PURCHASE CARD SERVICES

RFP DGS 55046

SECTION I- RFP SCOPE


A.
INTRODUCTION AND OVERVIEW

The State of California (State), Department of General Services (DGS), is issuing this Request for Proposal (RFP) to obtain purchase card services for the Department of General Services (DGS), Procurement Division (PD) California Card (CAL-Card) Program.  The successful contractor will be listed in a Master Services Agreement (MSA) and will be responsible for providing purchase card services and technologies on a statewide basis for individual state and participating local agencies.

The State of California is working collaboratively with its partners in the Western States Contract Alliance (WSCA) to make the resulting contract available to any WSCA state wishing to participate.  It is conceivable that each participating state will have specific terms and conditions that are unique to their state.  Therefore, once the contract is executed, a WSCA participating addendum will be mutually developed between the contractor, the interested WSCA state(s), and the State of California. 

1.
Purpose of This Request for Proposal

The purpose of this RFP is to solicit proposals from qualified contractors to develop a MSA for purchase card services for the DGS/PD and for use by state and participating local agencies.     

The resulting MSA will be at “no cost” to the State and participating agencies.

2.
Additional Information

All bidders must have been in the purchase card services business for at least twenty-four (24) months as of the release date of this RFP to be eligible to participate.  The State is not obligated to the successful bidder for any specific purchase card services sales volume as a result of this MSA.  Sales volumes listed in this RFP are for evaluation purposes only.  Additionally, there shall be no minimum or maximum sales volume or card count requirement for participation.   

3.
Master Services Agreement Term

The term of any contracts entered into as a result of this RFP will be for five (5) years with, at the State’s option, the ability to extend for one (1) additional two (2) year term.  

4.
Evaluation Summary

The proposals will be evaluated on administrative requirements, technical requirements, customer references, and cost/rebate. Award will be on an “all or none” basis.     

A best value evaluation method will be used to evaluate bidders responses and the award made will be to a responsive and responsible bidder.  A responsive bidder is one whose bid response meets all requirements.  A responsible bidder is one whose firm is eligible for award by not being suspended from the State’s procurement process.

B.
SCOPE OF THE RFP AND BIDDER ADMONISHMENT

This RFP contains instructions governing the requirements for a proposal, and includes the proposal format, the material to be included with the proposal, and how the entire proposal is to be submitted to General Services for consideration.  This RFP also addresses the requirements that bidders must meet to be eligible for consideration, as well as addressing bidders' responsibilities.

Bidders assume responsibility for comprehending the entire RFP.  If clarification is desired, it is the responsibility of the bidder to submit questions, in writing, to the Department Official listed in Section I.C by the required dates and times specified in Section I.D - KEY ACTION DATES.  It is the bidder’s responsibility to ensure that all procedures and requirements of the RFP are accurately followed and appropriately addressed.  The bidder should carefully read the entire RFP before submitting a proposal.

C. DEPARTMENT OFFICIAL

The Department Official’s contact information is as follows:

Department of General Services (DGS)

Procurement Division (PD)

Tom Abeyta

707 3rd Street, 2nd Floor

West Sacramento, CA 95605

(916) 375-3775 (telephone)

(916) 375-4663 (facsimile)

tom.abeyta@dgs.ca.gov  (email)

D.  KEY ACTION DATES

Listed below are the important actions with dates and times by which the actions must be taken or completed.  If the State finds it necessary to change any of these dates on numbers 1-9 below, it will be accomplished via an addendum to this RFP.  Additional action dates may be inserted as needed by addendum.

All dates after the final proposal submission deadline are approximate and may be adjusted as conditions indicate, without addendum to this RFP.

