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I.  INVITATION TO PROPOSEtc \l1 "I.  INVITATION TO PROPOSE
Request for Proposal Date: 
08-13-09
Project Title:
Scanning and Indexing Services
Project Description:
Idaho's Department of Health and Welfare Child Support Program requires scanning and indexing services to convert current hard-copy files to indexed electronic images. This is a limited-term contract. Services must be completed prior to May 31, 2010. 
RFP Lead:
Mary Jepsen, CPPB

Title
Purchasing Officer

Address
650 West State Street—Rm B15

Boise ID  83702

Phone #
(208) 332-1607
Fax #
(208) 327-7320
e-mail
mary.jepsen@adm.idaho.gov
Bidder’s Conference
1:00 p.m. Mountain Time, 08-20-09

450 West State Street, Boise, ID


10th floor conference room
Deadline to receive questions

     from Proposer regarding RFP:
08-27-09
Deadline for responses to Proposers:
09-02-09
RFP Closing time and date:
5:00 p.m. Mountain Time, 09-17-09
Proposal Opening time and date:
10:30 a.m. Mountain Time, 09-18-09
Date of Intent to Award:
Approximately, 10-09-09
Signing of Contract:
Approximately, 10-21-09
Term of Contract:
11-01-09 to 06-30-10
Upon mutual agreement, the contract may be extended and amended.  The total contract term, including all extensions and amendments, may not exceed four (4) years.  The anticipated life of this contract is seven (7) months based on the requirement to have all Child Support files scanned prior to May 31, 2010. 
A. A bidder’s conference will be held at the location and time shown above. All interested vendors are invited to participate either by attending the conference or by an established web meeting. Vendors choosing to participate by web meeting must pre-register via e-mail with the RFP lead to receive web meeting details. The conference for potential Proposers will be used to explain, clarify, or identify areas of concern in the RFP. The Conference will also be used to provide vendors with a view of some examples of the Child Support files, explain/demonstrate the Department’s eCase File system, which incorporates EMC’s ApplicationXtender software. Vendors asking questions during the bidder’s conference must also submit their questions to the Department through the designated “Deadline to Receive Questions” period shown above. Any oral answers given by the Department during the bidder’s conference are to be considered unofficial by potential Proposers. After the bidder’s conference, additional questions not asked during the conference may also be submitted following the instructions in I.B. below. Conference attendance is at the vendor’s own expense and is limited to three (3) representatives from each vendor as space is limited.  Attendance either in person or by web meeting is not required.
B. Potential Proposers shall submit any questions to the RFP Lead by close of business on the date noted above.   Written questions may be mailed or submitted via e-mail or FAX to the address or number listed above.  Official answers to all questions will be posted to the State Purchasing System by close of business on the date noted above.
C. All Proposers, authorized representatives and the general public are invited, at their own expense, to be present at the opening of bids, which will take place at the address and time noted above. Only the Business/Scope of Work proposals will be opened.  Only the names of the Proposers will be announced and no other information will be made public until after a notice of intent to award is given.

D. The Business/Scope of Work proposal will be evaluated first as either “pass” or “fail,” based on the mandatory submission requirements in Attachment 1.  The Proposer shall identify on Attachment 1 where each item is addressed in the proposal, in the column “Proposal Page #.” All proposals meeting the requirements will continue in the evaluation process outlined in Section VII.
E. Oral presentations will not be conducted.

F. The Cost Proposal will only be evaluated for Proposers who receive one of the three highest raw weighted scores in the evaluation of the Business/Scope of Work proposal, including oral presentations (if applicable).
G. The State may accept a Proposer’s initial proposal by award of a contract with or without discussion to clarify proposals that are reasonably capable of receiving an award.  Discussions may explore Proposers’ understanding of requirements, qualifications, ability to perform the work successfully, and compensation. Discussions may result in non-material changes to the RFP or proposals. The State may also ask for best and final offers from Proposers whose proposals are reasonably capable of receiving an award, or negotiate with the apparently successful Proposer. During any of these processes, the content of competing proposals will not be disclosed.
1. If discussions result in a need for material change to the RFP or to proposals, the State will issue written requests for best and final offers, specifying the information to which each Proposer is requested to respond.  The request will specify the place, time and date for receiving the written offers. If a Proposer does not submit a notice of withdrawal or a timely best and final offer, the Proposer’s prior proposal will be considered its best and final offer.  If necessary, the State may issue a subsequent request for best and final offers.  Best and final offers will then be re-evaluated.
2. The State may convene a negotiating team and negotiate with the apparently successful Proposer if negotiation is in the best interest of the State.  If a negotiated proposal is acceptable to both parties, a contract may be awarded.  If the parties are unable to agree, the State may terminate the negotiations in writing and negotiate with the next ranked Proposer.
H. Proposers will be notified of the result of the procurement process.
I. Background Information: 
The Department of Health and Welfare’s (Department) Child Support Program (CS) is converting its paper CS case files to electronic images. CS currently has approximately one hundred twenty-five thousand (125,000) hard-copy open and active case files. Each file contains a various number of documents each with various numbers of pages, averaging an estimated twenty-five (25) individual documents per file and resulting in approximately four million to seven million (4,000,000-7,000,000) total pages in the files. In addition, there are approximately fifty thousand (50,000) loose pages of currently unfiled documents. All documents must also be scanned & indexed. These documents are currently located in seven (7) different offices in seven (7) different cities across the state.
All scanning & indexing must be completed prior to May 31, 2010. The documents from the files must be scanned directly into the Department’s document storage solution (eCaseFile) architected on EMC’s ApplicationXtender product or into a format compatible with the ApplicationXtender version 5.3 or later. eCaseFile is an electronic document management application developed in-house using VB.NET and Visual Studio 2005. eCaseFile uses EMC’s Documentum ApplicationXtender to scan/capture documents into an electronic format, associate keywords and metadata to the scanned document so it can be retrieved, and store/retrieve electronic documents to/from a central document repository located in Boise,
Idaho. Electronic document images are stored on a Storage Area Network (SAN) and the eCaseFile data are stored in a Microsoft SQL Server 2005 database. eCaseFile interfaces with external mainframe and Solaris systems using web services or a third party middleware product called DataDirect Shadow to obtain case and client information to use as keywords or metadata for the electronic document. Each document requires multiple indexing with the standard number being five (5). The number of indexes may be adjusted based on cost. See Attachment 5. Keystrokes per index range from six (6) to eleven (11). In addition, some types of documents may require up to three (3) additional indexes ranging from three (3) to seventeen (17) keystrokes. A minimal number of documents may require an entry into a description field with a maximum number of keystrokes set to fifty (50). 
The files will be partially cleaned by the Department prior to shipping to the Contractor’s facility. This activity will include removing unnecessary documents, multiple copies of documents (unless certified documents), and marking documents as “do not scan” and “do not destroy”, as applicable. The Contractor will complete the prep of the documents to get them scan-ready. All files will be scanned and indexed/classified by individual document utilizing an average of five (5) identifiers per document. The number of identifiers may be adjusted based on cost.
The Contractor will destroy the documents after a quality assurance review with the exception of documents previously identified by the Department as “do not destroy”. These documents must be returned to the Department in their original files.
II.  INSTRUCTIONS FOR SUBMISSION OF PROPOSALStc \l1 "II.  INSTRUCTIONS FOR SUBMISSION OF PROPOSALS
A.
Any qualified vendor may submit a proposal.  Per Idaho Code, Section 67-5730, all vendors are qualified unless disqualified.  Those Proposers presently on the General Service Administration’s (GSA) “list of parties excluded from federal procurement and nonprocurement programs” may be disqualified.  Vendor information is available on the Internet at:  http://epls.arnet.gov
B.
Proposals must demonstrate that Proposers have the ability to complete the described functions of this contract.  State agencies are not required to, but are encouraged to bid.

C.
In order to be considered for award, sealed proposal must be provided at the place specified, no later than the date and time specified in the RFP.

D.
The proposal shall be submitted under the same cover at the same time, in two (2) distinct sections: Business/Scope of Work Proposal and a Cost Proposal.  The proposals shall be addressed to the RFP Lead and clearly marked “CONTRACT PROPOSAL – Sicomm RFP02206 Scanning and Indexing Services” and marked “Confidential.”

1.
Each proposal shall be submitted in one (1) original and five (5) copies of the Business/Scope of Work Proposal and one (1) original of the Cost Proposal and Billing Procedures.

2.
The Business/Scope of Work proposal must be sealed, identified “Business and Scope of Work Portion of Proposal – Sicomm RFP02206 Scanning & Indexing Services” and marked “Confidential.”

