI, below)

Describe the expectations and approach to user/stakeholder training. Indicate who is responsible and the level of training required (e.g., train-the-trainer, staff training, manager training, administrator training, client training, etc.).

3.5 Section V – Administrative Requirements

Section V describes the administrative requirements with which the bidder must comply. This section may also contain project management, staffing and/or statement of work requirements.  The definition and interpretation of these sections seems to vary. The following are the recommended definitions. Technical requirements for the system are discussed in the RFP, Section VI – Technical Requirements.

· Administrative – requirements dealing with the conduct of the procurement or the resulting contract, but not directly related to the system or services to be delivered.

· Project Management – requirements dealing with the bidder’s approach to managing the proposed work, including sample management plans or work plans

· Staffing – requirements dealing with the bidders staff management and qualifications

· Statement of Work – requirements dealing with constraints or required approaches to the delivery or performance of the desired work, including processes to be followed, testing, acceptance, and specific technical deliverables
. 

The format of this section varies depending on the proposed system and the scope of services to be provided. The following are typical sections that should be considered. 

	Administrative
	Project Management
	Staffing
	Statement of Work (SOW)

	Amendments
	Configuration Management (PM, document perspective)
	Clerical Support
	Business Process Re-engineering (BPR) Strategy

	Bidder Responsibility
	Dispute Resolution
	Contractor Staffing Changes
	County Services

	Bidding Preferences (e.g., DVBE, Small Business, etc.)
	Documentation Standards
	Corporate Requirements
	Data Conversion

	Bonds and Security Documents
	Earned Value and other Project Management Metrics
	Customer Reference Surveys
	Equipment

	Confidentiality
	Executive Committee
	Estimated Effort
	Facilities / Site Management

	Contract Audits, Records and Federal Access
	Failure to Meet Task Schedule
	Contractor's Project Manager
	Functional Demonstration

	Customer In Use/Productive Use
	Governance
	Expectations of State Project Staff and Responsibilities (vs. contractor staff)
	Implementation Strategy

	Financial Requirements
	Issue Management
	Restriction on Employment of County/State Staff
	Installation

	Insurance and Indemnifications
	IV&V and/or IPOC
	Staff Location
	Maintenance and Operations (M&O) Strategy

	Invoices and Payment for Services
	Monthly Meetings
	Staff Requirements
	Software Development

	Legislative Mandate
	Project Access to Data
	Use of Subcontractors
	Training

	Ownership and Rights
	Project Management Methodology
	
	Unanticipated Tasks

	Period of Performance
	Project Management Tools
	
	Work Standards

	Project Processes
	Project Reporting
	
	

	Request for Additional Information
	Quality Assurance
	
	

	Required Compliance Forms (e.g., Workman’s Compensation, Payee Data Record, Drug-Free Workplace, etc.)
	Readiness Determination
	
	

	Severability
	Risk Management
	
	

	State Confirmation of Vendor Ability
	Stakeholder Communication
	
	

	Version Compatibility
	Steering Committee
	
	

	Withholding of Payments, Liquidated Damages, Assessment of Other Damages
	Strategic Planning
	
	

	
	System Development Planning
	
	

	
	Task Schedules
	
	

	
	Transition In
	
	

	
	Transition Out
	
	


Refer also to the BPwebsite, Request for Proposal Topic for an alternative sample for this section (see the “RFP Section 5 – Administrative Requirements” pages in the topic).

The following are specific considerations for the sections listed above, based on lessons learned. 

3.5.1 Administrative Requirement Considerations

Bonds and Security Documents

Define exactly what is meant by “bond” and “security document”. Some interpret bond as any security document while others apply it only to performance bonds. Clarify if a letter of credit is acceptable or desirable. Include these definitions in the Glossary of RFP, Section I – Introduction. The current trend seems to favor letters of credit since the funds are supposed to revert to the project (as opposed to a bond which reverts to the general fund). 

Contract Audits, Records and Federal Access

The project should reserve the right to audit the contractor’s project management and select financial data, upon request. The contractor must be prepared to provide records and substantiating data for project invoices, status reports, configuration management, quality assurance, and schedules/workplans. Specifically indicate the type of information desired to ensure the project has sufficient knowledge and confidence in the bidder’s ability to perform and deliver. 

In addition, if federal funding is provided for the project/contract, the bidder must be made aware that the federal government reserves the right to audit the contractor and project at any time. Refer to the Code of Federal Regulations (CFR) Titles 7 and 45, at a minimum. 

Refer to the project’s records retention schedule and policies. Require the bidder to comply with the retention policy and indicate the specific type of documentation which should be turned over to the state for retention or destruction at periodic intervals. Particularly discuss handling of test data, converted data, and backup data which contains sensitive or confidential production data. If federal funding is involved, data and records must be retained for a minimum of three (3) years after the final payment of the contract. 

Include a requirement which extends these requirements for data access, audit and retention to the bidder’s subcontractors and any service providers. 

Dispute Resolution

Include or reference the project’s process for dispute resolution which will be used to resolve conflicts or disagreements with the contractor. The dispute process should include or reference an escalation process, and be referenced in the contract. 

Invoices and Payments for Services

Refer to the project’s Vendor Handbook for the basic administrative processes the bidder must comply with, including the invoice process. 

For the M&O phase, require the bidder to provide specific supporting documentation to substantiate the invoices, including such things as help desk logs, staff timesheets, system metrics, completed change request documentation, etc. 

Project Processes

Require the bidder to adhere to the project’s defined processes where appropriate, instead of the bidder creating new processes. Specifically list the project processes to should be followed. Examples where the project may want to utilize a joint process with the bidder include issue management and resolution, risk management, and, if bidder staff are on-site, document management including document standards and templates. 

Reference OSI’s policies and procedures in the RFP and refer to the Best Practices website for more information on the project’s method of doing business. 

If the bidder wishes to deviate significantly from the project’s processes and OSI standards, require them to provide a mapping from the project’s processes to their processes to show adherence to OSI’s requirements.

Version Compatibility

Indicate the specific tools and version of the tools currently in use which the bidder must maintain compatibility with, including MS Office products, test tools, development tools, etc. The bidder should be responsible for maintaining compatibility with the project toolset. 

Withholding of Payments, Liquidated Damages, Assessment of Other Damages

Clearly define the terms used in describing withholds, liquidated damages and penalties, including the technical terms for specific damages and withholds (e.g., define “throughput”, “capacity”, “host computer”, etc.).

Consider requiring the bidder to pay all increased county/state costs when the bidder causes a schedule delay. 

Include liquidated damages or withholds on key deliverables, such as the Project Management Plan and Project Workplan. 

Consider which damages should be discretionary and non-discretionary. Non-discretionary damages can eliminate arguing with the prime over deficiencies, but also require the project to clearly define and identify the situation when damages are appropriate. Damages should only apply to those situations that are truly high-value or critical for the project. Be sure the damage amount is commensurate with the project’s risk, project cost, and harm to the state/project. 

Payment withholds can offer positive motivation for the contractor to correct a situation because the contractor can recoup the funds after they come into compliance. However for large contractors, withholds are not very useful since their financial reserves are large enough to absorb any withholds. 

Also, before employing the use of withholds, determine the strategy and methodology for repayment of withholds (if applicable). Determining the amount of withhold repayment and when withholds should be repaid can become an extremely complex and arduous undertaking unless careful consideration is given to the method and criteria. Document a few examples to help illustrate the application of the withhold and circumstances when a withhold may be repaid. 

