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	[bookmark: _GoBack]ATTACHMENT D:  BIDDER RESPONSE FORM   
This form is broken into four sections:  Section 1.  Administrative Response; Section 2.  Management Response; Section 3.  Technical Response; and Section 4.  Quotation/Cost Proposal.  Bidders must respond to all questions in the order and in the expandable space provided.  If a question requires Bidder to submit additional documents, please attach them to this document and label them clearly as part of your response to this Attachment D, and clearly note to which question the additional page is associated. Any loose or extraneous documentation that is not clearly marked as being a continuation of a response to a specific question will not be evaluated.    

	
	
	
	

	1
	BIDDER INFORMATION (ADMINISTRATIVE RESPONSE)
Bidder’s response to the questions in this Section 1, combined with the information provided in Bidder’s Submittal Letter (Attach B), and the completed Bidder Certification and Assurances Form (Attach C), comprise Bidder’s Administrative Response to this Solicitation. While the Administrative Response is not given a number score, information provided as part of Bidder’s Administrative Response or the lack of information provided may cause the Bid to be disqualified.
	MAXIMUM TOTAL POINTS
	THIS COLUMN IS FOR EVALUATION PURPOSES ONLY

	
	
	
	

	a
	Please indicate whether you employ or contract with any current or former state employees.  If the answer is yes, provide the following information with respect to each individual: 1. name of employee or contractor; 2. the individual’s employment history with the State of Washington; 3. a description of the Individual’s involvement with the response to this Solicitation; and 4. the Individual’s proposed role in providing the services under this any Contract that may be awarded. 
	NOT SCORED.
	

	
	ANSWER: 
	
	

	b
	Please list the names and contact information for three individuals you agree may serve as Bidder references and may freely provide information to DSHS regarding the reference’s experience and impressions of Bidder.  In providing these names, Bidder represents that it shall hold both DSHS and the organizations and individuals providing a reference harmless from and against any and all liability for seeking and providing such reference.
	NOT SCORED
	

	
	ANSWER:
	
	

	c
	Please indicate whether your Response contains any variations from the requirements of the Solicitation Document.  If the answer is yes, list each variation with specificity and include the pertinent page numbers containing the variation.
	NOT SCORED
	

	
	ANSWER: 
	
	

	d
	Please indicate whether you are requesting that DSHS consider any exceptions and/or revisions to the sample contract language found in Attachment A.  If so, state the page of Attachment A on which text you request to change is found, and state the specific changes you are requesting.  DSHS shall be under no obligation to agree to any requested changes, and will not consider changes to contract language or negotiate any new language that are not identified in response to this question. Bidder should include here any licensing agreement language that would need to be signed by DSHS.
	NOT SCORED
	

	
	ANSWER:
	
	

	e
	If Bidder considers any information that is submitted as part of its Response to be proprietary, please identify the numbered pages of Bidder’s Response containing such information and place the word “Proprietary” in the lower right hand corner of each of these identified pages (see Section D(6) of the RFQQ for additional information).
	NOT SCORED
	

	
	ANSWER: 
	
	

	f
	Please indicate whether you have had a contract terminated for cause or default within the past five (5) years.  If so, please provide the terminating party’s name, address and telephone number and provide a summary describing the alleged deficiencies in Bidder’s performance, whether and how these alleged deficiencies were remedied and any other information pertinent to Bidder’s position on the matter. “Termination for Cause” refers to any notice to Bidder to stop performance due to Bidder’s asserted nonperformance or poor performance and the issue was either (a) not litigated; (b) litigated with a resulting determination in favor of the other party; or (c) is the subject of pending litigation
	NOT SCORED
	

	
	ANSWER:
	
	

	g
	Please identify any prior contracts Bidder has entered into with the State of Washington within the past ten (10) years and identify the dates and nature of the contract and primary agency contact for each.   
	NOT SCORED
	

	
	ANSWER:
	
	

	h
	Please indicate whether Bidder has been the subject of a lawsuit or administrative proceeding alleging a failure to comply with laws relating to the types of services Bidder proposes to provide pursuant to this Competitive Solicitation.  If the answer is yes, please list the nature of the allegations, docket number, disposition and date (if applicable) and Bidder’s explanation of how it has changed its practices or operations relative to any alleged deficiencies since that proceeding was filed.
	NOT SCORED
	

	
	ANSWER:
	
