6.0    GENERAL PROPOSAL REQUIREMENTS

Each proposal must respond to the following sections and must be organized with the following headings and subheadings.  These requirements are mandatory and each proposal must meet them. 

6.1
Transmittal Letter

The transmittal letter must be written on the vendor’s official business stationary and signed by an official that is authorized to legally bind the vendor.  The transmittal letter must accompany the proposal.  

Include in the letter:

1. Name and title of vendor representative,

2. Name and address of company,

3. Telephone number, fax number, and e-mail address,

4. RFP number and title:  ETE0001 - RFP for ETF WRS BPS,

5. An itemization of all materials and enclosures submitted in response to the RFP,

6. A reference to any RFP amendments received by the vendor; if none have been received, include a statement to that effect,

7. A statement that the vendor believes that its proposal meets all the requirements set forth in the RFP,

8. A statement that acknowledges and conforms to all rights of the State including procurement rules and procedures articulated in this RFP, all rights and terms specified in this RFP and in the RFP terms and conditions of the contract (see Sections 7-9) and the contract terms and conditions (see Section 9) (with exceptions listed in point 9 below), 

9. Any exceptions to the contract language found in the RFP.  If vendors have any exceptions to the terms and conditions presented in Sections 7-9, they must submit them with their proposal.  Exceptions to the State’s contract terms and conditions may be considered during contract negotiations if it is beneficial to the State.  If exceptions to the standard contract language are not presented in the transmittal letter, they will not be discussed or considered during contract negotiations,  

10. A statement that the vendor will participate in demonstrations, if requested to do so by ETF,

11. A statement that the individual signing the proposal is authorized to make decisions as to the prices quoted and that she/he has not participated, and will not participate, in any action contrary to the RFP,

12. The vendor’s assurance that the proposal will remain in full force and effect for at least 120 days from the proposal due date.

6.2
Required State Forms

The vendor must complete the following required State forms:

1. Enclosed Cover Sheet from the RFP (DOA-3261).

2. Vendor Information Sheet – Appendix D (DOA-3477)

3. Vendor Reference Sheet – Appendix E (DOA-3478).  The vendor must provide three (3) references.  See Section 6.3.2.   ETF will determine which, if any, references to contact to assess the quality of work performed and personnel assigned to the project.  The results of any references will be used in scoring the proposal in phase two of evaluation (see Section 5.1).  In the event that sub-contractors are included in your proposal, the vendor must provide three (3) references for each subcontractor.  

4. Debarment Form – Appendix F. 

5. Lobbying Form – Appendix G.

6. Designation of Confidential and Proprietary Information – Appendix H.

6.3
Organizational, Vision, Viability, and Management Requirements

The information contained in this section provides the basis for determining the proposer’s and subcontractor’s capability for undertaking a project of this size.  Responses to the following requirements must be in the same sequence and numbered as they appear in the RFP.  Provide a succinct explanation of how each requirement is addressed.


6.3.1 
Organization Capabilities

6.3.1.1
The proposer must provide details of experience that is relevant to the BPS project and must explain how that experience is relevant.

The proposer must describe its experience and capabilities in providing a similar implementation and respective development and production environments.  Response should identify the following: 

A.  Systems Experience to be covered in this section

This section must include, but is not limited to, descriptions of the proposer's corporate experience with projects involving the development and/or conversion of:




(1)
Automated retirement and/or payment systems;




(2)
Other government sector payment systems;




(3)
Other government sector information systems;




(4)
Private sector information systems;

(5)
Systems of similar size and scope using technical requirements as described in Appendix A.

B.
Topics to be covered in this section

The proposal must include information on the following factors for each of the projects listed by the vendor.  The information must address the relevance to the BPS project.


