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Important note
Please read all sections of this RFQ.  Submitting a Proposal to this RFQ is deemed

to be the Respondent’s acceptance of the RFQ’s Rules

Commercial in Confidence
© Department of Internal Affairs 2006

The Department of Internal Affairs may, at its absolute discretion and without limitation, amend or withdraw this document at any time.
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	RFQ General Information

	1.1 RFQ Name
	Process mapping and decision making in the National Crisis Management Centre

	1.2 RFQ Reference
	MCDEM/2007/035/T

	1.3 RFQ Closes
	Noon, 29th November 2007

	1.4 Address for Communication
	The Proposal and all communications shall be addressed and delivered to:

Tenders
Department of Internal Affairs

National Procurement Group

Quotation for: Development of user requirements and system design of an emergency management information system.

Ref: DIA/2007/035/Q

Attention: Mike Patterson

At the following address

	1. 
	Hand/Courier Delivery

First Floor reception
46 Warring Taylor Street
Wellington
	Postal Delivery

PO Box 805
Wellington

	2. 
	Facsimile:
64-04-495-7217
Email:
               tenders@dia.govt.nz

	1.5 Proposal Delivery Method
	Delivery of Proposal

Every Proposal must: 

(a) Include the full legal name of the Respondent.  If the Respondent is a Company, in addition to the full company name, the company number and Registered Office must also be included in the Proposal.

(b) Include the name of the person to whom the Department may address any questions relating to the Proposal, and should include a contact telephone number, facsimile number, and e-mail address (if available); and

(c) Be signed by a person or persons duly authorised to sign on behalf of the Respondent; and

(d) Be clearly marked as “Commercial in Confidence”; and 

(e) four hard copies and an electronic copy should be delivered to the address for communication specified above no later than the RFQ Closure Date.


2.0 Introduction
2.1 Introduction to RFQ
This RFQ has been developed as a result of funding that the Ministry of Civil Defence & Emergency Management (MCDEM) received in Budget 2007 for an Information Development Programme that focuses on the core business application systems for MCDEM, their supporting infrastructure services and redevelopment of both.  The main objective of this programme is to improve the current capability of the Ministry and to resolve several outstanding issues identified by the February 2004 Flood Event report and subsequent recommendations made in the Information Management Strategy.  

The Information Management Development Programme proposes to undertake the following activities:

· ability to create an Emergency Operations Centre wherever is most appropriate and applicable,

· confirming the appropriateness of current operational processes,

· upgrading the core emergency information management system for MCDEM, 

· deployment of supporting services for enhanced communications, sector liaison and development,

· provision of audit capabilities across all core service functions, and

· development of the infrastructure to support the new functions and secure mobile operations, including but not limited to:

· resilient data networks 

· increased forms of access to all required services

· security management designed to encompass all aspects of the MCDEM supporting technology environment

· assured capacity of component IT services

· systems management of component services.

This RFQ only addresses the emergency information management system.  The remainder of the Information Management Development Programme is out of scope.
The February 2004 Flood was the result of a succession of extreme weather events that impacted a number of regions and created extensive damage and disruption among communities. The event, which had the greatest impact in the Manawatu-Wanganui region, created the largest emergency management event in the past 20 years and was the first major event since the passage of the Civil Defence Emergency Management (CDEM) Act in December 2002. The events were so widespread and of such severity as to seriously stretch the response and recovery capabilities of the local authority and emergency management agencies involved.

A subsequent review (the Reid Report) had a focus to identify, from an emergency planning perspective, lessons to be learned, good practices to be reinforced and processes to be improved.  The recommendations formed the basis of the new National CDEM Plan.  Key among these, and the focus for this development programme, was the recommendation that “the communications and information systems available to the public and agencies involved in emergency management be significantly improved.”  These were reinforced when the State Services Commission, at the request of the Ministers of State Service and Civil Defence, led a review of the Ministry of Civil Defence and Emergency Management.  This wider review considered the readiness of communities to respond effectively to a civil defence emergency and disaster and progress that had been made at national and local levels towards implementing the new civil defence and emergency management environment.  It also assessed the Ministry’s progress towards meeting its obligations under the Act and reviewed how well equipped the Ministry is to support achievement of the functions of the Act.   

