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To request the detailed Design Document contact: 
VICTORIA NOLTEN
PHONE: 503-943-6515
FAX: 503-228-9160
E-MAIL: VNOLTEN@COMPASSIONANDCHOICES.ORG




RFP ISSUE DATE: 12/15/09

PROPOSAL DUE DATE: 1/31/10

LATE, HAND-DELIVERED OR FAXED PROPSALS WILL NOT BE ACCEPTED

SUBMITTAL LOCATION:

EMAILED SUBMISSIONS (PREFERRED method):
vnolten@compassionandchoices.org, subject line “EOLC-Database RFP Response”

MAILED SUBMISSIONS (if mailed, please submit in duplicate):
Compassion & Choices
Attn: Victoria Nolten (EOLC Database RFP Response)
6312 SW Capitol Hwy, #415
Portland, Oregon 97239

Overview of Project

Compassion & Choices History
In 2005, two leaders of the aid-in-dying movement, joined forces to create one strong, unified voice for individuals seeking end-of-life choices. Founded in 1980, End-of-Life Choices (formerly The Hemlock Society) provided services to individuals suffering from incurable illness. Founded in 1993, Compassion in Dying brought a basis for strong national advocacy and support programs. Today, we are Compassion & Choices. The passion and expertise of these two organizations under one umbrella creates an advocacy and services synergy that provides support, education and advocacy to individuals seeking dignity at life’s end, their families, healthcare providers and the legal system entrusted with providing the individual rights guaranteed to our citizens.

We are currently requesting RFPs to work with Compassion & Choices on building a new, dynamic, online data collection system for our End-of-Life Consultation program. 

Scope of Work:
Compassion & Choices requires a Contractor with demonstrated success with building online database systems using a detailed design document and demonstrated reliability in client support and training. We are providing a completed design document defining the scope of the application.

All proposals submitted to Compassion & Choices become the property of Compassion & Choices and will not be returned to the proposer. Compassion & Choices will not pay for any information requested in this RFP, nor will it be liable for any cost incurred by a Proposer in preparing or submitting a proposal. By submitting a proposal to Compassion & Choices, a proposer waives any claim that information contained in the proposal is confidential. 

In order to be considered complete, the final product must include all the capabilities detailed in the Design Document, plus help screens containing relevant information from this document and any other necessary information for users collected into two training manuals, one administrative and one user.

Additionally, existing data from various state organization databases will need to be converted to the new software. The contractor will provide a separate quote for this work.  These requirements are detailed in the Data Conversion section of this document.

The quote provided by the Contractor should also include any additional costs to arrive at an installed and operational cost.  This might include third-party software to be purchased, such as a database, and installation time & data conversion time.  Additionally, hardware requirements should be provided for a new server to deploy the database.

Because several employees from the organization were actively involved in this design document, training required from the contractor will be minimal.  The Contractor should provide the hourly rate at which training would be provided as needed.  While there will be extensive volunteer training required, it is expected that such training will be provided by the Compassion & Choices employees involved in the compilation of this design document, thereby minimizing training required from the contractor.

Because this database will be used across a wide geographical area and user base, the final product must be enabled for web deployment.

Procurement Timeline 

Compassion & Choices reserves the right to modify the timetable at its absolute sole discretion
	RFP Published
	12/15/09

	Questions due
	1/05/10

	Proposals due
	1/31/10

	Completion of decision making and reference checking
	2/25/10

	Announcement of final selection of the contractor
	3/01/09

	*Software programming completed
	3 months

	*Migration of historical data
	1 month

	*Testing and training
	2 months

	*Project completion
	6 months



*Red dates to be decided upon in contract terms

Definitions
In this RFP, the term “Contractor” refers to the person or company awarded this contract for services. The term “Proposer” refers to an individual or company that is developing or has submitted a proposal in response to this RFP.

Evaluation of proposals and selection of contractor
Compassion & Choices will evaluate each complete, responsive, and timely submitted proposals based on the requirements of this RFP. Compassion & Choices reserves the right to accept or reject any or all proposals and any proposal as deemed to be in the best interests of Compassion & Choices.

Compassion & Choices reserves the right to seek clarification from proposers during the evaluation process and/or to personally interview a select number of Proposers.

Compassion & Choices expects to select one person or company that is fully qualified and best suited from among those submitting proposals to fulfill the objectives of this RFP. Lowest bid price, while a significant consideration, will not be the sole determining factor in making the award. If Compassion & Choices determines that it cannot execute a contract with the potential Contractor, it may select a new Proposer as the potential Contractor, reissue this RFP, issue a different RFP, or choose not to pursue the project.