(1)
Scope of the total project (e.g., design, develop, conversion, and implement), and the role of the proposer (e.g., prime vendor, subcontractor);


(2)
Specific tasks carried out by the proposer (e.g., development, coding; testing; conversion; implementation);


(3)
Complexity of the system (e.g., total staff months involved; number of programs, including numbers of main processes and sub-processes, and average number of lines of code per program type); percentage of online and batch processing transactions; examples of staff who use the system and how each type of staff uses the system; interdependencies within the system; interfaces with other systems;


(4)
Attributes of the system (e.g., table-driven or parameter-driven features; languages used and database management system used; other language or protocols used to interact with hardware and software; number and size of databases and number of records; system performance);

(5) Project approach and methodologies (e.g., use of OOA/OOD, UML, Web tools, and other software products; industry standards and methodologies used; capacity planning; backup and contingency plans; training of both users and ongoing technical support staff);

(6) Web design and implementation (e.g., size of the Website; communication hardware and software involved; complexity of processing - interactive, and inquiry only, real-time update; number of online transactions processed per day; and project system growth);

(7) Project status (e.g., proposed versus actual schedule and budget; modifications to the original work plan, and reasons for change; success of system pilot and implementation; warranty maintenance performed, including type of maintenance and reasons; operational status; original computer resource utilization estimate versus the actual resource requirement).

6.3.1.2 A limited narrative describing the relationship between the BPS project and the firm's other contracts, and how the other contracts will not limit the ability to perform this contract.

6.3.1.3 Describe if, for any reason, you have had a contract terminated or canceled prior to contract completion during the past five years.  Describe all such incidents, including the other party’s name, address, and telephone number.  ETF will evaluate the facts and may, at its sole discretion, reject the vendor’s proposal if the facts indicate that completion of a contract resulting from the RFP may be jeopardized by selection of the vendor.  If no such terminations or cancellations have been experienced in the past five years, the vendor must so state.  

6.3.2
Vendor References

Proposers must include a list of at least three organizations including points of contact.  At least one reference from a retirement system is preferred.  References should relate directly to the type of work described in this RFP.  Selected organizations may be contacted to determine the quality of work performed and personnel assigned to the project.  Use Appendicies D and E.
For each experience, the proposer must supply the customer name, customer reference individual(s), including telephone numbers, e-mail addresses, and the time period of the contract.

The proposer must provide details of experience that is relevant to the BPS project and must explain how that experience is relevant.  It is the responsibility of the proposer to ensure reference names, addresses, and telephone numbers, and e-mail addresses are current.

The ETF reserves the right to contact other states, agencies, or individuals, even if not listed as references in the proposal.

6.3.3
Project Organization and Staff Qualifications

The purpose of this section is to describe the proposed project organization and staffing for phase one of the BPS project.  This section must include project team organization charts and descriptions of positions shown on the charts, followed by resumes of key personnel.  Key personnel are defined in Section 6.3.4.

The ETF reserves the right to approve or disapprove staff to be assigned to or removed from the project by the vendor.  ETF may request immediate removal of contract personnel for performance problems such as lack of quantity or quality of work, attendance issues, inability to follow directions, abuse of facilities, or other performance problems.  

6.3.3.1
Project Organization


A. 
Organization Charts


An organization chart must be provided for each milestone in phase one.

B.
Organization Narratives

For each organization chart, the proposer must describe the functional responsibilities, interaction and reporting requirements.  Further, proposals must describe the proposer's view of the nature of the relationship between the ETF and the proposer, including the management of off-shore resources, if applicable






C.
Staffing Charts

The proposer must include staff loading chart(s) for completing each milestone using the following format:

· By month within each milestone;

· By staff position, including names of personnel where known;

· Days of effort to be expended during the month.


Key personnel must be identified by name on the charts, and their days of effort shown individually. 

D. Staff Location Plan

The proposer must describe its approach for the location of vendor staff and equipment.

E. Availability

The proposer must provide assurance that any of its staff not physically located in Madison, Wisconsin, will be available to ensure that the project schedule will be met.