The Ministry continues to develop its capability as a result of the above reviews.  It is actively enhancing CDEM arrangements at the national level and by improving the Ministry’s internal systems, procedures and infrastructure.
2.2 RFQ Objectives

The Department now invites Proposals from experienced and suitably qualified parties for the development of user requirement documents and system requirements documents necessary to obtain approval for acquisition of an emergency management information system.

The purpose of the emergency information management system is to provide a computer database designed to support receiving, tracking, collating and displaying information and including GIS.  The system is to assist in the analysis of options, decision making and management of emergencies from either the NCMC or where ever an alternative EOC is established.

The following tasks are assessed as being required for this phase of the project:
· Development of user requirements and documentation,
· System design and documentation,

· Market assessment to determine potential solutions for a COTS Emergency Management Information System,

· Development of acquisitions business case, and

· Assistance in development of RFP for market tender using DIA templates and evaluation methodology for the Emergency Management Information System purchase.  Note: the RFP and evaluation process will be managed by DIA.
At the end of the project the following documentation will be delivered:

· User requirements,

· System design,

· Market assessment of potential COTS suppliers for a EMIS,

· Draft acquisitions business case for EMIS,

· Draft RFP for market tender and evaluation methodology.

The MCDEM IM Development Programme is subject to State Services Commission oversight and therefore all documentation must comply with SSC requirements.

The Ministry has previously developed a user requirement for the implementation of a management system which went through an RFP stage in early 2004.  However, this project was cancelled in December 2004 for a number of reasons.  The successful Respondent (if any) for this current project will be given access to this documentation.
The current operational processes have been reviewed.  Process mapping documentation for the functioning of the National Crisis Management Centre will be made available to respondents.    

The Department may enter into an Agreement with the successful Respondent (if any) for the supply of User Requirements and System Design documentation for a period which is negotiated between the provider and the Department.
2.3 No Minimum Level of Business

Respondents should assess the volume of the requirement of the Services using the above information as a guideline only. The Department does not guarantee a specific volume or a set minimum amount of business for the successful Respondent (if any).

Respondents should also be aware that there may be existing arrangements in place between the Department and Service Providers, which will remain in place until those arrangements expire or alternative arrangements are made.

2.4 Timeline

The current timeline for the RFQ process is outlined in the table below:

	
	Event
	Date

	1
	Release RFQ
	12 November 07

	2
	RFQ Closes
	29 November 07

	3
	Evaluation Period
	30 – 7 December 07

	4
	Market Notification ( Successful / Unsuccessful respondent(s) if any)
	10 December 07

	4
	Agreement negotiation stage (if any successful Respondent)
	11 - 13 December 07

	5
	Agreement start date
	To be agreed

	6
	User requirement and system design completion 
	March 08 – date to be confirmed


The above timeline is indicative only.  The Department reserves the right to amend, modify or withdraw this schedule at any time, at its discretion and without notice.

2.5 Evaluation of Proposals

The Department will evaluate each Proposal on how well it meets the Department’s requirements as described in this RFQ and otherwise communicated to the Respondents, and on any additional business benefits the proposed solution delivers.  Based on the Department’s knowledge when preparing this RFQ, the Department identified the following factors as being important to ensuring its requirements are met.  The Department intends to incorporate these and other factors into its evaluation criteria when reviewing the Proposals.