Work authorizations should be subject to withhold, when appropriate. Explicitly consider the types of work authorizations the project will utilize and reserve the right to apply withholds if the circumstances warrant. 

For each type of damage, explicitly state WHEN the damage applies, WHAT is required for the cure, and WHEN the damage ends or ceases to accrue. 

Consider what types of withhold and damages may be appropriate for the M&O phase. Where appropriate, include withholds/damages in the Service Level Agreement (SLA). 

3.5.2 Project Management Considerations

Earned Value and Other Project Management Metrics

In certain development situations, earned value metrics may be appropriate. However, be aware that performing full earned value does require some amount of tracking overhead which may not always be value-add. Determine the level and type of tracking metrics appropriate for the project based on its risk profile and complexity. Require earned value-type metrics or basic project management tracking metrics, as appropriate, and the supporting materials to substantiate the metrics. 

When selecting metrics, be sure to consider specific metrics to help track growth and return on investment (ROI). It is important to track and report trends against such things as caseload, transactions, number of users, cost per case, cost per transaction, operational expenses, etc. Include appropriate requirements for both collection and reporting of this data (for both project management and technical/service level agreement data), as well as the requirement to report trends on a monthly/yearly basis, as appropriate. 

At a minimum, require the bidder to provide actual cost, schedule and effort (hours worked) information on a monthly basis and to compare the actual data against the planned data (TOSU requirement). 

Executive Committee

Require periodic meetings with the contractor’s executives to ensure mutual project goals are being achieved and to directly raise issues regarding risks and performance. 

Project Management Methodology

Set the expectations for project management early. Require specific reports, meetings and deliverables that provide and discuss specific objective, measurable criteria and adherence to processes. Set and enforce specific penalties if good project management practices are not utilized. 

Project Reporting

Set standards for work planning and workplan progress reporting. The project may want to consider defining specific processes with which the contractor must comply to ensure appropriate level of detail and visibility is reported. For instance, the workplan should include milestones, due dates, dependencies, resources, and a critical path. Task titles should include the party with primary responsibility for completion of the task (e.g., County – Identify Workgroups; State – Approve xxx Deliverable; etc.). 

Where appropriate, define and refer to specific processes and templates with which the bidder must comply. Consult the BPSG for examples of contractor status reports. At a minimum, planned and actual activities, overall schedule progress against the critical path and key milestones, planned and actual expenditures, effort expended (e.g., staff hours and timesheets), and concerns, issues and risks must be reported. 

Require the bidder to track actual and planned cost, schedule and effort (hours) data and to report when any of these exceed a 10 percent variance. Indicate the project reserves the right to request a Corrective Action Plan from the contractor to address the variance and requires at least monthly updates on the corrective actions. A Corrective Action Plan may also be requested when the contractor’s performance is not meeting project expectations. 

Quality Assurance (QA)

Require the bidder to have quality assurance staff and to perform quality assurance processes on their products and services prior to delivery to the state. Require periodic QA reports, proof of process, and/or sign-offs. Require QA in both the development and M&O phases. 

Stakeholder Communications

Include requirements for periodic travel to the counties/local offices to meet on-site with the users. Require the bidder to budget for travel in their costs and in their workplans. Conference calls and video conferences cannot make up for the relationships and information gained from face-to-face contact. 

Clearly indicate the amount of participation desired in meetings, county/local office visits, executive meetings, etc. Do not assume the bidder is familiar with the amount of stakeholder communications required for the project. Emphasize whether the bidder is expected to lead the meeting, contribute towards briefing materials, prepare minutes and track action items, or simply support on an as-needed basis. Indicate whether attendance is mandatory or optional.

System Development Planning

If a Rapid Application Development (RAD) model is proposed, the bidder must describe the process to be used for training and communication with the user and administrators/operations staff. Feedback processes and change request processes should be thoroughly described. 

If a RAD model is proposed, require a Transition Plan describing when and how the application will move to the production environment and when and how responsibilities will transfer to the operations staff. Describe how the processes for change control and defect correction will change, as well as the new, more structured release process. Ensure the plan describes how the application will integrate with existing operational procedures for backup/recovery, help desk, service level monitoring, etc. Indicate if the application will need to be moved to a data center, and the specific coordination and preparation needed for such a move. 

Require the bidder to describe the processes and methodology they will use to manage the software development and implementation efforts. At a minimum, the bidder should describe the change control, version control, release management, asset tracking, configuration management, problem management, issue management and risk management processes and how all these processes interact. 

Task Schedules

Where appropriate, include or reference the state’s holiday calendar and county/local office(s) holiday calendar. Often the county/local office calendar is different from the state’s calendar. Emphasize the difference when discussing the production hours and availability requirements. 

Transition-In

Require a two to three month period for contractor ramp-up during which the contractor finalizes the essential project management plans and processes and project schedule and workplans. This period should also be used to establish the Executive and Steering Committees, meet with the users and stakeholders, and establish other relationships and infrastructure. 

Transition-Out

Include requirements for the bidder to assist with transitioning responsibilities, equipment, documentation, test data, and knowledge to the follow-on contractor. Where possible, a three to twelve month overlap of services (depending on the complexity of system), is desirable to ensure a smooth transition of duties. 

Where possible, the contractor should slowly transition duties to the follow-on contractor, such that by the last month or two of the contract, the follow-on contractor is performing most, if not all of, the duties. 

3.5.3 Staffing Requirement Considerations

Contractor Staffing Changes

Explicitly describe the requirements for changes to contractor staff, both for key staff and non-key staff. At a minimum, resumes for the staff must be provided and approved by the state project manager prior to the proposed staff beginning work on the project. Key staff may also be subject to interviews and reference checks. If the replacement staff’s skills are not equivalent to the original staff, the project should reserve the right to negotiate a lower rate for the replacement staff. 

Indicate the process to address if a staff member is not performing or a proposed staff member is rejected. 

The contractor staff change process should also apply to key subcontractor staff. 

Expectations of State Project Staff and Responsibilities (vs. contractor staff)

Clearly indicate the amount of state, project office consultant, and county/local office support the bidder should expect to have access to. Indicate the roles and responsibilities of the state/project/county staff and describe their availability.

Emphasize to the bidder that they will have to work cooperatively with the county and negotiate availability and work appropriately. Contractor staff cannot dictate county schedules or staffing. 

Clearly indicate the state/project is not responsible for delays caused by the counties/local offices. Also indicate the counties/local offices are not party to the contract with the contractor. 

Restriction on Employment of County/State Staff

Remind the bidder of the restrictions on using county/state staff for the project if the staff has worked on or with the project or department in the past. Refer to the appropriate regulations including Public Contract Code, Section 10410-10412; the Political Reform Act of 1974, as amended, specifically Government Codes sections 81000 et seq., 87400-87407; and the California Code of Regulations, Title 10, section 260.607. Require the bidder to clearly indicate if any former government staff are being proposed. 

Staff Requirements

Require the bidder to identify key staff essential to the project’s success (from the project’s perspective) and define the minimum qualifications for each key staff position. 

Consider if the RFP should indicate a minimum staffing level for the implementation team to ensure availability and accommodate frequent contact. (Refer also to other implementation discussions in Section 3.4, 3.5.4 and 3.6 of this document.)