6.3.4
Key Personnel, Other Vendor Staff, and Subcontractors


In this part of the proposal, the proposer must provide resumes for all personnel assigned to the project.  Key personnel are identified as, but not limited to:

· Project Manager

· Functional Manager

· Technical Manager/Architect

· Training Manager 

Persons for whom resumes are included must be assigned to do the work on this project.  The resume for each key personnel must include the following general information:

A.
Experience in retirement and/or financial system development,
legacy system data conversion, and implementation;

B.
Experience in system development, legacy system data conversion, and implementation.

C.
Relevant education and training, including college degrees, dates, and institution name and location;

D.
Names, positions, titles e-mail address and current phone numbers of a minimum of three references, at least one of whom is an outside customer, who can provide information on the individual's experience and competence to perform projects similar to the BPS project; references may be the same as those provided for corporate references.  The State reserves the right to contact other references even if not listed in the proposal;

E.
Type and length of professional work experience with the vendor and or subcontractor;

F. 
The percentage of the staff member's time to be devoted to this project, and any percentage devoted to other projects occurring in the same time frame, and the projected start date for working on the BPS project.

G.  A description of the staff member's involvement in the implementation process, including conversion activities.

H.  Experience in verbal and written communication with both technical and non-technical individuals;

I.
For each referenced experience or project, provide: the customer name, address, telephone number, e-mail address and the dates of the experience; for projects, the name of the project, type and length of project (e.g., development effort, conversion effort). 

J. For each person, list their experience with the tools.

The resumes must present the background, and experience of the proposer's key personnel, in sufficient detail to provide the ETF with a convincing indication, that these individuals can perform the work required under this RFP.  Whenever the proposed solution identifies specific information about use of a tool (e.g., project management tool), the information provided must include the name of the tool, where, when, and how.

6.3.5
Project Manager

For the project manager, in addition to the general requirements, the resume must include, at a minimum, the following additional specific information:

A. Management responsibilities;

B. For projects:

(1) Size of the project and the number of staff managed; 

(2) Phases of the project directly managed; 

(3) Experience with a project management tool (minimum five years); 

(4) Complexity of the project (e.g., total staff months, interaction with user groups);

(5) Status of the project:

(a) Proposed versus actual schedule and budget;

(b) Modifications to the original work plan;

(c)
Operational status.

The resume may be supplemented with samples of implementation (including training and conversion) plans, materials, and evaluations from prior projects.

6.3.6 Functional Manager

For the functional manager, in addition to the general requirements, the resume must include, at a minimum, the following additional specific information:



A. Management responsibilities;

B.  Scope of responsibilities

C. Description of projects:


(1)
Size of the project and the number of staff managed; 


(2)
 Phases of the project directly managed; 


(3)
 Experience with a project management tool (minimum 

five years); 

(4)
Complexity of the project (e.g., total staff months, 
interaction with user groups);

(5)
Status of the project:

(a)
Proposed versus actual schedule and budget;

(b)
Modifications to the original work plan;

(c) Operational status.

(6)
Business process reengineering experience

The resume may be supplemented with samples of implementation (including training and conversion) plans, materials, and evaluations from prior projects.

6.3.7 Technical Manager/Architect.

For the technical manager/architect in addition to the general requirements, the resume must include, at a minimum, the following additional specific information:



A. Management responsibilities;

B. Scope of other responsibilities;

C. Description of projects:

(1) Size of the project and the number and functions of staff managed;

(2) Phases of the project directly managed;

(3) Complexity of the project;  

(4) Experience with a project management tool (minimum five years);

(5) Training of customer technical staff; 

(6) Status of the project:

(a) Proposed versus actual schedule and budget;

(b) Modifications to the original work plan;

(c)
Operational status.



C.  Technical experience 

D. Attributes of systems managed (e.g., degree of Web, online and batch processing; table-driven/parameter-driven features; languages and database management systems used; degree of software integration; interdependence within system and interfaces with other systems; and when the use occurred during the project life cycle; special features of the system).

