May 4, 2009
REQUEST FOR OFFER
RFO #: 08-229
For:
Board of Equalization 
“Project Management Office Consultant”
Consulting Services
California Multiple Awards Schedule
You are invited to review and respond to this Request for Offer (RFO).  To submit an offer for these services, you must comply with the instructions contained in this document as well as the requirements stated in the Board of Equalization’s (BOE) Scope of Work (SOW), Attachment A.  By submitting an offer, your firm agrees to the terms and conditions stated in this RFO and your proposed Information California Multiple Awards Schedule (CMAS) contract.

Participation in this RFO is limited to Contractors that have a valid CMAS contract issued by the Department of General Services, Procurement Division.  Proposals will not be accepted from a Contractor that does not possess a fully executed CMAS contract.

Read the attached document carefully.  The RFO due date is:  May 13, 2009, at 8:00 a.m.  Responses to this RFO and any required copies must be submitted by electronic mail.  E-mail the above to James.Hutchinson@boe.ca.gov.  The subject line of the e-mail must read “Project Management Office Consultant – company name”.  Do not include the quotation marks.
In order to be considered responsive to this RFO, the following items must be returned by e-mail:

1. Exhibit A (Offer Form)

2. Exhibit B (Public Sector Reference Sheet)

3. Exhibit C (Recent Experience- Past 36 Months)

4. Exhibit D (Prior BOE Experience

5. Exhibit E (Skills summary)

6. Exhibit F (Work Plan)

7. Resume for each proposed Contractor staff.  Only resumes of Contractor staff meeting all required skills should be submitted.  Contractor staff that does not possess all required skills will not be considered for this position.
8. Complete copy of current CMAS contract.
Questions:
Questions about this RFO can be e-mailed to James.Hutchinson@boe.ca.gov.  The questions will be reviewed and if the Manager determines that clarification is needed, an e-mail will be sent to all Contractors on our list.  Vendors must submit questions within the timeframe addressed in item number 2, Key Dates.  Direct all inquiries to:
Department Contact

James Hutchinson, Manager
Board of Equalization
450 N Street

(916) 322-0665

Fax (916) 327-3483

James.Hutchinson@boe.ca.gov
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General Information
1. Background and Purpose of the RFO

California’s State Board of Equalization (BOE) collects taxes and fees that provide more than 34 percent of the annual revenue for state government and essential funding for counties, cities, and special districts.  In Fiscal Year 2006-07, BOE-administered taxes and fees produced $53.87 billion for education, public safety, transportation, housing, health services, social services, and natural resource management.  The BOE administers the state’s sales and use, fuel, alcohol, tobacco, and other taxes and collects fees that fund specific state programs. More than one million businesses are registered with the agency. In addition to administering key revenue programs, the Board plays a significant role in California property tax assessment and administration.  It also acts as the appellate body for franchise and personal income tax appeals.  

The BOE’s vision over the next decade leverages technology to support BOE’s strategic business plan.  The BOE’s Technology Services Division (TSD) has created its IT strategic plan: The 20/20 Plan Roadmap to the Future.  This plan lays out a roadmap for achieving five broad business concepts:  Becoming Digital, Data Without Walls, BOE@Glance, BOE My Way and BOE Works.  Pursuing and implementing these concepts will create a business environment at the BOE that is more effective than it is today, less dependent on physical office and storage space, and a desirable place to work for those entering the workforce over the next decade. 

“Rolling” three year plans and annual assessments will provide a mechanism to adjust and re-prioritize the activities and efforts to accomplish the concepts identified in The 20/20 Plan.  Each of these concepts will require detailed planning efforts and will be organized into programs consisting of multiple sub-projects.  The TSD is in the process of forming an Enterprise Planning & Support Branch (EPSB) which will be responsible for managing the implementation of each of these concepts.  Overall the branch will be responsible for the BOE’s: 

· Enterprise Architecture (EA) – consisting of a variety of EA, data architecture, and enterprise software standards and compliance activities such as technical proposal reviews, policy, and standard recommendations, and enterprise software standards and compliance reviews.
· Information Technology (IT) Planning and Policy – consisting of establishing enterprise strategic plans and policies for BOEs IT program, including the enforcement of IT standards across the department.
· IT Project Management Office (PMO) – consisting of providing a variety of project management (PM) related services and for implementing a Project Management Best Practice Framework.  The functions will include schedule, risk, issue and change management, PM coaching and mentoring, and IT governance support.
The contract work is expected to last no longer than six months with a maximum budget of $200,000.
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General Information
2. Key Dates

It must be understood that time is always of the essence, both for the RFO submittal and contract completion.  Offeror’s are advised of the key dates and times shown below and are expected to adhere to them.