If a RAD effort is being proposed, require that design and coding staff have prior experience in using this methodology in more than one project. It may be appropriate to request sample documents from the effort for evaluation. 

Staff Location

Usually it is desirable for the contractor to be co-located with or across the hall from the project office to ensure close and frequent communication. At a minimum, require the bidder to be located within a specific mile radius, such that they can be available for meetings with 15 minutes. 

Use of Subcontractors

Include a requirement which makes the prime contractor liable for all work and services performed by their subcontractors. Emphasize the requirements of the RFP apply to both the prime and any subcontractors or service providers used for the project. The prime is ultimately responsible for fulfilling the terms of the contract, regardless of their use of subcontractors or service providers. 

If subcontractors are used for a specific portion of the contract (e.g., only for training or only for implementation), require a description of the subcontractor’s methodology and experience (if it is different from the prime’s methodology). If appropriate, require samples from prior projects showing level of detail and methodology.

Require a description of the relationship between the prime and its subcontractors and service providers. Require a description of the roles and responsibilities, expectations for work performance, how quality of the subcontractors work will be ensured, and how any disputes or problems with the subcontractors should be raised to the prime and how the prime will resolve the issue. If appropriate, require a Subcontractor Management Plan that describes such information.

3.5.4 Statement of Work Requirement Considerations

County Services

If appropriate, include county services as part of the prime contract. Do not allow the counties to contract with the prime separately as this creates a conflict of loyalties and problems with state-county relationships.

Data Conversion

Require the bidder to work with the county/local office staff to perform some data cleanup prior to conversion. There are always known errors and inconsistencies. It is better to fix these known problems before processing the data through a conversion tool. 

Data conversion should be performed, tested, and validated in a test or development environment, NOT the production environment to avoid impacting operations. If appropriate, require a separate environment or area be established which is not in the production environment.

Document the rules for manual and automated data cleanup, both before and during conversion. Ensure consistency for manual efforts by providing guidelines or specific rules. Checklists for conversion can be useful to ensure all staff verify the same items. By documenting the rules and approach, this also allows the work to be spread out among a greater number of staff. 

Require a pilot of the first automated data conversion at/for a typical office, not the smallest or most troublesome. This will allow for refinement and improvement of tool and training, and correction of processes prior to addressing larger issues.  

Implementation Strategy

Generally, it is better for the project to coordinate the county/local office implementation work plans. This ensures the project has sufficient visibility to be able to assist and resolve issues in a timely fashion. Describe the specific approach to implementation and the expected role of the project, contractor and county/local office. 

Indicate that implementation team members should be dedicated to a county for the duration of the county/local office’s implementation effort. It is best to have at least two team members (a primary and backup) for each county that is in active implementation preparation.

Require the bidder to have staff on-site at the county/local office during and just after going live. Require periodic follow-ups, both through conference calls and on-site visits, for the first few months after going live. 

For most county/local office-based implementations, a period of at least five to seven months is required to for each county/local office to perform readiness, installation and go live activities. In some cases, more time will be needed due to number of offices, number of office staff, and caseload for data conversion. Require the bidder to reflect in their workplan these minimum recommended times, if the implementation is county/local office-based. 

Maintenance and Operations (M&O)

Describe the strategy and approach to M&O. Clearly indicate responsibilities and expectations for the contractor, project office, data center, service providers, users and any other stakeholders. Carefully consider the approach and how problems or disputes among the partners will be handled. Emphasize areas where the approach or responsibilities will change from the development approach/focus, and any differences in authority or decision-making. 

Training
Emphasize that bidder training staff should be “trainers” and not merely “presenters”. The bidder staff must have sufficient knowledge to be able to customize the training approach and delivery to meet the needs of specific user groups. Quality not speed is important.  

Require user training to address new/modified business processes as well as any “cultural” or management changes. The users must understand the big picture of the new environment, as well as their specific area of the system. 

Be prepared for users who are unfamiliar with basic PC terms and skills. Document in the RFP the strategy for addressing these staff’s needs and who is responsible for handling this remedial type of training. 

Require a staffing level of at least two training staff per class of 25 students. 

Require training sessions to include exercises and examples with “real” data in a non-production environment. The training should include pre-scripted scenarios of typical problems as well as some time for the users to explore the system features ad-hoc. 

Require training be provided within one month of going “live” (prior to going live, not after). Consider, if refresher training is appropriate or a possibility within the first 30 days of going live. If the system is very complex or new to the users, the refresher training may be necessary. 

3.6 Section VI – Technical Requirements

Section VI describes the technical requirements for the system and services to be performed. This section typically references a separate System Requirements Specification (SyRS) for detailed system requirements. The definition and interpretation of this section seems to vary. Many of the Statement of Work requirements (described above) could be placed in either this section or the Administrative Requirements section (Section V above).

The following are typical sections that should be considered. 

	Technical
	Technical

	Backup and Recovery
	Network

	Batch File Processing
	On-Call Support

	Change Control of the System – Analysis, Prioritization, Reporting, Planning, Implementation, Verification, Release
	On-Site County Support

	Code Inspections, Design Reviews and Test Reviews
	Operating Environment, Procedures

	Configuration Management (hardware and software)
	Performance And Capacity Planning

	County Access to Data
	Phased Implementation

	Customer Service
	Pilot Implementation and Evaluation

	Data Center Supported Platforms
	Production Control Support

	Data Collection/Distribution Timeframes
	Proposed Technical Architecture

	Data Confidentiality
	Release Management

	Database - Architecture, Modeling Methodology, Normalization, Mirroring
	Requirements Traceability

	Detailed System Design
	Response Times

	Development, Design, Coding and Testing Standards
	Service Level Objectives/Agreement

	Development, Test And Training Environments
	Software Distribution

	Electronic Media Support
	Standard Programming Languages

	Equipment Substitution
	Structured Coding

	Fiscal Reporting
	Support Tools

	General System Design
	Supported Versions

	GUI and On-Line Help
	System Acceptance Test and Acceptance Decision

	Hardware-Software Equipment List
	System Availability

	Hardware-Software Installation
	System Innovation

	Help Desk – Levels, Reporting, Documentation, Response Times, Tools, Training
	System Monitoring / Performance Monitoring

	Independent Audit and Certification
	System Security (Physical and Data Security)

	Interfaces with Existing Systems
	System User Support

	Interoperability
	Testing – Phases, Tools, Data, Documentation, Reviews; Interface, Stress, Performance, Regression, Pilot, System, User Acceptance Testing

	Joint Application Development sessions (JADs), Joint Requirements Planning session (JRPs), and Subject Matter Experts (SMEs)
	Transition to a Data Center

	LAN Administration
	Validity Checks and Edit Standards

	Maintenance – Preventative, Remedial, Routine, Minor Maintenance and Quick Fixes, Technical Refresh
	Version Control Process

	Move, Add Change (MAC) Management
	Warranty And Correction


The following are specific considerations for the sections listed above, based on lessons learned. 

Backup and Recovery

Cite specific standards for backup and recovery, disaster recovery and business continuity. Refer to the State Administrative Manual (SAM) Sections 3511, 3571, 4842, 4843, and 6560; Statewide Information Management Manual (SIMM) Section 140; and the Office of Emergency Services website for general guidance. 