Factors, which the Department believe are likely to be important, include (but are not limited to): 

· The Respondent's proposed approach to design, development and delivery of the Services;

· Details of methodologies used to determine accurate user requirements;

· Ease of delivery and management of Services/solutions;

· Appreciation of the Department’s business environment, objectives and risks, and changing culture;

· Experience in dealing with the Civil Defence sector;

· Experience in market sounding activities for Commercial Off The Shelf (COTS) products

· Proven track record in the development of user requirements and system design for management information systems;

· Qualifications and experience of proposed personnel;

· The Respondent's pricing structure;

· The use of innovative approaches;

· Contingency and risk mitigation strategies;

This list of criteria is not exhaustive and is not in any particular order of priority.  It does not form the only criteria the Department will use for evaluating any Respondent or Proposal.  The Department may, at any time, change these criteria and/or the weighting it places on each criterion without notifying the Respondents.

3.0 RFQ Requirements
3.1 General Proposal Requirements

Each Respondent should address how it is intended to meet the objectives detailed at 2.2. 

The deferral of a response to a question to a later stage is not acceptable.

Where additional information about the Department, its systems, policies and/or infrastructure is needed before an adequate response can be made to any question, attempt to obtain that information from the Department’s contact rather than including assumptions in your Proposal.  Your Proposal must, however, identify where you have made assumptions and the impact of those assumptions.  A response of “it depends upon the Department or other details” is not acceptable.

3.2 Specific Proposal Requirements
3.2.1 .Methodology and Process 
The objectives of this review by the Service Provider are as outlined at 2.1 and 2.2.  

Respondents are to provide a methodology and process as to how they will deliver the development of user requirements and system design for an emergency management information system.  Detail your proposed engagement plan describing:

· Details of methodologies used to determine accurate user requirements;

· the key activities, key deliverables and key milestones;

· the timeline for the engagement; and

· Represent the above information in the form of a Gantt Chart.
3.2.2 Company Experience and Roles and Responsibilities
The Department envisages that the Respondent is extensively involved in providing the Services outlined in this RFQ within New Zealand and has a credible history pertaining to the provision of those services.

Please provide information about your company and in particular the roles and responsibilities of the people that will be committed as follows: 

1.   Roles and responsibilities:  For the engagement resources please confirm:

· The roles and responsibilities and their time committed to the engagement; and

· their experience (please provide curriculum vitae).
2.   Company Profile detailing:

· Experience in dealing with Civil Defence sector

· Experience in market sounding activities for Commercial Off The Shelf (COTS) products

· Services provided.

· Years in operation.

· Total number of employees.

· Appropriate professional certification of which your company holds to undertake the services offered by your company.

· Details of Partnership Relationships (if applicable).
· Relevant details of existing /past relationships with the Department
3.2.3
References
Please provide details of experience in the provision of process review and mapping of organisations similar to the Department.
Please provide a minimum of three references from clients to whom the Respondent has provided similar services to in the past two years, and which the Department may contact as part of its evaluation.

The references provided must detail the information listed below:

· Company name

· Contact name

· Phone number

· Fax number

· Postal Address

· Brief description of the service/s provided

3.2.4
Dedicated Project Manager

The Respondent will assign a dedicated project manager to the Department whose responsibility will be to manage the implementation and delivery of the Services and performance levels that will form part of any Agreement.

a) Please provide details of the nominated Project Manager's length of service and experience with similar size national client organisations.

b) Please confirm availability, including after hours and short notice office calls.

3.2.5
Performance Level

The level of performance of the successful Respondent in relation to the development of user requirements and system design documentation, and customer focus is critical to the development and success of any Agreement.

The Respondent must have in place performance monitoring mechanisms that ensure agreed performance deliverables are met or exceeded.

a) Provide your guaranteed performance levels, in measurable units, for service, customer focus and product performance and include others that are standard practice in your company.

b) Describe the methodology and frequency to be used by the Department to measure and to be assured that the guaranteed performance levels are being met.

c) Provide relevant details of any instances where your company has had Supply Agreements terminated for non-performance.