	

	i
	Please describe your proposed plans for the use of Subcontractors in performing this contract, listing each Subcontractor, its proposed role and the estimated percentage of the Contract that will be performed by each Subcontractor.  Please indicate whether each subcontractor self-identifies or is certified as a small business, a minority-owned business, a woman-owned business, a disadvantaged business enterprise, or a veteran-owned business.  If the answer is yes, please identify the type of organization(s) and provide details of any certifications.  Note that all Subcontractors must be approved by DSHS.
	NOT SCORED
	

	
	ANSWER: 
	
	




	2
	BIDDER QUALIFICATIONS AND EXPERIENCE (MANAGEMENT RESPONSE)
	MAXIMUM TOTAL POINTS  60
	

	a
	Mandatory Requirement - Please describe 1 large scale implementation in the 5 years that included your solution.
	10
	

	
	ANSWER: 
	
	

	b
	Mandatory Requirement - Please describe any implementations of similar size and scale of the proposed solution to a public sector client within the last 5 years.
	10
	

	
	ANSWER: 
	
	

	c
	Mandatory Requirement - Please describe the special experiences, skills and qualifications your organization possesses that are relevant to an evaluation of your ability to perform the Contract that is the subject of this Solicitation. Please include any relevant experience that distinguishes your organization or makes it uniquely qualified for the Contract. 
	10
	

	
	ANSWER: 
	
	

	d
	Mandatory Requirement -  Detailed Implementation Approach – 
 Describe your project management plans and approach. This should include at a minimum, Installation, configuration, test and training plans.
Provide a proposed work plan – a detailed work breakdown structure of all your deliverables (with definitions) required to achieve the scope of this request.  Include estimated durations for each to support a go-live of no later than June 30, 2017.
	10
	

	 
	ANSWER: 
	
	

	e  
	Mandatory Requirement - Key Staff – Identify the bidder project team members who would be designated to execute the work defined in the resulting Contract, if you are named the Successful Bidder.  Provide names, proposed roles, and current resumes for all project team staff, limiting them to no more than two pages per person.  It is required that the same format be used for all resumes.  Resumes must include at minimum:
a. Description of duties during the implementations described in your responses above. The intent is that each proposed team member has a specific experience pertinent to this request.
b. Length of employment with the Bidder.
Bidder should note that if awarded a contract, it may not reassign its key personnel from the Project without prior approval of DSHS.
	10
	

	 
	ANSWER: 
	
	

	f
	Mandatory Requirement - Please describe any experience implementing your solution and working with Institutions client Local Funds systems
	10
	

	
	ANSWER:
	
	




	3
	BIDDER’s SOLUTION AND PROPOSED APPROACH  (TECHNICAL RESPONSE)
	MAXIMUM TOTAL POINTS 175

	

	a
	Mandatory AND Desired Requirements - Minimum Business Requirements -   Bidder will self-certify capability for each requirement listed in Table 1 (found later in this document).  In addition, the Bidder will include a description of how the proposed solution achieves the functionality defined.
1. Values for requirements self-certification are Fully Meets or Does Not Meet
2. For each requirement that Bidder will Fully Meet, Bidder must respond by designating Core, Third Party, Extension, Future Release, or Customization.
3. For each response indicating that Bidder will meet a requirement through an Extension or Customization, Bidder must indicate the applicable level of effort required to develop such Extension or Customization by designating the Level of Effort.
4. Level of Effort is defined as High, Medium, Low, or N/A.
5. For each requirement that Bidder will Fully Meet, in the "Module" column, Bidder must provide the name of the module or sub-module in the Solution which will be used to meet the applicable requirement. 	
6. Bidder may also enter a brief, plain text narrative response in the Response column.    Comments, explanations, and clarifications cannot be used to contradict the answer in or otherwise make the response in the "Bidder Compliance" or "How Bidder Complies" columns untrue.  	
	145
	

	
	ANSWER: Include answers in Table 1.*

* Please note the Questions (1)-(27) in Table 1 are Mandatory Qualifications and Questions (28) and (29) are Desired Qualifications. For the definitions of mandatory and desired qualifications, see RFQQ Solicitation Document, Section A(4).
	
	

	b
	Mandatory Requirement - Implementation – Provide a description of the proposed services the Bidder will deliver as part of the implementation.  List what you will provide and what the Agency’s roles and responsibilities will be.

