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Memorandum for General RFP Services

To:
Vendors responding to General RFP No. 3423 for Consulting Services

 REF RName \* CHARFORMAT Vendors responding to General RFP No. 3423 for Consulting Services
From:
David L. Litchliter

 Date:
March 15, 2005

Subject: 
Project No. 35526

 REF PNum \* CHARFORMAT 35526 for contractual services to provide consulting services for the Mississippi Secretary of State (SOS)
Contact Name:
Donna Hamilton

 REF CName \* CHARFORMAT Donna Hamilton
Contact Phone Number: 
601-359-9613

 REF CNum \* CHARFORMAT 601-359-9613
Contact E-mail Address:
Donna.Hamilton@its.state.ms.us

 REF Cemail \* CHARFORMAT Donna.Hamilton@its.state.ms.us

The Mississippi Department of Information Technology Services (ITS) is seeking the services described below on behalf of the SOS Business Regulation and Enforcement Division. Our records indicate that your company currently has a valid proposal on file at ITS in response to General RFP #3423 for Consulting Services.  Our preliminary review of this proposal indicates that your company offers services that are appropriate to the requirements of this project.  Written responses for the requested services will be considered.


1. GENERAL LOC INSTRUCTIONS

1.1 Beginning with Item 4.1 of the LOC, label and respond to each outline point respond with “ACKNOWLEDGED,” “WILL COMPLY,” or “AGREED”.


1.2 If the Vendor cannot respond with “ACKNOWLEDGED,” “WILL COMPLY,” or “AGREED,” then the Vendor must respond with “EXCEPTION.”  (See attached instructions regarding Vendor exceptions.)


1.3 Where an outline point asks a question or requests information, the Vendor must respond with the specific answer or information requested.

2. PROCUREMENT PROJECT SCHEDULE


	Task
	Date

	Deadline for Vendors’ Written Questions
	Friday, March 18, 2005

	Addendum with Vendors’ Questions and Answers
	March 23, 2005

	Proposals Due
	March 25, 2005

	Proposal Evaluation/Interviews
	March 28, 2005 – April 1, 2005

	Notification of Award 
	April 4, 2005 

	Contract Execution
	April 4, 2005 – April 6, 2005


3. GENERAL OVERVIEW AND BACKGROUND

The Mississippi Department of Information Technology Services (ITS) is seeking consulting services for the Mississippi Secretary of State’s (SOS) Business Regulation and Enforcement Division to provide report design and data management services for their Securities Tracking and Registration (STAR) system. The services will include database maintenance to assist in debugging the STAR system, maintaining the software, providing database updates to ensure the integrity of the agency’s data and report design services which will include creating new reports and editing existing reports.

The Business Regulation and Enforcement Division is responsible for the regulation of securities and charity entities. The STAR software provides registration, audit and enforcement capability with web functionality, as well as interfacing with securities registration clearinghouses such as Automated Business Develoment (ABD) / ClearSky and National Regulatory Services (NRS) as data and interface standards are made available.  The system accommodates electronic filing and is capable of making information available to the public via the Internet.  The STAR application was developed by ACO Information Services for this specific government application and has been installed in several states. Currently, SOS is in year three of a five-year maintenance agreement for the STAR system with ACO Information Services.  SOS is seeking a qualified individual to be on stand-by to provide the support necessary for the STAR system if required.

4. SPECIFICATIONS

4.1 Vendor must be aware that the specifications detailed below are minimum requirements.  Vendor must fully detail the manner and degree by which his/her company’s proposal meets or exceeds each specification.


