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PUBLIC NOTICE

*************************************************

State of Maine
Department of Labor
RFP# 202302016
Services Management System

The State of Maine is seeking proposals for cloud-based, SaaS, COTS services intake, tracking and reporting system to support the delivery and quality of its diverse services. 

A copy of the RFP, as well as the Question & Answer Summary and all amendments related to the RFP, can be obtained at: https://www.maine.gov/dafs/bbm/procurementservices/vendors/rfps

Proposals must be submitted to the State of Maine Division of Procurement Services, via e-mail, at: Proposals@maine.gov.  Proposal submissions must be received no later than 11:59 p.m., local time, on July 31, 2023.  Proposals will be opened the following business day. Proposals not submitted to the Division of Procurement Services’ aforementioned e-mail address by the aforementioned deadline will not be considered for contract award.

*************************************************


RFP TERMS/ACRONYMS with DEFINITIONS

The following terms and acronyms, as referenced in the RFP, shall have the meanings indicated below:

	Term/Acronym
	Definition

	AMANDA
	The current COTS services management system

	BGS
	Bureau of General Services

	Bureau, BLS
	Bureau of Labor Standards

	COTS
	Commercial, off-the-shelf (software)

	DAFS
	Department of Administrative and Financial Services

	Department, DOL
	Department of Labor

	Gen II
	Generation II: The custom, legacy services management system predating AMANDA

	Maine IT, MeIT, MEIT, OIT
	Maine Office of Information Technology

	Procurement Services
	DAFS Division of Procurement Services




State of Maine - Department of Labor
Bureau of Labor Standards
RFP# 202302016
Services Management System

[bookmark: _Toc367174722][bookmark: _Toc397069190]PART I	INTRODUCTION

A. [bookmark: _Toc367174723][bookmark: _Toc397069191]Purpose and Background

The State of Maine Department of Labor (Department), Bureau of Labor Standards (Bureau) is seeking a COTS services management system for intaking requests and tracking the progression and reporting on the outcomes of the many and diverse services the Bureau provides, as defined in this Request for Proposal (RFP) document.  This document provides instructions for submitting proposals, the procedure and criteria by which the awarded Bidder will be selected, and the contractual terms which will govern the relationship between the State of Maine (State) and the awarded Bidder.

The Department administers portions of Maine Statute, Title 26 that revolves around the laws and rules by which labor and management cooperate in Maine to provide safe, fair work environments and relationships. 

The Bureau is broken into three (3) divisions: the Workplace Safety and Health Division which focuses on making Maine environments safe and healthy; the Wage and Hour Division which focuses on enforcing state statutes regarding fairness and timeliness of pay; and the Research and Statistics Division which supports the other two divisions with survey, data, and analysis activities. 

There is large range of services the Bureau provides that are or may be managed in the system:
1. Complaint intake which may lead to investigations which may result in combinations of exposure and violation findings, abatement tracking, fines, settlements, hearings and legal proceedings;
2. Random and systematic inspections of workplaces which may lead to similar processes and outcomes as the complaints;
3. Consultations where the employer requests a non-enforced inspection service explaining best practices and means to prevent hazard exposures, standards violations complaints and enforcement actions;
4. Certifications for minor workers, drug testing policies and Canadian loggers;
5. Wage rates required on state-funded and energy construction projects;
6. Employer-requested consultation on specific workplace issues;
7. Employer-requested training for management and/or workers;
8. Public Training classes with registration and certification tracking;
9. Media lending Library;
10. Outreach with public-speaking events;
11. Survey respondent and data tracking and reporting 
12. Fines and assessment fund collection and tracking.

Any of these may be added to or altered by law or through initiatives.  Some of them are already initiated through public direct-service portals and more is anticipated.

The Bureau needs the capacity to support, augment and update around 160,000 active and closed businesses and around 70,000 individuals, easily searched and matched to ensure positive identification and avoid duplication.  Constituent data, particularly the businesses, needs to be able to be updated from external sources.  

The Bureau’s current application, known as AMANDA, supports the work through internet and internal case intake, recording and processing on-site and telephone complaints and consultation inspections of work environments, and providing reporting for management, constituent, and legislative needs.  

AMANDA was implemented in 2016 as management recognized the need for replacement where the legacy system utilized infrastructure that was “in containment” for support from the Maine Office of Information Technology (Maine IT) and due to a lack of flexibility and advanced features.  

Maine IT’s policy was, and is, for moving to and maintaining state agencies on COTS, SaaS, cloud-based systems and support.  The Bureau wants to build on the capability and capacity of the current system.  The Bureau has limited testing and training resources and needs a product that is intuitive to use even with its diversity of features and requirements.  The Bureau’s preference is for a mature system whose components are used by other governments, yet can be configured for our unique laws, processes, and reporting needs. 

The current SaaS contract expires effective 6/30/2024 and the Bureau is seeking an extension or replacement with similarly-featured COTS products SaaS services.

As one of the most productive states in terms of labor standards activities, it is the Bureau’s hope that the solution proposed will continue to assist the agency in ensuring services are moved along through their respective processes while improving efficiency and visibility of its work through reporting.  

B. [bookmark: _Toc367174724][bookmark: _Toc397069192]General Provisions

1. From the time the RFP is issued until award notification is made, all contact with the State regarding the RFP must be made through the RFP Coordinator.  No other person/ State employee is empowered to make binding statements regarding the RFP.  Violation of this provision may lead to disqualification from the bidding process, at the State’s discretion.
2. Issuance of the RFP does not commit the Department to issue an award or to pay expenses incurred by a Bidder in the preparation of a response to the RFP.  This includes attendance at personal interviews or other meetings and software or system demonstrations, where applicable.
3. All proposals must adhere to the instructions and format requirements outlined in the RFP and all written supplements and amendments (such as the Summary of Questions and Answers), issued by the Department.  Proposals are to follow the format and respond to all questions and instructions specified below in the “Proposal Submission Requirements” section of the RFP.
4. Bidders will take careful note that in evaluating a proposal submitted in response to the RFP, the Department will consider materials provided in the proposal, information obtained through interviews/presentations (if any), and internal Departmental information of previous contract history with the Bidder (if any).  The Department also reserves the right to consider other reliable references and publicly available information in evaluating a Bidder’s experience and capabilities.
5. The proposal must be signed by a person authorized to legally bind the Bidder and must contain a statement that the proposal and the pricing contained therein will remain valid and binding for a period of 180 days from the date and time of the bid opening.
6. The RFP and the awarded Bidder’s proposal, including all appendices or attachments, will be the basis for the final contract, as determined by the Department.
7. Following announcement of an award decision, all submissions in response to this RFP will be public records, available for public inspection pursuant to the State of Maine Freedom of Access Act (FOAA) (1 M.R.S. § 401 et seq.).
8. The Department, at its sole discretion, reserves the right to recognize and waive minor informalities and irregularities found in proposals received in response to the RFP.
9. [bookmark: _Toc367174725][bookmark: _Toc397069193]All applicable laws, whether or not herein contained, are included by this reference.  It is the Bidder’s responsibility to determine the applicability and requirements of any such laws and to abide by them.
10. Maine IT Policies
a. The proposed product and services will adhere to the Maine IT policies as detailed in the RFP and as linked and listed in Appendix F.  Any exceptions will need to be explained and negotiated as part of the contract.  

C. [bookmark: _Toc367174726][bookmark: _Toc397069194]Eligibility
To submit a proposal, Bidders’ proposed solution must meet the following requirements:
1. Be a COTS software product meeting the following definition: 
a. A named (branded) package of programming or programming modules designed for customers performing specific processes and transactions with somewhat customizable, consistent functions
2. The solution must be cloud-hosted, meeting the following definition:
a. https://azure.microsoft.com/en-us/resources/cloud-computing-dictionary/what-is-the-cloud 

D. [bookmark: _Toc367174727][bookmark: _Toc397069195]Contract Term

The Department is seeking a cost-efficient proposal to provide services, as defined in the RFP, for the anticipated contract period defined in the table below.  Please note, the dates below are estimated and may be adjusted, as necessary, in order to comply with all procedural requirements associated with the RFP and the contracting process.  The actual contract start date will be established by a completed and approved contract.

Contract Renewal:  Following the initial term of the contract, the Department may opt to renew the contract for two (2) renewal periods, as shown in the table below, and subject to continued availability of funding and satisfactory performance.

The term of the anticipated contract, resulting from the RFP, is defined as follows. The dates correspond to state fiscal years which substantially define the Department’s law and resource changes and project and initiative planning.  

	Period
	Start Date
	End Date

	Initial Period of Performance
	October 1, 2023
	September 30, 2025

	Renewal Period #1
	October 1, 2025
	September 30, 2027

	Renewal Period #2
	October 1, 2027
	September 30, 2029





E. Number of Awards

The Department anticipates making one (1) award as a result of the RFP process.


[bookmark: _Toc367174728][bookmark: _Toc397069196]PART II	SCOPE OF SERVICES TO BE PROVIDED	

This section describes the scope of work from which the proposal should be based.  The work as it is defined below will become part of the contract resulting from this procurement, and it will be the responsibility of the successful Bidder to ensure that it is performed to completion in accordance with the terms and conditions of the contract.  

A. In summary, the Bureau is seeking a mature, widely used COTS software product poised as a SaaS with a significant customer base and minimal customization.  The product must be cloud-hosted with security requirements and features as detailed in the requirements and Maine IT policies.  

The product must be able to serve at least 25 staff at any one time and be capable of serving the public through internet portals for specific transactions where the public or external agencies initiate the intake process or directly pull services. The product must be capable of efficiently searching and maintaining a customer base of around 250,000 individuals and active and archived businesses, linked to their service records and, in some cases, to one another in various relationships. 

The system requirements of the software product are described in Appendix E. 

B. Project Planning
The successful Bidder’s Project Manager will work with the State Project Manager to periodically prioritize and plan for the work effort required to implement the solution.  It will be important to plan work around peak transaction periods at the Bureau and to be flexible where law changes and issues dictate priorities and changes.  As part of the contract, a formal work plan will be reviewed and refined as necessary to reflect the work that is to be accomplished.  

The contract will include the need for an overall project plan for the implementation including data migration, server and application setup, access, configuration, validation to the requirements, training, testing, load testing, and acceptance.  The implementation plan will need indicate points at which there are expected involvement of state staff and payments for work completed to date.  Particular attention should be paid to Bureau or state staff inclusion where its capacity is limited.