Contract
Compassion & Choices will negotiate in good faith with the selected potential Contractor in expectation of executing a contract. The terms and conditions of this RFP and the selected proposal will be incorporated into the resulting contract, except as may be modified by Compassion & Choices. Compassion & Choices and the selected Contractor may negotiate the final description of work tasks and deliverables within the scope of what is advertised here, for inclusion in the resulting contract. The contract established with the person or company selected as a result of this RFP will provide for purchase of all needed software licenses, software maintenance, and other services as proposed.

Compassion & Choices is a non-profit organization that must comply with the legal and procedural requirements of various funding organizations. The Contractor will be responsible for complying with all such requirements. Compassion & Choices and the Contractor will agree upon a contract payment schedule based on successful implementation of the stated objectives. All work is subject to continued available funding. Compassion & Choices will make all final determinations regarding the quality of the services provided or furnished under any contract that may be awarded. Compassion & Choices reserves the right to amend the contract resulting from this RFP for necessary time constraints and the availability of approved funding. If any modification or change necessitates price adjustments, a satisfactory adjustment will be negotiated between Compassion & Choices and the Contractor.

Confidentiality & Ownership 
Contractor recognizes and acknowledges that Compassion & Choices possesses certain confidential information that constitutes a valuable, special, and unique asset. As used herein, the term "confidential information" includes (a) all information and materials belonging to, used by, or in the possession of Compassion & Choices relating to its products, processes, services, technology, inventions, patents, ideas, contracts, financial information, developments, business strategies, pricing, current and prospective clients, marketing plans, and trade secrets of every kind and character, or (b) information that subsequently becomes public through no act or omission of the Contractor. Contractor agrees that all of the confidential information is and shall continue to be the exclusive property of Compassion & Choices, whether or not prepared in whole or in part by Contractor and whether or not disclosed to or entrusted to Contractor's custody. Contractor agrees that Contractor shall not, at any time following the execution of this Agreement, use or disclose in any manner any confidential information of Compassion & Choices. 

All records of the accounts of clients, of any nature, whether existing at the time of this Agreement, procured through the efforts of Contractor, or learned by Contractor from any other source, and whether prepared by Contractor or otherwise, shall be the exclusive property of Compassion & Choices. 

All books and records utilized by Contractor in performing Contractor's duties under this Agreement shall be immediately returned to Compassion & Choices by Contractor on any termination of this Agreement, whether or not any dispute exists between Compassion & Choices and Contractor at, regarding, and/or following the termination of this Agreement. 

Contractor agrees that the names and addresses of Compassion & Choices’ clients constitute trade secrets of Compassion & Choices and that the sale or unauthorized use or disclosure of any of Compassion & Choices’ trade secrets obtained by Contractor during the term of this Agreement constitutes unfair competition. Contractor agrees and promises not to engage in any unfair competition with Compassion & Choices. For a period of sixty (60) months immediately following the termination of this Agreement, Contractor shall not directly or indirectly make known to any person, firm or corporation the names or addresses of any of the clients of Compassion & Choices or any other information pertaining to them, or call on, solicit, take away, or attempt to call on, solicit or take away any of the clients of Compassion & Choices on whom Contractor called on or with whom Contractor became acquainted with, or the names and addresses of which Contractor learned, saw, or became familiar or acquainted with, during the term of this Agreement, either on behalf of contractor, or for any other person, firm or corporation. 

All files, records, documents, drawings, forms, specifications, equipment, and similar items relating to the business of Compassion & Choices or its clients, whether they are prepared by Contractor or come into Contractor’s possession in any other way and whether or not they contain or constitute trade secrets owned by Compassion & Choices, are and shall remain the exclusive property of Compassion & Choices and shall not be removed from premises of Compassion & Choices under any circumstances whatsoever without the prior written consent of Compassion & Choices. 

Contractor shall not misuse, misappropriate, or disclose any of the trade secrets described herein, directly or indirectly, or use them in any way, either during the term of this Agreement or at any time thereafter

Ownership of the Records Management System created under the contract arising from this RFP shall be the sole possession of Compassion & Choices. 

Other Information
There is a web site at www.compassionandchoices.org. This informational web site provides information about Compassion & Choices, its programs, services, and staffing.