Event








Date

 

1.
Release of RFO






         May 4, 2009
2.
Last day for Contractor to submit questions via e-mail

         May 8, 2009
3.   BOE response to questions via e-mail



       May 13, 2009
4.
Final Date for RFO Response Submission (by 8:00 a.m.)

       May 15, 2009
5.
Contractor Presentations and Interviews (as appropriate)

       May 20, 2009
6.
Anticipated Contract Award




        June 3, 2009
7.
Proposed Start Date of Agreement



      June 17, 2009
3. RFO Response Requirements

This RFO and the offeror’s response to this document will be made part of the ordering department’s Purchase Order and procurement contract file.  

Responses must contain all requested information and data and conform to the format described in this section.  It is the offeror’s responsibility to provide all necessary information for the BOE to evaluate the response, verify requested information, and determine the offeror’s ability to perform the tasks and activities defined in the BOE’s Scope of Work, Attachment A.
The RFO due date is:  May 15, 2009, at 8:00 a.m.  Responses to this RFO and any required copies must be submitted by electronic mail.  E-mail the above to James.Hutchinson@boe.ca.gov.  The subject line of the e-mail must read Project Management Office Consultant – company name”.  Do not include the quotation marks.
The response must be submitted in MS Word or Adobe PDF formats.  A single Adobe file is appreciated, but not required.
4. RFO Response Content

The information required to respond to this RFO is contained in the BOE’s Scope of Work, Attachment A.

a. Exhibit A (Offer Form)

b. Exhibit B (Public Sector Reference Sheet)

c. Exhibit C (Recent Experience- Past 36 Months)
d. Exhibit D (Prior BOE Experience)

e. Exhibit E (Skills summary)

f. Exhibit F (Work Plan) comprised of the following

i. Task list and description and cost for deliverables

1. Subconractor information

ii. Outlines and/or samples of prior similar engagements

iii. Statements of assumptions used in RFO Response

iv. Any additional clarification information

v. Project Organization Chart

g. Resumes for each proposed Contractor staff
h. Copy of current CMAS contract
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Review of Offers for Award
5. Presentations and/or Interviews
At BOE’s discretion request, a presentation and/or interview from any or all offeror’s may be required.  This information will be described in detail in the RFO, Exhibit A, and is included in the Key Dates as described in Section 2, above.  If required, the offeror’s proposed key project staff identified must be available via telephone.
6. Comparison of Offers
Final selection will be based on BEST VALUE method that includes cost as a factor.  A Selection Panel, comprised of BOE staff will be responsible for review and selection.  Each response will be checked for the presence or absence of required information in conformance with the submission requirements of this Request for CMAS Offer.  Those responses that responded to all areas of the Request for CMAS Offer will be deemed responsive.  

Offers shall be rejected which contain false or misleading statements or which provide references which do not support an attribute or condition claimed by the Contractor.  
	Category
	Summary of Evaluation Criteria 

	Administrative Criteria

	Completeness of Response
	· Proposal received as required; date/time/signature

· Submission format as required

	General Contract Requirements
	· Agreed to meet the terms, conditions, and requirements addressed as indicated

	Contractor Procedures and Experience
	· Proposed highly skilled project manager’s possess comprehensive knowledge of project management skills and methodologies and meet experience, certification, and degree requirements

· Proposed project management methodologies and tools are appropriate to successfully manage scope, quality, schedule, and costs of proposal

· Relevant company experience (last 36 months), including references (3), with similar projects in other California State Agencies/Departments, other states, federal agencies, or large local governments.

· Relevant key staff with California State, City or County experience (resume’s included)

	Technical Criteria

	Understanding of the Contract Requirements – Work Plan
	· Proposed plan addressing the State’s requested scope of work.
· The plan includes tasks, assignments, hours, and dollars estimated for each deliverable

· A description of the activities the Contractor will perform

· A description and example of each deliverable:
· EPSB Framework “Day to Day”

· Program Management Model

· Knowledge Transfer

· Project Management assistance for The 20/20 Plan Roadmap to the Future

· Tasks address all requirement/objectives of each deliverable 

· Contractor proposed additional task(s) and deliverable(s) enhancing the state’s requested scope of work

	Category
	Summary of Evaluation Criteria (continued)

	Project Procedures, Methods, and Formats 
	· Contractor addresses how they plan to leverage existing BOE PM and governance processes used by BOE where feasible

· Contractor addresses how they plan to leverage existing PM samples and templates from other engagements or methodologies

· Proposed methodology and methods are appropriate to accomplish the work described in the State’s requested scope of work

· Proposed formats are clear and will be useful for the necessary deliverables

· Proposed work plan and schedule matches the procedures and methods 

· Proposed resources appear to match necessary work, both in quality and quantity
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Project Management Office Consultant

A. Scope and Description
Contractor agrees to provide consulting services to assist BOE in the creation of the EPSB IT PMO by developing the framework and tools necessary to manage BOE’s projects in a structured and consistent manner and provide highly skilled project managers (2) to provide mentoring and skill development in a set of rigorous processes and tools required to establish project management as a vital part of the organizational culture and to assist in the management of the five concepts (programs) outlined in TSD strategic plan, The 20/20 Plan Roadmap to the Future.
Provide a framework to establish the creation of the EPSB PMO, provide highly skilled project managers to assist in the formation of the EPSB PMO, provide mentoring and skill development to BOE staff and assist in the management of projects that will be initiated as a result of The 2020 Plan Roadmap to the Future.

Contractor shall provide Project Managers (2) to mentor and provide skills development as outlined below:

The knowledge, skills, and understanding associated with a set of rigorous process and tools making project management part of the organizational culture and to assist in the management of projects that will be initiated as a result of The 2020 Plan Roadmap to the Future.
B. Contractor Key Tasks and Responsibilities

Contractor shall hold initiation interviews and meetings as outlined below: 

· Conduct a scope meeting with the Board of Equalization sponsor(s) and designated staff to confirm the objectives and approach. 

· Review pertinent background materials.

· Interview key participants. Interviews will be conducted either in person or by phone. 

· Conduct debriefing sessions with the Board of Equalization sponsor(s) and appropriate staff upon completion of the interviews, to share the findings

The final product will be a project management office framework, with sufficient background, data, and analysis to enable BOE to maintain and update the EPSB PMO framework to meet BOE’s day to day business needs that will also include a model for managing the implementation of BOE’s five conceptual programs identified in The 20/20 Plan Roadmap to the Future.  Contractor shall provide the following deliverables to BOE:

1. Provide a framework for the day to day operations of the to be established EPSB PMO whose services will include the following, PM, Schedule Management, Risk and Issue Management, Change Management, Coaching and Mentoring, and Governance Support

· Framework will provide the means for EPSB PMO to ensure projects follow appropriate methods, process, procedures, guidelines, and standards necessary of efficient project execution.

· Framework will be aligned with the project management industry best practices and with the project management methodology as published by the State Chief Information Officer.

· The framework will leveraging existing BOE project management and governance processes where feasible.
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Project Management Office Consultant

B:
Contractor Key Tasks and Responsibilities (continued)

2. Develop a program management model based on industry best practices for managing the five conceptual programs outlined in BOE’s TSD strategic plan, The 20/20 Plan Roadmap to the Future.  Model should include but not be limited to:

· Organizational structure for managing large programs consisting of multiple sub-projects.
· Components and functional descriptions of each proposed organizational area.
· Role and Responsibilities of the major program leads.
· Skill sets needed and classification levels for staffing each major program.
3. This contract will provide mentoring and skill development in a set of rigorous process and tools with the intent of making project management part of the organizational culture. Provide two (2) or more highly skilled Project Managers who will: 
· Assist in the formation of the EPSB PMO, provide mentoring and skill development in project management best practices to BOE staff.  Your work plan will identify the specific deliverables to be provided by the Contractor under this deliverable.
· Assist in the project management of programs and sub-projects that will be initiated as a result of TSD’s strategic plan, The 20/20 Plan Roadmap to the Future.  Your work plan will identify the specific deliverables to be provided by the Contractor under this deliverable.
· Contractor Key Tasks and Responsibilities
C. Required and Desired Skills
Contractor Required Skills:
· Project Management Professional (PMP) or equivalent certification.
· Knowledge and experience with all aspects of project management methodologies. Minimum of four (4) years of broad and extensive project experience.  At least two (2) years of that experience must have been in a lead capacity. Minimum of 3,500 hours of project management experience within initiating, planning, executing, controlling or closing processes within the last six years or possession of a high school diploma or equivalent secondary school credential and a minimum of 5,500 hours of project management experience within initiating, planning, executing, controlling, or closing processes.
· Knowledge and experience with all aspects of project management product development.
· Experience managing multiple projects concurrently.
· Experience with system development life cycle methodologies.
· Experience working with business and technical staff.
· Relevant project management experience performed for a California State, City or County government entity.
Contractor Desired Skills:

· Familiarity with large-scale taxation systems.