3.
The Cost Proposal must be sealed, identified “Cost Portion of Proposal – Sicomm RFP02206 Scanning & Indexing Services” and marked “Confidential.”

E.
Proof of worker's compensation, professional liability and at least $500,000 comprehensive general liability insurance coverage is required.  The proposer must provide either a certificate of worker's compensation insurance issued by a surety licensed to write worker's compensation insurance in the State of Idaho, as evidenced that the contractor has in effect a current Idaho worker's compensation insurance policy, or an extraterritorial certificate approved by the Idaho Industrial Commission from a state that has a current reciprocity agreement with the Industrial Commission prior to execution of the contract.  The State reserves the right to have the original certificate provided upon request.  If the original document is requested, a contact will not be signed until it is received.
F.
No verbal proposals or modifications will be considered.  Any Proposer may modify a proposal in writing over the signature of the Proposer prior to the bid closing time.
G.
A proposal received at the office designated in this RFP after the bid closing time will not be accepted unless the Department determines that late receipt was due solely to mishandling by the Department after its arrival.

H.
All costs incurred in the preparation and submission of a proposal responding to this RFP, including Proposer’s travel expenses to attend the bidder’s conference, proposal opening and presentation or negotiation sessions, shall be the sole responsibility of Proposers and shall not be reimbursed by the Department.

I.
An appeal by a vendor of a bid specification, a nonresponsiveness determination, or the award of a bid are governed by Idaho Code Section 67-5733 and must be filed in accordance with that section, which can be found on the Internet at http://www2.state.id.us/adm/purchasing.
J.
Disclosure Pursuant to Executive Order 2007-09, provided herewith as Attachment 3.  The purpose of the disclosure form is to ensure that all vendors seeking to enter into a service contract with the State of Idaho or a contract to develop, sell or lease software to the State of Idaho disclose where work will be performed.  Vendors must complete and submit this form with their proposals. No contract can be awarded to a supplier until the Department has this completed Disclosure form.
III.  TERMS OF PROCUREMENT PROCESStc \l1 "III.  TERMS OF PROCUREMENT PROCESS
A.
Proposers must adhere to all requirements of this RFP to be responsive.  The Director reserves the right to waive any nonmaterial variation that does not violate the overall purpose of the RFP, frustrate the competitive bidding process, or afford any Proposer an advantage not otherwise available to all Proposers.

B.
Proposals should be submitted on the most favorable terms from both a price and technical standpoint which Proposers can propose.  The Department reserves the right to accept parts of proposals or reject any and all proposals received, without financial obligation, if the Director determines it to be in the best interest of the State to do so.

C.
The Department reserves the right to cancel an award if, in its sole discretion, any interest disclosed from any source could give the appearance of a conflict or cause speculation as to the objectivity of the program to be developed by the contractor.  The Department’s determination regarding any questions of conflict of interest shall be final.

D.
All data provided by the Department in relation to this RFP represents the best and most accurate information available at the time of RFP preparation.  Should any data later be discovered to be inaccurate, such inaccuracy shall not constitute a basis for contract rejection by a Proposer or contract amendment.

E.
All proposal material submitted becomes the property of the State of Idaho, Department of Health and Welfare, and shall not be returned to Proposer.  Proposals and supporting documentation may be available for public inspection upon written request following the announcement of a contract award, except for information specifically labeled on each separate page as a “trade secret” under the Idaho Public Records Act, Idaho Code Section 9-340D(1).

F.
The proposal submitted by the successful Proposer shall be incorporated into and become part of the resulting contract.  The Department shall have the right to use all concepts contained in any proposal and this right shall not affect the solicitation or rejection of the proposal.

IV.  PROPOSAL FORMATtc \l1 "IV.  PROPOSAL FORMAT
A.
These instructions prescribe the format that proposals must follow.  They are designed to ensure a complete submission of information necessary for an equitable analysis and evaluation of submitted proposals.  There is no intent to limit the content of proposals.  The proposal of the successful Proposer shall be appended to and incorporated in the General Terms and Conditions.  The General Terms and Conditions should be reviewed carefully by each prospective Proposer since compliance with those terms and conditions is mandatory.

B.
The business and Scope of Work Section shall include the transmittal letter on official letterhead of the Proposer, with name, mailing address, telephone number, and FAX number of the Proposer’s authorized agent readily evident.  The letter shall identify all material and enclosures being forwarded collectively as the response to this RFP. The transmittal letter must be signed by an individual authorized to commit the Proposer to the work proposed.  In addition, the transmittal letter must include:

1. Identification of the Proposer’s corporate or other legal entity. Proposers must include their FEIN or SSN and the tax identification number must be that of the Proposer responding to the RFP. The Proposer must be a legal entity with the legal right to contract.
2. A statement indicating acceptance of and willingness to comply with the requirements of the RFP and attachments and the terms and conditions of the Department’s General Terms and Conditions and the Customer Service requirement.

3. A statement of compliance with affirmative action and equal employment regulations.

4. If the RFP is amended, a reference to all RFP amendments to confirm that Proposer is aware of such amendments.

5. A statement that the bid was arrived at independently without collusion, consultation, communication, or agreement with any other Proposer as to any matter concerning pricing.

6. A statement that Proposer has not employed any company or person other than a bona fide employee working solely for the Proposer or a company regularly employed as its marketing agent, to solicit or secure this contract, and that it has not paid or agreed to pay any company or person, other than a bona fide employee working solely for the contractor or a company regularly employed by the contractor as its marketing agent, any fee, commission, percentage, brokerage fee, gifts or any other consideration contingent upon or resulting from the award of this contract.  The Proposer shall affirm its understanding and agreement that for breach or violation of this warranty, the Department shall have the right to annul the contract without liability or, in its discretion, to deduct from the contract price the amount of any such fee, commission, percentage, brokerage fee, gifts or contingencies.
7. A statement naming the firms and/or staff responsible for writing the proposal.
8. A statement that Proposer is not currently suspended, debarred or otherwise excluded from federal procurement and nonprocurement programs.

9. A statement affirming the bid will be firm and binding for ninety (90) days from the RFP opening date.

10. Identify each page of the proposal that contains a “Trade Secret” per section III.E. above. Only those pages identified here will be considered for non-release if requested in a Freedom of Information Request.  All other pages of the proposal may be released without review for Trade Secret content.

11. A statement, by submitting its Proposal, that the Proposer warrants that any contract resulting from this Solicitation is subject to Executive Order 2006-40 (http://gov.idaho.gov/mediacenter/execorders/eo06/eo_2006-40.html); it does not knowingly hire or engage any illegal aliens or persons not authorized to work in the United States; it takes steps to verify that it does not hire or engage any illegal aliens or persons not authorized to work in the United States; and that any misrepresentation in this regard or any employment of persons not authorized to work in the United States constitutes a material breach and shall be cause for termination of its contract.
C.
Cover Page:  This should identify the RFP, including the Department’s name and the bid number, and the Proposer’s name and address, phone number and name of contact person.

D.
Table of Contents:  This must adequately identify the contents of each section, and page numbers of major subsections.

E.
Executive Summary:  The executive summary must provide a condensed overview of the contents of the Business/Scope of Work proposal submitted by the Proposer, which shows an understanding of the services to be performed.

F.
Business Information:

1. Experience:  Proposers must describe in detail their knowledge and experience:

a. Providing scanning and indexing services for projects similar in volume and time committed to the services required in this RFP.
b. Providing services for Child Support programs. This experience is preferred but not required.
c. Successfully meeting critical timelines on jobs similar in scope to those described in this RFP. 
d. With ApplicationXtender software. (Experience is not mandatory.)
2. References:  Proposers must provide three (3) written professional references from individuals, companies, or agencies for which services have been provided within the last two (2) years.  In addition, Proposers shall follow the instructions in Attachment 2 to obtain those references.  Note – for any reference not received by RFP closing date and time, that particular reference will receive a score of zero (0).  Proposers may email the RFP Lead prior to the reference submittal deadline to verify receipt of references (see Attachment 2).
3. Financial Statements:  Proposals must demonstrate sufficient financial stability, the ability to fund its operations for up to ninety (90) days without payment from the Department and its ability to perform the contract.  Proposals must include:
· Audited Financial Statements (most recent 2 years) AND a current Comprehensive Credit Report OR;

· SEC Form 10K (most recent 2 years) AND a current Comprehensive Credit Report OR

· Unaudited Financial Statements using Attachments 4A, 4B and 4C Consolidated Statement of Operations and Consolidated Balance Sheet format (most recent 2 years) AND a current Comprehensive Credit Report



For privately held companies, if financial information is considered proprietary or confidential, mark the said information accordingly.  Executive State Agencies will be exempt from submitting financial information and the score assigned will be zero.