3.2.6
Quality Assurance

The Quality Assurance (QA) policies and procedures adopted and practised in the Respondent’s workplace must be robust and integrate fully into the operational process of the Respondent’s business.

Please provide:

a) 
Details of QA policies and procedures adopted and practised in the Respondents’ workplace.

3.2.7
Health and Safety

The Department is committed to compliance with the Health & Safety in Employment Act 1992. Each Respondent and its representatives and sub contractors must comply with the Health & Safety in Employment act 1992 and may be required by the Department to complete a Health and Safety Capability Questionnaire and an Acknowledgement of the Health and Safety Obligations and provide such other documentation as the Department may reasonably request in respect to health and safety issues.
a) Please provide confirmation that your company has current Health and Safety plan.

3.2.8
Agreement

Acceptance of a Proposal by the Department and will be conditional upon the Department reaching a written and properly recorded Agreement with the Respondent.  The form of Agreement, which the Department proposes to form the basis of the contract, will be forwarded after selection of preferred provider.   
3.2.9
Costs and Services

Respondents should ensure that all costs are itemised to as much detail as possible, and documented fully.

a) 
Please provide detailed fixed costs, itemised for the requirements in 2.1 Service/Goods Requirements, inclusive of any discounts. 

b) 
The period for which the prices are fixed for and the price review process practiced by your company that will provide the Department with the “Best Price” at all times. 
3.2.10
Insurance Cover

Respondents should have adequate insurance cover for any risks related to the provision of the Services to the Department.
Please provide details of types of relevant insurance held and amount of cover, i.e. Public Liability, Professional Indemnity. 

All prices quoted must be in NZ ($) dollars, exclusive of GST.

4.0 RFQ Interpretation & Rules
4.1 Definitions

“Agreement” means any contract to be signed by the Parties.

“The Department” means the New Zealand Department of Internal Affairs or its nominated Representative.

“Party” means any successful Respondent or the Department, as the case may be, and “Parties” means both of them.

“Personnel” means persons hired, engaged or used by the Respondent for the provisions of the Services. 

“Proposal” means the Respondent’s written response to the Request for Proposal conforming to the requirements in the RFQ Document.

“Respondent” means the person who completes and submits a Proposal as per the requirements of this RFQ.

“RFQ” or “RFQ Documents” means this Request for Proposal Document(s). 

“RFQ process” means the whole process by which the Department selects a preferred supplier of the Services. 

“Services” means the work to be performed and products to be delivered by the Respondent pursuant to any Agreement.

“Service Provider” means the supplier of the Services pursuant to any Agreement. 

4.2 Interpretation

Headings: Headings in these terms and conditions shall not be deemed part thereof or taken into consideration in the interpretation or construction of this document.

Person: Words importing persons or parties shall include firms, companies, partnerships, corporations and any organisation having legal capacity.

Singular and Plural: Words importing the singular only also include the plural and vice versa where the context requires.

4.3 Rules to Apply

The following Rules apply to the RFQ process and submission of Proposals.

4.4 Acceptance of RFQ Rules

The supply of a Proposal by the Respondent to the Department will be deemed an acceptance of the RFQ Rules by the Respondent. 

4.5 Closure Date and Late Proposals

The Department may extend the closing date for Proposal responses at its discretion.  The Department reserves the right to accept or decline late Proposals at its discretion. 

4.6 Cost of Proposal

The Respondent shall be responsible for all costs associated with the preparation and submission of its Proposal. 

4.7
Validity of Information

While the Department has used reasonable efforts in compiling this RFQ, it will not be liable to Respondents or any third party for any inaccuracy or omission in the RFQ, associated schedules or any additional information the Department may provide in the RFQ process.

4.8
Validity Period

The Proposal must remain open for consideration by the Department for a minimum period of one month after the RFQ Closure Date stipulated in the RFQ General Information.