In addition, require periodic review and update of the Backup and Recovery Plan/Process, Disaster Recovery Plan and Business Continuity Plan once the system is in M&O.

Change Control

Require the bidder to provide specific supporting data for change order estimates of cost and schedule. Refer to the SAWS Cost Estimation/Change Order Methodology study for more information. 

Code Inspections, Design Reviews and Test Reviews

If custom code is being developed or COTS software is being modified, the RFP should require the contractor conduct code reviews for the benefit of the project and operations staff (required by TOSU). 

Require system reviews at periodic development and maintenance milestones to assess the progress of the contractor and to ensure all required activities for the milestone/phase have been accomplished. The reviews will also be used to assess contractor performance to date and to ensure the contractor is ready to begin the next milestone or phase. 

Configuration Management (Hardware and Software)

Require the bidder to produce and follow a Configuration Management Plan describing, at a minimum, hardware and software change control, asset and inventory tracking, interface control, and release management. The bidder should indicate when coordination is needed with other organizations to make or release a change. 

The bidder should be required to comply or coordinate with the project’s configuration management plan, where appropriate. For instance, if the project will be controlling the training environment or county assets, specific approvals and documentation would be required prior to making any changes. 

If equipment is being provided to the counties/local offices, require an asset tracking and inventory process be developed. Indicate who retains ownership and control of the assets. In many cases, it is better for the county to have ownership, since they have direct physical control over the asset. However, this also means the state does not have control over the configuration of the asset. Carefully consider and define the strategy and require the bidder to describe how they will comply and interact with the project’s approach. 

Development, Test and Training Environments

The project should stress any changes that cause the test environment to deviate significantly from the production environment must be reviewed and approved by the project prior to the implementation of the change. 

In most cases, the project should require separate development, test and production environments. In some cases, a separate training environment should also be required. 

Require the training environment or region to be maintained throughout M&O to allow for refresher and new staff training, as well as to assist with training for new system releases. 

Help Desk

Require the help desk to be fully operational prior to the first location being implemented or the first pilot. 

Clearly describe the scope of the help desk, particularly if multiple help desks and organizations are involved. Ensure there is an escalation and dispute process documented to prevent items falling through the cracks and to avoid “finger pointing” between the help desks. 

Maintenance 

Be sure the RFP describes the strategy and schedule for technical refresh of the hardware, software and database. Indicate the need to coordinate with the counties/local offices, but do not let the counties/local offices dictate the configuration. Describe the typical schedule for review of technical assets and the upgrade/replacement approach (big bang or continuous incremental). 

Describe the expectations for preventative maintenance, adaptive/technical refresh, and corrective maintenance. Indicate a minimum schedule for preventative maintenance and mandatory tasks to be performed. 

Pilot Implementation and Evaluation

If multiple pilots are being conducted, require a short amount of time between the pilots to allow for analysis, collection, and implementation of lessons learned to benefit the next pilot. This requirement should also apply to phased implementations. 

Requirements Traceability

Require proof of requirements traceability and verification to each test procedure. Indicate the traceability may be independently verified and reviewed to ensure correctness. Require the contractor to maintain requirements traceability to design, code and test documents throughout the M&O phase.

Service Level Objectives/Agreement

Describe the minimum performance standards and service levels which must be achieved. Require the bidder to describe their approach to meeting the minimums. While some of the service levels may be negotiated after the design of the system is decided, the basic service levels are non-negotiable (e.g., response time, availability, reliability). Include penalties or damages for not meeting the key performance levels. 

Ensure the Service Level Agreement (SLA) describes specific procedures for data collection and analysis, problem reporting and resolution, escalation of issues or disputes, and enforcement of appropriate damages, penalties and/or withholds. Also, refer to the bottom of Section 3.5.1 (in this tailoring guide) dealing with defining and applying withholds and damages. 

Ensure the SLA states metrics for the production environment, help desk, problem reporting and resolution, change request analysis and implementation, and operational performance trends. 

Require the contractor to report system growth metrics including size of the application(s) in source lines of code (SLOC), function points (FPs), number of modules, and memory size. Also require such measures as resource utilization for CPU and memory, number of software errors detected and fixed, and amount of effort spent correcting errors vs. implementing change requests.

Structured Coding

If custom code is being developed or COTS software is being modified, require the bidder to adhere to structured coding practices and to adhere to defined coding standards. Emphasize that “hard-coding” of data values and uncommented code are not acceptable due to maintenance issues. Be prepared for the project’s Systems Engineering, Quality Management or IV&V staff to verify (at least a subset of) the code. 

Testing

No testing should be allowed in the production system due to the risk of impact to the users. Require testing to be performed in a separate test environment. If testing is required in the production environment in order to replicate or verify a problem, require the test be accomplished during non-production hours with a sufficient amount of time reserved at the end of the test to allow recovery and cleanup before the start of the next production day (generally at least two to four hours should be reserved).

Require that formal user acceptance testing must be performed and successfully passed/completed prior to the acceptance of the system and the beginning of production (TOSU requirement). 

3.7 Section VII – Deliverable List and Acceptance Criteria

Section VII describes the list of deliverables the contractor must provide and the requirements surrounding the deliverables. The content of this section varies depending on the current system and the business problem. The following are typical topics to be considered. 

· Deliverable List

· Deliverable Standards

· Deliverable Expectation Document (DEDs) and/or Data Item Descriptions (DIDs)

· Deliverable Review Process

· System Acceptance Criteria

The following are specific considerations for the sections listed above, based on lessons learned. 

Deliverable List

The RFP should include a table which lists, for each deliverable, the appropriate RFP requirement section, the title of the deliverable, the approximate due date (e.g., 30 days after contract award), and if/when the deliverable must be updated and resubmitted. Refer to Appendix A of this tailoring guide for a sample table. Refer also to the BPwebsite, Request for Proposal Topic for a list of additional deliverables for this section (see the “RFP Section 7 – Deliverable List” pages in the topic).

Deliverable Standards

This section should describe the specific standards for deliverables including the following. If appropriate, refer to the project’s Vendor Handbook, which may already describe most or all of these procedures. 

· Submission procedures

· Number of paper and electronic copies to submit

· Acceptable electronic formats

· Deliverable Transmittal Sheet and Transmittal Letter

· Specific documentation standards including page numbers, document version and revision markings, date of document, title, section numbering, etc. 

Where appropriate, the deliverables should be required to conform to appropriate government and industry standards. In the RFP, cite specific standards which apply to the deliverable. Appendix B of this tailoring guide lists the typical standards which apply to the common deliverables. Additional standards may be included at the project’s discretion.

DEDs and/or DIDs

DEDs and DIDs are used to confirm the expected content of a deliverable, if no government or industry standard is known or applies. DEDs are created by the contractor and negotiated with the project to establish the content, acceptance criteria and final due date. DIDs are created by the division or project
, included or referenced in the RFP, and form the minimum standard for the contractor deliverable. 

Describe the process for using DEDs/DIDs in the RFP, as applicable. State the specific process and expectations of the project and contractor. Consult and/or refer to the guidance on the Best Practices website (under the Documents and Topics areas). If using DIDs, include or reference the specific DIDs to be applied. 

DED and DID templates and samples are available from the Best Practices website and/or the BPSG. 