6.3.8 Training Manager



For the training manager, in addition to the general requirements, the resume must include, at a minimum, the following additional specific information:

A. Management responsibilities;

B. For projects:

(1) Size of the project and the number of staff trained;

(2) Phases of the project directly trained;

(3) Complexity of the training (e.g., total staff months; interaction with user groups);

(4) Type of each training project(s) (minimum three projects);

(5) Evaluation of the training;

(6) Status of each training project:

(a) Proposed versus actual schedule and budget;

(b) Modifications to the original work plan;





(c)  Preparation of training manuals

6.3.9 Other Vendor Staff

In addition to the resumes for key personnel, the proposer is encouraged to include as many resumes as possible for other staff that would be assigned to ETF project, such as business analysts, system architect, lead analyst/designer and lead developers.  These resumes are to include the general resume requirements and any other project-related information pertinent to their function in the proposed project, including their location during the project.  Where specific resumes cannot be provided, the proposal must describe the general qualifications of the staff.


6.3.9
Subcontractor Staff

A. Each proposed subcontractor must be identified and a statement must be included indicating the role of the subcontractor, the type of work, and the exact amount of work to be done by the subcontractor, as measured by a percent of the total effort, in staff hours or days, and their location during the project.

B. A "Letter of Commitment" from each proposed subcontractor must be included in each proposal.

C. Resumes of subcontractor staff, to the extent those staff are identified, must be provided and must include the general resume requirements and any other project-related information pertinent to their function in the proposed project.  These resumes are to include the general resume requirements and any other project-related information pertinent to their function in the proposed project.


Where specific resumes cannot be provided, the proposal must describe the general qualifications of the staff who will work as subcontracted staff on this project.

D. Describe if, for any reason, you have had a contract terminated or canceled prior to contract completion during the past five years.  Describe all such incidents, including the other party’s name, address, and telephone number.  ETF will evaluate the facts and may, at its sole discretion, reject the vendor’s proposal if the facts indicate that completion of a contract resulting from the RFP may be jeopardized by selection of the vendor.  If no such terminations or cancellations have been experienced in the past five years, the vendor must so state.  

6.3.10
Management Summary
The information contained in this section provides the ETF with a basis for determining the proposer's and subcontractor's capability for undertaking a project of this size.  The ETF is not interested in a voluminous description of all contracts.  A concise but thorough description of relevant experience is required.

6.3.10.1 Management Plan Qualifications

The proposer must provide a management summary plan for carrying out phase one of the BPS project.  The management plan must include at a minimum, but is not limited to, the following:

6.3.10.2 Assumptions or Constraints


A. All of the proposer's assumptions or constraints must be identified by the vendor in developing the management plan. 

6.3.10.3   Accounting Procedures 

The management plan must include the accounting procedures that will be used to monitor and record contract costs.  This description must include the proposed methods for providing documentation for audit purposes and staff that will be responsible for overseeing all costs that are charged to the State under the contract.

6.4 Project Plans

6.4.1
Project Plan Phase One

The proposer must provide a project plan for the phase one as defined in this RFP and appendices.  In addition, the proposer must describe the details of the method and project management tool.  ETF uses MS Project 98 as its software tool.  It must take into account ETF processing timeframes.

The project plan must describe the general activities relating to completion of each of the milestones and each of the deliverables within those milestones.  Each milestone must be addressed separately.  The narrative must show the relationship of assignments to the project's critical path.

The proposal must describe what the proposer views as actual or anticipated problems and any proposed resolutions.  The phase one project plan will be included under Tab 5 for the proposal.

6.4.2
Detailed Project Plan from a Similar Project 



Proposers must provide a representative sample of either:

(1) An actual project plan, at the lowest level of detail, from another project, or

(2) A project plan, at the lowest level of detail, which was developed previously for a project similar to this one in size and scope.

Include both the original plan and any subsequent deviations, including budget variations.  This will allow evaluators to rate the proposer's ability to identify tasks at a detail level and to schedule these tasks.  The example of the detailed plan will be included under Tab 5 for the proposal.

6.5
Business & Technical Requirements

6.5.1. General Approach

This section must describe the proposer's approach, including specific activities, for the milestones and deliverables, including but not limited to, the proposed detailed approach for the items listed below for phase one of the project and a general description for phases two through seven.  If any of the requirements, do not apply to your proposed solution, so state.