4.9
Addenda to Proposal

Information not specifically required by the RFQ but believed by the Respondent to be of value in evaluating the Proposal should be included as an addendum to the Proposal. Where there is reference to published manuals, the relevant extracts only from those manuals should be placed in the addendum.  The addendum must not include any advertising brochures or similar materials.

4.10
Changes / Cancellation

The Department reserves the right to cancel, amend, or withdraw all or part of this RFQ and/or the process associated with it at any stage or time prior to signing any Agreement. 

4.11 
Respondents to Inform Themselves

Each Respondent will be responsible for ensuring that it has:

Examined the RFQ and any documents referenced by the RFQ and any other information made available by the Department to the Respondent; and

Considered all the risks, contingencies and other circumstances having an effect on the Proposal; and

Satisfied itself as to the correctness of the Proposal and of the costing stated in the Proposal. 

4.12
Reliance upon Statements By Respondents 

The Department may rely upon all statements made by any Respondent in a Proposal and in subsequent correspondence or negotiations with the Department or its representatives.  Respondents must ensure all information provided is complete and accurate.

4.13
No Assurances or Representations

No previous assurances or representations made by the Department generally or to any Respondent will be acknowledged by the Department. 

4.14
Clarification of Proposal 

To assist in the examination and evaluation of Proposals, the Department may, at its discretion, seek further details or clarifications from the Respondent about any aspect of a Proposal. 

4.15
Confidentiality

The content of this RFQ is confidential to the Department.  All information contained in this document or given to a Respondent by the Department is for the sole purpose of allowing Respondents to prepare the Proposal. No information contained in or regarding this RFQ may be used by a Respondent in any other context, nor divulged to any third party without the specific written authority of the Department. 

The RFQ may not be copied in part, or in whole, except to the extent required for the purpose of preparing a Proposal.  This document and any other documents supplied by the Department remain the Department's property.  The Department reserves the right to request the immediate return of all documents supplied, and any copies made of them, at any time and the Respondents accept that they must comply with any such request.

All Proposals supplied by any Respondent to the Department will become the property of the Department and will not be returned to the Respondent. Except as required by law, the Department agrees not to communicate or divulge any commercially sensitive information supplied by the Respondent in the Proposal, other than to its advisors, contractors or to referees, providing that the Respondent identifies in the Proposal which information is of a commercially sensitive nature.  It will not be acceptable to identify the entire Proposal as commercially sensitive, however, the Department expects information such as costing will be indicated as such.

4.16
RFQ Process Confidential

The entire RFQ process, including communications and negotiations under it, changes made to it, or other events occurring during it, is confidential to the Department and the Respondent.

4.17
Evaluation Process to be Confidential

Information relating to the evaluation and comparison of Proposals is confidential to the Department and will not be disclosed to Respondents.

4.18
Proposed RFQ process timetable and activities

The Department reserves the right to vary the RFQ timetable described in section 2 (including the activities and timing) at any time in its absolute discretion.

4.19
the Department's Right to Accept or Reject Any Proposal

The Department reserves the right to accept or reject any Proposal, and to cancel the RFQ process and reject all Proposals at any time prior to signing of an Agreement.  The Department shall not be under any obligation to inform any Respondent of the grounds for the Department's action.

4.20
Evaluation process and important factors

The Department has made a genuine effort to summarise the relevant factors it intends to take into account when evaluating proposals in section 2.  These factors are intended for guidance only so that the Respondents may assess the suitability of its Proposal.  The factors are not in any order of importance, are not exhaustive and will not necessarily be given equal weighting.  The Department (at its discretion) may take account of additional factors.

4.21
Requirements

The requirements specified in this RFQ reflect those known to the Department at the time of printing.  The Department reserves the right to vary, in detail, the requirements prior to completion of any Agreement.