	ACTION/TIME
	DATE

	1. Release of RFP
	April 14, 2006

	2. Last day to submit Letter of Intent to Bid
	April 25, 2006

	3. Final date to submit written questions concerning the RFP requirements (before Bidders’ Conference)
	April 25, 2006

	4. Bidders’ Conference (Not Mandatory) 

        Location:  Department of General Services, 707 3rd Street,

                        1st Floor Auditorium, West Sacramento, CA  95605

        Time:  1:00 PM to 3:30 PM

	May 4, 2006

	5. Final date to submit written questions concerning the RFP requirements (before submitting Final Proposals)
	May 8, 2006

	6. Release of Question and Answer set
	May 15, 2006

	7. Last day to request changes to RFP requirements 
	May 18, 2006

	8. Submission of Final Proposals by 5:00 PM (PST)*
	May 31, 2006

	9. Evaluation of Final Proposal Submittals
	June 1 through June 23, 2006

	10. Public Cost Opening
	June 23, 2006

	11. Notification of Intent to Award
	June 30, 2006

	12. Contract Award and Execution
	July 11, 2006 (est.)


E.
AMERICANS WITH DISABILITIES ACT

The policy of the DGS-PD is to comply with Title II of the Americans with Disabilities Act (ADA) Compliance Policy of Nondiscrimination on the Basis of Disability.  For persons with a disability needing reasonable accommodation to participate in the procurement process, or for persons having questions regarding reasonable accommodation for the procurement process, please contact the Procurement Division at (916) 375-4400 (main office).  DGS-PD’s TTY/TDD (telephone device for the deaf) and California Relay Service numbers are listed below.  Bidders may also directly contact the procurement official identified in Section 1.C.

IMPORTANT:  To ensure that the State can meet the bidder’s accommodation, it is best to send requests at least ten (10) working days before the scheduled event (i.e., meeting, conference, workshop, etc.) or deadline due-date for procurement documents.

Procurement Division’s TTY/TDD telephone numbers are:

Sacramento Office: (916) 376-1891

The California Relay Service telephone numbers are:

TTY:
(800) 735-2929 or (888) 877-5378

Voice:
(800) 735-2922 or (888) 877-5379

Speech-to-Speech:
(800) 854-7784

F. RULES GOVERNING COMPETITION

1.

IDENTIFICATION AND CLASSIFICATION OF RFP REQUIREMENTS
a.
Requirements


The State has established certain requirements with respect to bids submitted by prospective contractors.  The use of “shall,” “must,” or “will” (except to indicate simple futurity) in the RFP indicates a requirement or condition from which a “material” deviation can not be waived by the State.  A deviation from a requirement is material if the deficient response is not in substantial accord with the RFP requirements, provides an advantage to one bidder over other bidders, or has a potentially significant effect on the delivery, quantity or quality of items bid, amount paid to the vendor, or on the cost to the State.  


b.
Desirable Items


The words “should” or “may” in the RFP indicate non-mandatory attributes or conditions, but are permissive in nature.  Deviation from or omission of such a desirable feature will not in itself cause rejection of a bid.


2.
BIDDING REQUIREMENTS AND CONDITIONS
a.
General


This RFP, the evaluation of responses, and the award of any resultant contract shall be made in conformance with current competitive bidding procedures as they relate to the procurement of goods and services by public bodies in the State of California.  A bidder's Final Bid is an irrevocable offer for 90 (ninety) days following the scheduled date for intent to award specified in Section I.D – Key Action Dates.  A bidder may extend the offer in writing in the event of a delay caused by a protest of the intended award.


b.
RFP Documents


This RFP includes an explanation of the State's needs that must be met, plus instructions that prescribe the format and content of bids to be submitted and the model(s) of the contract(s) to be executed between the State and the successful bidder(s).
 
If a bidder discovers any ambiguity, conflict, discrepancy, omission, or other error in this RFP, he/she shall immediately notify the State of such error in writing to request clarification or modification of the document.
 
Modifications will be made by addenda issued pursuant to Paragraph F.2.f, Addenda, below.  Such clarifications shall be given by written notice to all known parties (see section F.2.e below for more details) who have been submitted an Intent to Bid.
 