 The description should include:
·  Implementation plans for the 9 installations to include but should not limited to:
· Data conversion plans.  There are 7 different file types  i.e.  MS ACCESS, DBASE, QuickBooks. Within these data file types, there are multiple file formats in each of the different institutions. Up to 7 years of data will need to be converted at each institution.
· Test plan, Including user acceptance
· Cut-over plan
· Show ability to expand implementation to additional institutions.
· Training of DSHS staff to use the product.
· The backup, restore, and disaster recovery operations.
· Security processes and procedures in place to protect state data
· System  and user documentation
· Ability to have one server hosting the application and be able to set up, access & manage multiple locations as needed. 
· Transition to Operations and Maintenance

	10
	

	
	ANSWER: 
	
	

	c
	Mandatory Requirement - Maintenance and Support – Bidder shall provide a description of the maintenance and support services provided to the agency following the implementation period. The description should include the following at a minimum:
· Defect identification, documentation and resolution processes
· Help Desk Services (if available)
· Support hours. Preferably M-F 8am to 5pm Pacific time.
· Warranty
· Release management processes 
· Communication approach 
· Performance expectations and reporting 
· Roles and responsibilities of agency staff 
· Training of DSHS staff.
 
	10
	

	
	ANSWER: 
	
	

	d
	Desired Qualification – 
Three years’ experience working with Washington State Accounting policies and procedures 

	10
	

	
	Answer:
	
	





	4
	BIDDER’S PROPOSED PRICING (QUOTATION OR COST RESPONSE)
Bidders are required to collect and pay Washington State sales tax, if applicable. Additional travel expenses, not included in the costs proposed in your Bid, will not be paid by DSHS.
Please note that the total maximum available for the contract is $135,000. All servers used to host your application will be provided by DSHS and are excluded from this budget.
	MAXIMUM TOTAL POINTS 90
	

	a
	Initial software purchase price 

Licensing - Provide licensing pricing for 50 users of the Bidder’s software solution. Provide a per-user license rate for each additional user for each license type (concurrent, named user, etc.)    

Implementation Services for the period of the contract -Identify the implementation costs (total fixed fee only, hourly rates for implementation will not be accepted.)

	90
	

	
	ANSWER: Describe cost model. You must also provide a TOTAL cost which includes all of the elements above.
 

	
	

	b
	Maintenance and support – Identify the annual maintenance and support fee to provide the services outlined in Section 3(C) of the Technical Response section of this Response Form for up to 50 users. If there are varying levels of service, Bidders may provide up to 3 separate pricing structures clearly identifying the service levels of each in section 3(C). 
	NOT SCORED
	

	

	ANSWER:  
· Annual fee year 1: $
· Annual fee year 2: $
· Annual fee year 3: $

	
	

	d
	Please fully describe any assumptions Bidder has made that affect its proposed total charges, if those assumptions are not explicitly addressed in Attachment A, Sample Contract.  
	NOT SCORED
	

	
	ANSWER: 

	
	



Table 1 – Minimum Business Requirements - This table MUST be completed as per the instructions in Section 3(a) of the Technical Response Section of this Response Form. Values outside the designated verbiage could result in points being deducted from the response.
Please note the Questions (1)-(27) in Table 1 are Mandatory Qualifications and Questions (28) and (29) are Desired Qualifications. For the definitions of mandatory and desired qualifications, see RFQQ Solicitation Document, Section A(4).
MANDATORY
	
#
	Name
	Description
	Max Points
	Bidder Compliance
	How Bidder Complies
	Level of Effort
	Module
	Response

	1
	User Management:  Role-based security
	The system must provide Active Directory authentication.   Role-based control for user access to system features/functions may be incorporated into AD roles or implemented through an administrator UI within the application that grants access to:
· Functions (screens, actions, navigation, pre-defined reports, etc.)
· Data records (view/edit individual records based on specific criteria)
· Data elements (view/edit elements within a data record)
	5
	
	
	
	
	

	2
	Client Management
	The system must provide individual client management
· Create, inactivate, re-activate and update client personal information 
· All client changes will be logged (Auditable)
	5
	
	
	
	
	

	3
	Payee 
Management
	The system must provide payee management
· Creation and editing of payee information
· Manage payments to payees on behalf of clients residing at facilities managed by DSHS
	5
	
	
	
	
	

	4
	Account Management
	The system must accommodate several separate Fund level accounts, including but not limited to; 001, 651,512,800,752. 
· Each facility has the same Fund accounts.
· Each fund has separate funding and expenditure rules
· Each Fund account can have subsidiary accounts
· Clients can only have one Client Trust Account per institution However, they can have subsidiary accounts within their client trust account (checking, savings etc.)
New Funds level accounts need to be created when a new facility is created in the overall system
	5
	
	
	
	
	

	5
	Basic Transaction Management
	The system must make basic financial transactions; i.e. record all funds received, all funds spent and track balances. 
At a minimum the system must accommodate:
· Cost of care payments
· Over earnings and over resources calculations
· Restitution payments
· Client earned wages
· Attorney fees
· Guardian fees
· Journal vouchers
· Print and track receipts for deposits and expenses
· Petty cash boxes
· Suspense accounts
· Encumbrance
· End of day reconciliation
· End of month reconciliation
	5
	
	
	
	
	

	6
	Basic Deposits
	The system must have the ability to do Basic deposits. i.e. have  the ability to enter a single deposit.