Deliverable Review Process

Describe or reference the deliverable review process to be followed, particularly discussing expectations for contractor review, response and correction of comments. Indicate if a written response is required for each comment, or simply the incorporation of the correction in the deliverable. In general, meetings to review the deliverable comments are more productive than simply “throwing paper back and forth”.

The amount of time allowed for state review of a deliverable will vary by the size and complexity of the item. Require a minimum of five business days for review and allow for negotiation of a longer period if the deliverable warrants. 

Require the deliverable review, response and correction periods to be included in the contractor’s work plans, as well as the state review periods.

Describe the approach to deliverable acceptance, specific acceptance criteria and how the contractor will receive notice of deliverable acceptance or rejection. 

3.8 Section VIII – Cost Instructions

Section VIII describes the specific instructions for the bidder regarding the submission of the cost proposal, including how costs are defined and how costs should be categorized. The content of this section varies depending on the needs of the project and the funding approach. 

The following are typical topics to be considered. 

· Cost Approach/General Instructions

· Cost Definitions and Cost Categories

· Cost Assumptions

· Specific Cost Tables and Formulas to be Completed with Instructions

The following are specific considerations for the sections listed above, based on lessons learned. 

Cost Approach/General Instructions

Require the bidder to breakout and separate tasks such that the project can validate and analyze the costs. Separate equipment costs, management services costs, development costs, implementation costs, and M&O costs. The "unbundled" list of costs provides more insight into the pricing and approach, and allows for better management of risks and later change orders and enhancements. The itemization provides a better basis to understand the cost-per-case for invoicing purposes. It also allows for negotiation, where appropriate.

Require application maintenance hours/costs to be reported and categorized separately from general system M&O costs.  

For cases where a large volume of equipment is being provided, be sure to separate classes of equipment and request a cost-per-unit pricing scheme. 

Be sure to consider and require all appropriate costs including

· Hardware, Software, Database, Network and Telecommunications

· Contractor, State and County Personnel Time, as appropriate

· Facilities, Installation and Setup and Deliveries

· Training Facilities, Equipment and Materials

· Program, File and Data Conversion and Transmissions

· Purchase Price, Options, Credits, Discounts, etc. 

Cost Definitions

Clearly define the difference between continuing (recurring) costs, one-time (non-recurring) costs and cost adjustments. 

3.9 Section IX – Proposal and Bid Format

Section IX describes the specific instructions for submission of the bidder proposal and the proposal format and organization. The format of this section tends to be fairly standard, though the details will vary based on project need.  

The following are typical topics to be sections. 

· Introduction and General Instructions

· Intent to Submit a Bid

· Draft Format

· Final Format

The following are specific considerations for the sections listed above, based on lessons learned. 

Introduction

Indicate the desired response in each section (i.e., yes/no, description of the approach, sample plan, outline of a plan, etc.). 

Final Format

Carefully consider the draft plans to be submitted with the proposal. Do not require a large number of plans (more than five). Require only those plans that will help the evaluators understand the methodology and management approach of the bidder. 

In some cases, it may be appropriate to request sample documents from prior projects, such as training materials, design documents, code samples, etc. This is particularly important for COTS solutions. The sample documents should provide insight into the level of detail and methodology used by the contractor. It may be appropriate to require these documents be from a project managed by the proposed project manager or developed by he proposed key staff (e.g., System Architect, lead designer). 

Require the prime to identify the level of subcontractor involvement as a percentage of core services rather than total contract value to determine the amount of effort the subcontractor(s) will provide. Using only cost, can skew the evaluation scoring and sometimes the application of preferences.

If subcontractors are being proposed, require separate work references for the subcontractor staff. If subcontractors are used for a specific portion of the contract (e.g., only for training or only for implementation), require company references for the subcontractor to ensure prior clients have been satisfied with the work. 

3.10 Section X – Evaluation

Section X describes the approach to evaluating and scoring the received proposals. The format of this section tends to be fairly standard, though the details will vary based on project need.  

The following are typical topics to be sections. 

· Introduction 

· State Evaluation Team

· Letter of Intent / Pre-Qualification Review

· Receipt of Proposals

· Draft Proposals

· Confidential Discussions

· Final Proposals

· Customer Reference Surveys

· Evaluation Methodology

· Determination of Winning Proposal

The following are specific considerations for the sections listed above, based on lessons learned. 

Evaluation Methodology

Scoring points should be awarded based on added value to the project. Keep the scoring methodology as straightforward as possible. Critical areas of the system should be weighted or awarded more points than non-critical areas. 

Score both the Administrative/Project Management and Technical requirements at a minimum. 

Interview the proposed key staff (including key subcontractors, as appropriate), and score the interview. When interviewing the staff, be sure to ask the staff to describe the bidder’s proposed methodology and how they will apply it. Company experience and methodologies are of no value, unless the experience is present among the staff working on the project.

Refer also to the Procurement Evaluation Process Action Team (PAT) Findings Report (SIDdocs #2293) and the OSI Proposal Evaluation Plan Template and Tailoring Guide (SIDdocs #3377 and 3378) available from the BPwebsite’s iManage repository.

3.11 Section XI – Demonstrations

Section XI describes the requirements for bidder presentations or demonstrations. The format of this section will vary based on the project’s needs, and is considered optional. 

Often the demonstration is used to view and evaluate a similar system in another state or county to determine the effectiveness of the application and how well the system performs. This is especially useful when dealing with a COTS or MOTS product. 

The typical sections include:

· Introduction and Purpose

· Preparation for the Demonstration/Presentation

· Requirements for the Demonstration/Presentation

· Required Documentation

The RFP should describe the specific objectives of the presentation and/or demonstration. Define the specific topic or scenarios which should be presented and describe the expected data, reports, outcomes, or functions which the bidders should provide or discuss. 

The bidder is usually responsible for making all appropriate preparations and arrangements for the demonstration. If travel is required outside of the county or to another state, the bidder must bear the cost of travel for the evaluation team members. 

Indicate if the demonstration will be scored and the criteria to be used for scoring. 

If a demonstration is required, be sure to observe the bidder staff’s approach to the work. If visiting another customer’s site, ask them about their experiences with the bidder including management styles, work planning, deliverable satisfaction and general bidder culture. 

Refer to the original SFIS RFP, HWDC-8001, for an example of requirements for a demonstration. Consult the BPSG for an extract of this document (SIDdocs iManage #2122 and 2123). 

3.12 Appendix – Model Contract

Consult with DGS to determine which of the model contract sections apply. In many cases, the model contract may need to be modified or supplemented to address project specific requirements. The general model contract information is available from http://www.pd.dgs.ca.gov/modellang/default.htm. 

The following are some of the considerations for the contract based on lessons learned. 

Attachments and References

Attach or reference the change control (request/approval) process, work authorization process, dispute resolution, and escalation process to the contract. 

Contract Extensions

The contract should explicitly state that contract extensions will be exercised solely at the state’s discretion. Emphasize the extensions are options which the state may or may not exercise. 

Include at least one optional 6-month contract extension to allow for procurement delays in the starting the contract.

Contract Termination Clauses

Ensure the contract termination language is in a single place in the contract and that it clearly describes the roles and responsibilities for each party, including who pays for the activities related to a coordinated shutdown of the system and project. How will assets be disposed of? What if the counties wish to retain the assets? Who bears the labor and operations costs during the termination phase? What if the project wants to complete some work which is in progress?