If a bidder fails to notify the State, prior to the date fixed for submission of bids, of an error in the RFP known to the bidder, or an error that reasonably should have been known to the bidder, the bidder shall bid at bidder’s own risk; and if awarded the contract, shall not be entitled to additional compensation or time by reason of the error or its later correction.


c.
Questions Regarding the RFP


Bidders requiring clarification of the intent or content of this RFP or on procedural matters regarding the competitive bid process may request clarification by submitting questions, with envelope clearly marked “Questions Relating to RFP DGS 55046” to the Department Official listed in I.C.  To ensure response, questions must be received in writing by the scheduled date(s) given in Section I.D – Key Action Dates.  Question and answer sets will be provided to all bidders without identifying the submitters.
 
A bidder who desires clarification or further information on the content of the RFP, but whose questions relate to the proprietary aspect of his/her proposal and which, if disclosed to other bidders, would expose his/her proposal, may:  (1) submit such questions in the same manner as above; (2) mark envelope “CONFIDENTIAL;” (3) submit no later than the schedule date specified in Section I.D – Key Action Dates to ensure response; and (4) must explain why his/her questions are sensitive in nature.  

If the State concurs that the disclosure of the question or answer would expose the proprietary nature of the proposal, the question will be answered and both the question and answer will be kept in confidence.  If the State does not concur with the proprietary aspect of a question, the question will not be answered in this manner and the bidder will be so notified and have the option to withdraw the question.  If not withdrawn, the question and answer will be sent to all persons submitting an Intent to Bid.
 
d.
Bidders' Conference 

A Bidders' Conference may be held during which vendors will be afforded the opportunity to meet with State personnel and discuss the content of the RFP and the procurement process.  Notification of the time and place of such conference, if held, will be made to all vendors receiving an RFP for bidding purposes.  Written questions received prior to the cutoff date for submission of such questions, as noted in Section I.D, will be answered at the conference without divulging the source of the query.
 
The State may also accept oral questions during the conference and will make a reasonable attempt to provide oral answers prior to the conclusion of the conference.  A transcript of the discussion, or those portions which contain the questions and appropriate answers, will be transmitted within approximately ten (10) working days to all vendors furnished the RFP for bidding purposes.  If questions asked at the conference cannot be adequately answered during the discussion, answers will be provided with the transcribed data.  Oral answers shall not be binding on the State.

e.
Intent to Bid
Bidders that want to participate in the RFP should submit a notification of intent to submit a proposal as indicated in Section IV Forms by the date listed in Section I.D KEY ACTION DATES in order to receive any and all additional information regarding this RFP.  Only those bidders who submit a Letter of Intent to Bid will receive additional correspondence regarding this RFP.  The letter shall identify the contact person for the solicitation process and include a phone, fax number and E-mail address.  There is to be only one (1) contact person during the process and information related to the bidding company will only be given to the designated contact person.  It shall be the bidder's responsibility to immediately notify the State Department Official, in writing, regarding any revision to the information pertaining to the designated contact person.  The State shall not be responsible for proposal correspondence not received by the bidder if the bidder fails to notify the State, in writing, about any change pertaining to the designated contact person.

f.
Addenda

If any bidder determines that an addendum, or other provision of this RFP, unnecessarily restricts its ability to submit a proposal, the bidder is allowed five (5) working days from the addendum date to submit a written request for change to the RFP.  Such requests regarding any issue other than selection of the “successful bidder” will be heard and resolved by the Deputy Director of the Department of General Services Procurement Division, or designee, whose decision will be final.  In the event an addendum or written response is not issued to address the purported restriction within five (5) working days after receipt of the request the bidder may assume the determination by the Deputy Director, or designee, is that the requirement is necessary and the State will proceed without changing the RFP requirement.  The last date to submit concerns or requests for changes is ten (10) working days prior to the Final Proposal due date.

g.
Discounts (Not applicable to this RFP)


Cash discounts of less than 20 days or less than one half of one percent will not be considered in evaluating offers for award purposes unless otherwise specified by the State in the bid invitation; however, offered discounts of less than 20 days will be taken after contract award if payment is made within the discount period, even though not considered in the evaluation of offers.
h.
Joint Bids


A joint bid (2 or more bidders quoting jointly on one bid) may be submitted and each participating bidder must sign the joint bid.  If the contract is awarded to joint bidders, it shall be one indivisible contract.  Each joint bidder will be jointly and severally responsible for the performance of the entire contract, and the joint bidders must designate, in writing, one individual having authority to represent them in all matters relating to the contract.  The State assumes no responsibility or obligation for the division of orders or purchases among the joint bidders.  