· Familiarity with financial or accounting systems.
· Ability to facilitate interactions with both business and technical staff in a team environment
· Knowledge of Board policies and practices.

· Experience with government data center services.
· Experience working with various State control agencies and/or other regulatory agencies.

· Familiarity with full suite of Microsoft Office tools.

D.
Contractor Deliverables
	Staff Name
	Task or Deliverable #
	Estimated Completion Date
	Cost

	
	
	
	

	
	
	
	

	
	
	
	


E.
Term
The estimated start date is June 18, 2009, or upon contract execution, whichever is later.  The duration is expected to be 4 to 6 months.
F.
Deliverable Acceptance Criteria
It shall be the BOE’s sole determination as to whether a deliverable has been successfully completed and acceptable to the BOE.  Acceptance criteria shall consist of the following:

· Reports on written deliverables are completed as specified and approved.

· All deliverables must be in a format that can be used by the BOE.

· If a deliverable is not accepted, the BOE shall provide the rationale in writing within five business days of receipt of the deliverable or upon completion of acceptance testing period.
G.
Other Reporting Requirements  
All deliverables provided under this SOW shall be in accordance with the criteria outlined under “Scope of Work” and “Contractor Deliverables” herein.  This contract shall be complete when the deliverables identified in this SOW are completed within time frame and budget.  Additional time and funding may be negotiated as needed and may be amended per the terms and conditions of the CMAS contract at costs to be mutually agreed upon.   
The Contractor may invoice BOE monthly after completion of the monthly deliverable by the Contractor and acceptance of said deliverable by the BOE CIO or designee.  The contract requires a 10% withhold of each payment pending satisfactory completion of the contract.  Failure to satisfactorily complete the contract will result in forfeiture of withheld amounts.
The Contractor shall designate a person to whom all project communications may be addressed and who has the authority to act on all aspects of the Project Management Consultant.  The Contractor shall comply with all applicable BOE, and State Chief Information Officer policies and procedures, including but not limited to policies regarding Sexual Harassment Prevention, IT Security, Workplace Violence Prevention, and Emergency Preparedness.  If you would like to review these documents and policies, please contract James Hutchinson at (916) 322-0665.

The Contractor will make its best efforts to maintain staff continuity throughout the life of the project.  The BOE will be notified, in writing, of any changes in the personnel assigned to tasks two (2) weeks prior to the personnel change(s). If a Contractor is unable to perform his or her duties due to illness, resignation, or other factors beyond the Contractor’s control, the Contractor will make every reasonable effort to provide suitable substitute personnel. The substitute Contractor must meet all requirements of this RFO and SOW and must be approved by the CIO in writing prior to initiating work.
The BOE recognizes that a resignation, or other such event, may cause team members to fail to be available to the Contractor for the duration of this contract.  If this event should occur, the Contractor must agree that the BOE reserves the right to approve or deny all replacement project team members assigned to the project.  The Contractor will not be allowed extra time or money as a result of changes in personnel.
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Project Management Office Consultant
G.
BOE Responsibilities
The BOE shall provide the Contractor with the following: 
· Provide access to business and technical documents as necessary for the Contractor to complete the tasks identified in the department’s purchase document.

· An environment overview on the first day of work.

· Timely access to BOE staff and readily available information.

· Timely review of deliverables.

· Workspace, which includes a workstation configured with the appropriate hardware, software, and network connectivity as required performing job duties and ensuring the security of State data.

· Access to office equipment, including telephones, faxes, copy machines, and other resources as required, within reason, to perform job duties.

· Access to building during the Contractor’s tenure with BOE as agreed upon between BOE and Contractor.
H.
Travel
Payment of travel time to the project's base of operations in Sacramento is not considered as a travel expense for this contract.  However, if approved in advance by the Chief of TSD, travel expenses may be reimbursed according to the CMAS terms and conditions not to exceed State’s per diem rates as defined by Department of Personnel Administration guidelines.
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Project Management Office Consultant
Service:
Under the direction of the TSD management, the Contractor will provide expert advice  and the deliverables described in Scope of Work, Attachment A.  The Contractor will report to BOE’s CIO. 
Term:
Part time assignment with a tentative start date of June 5, 2009, or upon execution of purchase order, whichever is later.
Duration:
Approximately 4-6 months.
Contractor Deliverables & Cost:
Please ensure deliverables tie to deliverables proposed in Exhibit F (Work Plan)

	Staff Name
	Task Description
	Estimated

Completion

Date
	Cost

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Company Name:


Company Address:


City/State/Zip Code:


CMAS #:
CMAS Expiration Date:


	Offer Submitted by:
	(Company Name)
	Title:

	

	Telephone #:
	(…)
	Fax #:

	(…)

	E-mail:

	
	Date Available:
	(mm/dd/yy)

	Small Business Enterprise 
	(Yes/No): Cert #
	Disabled Veteran Business Enterprise 
	(Yes/No)
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Project Management Office Consultant
References for:  (Company name)
List three (3) public sector references meeting the required knowledge, skills, and ability.  These references must be specific to the individual proposed for this project.
REFERENCE 1

Name of Firm:  

Contact Person:  
Title:  

Telephone Number:
  (   )
Date(s) of Service:  

E-mail address:  

Description of service provided that addresses the specific knowledge, skills, and/or ability noted above.  
Provide a written report sample of work performed.
REFERENCE 2

Name of Firm:  

Contact Person:  
Title:  

Telephone Number:
  (   )
Date(s) of Service:  

E-mail address:  

Description of service provided that addresses the specific knowledge, skills, and/or ability noted above.  
Provide a written report sample of work performed.
REFERENCE 3
Name of Firm:  

Contact Person:  
Title:  

Telephone Number:
  (   )
Date(s) of Service:  

E-mail address:  

Description of service provided that addresses the specific knowledge, skills, and/or ability noted above.  
Provide a written report sample of work performed.
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Project Management Office Consultant
References for:  (Company name)
List up to three (3) recent experience (36 Months) references meeting the required knowledge, skills, and ability.  These references must be specific to the individual proposed for this project.
REFERENCE 1

Name of Firm:  

Contact Person:  
Title:  

Telephone Number:
  (   )
Date(s) of Service:  

E-mail address:  

Description of service provided that addresses the specific knowledge, skills, and/or ability noted above.  
Provide a written report sample of work performed.
REFERENCE 2

Name of Firm:  

Contact Person:  
Title:  

Telephone Number:
  (   )
Date(s) of Service:  

E-mail address:  

Description of service provided that addresses the specific knowledge, skills, and/or ability noted above.  
Provide a written report sample of work performed.
REFERENCE 3
Name of Firm:  

Contact Person:  
Title:  

Telephone Number:
  (   )
Date(s) of Service:  

E-mail address:  

Description of service provided that addresses the specific knowledge, skills, and/or ability noted above.  
Provide a written report sample of work performed.
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Exhibit D – Prior BOE Experience
Project Management Office Consultant
For each proposed person/candidate indicate whether they have prior BOE experience and, if so, identify the role/capacity, project, type of work performed, time period when work was performed, and a BOE contact.
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Exhibit E – Skills Summary
Project Management Office Consultant
Required Skills:

	Required Knowledge, Skills, and Ability:
	Number of Years

	1. Project Management Professional (PMP) or equivalent certification.

	

	2. Knowledge and experience with all aspects of project management methodologies. Minimum of four (4) years of broad and extensive project experience.  At least two (2) years of that experience must have been in a lead capacity. Minimum of 3,500 hours of project management experience within initiating, planning, executing, controlling, or closing processes within the last six years or possession of a high school diploma or equivalent secondary school credential and a minimum of 5,500 hours of project management experience within initiating, planning, executing, controlling, or closing processes. 
	

	3. Knowledge and experience with all aspects of project management product development.
	

	4. Experience managing multiple projects concurrently.

	

	5. Experience with system development life cycle methodologies.

	

	6. Experience working with business and technical staff.

	

	7. Relevant project management experience performed for a California State, City or County government entity.
	


Desired Skills:

	Desired Knowledge, Skills, and Ability:
	Number of Years

	1. Familiarity with large-scale taxation systems.

	

	2. Familiarity with financial or accounting systems.

	

	3. Ability to facilitate interactions with both business and technical staff in a team environment.
	

	4. Knowledge of BOE policies and practices.

	

	5. Experience with government data center services.

	

	6. Experience working with various State control agencies and/or other regulatory agencies.
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Exhibit F –Work Plan
Project Management Office Consultant
Provide a Work Plan including a task list with description and cost for each deliverable, Outlines or samples of work completed in prior engagements, statements of assumptions used in the RFO response, additional clarification information if needed, and project organization chart.
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