Financial information must be submitted for the entity submitting the proposal.  If the entity submitting the proposal is part of a larger organization, do not submit consolidated financial information for the larger organization.  The state can only evaluate the financial information for the specific entity submitting the proposal.  



For proposals submitting Unaudited Financial Statements, it must include an explanation for the unaudited financial statements and use the financial document formats as provided in Attachments 4A, 4B and 4C of this RFP, including signatures on those statements by a Principal of the submitting entity ensuring the validity and accuracy of the financial information being provided.

G.
Organization and Staffing:  The Proposer shall describe qualifications for successfully completing the requirements of the RFP.  The following are required:

1. Organization Chart:  The Proposer shall provide a detailed organization chart showing all positions that will be involved in the work of carrying out the ensuing contract.  The Proposer shall show where this organization chart falls within overall business structure.
2. Qualifications of Personnel:  A resume or statement of qualifications is required for all current employees who will be managing or delivering services under the contract.  For positions that are not filled, a description of job qualifications is required. The Proposer should identify the person or position that will act as Contract Manager for the contract resulting from the award of this RFP.
3. Subcontractors:  The Proposer shall describe the extent to which subcontractors will be used to comply with contract requirements.  Provide information on the organizational structure and personnel qualification statements for all subcontractors anticipated to be involved under the contract.
V.  SCOPE OF WORKtc \l1 "V.  SCOPE OF WORK
Use this proposal outline as part of your response to the RFP, and identify it as Appendix A – Scope of Work.  V.A. General Requirements is informational only.  Please start your response with V.B.
A General Requirements (The following requirements in V.A. are mandatory and do not require a response from the proposer.)
1 The Contractor shall comply with the rules, regulations and policies as outlined by the Department of Health and Welfare (Department), Division of Welfare.
2 The purpose of this contract supports Goal 3 of the Department’s Strategic Plan —Enhance the Delivery of Health and Human Services.

3 The Contractor shall ensure all persons providing services under this contract meet all express and implied qualifications, certifications, and licensure.

4 The scanning and indexing will occur at the Contractor’s site.

5 Scanning must be completed by May 31, 2010.

6 The Department will pay for the shipping of the files to the Contractor and return shipment to the Department.
7 The frequency of file transfers will be negotiated between the Contractor and the Department dependent upon the transmission method selected.
Where indicated, for each of the following, the proposal should address methodologies to be used, pertinent time lines, personnel and other pertinent information in order to implement the Scope of Work successfully to achieve full compliance with all tasks and deliverables. The Proposer shall identify any information or resources needed from the Department in order to perform any of the work.

B Services to be Provided  The Contractor must scan and index all individual open and active Child Support case documents by May 31, 2010. 
1 Proposer shall thoroughly describe their equipment, processes, and capabilities to ensure the work is completed within the required timeframes and documents are indexed to the correct case using the requirements in Attachment 5.
2 The files and loose documents sent to the Contractor are open, active files used by the Department on an on-going basis. It is critical to minimize the amount of time the file is “unavailable” to the Department. During the period the file is in the Contractor’s possession, the Department may require access to the contents of a particular file. The Proposer shall describe a process to:

a Minimize the impact of case file information being unavailable to the Department. The process should address:

i The number of files planned for each transfer and
ii The approximate timelines for processing the documents in each transfer. 
b Ensure case documentation is available on demand within twenty-four (24) hours, including how the images will be made accessible to Department staff. The final process for transferring on-demand images will be negotiated between the Department and the Contractor.
c Track the case files received by the vendor.

d Track the loose documents received.

e Ensure loose documents not marked with an identifying case number are returned to the Department.

3 The Department will clean case files of all unnecessary documents, identify and separate duplicate documents which must be retained, and mark documents as “Do Not Scan” or “Do Not Destroy”, as applicable. Contractor will prep the documents and remove post-it notes, staples, paperclips, other binding tools, straighten bent corners, etc. The Proposer shall describe how they will accomplish the requirement. 

4 Files will be sent to the Contractor in a phased batch process from a number of Department office locations across the State by the most effective transportation method, based on the location of the Contractor. The Contractor will ensure any documents returned to the Department are returned to the originating office in the original case file. The Proposer shall describe a process to ensure files are returned to the applicable office.

5 The Department will utilize ApplicationXtender software for file management at the Department level. The Contractor will scan documents in a compressed 1-bit TIFF format at 300 dpi resolution. The Proposer shall describe their equipment and capabilities to meet this requirement.

6 Documents may be either simplex or duplex documents. The Contractor will scan documents accordingly. Proposer shall describe their equipment, processes, and capabilities to meet this requirement.

7 The files contain documents of various sizes with different orientations. The Contractor will scan the documents to meet the requirements. The Proposer shall describe their equipment, processes, and capabilities to:

a Maintain appropriate document orientation,

b Maintain the original size of letter- or legal-sized documents,

c Scan documents smaller than letter size and enlarge the scanned image to fit letter size,

d Scan documents larger than legal size and reduce the scanned image to fit legal size.

8 The files contain private information, including medical and financial documents. The Contractor will protect the confidentiality of all information in the case file at all times. The Proposer shall describe how this information will remain secure and confidential with staff, at their facility, and during any electronic transmission of data.

9 Documents may be damaged during the scanning process which could lead to a substandard image or making it impossible to obtain an image. The Department will not pay for documents that are damaged to the extent an image cannot be obtained. The Contractor will track any damaged documents that result in a substandard image. The Proposer shall describe how they will:

a Minimize document damage, and

b Track all damaged documents.
10 The files contain a wide variety of documents. After scanning, a large portion of the documents must be disposed of by the Contractor. The Proposer shall describe how this requirement will be met while ensuring the security and confidentiality of the documents.

11 A portion of the file documents are identified as “Do Not Destroy”. The Contractor will return these documents to the Department in the original case file after scanning. The Proposer shall describe how they will ensure documents identified as such are retained and returned to the Department.

12 The Contractor will transfer the scanned document images and indexes to the Department’s designated location within an agreed upon timeframe for each file batch. The turnaround time for scanning, indexing, and transferring the indexed images to the Department will be based on the selected transfer method. The Department’s preferred method of transfer is by removable media such as terabyte external SAT-hard drives sent via a commercial shipping company. The Department may opt for the Contractor to transfer scanned images via the internet or a connection to the Department’s internal network if such a transfer method is deemed to be cost-effective and within the constraints of existing bandwidth limitations. The Proposer shall describe:
a Available options for transferring the scanned images and

b Their recommendations for the most effective, secure, and timely method(s) for transfer.
C Reports/Records/Documentation  
1 The Contractor shall provide reports as described in Appendix D.
D Faith-based Organization  If Proposer is a faith-based organization describe how it will:
1 (a) segregate contract funds in a separate account; (b) serve all participants without regard to religion, religious belief, refusal to hold a religious belief, or refusal to actively participate in a religious practice; (c) ensure that Department- referred clients’ participation in religious activities, including worship, scripture study, prayer or proselytization, is only on a voluntary basis; (d) notify participants of the religious nature of the organization, their right to be served without religious discrimination, their right not to take part in inherently religious activities, their right to request an alternative provider and the process for doing so; (e) how the organization will ensure that contract funds are not expended on inherently religious activities, and (f) comply with applicable terms of 42 CFR Parts 54 and 54a, and 45 CFR 260 and 1050.
E Quality Assurance  
1 The Contractor will conduct a quality check on all scanned documents to ensure the formatting and readability of the source document is preserved and all pages are included. Proposer shall describe their process to meet this requirement.
2 The Contractor will maintain an audit process associated with the receipt of files, scanning & indexing the documents, and the return or disposal of the files/documents. The Proposer shall describe the audit trail process.
F Transition/Implementation Plan  
1 Implementation Plan: The Proposer shall thoroughly describe the implementation process. The Proposer’s description shall include:
a Estimated timelines to be fully operational. 
b The person(s) within the Proposer’s organization responsible for the primary implementation tasks and the person with overall responsibility for the successful implementation.

c A draft implementation schedule which outlines high-level tasks and estimated timeframes for the tasks.

d A plan to complete any required secure connectivity identified in Section V.B. within ten (10) business days after the signing of the contract. 
e An outline of the testing phase to ensure successful transfer of the scanned images from the Contractor to the Department and completion of the project within the designated timelines.
f An assurance that a fully developed, detailed implementation plan and schedule will be provided to the Department within five (5) business days after the initial implementation meeting between the Contractor and the Department. The detailed schedule must include recommended benchmark time points as indicators of progress toward completion by May 31, 2010. The final detailed schedule, including benchmark time points, must be approved by the Department. The initial implementation meeting will be held in Boise within the first ten (10) business days after the contract award is final. 
VI.  COST PROPOSALtc \l1 "VI.  COST PROPOSAL
A.
The Proposer shall use the format established in Appendix C as your response to the cost proposal of this RFP, and identify it as Appendix C - Cost Proposal and Billing Procedure.  This format is mandatory for purposes of evaluating the proposal and awarding a contract.