3.
BIDDING STEPS

a.
General

The State reserves the right to reject any and all proposals in the best interests of the State. Proposals cannot, however, be selectively rejected without cause.

b.
Final Bid

The procurement process to be used in this acquisition is structured to permit the State and bidders to address issues thoroughly and confirm understanding of the requirements of the State prior to submission of proposals.  The procurement process used in this acquisition is composed of one phase, the bidder’s Final Proposal.  During proposal development, bidders will be given an opportunity to request changes to the requirements.  Such changes will be made at the sole option of the State.  If the State determines that any requested change is in the best interest of the State, all bidders that have submitted Intent to Bid will be notified of the change without revealing the identity of the bidder that requested the change.

Note:  The Final Proposal is a mandatory step for all bidders.  THE COST/REBATE WORKSHEETS IN SECTION III – COST/REBATE MUST BE SUBMITTED WITH THE FINAL PROPOSAL IN A SEPARATELY SEALED ENVELOPE.

c. Confidentiality

FINAL BIDS ARE PUBLIC UPON OPENING; HOWEVER, THE CONTENTS OF ALL PROPOSALS, DRAFT BIDS, CORRESPONDENCE, AGENDA, MEMORANDA, WORKING PAPERS, OR ANY OTHER MEDIUM WHICH DISCLOSES ANY ASPECT OF A BIDDER'S PROPOSAL SHALL BE HELD IN THE STRICTEST CONFIDENCE UNTIL NOTICE OF INTENT TO AWARD.   ANY DISCLOSURE BY A STATE PERSON IS A BASIS FOR DISCIPLINARY ACTION, INCLUDING DISMISSAL FROM STATE EMPLOYMENT, AS PROVIDED BY GOVERNMENT CODE SECTION 19570 ET SEQ. TOTAL CONFIDENTIALITY IS PARAMOUNT.  THIS REQUIREMENT CANNOT BE OVER EMPHASIZED.

d.
Submission of Final Proposals


(1)
Preparation

Proposals are to be prepared in such a way as to provide a straightforward, concise delineation of capabilities to satisfy the requirements of this RFP.  Expensive bindings, colored displays, promotional materials, etc., are not necessary or desired.  Emphasis should be concentrated on conformance to the RFP instructions, responsiveness to the RFP requirements and on completeness and clarity of content.  Responsiveness includes, but may not be limited to, returning the required RFP sections with all required forms completed and Cost/Rebate Worksheets completed in full by the required dates.

(2)
Bidder's Cost

Costs for developing proposals or attending bidder conferences are entirely the responsibilities of the bidder and shall not be chargeable to the State.

(3)
Completion of Proposals

Proposals must be complete in all respects as described in Section I.F.4 FORMAT OF PROPOSALS.  A Final Proposal may be rejected if it is conditional or incomplete, or if it contains any alterations of form or other irregularities of any kind.  A Final Proposal must be rejected if any such defect or irregularity constitutes a material deviation from the RFP requirements.

The Final Proposal must contain all cost/rebates required by RFP Section III, Cost/rebate Worksheets and be placed in a separately sealed envelope.

(4)
False or Misleading Statements

Proposals which contain false or misleading statements, or which provide references which do not support an attribute or condition claimed by the bidder, may be rejected.  If, in the opinion of the State, such information was intended to mislead the State in its evaluation of the proposal, and the attribute, condition, or capability is a requirement of this RFP, it will be the basis for rejection of the proposal.