C. Business Processes and Procedures 
The successful Bidder will initially gain an understanding of current business processes and procedures.  Information to be obtained will include, but not be limited to, current work functions, roles and responsibilities, business rules, inputs/outputs, and interfaces.  The successful Bidder will utilize the information obtained to define the business processes and procedures that will be needed to efficiently and effectively accommodate a new solution. 
 
D. Customization 
Requirements to be satisfied through the customization will be addressed during planning. The successful Bidder will gather information and create a detailed design for the various components of the solution requiring customization, including those components that were identified as needing customization as part of the business processes and procedures work effort.  

Additions and adjustments to the various system components will be applied and tested within the Test Environment in accordance with the Deployment Certification Policy as referred to in Section E. below.  

E. Acceptance Testing 
The successful Bidder will meet Application and Infrastructure Deployment Certification requirements as defined below.  The State project team will work internally to accomplish Deployment Certification.  

1. Application Deployment Certification 
New applications and major upgrades will be subject to testing for security and accessibility according to Maine IT guidelines.  Accessibility testing may be tested by the software vendor and may be preferable as Maine IT may use different products and means to conduct its tests and the results may vary based on what products it uses.  The vendor may use a consistent testing product.  Security testing will be conducted by Maine IT and the successful Bidder will need to make provisions so that its staff may do so.
https://www.maine.gov/oit/sites/maine.gov.oit/files/inline-files/OIT_App_Deployment_Certification_Guidelines.pdf     

2. Infrastructure Deployment Certification
The successful Bidder will be responsible for creating test plans for each of the tests required by the policy.  The successful Bidder will schedule and coordinate all testing activities to ensure that each of the tests are prepared for and performed in accordance with the test plans that are created.  Unless specified otherwise within the test plan, the successful Bidder will be required to provide all tools, testing materials, and resources necessary to effectively perform the required tests.  All testing will be completed and approved in accordance with the Deployment Certification Policy before the solution can be implemented within the Production Environment.    

F. Training
The successful Bidder will provide training using a “train the trainer” approach to State staff employing current State data.   Training will be provided to groups of Bureau staff based upon the roles and responsibilities and will be specific to the Bureau’s configuration for the product.  

Training materials will be provided in accessible Word and / or PowerPoint formats electronically.  They will become the property of the State of Maine, and the State reserves the right to update, modify, and post as needed.  

G. Data Migration
As applicable, the successful Bidder will be responsible for migrating data from the existing AMANDA system and establishing all data elements and information necessary to effectively utilize the system after implementation within the Test and Production environments.  

The successful Bidder will analyze current data and processes and will create a Migration Plan that is aimed at converting and migrating required data elements to the Production database.  The Migration Plan will also include a plan for populating required data elements that will not be addressed by the migration of data.  The successful bidder will schedule and coordinate all data migration and population activities to ensure that all work is performed in accordance with the Migration Plan.  The successful Bidder will be required to provide all tools, equipment, materials, and resources necessary to effectively perform the required work tasks.  Testing of all data migration and population processes and procedures will be conducted in accordance with the Maine IT Deployment Certification Policy as listed in E.1. above.  
1.  Deliverables: As applicable, the successful Bidder will create a Migration Plan consisting of, but not limited to, the following:
a. A description of the approach that will be taken to convert and migrate required data elements from the AMANDA System to the Production database
b. A description of the approach that will be taken to populate required data elements that will not be populated by the migration of data from the AMANDA System
c. A list and description of all work tasks and human resources required to prepare for and perform the migration and to populate required data elements that will not addressed by the migration
d. List and description of required tools, equipment, and materials  
e. A map of data elements from the AMANDA System to the Production database
f. A description of the process that will be used to verify the success of the migration and population of data elements to include data accounting and validation.
g. Migration schedule
h. Production database with required data elements populated

H. Implementation
The successful Bidder will be responsible for implementing a new solution within the Production Environment.  In preparation for this effort, the successful Bidder will be required to create an Implementation Plan, which will identify the approach that will be taken and the critical tasks that will be involved with implementing the solution.  The successful Bidder will schedule and coordinate all implementation activities to ensure that the work is performed in accordance with the Implementation Plan.  The successful Bidder will be required to provide all tools, equipment, materials, and resources necessary to effectively perform the required work tasks.  Testing of the implemented solution will be conducted in accordance with the Deployment Certification Policy.  The successful Bidder will be responsible for creating and providing the State with system and user manuals, which will be reviewed and accepted prior to the implementation.  

1. Deliverables:
a. The successful Bidder must develop an Implementation Plan consisting of, but not limited to, the following:
i.  A description of the approach that will be taken to implement the solution within the Production Environment
ii. A list and description of all work tasks and human resources required to prepare for and perform the implementation
iii. List and description of required tools, equipment, and materials  
iv. A description of the process that will be used to verify the success of the implementation
v. Implementation schedule
b. The solution implemented within the Production Environment.  The implemented solution will include the Production Database that will be produced in accordance with the work requirements defined in Section G – Data Migration above. 
c. User Manual containing a narrative and/or graphical description of the functional components of the solution and instructions for performing the various functions.  
d. System Manual containing a narrative and/or graphical description of the various technical components of the solution.  

I. Support and Maintenance
The successful Bidder will provide two (2) years of support and maintenance for the solution, to begin immediately after receiving the Department’s official acceptance of the implemented solution.  The successful Bidder will address all questions and reported problems related to the technical and functional operation of the system.  The successful Bidder must provide toll-free telephone support during regular business hours: 8:00 a.m. to 5:00 p.m. local time (Augusta, Maine).  A qualified technician will respond via phone to address all calls in accordance with the importance and criticality of the question being asked and/or the problem being reported.  As part of the maintenance agreement, the successful Bidder will make all product releases and upgrades available to the State at no additional charge at a mutually agreed-upon schedule.  Before the support and maintenance timeline begins, the successful Bidder will create a support and maintenance agreement containing a definition of terms, conditions, and procedures that will be in effect through the full term of the agreement.      

The successful Bidder must assure that the application will run on the latest version of products (including, but not limited to, operating systems, hypervisor, databases, middleware, web/application servers, terminal servers, file storage etc.) within 180 days of release by the successful Bidder, as long as the successful Bidder did not withdraw said version for any reason post-release within the 180-day window.

In the instance where there are multiple vendors providing support, there will be a single point of contact or a clear way of determining whose support is required for the problem or support request.  

For involved changes and additions, the Bureau will require support.  These changes and additions may involve a new service or new requirements in existing services because of law or policy changes, or simply process improvement.  These may require hours of support and be on a schedule of support services.  
1. Deliverables:
a. The successful Bidder must provide a support and maintenance agreement outlining in detail all terms, conditions, and procedures.  The support and maintenance agreement will contain, at a minimum, the work requirements defined above. 
b. Two (2) years of support and maintenance.

J. Project Management 
The successful Bidder will be required to utilize a formalized approach to project management, depending on the complexity of the project(s) involved in the solution.  Projects will be defined as those initiatives in the proposal requiring initial and first-year costs exceeding $10,000 to implement. 

K. Quality Management
The successful Bidder will be responsible for the quality of the deliverables that are created.  

[bookmark: _Toc367174729][bookmark: _Toc397069197]


PART III 	KEY RFP EVENTS

[bookmark: _Toc367174732][bookmark: _Toc397069200]Questions

General Instructions: It is the responsibility of all Bidders and other interested parties to examine the entire RFP and to seek clarification, in writing, if they do not understand any information or instructions.
Bidders and other interested parties may use Appendix H – Submitted Questions Form – for submission of questions. The form is to be submitted as a WORD document.
The Submitted Questions Form must be submitted, by e-mail, and received by the RFP Coordinator, identified on the cover page of the RFP, as soon as possible but no later than the date and time specified on the RFP cover page.
Submitted Questions must include the RFP Number and Title in the subject line of the e-mail.  The Department assumes no liability for assuring accurate/complete/on time e-mail transmission and receipt.

[bookmark: _Toc367174733][bookmark: _Toc397069201]Question & Answer Summary: Responses to all questions will be compiled in writing and posted on the following website no later than seven (7) calendar days prior to the proposal due date: Division of Procurement Services RFP Page.  It is the responsibility of all interested parties to go to this website to obtain a copy of the Question & Answer Summary.  Only those answers issued in writing on this website will be considered binding.

Amendments

All amendments released in regard to the RFP will also be posted on the following website: Division of Procurement Services RFP Page.  It is the responsibility of all interested parties to go to this website to obtain amendments.  Only those amendments posted on this website are considered binding.

Submitting the Proposal

Proposals Due: Proposals must be received no later than 11:59 p.m. local time, on the date listed on the cover page of the RFP.  E-mails containing original proposal submissions, or any additional or revised proposal files, received after the 11:59 p.m. deadline will be rejected without exception.

Delivery Instructions: E-mail proposal submissions are to be submitted to the State of Maine Division of Procurement Services at Proposals@maine.gov.
Only proposal submissions received by e-mail will be considered.  The Department assumes no liability for assuring accurate/complete e-mail transmission and receipt.
E-mails containing links to file sharing sites or online file repositories will not be accepted as submissions.  Only e-mail proposal submissions that have the actual requested files attached will be accepted.
[bookmark: _Hlk62561509]Encrypted e-mails received which require opening attachments and logging into a proprietary system will not be accepted as submissions. Please check with your organization’s Information Technology team to ensure that your security settings will not encrypt your proposal submission. 
File size limits are 25MB per e-mail.  Bidders may submit files separately across multiple e-mails, as necessary, due to file size concerns. All e-mails and files must be received by the due date and time listed above.
Bidders are to insert the following into the subject line of their e-mail proposal submission: “RFP# 202302016 Proposal Submission – [Bidder’s Name]”
Bidder’s proposal submissions are to be broken down into multiple files, with each file named as it is titled in bold below, and include:

· File 1 [Bidder’s Name] – Preliminary Information: 
PDF format preferred
Appendix A (Proposal Cover Page)
Appendix B (Debarment, Performance and Non-Collusion Certification)
Appendix C (Eligibility Form)

· File 2 [Bidder’s Name] – Organization Qualifications and Experience:
PDF format preferred
Appendix D (Organization Qualifications and Experience Form) and all required information and attachments stated in PART IV, Section II.

· File 3 [Bidder’s Name] – Proposed Services: 
PDF format preferred
Appendix E (System Requirements) and all required information and attachments stated in PART IV, Section III.