Distinguish between termination for convenience and termination due to lack of funding. Indicate if the charges and payments will be different if terminated for convenience versus for lack of funding. 

Discuss disposal of data and confidentiality of data upon termination or project closure. 

Discuss required contractor activities related to termination and/or shutdown and emphasize timely completion or establish due dates for major activities (e.g., 60 days after notice of termination). Indicate how the contractor will assist the project to shutdown the system in an orderly fashion. Some projects require a Transition Plan (which the project must approve) that describes how the contractor will transfer assets, knowledge and documentation, and assist the project.

Health Insurance Portability and Accountability Act (HIPAA)

DGS' model language does not discuss HIPAA requirements. However if federal funding is provided for the project, HIPAA requirements must be included in the contract terms.

Liquidated Damages

The liquidated damages section of the DGS model contract typically needs to be tailored to address OSI’s needs. 

Order of Precedence

For clarity, include a section which describes the order of precedence for contract documents, including the RFP and bidder proposal. 

Ownership of Data

DGS' model contract language allows for contractor ownership of some software. However if federal funding is provided for the project, the project must retain ownership of all software in accordance with federal regulations. The DGS language will need to be modified. 

Period of Performance/Scope of the Contract

Ensure the period of performance covers all required contract activities. Do not leave such important things as training, data conversion and documentation undefined. 

Indicate the contract start date is dependent on state approvals and state budget approval. 

When possible, do not end the contract on June 30th (end of state budget year). Ensure the contract ends in the following fiscal year to allow for extensions due to procurement delays.

Subcontractors

Emphasize the prime is responsible for the quality of work and completion of work performed by their subcontractors/service providers. Consider if a clause requiring approval of subcontractors/service providers is appropriate. Approval of subcontractors/service providers becomes critical if the subcontractor is providing the bulk of the work/services. 

Be sure to define the difference between subcontractor and service provider, or state the term is used to include all workers providing services and products to the prime contractor in support of the project. 

Work Authorizations

Do not include dollar thresholds for work authorizations (requiring approval from DGS, etc.). For most of OSI’s projects, cost, complexity and risk are independent factors requiring work authorizations to be evaluated on a case-by-case basis. 

3.13 Appendix – System Requirements Specifications (SyRS)

The SyRS may be attached or referenced by the RFP to provide the bidders with the detailed requirements for the system. The requirements in the SyRS should be clear, correct and testable or verifiable. This document focuses solely on the business requirements of the system and will be used after contract award to derive the specific hardware and software requirements for the implementation of the system. The SyRS does not address the project management or cultural issues surrounding the system and may or may not describe the required business processes and flows. 

If a Concept of Operations (ConOps) was created, the ConOps should be attached or referenced here as well to provide the bidders with a more complete picture of the desired user environment and system functionality. 

4 Tailoring By Life Cycle Phase

4.1 Initial Procurement / New System Acquisition

The primary focus is to address the development and installation of a new system. There may be a legacy system that is being completely replaced, manual processes and data, or no system or processes.  

The following are some key areas to consider when developing the scope and development of the RFP.

· Is there a legacy system?

· Is there hardcopy or electronic data which will need to be converted?

· Are staff familiar with PCs and automated systems, or will additional training be needed to address basic PC and computer skills?

· How much of the business and process is being automated by the new system? How much will remain a manual process?

· Are users receptive to the concept of an automated system, or are they reluctant and unsure of the value?

· Will the new system be co-resident with other systems on the users’ computers? Or will the system always be stand-alone from other systems?  

· Will the new system need to interface with other existing systems? Are other parallel systems or interfaces already in progress? When are they expected to complete? What happens if the interface is not completed in time – can this system still be successful without that component(s)?

· Have the policies and regulations surrounding the new system been defined?

· Are there legislated deadlines or required completion dates? What is the consequence of not meeting the date?

· Who will maintain and operate the eventual system? Does the organization possess sufficient knowledge and expertise or will more extensive training be needed?

The following describes considerations and guidance for updating specific sections of the RFP. Be sure to consult and coordinate with the DGS Analyst to ensure the current regulations and policies are incorporated into the RFP. 

Section I - Introduction

This section should be fairly standard. The most work in this area will be to complete the Glossary of Terms. The Glossary is mandatory and should be used to clarify the project’s definition of such terms as: implementation, acceptance, approval (of deliverables), change control (vs. change management, configuration management, etc.; refer to the BPwebsite), and project plan vs. workplan vs. project management plan. 

Section III – Current System

This section should address any current processes. Emphasis should be placed on key functionality and business processes to ensure the bidders understand the purpose and mission of the current operations and system. 

If there is no existing system, this section should describe any manual processes and the drivers for the creation of the new system.

In this section, refer the bidders to appropriate, stand-alone documentation, as appropriate, including legislation, policy documents, user manuals and design manuals for the existing systems, and any sample forms, reports or interface specifications that are available. Referenced documents may be placed on the project website or in a bidders library.

Section IV – Proposed System

Describe the desired approach for the new system, including business processes (manual and automated), interfaces and workflow. Focus on specific changes to how the user currently does business. Be sure the users and sponsor agree and understand this section before publishing the RFP. 

This section is meant to be an overview and big picture view, with references to the SyRS and other documents, as appropriate. This section should provide the bidder with sufficient understanding of the system concept to be able to understand Section VI – Technical Requirements. 

If the bidder will also be providing M&O services, clearly describe how the transition from development and implementation to M&O will occur and emphasize the difference in activities and mind-set for M&O. Be sure to describe the organizations who will participate in M&O and their expected roles and responsibilities. 

Refer to other documents, as appropriate. 

Section V – Administrative Requirements

Work with the DGS Analyst to organize and complete this section. All of the items in the Administrative, Project Management and Staffing areas must be addressed. Items in the Statement of Work section will vary based on project need. The organization and structure of this section is negotiable. Other items should be added to meet the project’s needs. 

Section VI – Technical Requirements

This section should describe the specific technical requirements. For small systems, all the requirements should be contained in this section. For larger systems, this section may focus on the technical management and implementation requirements, and refer to a SyRS for the detailed technical system requirements. 

If the bidder will also be providing M&O services, clearly describe how the transition from development and implementation to M&O will occur and emphasize the difference in activities and mind-set for M&O. 

Section VII – Deliverable List and Acceptance Criteria

This section should specifically discuss the approval process for deliverables and the criteria and process for system acceptance. The specific acceptance criteria may be contained in a separate document, but general criteria should be contained in the RFP or contract. 

Be sure to indicate which deliverables are expected to be updated and the schedule for update. This is particularly important if the bidder will be providing M&O services in addition to development and implementation services. 

If federal system certification is part of the acceptance process, describe how this will be coordinated and accomplished. 

Section VIII – Cost Instructions

If the bidder will be providing M&O services, be sure to break out costs for operations separately from application and hardware maintenance. Application maintenance services should be specifically broken out to allow the project sufficient understanding of how much effort, the types of skills, and the cost by skill level will be charged. By requiring this type of cost information, the project will be better able to validate change request estimates and productivity at a later date.  

Section IX – Proposal and Bid Format

When constructing the RFP, be sure to consider how the proposals will be reviewed and evaluated. Try to keep similar kinds of information grouped together to avoid duplicity and jumping back and forth to compare answers and check consistency. 