(5) Delivery of Proposals and Bids 

Mail or deliver proposals and bids to the Department Official listed in Section I.C.  Label the proposal as follows; RFP DGS 55046 for Purchase Card Services.  The sealed cover shall also be clearly marked “CONFIDENTIAL” and shall state the scheduled date and time for submission.  Proposals not submitted under sealed cover will be rejected.  Final Bids not received by the date and time specified in Section I.D, or not sealed, will be rejected.  Proposals and bids submitted under improperly marked covers may be rejected.  If discrepancies are found between two or more copies of the proposal or bid, the proposal or bid may be rejected.  However, if not so rejected, the Master Copy will provide the basis for resolving such discrepancies.  If one copy of the Final Bid is not clearly marked “Master Copy,” the State may reject the bid; however, the State may at its sole option select, immediately after bid opening, one copy to be used as the Master Copy.


(6) Withdrawal and Resubmission/Modification of Proposals and Bids

A bidder may withdraw his/her Final Bid at any time prior to the bid Submission of Final Proposal date specified in Section I.D by submitting a written notification of its withdrawal signed by the bidder.  He may thereafter submit a new bid prior to such bid Submission of Final Proposal date.  Modification offered in any other manner, oral or written, will not be considered.  Final Bids cannot be modified or withdrawn after the time designated for receipt, except as provided in Section I.F.3.f.  Draft Proposals.

e.   Rejection of Proposals

Deviations, whether or not intentional, may cause your proposal to be non-responsive and not considered for award.

The State may reject any or all proposals and may waive any immaterial deviation or defect in a proposal.  An immaterial deviation will be examined to determine if the deviation will be accepted.  The State's waiver of any immaterial deviation or defect shall in no way modify the RFP documents or excuse the bidder from full compliance with the RFP requirements and/or specifications if awarded a contract.  FINAL PROPOSALS NOT RECEIVED BY THE DATE AND TIME SPECIFIED IN SECTION I.D KEY ACTION DATES OR NOT SEALED WILL BE REJECTED.
f.
Draft Proposals

The State may declare the Final Proposal (including cost proposals) to be a Draft Proposal in the event that the evaluation team determines that original Final Proposals from all Bidders either contained deviations or were not responsive to the State’s needs, or that it is in the best interest of the State to continue the solicitation process.  If this occurs, the State will issue an Addendum to the solicitation and a confidential discussion will be held with only those Bidders that submitted an original Final Proposal.  Each bidder will be informed of the revised submission date of the new Final Proposal
4.
FORMAT OF PROPOSALS

a.
Organization and Copies

This RFP is designed to allow bidders to submit proposals in basically the same format in which the RFP is issued except that Section III Cost/Rebate are required to be separately sealed from the rest of the proposal in accordance with Public Contract Code 12102 (b)(2).  Final Proposals received in which the Cost/Rebate Worksheets are not separately sealed will be rejected and not scored.

Section I RFP Scope responses to technical requirements, Section II Contract, Section III Cost/Rebate, and Section IV Forms/Exhibits are to be returned with the bidder’s proposal.  Sections I, II and IV must be placed in separately sealed envelope from Section III Cost/Rebate and both envelopes must be clearly identified and placed inside a larger sealed envelope/container marked as RFP DGS 55046 with due date, and bidder’s name. Direct the package to the Department Official listed in Section I.C DEPARTMENT OFFICIAL.  

Submit one (1) master copy of the proposal that is clearly marked as the master copy, one (1) electronic copy of the proposal on CD without the inclusion of Section III Cost/Rebate, and six (6) additional copies of the proposal.

b.
Cover Letter

Bidder shall prepare, sign and submit a Cover Letter with their proposal on their company’s letterhead including the following statements:

· That your company agrees to all the terms and conditions of the RFP.

· That your company agrees to execute contract, if awarded.