· File 4 [Bidder’s Name] – Cost Proposal:
Word or Excel format preferred
Appendix G (Cost Proposal Form) and all required information and attachments stated in PART IV, Section IV.
[bookmark: _Toc367174734][bookmark: _Toc397069202]
PART IV 	PROPOSAL SUBMISSION REQUIREMENTS

This section contains instructions for Bidders to use in preparing their proposals. The Department seeks detailed yet succinct responses that demonstrate the Bidder’s qualifications, experience, and ability to perform the requirements specified throughout the RFP.

The Bidder’s proposal must follow the outline used below, including the numbering, section, and sub-section headings.  Failure to use the outline specified in PART IV, or failure to respond to all questions and instructions throughout the RFP, may result in the proposal being disqualified as non-responsive or receiving a reduced score.  The Department, and its evaluation team, has sole discretion to determine whether a variance from the RFP specifications will result either in disqualification or reduction in scoring of a proposal.  Rephrasing of the content provided in the RFP will, at best, be considered minimally responsive.
[bookmark: _Hlk32488622]
Bidders are not to provide additional attachments beyond those specified in the RFP for the purpose of extending their response.  Additional materials not requested will not be considered part of the proposal and will not be evaluated. Include any forms provided in the submission package or reproduce those forms as closely as possible.  All information must be presented in the same order and format as described in the RFP.
[bookmark: _Toc367174736][bookmark: _Toc397069205]
Proposal Format and Contents 

Section I 	Preliminary Information (File #1)

1. Proposal Cover Page
Bidders must complete Appendix A (Proposal Cover Page).  It is critical that the cover page show the specific information requested, including Bidder address(es) and other details listed.  The Proposal Cover Page must be dated and signed by a person authorized to enter into contracts on behalf of the Bidder.

2. Debarment, Performance and Non-Collusion Certification
Bidders must complete Appendix B (Debarment, Performance and Non-Collusion Certification Form). The Debarment, Performance and Non-Collusion Certification Form must be dated and signed by a person authorized to enter into contracts on behalf of the Bidder.

3. Eligibility Requirements
Bidders must provide documentation to demonstrate meeting eligibility requirements stated in PART I, C. of the RFP. This documentation includes Appendix C (Eligibility Form).

Section II	Organization Qualifications and Experience (File #2)

1. Overview of the Organization
Bidders must complete Appendix D (Qualifications and Experience Form) describing their qualifications and skills to provide the requested services in the RFP.  Bidders must include three examples of projects which demonstrate their experience and expertise in performing these services as well as highlighting the Bidder’s stated qualifications and skills.

2. Subcontractors 
If subcontractors are to be used, Bidders must provide a list that specifies the name, address, phone number, contact person, and a brief description of the subcontractors’ organizational capacity and qualifications.  

3. Organizational Chart 
Bidders must provide an organizational chart.  The organizational chart must include the project being proposed.  Each position must be identified by position title and corresponding to the personnel job descriptions.

4. Litigation 
Bidders must attach a list of all current litigation in which the Bidder is named and a list of all closed cases that have closed within the past five (5) years in which the Bidder paid the claimant either as part of a settlement or by decree.  For each, list the entity bringing suit, the complaint, the accusation, amount, and outcome.

5. Financial Viability
Bidders must provide a current copy of their Dun & Bradstreet Business Information Report Snapshot.

6. Certificate of Insurance 
Bidders must provide a certificate of insurance on a standard ACORD form (or the equivalent) evidencing the Bidder’s general liability, professional liability and any other relevant liability insurance policies that might be associated with the proposed services.
	
Section III 	Proposed Services (File #3)

1. Services to be Provided
Discuss the Scope of Services referenced above in Part II of the RFP and what the Bidder will offer.  Give particular attention to describing the methods and resources you will use and how you will accomplish the tasks involved.  Also, describe how you will ensure expectations and/or desired outcomes as a result of these services will be achieved.  If subcontractors are involved, clearly identify the work each will perform.

2. Implementation - Work Plan
Provide a realistic work plan for the implementation of the program through the first contract period.  Display the work plan in a timeline chart.  Concisely describe each program development and implementation task, the month it will be carried out and the person or position responsible for each task.  If applicable, make note of all tasks to be delegated to subcontractors.

3. System Requirements
Complete and submit a copy of Appendix E of the RFP detailing whether and how the proposed solution meets the system requirements.  Individual requirements that will result in over $10,000 in onetime and first-year costs will need a project cost tab in the cost proposal.  

4. Maine IT (OIT) Policy Explanations
Bidders must describe how the proposed product and services comply with the Maine IT and NIST policies outlined in Appendix F.  If the response to certain policies is covered in the Bidders’ response to the COTS System Requirements (Appendix D), clearly refer to where the response can be found within that document.   

[bookmark: _Toc367174739]Section IV	Cost Proposal (File #4)
	
1. General Instructions
a. Bidders must submit a cost proposal that covers the period starting July 1, 2023 and ending on June 30, 2029.
b. The cost proposal must include the costs necessary for the Bidder to fully comply with the contract terms, conditions, and RFP requirements.
c. No costs related to the preparation of the proposal for the RFP, or to the negotiation of the contract with the Department, may be included in the proposal.  Only costs to be incurred after the contract effective date that are specifically related to the implementation or operation of contracted services may be included.

2. Cost Proposal Form Instructions
Bidders must fill out Appendix G (Cost Proposal Form), following the instructions detailed here and in the form.   Failure to provide the requested information, and to follow the required cost proposal format provided, may result in the exclusion of the proposal from consideration, at the discretion of the Department.


[bookmark: _Toc367174742][bookmark: _Toc397069206]
PART V	PROPOSAL EVALUATION AND SELECTION

Evaluation of the submitted proposals will be accomplished as follows:

A. [bookmark: _Toc367174743][bookmark: _Toc397069207]Evaluation Process - General Information

1. An evaluation team, composed of qualified reviewers, will judge the merits of the proposals received in accordance with the criteria defined in the RFP.
2. Officials responsible for making decisions on the award selection will ensure that the selection process accords equal opportunity and appropriate consideration to all who are capable of meeting the specifications.  The goals of the evaluation process are to ensure fairness and objectivity in review of the proposals and to ensure that the contract is awarded to the Bidder whose proposal provides the best value to the State of Maine.
3. [bookmark: _Toc367174744][bookmark: _Toc397069208]The Department reserves the right to communicate and/or schedule interviews/presentations with Bidders, if needed, to obtain clarification of information contained in the proposals received. The Department may revise the scores assigned in the initial evaluation to reflect those communications and/or interviews/presentations.  Changes to proposals, including updating or adding information, will not be permitted during any interview/presentation process and, therefore, Bidders must submit proposals that present their rates and other requested information as clearly and completely as possible.

B. Scoring Weights and Process

1. Scoring Weights: The score will be based on a 100-point scale and will measure the degree to which each proposal meets the following criteria.

Section I. 	Preliminary Information (No Points – Eligibility Requirements)
	Includes all elements addressed above in Part IV, Section I.

Section II.  	Organization Qualifications and Experience (15 points)	
Includes all elements addressed above in Part IV, Section II.
 
Section III.  	 Proposed Services (60 points)  
Includes all elements addressed above in Part IV, Section III.

Section IV. 	 Cost Proposal (25 points) 
Includes all elements addressed above in Part IV, Section IV.

2. Scoring Process:  For proposals that demonstrate meeting the eligibility requirements in Section I, the evaluation team will use a consensus approach to evaluate and score Sections II & III above.  Members of the evaluation team will not score those sections individually but, instead, will arrive at a consensus as to assignment of points for each of those sections.  Sections IV, the Cost Proposal, will be scored as described below.

3. Scoring the Cost Proposal: The total cost proposed for conducting all the functions specified in the RFP will be assigned a score according to a mathematical formula.  The lowest bid will be awarded 25 points.  Proposals with higher bids values will be awarded proportionately fewer points calculated in comparison with the lowest bid.


The scoring formula is:

(Lowest submitted Initial Period cost proposal / Cost of Initial Period  cost proposal being scored) x (25) = pro-rated score

No Best and Final Offers: The State of Maine will not seek or accept a best and final offer (BAFO) from any Bidder in this procurement process.  All Bidders are expected to provide their best value pricing with the submission of their proposal.

4. Negotiations:  The Department reserves the right to negotiate with the awarded Bidder to finalize a contract. Such negotiations may not significantly vary the content, nature or requirements of the proposal or the Department’s Request for Proposal to an extent that may affect the price of goods or services requested.  The Department reserves the right to terminate contract negotiations with an awarded Bidder who submits a proposed contract significantly different from the proposal they submitted in response to the advertised RFP.  In the event that an acceptable contract cannot be negotiated with the highest ranked Bidder, the Department may withdraw its award and negotiate with the next-highest ranked Bidder, and so on, until an acceptable contract has been finalized.  Alternatively, the Department may cancel the RFP, at its sole discretion.

C. [bookmark: _Toc367174745][bookmark: _Toc397069209]Selection and Award

1. The final decision regarding the award of the contract will be made by representatives of the Department subject to approval by the State Procurement Review Committee.
2. Notification of conditional award selection or non-selection will be made in writing by the Department.
3. Issuance of the RFP in no way constitutes a commitment by the State of Maine to award a contract, to pay costs incurred in the preparation of a response to the RFP, or to pay costs incurred in procuring or contracting for services, supplies, physical space, personnel or any other costs incurred by the Bidder. 
4. [bookmark: _Toc367174746][bookmark: _Toc397069210]The Department reserves the right to reject any and all proposals or to make multiple awards. 

D. Appeal of Contract Awards 

Any person aggrieved by the award decision that results from the RFP may appeal the decision to the Director of the Bureau of General Services in the manner prescribed in 5 M.R.S.A. § 1825-E and 18-554 Code of Maine Rules  Chapter 120.  The appeal must be in writing and filed with the Director of the Bureau of General Services, 9 State House Station, Augusta, Maine, 04333-0009 within 15 calendar days of receipt of notification of conditional contract award.

[bookmark: _Toc367174747][bookmark: _Toc397069211]
PART VI	CONTRACT ADMINISTRATION AND CONDITIONS

A. [bookmark: _Toc367174748][bookmark: _Toc397069212]Contract Document

1. The awarded Bidder will be required to execute a State of Maine BP54-IT with appropriate riders as determined by the issuing department.  

The complete set of standard State of Maine Service Contract documents, along with other forms and contract documents commonly used by the State, may be found on the Division of Procurement Services’ website at the following link: Division of Procurement Services Forms Page

2. Allocation of funds is final upon successful negotiation and execution of the contract, subject to the review and approval of the State Procurement Review Committee.  Contracts are not considered fully executed and valid until approved by the State Procurement Review Committee and funds are encumbered.  No contract will be approved based on an RFP which has an effective date less than fourteen (14) calendar days after award notification to Bidders.  (Referenced in the regulations of the Department of Administrative and Financial Services, Chapter 110, § 3(B)(i).)