This section at a minimum must address:

6.5.1.1
Scope

6.5.1.2 Design

6.5.1.3 Project management

6.5.1.4 Communication plan

6.5.1.5 Risk management

6.5.1.6 Issue resolution procedures

6.5.1.7 Process improvement opportunities

6.5.1.8 Enhancements, legislative updates

6.5.1.9 Detailed system design

6.5.1.10 Documentation control system

6.5.1.11 Change management system

6.5.1.12 State standards and procedures for using the State’s hardware and software

6.5.1.13 All hardware and software needed for development, testing, conversion and implementation

6.5.1.14 Security, including physical security, confidentiality, internal controls, and system security

6.5.1.15 Capacity plan and benchmarks

6.5.1.16 Database management

6.5.1.17 Conversion for the legacy system and data clean up plan

6.5.1.18 Conversion cutover planning

6.5.1.19 Acceptance test

6.5.1.20 System implementation

6.5.1.21 Performance analysis and monitoring

6.5.1.22 Parallel test

6.5.1.23 Disaster recovery plan

6.5.1.24 Post-implementation evaluation report

6.5.1.25 Post-implementation support and transition

6.5.1.26 System/user documentation

6.5.1.27 User training

6.5.2
Technical Proposal

Included in Appendix A are requirements relating to the technology, implementation, and maintenance and support of the BPS.  Respond to each of the questions concisely, yet completely.  The vendor must use the templates provided when responding to tables within Appendix A.  An electronic version of Appendix A can be found on VendorNet and at http://etfextranet.it.state.wi.us.
6.5.3
Business Proposal
Included in Appendix B are requirements relating to business requirements.  Business requirements are defined by the operating requirements of the staff of ETF.  Lastly, they are defined in response to the needs of ETF’s customers.  Satisfying statutory requirements is mandatory. Respond to each of the questions concisely, yet completely.  The vendor must use the templates provided when responding to tables within Appendix B.  An electronic version of Appendix B can be found on VendorNet and at http://etfextranet.it.state.wi.us.

6.5.4
Knowledge Transfer and Training Services

The training of business and technical staff must include how to use the system and business processes, the transfer of system and technical component knowledge from the system vendor to ETF staff.

 Explain how the vendor will:

6.5.4.1 Prepare and submit written documentation for business and technical staff.

6.5.4.2 Provide online business user manual of policies and procedures.

6.5.4.3 Provide documentation on the development of procedures and methods for the updating and maintaining of look-up table values and definitions, screen aids, and user manuals for business staff.

6.5.4.4 Provide and conduct business user training on how to prepare and conduct testing.

6.5.4.5 Prepare and conduct business user training on the use of the system.

6.5.4.6 Prepare and conduct business user training on how to update look-up tables, screen aids and online user manual instructions.

6.5.4.7 Provide ETF business and technical staff training to use the system and facilitate the transfer of system and technical component knowledge from the system vendor to technical staff, including but not limited to: the use of mentoring, demonstrations, written procedures, thorough documentation, and training sessions.

6.5.4.8 Provide documentation to show that the transfer of technical knowledge from system vendor to technical staff has been completed.

6.5.4.9 Provide documentation to show the updated of technical standards.

6.5.5 Warranty 

The warranty period will be a one-year period beginning after the approved acceptance test.


Explain:

6.5.5.1 The service levels in your standard warranty agreement.

6.5.5.2 How a problem is determined to be the responsibility of the vendor

6.5.5.3 The performance guarantees and problem escalation procedures during the warranty period.

6.5.6 Software Overview


If any of the requirements do not apply to your solution, so state.

6.5.6.1 Provide a complete list of the software required to meet the requirements defined in this RFP, including application modules, operating systems, middleware, servers, workstations, and databases.  Indicate version number and number of licenses required for each.  (Note:  The vendor will be responsible for providing licenses for their development software.)

6.5.6.2 Describe the innovations contained in the design of the system that differentiates from others in the marketplace.

6.5.6.3 Describe how these innovations benefit Wisconsin.

6.5.6.4 Describe how these innovations reduce overall operational costs of the system over the lifecycle of the contract.

6.5.6.5 If any of your responses in this RFP are based on the use of a module or a third party application that you are not proposing, explain how you will work with other required software (vendors) to resolve problems.