B.
The Proposer shall provide a fully-loaded rate which shall include all operating and personnel expenses, such as: overhead, salaries, profit, supplies, travel and quality improvement.

C.
Proposed rates shall be justified using the cost analysis matrix contained in Appendix C. 

CONTRACTORS ARE NOT ALLOWED TO DIRECT BILL EXPENSES OR TO RECEIVE ADVANCE PAYMENTS FOR SERVICES NOT RENDERED. 

VII.  PROPOSAL REVIEW AND EVALUATIONtc \l1 "VII.  PROPOSAL REVIEW AND EVALUATION
A.
The objective of the State in soliciting and evaluating proposals is to ensure the selection of a firm or individual that will produce the best possible results for the funds expended.

B.
Consensus Scoring – Each member of the Proposal Evaluation Committee shall independently “review” the proposals submitted. The Committee shall then meet as a group, review each proposal independently of the other and through discussion of each evaluation criterion, identify the strengths and weaknesses of each proposal. The criteria shall be used by the Committee to evaluate the proposals for the purpose of scoring them based on how fully each proposal meets the requirements of this RFP. Particular emphasis will be placed on the Proposer’s understanding of the RFP, quality of staff, and the description of how the activities will be performed. The Committee shall arrive at a score for each individual evaluation criterion that reflects the single agreed upon score and that consensus score will be recorded.

The Committee may consult with subject matter experts to review and advise on any portion of the proposals.

C.
All proposals shall be evaluated first to ensure that they meet the Mandatory Submission Requirements of the RFP as addressed in Attachment 1.  All proposals that fail to address all of the requirements of this RFP, in the judgment of the Department, shall be deemed non-responsive and shall receive no further consideration.

D.
The Department reserves the right to contact, and evaluate information from any known reference that may have pertinent information concerning the Proposer’s ability to perform these services.

E.
The scores for the technical proposal section shall be normalized as follows:  The proposal with the highest overall total technical score will receive a score of 600.  Other proposals will be assigned a portion of the maximum score using the formula:  600 X technical proposal being evaluated/highest technical proposal.

F.
The scores for the cost proposal section shall be normalized as follows:  The cost evaluation will be based on the total cost bid for required services as itemized in Appendix C.  The proposal with the lowest overall total cost bid will receive a score of 400.  Other proposals will be assigned a portion of the maximum score using the formula:  400 X lowest cost proposal/cost proposal being evaluated.


EVALUATION CRITERIA


Business Information (IV.F.)
200 points


Organization and Staffing (IV.G.)
50 points


Scope of Work (V.)
350 points


Cost (Appendix C)
400 points


Total Points
1000 points
VIII.  GENERAL TERMS AND CONDITIONS TC "VIII.  GENERAL TERMS AND CONDITIONS" \f C \l "1" 
A.
The proposal submitted in response to the RFP of the successful Proposer and any negotiated changes shall be appended to and incorporated in the General Terms and Conditions of the contract. 

B.
The contract, in its incorporated composite form, represents the entire agreement between the Contractor and Department and supersedes all prior negotiations, representations, understandings or agreements, either written or oral.


APPENDIX A

Scope of Worktc \l1 "APPENDIX A--SCOPE OF WORK
(The Contractor’s proposal will be included in the contract as Appendix A – Scope of Work)
APPENDIX B
Performance Metrics TC "APPENDIX B--Performance Metrics" \f C \l "1" 
1.
Metric Description:  Timelines-Benchmarks: The Contractor shall meet all benchmarks identified in the Department-approved final Implementation Plan and the May 31, 2010 completion date unless the delay is caused by the Department.

Required Level of Expectation:  98% 

Method of Monitoring:  The Department shall review the number of files completed by each benchmark date and by the final completion date of May 31, 2010.

Strategy for Correcting Non-Compliance:  The Department may require a Corrective Action Plan which meets Department approval to be submitted within ten (10) business days of the findings should the performance level fail to meet the Required Level of Expectation for Timelines. The Department may deduct up to two percent (2%) from the Contractor’s monthly invoice total for repeated failure to meet the Required Level of Expectation.
2.
Metric Description:  Timelines-Processing: The Contractor shall process all case files and unfiled documents within the Department-approved timelines. The Contractor’s turnaround time for scanning, indexing, and transferring the indexed images to the Department shall meet the processing timelines requirements agreed to by the Contractor and the Department based on the selected method of transfer. The Contractor shall provide scanned images within twenty-four (24) hours from the receipt of an on-demand request.

Required Level of Expectation:  As agreed upon by the Contractor and the Department after the acceptable processing timelines are set.

Method of Monitoring:  Regular case file and unfiled document processing timeliness shall be monitored based on a review of randomly selected Contractor-scanned files. A sample will be reviewed each week. The sample size will be negotiated between the successful vendor and the Department. On-demand files will be assessed for timeliness based on feedback from the staff requesting the on-demand file. Sample sizes for this metric are contingent upon the method, frequency, and volume of image transfers, which will be determined based on the response from the successful vendor.

Strategy for Correcting Non-Compliance:  The Department may require a Corrective Action Plan which meets Department approval to be submitted within ten (10) business days of the findings should the performance level fail to meet the Required Level of Expectation for Timelines. The Department may deduct up to two percent (2%) from the Contractor’s monthly invoice total for repeated failure to meet the Required Level of Expectation.
3.
Metric Description:  Quality Service Delivery: Damage to documents shall be kept at a minimum and any document damaged shall be tracked and reported. Documents shall be scanned using the correct indexes and associated with the correct case; images shall be readable. Tracking shall be performed to ensure accurate tracking, delivery, and receipt from the Department to the Contractor and return, as applicable.

Required Level of Expectation:  99.9%

Method of Monitoring:  The Department will review the number of documents returned or reported to the Department as damaged; review the scanning documentation referenced in Section V.B.9 to identify possible quality deviations; review and verify any communication from Child Support case managers stating documents were scanned or indexed incorrectly; review and analyze documents scanned by the vendor to the Department; review and analyze document and file tracking metrics; review and analyze Contractor performance compared to established quality standards set forth in the Scope of Work. The Department may request completed files and associated scanned images at any time. The files and scanned documents must be sent via mail and electronic methods, as appropriate, within two (2) business days of the request.

Strategy for Correcting Non-Compliance: The Department may require a Corrective Action Plan which meets Department approval to be submitted within ten (10) business days of the findings should the performance level fail to meet the Required Level of Expectation for Timelines. The Department may deduct up to five percent (5%) from the Contractor’s monthly invoice total for repeated failure to meet the Required Level of Expectation. Repeated failure to meet the standard may also result in additional actions as detailed in the Contract’s Terms and Conditions, Section XII-Remedies.

APPENDIX C
Cost Proposal and Billing Procedure TC "APPENDIX C--Cost Proposal and Billing Procedure" \f C \l "1" 
Part 1. Cost Proposal:  
The contract resulting from this RFP is an INDEFINITE QUANTITY contract for a FIXED PRICE per type of service specified in the Cost Matrix below.
All proposals must utilize the Cost Matrix for submitting their cost proposal. Proposers shall not alter the format of, or any numbers contained in, any matrix. Any proposal not complying with this requirement shall be deemed non-responsive and shall receive no further consideration for award of a contract.

Estimated numbers of documents are best estimates only and do not necessarily represent actual volume that may be experienced. The Department makes no warranty or representation as to the validity of any estimates. There are no standard numbers of pages or documents related to each file.