4.22
Pricing 

Respondents must guarantee that the pricing for the Services proposed will be valid for the validity period set out in Rule 4.8.  All prices must be in New Zealand dollars, exclusive of GST.  The prices quoted must (and shall be deemed to) include:

All direct, indirect and ancillary charges (including, without limit, postage and insurance); and

All charges required to meet the Department’s requirements as set out in this RFQ. 

4.23
Satisfactory Proposal

In order to procure one or more satisfactory Proposals in relation to the Service or any component of it, the Department reserves the right to:

Select individual components offered in a Proposal (subject to the Respondent’s agreement where the Respondent has specifically indicated in the Proposal that certain components must be taken collectively);

Negotiate with one or more Respondents; 

Negotiate to influence the composition of any consortium proposed; and

Negotiate directly with any consortium member or subcontractor included in the Proposal. 

A Respondent must not restrict the Department’s ability to exercise these rights.

4.24
the Department to advise of outcome

The Department will use all reasonable efforts to advise each Respondent of the outcome of its Proposal.  The Department shall be under no obligation to give any reasons for any rejected Proposal.

4.25
Award of Agreement

The Department will notify the successful Respondent (if any) in writing by letter or facsimile, that its Proposal has been accepted.  The notification of acceptance will not give rise to any binding legal obligations between the parties. 

Acceptance of a Proposal by the Department will be conditional upon the Department reaching a written and properly recorded Agreement with the Respondent.

4.26
Advertising and Statements

No advertising, press release, public statement or other information relating to this RFQ, any Proposal or Agreement shall be published in any newspaper, magazine, journal or other medium without the prior written consent of the Department.

4.27
Governing Law

This RFQ will be construed according to and governed by New Zealand law and the Respondent agrees to submit to the non-exclusive jurisdiction of New Zealand courts in any dispute concerning this RFQ or any Proposal.

4.28
Department Information

Except to the extent required by law, the Department may withhold any information from any Respondent and will not be responsible to any person for any information.  (However, the Department will attempt to provide information reasonably required by the Respondent to assist in the preparation of its Proposal where requested by the Respondent).

4.29
Contacting the Department

All contact with the Department for matters relating to this RFQ must be made through the Department contact outlined in Section 1 (RFQ General Information).

4.30
Privacy

Each Respondent authorises the Department to collect any information from the Respondent and relevant third parties (such as referees) and to use that information in evaluating the Proposal.

4.31
Rights Reserved by the Department

Without limiting any other RFQ Rule, the Department reserves the right to at any time:

Apply, or change any policy or criteria relating to participation in this RFQ process or evaluation of Proposals.

Exclude any person or include any person in this RFQ process for any reason at any time, without notice. 

Restrict or deny the supply of, or access to, any the Department site or any other property or any of the Department's personnel, information or property to any person. 

Change its requirements in respect of the Services. 

Change any RFQ Rule by prior notice. 

Liaise or negotiate with any Respondent or any other person at any time without disclosing this to, or involving or doing the same with, any other Respondent or person (whether before, during or after this RFQ process). 

Not accept the lowest or any Proposal, or enter into any Agreement, and/or not give any reason for any rejection, failure or otherwise of any Proposal, or any suspension or cancellation of this RFQ process. 

4.32
 Evaluation of Proposals 

The Department may use any criteria, and place any weight on criteria it wishes in its evaluation of any Proposal and any such criteria or weighting is confidential to the Department.  The Department may change the criteria or the weighting it places on certain criteria at its discretion.

4.33
the Department Security

Each Respondent and its representatives and subcontractors must comply with the Department's security and operational requirements as directed by the Department.

4.34
Health & Safety

The Department is committed to compliance with the Health & Safety in Employment Act 1992. Each Respondent and it’s representatives and subcontractors must comply with the Health & Safety in Employment Act 1992 and may be required by the Department to complete a Health & Safety Capability Questionnaire and an Acknowledgement of Health & Safety Obligations and provide such other documentation as the Department may reasonably request in respect of health and safety issues.
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