· The number of years and months your company has been in business.  (Bidders are required to have been in business for a minimum of two years from the date of this RFP, providing the services offered in the bidder’s proposal, to be eligible for participation in this RFP.)

· Acknowledgement that information pertaining to the bidders business is required and is being reported to the Employment Development Department in accordance with Unemployment Insurance Code §1088.8.

· This letter must have an original signature by a person that can legally bind your company and be submitted with your proposal.

5.
EVALUATION AND SELECTION PROCESS


a.  Receipt

Each proposal will be date and time marked as it is received and verified that all responses are submitted timely, sealed and properly identified.

b.  Proposal Opening and Validation Check

All proposals received by the time and date specified herein under KEY ACTION DATES, may be publicly opened and acknowledged as having been received at that time.  The proposals will be checked for the presence of proper identification and the required information in conformance with the proposal submittal requirements.


Proposals may be rejected if:

· The proposal does not contain all of the required signed documents

· The bidder is not eligible for award

· The bidder has made changes to the RFP or its terms and conditions

· The Final Proposal is not signed

· The bidder is deemed not responsible

· The bidder is deemed nonresponsive

c.
Evaluation Criteria

The State will evaluate proposals on an “all or none” award basis to the bidder with the highest evaluated score.  Bidders must submit proposals that include all purchase card services and technologies.  Prior to award, the State may request additional information necessary to determine that a bidder is responsible.  If such information is required, bidders will be notified of what information is needed and will be given five (5) working days to provide it.

The evaluation will be weighted 55/45 between cost (550 points) and technical requirements (450 points).  

d. Scoring Guideline
Here is the scoring guideline that will be used by the evaluation team as a reference to assign a score to each narrative response to the technical requirements.

	Evaluator Score
	Scoring Guidelines for Narrative Responses 

	1 = (0 %)
	· The response fails to address the question/requirement or the bidder does not describe any experience related to the question/requirement

	2 = (25%)
	· The response minimally addresses the question/requirement, but one or more major considerations of the question/requirement are not addressed, or so limited that it results in a low degree of confidence in the bidder’s response or proposed solution.

	3 = (50%)
	· The response addresses the question/requirement, but one or more considerations may not be addressed. 

· Evaluator has an acceptable degree of confidence in the bidder’s response or proposed solution.    


	4 = (75%)
	· The response fully addresses the question/requirement and provides a good quality solution.

· Evaluator has a good degree of confidence in the bidder’s response or proposed solution.

	5 = (100%)
	· The response exceeds the question/requirement in providing a superior experience, a creative approach, or an exceptional solution.

· Evaluator has the highest degree of confidence in the bidder’s response or proposed solution.


e. Technical Score

The technical score has a maximum of 450 possible points.  Each technical requirement has a maximum number of possible points, as indicated below:

	Requirement #
	Name of Requirement
	Possible Points (450)

	1
	Agency Enrollment and Implementation
	45

	2
	Organizational Support/Staffing
	25

	3
	Marketing and Training Plan
	35

	4
	Purchase Card Acceptance
	80

	5
	Customer Service/Support System
	35

	6
	Statewide Transition/Implementation Plan 
	20

	7
	General Capabilities
	20

	8
	Service Capabilities
	35

	9
	Technical Capabilities
	45

	10
	Billing
	25

	11
	Demonstration and Pilot Program
	45

	12
	Contract Management
	20

	13
	Other Services
	10

	*14 
	Customer References
	10


    *  See 5. h. Customer References
f.   Evaluation Scoring Methodology  

Bidder’s response to the thirteen (13) technical requirements will be evaluated by the evaluation team and assigned a score based on the Scoring Guide in section 5.d.  The State will evaluate all narrative responses as if the response to the requirement is at “no cost” to the CAL-Card Program and participating agencies.  
Therefore, responses to requirements 1 through 12 shall be at “no cost.”  The narrative response to requirement 13 (Other Services) may include both “no cost” and “cost items.”  Therefore, the bidders shall reply to this requirement in two parts.  The first part shall be at “no cost” and the second part shall include “cost items.”  Please begin the second part with a dollar ($) sign to denote “cost items.”  The cost items shall be placed on the commercially available price list, as stated in Section III – Cost/Rebate.