Cost Matrix
	Task
	(A)

Estimated Total Volume
	(B)

Unit
	(C)

Rate
	(D)

Cost for Service

A*C=D

	Document Preparation
	6,000
	Hour
	
	

	Scanning @ 300 dpi; standard letter size b&w images 
	4,950,000
	Image
	
	

	Scanning @ 300 dpi; standard legal size b&w images
	275,000
	Image
	
	

	Reducing/Enlarging and Scanning non-standard documents (post card to 11x17) @ 300 dpi, b&w images
	275,000
	Image
	
	

	Indexing
	156,200,000
	Keystroke
	
	

	100% QC document review
	3,125,000
	Document
	
	

	Document Destruction
	950
	Banker’s Box
	
	

	Set-up Costs (if any one-time initial)
	1
	Job
	
	

	TOTAL COST PROPOSAL
	$


Part 2. Billing Procedure:

The Contractor will provide a monthly billing for services rendered, itemizing the services and associated rates within ten (10) working days of the end of the billing period.  No invoice shall be accepted or paid without receipt of required reports detailed in the Report section. 

The invoice shall include, but not be limited to:

1. All Contractor services delivered during the billing period, identified by each item as reflected in the cost matrix and project budget, and the total for each.
2. Total amount billed for the billing period.
3. A unique invoice identifier.

4. Contract number.

Monthly invoices for all services are to be submitted by mail to:



Idaho Department of Health and Welfare



450 West State Street, 2nd floor


Boise, ID 83702

Final invoices and reports must be submitted to the Department no later than ten (10) calendar days after the contract expiration date. Invoices received without the required report(s)/documentation will be returned to the Contractor for their resubmission with the final report(s)/documentation. Invoices received after the designated timeline may be subject to a deduction of 1% for each day the invoice is late. 
APPENDIX D

Reports TC "APPENDIX D--Reports" \f C \l "1" 
Report Description:  Audit Report: The report shall provide data on the number of documents scanned by the Contractor, including:
· Number of pages/documents prepped

· Number of documents scanned @ 300dpi, standard letter-sized images

· Number of documents scanned @ 300dpi, standard legal-sized images

· Number of images reduced or enlarged due to non-standard original document size.

· Number of indexes attributed to scanned images and number of keystrokes associated with the identified indexes.

· Measurement of documents destroyed by the Contractor.
· Quantity and case number of physical files converted to electronic images

· Benchmark progress

Other items may be identified and added to the report as determined necessary and agreed to by the Contractor and Department.

Report Format:  To be negotiated between the Contractor and the Department upon Department acceptance of the report structure.
Report Due:  Within ten (10) business days after the end of each month. The audit report must accompany the invoice.
Report Description:  Timeliness Report: The report shall summarize the timeliness of individual file/unfiled document processing, outlining the elapsed time between receipt of the file and completion of scanning.  It must include, at a minimum: the date the file was received, the date scanning was completed and the date images were transferred to the Department. Other items may be identified and added to the report as determined necessary and agreed to by the Contractor and Department.
Report Format:  To be negotiated between the Contractor and the Department upon Department acceptance of the report structure.
Report Due:  Within ten (10) business days after the end of each month. The timeliness report must accompany the invoice.
Report Description:  Quality Assurance Report: The report shall summarize the Contractor’s monthly quality findings. It must include, at a minimum: the quality evaluation processes that were used to gather information, findings from the Contractor’s QA review of accuracy levels pertaining to scanned images, document classifications, indexed identifiers, damaged or destroyed documents, readability, and storage of scanned images; and improvement measures taken as a result of performance findings. Other items may be identified and added to the report as determined necessary and agreed to by the Contractor and Department.
Report Format:  To be negotiated between the Contractor and the Department upon Department acceptance of the report structure.
Report Due:  Within ten (10) business days after the end of each month. The quality assurance report must accompany the invoice.
ATTACHMENT 1
MANDATORY SUBMISSION REQUIREMENTS TC "ATTACHMENT 1 MANDATORY SUBMISSION REQUIREMENTS" \f C \l "1" 
PROPOSER PASS/FAIL CHECKLIST

	RFP  Ref. #
	DESCRIPTION
	Proposal Page # (Proposer completes)
	Y
	N

	II A
	Qualified Vendor
	
	
	

	II C
	Proposal submitted before bid closing time
	
	
	

	II D 1 to
II D 3
	Technical and Cost section, in separate envelopes and properly labeled
	
	
	

	IV B 
	Transmittal letter received with proper letterhead and company information and signed by an authorized official
	
	
	

	IV B 2
	Positive written statement of willingness to comply with RFP and General Terms and Conditions
	
	
	

	IV B 3
	Compliance with affirmative action and EEO regulations
	
	
	

	IV B 4
	Reference to all RFP amendments (if applicable)
	
	
	

	IV B 5
	Certification that bid was arrived at independently
	
	
	

	IV B 6
	Certification of not having employed an agent to secure contract
	
	
	

	IV B 7
	Statement of who prepared proposal
	
	
	

	IV B 8
	Certification that vendor is not currently suspended, debarred or otherwise excluded from federal procurement
	
	
	

	IV B 9
	Bid warranty
	
	
	

	IV B  11
	Illegal Aliens
	
	
	

	
	License (if required)
	
	
	

	
	Bonding (if required)
	
	
	

	
	
	
	
	


By checking the website:  http://epls.arnet.gov I hereby certify that the proposer has met the above requirements and is not currently debarred by the Federal Government.








    Date:





(Signature of state employee verifying the mandatory requirements have been met)
ATTACHMENT 2
REFERENCES TC "ATTACHMENT 2 REFERENCES" \f C \l "1" 
INSTRUCTIONS TO THE PROPOSER:

Three (3) professional references are required from individuals, companies, or agencies for which services have been provided within the last two (2) years.  References not submitted prior to 5:00 p.m. Mountain Time on September 17, 2009 will receive a score of “0” in the evaluation process.  If more than three (3) references are received, the first three (3) references received will be used for evaluation purposes. 

1. Proposers must complete the following information on page 2 of the “Reference’s Response To” document before sending it to the Reference for response.
     a. Print the name of your reference (company/organization) on the “REFERENCE NAME” line.

     b. Print the name of your company/organization on the “PROPOSER NAME” line.

2. Send the “Reference’s Response To” document to your references to complete.  
NOTE:  It is the Proposer’s responsibility to follow up with their references to ensure timely receipt of all questionnaires.  Proposers may e-mail the RFP Lead twenty-four (24) hours prior to the RFP closing date to verify receipt of references.

REFERENCE’S RESPONSE TO:

RFP Number: RFP02206
RFP Title: Imaging and Indexing Services
REFERENCE NAME (Company/Organization): ________________________________________
PROPOSER (Vendor) NAME (Company/Organization): 





    has submitted a proposal to the Department of Health and Welfare, Division of Welfare, Child Support Services to provide the following services: Back Scanning Imaging and Indexing.  We’ve chosen you as one of our references.
INSTRUCTIONS 

1. Complete Section I. RATING using the Rating Scale provided.  

2. Complete Section II. GENERAL INFORMATION (This section is for information only and will not be scored.)
3. Complete Section III. ACKNOWLEDGEMENT by signing and dating the document. (Reference documents must include an actual signature.)
4. E-mail or fax THIS PAGE and your completed reference document, SECTIONS I through III to:


RFP Lead:
Mary Jepsen



     

E-mail: 
mary.jepsen@adm.idaho.gov

Phone: 
208-332-1607

Fax:  

208-327-7320
 

5. This completed document MUST be received no later than. September 17, 2009 at 5:00 p.m. (Mountain Time).  Reference documents received after this time will not be considered.
6. DO NOT return this document to the Proposer (Vendor).