4.2 Individual(s) proposed must have verifiable working experience in the following areas.


	
	Technical Skill Set
	Requirement

	4.2.1
	Windows NT Platform
	3 to 5 yrs

	4.2.2
	SQL Server
	3 to 5 yrs

	4.2.3
	Crystal Reports
	2 years

	4.2.4
	Database Design
	3 to 5 yrs

	4.2.5
	Report Design
	3 to 5 yrs

	4.2.6
	Systems Analysis and Design
	3 to 5 yrs


4.3 Individual(s) proposed must have the following business skills. 

	
	Business Skill Set
	Requirement

	4.3.1
	Ability to effectively communicate in English verbally and in writing
	No minimum requirement specified

	4.3.2
	Ability to interact with functional users and technical staff regarding business and information technology needs
	No minimum requirement specified

	4.3.3
	Ability to listen and solve problems
	No minimum requirement specified


4.4 Individual(s) proposed may be given additional consideration for the following skills.



	
	Technical/Business Skill Set
	Requirement

	4.4.1
	Working knowledge of the Securities Tracking and Registration (STAR) System is preferred and will be given extra consideration during the evaluation.
	No minimum requirement specified


4.5 The proposed individual(s) must have demonstrable oral and written communication skills with English speaking customers.


4.6 The individual(s) will be expected to work independently.


4.7 As part of the evaluation process, individuals may be required to attend an on-site interview at the ITS or SOS offices.  All costs associated with the on-site interview will be the responsibility of the vendor.


4.8 Vendors may propose no more than two (2) individuals to be considered separately.  If Vendor is proposing a team effort, Vendor must clearly indicate the individuals proposed and their prospective roles.


4.9 Initial contract period will be from April 1, 2005 through December 31, 2005April 11, 2005 through December 31, 2005.  The number of contract hours will not exceed 180

 REF Hours \* CHARFORMAT 180 hours.


4.10 Vendor must indicate a not-to-exceed percent increase for contract renewal periods.


4.11 The anticipated start date will be April 1, 2005

 REF StartDate \* CHARFORMAT April 1, 2005.  We will notify the awarded vendor(s) of the actual start date upon completion of the evaluation process.


4.12 Vendor must guarantee that the proposed personnel assigned to this project will remain a part of the project throughout the duration of the Agreement as long as the Vendor employs the personnel. (See Exhibit A, Sample Professional Services Agreement)


5. ADDITIONAL REQUIREMENTS


5.1 SOS anticipates the awarded individual(s) will be compensated based on time and materials. Currently, SOS is averaging ten (10) Product Service Requests lasting approximately two (2) hours each per month. It is expected that the number of requests should decrease as the system matures.


5.2 SOS maintains legal rights to the source code. In the event ACO Information Services is unable to fulfill the system maintenance, SOS would make the code available to the awarded individual(s) for maintenance and support purposes.


5.3 Awarded individual(s) will be allowed to work remotely when deemed appropriate by the State.  All work completed remotely must be pre-approved by SOS.  Some of the tasks required under this agreement, such as training, must be performed on-site at the SOS office located at 700 North Street, Jackson, MS 39201.401 Mississippi Street
Jackson, MS 39201


5.4 Any required travel must be pre-approved by SOS and will be reimbursed in accordance with policies and rates not-to-exceed State Travel Guidelines.


5.5 Awarded individual may be required to attend monthly, on-site meetings with SOS.


5.6 Training must be provided to the MSOS staff by the individual(s) that performs the service.


5.7 The individual(s) must be available during the hours of 8:00 a.m. to 5:00 p.m., Monday through Friday.  Individual(s) may occasionally be required to work outside of these hours.


5.8 Awarded individual(s) will work under the direction of Jim Nelson

 REF Supervisor \* CHARFORMAT Jim Nelson, Assistant Secretary of State for Business Regulation and Enforcement.


5.9 Vendor will be required to submit monthly invoices to SOS, which must include actual hours worked and status on each assigned project.


5.10 A telephone number must be included for each individual proposed so they can be contacted for a telephone interview.  ITS will pay toll charges in the continental United States.  The Vendor must arrange a toll-free number for all other calls.  ITS will work with the vendor to set up a date and time for the interview; however, we must be able to contact the individual directly.  Individuals scoring less than 50% of telephone interview points may be eliminated from further consideration.


5.11 ITS will require a contract with the winning vendor.  Vendors responding to this LOC must be willing to negotiate in good faith such a contract.  If the winning Vendor has a Master Agreement with ITS, it may not be necessary to negotiate a separate contract.  A sample of a Professional Services Agreement has been attached for reference.