Be careful of requiring too many draft plans as part of the proposal. This can cause a lot of work for both the bidder and the evaluators. Consider requiring only key sections or those plans the project truly needs to be able to evaluate the bidders methodology or capability. 

Requiring samples of prior work may be helpful to determine the bidders’ documentation abilities. 

Section X – Evaluation

Describe the key criteria and scoring approach. The Proposal Evaluation Plan should be created as the RFP is being finished to ensure consistency. 

Be sure to consider how the proposals will be scored and consider some of the typical scenarios when constructing the evaluation criteria. Typical scenarios include widely differing approaches by bidders, widely differing costs by bidders, strong technical expertise with minimal project management capabilities, strong project management with minimal technical expertise, strong company experience with less experienced staff, and little prime bidder work with most of the work being pushed to the subcontractor(s).

Also consider the impact to the project if there are no bidders, no qualified bidders/proposals, and only a single qualified bidder. Discuss strategies, mitigation, and contingency plans, as appropriate. 

Section XI – Demonstrations

Many projects do not use the demonstration option. If used, be sure to have a clear purpose, objective and criteria for evaluating the demonstration. It may be more appropriate to conduct fact-finding tours of other counties/states prior to beginning work on the RFP to gain background and information on the likely bidding pool. 

At a minimum, other states/counties should be contacted by phone to discuss how they addressed their needs and their procurement and vendor experiences. 

Appendix – Model Contract

During the development and implementation phases, the key objective is to build and implement the system. Consider penalties and protections in the event the system is not completed, is not fully functional (define key mandatory functionality in the requirements sections), or if the system is highly unreliable or nonfunctional (again, define “reliable”). Consider what would happen if the vendor cannot deliver the system. What is the impact to the project? Be sure to include clear termination clauses. 

Likewise, consider if there can be incentives for the bidder to deliver early. 

It is critically important that the contract clearly describe the bidder’s responsibility. Also, ensure the contract states the bidder is solely responsible for the work of its subcontractors and successful completion of all work required by the contract. 

4.2 Maintenance and Operations / Re-Procurement

The primary focus is to re-procure services for an existing system. In some cases, specific large-scale upgrades, enhancements or changes may be included as part of the procurement. 

Sections I – Introduction and II – Rules Governing Competition

These sections should be fairly standard. Consult the DGS Analyst for the current regulations and applicable language. 

Section III – Current System 

This section should describe the current system and operational environment, including the counties/local offices, interfacing organizations, data center services, and project support, as appropriate. 

Particularly describe regularly scheduled maintenance activities, and operational monitoring and maintenance. 

Indicate if separate development, test and training environments exist, and who will be responsible for managing and maintaining these. 

Section IV – Proposed System

This section may not be needed if the procurement is only for basic M&O services. If a major change/enhancement is being included (e.g., CWS Adoptions, SAWS Quarterly Reporting, etc.), the requirements for the changes/enhancements should be described here.  

Section V – Administrative Requirements

The bidder should be required to comply with existing project plans and processes. Key project documents should be available on the website or in a bidders library. Sample sections of code may also be appropriate to show current coding structure and amount of in-line documentation expected. 

Describe the processes for change control and work authorizations, including obtaining contractor support of preliminary analyses, contractor cost, schedule and staff estimates, and adding additional staff as needed to address the workload. 

Procedures for adding/reducing staff should be discussed. A set of key staff should be required to address the baseline of M&O, with additional staff being brought on, as needed. 

Explicit procedures for transition-in and –out should be described. If appropriate, require a Transition-In Plan from the bidder to discuss how they propose to coordinate activities with the incumbent during the transition period. If appropriate, make available the Transition-Out Plan from the incumbent to ensure the vendors’ efforts are coordinated. 

Discuss expectations for work planning and system release planning. Discuss the level of coordination expected with counties/local offices and other interfacing organizations. 

Section VI – Technical Requirements

Discuss operations activities and maintenance activities. As appropriate, discuss hardware, software and database maintenance. If major COTS upgrades are planned or possible, be sure to discuss handling of data conversion and re-testing of the application(s). 

Section VII – Deliverable List and Acceptance Criteria

The deliverables list needs to indicate which documents are considered annual updates and which may need to be updated with each subsequent release (e.g., requirements, design and test documents). 

DEDs/DIDs may not be needed for all deliverables. Consider which deliverables will be “new” products and which will be updates to existing documents. 

Describe the process and criteria used to accept each system release and how to handle any large scale changes which may warrant a more formal approach. 

Discuss how technical refresh will be addressed as well as COTS software upgrades for compatibility, for development and test tools and production software. 

Section VIII – Cost Instructions

This section should focus on how costs for hardware/software maintenance and application changes, system operations, help desk (if appropriate), and correction of bugs/defects. 

Generally, the project should not pay for correction of bugs/defects introduced as part of the bidder’s new changes. It may be appropriate to pay the bidder for corrections resulting from the prior bidder’s work, however payment for correction should be limited and an exception not the rule. Do not create the situation where it is more advantageous for the bidder to fix (minor) bugs instead of addressing change requests and other higher priority operational activities. 

Section IX – Proposal and Bid Format

Generally, reprocurements do not require as many draft plans to be submitted. In most cases, it is easier to require the bidder to conform to the project’s existing plans and processes. A project management plan and staffing plan are always appropriate, and if the bidder will be managing all of the software and hardware maintenance a configuration management and release management plan may be appropriate (if not requiring adherence to the project’s existing processes). 

Section X - Evaluation

Staff experience and project management capabilities are key criteria for reprocurements. Methodology and technical approach are less important unless a major system enhancement or change is included in the contract. 

Pre-qualifications and letters of intent may not be necessary. 

Section XI - Demonstrations

Demonstrations are not generally used for re-procurements. 

Appendix – Model Contract

Be sure to include clauses to address the situation of severe state budget reductions or project cancellation due to lack of funding. Also discuss termination due to poor performance. 

Include appropriate contract extensions in the event the subsequent procurement is delayed. 

Appendix – Systems Requirements Specification (SyRS)

This section may not be needed, unless large scale changes or enhancements are being required. The current SyRS may be referenced directly from Section III – Current System or Section VI – Technical Requirements. 

Appendices

Appendix A: Typical Deliverables

The following is a list showing some typical deliverables, due dates, and update schedule. Refer also to the BPwebsite, Request for Proposal Topic for a list of additional deliverables for this section (see the “RFP Section 7 – Deliverable List” pages in the topic).