7. In addition to this document, the State may contact references by phone for further clarification if necessary.
Section I. RATING

Using the Rating Scale provided below, rate the following nine (9) items by circling the appropriate number for each item:

                                                          Rating Scale

	 Category
	Score

	Poor or Inadequate Performance
	0

	Below Average
	1 – 3

	Average
	4 – 6

	Above Average
	7 - 9

	Excellent
	10


Circle ONE number for each of the following nine items:

1. Rate the overall quality of the vendor’s services:
10
9
8
7
6
5
4
3
2
1
0
2. Rate the response time of this vendor:
10
9
8
7
6
5
4
3
2
1
0
3. Rate how well the agreed upon, planned schedule was consistently met and deliverables provided on time.  (This pertains to delays under the control of the vendor):
10
9
8
7
6
5
4
3
2
1
0
4. Rate the overall customer service and timeliness in responding to customer service inquiries, issues and resolutions:

10
9
8
7
6
5
4
3
2
1
0
5. Rate the knowledge of the vendor’s assigned staff and their ability to accomplish duties as contracted:

10
9
8
7
6
5
4
3
2
1
0
6. Rate the accuracy and timeliness of the vendor’s billing and/or invoices:
10
9
8
7
6
5
4
3
2
1
0
7. Rate the vendor’s ability to quickly and thoroughly resolve a problem related to the services provided:

10
9
8
7
6
5
4
3
2
1
0
8. Rate the vendor’s flexibility in meeting business requirements:

10
9
8
7
6
5
4
3
2
1
0
9. Rate the likelihood of your company/organization recommending this vendor to others in the future:

10
9
8
7
6
5
4
3
2
1
0
Section II. GENERAL INFORMATION

1. Please include a brief description of the services provided by this vendor for your business; include the volume of work this company does for your company and if the vendor met all timelines on projects:

______________________________________________________________________________

2. During what time period did the vendor provide these services for your business?

Month:_________  Year:_________
to 
Month:_________  Year:_________
Section III. ACKNOWLEDGEMENT

I affirm to the best of my knowledge that the information I have provided is true, correct, and factual:

____________________________________
________________________________

Signature of Reference



Date

____________________________________
________________________________

Print Name





Title

____________________________________

Phone Number

ATTACHMENT 3

DISCLOSURE PURSUANT TO EXECUTIVE ORDER 2007-09 TC "ATTACHMENT 3 DISCLOSURE PURSUANT TO EXECUTIVE ORDER 2007-09" \f C \l "1" 
Applies only to Bids, Quotes, or Proposals from vendors seeking to enter into a service contract with the State or a contract to develop, sell, or lease software to the State of Idaho.  If your Bid, Quote, or Proposal does not involve one of those, do not complete. 

Name of Vendor  




  BID Number: 





Pursuant to Executive Order 2007-09, the vendor named above hereby discloses: 

By Vendor:  Services under any resulting contract, or related to the development sale or lease/licensing of computer software under any resulting contract will be performed by vendor in the following countries (including the United States):

Country





Description of work

By subcontractor(s):  Services under any resulting contract, or related to the development, sale or lease/licensing of computer software under any resulting contract will be performed by subcontractors of vendor in the following countries (including the United States):

Country





Description of work and subcontractor name

Signature of Authorized signer:











The selected exceptions to Executive Order 2007-09 should apply.  

          
The vendor or its subcontractor provides a unique service or software and no comparable domestically provided service or software can adequately match the unique features of that provided by the vendor or its subcontractor; or  

          
The vendor or its subcontractor is a foreign firm hired to market Idaho services or products to a foreign country; or

          
The vendor or its subcontractor maintains a significant business presence in the United States and will perform only a de minimus portion of work under the contract outside the United States.

Please provide a brief narrative to explain each of the exceptions identified.  Add additional pages if necessary. 

Signature of Authorized signer: 












ATTACHMENT 4A

CONSOLIDATED BALANCE SHEET TC "ATTACHMENT 4A BALANCE SHEET" \f C \l "1" 
	 
	Year ending
	Year ending

	 
	(most recent year)
	(2nd most recent year)

	Assets
	 
	 

	Current Assets
	
	

	      Cash and Cash Equivalents1
	
	

	      Receivables, net of allowance for doubtful accounts2
	
	

	      Inventories3
	
	

	      Prepaid Expenses4
	
	

	Total Current Assets
	 $                         -   
	 $                              -   

	
	
	

	Long-Term Investments5 
	
	

	Property, Plant and Equipment, net of depreciation6
	

	Intangible Assets7
	
	

	Total Assets
	 $                         -   
	 $                              -   

	
	
	

	Liabilities and Owners' Equity
	 
	 

	Current Liabilities
	
	

	      Accounts Payable8
	
	

	      Notes Payable9
	
	

	      Interest Payable10
	
	

	      Income Taxes Payable11
	
	

	      Accrued Salaries, Wages, Other Liabilities12
	
	

	      Deposits Received from Customers13
	
	

	      Current Portion of Long-Term Debt14
	
	

	Total Current Liabilities
	 $                         -   
	 $                              -   

	
	
	

	Long Term Debt
	
	

	      Notes, Loans and Bonds Payable15
	 $                         -   
	 $                              -   

	
	
	

	Owners' Equity
	
	

	      Capital Stock16
	
	

	      Additional Paid In Capital17
	
	

	      Retained Earnings18
	
	

	Total Owners' Equity
	 $                         -   
	 $                              -   

	
	
	

	Total Liabilities and Owners' Equity
	 $                         -   
	 $                              -   


I have reviewed these financial statements and to the best of my knowledge:
a)
the reports do not contain any false, materially important statements nor do they omit a necessary material fact.

b)
the financial statements, and any other financial information furnished in the report, fairly present in all material respects the financial conditions, results of operations, and cash flows of the company in regards to the periods presented in the report.
c)
the company has designed disclosure controls and procedures to guarantee that material information in regards to the company and any subsidiaries is made known to me by others within those entities.
Signed by: 













To be signed by Owner, President, CEO, CFO, Executive Director or other individual

authorized to act on behalf of the organization.

ATTACHMENT 4B

CONSOLIDATED STATEMENT OF OPERATIONS TC "ATTACHMENT 4B STATEMENT OF OPERATIONS" \f C \l "1" 
	 
	Year ending
	Year ending

	 
	(most recent year)
	(2nd most recent year)

	 Revenues                                               
	$                            -
	$                           -

	 Expenses:                      
	
	

	    Cost of products and services
	
	

	    Selling, general and administrative
	
	

	    Depreciation and amortization
	
	

	      Total expenses                                       
	                              -
	                             -

	 Operating income (loss)                                 
	$                            -
	$                           -

	
	
	

	 Interest expense                                            
	
	

	 Interest income                                               
	
	

	 Other items, net                                              
	 
	 

	 Income (loss) before income taxes
	$                            -
	$                           -

	
	
	

	 Provision for income taxes                            
	
	

	
	
	

	 Net Income (loss)     
	$                            -
	$                           -

	  
	
	


I have reviewed these financial statements and to the best of my knowledge:
a)
the reports do not contain any false, materially important statements nor do they omit a necessary material fact.

b)
the financial statements, and any other financial information furnished in the report, fairly present in all material respects the financial conditions, results of operations, and cash flows of the company in regards to the periods presented in the report.
c)
the company has designed disclosure controls and procedures to guarantee that material information in regards to the company and any subsidiaries is made known to me by others within those entities.
Signed by: 













To be signed by Owner, President, CEO, CFO, Executive Director or other individual

authorized to act on behalf of the organization.
ATTACHMENT 4C
CONSOLIDATED BALANCE SHEET EXPLANATIONS TC "ATTACHMENT 4C CONSOLIDATED BALANCE SHEET EXPLANATIONS" \f C \l "1" 
1. Cash and Cash Equivalents: This line item refers to cash and all items that could be quickly converted to a known amount of cash, such as: stocks, money market accounts or investments (such as certificates of deposit) that are within 3 months of their maturity date.

2. Receivables, net of allowance for doubtful accounts: Amounts of money due from customers or other debtors, subtracting the amount you believe you will be unable to collect.

3. Inventories: Value of property held for sale, or of the materials you will use to make a product that will be for sale.

4. Prepaid Expenses: Expenses for goods or services that you expect to use within a year, such as: prepaid insurance, rent paid in advance, prepaid advertising or prepaid postage.

5. Long-Term Investments: The value of any investment with a maturity date more than 12 months from the date of the balance sheet, such as: certificates of deposits with more than 12 months to maturity, bonds, or other notes.

6. Property, Plant and Equipment, net of depreciation: The value of durable property used in the regular operations of the business, such as: land, buildings, machinery, furniture and tools.  Subtract the accumulated depreciation. 
7. Intangible Assets: The value of any resources that lack physical substance yet have significant value, such as patents, copyrights or franchises.
8. Accounts Payable: Amounts owed to a creditor for delivered goods or completed services.
9. Notes Payable: The total of all loans that are due within the next 12 months.
10. Interest Payable: All interest due on the balance sheet date.
11. Income Taxes Payable: Any income taxes owing as of the balance sheet date.
12. Accrued Salaries, Wages, Other Liabilities: Any salaries, wages, benefits and/or employment taxes earned but not paid as of the balance sheet date.
13. Deposits Received from Customers: Amount received from customers as deposits for merchandise that the company has not delivered as of the balance sheet date.
14. Current Portion of Long-Term Debt: The total of the payments due within the next 12 months on all loans, notes or other debts whose final due date is more than 12 months from the balance sheet date.
15. Long-Term Debt: Notes, Loans and Bonds Payable: The total value of all loans, notes, bonds and other debts whose final due date is more than 12 months from the balance sheet date. (Do not include any portion already listed under #14.)
16. Capital Stock: Ownership shares of a corporation authorized by its Articles of Incorporation.
17. Additional Paid-In Capital: Other money invested into a company by a shareholder, without getting more shares.
18. Retained Earnings: The part of a company’s earnings that it does not distribute, but keeps for future needs.
TOTAL ASSETS MUST EQUAL TOTAL LIABILITIES AND OWNERS’ EQUITY
ATTACHMENT 5
INDEXING SPECIFICATIONS  TC "ATTACHMENT 5 INDEXING SPECIFICATIONS” \f C \l “1” 
· All scanned documents will be indexed by these standard classifications:
· Case number

· 6 characters
· Client ID number
· 7 characters
· Document type
· Correspondence

· FIDM (Financial Institution Data Match)

· Legal

· License Suspension

· ORDS (Orders)

· Any document not clearly identifiable shall be classified as MISC.
· Document received date-this is the date stamped on the document at the time of actual receipt by the Department. If there are multiple date stamps, the Contractor shall use the earliest date on the document. If the document received date is not clear, the current days’ date will be used. The format for the date index is MM/DD/YYYY. 