6.5.6.6 Are all of the proposed application modules integrated?  If not, which modules are not integrated?

6.5.6.7 Describe the information analysis tools provided by the proposed system:

a. Standard on-screen inquiries;

b. Query tools;

c. Report writer;

d. ODBC or other real time access via desktop tools.

6.5.6.8 Provide a copy of each licensing agreement for the proposed software (e.g., enterprise license, user-based, etc.).  Do not include cost. 

6.5.6.9 Provide a general overview of all software required to develop, test, implement, and support the proposed BPS solution.  Identify each software product and version name, explain the purpose of each software product, describe each software products prior releases (if applicable), and projected roadmap (including dates of, and reasons for, future releases), and specifically explain what each software product does to meet BPS requirements.  Describe upgrade policies for all software components and product warranty provisions.  At a minimum, the software products to provide include:

a. Applications software products (including any vendor-supplied third party products)

b. Integrated development environment products

c. Database management system products

d. System interface and integration products

e. Services, tool utility products

f. Security and system management products

g. Other products (including third party)

6.6
Interfaces and Integration

The required integration points are identified in Appendix A and B for phases one through seven.  ETF wants to maximize automated functionality.

6.6.1 Explain in detail all proposed areas on integration and system interfaces for phase one.  At a minimum, specify why these points of integration’s/interfaces are needed to meet BPS requirements, how these integration’s/interfaces will be developed and tested, and any dependencies and risks that will result.

6.6.2 Explain in general terms all proposed areas on integration and system interfaces for future phases.  At a minimum, specify why these points of integration’s/interfaces are needed to meet BPS requirements, how these integration’s/interfaces will be developed and tested, and any dependencies and risks that will result. 

6.7 Data Conversion and Clean-up

Appendix A identifies data conversion and cleans up.  Explain in detail all data conversion approaches and assumptions, taking into consideration the current data sources. 

6.8 
Maintenance 


If any of the requirements do not apply to your proposed solution, so state.

6.8.1 Describe the services provided in your software maintenance package.

6.8.2 Provide a copy of your standard maintenance agreement.

6.8.3 Describe your ability to provide technical and application maintenance.
6.8.4 Describe the maintenance services available, including:

a. Release management;

b. Application change management 

· BPS (all modules and customizations) software development;

· Version/release coordination (including related training);

c. Ongoing training

6.8.5 Describe the effect on standard maintenance if a custom interface is developed.
6.8.6  Explain your company’s short-term (3-12 months) plans for enhancing services and offerings.
6.9
Support

If any of the requirements do not apply to your proposed solution, so state.

6.9.1 Explain the service levels in your standard Service Level Agreement (SLA).  Provide a copy of your standard SLA.

6.9.2 Describe the support services you will provide, including:

a. On-line support capabilities

b. Hours of operation 

c. Procedures

d. Problem escalation measures 

e. Levels of support

6.9.3 Explain how a problem is determined to be the responsibility of the vendor.

6.9.4 Explain the performance guarantees committed to in your standard SLA.
6.9.5 What is the ratio of customers to support personnel?

6.9.6 What is your average response time for resolution of support questions?
6.9.7 Is a named support representative assigned to the ETF?
6.9.8 Describe any user groups that meet for the proposed system.

6.9.9 Describe the effect on standard support that you provide if a custom interface is developed.

6.9.10  Explain services provided related to security, application performance, and data redundancy.

6.9.11 Explain the load balancing method/technology used to ensure optimum application accessibility under user load.

6.9.12 Explain the service level reports offered, including:

· Types of reports (include samples of reports);

· Report frequency;

· Data capture intervals.

6.9.13 Explain the responsibility of your company for the timeliness, consistency, and business results delivered by the applications in the proposed solution, as committed to in your standard SLA.

6.9.14 Explain your application uptime commitment/guarantee (total service availability) and how it is accomplished.

6.10 Enhancements and Legislative Changes

The ETF has to accommodate legislative changes to the WRS.  Explain in detail the process and timeline for complying with the changes to the system.