1.0 REQUIRED CONTENTS FOR PROPOSAL, MANDATORY SERVICES AND QUALIFICATION, AND DESIRABLE SERVICES 

1.1 REQUIRED CONTENTS FOR PROPOSALS
Each Proposal must comply with the following criteria. Proposals not meeting ALL criteria will be considered non-responsive and will be rejected.

a. Experience of Key Personnel:
Proposer’s Key Personnel must have experience within the last three (3) years performing services comparable to the requested services. The proposal will demonstrate that this requirement is met by listing projects completed by the Key Personnel within the last three (3) years.

b. Format and Page Length Limitation:
The response to this RFP must be organized in accordance with the list of scored criteria in this section. The response must not exceed thirteen (13) pages, excluding Cover Sheet, Fee Schedule and Pricing Information, and Resumes. A page is defined as: one side of a single 8-1/2” x 11” page, with minimum 12-point font size for the substantive text. Any page over this size will be counted as two (2) pages. Any page or partial page will be counted as one (1) page. Proposers may use their discretion for the font size of other materials (e.g. graphics, charts).

c. Date of Proposal Submission:
The Response to this RFP must be received by the Contact Person at the email/address identified on the cover page of this RFP no later than January 31, 2010, 4:30 PM (Pacific). It is the responsibility of the Proposer to confirm that their proposal has been received.

d. Original Signature:
The Response to the RFP submitted by a Proposer must bear an original signature of the individual Proposer or the owner of the Proposer company or its authorized representative. For electronically submissions, an electronically scanned signature is acceptable. 

e. Cover Sheet (Not counted in the page limitation)
The Proposal must include a properly completed and signed Cover Sheet. A sample Cover Sheet with all of the required information included as Attachment A.

f. Fee Schedule: (Not counted in the page limitation)
The proposal must include a complete fee schedule for the services and all information described herein. (Refer to section 1.3.k for details.) 

g. Contractor Support:
Contractor must provide complete and accurate information as to the services, support, and training that will be provided under this contract. 

1.2 Mandatory Services and Qualifications
Each proposal must comply with the following Mandatory Services and Qualifications. Proposals not meeting ALL of the Mandatory Services and Qualifications will be considered non-responsive and will be rejected.

a. Ongoing Maintenance of software:
Proposer must demonstrate the experience and knowledge necessary to maintain the software for Compassion & Choices. 

b. Software Planning and Implementation:
Proposer must demonstrate the experience and qualifications to analyze the organizational needs of Compassion & Choices and provide the appropriate solution. 

c. Installation:
Proposer must demonstrate the knowledge, experience and capacity to provide the installation services required for the software. 

d. Training:
Proposer must demonstrate the knowledge, experience and capacity to train key users in day-to-day operations of the installed infrastructure. 

1.3 System Features, Scoring Criteria, and Other General Information
Proposals will be evaluated based on the following functionality and other criteria. A committee will evaluate, score, and rank proposals based on the criteria provided below. Please note that the maximum number of pages that should be submitted for each criterion is shown, as well as the maximum number of points that can be awarded for each criterion. A Cover Page as described in section 1.1.e is required, but not included in the scoring. 

IN EVALUATING THE PROPOSALS:

a. Overview (1 page) – 5%
The overview should demonstrate the Proposer’s overall qualifications to fulfill the requirements of this RFP, including experience in assessing and implementing a similar solution with other organizations (preferably nonprofit specific experience).

b. Implementation Approach (2 pages) – 20%
Describe the approach to be taken on this project. Provide the steps and actions you will take to accomplish the project described in this RFP and Design Document. Provide a proposed schedule for delivery of the major task milestones and indicate the management approach to be used when addressing key issues of the project. Proposers should describe the methodology to be used to plan and implement the software, providing an implementation timeline. This timeline need not include specific implementation dates, but should include the time required for each phase of implementation, beginning with completion of contract negotiations. Proposals should also include a description of the resources of both the Proposer and Compassion & Choices staff required in order a successful implementation.

c. Hardware, Software, and Network Specifications (1 page) – 5%
Proposers should provide the minimum requirements and specifications for all hardware and software that is recommended as a baseline for the implementation of the proposed solution.

d. Performance Standards (1 page) – 5%
Describe what, in the Proposers’ experience, would constitute satisfactory performance and reliability criteria to expect from the proposed solution (i.e. “up” time, data security, reliability of support, etc.) 