· 8 characters
· Method received-In all cases, this index would be “backscanned”.

· 11 characters
· The Contractor must index all documents to all clients on the case using a case list.
· A number of case documents will be court orders. In addition to the standard classifications above, court orders shall also be indexed by:
· Civil number

· Could be up to 17 characters
· File date-format is MM/DD/YYYY

· 8 characters
· Type of Order-all orders scanned by the Contractor will be designated as CRT

· 3 characters

The Department will provide a default pre-defined date and civil number if the date or civil 
number is unreadable.

· A number of case documents will be forms. In addition to the standard classifications above, forms shall also be indexed by:

· Form number

· 3-5 characters

· Forms without a form number shall be indexed with a description

· Up to 50 characters

ATTACHMENT 6
Business Associate  TC "ATTACHMENT 6 BUSINESS ASSOCIATE” \f C \l “1” 
Specific obligations and activities of Contractor to protect confidential information in accord with HIPAA privacy and security requirements in compliance with 45 CFR § 164.504(e). 

a. Contractor agrees to not use or disclose confidential information other than as permitted or required by the Contractor as required by law. 

b. Contractor agrees to use appropriate safeguards to prevent use or disclosure of confidential information other than as provided for by this contract. 

c. Contractor agrees to mitigate, to the extent practicable, any harmful effect that is known to Contractor of a use or disclosure of confidential information by Contractor in violation of the requirements of this contract. 

d. Contractor agrees to report to the Department any use or disclosure of confidential information not provided for by this contract of which it becomes aware. 

e. Contractor agrees to ensure that any agent, including a subcontractor, to whom it provides confidential information received from, or created or received by Contractor on behalf of Department agrees to the same restrictions and conditions that apply through this contract to Contractor with respect to such information. 

f. Contractor agrees to provide access, at the request of Department, and in the time and manner as directed by Department, to an individual in order to meet the requirements under 45 CFR § 164.524. 

g. Contractor agrees to make any amendment(s) to confidential information that the Department directs or agrees to pursuant to 45 CFR § 164.526 at the request of Department or an individual.

h. Contractor agrees to make internal practices, books, and records, including policies and procedures relating to the use and disclosure of confidential information received from, or created or received by Contractor on behalf of the Department available to the Secretary of Health and Human Services, in a time and manner designated by the Secretary, for purposes of the Secretary determining Department's compliance with the Privacy Rule. 

i. Contractor agrees to document any disclosures of confidential information and information related to such disclosures as would be required for Department to respond to a request by an individual for an accounting of disclosures of confidential information in accordance with 45 CFR § 164.528. 

j. Contractor agrees to provide to Department or an individual information collected in accordance with this contract, to permit Department to respond to a request by an individual for an accounting of disclosures of confidential information in accordance with 45 CFR § 164.528. 

Permitted Uses and Disclosures by Contractor  

Except as otherwise limited in this contract, Contractor may use or disclose confidential information to perform functions, activities, or services for, or on behalf of, Department as specified in the scope of work provided that such use or disclosure would not violate the privacy or security rule if done by Department or the minimum necessary policies and procedures of the Department. 

Contractor may use protected health information to report violations of law consistent with 45 CFR § 164.502(J) (1).

Obligations of Department 

a. Department shall notify Contractor of any limitation(s) in its notice of privacy practices of Department in accordance with 45 CFR § 164.520, to the extent that such limitation may affect Contractor's use or disclosure of confidential information. 

b. Department shall notify Contractor of any changes in, or revocation of, permission by an individual to use or disclose confidential information, to the extent that such changes may affect Contractor's use or disclosure of confidential information. 

c. Department shall notify Contractor of any restriction to the use or disclosure of confidential information that Department has agreed to in accordance with 45 CFR § 164.522, to the extent that such restriction may affect Contractor's use or disclosure of confidential information. 

Permissible Requests by Department 

Department shall not request Contractor to use or disclose confidential information in any manner that would not be permissible under the privacy or security rule if done by Department. 

a. Action upon Termination of the Contract
Upon termination of this contract, for any reason, Contractor shall return or destroy all confidential information received from Department, or created or received by Contractor on behalf of Department. 

In the event that Contractor determines that returning or destroying the confidential information is infeasible, Contractor shall notify the Department of the conditions that make return or destruction infeasible. If the Department agrees that return or destruction of confidential information is infeasible, Contractor shall extend the protections of this contract to such confidential information and limit further uses and disclosures of such confidential information to those purposes that make the return or destruction infeasible, for so long as Contractor maintains such confidential information.
 ATTACHMENT 7
Special Terms and Conditions  TC "ATTACHMENT 7 SPECIAL TERMS AND CONDITIONS” \f C \l “1” 
I. DEFINITIONS. As used in the Contract, the following terms shall have the meanings set forth below:

A. Contract shall mean the Contract Cover Sheet, these General Terms and Conditions, and all Attachments identified on the Contract Cover Sheet. The Contract shall also include any negotiated and executed amendment to the Contract or any task order negotiated, executed, and implemented pursuant to provisions of the Contract.

B. Contract Manager shall mean that person appointed by the Department to administer the Contract on behalf of the Department. "Contract Manager" includes, except as otherwise provided in the Contract, an authorized representative of the Contract Manager acting within the scope of his or her authority. The Department may change the designated Contract Manager from time to time by providing notice to Contractor as provided in the Contract.

C. Department shall mean the State of Idaho, Department of Health and Welfare, its divisions, sections, offices, units, or other subdivisions, and its officers, employees, and agents.

II. CONTRACT EFFECTIVENESS. It is understood that this Contract or any Amendment is effective when it is signed by both parties, or at a later date if specified in the Contract or Amendment.  The Contractor shall not render services to the Department until the Contract or Amendment has become effective.  The Department will not pay for any services rendered prior to the effective date of the Contract or Amendment.

III. RENEWAL. The Department reserves the right to extend this contract for additional periods, not to exceed a total of four (4) years, provided the Contractor has demonstrated satisfactory performance in the previous year.  Any extension or amendment of this contract shall be in writing, signed by both parties.

IV. Reassignment of Contractor Employees The Department shall have the right, after having consulted with the Contractor, to require the Contractor to reassign or otherwise remove from the contract any Contractor employee or subcontractor found in good faith to be unacceptable to the Department.

V. RECORDS AND DATA. 

A. Fiscal Records The Contractor shall maintain fiscal records, including its books, audit papers, documents, and any other evidence of accounting procedures and practices, which sufficiently and properly reflect all direct and indirect costs of any nature expended in the performance of the Contract.

B. Records Maintenance The Contractor shall maintain all records and documents relevant to the Contract for three (3) years from the date of final payment to Contractor.  If an audit, litigation or other action involving records is initiated before the three (3) year period has expired, the Contractor shall maintain records until all issues arising out of such actions are resolved, or until an additional three (3) year period has passed, whichever is later.

C. Termination of Contract If the existence of the Contractor is terminated by bankruptcy or any other cause, all program and fiscal records related to the Contract in Contractor's possession shall become the property of the Department and Contractor shall immediately deliver such records to the Contract Manager.

D. Records Review All records and documents relevant to the Contract, including but not limited to fiscal records, shall be available for and subject to inspection, review or audit, and copying by the Department and other personnel duly authorized by the Department, and by federal inspectors or auditors. Contractor shall make its records available to such parties at all reasonable times, at either the contractor's principal place of business or upon premises designated by the Department.