(1)  Agency Enrollment and Implementation





           
45 Points Max
This section must describe the bidder’s enrollment, implementation plan, timeline, and compliance to the requirements in Section II – Contract, B. Statement of Work, 4.  Agency Enrollment and Implementation.  

Describe the support provided during enrollment and implementation, including customer assistance, technical assistance, user manuals, instructional and/or educational material, on-site visits, and other assistance.  

The Contractor will require review and approval of all participating agencies that request to participate in the CAL-Card Program to ensure the participating agencies are a tax funded entity.  After receipt of Request to Participate (RTP), the Contractor will make contact within 24 hours to notify agency of receipt of RTP and anticipated delivery of implementation package.  Within 3 working days after approval of RTP, the Contractor will work directly with the participating agencies to enroll and implement CAL-Card.  

(2)  Organizational Support/Staffing 









25 Points Max
This section must describe the bidder’s organizational support/staffing, number of staff located in California, number of dedicated staff to the CAL-Card Program, and compliance with Section II – Contract, B.  Statement of Work, 5.  Organizational Support/Staffing.
(3)  Marketing and Training Plan 










35 Points Max
This section must describe the bidder’s marketing and training plan for the CAL-Card Program.  The bidder must detail their level of commitment and participation on the required staffing and financial support for conferences, marketing, advertising materials, in compliance with Section II – Contract, B. Statement of Work, 6.  Marketing and Training Plan.  
The Marketing and Training Plan for the CAL-Card Program shall also include, at a minimum, the following:

· Support and strategies to retain and recruit Participating Agencies

· Marketing and advertising material samples and distribution plan

· Commencement conferences

· Marketing staff
· Internet site

· Marketing CAL-Card to contractors that hold government (state and local) contracts

· Future strategies

· Conference Participation

· Classroom Training

· User Group Meetings

· Web-based Training

· Training on a CD

· Train-the-Trainer

· Web-based Program Management Training for Participating Agencies

(4)  Purchasing Card Acceptance 









    80 Points Max
This section must describe the bidder’s Purchase Card Acceptance for the CAL-Card Program and compliance with Section II – Contract, B.  Statement of Work, 7.  Purchase Card Acceptance.

The bidder with the highest number of supplier physical locations will be considered as 100% of the available suppliers and will receive the maximum allowable points.  A bidder with a lower numbers of suppliers will receive points based on a prorated percentage of the highest number of approved suppliers.  The State is looking for the widest possible acceptance.

Number of Accepting Suppliers

The State desires a purchase card with the widest possible acceptance by a variety of suppliers that provide products and services.  The bidder must provide, as of 12/31/05 or latest, the total number of each individual actual location of suppliers that accept the proposed card.  An individual actual location is defined as the supplier’s physical location.  Each physical location shall be counted as one, even though it may have multiple card terminal acceptance sites. The bidder must provide the number of accepting suppliers in the:

· State of California

___________________

· Nationally


      ___________________

(5)  Customer Service/Support System








35 Points Max 

This section must describe the bidder’s Customer Service/Support System and compliance with Section II – Contract,  B.  Statement of Work, 8.  Customer Services/Support System.

(6)  Statewide Transition and Implementation Plan  





20 Points Max
This section must describe the bidder’s proposed approach and plan for an orderly transition at the start of the contract, upon contract termination or completion, and compliance with Section II – Contract, B. Statement of Work, 9.  Statewide Transition and Implementation Plan.

(7)  General Capabilities  












20 Points Max
This section must include the bidder’s profile and describe competitive position, future commitment, references, product features, and controls.

Bidders must address their company’s general capabilities as they relate to the following issues and questions.

(a)  Company Profile

1) State whether your company is local, regional, or national. Include 

           information  on any affiliates and/or subsidiaries.