For each basic deposit the system must: 
· Be entered by authorized users only 
· Record funds received and track balances
· Make funds immediately available to clients
	5
	
	
	
	
	

	7
	Basic Expenses
	The system must have the ability to enter Basic Expenses. i.e.  the ability to enter a single expense
For each Basic expense the system must:
· Record all funds spent and track balances
· Notify the user and require an override if an expense entered exceeds the current available balance but allow the system to make the expense
· Allow the transfer of  funds between client checking and savings accounts
	5
	
	
	
	
	

	8 
	Batch Deposits 
	The system must allow the ability to enter Batch Deposits. i.e. allow several deposits into separate accounts at once.

For each Batch deposit the system must: 
· Record funds received and track balances
· Change the total balance only when the batch is posted. Pre –posted items can to be changed. Once the batch is posted items can’t be changed. All changes would be done through voiding
· Make funds immediately available to clients once the batch is posted
	5
	
	
	
	
	

	9
	Batch Expenses 
	The system must allow for the ability to Batch expenses. i.e. the ability to enter several payments from separate subsidiary accounts at once.

For each batch expense the system must: 
· Record all funds spent and track balances
· Notify the user if an expense entered exceeds the current available balance
· Allow the transfer of funds between client checking and savings accounts
· Change the total balance only when the batch is posted. Pre –posted items can be changed. Once the batch is posted items can’t be changed. All changes would be done through voiding
· Remaining balances must be available to clients immediately once the batch is posted
	5
	
	
	
	
	

	10 
	Restitution Payments
	Restitution payments are made by DSHS to Courts on behalf of clients in several Rehabilitation Administration institutions. These payments are court ordered and paid in the order received.  If a client inflicts property damage, separate restitution payments may be levied by the institutions.

At a minimum the system must:

· Maintain a running total of each restitution balance owed
· Have the ability to enter multiple restitution orders for each client
· A grand total of restitution balances (sum of all active restitution orders) 
· A viewable log of payments made.
· If more than one restitution order exists, the system must display the oldest restitution order first
· Accommodate property damage restitution orders and court ordered restitution
· Have restitution payments automatically deducted from wages
· Allow clients to make payments from sources other than wages (e.g. client has $20 and wants to apply towards restitution balance – money not from client payroll).
	5
	
	
	
	
	

	11
	Reporting
	Reporting must produce both pre-defined and Ad hoc reports.

At a minimum the system must:

· Employ User Authorizations logic to control access to Reports, as well as to data (records, attributes) within the reports
· Headquarters users can run reports of all local funds activities across institutions
· Institution users can run reports of all local funds activities within their individual institutions
· Have ad-hoc on demand reporting capabilities. The system must provide users with the ability to design, define, and save reports that become available to other users or themselves in the future, to execute at their convenience
· Have a set of pre-defined reports including but not limited to, end of month and end of fiscal year.
· Provide for automatic system-initiated generation of defined reports
· Provide the ability to save reports locally as files in typical file formats (Excel, Word, and PDF)
	5
	
	
	
	
	

	12
	Auditing 
	The system must provide auditing capabilities, as follows:

· Provide specific access for all users and roles
· Log every transaction with a user stamp for auditing purposes
· Not allow the deletion or editing of a transaction after posting (posted).
Store all data based on set retention schedules
	5
	
	
	
	
	

	13
	Check Printing
	The system must allow check printing, as follows:

· Checks will be from a single fund, but may be from a single or multiple subsidiary accounts. Will allow a user to print a check if the account does not have funds to cover the expense
· Checks are printed on pre-formatted check stock
· Once printed, checks cannot be edited
	5
	
	
	
	
	

	14
	Voiding
	The system must have voiding process that allows users to correct mistakes.
The system must:

· Not allow users to void any transaction they have posted. 
· Allow Users to quickly identify voided transactions
· Not impose any time restrictions around the length of time where a transaction can be voided
· Keep a record of all voided transactions so that they can be reviewed for auditing purposes
· Void the entire transaction. For example, if a check was printed the system must void the check as well
· Provide users with a way to void a single transaction within a batch or the entire batch of transactions as long as the check has not yet been written
	5
	