This provision means that a contract cannot be effective until at least 14 calendar days after award notification.

3. The State recognizes that the actual contract effective date depends upon completion of the RFP process, date of formal award notification, length of contract negotiation, and preparation and approval by the State Procurement Review Committee.  Any appeals to the Department’s award decision(s) may further postpone the actual contract effective date, depending upon the outcome.  The contract effective date listed in the RFP may need to be adjusted, if necessary, to comply with mandated requirements.

4. In providing services and performing under the contract, the awarded Bidder must act as an independent contractor and not as an agent of the State of Maine.

5. The Bureau will choose what projects items it can accommodate for funding and staff resources beyond the base SaaS services.  

B. [bookmark: _Toc367174749][bookmark: _Toc397069213]Standard State Contract Provisions

1. Contract Administration
Following the award, a Contract Administrator from the Department will be appointed to assist with the development and administration of the contract and to act as administrator during the entire contract period.  Department staff will be available after the award to consult with the awarded Bidder in the finalization of the contract.

2. Payments and Other Provisions
[bookmark: _Toc367174750][bookmark: _Toc397069214]The State anticipates paying the Contractor on the basis of net 30 payment terms, upon the receipt of an accurate and acceptable invoice.  An invoice will be considered accurate and acceptable if it contains a reference to the State of Maine contract number, contains correct pricing information relative to the contract, and provides any required supporting documents, as applicable, and any other specific and agreed-upon requirements listed within the contract that results from the RFP.
PART VII	LIST OF RFP APPENDICES AND RELATED DOCUMENTS


Appendix A – Proposal Cover Page

Appendix B – Debarment, Performance, and Non-Collusion Certification

Appendix C – Eligibility Form

Appendix D – Qualifications and Experience Form

Appendix E – System Requirements

Appendix F – MAINE IT Policy Explanations

Appendix G – Cost Proposal Form

Appendix H – Submitted Question Form
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APPENDIX A

State of Maine 
Department of Labor
PROPOSAL COVER PAGE
RFP# 202302016
Services Management System

	Bidder’s Organization Name:
	

	Chief Executive - Name/Title:
	

	Tel:
	
	E-mail:
	

	Headquarters Street Address:
	

	Headquarters City/State/Zip:
	

	(Provide information requested below if different from above)

	Lead Point of Contact for Proposal - Name/Title:
	

	Tel:
	
	E-mail:
	

	Headquarters Street Address:
	

	Headquarters City/State/Zip:
	



· This proposal and the pricing structure contained herein will remain firm for a period of 180 days from the date and time of the bid opening.
· No personnel currently employed by the Department or any other State agency participated, either directly or indirectly, in any activities relating to the preparation of the Bidder’s proposal.
· No attempt has been made, or will be made, by the Bidder to induce any other person or firm to submit or not to submit a proposal.
· The above-named organization is the legal entity entering into the resulting contract with the Department if they are awarded the contract.
· The undersigned is authorized to enter contractual obligations on behalf of the above-named organization.

To the best of my knowledge, all information provided in the enclosed proposal, both programmatic and financial, is complete and accurate at the time of submission.

	Name (Print):


	Title:

	Authorized Signature:


	Date:
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APPENDIX B

State of Maine 
Department of Labor
DEBARMENT, PERFORMANCE, and NON-COLLUSION CERTIFICATION
RFP# 202302016
Services Management System

	Bidder’s Organization Name:
	



By signing this document, I certify to the best of my knowledge and belief that the aforementioned organization, its principals and any subcontractors named in this proposal:
a. Are not presently debarred, suspended, proposed for debarment, and declared ineligible or voluntarily excluded from bidding or working on contracts issued by any governmental agency.
b. Have not within three years of submitting the proposal for this contract been convicted of or had a civil judgment rendered against them for:
i. Fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a federal, state, or local government transaction or contract.
ii. Violating Federal or State antitrust statutes or committing embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property.
c. Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal, State or Local) with commission of any of the offenses enumerated in paragraph (b) of this certification.
d. Have not within a three (3) year period preceding this proposal had one or more federal, state, or local government transactions terminated for cause or default.
e. Have not entered into a prior understanding, agreement, or connection with any corporation, firm, or person submitting a response for the same materials, supplies, equipment, or services and this proposal is in all respects fair and without collusion or fraud. The above-mentioned entities understand and agree that collusive bidding is a violation of state and federal law and can result in fines, prison sentences, and civil damage awards.
	Name (Print):


	Title:

	Authorized Signature:


	Date:




APPENDIX C
State of Maine 
Department of Labor
ELIGIBILITY FORM
RFP# 202302016
Services Management System

	Bidder’s Organization Name:
	

	Eligibility Certification

	A. Is the proposed system a COTS software product meeting the following definition?

A named (branded) package of programming or programming modules designed for customers performing specific processes and transactions with somewhat customizable, consistent functions.
	☐  Yes or ☐ No 

Branded Product Name:
Click or tap here to enter text.

	B. Is the proposed system cloud-hosted?

https://azure.microsoft.com/en-us/resources/cloud-computing-dictionary/what-is-the-cloud 
	☐  Yes or ☐ No 

If yes, briefly describe how:
Click or tap here to enter text.








APPENDIX D

State of Maine 
Department of Labor
QUALIFICATIONS and EXPERIENCE FORM
RFP# 202302016
Services Management System


	Bidder’s Organization Name:
	



	Present a brief statement of qualifications.  Describe the history of the Bidder’s organization, especially regarding skills pertinent to the specific work required by the RFP and any special or unique characteristics of the organization which would make it especially qualified to perform the required work activities.  You may expand this form and use additional pages to provide this information.

	


































APPENDIX D (continued)

	Provide a description of projects that occurred within the past five years which reflect experience and expertise needed in performing the functions described in the “Scope of Services” portion of the RFP.  For each of the project examples provided, a contact person from the client organization involved should be listed, along with that person’s telephone number and e-mail address.  Please note that contract history with the State of Maine, whether positive or negative, may be considered in rating proposals even if not provided by the Bidder.

If the Bidder has not provided similar services, note this, and describe experience with projects that highlight the Bidder’s general capabilities. 	



	Project One

	Client Name:
	

	Client Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Brief Description of Project

	












	Project Two

	Client Name:
	

	Client Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Brief Description of Project

	













APPENDIX D (continued)


	Project Three

	Client Name:
	

	Client Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Brief Description of Project

	














APPENDIX E
State of Maine 
Department of Labor
SYSTEM REQUIREMENTS
RFP# 202302016
Services Management System


The embedded document below includes the system requirements for the proposed solution.

Bidders must complete this document and submit it as part of their proposal as instructed in Part IV, Section III.







APPENDIX F 
State of Maine 
Department of Labor
MAINE IT POLICY EXPLANATIONS
RFP# 202302016
Services Management System


The bidder/vendor is expected to demonstrate compliance with all policies (https://maine.gov/oit/policies). Special attention must be paid to the following policies and procedures: 
 
A. General Architecture Principles 
B. System and Services Acquisition Policy and Procedures (SA-1)
C. Application Deployment Certification Policy 
D. Digital Accessibility and Usability Policy 
E. Remote Hosting Policy 
F. Data Exchange policy 
G. Information Security Policy 
H. Access Control Policy 
I. Access Control Procedures for Users 
J. Risk Assessment policy 
K. Vulnerability Scanning Procedure 
L. Security Assessment and Authorization Policy 
M. System and Information Integrity Policy 
N. Configuration Management Policy 
 
In addition to the documents listed above, the bidder/vendor is further required to demonstrate how the product/solution will achieve the NIST 800-53 Rev 5 for the remaining security and privacy control families:  
1. Physical and Environmental Protection;  
2. Awareness and Training;  
3. Planning; 
4. Audit and Accountability;  
5. Assessment, Authorization, and Monitoring;  
6. Personnel Security;  
7. Configuration Management; 
8. PII Processing and Transparency;  
9. Contingency Planning;  
10. Vulnerability Management;  
11. Identification and Authentication;  
12. System and Services Acquisition;  
13. Incident Response;  
14. System and Communications Protection;  
15. Maintenance;  
16. System and Information Integrity;  
17. Media Protection; 
18. Supply Chain Risk Management to a security baseline appropriate to the impact level of the data as determined by the agency. 

APPENDIX G
State of Maine 
Department of Labor
COST PROPOSAL FORM
RFP# 202302016
Services Management System


	Bidder’s Organization Name:
	

	Proposed Cost:
	$ 



Bidders must complete the Excel spreadsheet below, outlining the proposed cost for the base system, and each project ($10,000 or more in cost) to be completed in addition to the base system services as defined in Part II of the RFP. 

An example is included in the spreadsheet. The Total Initial Period Cost from the Initial Period tab on the Excel spreadsheet will be used in the scoring formula defined in Part V, B, 3 of the RFP, and should be reflected in the Proposed Cost above. 

Bidders must complete all applicable tabs on the spreadsheet. Renewal Period costs and Project costs will not be used in the scoring of the cost proposal but may be used for informational purposes.







APPENDIX H

State of Maine 
Department of Labor
SUBMITTED QUESTIONS FORM
RFP# 202302016
Services Management System


	Organization Name:
	




	[bookmark: _Hlk48893155]RFP Section & Page Number
	Question

	[bookmark: _Hlk48893261]
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	




* If a question is not related to any section of the RFP, state “N/A” under “RFP Section & Page Number”.
** Add additional rows, if necessary.
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Appendix E - System Requirements.docx
[bookmark: _Toc118200994]State of Maine 

Department of Labor

SYSTEM REQUIREMENTS

RFP# 202302016

Services Management System



What follows is a detailed list of requirements for the proposed COTS software product.  Responses to each requirement will determine the degree of customization required for implementation of the product in the Bureau’s environment.  Proposals must indicate a response to all of the requirements by using the abbreviations below:

· Y – Yes

The proposed solution complies with all the aspects of the requirement written and is currently a standard feature in the proposed solution.  The comment should indicate how the requirement is met.  

· C – Yes with customizations / modifications

The proposed solution does not comply with all aspects of the requirements as written, but the Bidder agrees to modify the solution by adding additional modules, resources, configure current resources, and/or perform custom programming which will result in the solution reaching full compliance.  The Bidder must describe the proposed modification, how the modification will satisfy the requirement, and when the modification will be completed. 