	Title
	RFP Reference
	Due Date
	Update Schedule
	Comment

	Project Management Deliverables

	Project Management Plan
	
	30 days after contract signing
	Biannual review and update; and 30 days prior to start of M&O/first implementation
	

	Master Schedule and Work Plans
	
	30 days after contract signing (90-day rolling wave)
	Monthly updates as part of the monthly status report
	

	Task Accomplishment Plan (TAP) or Spending Plan
	
	30 days after contract signing
	Whenever there is a 10% variance from plan; and annually
	

	Configuration Management Plan
	
	30 days after contract signing
	Biannual review and update
	

	Schedule Management and Control Plan
	
	30 days after contract signing
	Biannual review and update
	

	Staff Management Plan
	
	30 days after contract signing
	Biannual review and update
	Mandatory for all contracts

	Subcontractor Management Plan
	
	30 days after contract signing
	Biannual review and update
	

	Requirements Management Plan
	
	60 days after contract signing
	Biannual review and update
	

	Deliverable Expectation Documents (DEDs), as appropriate
	
	Prior to beginning each deliverable
	N/A
	Indicate specifically which deliverables require DEDs

	Monthly Status Report
	
	7 business days after the end of the month
	N/A
	Recurring deliverable due each month for the duration of the contract

	Weekly Status Report
	
	Tuesday of each week
	N/A
	Recurring deliverable due each month for the duration of the contract

	Transition-Out Plan
	
	6 months prior to contract end (not counting extensions)
	90-day update if necessary
	

	Technical Deliverables

	Implementation Plan
	
	90 days after contract signing
	After pilot acceptance; and for every system release, as appropriate
	

	Requirements Documents
	
	180 days after contract signing
	As necessary after design and test phases complete; and for every system release
	

	General/High Level System Design (GSD)
	
	90 days after requirements doc approved
	As necessary after test phase complete; and for every system release, as appropriate
	

	Anticipated Growth Plan
	
	30 days after GSD approved
	Annually
	

	Data Conversion Plan
	
	30 days after GSD approved
	N/A
	

	Weekly Data Conversion Progress Reports
	
	Weekly as part of weekly status reports
	N/A
	Recurring deliverable due each week for the duration of the data conversion effort

	Detailed Design
	
	90 days after GSD approved
	As necessary after test phase complete; and for every system release
	

	Database Design Document and Data Dictionary
	
	90 days after GSD approved
	As necessary after test phase complete; and for every system release
	

	User Training Plan
	
	90 days after GSD approved
	As necessary after test phase complete; and for every system release
	

	Testing Plan(s)
	
	90 days after GSD approved
	As necessary after test phase complete; and for every system release
	

	Technical Refresh Plan (if not in M&O plan)
	
	30 days after Detailed Design approved
	Annually
	

	Hardware
	
	30 days prior to release to system test
	According to technical refresh schedule
	Require specifications, serial numbers, manuals, and warranty info

	Custom Code
	
	30 days prior to release to system test
	30 days prior to acceptance test; 15 days prior to move to production; and for every system release
	Require copy of all code and configuration files

	Test Data
	
	15 days prior to beginning each test phase
	For each test phase
	

	Test Scripts/Procedures
	
	15 days prior to beginning each test phase
	For each test phase
	

	Release Management Process
	
	30 days prior to first pilot or first implementation
	Annually
	

	Maintenance and Operations Plan and associated processes
	
	30 days prior to first pilot or first implementation
	Annually
	

	COTS Software
	
	Prior to release into production
	
	Require manuals, licenses, warranty info and master disks

	Disaster Recovery Plan
	
	90 days prior to beginning production
	Annually
	

	Business Continuity Plan
	
	90 days prior to beginning production
	Annually
	

	Data Security Plan
	
	90 days prior to beginning production
	Annually
	

	Backup and Recovery Plan/Process
	
	30 days prior to beginning production
	Annually
	

	System Performance Reports
	
	Monthly after system enters production
	N/A
	Recurring deliverable due each month for the duration of the contract

	System Transition/Shutdown Plan
	
	90 days after start of production
	Annually
	


Appendix B: Typical Standards for Deliverables

It is important for the project team to review all cited standards prior to their inclusion in the RFP. In some cases, the level of rigor required by the standard or best practice is undesirable or inappropriate based on tight schedules. In these cases, the project should specifically state which areas of the standard / best practices do and do not apply. For instance, the project may cite the standard for test documentation, but indicate the test design and test case may be combined and the item transmittal report is not required. Or the project may indicate the standard only applies to the system, acceptance and pilot test phases. 

OSI’s Best Practices website (BPweb) should be cited as a reference for how OSI does business. However, the BPweb does not describe specific requirements for bidders or contractors at this time. 

When referring to the Project Management Body of Knowledge (PMBOK), be aware that this is a high-level methodology framework. It does not describe specific requirements for documents, but rather describes typical activities that apply to most projects. The PMBOK is a collection of best practices that has been adopted as an IEEE-approved guide (IEEE 1490). 

The following are typical standards which the project should consider requiring the bidders to follow. 

	Deliverable
	Standard
	Comment

	Configuration Management Plan
	· IEEE 828 – Standard for Software Configuration Management Plans

· IT Infrastructure Library/ IT Service Management (ITIL/ITSM)
	

	Design Documents
	· IEEE 1471 – Recommended Practice for Architectural Description of Software Intensive Systems

· IEEE 1016 – Recommended Practice for Software Design Descriptions

· IEEE 1220 – Standard for the Application and Management of the Systems Engineering Process
	

	Maintenance and Operations Plan
	· Statewide Information Management Manual (SIMM), Section 120, Software Management Plan Guidelines, http://www.dof.ca.gov/HTML/IT/SIMM/SIMM.htm

· IEEE 1219 – Standard for Software Maintenance

· SIMM, Section 160, M&O Plan Guidelines (for state approval purposes), http://www.dof.ca.gov/HTML/IT/SIMM/SIMM.htm
· IT Infrastructure Library/ IT Service Management (ITIL/ITSM)
	There is some state guidance regarding M&O, but the perspective is slightly different than OSI’s.  

	Project Management Plan
	· IEEE 1058 – Standard for Software Project Management Plans

· IEEE 1490 – IEEE Guide – Adoption of PMI Standard – PMBOK

· IEEE 12207 – Standard for Information Technology – Software Life Cycle Processes

· DOF-TOSU IT Project Oversight Framework

· SIMM, Section 200, Project Management Methodology, http://www.dof.ca.gov/HTML/IT/SIMM/SIMM.htm
	

	Project Reviews
	· IEEE 1028 – Standard for Software Reviews
	

	Quality Assurance Plans
	· IEEE 730 – Standard for Software Quality Assurance Plans
	

	Requirements Specifications
	· IEEE 830 – Recommended Practice for Software 

· IEEE 1220 – Standard for the Application and Management of the Systems Engineering Process Requirements Specifications
	

	Risk Management
	· IEEE 1540 – Standard for Software Life Cycle Processes – Risk Management

· DOF-TOSU IT Project Oversight Framework
	

	Schedule Management Plan
	· DOF-TOSU IT Project Oversight Framework
	TOSU requires certain schedule data be tracked

	Task Accomplishment Plan or Spending Plan
	· DOF-TOSU IT Project Oversight Framework
	TOSU requires certain cost data be tracked

	Test Plans, Processes, Procedures Documentation
	· IEEE 829 – Standard for Software Test Documentation

· IEEE 1008 – Standard for Software Unit Testing
	

	User Documentation
	· IEEE 1063 – Standard for Software User Documentation
	

	Websites
	· IEEE 2001 – Recommended Practice for Internet Practices – Web Page Engineering – Intranet/Extranet Applications

· Governor’s Web Standards http://www.webmasters.ca.gov/styleguide/default.htm
	








� Section VII – Deliverable List and Acceptance Process of the RFP also may be used to describe or summarize the deliverables. In many cases, Section VII is omitted in favor of Section V such that the deliverable is discussed in the same section as the activities to be performed. 


� For many deliverables, a DID could be the same across all projects. The BPSG is seeking to develop a library of DIDs and DEDs from which to develop division-level standards. Please consult the BPSG when creating this section of the RFP for the most current DED/DID guidance. 
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