	
	
	
	

	15 
	End of Day and End of Month Processing
	All transactions must be confirmed (reconciled) at least daily.

Minimally the system must:
· Allow only Supervisor Users to complete End of Month Reconciliation
· Not allow users to complete the month end bank reconciliation process if they have entered any transactions (receipts or expenses) into the LFS system for that period
· Allow users to view/print a report that outlines: 
· Beginning Fund Balance (since last reconciliation), 
· Amount of all outstanding checks for fund (not yet cleared), 
· All checks written for period, indication if check is reconciled or not, 
· Total amount of any bank deposits for fund (since last reconciliation)
·  Amount of cash on hand for fund
·  Display expected fund balance
· Produce lists (reports) for the following:
· Daily transactions
· Checks written
· Checks not cleared by the bank 
· Stale dated checks
· Allow users to produce reports anytime and multiple times per day
	5
	
	
	
	
	

	16
	Client Close Out
	When a client leaves a facility, all funds in their accounts must be dispersed according to local business practices.

The system must at minimum allow for the following :

· Client funds must either be sent to the client or to Washington state Department of Revenue Unclaimed Property
· Client accounts must be inactivated 90 days after a zero balance is achieved for all accounts
· Client funds must be dispersed within 90 days of a user entering a date transfer/Released/Deceased date.
· All client close out checks require at least two users: User A creates the transaction to request the check and User B must review the request and either approve and print the check or deny and void the transaction
	5
	
	
	
	
	

	17 
	Cost of Care
	The system must provide Cost of Care calculations, as follows:

· Designate certain clients as cost of care eligible
· Place client funds in a cost of care account
· Track guardian payments, attorney fees and approved medical expenses from the cost of care account
· Provide an alert or report that shows when a client subjected to cost of care has more than $2,000 (combination of savings, checking, and any encumbered funds)
· Run an over resources report at midnight on the first of each month showing all client balances
· Generate a separate or combined report showing monthly client earnings, over resources and over earnings amounts and payments made from the cost of care account

	5
	
	
	
	
	

	18
	Creating and Releasing Encumbrances
	The system must provide users the ability to create and release encumbrances, as follows. 

The system must:
· Provide users the ability to release an encumbrance
· Indicate that the encumbered item has been received, not received, or partially received
· Track all information about that purchase
	5
	
	
	
	
	

	19
	Petty Cash
	The system must accommodate petty cash.

 A sum of money is kept on hand to make payments in cases where issuing a check is not timely or practical. Petty cash accounts can be set up for either client use or facility specific uses.  the funds used for petty cash must not be co-mingled, meaning that client funds (651 Trust) must not be used for facility specific uses (001 Operating Fund)

The institutions have several systems for accommodating petty cash withdrawals; Cash on Hand, Direct Cash Withdraw, Unit cash box. 

	5
	
	
	
	
	

	20 
	Security Roles
	The system must apply different access rules to different roles.
	5
	
	
	
	
	

	21
	Configurability:  Table-Driven Derivations
	The system must provide the ability to maintain settings tables exposed through a UI that drive business logic.  
	5
	
	
	
	
	

	22
	Configurability:  Pre-Defined Reports
	The system must provide users with the ability to design, define, and save reports that become available to other users.  
	5
	
	
	
	
	

	23
	Configurability:  Search
	The system must provide the ability to customize search screens, including both criteria and results, based on the data entities and attributes defined in the Business Requirements package. 
	5
	
	
	
	
	

	24
	Screen Navigation
	The system must provide the ability to easily navigate across all the entries that comprise a “client account”. Where account data spans multiple pages, the system should implement a “paging” interface vs. scrolling.
	5
	
	
	
	
	

	25
	Data Import/ export 

	The system must support ‘batch’ processing of inbound and outbound CSV or tab delimited files.

	5
	
	
	
	
	

	26
	Look –up Capabilities 
	The system must provide a services or alternative mechanism that allows for a simple and rapid query of client balances, as external entities require.


	5
	
	
	
	
	

	27
	Accounting Principles
	The system must follow natively enforce industry-standard ledger-based accounting best practices. The system must also Support the core principles of accounting as defined by the US generally accepted accounting principles (GAAP).
	5
	
	
	
	
	



DESIRED
	28
	Spell Check
	The system provides on-demand spell-checking functionality for text entry fields.
	5
	
	
	
	
	

	29
	Auto Fill
	A feature that automatically predicts the remaining characters of an entry based on data contained within the database
	5
	
	
	
	
	