2)  Furnish the CAL-Card Program with your company’s service standards and Mission Statement.  .

3) How many year(s) has your company been offering purchasing card services?  

4)  Specify the number of corporate/business/government customers using your company’s purchasing card services. Provide a high level summary of the types of entities in your portfolio and a general overview of various card programs under your management.  Are any of these entities composed of numerous, decentralized entities?
(b)  Competitive Position and Future Commitment



1)  What differentiates your service from that of other providers?

2)  How will your company keep this product current and competitive?

· What approach is being taken in the development of new services?

· What new services or features does your company plan to offer and within what time frame? 

· Will your company commit to these enhancements and their timing? 

· Are these enhancements under the direct control of your company? 

· If the CAL-Card Program were to request enhancements, describe the prioritization process for such requests.



(c)  Product Features


1)  What card platform(s) does your program utilize (e.g., American Express, Discover, MasterCard, VISA)? Which would you recommend for our program and why?



2)   What third-party processor, if any, is used for transaction processing? 

            Provide information on third-party processor capability. 

      3)   Do any third-party partners perform other functions such as systems 
      support or customer service? If so, explain.

4) Describe your company’s current and future position regarding the emergence of internet and electronic commerce development/solutions for your purchasing card program. Has your company utilized internet capabilities to improve purchasing card efficiencies and quality?  If so, please describe.

5)  Describe the card account activation and deactivation process. Detail the level of account support your company would provide in managing these processes.

6)  Describe your company’s flexibility and available options for card renewal (i.e., company-assigned or customer-specified month/year/etc.).

7)  Describe how your organization handles supplier analysis, education, and on-going management.

8)  Describe any unique features provided by your company’s product that we should consider.

9) Describe your card’s design features and options for integrating graphics/artwork, corporate logos, and/or departmental designations. Are there additional costs associated with these services?

(d)  Controls

1)  Describe the options available to control (decline or authorize) transactions. Controls may include, but are not limited to, the following criteria: 

· MCC Code (Merchant Classification Category)

· SIC Code (Standard Industry Classification)

· NAICS Code (North American Industry Classification System)

· NIGP Code (National Institute of Governmental Purchasing)

· Unique merchant identification number

2) Describe how the controls in (1) would function at the company (entity), department, or individual card account level. 

3) Describe the options available for establishing the MCC (Merchant Classification Category) groups. Include the maximum number of MCC Codes that can be assigned to one group, and the maximum number of MCC Groups that can be assigned to an individual card account and whether the naming of the MCC Group can be unique to each participating agency.

4) Describe the options available for establishing single transaction limits. Criteria may include, but are not limited to, the following: 

· Unique merchant identification number 

· MCC Code

· MCC Group

· Individual card account

· Department 

· Company (entity)

5)  Describe the options available for establishing cycle limits. Criteria may include, but are not limited to, the following:

· Time period

· Declining and re-loadable balance

6)  Describe the options available for restricting cash advances. 

7)  Describe the options available for issuing merchant-specific cards. 

8) Describe the fraud protection coverage offered as part of your purchasing card proposal. Make sure to identify the maximum exposure (both per transaction and aggregate) the CAL-Card Program would have for the following type of occurrences:  

· Lost/Stolen Cards

· Counterfeit Cards

· Skimmed Cards

· Unauthorized Internet Transactions

· Merchant Disputes

9)  Does your program screen transaction activity for fraud patterns? If yes, explain. If no, is this capability planned for future implementation and if so, when? Provide statistics on fraud associated with your purchasing card program.

10) Describe the process for communicating potential fraud with cardholders and administrators. 

11) Can your company reproduce lost charge slips? Is there a charge for reproduction? What is the typical time frame for your company to provide copies of charge slips?

12) Describe your company’s card management process for the following card management functions: 

· New card issuance (including activation, shipment & time frame)

· Deactivation of cards

· Lost/Stolen Cards

· Replacement cards/account numbers (including emergency situations)

· Modifying a cardholder’s profile

· