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1. Introduction

The purpose of this document is to provide the information needed for a prospective vendor to create a proposal for the design, development, and implementation of a new Alternatives Client Data Management system.
We are seeking a replacement for our existing system that will provide greater stability and ease of use as well as offer additional functionality.


Section 2 describes who we are and our current system.
Section 3 describes the required functionality of the new solution.
Section 4 describes additional functionality that we would like to consider including in the new solution, pending cost and schedule implications.
Section 5 specifies the requirements for a successful proposal. 
Section 6 describes our proposal review process.
Section 7 contains a representative sample of screens currently used for data entry/edit.
2. Overview

2.1 Who we are
Since 1971, Alternatives has pursued our mission of facilitating personal development, strengthening family relationships, and enhancing the community’s well-being. Reaching 3,000 young people and their families each year, our programs focus on leadership development, prevention of violence and substance abuse, academic enrichment and counseling. 
NOTE: This document will use the word “program” to generically refer to any kind of service provided to our youth.  It should be noted, however, that there is actually a hierarchy of Programs => Subprograms => Activities.  Subprograms and Activities vary across Programs.
Alternatives, Inc. offers two types of programs, Clinical Services and Youth Development.  Clinical Services consist of behavioral, family and substance abuse counseling.  Much of the data involved in Clinical Services is Personal Health Information and is subject to HIPAA laws.  Youth Development includes all other services such as Restorative Justice, Girl World, and Career & Employment Services. Many of these programs are provided both at our facility on North Sheridan Road in Chicago and at other locations in the communities we serve.
Additional information about Alternatives, Inc. can be found by visiting our website:  www.Alternativesyouth.org

2.2   Current State - Client Data Management System
Our current system is the central repository for information we collect and report about the youth (“clients”) that we serve and their participation in our programs.  The system is also used to produce the statistics required to complete reports to government and private funders.
It is composed of a MicroSoft Access front end (screens for view, entry & edit, reports, queries) with a backend that is a combination of a SQL Server database and Access tables.  The system is hosted on Alternatives hardware at our North Sheridan Road location.  Alternatives’ current standard browser is Internet Explorer 8.0.  
A copy of the current application and database may be provided or demonstrated to prospective shortlisted vendors after the signing of our non-disclosure agreement. 
The system is used by approximately 40 staff members, with varying degrees of technical knowledge and expertise.  These users are primarily from four functional areas:

· Those that provide administrative services

· Resource Development (e.g., contracts and grants, fundraising)

· Front office (e.g., data entry of intake/attendance info, production of billing reports)

· Those that provide services directly to our clients

· Clinical Services (e.g. Substance Abuse and Mental Health Services, Crisis Services)

· Youth Development (e.g. After School Enrichment, Restorative Justice, Prevention Programs)

We are seeking a replacement for our system because:

· The system data is perceived by our staff to be unreliable

· The system is unstable and, for some uses, slow
· The system is difficult to revise
· The system will not meet our future needs

· The database has an inefficient design that includes redundant storage of data and is difficult to understand for querying purposes
3.  System Requirements
3.1   General
We need a reliable, stable system that supports real time access from any of the locations where we provide services. The primary performance requirement is that Clinical staff be able to quickly access the information they need prior to a counseling or group session and then quickly update the system with results.   Our staff frequently has little time available between counseling and group sessions.

This system is required to conform to HIPAA security regulations.  For instance, there are certain kinds of information about some youth that only the Clinical staff (therapists and managers) should be able to access. 

Ease of use is very important as the system’s user group includes varying levels of technical experience as well as part-time interns who are with us for relatively short periods of time.  This would include

· an easy to learn user interface, with controls such as required fields, validation rules, minimal use of free text entry, and enforced dependencies between appropriate fields (e.g. if the user selects Program A then the only valid values for Subprogram would be those that are affiliated with Program A)

· a database structure that is well documented and easily understood by non-technical users who need to run ad hoc queries for reporting purposes, quality control, etc.
· an easy, dependable method for determining if a particular youth already exists in the system when s/he begins a program.  (A single youth may participate in multiple programs, either simultaneously or sequentially and there can be gaps in time between program participation.)
The system needs to allow for growth and change.  We need to be able to easily add or discontinue programs, contracts, funding agencies, etc. and their related data entry/reporting requirements as there always will be some change from year to year.

Some programs require the ability to link the participation of 2 or more youth (e.g., the Restorative Justice program may have instances where several students are involved in an incident and the students participate jointly in the mediation of that case.)
Access rules can likely be addressed via user roles in the new system.  There is no need to restrict which youth a given user can access, just which data fields for each youth the user can view or edit.  For example, anyone with access to the system can view the name and address of any youth.  However, only Clinical staff and managers should be able to access confidential case data (and they can view this for any youth in the system). The users could be assigned to roles in the system based on their position, such as:  

· Clinical staff (ability to edit intake data and data relevant to clinical programs)

· Youth Development staff (ability to view intake and YD program data,  edit certain fields in YD program data)
· Clinical and Youth Development managers (same as their respective staff, plus ability to generate appropriate reports and ad hoc queries)

· Front office (ability to edit: intake data, records of fees paid, attendance from sign-in sheets; generate monthly billing reports)

· Resource Development staff (ability to run reports and queries on non-confidential data across all programs, ability to edit (correct) any non-confidential data)

· System Administrator (ability to manage: users; lists of programs, subprograms, activities, contracts, etc.; linkages such as program/subprogram/activity)

3.2   Data Requirements 
A significant part of this project will be to review the current database structure along with the requirements for existing and new functionality and develop a more efficient and comprehensive database design.  The basic needs are to manage data about:
· individual youths

· youth participation in programs

· relationships between contracts/funding agencies and the programs they support

· staff participation in programs
The Appendix contains many of the screens currently used for data entry/edit as examples of the types of data currently supported by the system.
3.3   Analysis and Reporting
Given the variety of programs and the various funding agencies’ requirements, we need a flexible reporting capability that allows staff to easily generate regular reports with some variation in fields and records included for each type of report (e.g. the ability to specify date range, sort order, inclusion criteria, and optional fields). In addition, we need an ability to easily create ad hoc queries that can draw from any of the data to answer the frequent non-standard questions that arise.  Reports should be exportable in Excel (where appropriate) and pdf formats.

Examples of regular analysis/reporting requirements include:

· Analysis of service hours provided to a particular client or group of clients

· Analysis of participation outcomes for a group or program area
· Activity attendance reports (lists of clients that attended with summary statistics such as % of registered that attended)

· Client lists and counts by factors such as

· date of registration

· program or subprogram or contract

· fiscal year to date or a specific date range

· demographics 

· Weekly attendance/sign-in sheets (list of clients for each activity that can be used to fulfill requirements for hard copy sign-in sheets; currently bar codes are included for ease of later recording attendance in the system)

· Employment statistics over time (for youth in Career & Employment Services)
· Agency wide crosstabs (quarterly and FY to date) of Program by

· Age

· Gender

· Free Lunch Eligibility

· Race

· Community (e.g. Edgewater, Lakeview, Uptown)

· Production of standard reports as well as ad hoc queries that provide data for

· progress reports for funding agencies

· billing

· statistics for grant requests

· reconciliation with accounting records concerning fees paid

· program analysis

· program management

· Access to basic information about a single client (e.g., intake info such as name, address, demographic data)

· Access to information about a client’s program participation.  Note that the specific data collected varies between programs, depending on the nature of the program.  It can include 

· summary data about that client/program combination (e.g. pre and post test results, outcome assessment) as well as

· event based data recorded each time the client participates in the program or at certain points in the program (e.g., date of program attendance, fee paid, case notes, various other program specific data). 
3.4 Additional Functionality Required
In addition to the retention and reporting of data in our current system, described above, any new system must incorporate the additional functionality described in this section.

3.4.1 Enhanced ability to analyze youth progress 

We currently have some capability within the system to capture information that can be used to analyze the progress a client has made during the course of a program (such as pre and post test scores).  We would like to expand the amount of information we can capture and add the ability for the system to generate a comparison of that data in order to help us assess the impact on youth of their program participation (both for a single program season as well as over years of involvement).  Note that the information required can vary depending upon the program.

3.4.2 Integration with Medicaid billing

While Alternatives does not currently participate in Medicaid billing, we anticipate that we will in the very near future; this project should include any additional functionality required to support this. All work must be HIPAA compliant and compliant with all parts of the mental health code 42 CFR Part 2 in terms of Health IT. The functions need to be based on being able to pull Medicaid billing out of the entered case notes/activities and there needs to be compatibility with State and Federal Medicaid systems. Please note that, because we do not currently participate in Medicaid billing, we are not familiar with the specific requirements for this functionality.  The proposal should specify whether or not the vendor has experience in this area and any effort required in order to define these requirements for our system.
3.4.3 Affordable Health Care for America Act support

This project should include any additional functionality that is required under the Affordable Health Care for America Act, including an assessment to determine what that additional functionality is and the deadline for implementation.  As with Medicaid billing, we will rely on the vendor to define the necessary functionality; the proposal should note any previous experience and the estimated effort required to comply.
3.4 Software and Hosting options
Alternatives, Inc. is willing to consider any and all software and hosting options (e.g., Software as a Service, cloud computing, third party applications, custom designed application), provided all confidentiality and configuration requirements can be met.  Please include and identify all one-time and on-going costs associated with each option in your proposal. 
4.  Additional Desired Features 

Please separately identify the impact on cost and schedule of each or any combination of the following:
4.1 Enhanced ability to track staff time spent on direct service to clients

We currently have a limited ability in the system to track the time staff spends on direct services to clients (e.g. the time a Clinical therapist spends with an individual, the time Youth Development staff spends with a group of youth in a YD program activity).  It would be useful to be able to expand the functionality of the system to make it easier to capture and report on this data.
4.2 Electronic document storage

We receive a number of documents for some of our clients, such as hospital records, consent forms and court documents.  It would be quite useful if we had a means for storing these documents electronically in a way that links them to the appropriate client and makes them easy to retrieve when needed.  These would typically be scanned forms in jpeg formats as well as pdf, Microsoft Word and Excel files.

4.3 Email notifications

It would be useful if the system had the ability to automatically generate email alerts when certain actions are performed or as reminders, such as when report deadlines are approaching.
4.4 Incorporation of youth survey results
While Alternatives staff record information in the system that is used to assess youth participation and progress, we also administer surveys to the youth in order to capture information about their experience in our programs.  This data is currently captured on paper forms and subsequently entered into Survey Monkey, with a variety of analyses required. The data is usually captured anonymously, so the results are linked to programs, not specific youth.  We would like to evaluate the costs and benefits of incorporating these results into the new client data management system.
5. Guidelines for Proposal Preparation 
Award of the contract resulting from this RFP will be based upon the most responsive vendor whose offer will be the most advantageous to Alternatives, Inc. in terms of cost, functionality, and other factors as specified elsewhere in this RFP. 

Alternatives, Inc. reserves the right to:

· Reject any or all offers and discontinue this RFP process without obligation or liability to any potential Vendor,

· Accept other than the lowest priced offer, and
· Award a contract on the basis of initial offers received, without discussions or requests for best and final offers.

Vendor's proposal shall be submitted in several parts as set forth below.  The Vendor will confine its submission to those matters sufficient to define its proposal and to provide an adequate basis for Alternatives’ evaluation of the Vendor’s proposal.

 If the proposal recommends something other than an Alternatives hosted Access/SQLServer solution, it should include all work and costs necessary to convert from the current system to the new system.  

Vendor’s proposal in response to this RFP will be incorporated into the final agreement between Alternatives, Inc. and the selected Vendor(s).  The submitted proposals should include each of the following sections:

1. Executive Summary

2. Approach and Development Methodology
3. Technology
4. Project Management Approach

5. Detailed and Itemized Pricing and Schedule
6. Appendix: References

7. Appendix: Project Team Staffing

8. Appendix: Company Overview

The detailed requirements for each of the above mentioned sections are outlined below.

Questions?  Please email them to Laura Reed at LReed@AlternativesYouth.org
5.1 Executive Summary

This section should present a high-level synopsis of the Vendor’s response to the RFP.  The Executive Summary should be a brief overview of the engagement and should identify the main features and benefits of the proposed work.

5.2 Approach and Development Methodology

The proposal should address each of the following:

· Evidence that you understand the requirements of Alternatives, Inc., including an understanding of working within significant budgetary constraints

· Evidence of ability to deliver on time and on budget
· Experience working within HIPAA information security standards compliance environments
· Experience with not-for-profit social service agencies
· Experience working on similar applications
· What is included in your proposal?

· What is not included in your proposal?

· What are your key differentiators?

Please provide a description of the development methodology to be used, including a list of deliverables with examples such as:

· Functional Specifications

· Technical Specifications

· User Interface Design

· Test Plan (including user acceptance testing)

· Migration Plan
· User training
· User and Technical documentation

Prospective vendors should also include an estimate of the cost and a description of the process involved in post-implementation technical and user support of the application, including fixing issues that arise post-implementation.
5.3 Technology
The proposal should include the specification of technology required to support the solution, including a summary of advantages and disadvantages over our current system.

5.4 Project Management Approach

Include the method and approach used to manage the overall project and client correspondence. 

Briefly describe how the engagement proceeds from beginning to end.

5.5 Detailed and Itemized Pricing and Schedule

The proposal should include:

· The estimated cost and timeline for the project including project definition, design, development, documentation, training and all activity necessary for Alternatives to transition to the new system, including migration of existing data to the new system.

· Any additional one time or on-going costs for the solution, such as licensing fees for software that Alternatives does not currently own.

· Cost of ongoing (post implementation) user and technical support

· Suggestions for appropriate acceptance gates.

· Key assumptions.

It would be useful if the proposal itemized the cost to implement each of the new features separately from the cost of replicating the existing functionality. 
5.6 Appendix:  References
Prospective vendors should provide at least three references from clients with similar projects.  At least one of the references should be comparable to Alternatives, Inc. in size and requirements.  It is also advisable to include at least one nonprofit social service agency, if you have any such clients.

5.7 Appendix:  Project Team Staffing

Include biographies and relevant experience of key staff and management personnel.  Describe the qualifications and relevant experience of the staff that would be assigned to this project by providing biographies for those staff members.
As a youth agency, we require background checks on any individuals who may routinely work on-site.  We will collect information on whoever is assigned to our site, including finger-printing, and their information will be forwarded to the State of Illinois for sex offender clearance, CANTS, Illinois State Police, and FBI clearances.  Vendor will not incur any costs other than their own staff time for this vetting process.

Please describe the bonding process and coverage levels of employees.  Affirm that no employees working on the engagement have ever been convicted of a felony.
5.8 Appendix:  Company Overview

Provide the following for your company:
· Official registered name (Corporate, D.B.A., Partnership, etc.), Dun & Bradstreet Number, address, main telephone number, toll-free numbers, and facsimile numbers.

· Key contact name, title, address (if different from above address), direct telephone and fax numbers. 

· Person authorized to contractually bind the organization for any proposal against this RFP.

· Brief history, including year established and number of years your company has been offering systems development services. 

· Disclosure of any actual or potential conflicts of interest and any pending lawsuits.
6. Proposal Submission and Review

6.1 Proposal Submission

Please submit four hard copies and one electronic copy (disk/CD or email, MS Word or pdf) of your complete proposal, including all attachments to:

Judy Gall, Executive Director
Alternatives, Inc.

4730 N. Sheridan Rd.

Chicago, IL  60640

JGall@alternativesyouth.org
6.2 Due Dates

All initial proposals—hard copy and electronic—are due by 9:00 AM Central Time on Oct 8, 2012.  Any proposal received at the designated location after the required time and date specified for receipt shall be considered late and non-responsive.  Alternatives has the right to decide if late proposals will be evaluated. 

6.3  Original Signature

At least one copy of the Response to the RFP submitted must bear an original signature of the owner of the company, sole proprietor, or authorized representative.

6.4 Presentation/Interview

Alternatives, Inc. may ask a Proposer to come in for a presentation or interview.  If an interview is requested, the proposed key project staff, as identified in the Proposal, must be in attendance.

6.5 Schedule of Events

	Event
	Date

	1.  RFP Distribution to potential Vendors 
	Sept 8, 2012

	2.  Initial proposal due date
	Oct 8, 2012

	3.  Selection of short listed vendors
	Oct 19, 2012

	4.  Best and Final proposal due date
	Nov 12, 2012

	5.  Anticipated decision and selection of Vendor(s)
	Dec 2012

	6.  Anticipated commencement of work
	Jan 2013


7. Appendix
This section includes many of the screens used for data entry and editing.  These screenshots are included as an indication of the types of data in our system, not as user interface design requirements.  We are open to and encourage new UI design suggestions.
· Figures 1 – 6 Show intake and some Youth Development program screens for a single client

· The top section is the intake information and it is the same in each figure

· The bottom section changes depending on which tab (in the middle of the screen) is selected

· Figures 7 – 10 are intake and program screens used by Clinical staff.  As with the Youth Development screens, the top half of each screen is intake data and the bottom half varies depending on which tab is selected. 

· Figure 11 shows information about fees paid by a single client
· Figure 12, Case notes, is an example of information captured about a session with a Clinical therapist

· Figure 13, Discharge Summary, is used by Clinical staff to summarize a youth’s experience (not shown is the entire list of questions accessible when you scroll down the screen)

· Figures 14  is an example of  information captured for an incident handled by our Restorative Justice (Youth Development) program
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Figure 1 (Youth Development intake and program info)
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Figure 2 (Youth Development intake and program info)
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Figure 3 (Youth Development intake and program info)
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Figure 4 (Youth Development intake and program info)
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Figure 5 (Youth Development intake and program info)
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Figure 6 (Youth Development intake and program info)
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Figure 7 (Clinical intake and program info)
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Figure 8 (Clinical intake and program info)
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Figure 9 (Clinical intake and program info)
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Figure 10 (Clinical intake and program info)
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Figure 11 (Fees)
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Figure 12 (Clinical Case Notes)
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Figure 13 (Clinical Discharge Summary – note that more questions would be displayed as the user scrolls down)
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Figure 14 (Restorative Justice incident)