· P – Yes with a customization project likely requiring $10,000 or more in onetime and first-year costs to accomplish.  The Bureau has limited funding and staff resources and will want to prioritize and space out larger projects.  Identifying them and costing them will provide information facilitating that process.  Please plan to cost these out in further detail as part of the Cost Plan in Section 4 Part IV.  

· N – No

The proposed solution does not comply with all aspects of the requirement as written and the Bidder will not modify their solution to achieve full compliance with the requirements as written.  If the requirement cannot currently be met nor met through modifications, the Bidder must indicate “N”.  The Bidder must describe how not achieving this requirement will be mitigated in the solution.

Bidder explanations should be brief and relevant, though Bidders may use additional pages if necessary, ensuring the corresponding requirement number is clearly indicated. 



		Requirement #

		Requirement Description

		Y/C/N

		Explanation



		1.1 [bookmark: _Toc383514581][bookmark: _Toc118200995]Technical Requirements



		1.1.1 [bookmark: _Toc383514582]General



		1.1.1.1 

		Each user should have a single login which will remain valid through the entire session.

		

		



		1.1.1.2 

		Authentication will be integrated with the SOM Windows Active Directory authentication system such that users will use their AD password or Hello Pin number to access the application and be authenticated for use. 

		

		



		1.1.1.3 

		Automated routines will be automatically restarted after any scheduled reboot or shutdown of the servers and generate notice on error.

		

		



		1.1.2 [bookmark: _Toc383514583]Architecture

Defines general architectural principles that apply throughout the system, to ensure they are consistent with the States' hardware/software architecture.



		1.1.2.1 

		System shall conform to the IT architecture requirements defined by the State of Maine. Details can be found at: http://maine.gov/MeIT/architecture and the document at this link: General Architecture Principles (PDF)

		

		



		1.1.2.2 

		Users are located throughout the State and will need the ability to securely access the system from various points, including regional offices, town libraries, and their homes. System must be able to support this level of remote access.  The solution will need to follow the requirements of the Remote Hosting Policy 

		

		



		1.1.2.3 

		System must be compatible with State standard web browsers (e.g. IE 8 and above) The User interface should be browser based and browser and device agnostic.

		

		



		1.1.2.4 

		Environments provided / supported will include:

· Production

· Test

· Development

		

		



		1.1.2.5 

		The Test, and Development, environments will be provided in an infrastructure that is separate from the Production Environment

		

		



		1.1.3 [bookmark: _Toc383514584]System Performance

Guidelines for system availability and response time



		1.1.3.1 



		System must support at least:

· 50 total active user accounts, 1,000 archived user accounts

· 25 concurrent users

· 12,000 cases and transaction threads annually

· 150,000 cases and transaction threads historically 

· 10 Web users at any one time

· 200,000 individual and business records

		

		



		1.1.3.2 

		At minimum system must be available during normal working hours (M-F 6am-6pm). An hour of downtime due to LAN, State WAN, server problems, or other infrastructure problems would be an inconvenience, but not a "showstopper".

Public web presence should be 24/7

		

		



		1.1.3.3 

		In general, system response time should be only a few seconds for startup and functions such as calling up new screens, displaying data, entering data, and saving/editing data. Certain screen refreshes, queries, and reports are expected to take longer, depending upon the nature of the request. Processes taking longer should have an indicator to indicate an affirmative process is underway. 

		

		



		1.1.3.4 

		System and application errors should be identified as such and direct the user to the appropriate correction. 

		

		



		1.1.4 [bookmark: _Toc383514585]System Management

System should enable the State to perform the following data center functions



		1.1.4.1 

		Backups include databases, application code, input files, output files, and user documents.

		

		



		1.1.4.2 

		System will provide daily, weekly, monthly and annual backups.

		

		



		1.1.4.3 

		A minimum of 1-months’ worth of backups will be available and easily restored upon customers’ requests. The ability to restore to both non-production and production locations is required.

		

		



		1.1.4.4 

		Needs to be able to update test/development and training environments from production easily to enable testing with current data.

		

		



		1.1.4.5 

		Data should be able to be updated to the development and test environments independently of the application so that testing and development may be to current data. 

		

		



		1.1.5 [bookmark: _Toc377733316][bookmark: _Toc383514586]Archiving



		1.1.5.1 

		System must be able to archive cases that meet select criteria as defined by administrator (e.g. closed cases older than 3 years).

		

		



		1.1.5.2 

		Archived data must be accessible and retrievable

		

		



		1.1.6 [bookmark: _Toc383514587][bookmark: _Toc258476436][bookmark: _Toc261442244][bookmark: _Toc377733317]User Interface

Guidelines for defining user interface



		1.1.6.1 

		A user must be able to search and access information throughout the system with minimal steps and time and with high levels of specificity and selectivity. 

		

		



		1.1.6.2 

		System should conform to standard Windows and web browser user interface conventions.

		

		



		1.1.6.3 

		A user must be able to access a menu bar that lists the necessary functions for the system. The menu hot key must be listed beside each item similar to Microsoft application menus.

		

		



		1.1.6.4 

		A feature guiding users to the initial and next steps in a process and correct menu items must be possible.

		

		



		1.1.6.5 

		In searching and in lists, upper- and lower-case letters should be arranged and searched as if one or the other, I.e. LAS and Las should appear together and not be separated due to case. 

		

		



		1.1.6.6 

		User interface should have a consistent "look, feel, and behavior" throughout the system.

		

		



		1.1.6.7 

		System supports user defined preferences such as “user defined colors” and “user defined text sizes” or even “user defined sticky keys”.

		

		



		1.1.6.8 

		Dates must include a 4-digit year and be formatted consistently throughout the application. Similarly currency, telephone numbers, email addresses, URLs and postal codes should also be consistently formatted throughout the application. 

		

		



		1.1.7 [bookmark: _Toc383514588]Accessibility

Ensure that the needs of State employees with disabilities are met through reasonable accommodation in the IT products and services of the State. IT products and services include data, voice, and video technologies.



		1.1.7.1 

		The application will conform to State Accessibility Polices

· Computer Application Program Accessibility Standard

· Web Accessibility and Usability Policy

· ADA Effective Communications Policy



		

		



		1.1.7.2 

		Application will be fully compliant with Section 508. https://www.ada.gov/508/ It is highly recommended bidders plan to use an ADA compliance checking tool and report periodically on compliance. (If the state provides this testing, it may use different products whose product and standards might change from check to check.)

		

		



		1.1.7.3 

		Application will be accessible without specialized modification or work-around.

		

		



		1.1.8 [bookmark: _Toc383514589]Security

Defines the requirements for system access within/outside the States' firewall and at application login.



		1.1.8.1 

		System will conform to State Security Standards. An example of this is described in Maine's Information Technology Security Policy

		

		



		1.1.8.2 

		All external (Internet) and internal (State WAN/Intranet) communications between users and the application outside the data center must be encrypted with SSL/TLS employing AES or other appropriate FIPS standard.

		

		



		1.1.8.3 

		Remote access will conform to the State standard for remote access. The requirements defined by the State of Maine can be found in the Remote Access Brick

		

		



		1.1.8.4 

		System should allow “check out” or off-line access to cases and synchronization with system upon “check in” or on connecting.

		

		



		1.1.8.5 

		System should have session time out feature which can be defined by administrative user.

		

		



		1.1.8.6 

		For web-based applications, closing all application windows in browser will log off user.  System prevents restarting of session from browser history or cache.

		

		



		1.1.8.7 

		The selected bidder partner must comply with all Federal compliance requirements  (NIST 800-series Special Publications).  

		

		



		1.1.8.8 

		The selected bidder partner must have a SOC 2 Type 2 audit performed annually (at their expense) and provide copies of the report and subsequent remediation efforts to MDOL / BLS and the DOL Security Manager.  An alternative is that the approved bidder partner is FedRAMP certified.  In which case, they need to provide a copy of their current certification and all remediation activities / status.

		

		



		1.1.9 [bookmark: _Toc383514590]Interfaces





		1.1.9.1 

		Two-way interface to the existing State of Maine, Bureau of Labor Standards data warehouse, an Oracle database for employer data. coordination with other sources. 

		

		



		1.1.9.2 

		The product should be capable of at least limited export and import of client and transaction data to Excel and/or flat data files. 

		

		



		1.1.9.3 

		Capable of product Interfaces to the underlying database for use with products like Oracle SQL Developer, Excel and Crystal Reports. 

		

		



		1.1.9.4 

		Application should be capable of interfacing with Outlook for scheduling appointments with clients. 

		

		



		1.2 [bookmark: _Toc383514591][bookmark: _Toc118200996]Functional Requirements



		1.2.1 [bookmark: _Toc383514592]General



		1.2.1.1 

		System must provide a means to easily adapt various elements of the base solution. Adaptation features must address but not be limited to the following:

· Addition of data elements to screens and reports.

· Application of business rules and logic to screens and data fields.

· Renaming of custom data elements without redefining or changing contents.

· Integrity checks for custom fields involving dropdown lists or lookup tables.

· Reduction searches for dropdown lists. 

		

		



		1.2.1.2 

		All fields must be completed in printable colors (i.e., ensure that entered text contrasts with field background

		

		



		1.2.1.3 

		Users will be able to search and sort case activity change log by multiple criteria.

		

		



		1.2.1.4 

		System will be able to report on staff activity by staff, case or staff activity on a case or employer.

		

		



		1.2.1.5 

		System will validate data entries and prevent invalid/unreasonable data (example: invalid dates) where possible. (Accurate data is the responsibility of the user.)

		

		



		1.2.1.6 

		When a user updates select demographic information in fields shared between programs, the fields in all programs are updated (e.g. phone number, address, etc.)

		

		



		1.2.1.7 

		System will allow entry of international addresses and correctly and consistently output addresses in accordance with US Post Office standards. Likewise entries for URLs and email addresses will be flagged for correct format and necessary elements. 

		

		



		1.2.1.8 

		System will allow saving of partially-completed screens, documents and processes.  System will forewarn should data be lost due to inability to save. 

		

		



		1.2.1.9 

		Users must be able to view multiple screens in a tabbed, tile, toggle, or cascade format.

		

		



		1.2.1.10 

		Users must be able to access multiple cases simultaneously without losing data.

		

		



		1.2.1.11 

		Users must be able to simultaneously access a variety of information within the same case, including multiple forms, pages or tabs.

		

		



		1.2.1.12 

		System will allow different parameters or business rules to be applied to different case types such as investigations and consultations, as well as differences between these activities for each type (e.g. Prevailing wage complaint versus Substance Abuse testing complaint).