e. Key Personnel Qualifications and Experience (excluded from page limit) – 20%
Identify Key Personnel and provide their qualifications and experience related to the requested services. Response should address the following: 
· Names of Key Person(s) who will be performing the work and their responsibilities; 
· Extent of Key Person(s) involvement on this project; 
· Names of other person(s) who will have substantial involvement with the project; 
· Qualifications including a resume, if desired, and relevant individual experience for all personnel; 
· Short description of experience on similar or related projects. 
Proposers should provide the professional credentials and experience of the managing, supervisory or senior personnel proposed for this contract. Proposers should provide information that demonstrates experience with conducting similar implementation efforts. 

f. System Administration Requirements (1 page) – 5%
Proposers should describe the experience, knowledge and/or skill set needed by the local System Administrator for software. Proposals should also include the job duties or tasks to be completed by Compassion & Choices’ System Administrator as well as the estimated number of hours required to complete the job duties. The number-of-hours required-during implementation should be detailed separately from the number of ongoing hours required (after implementation).

g. Client References (1 page) – 20%
The Proposer must provide a listing of for-profit and non-profit organization clients with a similar size to that of Compassion &Choices, including contact names, addresses, and telephone numbers, for which the Proposer and any proposed subcontractor(s) have performed similar work for within the last five (5) years. Two (2) of these clients should be highlighted as references regarding any implementation efforts in which the key personnel proposed to implement this project have been assigned. References need to be able to confirm experience in address assessment, procurement coordination installation, implementation, client service, support and training.

The Proposer and any proposed subcontractor(s) must indicate their consent for Compassion & Choices to contact the references listed in the Proposal, as well as consent to the release of information by the listed references. The Proposer and any proposed subcontractor(s) must state if he/she has been sanctioned, suspended or debarred by any authorities or oversight entities within the last ten (10) years and the reason for the sanction, suspension or debarment. 

h. Business References (1 page) – 5%
Three (3) business references must be provided, including the Proposer’s and any proposed subcontractor’s lead financial institution, accounting firm, and at least one (1) of its current major suppliers. All business references must include contact names, addresses, and telephone numbers. References need to be able to confirm experience in address assessment, procurement coordination installation, implementation, client service, support and training.

The Proposer and any proposed subcontractor(s) must indicate their consent for Compassion & Choices to contact the references listed in the Proposal, as well as consent to the release of information by the listed references. The Proposer and any proposed subcontractor(s) must state if he/she has been sanctioned, suspended or debarred by any authorities or oversight entities within the last ten (10) years and the reason for the sanction, suspension or debarment. 

i. Security (2 pages) – 5%
Proposers should describe how their recommendations affect security, privacy, confidentiality, and specifically, HIPAA issues and concerns.

j. Training and Support (1 page) – 5%
Proposers should describe their approach to training, support, and service, and provide a menu of related options.

k. Fee Schedule and Pricing Information (excluded from page limitation) – 5%

Proposers must provide a comprehensive cost proposal that includes:
1) Cost of system from programming to implementation.
2) Cost of historical data transfer
3) Training Costs, including training manuals
4) Supportive Services Costs (may be given at hourly rate with estimated number of hours)
5) Consultation and system maintenance

Please provide a menu of services and prices. Compassion & Choices will negotiate with the selected Contractor based on being able to pick and choose from the pricing and series alternatives as proposed. Compassion & Choices reserves the right to negotiate services and prices. 

Attachment A: Sample Cover Sheet

Proposer’s name:______________________________________

Address:_____________________________________________

Telephone number:____________________________________

Name and telephone number of the contact person for this proposal:_____________________________________________

Email:_______________________________________________

Federal ID # or SS #:___________________________________

The undersigned agrees and certifies that:
1. he/she has read and understands all of the instructions, specifications, terms, and conditions contained in the RFP; 

2. he/she is the Proposer or an authorized representative of the Proposer;

3. he/she is empowered to bind the Proposer to the terms of the proposal;

4. the information provided in the proposal is true and accurate; 

5. he/she is bound by and will comply with all requirements, specifications, terms, and conditions of this RFP;

6. if selected, he/she will furnish, or cause to be furnished, all of the services specified in the RFP in accordance with the Proposal and the subsequent Contract; and 

7. he/she is submitting the enclosed proposal for consideration by Compassion & Choices.

Authorized Signature:_______________________________________________

The Proposer or an authorized representative of the Proposer must sign this Cover Sheet

Printed Name:

Title:

Date:.