6. PROPOSAL EXCEPTIONS

6.1 Please return the attached Proposal Exception Summary Form with any exceptions listed and clearly explained or state “No Exceptions Taken.”  If no Proposal Exception Summary Form is included, the Vendor is indicating that he takes no exceptions.


6.2 Unless specifically disallowed on any specification herein, the Vendor may take exception to any point within this RFP, including a specification denoted as mandatory, as long as the following are true:


6.2.1 The specification is not a matter of State law;


6.2.2 The proposal still meets the intent of the LOC;


6.2.3 A Proposal Exception Summary Form is included with Vendor’s proposal; and


6.2.4 The exception is clearly explained, along with any alternative or substitution the Vendor proposes to address the intent of the specification, on the Proposal Exception Summary Form.


6.3 The Vendor has no liability to provide items to which an exception has been taken.  ITS has no obligation to accept any exception.  During the proposal evaluation and/or contract negotiation process, the Vendor and ITS will discuss each exception and take one of the following actions:


6.3.1 The Vendor will withdraw the exception and meet the specification in the manner prescribed;


6.3.2 ITS will determine that the exception neither poses significant risk to the project nor undermines the intent of the LOC and will accept the exception;


6.3.3 ITS and the Vendor will agree on compromise language dealing with the exception and will insert same into the contract;


6.3.4 None of the above actions is possible, and ITS either disqualifies the Vendor’s proposal or withdraws the award and proceeds to the next ranked Vendor.


6.4 Should ITS and the Vendor reach a successful agreement, ITS will sign adjacent to each exception which is being accepted or submit a formal written response to the Proposal Exception Summary responding to each of the Vendor’s exceptions.  The Proposal Exception Summary, with those exceptions approved by ITS, will become a part of any contract on acquisitions made under this LOC.


6.5 An exception will be accepted or rejected at the sole discretion of the State.


6.6 Prior to taking any exceptions to this LOC, ITS requests that, to the extent possible, the individual(s) preparing this proposal first confer with other individuals who have previously submitted proposals to ITS or participated in contract negotiations with ITS on behalf of their company, to ensure the Vendor is consistent in the items to which it takes exception.


7. EXPERIENCE AND REFERENCE REQUIREMENTS
7.1 An Experience Questionnaire must be completed and submitted with vendor’s response for each individual proposed.  All relevant experience must be included in the Experience Questionnaire.  Proposals received without Experience Questionnaires for each individual proposed will be eliminated from consideration. Individuals who do not meet the minimum requirements specified in specifications 4.2 through 4.4 will be eliminated from consideration.  The experience listed on the Experience Questionnaire must be verifiable via reference checks.  Experience listed that cannot be verified will not count toward the minimum requirement.


7.2 A Reference Information Sheet must be completed and submitted with vendor’s response for each individual proposed.  Vendor must provide at least  ASK RefNum "Enter the number of references. (Ex. three (3))" \* MERGEFORMAT 3 references for each proposed individual.  ITS prefers that references be from completed and/or substantially completed jobs that closely match this request.  Reference information must correlate to the information provided on the Experience Questionnaire.  Reference information must include at a minimum entity, supervisor’s name, supervisor’s telephone number, length of project, and a brief description of the project.  References that are no longer in business cannot be used.  Inability to reach the reference will result in that reference being deemed non-responsive.


7.3 Individuals receiving negative references may be eliminated from further consideration.


7.4 A copy of each individual’s resume must be included.  Proposals received without resumes will be eliminated from consideration.  However, ITS will not use a resume to add experience to the Experience Questionnaire.  The Experience Questionnaire must certify the amount of experience in months and the applicable specification(s) met by each project.


7.5 Vendor may propose multiple individuals but must understand that only one individual will be chosen. 

8. EVALUATION

8.1 ITS and SOS are requesting the vendors to propose any additional value-added features, products and/or services that may distinguish your company and its offering from the group and facilitate our selection process of the lowest and best proposals.  ITS and SOS will make the sole assessment of the relative merits of each added-value proposal to the agency.