VI. CUSTOMER SERVICE. 

A. Telephone Contractors who have direct contact with the public in fulfilling this contract shall have their main, published telephone numbers answered by a person during normal business hours.  Voice mail for contractor staff shall provide an option for the caller to obtain immediate assistance if necessary.  The contractor shall endeavor to return telephone calls the same day, and shall respond to phone calls and e-mails not later than forty-eight (48) hours or two (2) business days after the initial contact, whichever is later.

B. Correspondence Except for public records requests, the Contractor shall respond to written correspondence within ten (10) days. The Contractor shall provide clear, understandable, timely and accurate written information to Department customers as required by this Contract.

C. Policies The Contractor shall treat Department staff and customers with respect and dignity, and shall demonstrate a caring attitude to all who ask for assistance.  Contractors shall have a written customer service policy that describes how customer service will be incorporated into policies and training.

VII. BINDING EFFECT OF FEDERAL PURCHASE OF SERVICE REGULATIONS. The Contract is subject to the provisions of any relevant federal regulations and any relevant provisions of agreements between the State of Idaho and the United States, including but not limited to State Plans, in effect at the time the Contract is executed, or which thereafter become effective. Such regulations and agreements are on file in the Central Office of the Department and are available for inspection by the Contractor during regular business hours.

VIII. FEDERAL AND STATE AUDIT EXCEPTIONS. If a federal or state audit indicates that payments to the Contractor fail to comply with applicable federal or state laws, rules or regulations, the Contractor shall refund and pay to the Department any compensation paid to Contractor arising from such noncompliance, plus costs, including audit costs.

IX. COMPLIANCE WITH CERTAIN LAWS. 

A. HIPAA The Contractor acknowledges that it may have an obligation, independent of this contract, to comply with the Health Insurance Portability and Accountability Act (HIPAA), Sections 262 and 264 of Public Law 104-191, 42 USC Section 1320d, and federal regulations at 45 CFR Parts 160, 162 and 164. If applicable, Contractor shall comply with all amendments to the law and federal regulations made during the term of the Contract.

B. Lobbying 

1. The Contractor certifies that none of the compensation under the Contract has been paid or will be paid by or on behalf of the Contractor to any person for influencing or attempting to influence an officer or employee of any governmental agency, a member, officer or employee of Congress or the Idaho Legislature in connection with the awarding, continuation, renewal, amendment, or modification of any contract, grant, loan, or cooperative agreement.

2. If any funds, other than funds provided by the Contract, have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any governmental agency, a member, officer or employee of Congress or the State Legislature in connection with the Contract, the Contractor shall complete and submit Standard Form LLL, "Disclosure Form to Report Lobbying," in accordance with its instructions, and submit a copy of such form to the Department.

3. The Contractor shall require that the language of this certification be included in any subcontract, at all tiers, (including grants, subgrants, loans, and cooperative agreements) entered into as a result of the Contract, and that all sub-recipients shall certify and disclose as provided herein.

4. The Contractor acknowledges that a false certification may be cause for rejection or termination of the Contract, subject Contractor to a civil penalty, under 31 U.S.C. § 1352, of not less than $10,000.00 and not more than $100,000.00 for each such false statement, and that Contractor's execution of the Contract is a material representation of fact upon which the Department relied in entering the Contract.

C. Qualification The Contractor certifies to the best of its knowledge and belief that it and its principals:

1. Are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from performing the terms of the Contract by a government entity (federal, state or local);

2. 
Have not, within a three (3) year period preceding the Contract, been convicted of or had a civil judgment rendered against them for commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a public (federal, state, or local) transaction or contract under a public transaction; violation of federal or state antitrust statutes or commission of embezzlement,   theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property;

3. Are not presently indicted for or otherwise criminally or civilly charged by a government entity (federal, state or local) with commission of any of the offenses enumerated in paragraph 2 of this certification; and

4. Have not within a three (3) year period preceding the Contract had one or more public transactions (federal, state, or local) terminated for cause or default.

5. The Contractor acknowledges that a false statement of this certification may be cause for rejection or termination of the Contract and subject Contractor, under 18 U.S.C. § 1001, to a fine of up to $10,000.00 or imprisonment for up to 5 years, or both.

D. Faith-Based Organization If the Contractor is a faith-based organization, the contractor and all approved subcontractors shall:

1. Segregate contract funds in a separate account.

2. Serve all participants without regard to religion, religious belief, refusal to hold a religious belief, or refusal to actively participate in a religious practice.

3. Ensure that Department-referred clients' participation in religious activities, including worship, scripture study, prayer or proselytization, is only on a voluntary basis.

4. Notify participants of the religious nature of the organization, their right to be served without religious discrimination, their right not to take part in religious activities, their right to request an alternative provider and the process for doing so.

5. Ensure that contract funds are not expended on inherently religious activities.

6. Comply with applicable terms of 42 CFR Parts 54, 54a, and 45 CFR Parts 260 and 1050.

E. Tribes If the Contractor is a Tribe, the Contractor and Department recognize that services performed pursuant to this Contract by the Contractor and all approved subcontractors within reservation boundaries are subject to applicable laws, ordinances and regulations of the Tribe.  Nothing in this Contract should be construed as a waiver of sovereign immunity. 

X. CONFLICT OF INTEREST. 

A. Public Official No official or employee of the Department and no other public official of the State of Idaho or the United States government who exercises any functions or responsibilities in the review or approval of the undertaking or carrying out of the Contract shall, prior to the termination of the Contract, voluntarily acquire any personal interest, direct or indirect, in the Contract or proposed Contract.

B. Contractor The Contractor covenants that it presently has no interest and shall not acquire any interest, direct or indirect, that would conflict in any manner or degree with the performance of its services hereunder.  The Contractor further covenants that in the performance of the Contract, no person who has any such known interests shall be employed.

XI. REMEDIES. 

A. Remedial Action If any of the services do not conform to Contract requirements, the Department shall consult with the Contractor and may at its sole discretion require any of the following remedial actions, taking into account the nature of the deficiency:  (1)  require the Contractor to take corrective action to ensure that performance conforms to Contract requirements; (2) reduce payment to reflect the reduced value of services received; (3) require the Contractor to subcontract all or part of the service at no additional cost to the Department; or (4) terminate the Contract.

B. Termination for Convenience The Department or the Contractor may cancel the Contract at any time, with or without cause, upon thirty (30) calendar days written notice to the other party specifying the date of termination.

C. Termination for Cause Either party may terminate the Contract immediately upon written notice, or upon such notice as such party, in its sole discretion, deems appropriate, if at any time: (a) the other party is in material breach of any warranty, term, condition, covenant or obligation under the Contract; (b) judicial interpretation of federal or state laws, regulations, or rules renders fulfillment of the Contract infeasible or impossible; (c) Contractor's license or certification required by law is suspended, not renewed, or is otherwise not in effect at the time service is provided; or (d) Contractor fails to comply with any applicable law, regulation, or rule.

D. Effect of Termination Upon termination by the Department, Contractor shall: (a) promptly discontinue all work, unless the termination notice directs otherwise; (b) promptly return to the Department any property provided by the Department pursuant to the Contract; and, (c) deliver or otherwise make available to the Department all data, reports, estimates, summaries and such other information and materials as may have been accumulated by Contractor in performing the Contract, whether completed or in process. Upon termination by the Department, the Department may take over the services and may award another party a contract to complete the services contemplated by the Contract. Upon termination for cause, the Department shall be entitled to reimbursement from Contractor for losses incurred as a result of the Contractor's breach.

E. Survival of Terms Any termination, cancellation, or expiration of the Contract notwithstanding, provisions which are intended to survive and continue shall survive and continue, including, but not limited to, the provisions of Sections IV (Independent Contractor Status), V (Indemnification), VII (Records and Data), XII (Federal and State Audit Exceptions), and XIII (Compliance with Certain Laws).

XII. MISCELLANEOUS. 

A. Disposition of Property At the termination of the Contract, Contractor shall comply with relevant federal and state laws, rules and regulations and with federal OMB Circulars concerning the disposition of property purchased wholly or in part with funds provided under the Contract.

B. Time of Performance Time is of the essence with respect to the obligations to be performed under the Contract; therefore, the parties shall strictly comply with all times for performance.

C. Severability If any term or provision of the Contract is held by the court to be illegal or unenforceable, the validity of the remaining terms and provisions shall not be affected, and the rights and obligations of the parties shall be construed and enforced as if the Contract did not contain the particular term or provision held to be invalid.

Headings The captions and headings contained herein are for convenience and reference and are not intended to define or limit the scope of any provision of the Contract. 