		

		



		1.2.1.13 

		System will support different business rules for different programs and statuses.

		

		



		1.2.1.14 

		System will contain a set of built-in reminders/ticklers which remind staff of upcoming or past target dates.

		

		



		1.2.1.15 

		Users will be able to manually set user-defined reminders/ticklers.

		

		



		1.2.1.16 

		System will contain a set of built-in notifications which inform staff of cases requiring their attention; e.g. Case requiring assignment by supervisor or case has been assigned to a staff member.

		

		



		1.2.1.17 

		System will allow cases to be organized into caseloads, and staff to be assigned to caseloads.

		

		



		1.2.1.18 

		There will be a spell check feature for free-form comment and note fields that will flag but not alter possibly misspelled words. 

		

		



		1.2.1.19 

		System will generate appropriate documents at specified points in process; e.g. letters, investigation/ consultation reports, training certificates.

		

		



		1.2.1.20 

		The system will have an audit trail that records changes in the system. The audit trail will record date and time of change, staff id, data record before and after change, nature of the change .Selected individuals/roles will be able to determine who made the change, when the change was made, the nature of the change, and specifics about the change.

		

		



		1.2.1.21 

		Data errors preventing status changes should have a way to be easily corrected. Error and warning messages should be clear and helpful to the user (identifying problem and provide mechanism to correct).

		

		



		1.2.1.22 

		When the system is busy processing, it must indicate this to the user (example: display an hourglass, etc.).

		

		



		1.2.1.23 

		A user must be able to print or extract a complete case record to common formats (e.g., PDF, TIF).

		

		



		1.2.1.24 

		System will allow search and filtering to be performed on multiple fields such by name, address, town, county, industry, certification, violation etc.

		

		



		1.2.1.25 

		System will allow search to be performed using partial names or information.

		

		



		1.2.1.26 

		System will allow search by active or closed cases and parties.

		

		



		1.2.1.27 

		Numerical fields will auto calculate when possible (e.g. at closure when number of hours and rate are entered, weekly earnings are calculated automatically).

		

		



		1.2.1.28 

		System will allow sequential batching of jobs as necessary to run in evening or night batch jobs or job queues that do not interfere with user driven OLTP.

		

		



		1.2.1.29 

		A central site must have control over all job queues.

		

		



		1.2.1.30 

		When working with fields that are coded, the system will display any codes and their descriptions.

		

		



		1.2.1.31 

		System will have context sensitive online help resources that may be accessed directly from the system.

		

		



		1.2.2 [bookmark: _Toc383514593]Role-Based Security and Permissions

Defines the requirements for role-based permissions within the application itself.



		1.2.2.1 

		The system will use role-based security that allows/restricts user access to information, screens, and the ability to perform specific tasks within the system.

		

		



		1.2.2.2 

		Role-based permissions and business rules will be customizable. They will be defined, named, and implemented by the application's Administrator (or another suitable role). Examples of roles might include Customer Support Unit (CSU), Investigator, Consultant, Manager, Administrator, and Guest.

		

		



		1.2.2.3 

		Users will be assigned a role that most closely matches their actual job responsibilities (note: this may not necessarily be the same as their job title). These roles will control access to screens, functions, and data fields, and they will enable certain process permissions, depending upon the task being performed. An example (this is not an exhaustive list) of sample roles and allowable tasks from our current system is shown in the matrix below.

		

		



				Requirement 3.2.2.3 sample roles and tasks



		

		Role



		Task

		Guest

		CSU

		Investigator

		Consultant

		Manager

		Administrator



		Investigation/ Consultation

		

		

		

		

		

		



		Data entry on new/open cases

		

		x

		x

		x

		x

		x



		Log Violations

		

		

		x

		x

		

		



		Log / edit Penalties

		

		

		x

		

		x

		



		Amend Penalties

		

		

		

		

		x

		



		Assign complaint/ consultation

		

		

		

		

		x

		



		Log abatement

		

		x

		x

		x

		x

		



		Close Case

		

		

		x

		x

		x

		



		Education

		

		

		

		

		

		



		Create Event

		

		x

		

		

		x

		x



		Register Participant

		

		x

		x

		x

		x

		x



		Cancel Event

		

		x

		

		

		x

		x



		System Administration

		

		

		

		

		

		



		Staff Administration

		

		

		

		

		

		x



		Edit look up tables

		

		

		

		

		

		x



		Manage batch activities

		

		

		

		

		

		x









		1.2.2.4 

		It should be relatively easy to "enhance" a user's role, in the event they require additional permissions that are outside those that are given to other users in their position. For example, there may be a very small number of users who have been designated as being able to update restricted information or password administrators, in addition to their normal duties as a CSU or Investigator. Ideally, this assignment could be done without creating a whole new role.

		

		



		1.2.3 [bookmark: _Toc383514594]System Administration

Items related to the management/administration of users and the overall system, from an application point-of-view.



		1.2.3.1 

		The system will facilitate/streamline the creation of new user accounts (i.e. creating folders, setting default preferences, etc.).

		

		



		1.2.3.2 

		Management of user accounts, system parameters, business rules, lookup tables, etc. will be restricted to those individuals who are assigned the proper permissions within the system

		

		



		1.2.3.3 

		System will allow inactivation of data values to remove them from the user interface without actually deleting them from the database; e.g. specific employer, complaint / violation category, etc.

		

		



		1.2.3.4 

		Changes to closed cases will be restricted, depending on business rules and user permissions.

		

		



		1.2.3.5 

		The system will allow the merging of employers while maintaining previous record, such as in the event an employer is purchased by another entity.

		

		



		1.2.3.6 

		The system will allow agency to define default rates which are used in calculation such as mileage reimbursement, minimum wage etc.

		

		



		1.2.3.7 

		Select transactions will default to certain printers.   The intent of this requirement is so that certificates and other custom print jobs will output appropriately to preprinted paper.

		

		



		1.2.3.8 

		Printer paths will be editable by administrator.

		

		



		1.2.3.9 

		Draft or test documents will be appropriately marked so as to prevent accidental dissemination of information.

		

		



		1.2.4 [bookmark: _Toc383514595]Constituent / Employer Management

Features and functions that apply to constituent and employers, regardless of case.



		1.2.4.1 

		Provide the ability for authorized users to establish a new constituent consisting mostly of employers and individuals the Bureau serves.

		

		



		1.2.4.2 

		Provide the ability for authorized users to establish a new constituent.

		

		



		1.2.4.3 

		Include a status that indicates whether the constituent is current or active or not and allows for filtering during searches to exclude unlikely hits. 

		

		



		1.2.4.4 

		Provide the ability for authorized users to define and navigate relationships among constituents. 

		

		



		1.2.4.5 

		System should allow visibility of a constituent / employer’s cases from their profile.

		

		



		1.2.4.6 

		Access and ability to change constituent records and relationships is controlled by the staff member’s security.

		

		



		1.2.4.7 

		System will include features to help prevent creation of a duplicate constituent / employer records.

		

		



		1.2.4.8 

		In the event an employer, constituent or case is inadvertently entered into the system twice, there will be a means for selectively merging the relevant data from those two employers / constituents and/or cases and eliminating the incorrect or duplicate data from the system.

		

		



		1.2.4.9 

		Provide the ability to update constituent and employer information for those who already exist in the system.

		

		



		1.2.4.10 

		System will require and be enabled for  unique identifiers for constituents. System will assign  ‘proxy’ identifiers  to ensure uniqueness.

		

		



		1.2.4.11 

		Identifiers may be classified as confidential and be hidden from some or all users. 

		

		



		1.2.4.12 

		System will allow changes to the  identifiers by only select individuals.

		

		



		1.2.4.13 

		System will collect constituent demographic information.

		

		



		1.2.4.14 

		System will collect and store constituent name history.

		

		



		1.2.4.15 

		System will collect and store constituent address history.  

		

		



		1.2.4.16 

		Addresses need to be able to be identified for purpose such as “Physical Address” and “Mailing Address”. 

		

		



		1.2.4.17 

		System will have ability copy selected existing constituent information into new case.

		

		



		1.2.4.18 

		Allow for name changes without an identity change such as in marriages and divorce name changes.

		

		



		1.2.4.19 

		System will provide the ability to record and store multiple names and numbers for a single employer such as

· Legal Name

· DBA name

· Alias’ (multiple, which include previous names)

· System will provide the ability to record and store multiple unique numbers for an employer including

· UI Tax number

· Employer ID

· Run number

· FEIN

		

		



		1.2.4.20 

		System will have the ability for staff to organize employers, locations or cases into trackable groups such as annual targeting group of cases or OSHA requested investigations known as “Local Emphasis Program” (LEP) or franchise locations owned by single individual or entity.

		

		



		1.2.4.21 

		Trackable groups are not mutually exclusive; e.g. a case can belong to more than one trackable group.

		

		



		1.2.4.22 

		Ability to create a comment as part of a location or employer record; e.g. Parking is difficult, use parking garage on S. Main Street

		

		



		1.2.4.23 

		System will allow statewide search for employer or constituent by a variety of fields including current/historical names, alias’, employer numbers and/or SSNs.

		

		



		1.2.4.24 

		System will allow associations among parties in Parent-Child and one-to-one relationships. 

		

		



		1.2.5 [bookmark: _Toc383514596]Case Management (CM)

Case management are those functions that impact the management of the individual case, versus the individual employer or constituent.  Cases are of multiple types and subtypes, each with their own case flow and rules

· Complaint / Investigation

· Wage and Hour

· Wage and Hour (general)

· Prevailing Wage

· Severance

· Wage Assurance

· Substance Abuse Testing

· Health and Safety

· Consultation

· Wage and Hour

· Health and Safety

· 21D

· SETF

· Certifications

· Sub-Minimum Wage Certificate

· Work Permit (youth)

· Migrant Labor Evaluation- Pre-Occupancy

· Migrant Labor Evaluation- Transportation

· Logging

· SHAPE / SHARP

· Substance Abuse Testing Policy



		1.2.6 CM – General



		1.2.6.1 	

		System will store employer and constituent case history, maintain previous cases as separate entities.

		

		



		1.2.6.2 

		System will track number of case occurrences for a constituent or employer

		

		



		1.2.6.3 

		Cases may include mandatory and/or discretionary components depending on the progression.  

		

		



		1.2.6.4 

		Dates, times and assignments should be recorded as cases progress through stages and statuses.