8.2 Scores will be assigned for cost, consultant qualifications, reference, experience, interview(s) and value added information.  All information provided by the Vendor and other information available to ITS will be used to evaluate the proposals.  Therefore, the Vendor is encouraged to provide any information, supported by facts, about Vendor’s company and related experience that he considers to be useful to ITS in making the award selection. 


9. INSTRUCTIONS TO SUBMIT COST INFORMATION


Please use the CP-6: General RFP Information Form to provide cost information.  Follow the instructions on the form.  Incomplete forms will not be processed.  Vendor must provide his hourly rate for professional services.   Rates provided must be “fully loaded” rates including all materials, travel expenses, per diem and all other expenses and incidentals incurred by the vendor.

10. DELIVERY INSTRUCTIONS

10.1 Vendor must deliver his/her LOC response to Donna Hamilton at ITS by Friday, March 25, 2005 @ 3:00p.m. Quotations may be delivered by hand, via mail, e-mail or by fax.  Fax number is (601) 354-6016.  ITS WILL NOT BE RESPONSIBLE FOR DELAYS IN THE DELIVERY OF PROPOSALS.  It is solely the responsibility of the vendor that proposals reach ITS on time.  Vendors should contact Donna Hamilton at (601) 359-9613 to verify the receipt of their proposal.  Proposals received after the deadline will be rejected. 


10.2 Any questions concerning the specifications detailed in this LOC must be received by Friday, March 18, 2005, by 3:00 P.M. (Central Time).
Enclosures:
CP6-RFP Information Form
Experience Questionnaire/Reference Information Form
Proposal Exception Summary Form

Exhibit A – Sample Professional Services Agreement

CP-6: GENERAL RFP INFORMATION FORM - 3423

Please submit the ITS requested information response under your general proposal #3423 using the following format.

	ITS Technology Consultant Name:
	Donna Hamilton
	RFP#
	3423

	Company Name:
	
	Date:
	

	Contact Name:
	
	Phone Number:
	


	FUNCTION
	INDIVIDUAL NAME
	HOURLY RATE**
	INDIVIDUAL’S DIRECT TELEPHONE #

	
	
	
	

	
	
	
	

	
	
	
	


**If Vendor travel is necessary to meet the requirements of the LOC, Vendor should propose fully loaded costs including travel.

EXPERIENCE QUESTIONNAIRE/REFERENCE INFORMATION

The information provided below will be used to calculate experience points and to contact references.  If one project included more than one specification, you can reference the specifications in one table (See below for example).   Each specification must be listed individually.   A correct entry would look like:  1.1.1, 1.1.2, 1.1.3.  An incorrect entry would look like: 1.1.1-1.1.3
	Specification
	

	Entity
	

	Supervisor’s Name
	

	Supervisor’s Title
	

	Supervisor’s Telephone #
	

	Supervisor’s E-Mail Address
	

	Length of Project
	

	Brief Description of Project
	


	Specification
	

	Entity
	

	Supervisor’s Name
	

	Supervisor’s Title
	

	Supervisor’s Telephone #
	

	Supervisor’s E-Mail Address
	

	Length of Project
	

	Brief Description of Project
	


	Specification
	

	Entity
	

	Supervisor’s Name
	

	Supervisor’s Title
	

	Supervisor’s Telephone #
	

	Supervisor’s E-Mail Address
	

	Length of Project
	

	Brief Description of Project
	


PROPOSAL EXCEPTION SUMMARY FORM
	ITS RFP Reference
	Vendor Proposal Reference
	Brief Explanation of Exception
	ITS Acceptance (sign here only if accepted)

	(Reference specific outline point to which exception is taken)
	(Page, section, items in Vendor’s proposal where exception is explained)
	(Short description of exception being made)
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Board Members – David G. Roach, Chairman ( Stephen A. Adamec, Jr., Vice- Chairman ( Derek Gibbs ( John Hairston ( Cecil L. Watkins

Legislative Advisors – Representative Gary V. Staples ( Senator Billy Thames
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