		

		



		1.2.6.5 

		System will enable, in a single transaction, the transfer of one or more cases between caseloads, or inspectors

		

		



		1.2.6.6 

		The system will enforce workflow and business rules.

		

		



		1.2.6.7 

		System will allow saving of incomplete case data, but not advance status until all required data is complete.

		

		



		1.2.6.8 

		System will have ability to track a case’s status as it moves through the process; e.g. Intake, Assigned to Staff, In Process, Report Complete, Report Approved, Appeal, Abatement, Closed.

		

		



		1.2.6.9 

		System will automate status changes (when possible); (e.g. if name and application date are entered, intake started but not complete.)

		

		



		1.2.6.10 

		Ensure that application, eligibility, and closure statuses cannot be added manually. Instead, require users to enter data into applicable screens and auto-create the status.

		

		



		1.2.6.11 

		System will allow an employer or constituent to have multiple open cases.

		

		



		1.2.6.12 

		Comments  and case notes can be attached to the case or components of the case and will be available for viewing or printing.  

		

		



		1.2.6.13 

		Comments and case notes will be available as a sorted list with most recent comment listed first (reverse chronological order).

		

		



		1.2.6.14 

		When comments and case notes are created, the author’s name and current date will be auto-filled by the system and not updateable. 

		

		



		1.2.6.15 

		Comments and case notes can be assigned a category from a pre-determined list

		

		



		1.2.6.16 

		Comments and case notes can be filtered or sorted by date of service, user, and category (e.g. phone, meeting, email, etc.)

		

		



		1.2.6.17 

		Comments and case  notes can be tied to employers, constituents, cases of components. 

		

		



		1.2.6.18 

		Cut and paste is supported to and from case note and comment free form fields throughout the application.

		

		



		1.2.6.19 

		Once saved and exited, a comment or case note cannot be edited, except under certain conditions or by a specific role. The intent of this requirement is to prevent significant alterations on older case notes.

		

		



		1.2.6.20 

		System will notify primary staff when a comment or case note for their case has been modified by other system users.

		

		



		1.2.6.21 

		System will allow tracking of cases that have had no activity during a defined time period

		

		



		1.2.6.22 

		Users should be allowed to cancel from a screen and not save changes that were made on that screen.

		

		



		1.2.6.23 

		If a user closes/exits a screen without saving, they should be prompted to save their changes.

		

		



		1.2.6.24 

		A user must be able to access a quick view ‘snapshot’ of a consumer’s case on a summary screen.

		

		



		1.2.6.25 

		System will maintain history of a case and all staff assigned to that case over time.

		

		



		1.2.6.26 

		System will allow the ability to track multiple contacts for a case who are unique to that case.  The intent of this requirement is to track individuals unique to that case or interested parties involved in a case separate from the impacted constituent(s) such as complainants.  Interested parties could include supervisors or union officials.

		

		



		1.2.6.27 

		System will allow staff to add additional information to employers which is specific to a case; e.g. additional locations, contacts etc.

		

		



		1.2.7 Case Creation



		1.2.7.1 

		System will allow creation of a new case.

		

		



		1.2.7.2 

		System will assign a unique identification number to each case.

		

		



		1.2.7.3 

		System will allow staff to identify what type and subtype of case it is.

		

		



		1.2.7.4 

		System will require selection or entry of employer information on a case.

		

		



		1.2.7.5 

		System will allow selection, or entry of single or multiple constituents to a case.

		

		



		1.2.7.6 

		System will allow assignment of a case to specific staff by select individuals

		

		



		1.2.7.7 

		System will allow complaints or requests for consultation to be reassigned or transferred by select individuals.

		

		



		1.2.7.8 

		System will limit available options based on case type, employer type or other system information.

		

		



		1.2.7.9 

		System will allow logging of cases by employer location; E.g. University of Maine Orono (location)

		

		



		1.2.7.10 

		System will allow logging of violations at a sub-location level. E.g. University of Maine Orono (location), Office of Dean of Students (sub-location)

		

		



		1.2.7.11 

		System will provide ability to select complaint/ consultation topic based on pre-determined list.

		

		



		1.2.7.12 

		Complaint /consultation topic list will differ by case type.

		

		



		1.2.7.13 

		System will allow user to select more than single complaint topic.

		

		



		1.2.7.14 

		System will allow the ability to relate cases to each other; e.g. when complaint involves two programs which are investigated individually.

		

		



		1.2.7.15 

		System will allow an existing case to spawn related case in different division; e.g. Complaint by individual constituent becomes Wage Assurance case affecting multiple constituents.

		

		



		1.2.7.16 

		System will allow staff to document investigation/ consultation in summary report.

		

		



		1.2.7.17 

		System will require completion of investigation / consultation summary reports.

		

		



		1.2.7.18 

		System will require approval/ rejection of investigation / consultation summary reports.

		

		



		1.2.7.19 

		System will provide a print friendly alternative to system elements such as investigation/ consultation reports, employer location profiles etc.

		

		



		1.2.7.20 

		System will differentiate printed summary reports which are complete from those which are approved.

		

		



		1.2.7.21 

		System will allow the ability to log completion of abatement requirements (correction of a violation) and payment of associated penalty.

		

		



		1.2.7.22 

		System will allow the ability to log payments to individual constituents as part of abatement.

		

		



		1.2.7.23 

		System will allow the ability to extend abatement date.

		

		



		1.2.7.24 

		System will allow staff to perform actions on multiple items within a case simultaneously, e.g.

· setting/ extending abatement dates

· logging completion of abatement requirements (incl. penalty and constituent payments)

		

		



		1.2.7.25 

		System will allow the creation of a series of new cases (most likely random inspections) from a universe of businesses based on user entered criteria such as industry, time since last investigation/ consultation, geography, prior violations, use of Work Permits.

		

		



		1.2.7.26 

		For each criterion, user should be able to enter the percentage of the series of cases for each criterion.  (Systematic selection.) 

		

		



		1.2.7.27 

		System should allow staff to initiate and assign a case to themselves without supervisor intervention.

		

		



		1.2.7.28 

		When a case is self-assigned, the supervisor is notified of the self-assignment.

		

		



		1.2.7.29 

		System will prevent closure of a case until abatement of all violations is complete.

		

		



		1.2.8 Violations and Penalties



		1.2.8.1 

		System will allow logging of violations through selection from predetermined filterable lists.

		

		



		1.2.8.2 

		System will allow staff to indicate whether a violation is willful.

		

		



		1.2.8.3 

		System will require calculation of penalties for each violation when applicable; i.e. calculation wizard.

		

		



		1.2.8.4 

		Calculation of penalties are based on the specific violation, employer data and user entered criteria; e.g. size of employer, severity of violation, number of employees impacted and frequency of exposure and whether violation was willful, wage discrepancy between what was paid and should have been paid.

		

		



		1.2.8.5 

		Subsequent violations of the same type may have alternate amounts; (e.g. $100 for first violation and $25 for each subsequent).

		

		



		1.2.8.6 

		System will allow the setting of interest penalty (percentage) and accrual rate for each violation (e.g. 2% per day or $50 per day).

		

		



		1.2.8.7 

		System will allow staff to set starting date for accrual for penalties where applicable.

		

		



		1.2.8.8 

		System will allow penalty amounts will be editable prior to report approval.

		

		



		1.2.8.9 

		System will allow restrict amendment of penalty amounts after report approval restricted to select individuals.

		

		



		1.2.8.10 

		Fees and penalties will be directly linked to the violation.

		

		



		1.2.8.11 

		System will log penalty amendments.

		

		



		1.2.8.12 

		History of amendments to penalty amounts will be visible within the case.

		

		



		1.2.8.13 

		System will allow to the ability to view / report on history of violations by multiple criteria such as frequency, industry, employer average/ mean penalty amount.

		

		



		1.2.8.14 

		System will allow the administration of penalties to be defined specific to the violation. This includes start and end dates for law changes that impact the violation and penalty and the method for calculating the penalties associated with the violation. 

		

		



		1.2.8.15 

		System will enable the suspension or  reduction of penalties in case of formal appeal.

		

		



		1.2.9 [bookmark: _Toc383514597]Certifications



		1.2.9.1 

		System will allow staff to set effective dates for certifications (start and expiration date).

		

		



		1.2.9.2 

		Staff will be able to report on certifications by employer, type, effective dates and other parameters.

		

		



		1.2.9.3 

		Record certification requirements and determine completion.

		

		



		1.2.10 [bookmark: _Toc383514598]Create and Manage Documents (e.g. forms, letters, etc.)



		1.2.10.1 

		System will support attaching or exporting the contents of an e-mail to a case, case note or comment.

		

		



		1.2.10.2 

		Electronic documents are attached to an employer and constituent record or case record.

		

		



		1.2.10.3 

		System generated documents will be mostly compatible with MS-Office Suite.  

		

		



		1.2.10.4 

		Case contacts (interested parties) can be selected as additional recipients of a letter on a letter by letter basis

		

		



		1.2.10.5 

		Data fields for forms or templates generated within the system must auto-populate when possible.

		

		



		1.2.10.6 

		Copies of letters and documents created from the system will be stored associated with the case.

		

		



		1.2.10.7 

		List and copies of correspondence created for a case will be available associated with the case.

		

		



		1.2.10.8 

		Stored copies of letters and documents can be made uneditable.

		

		



		1.2.10.9 

		Case documents and attachments will be viewable only by those with permissions to view the case. 

		

		



		1.2.10.10 

		Document management will conform or be compatible with the State standards.  The requirements defined by the State of Maine can be found in the Document Management Document.

		

		



		1.2.10.11 

		System will provide user option to view, save, print or email documents.

		

		



		1.2.10.12 

		System will provide capability to print envelopes and labels.

		

		



		1.2.10.13 

		System will have the ability to create letters or documents for multiple employers or constituents simultaneously (e.g. form letter, survey etc.) based on a universe of businesses or individuals. 

		

		



		1.2.10.14 

		System will support document templates, which will be administered centrally by select personnel.

		

		



		1.2.10.15 

		Updates to the templates will not affect already published documents.

		

		



		1.2.10.16 

		System will allow user to work with multiple open documents at one time.

		

		



		1.2.10.17 

		System will provide spellchecking feature for documents.

		

		



		1.2.10.18 

		System will have the ability to create and export lists of employers and/ or constituents (mailing list).

		

		



		1.2.10.19 

		System will allow creation of individual or batch letters or e-mail to constituents or employers from within the system.

		

		



		1.2.10.20 

		System will allow customization of letters/ e-mail content, including body content, header and signature information.

		

		



		1.2.11 [bookmark: _Toc383514599]Create and Manage Reports



		1.2.11.1 

		Reporting tools will conform to Maine IT architecture as defined in Item 7.1.2.1

		

		



		1.2.11.2 

		To minimize performance impact on the transaction system, reports may be run as a batch during low-transaction hours.  

		

		



		1.2.11.3 

		System will have set of predefined reports.

		

		



		1.2.11.4 

		System will allow designated users/ roles to run certain reports against the transaction database. This would include reports that require real-time data.

		

		



		1.2.11.5 

		System will allow creation of new reports that can be used by all local/central office users.

		

		



		1.2.11.6 

		System will provide/support ability for users to create/save ad hoc queries and reports. These queries/reports can be made available to others on an as-needed basis.

		

		



		1.2.11.7 

		System will be able to mail documents out to groups of constituents and store a copy in their respective records.

		

		



		1.2.11.8 

		System will be able to schedule running of reports. Scheduled reports can occur on single occurrence or recurring basis.

		

		



		1.2.11.9 

		Users can export queries/ report results to a file (e.g. Excel, Word, CSV)

		

		



		1.2.11.10 

		System will allow users to parameterize their own reports by multiple criteria.

		

		



		1.2.11.11 

		System will differentiate between confidential or internal reports and those which are available to the public (FOIA-able reports).

		

		



		1.2.11.12 

		System will allow reporting of activity by employer, constituent or staff.

		

		



		1.2.11.13 

		System has capability of displaying dashboards and periodic consistent reports and summaries of activity. 

		

		



		1.3 [bookmark: _Toc383514600][bookmark: _Toc118200997]Education, Library and Outreach Special Features

Education and Library Functions; The Bureau of Labor Standards provides instructional classes and library lending services for the public with the following requirements. 
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Appendix G COST PROPOSAL.xlsx
EXAMPLE

				Initial Period of Performance

								October 1, 2023 - September 30, 2024 (Year 1)						October 1, 2024 - September 30, 2025 (Year 2)

		Base system setup and operation Years 1 and 2, exclusive of projects exceeding costs to implement of $10,000.		Due		Units		Quantity		Unit Cost		First Year Cost		Quantity		Unit Cost		Second Year Cost		Est* or Fixed		How calculated in Future		Notes

		Software acquisition (if any) (Detail and add lines as needed);		Start		licences		5		$500.00		$2,500.00		0		$0.00		$0.00		Fixed		1.05 Multiplier		Bundles of 5, $500/bundle

		Software maintenance (if any);		2nd Year		0		0		$0.00		$0.00		5		$50.00		$250.00		NA		1.05 Multiplier		Included in first year.

		Costs of transferring cleansing and parsing of data if applicable;		Completion		Time and Effort 		Package		$25,000.00		$25,000.00		0		$0.00		$0.00		Fixed		1.05 Multiplier		Based on 250 hours T&E

		Initial setup of host and networking environment(s) if applicable;		Completion		Time and Effort 		Package		$10,000.00		$10,000.00		0		$0.00		$0.00		Fixed		1.05 Multiplier		Based on 100 hours T&E

		Subsequent configuration of the application for use based on requirements exclusive of project items 		Acceptance		Hours 		600		$100.00		$60,000.00		200		$105.00		$21,000.00		Will vary based on T&E		1.05 Multiplier		Based on 600 hours T&E

		Hosting costs		Quarterly 		Virtual Servers		3		$500.00		$1,500.00		3		$525.00		$6,000.00		Fixed		1.05 Multiplier		3 servers one year each 

		Hosting Transactions		Quarterly 		Per 1,000 transactions		20		$10.00		$200.00		20		$10.50		$210.00		based on actual useage		1.05 Multiplier		Estimate 20,000 transactions per year

		Hosting Support Costs		Quarterly 		Package		4		$200.00		$800.00		4		$210.00		$840.00		Fixed		1.05 Multiplier

		Application Support (Small changes and projects of less than $10,000)		Quarterly 		hours		400		$100.00		$40,000.00		400		$110.00		$44,000.00		based on actual useage		1.05 Multiplier

		(add lines as needed)







				Total Year 1: 								$140,000.00		Total Year 2:				$72,300.00



												Total Initial Period (Year 1 + Year 2): 						$212,300.00

		* If a cost is indicated as an estimate, note what will determines the final cost.





Initial Period

				Initial Period of Performance

								October 1, 2023 - September 30, 2024 (Year 1)						October 1, 2024 - September 30, 2025 (Year 2)

		Base system setup and operation Years 1 and 2, exclusive of projects exceeding costs to implement of $10,000.		Due		Units		Quantity		Unit Cost		First Year Cost		Quantity		Unit Cost		Second Year Cost		Est* or Fixed		How calculated in Future		Notes

		Software acquisition (if any) (Detail and add lines as needed);		Start		licences

		Software maintenance (if any);		2nd Year		0

		Costs of transferring cleansing and parsing of data if applicable;		Completion		Time and Effort 

		Initial setup of host and networking environment(s) if applicable;		Completion		Time and Effort 

		Subsequent configuration of the application for use based on requirements exclusive of project items 		Acceptance		Hours 

		Hosting costs		Quarterly 		Virtual Servers

		Hosting Transactions		Quarterly 		Per 1,000 transactions

		Hosting Support Costs		Quarterly 		Package

		Application Support (Small changes and projects of less than $10,000)		Quarterly 		hours

		(add lines as needed)







				Total Year 1: 								$0.00		Total Year 2:				$0.00



												Total Initial Period (Year 1 + Year 2): 						$0.00

		* If a cost is indicated as an estimate, note what will determines the final cost.





Renewal #1

				Renewal Period #1

								October 1, 2025 - September 30, 2026 (Year 1)						October 1, 2026 - September 30, 2027 (Year 2)

		Base system setup and operation Years 3 and 4, exclusive of projects exceeding costs to implement of $10,000.		Due		Units		Quantity		Unit Cost		First Year Cost		Quantity		Unit Cost		Second Year Cost		Est* or Fixed		How calculated in Future		Notes

		Software acquisition (if any) (Detail and add lines as needed);		Start		licences

		Software maintenance (if any);		2nd Year		0

		Costs of transferring cleansing and parsing of data if applicable;		Completion		Time and Effort 

		Initial setup of host and networking environment(s) if applicable;		Completion		Time and Effort 

		Subsequent configuration of the application for use based on requirements exclusive of project items 		Acceptance		Hours 

		Hosting costs		Quarterly 		Virtual Servers

		Hosting Transactions		Quarterly 		Per 1,000 transactions

		Hosting Support Costs		Quarterly 		Package

		Application Support (Small changes and projects of less than $10,000)		Quarterly 		hours

		(add lines as needed)







				Total Year 3: 								$0.00		Total Year 4:				$0.00



										Total Renewal Period #1 (Year 3 + Year 4): 								$0.00

		* If a cost is indicated as an estimate, note what will determines the final cost.





Renewal #2

				Renewal Period #2

								October 1, 2027 - September 30, 2028 (Year 5)						October 1, 2028 - September 30, 2029 (Year 6)

		Base system setup and operation Years 5 and 6, exclusive of projects exceeding costs to implement of $10,000.		Due		Units		Quantity		Unit Cost		First Year Cost		Quantity		Unit Cost		Second Year Cost		Est* or Fixed		How calculated in Future		Notes

		Software acquisition (if any) (Detail and add lines as needed);		Start		licences

		Software maintenance (if any);		2nd Year		0

		Costs of transferring cleansing and parsing of data if applicable;		Completion		Time and Effort 

		Initial setup of host and networking environment(s) if applicable;		Completion		Time and Effort 

		Subsequent configuration of the application for use based on requirements exclusive of project items 		Acceptance		Hours 

		Hosting costs		Quarterly 		Virtual Servers

		Hosting Transactions		Quarterly 		Per 1,000 transactions

		Hosting Support Costs		Quarterly 		Package

		Application Support (Small changes and projects of less than $10,000)		Quarterly 		hours

		(add lines as needed)







				Total Year 5: 								$0.00		Total Year 6:				$0.00



										Total Renewal Period #2 (Year 5 + Year 6): 								$0.00

		* If a cost is indicated as an estimate, note what will determines the final cost.





Project 1 (over $10k)

		Requirement # from Appendix E: 

		Description of proposed project:

		Adjust as needed:						(Dates determined by selection)

				Due		Units		Quantity		Unit Cost		First Year Cost		Quantity		Unit Cost		Second Year Cost		Est* or Fixed		How calculated in Future		Notes

		Software acquisition (if any) (Detail and add lines as needed);		Start		licences

		Software maintenance (if any);		2nd Year		0

		Costs of transferring cleansing and parsing of data if applicable;		Completion		Time and Effort 

		 Initial setup of host  and networking environment(s) if applicable;		Completion		Time and Effort 

		Subsequent configuration of the application for use based on requirements exclusive of project items 		Acceptance		Hours 

		Hosting costs		Quarterly 		Virtual Servers

		Hosting Transactions		Quarterly 		Per 1,000 transactions

		Hosting Support Costs		Quarterly 		Package

		Application Support (Small changes and projects of less than $10,000)		Quarterly 		hours

		(add lines as needed)







				Total Year 1: 								$0.00		Total Year 2:				$0.00



												Total Initial Period (Year 1 + Year 2): 						$0.00

		* If a cost is indicated as an estimate, note what will determines the final cost.





Project 2 (over $10k)

		Requirement # from Appendix E: 

		Description of proposed project:

		Adjust as needed:						(Dates determined by selection)

				Due		Units		Quantity		Unit Cost		First Year Cost		Quantity		Unit Cost		Second Year Cost		Est* or Fixed		How calculated in Future		Notes

		Software acquisition (if any) (Detail and add lines as needed);		Start		licences

		Software maintenance (if any);		2nd Year		0

		Costs of transferring cleansing and parsing of data if applicable;		Completion		Time and Effort 

		 Initial setup of host  and networking environment(s) if applicable;		Completion		Time and Effort 

		Subsequent configuration of the application for use based on requirements exclusive of project items 		Acceptance		Hours 

		Hosting costs		Quarterly 		Virtual Servers

		Hosting Transactions		Quarterly 		Per 1,000 transactions

		Hosting Support Costs		Quarterly 		Package

		Application Support (Small changes and projects of less than $10,000)		Quarterly 		hours

		(add lines as needed)







				Total Year 1: 								$0.00		Total Year 2:				$0.00



												Total Initial Period (Year 1 + Year 2): 						$0.00

		* If a cost is indicated as an estimate, note what will determines the final cost.
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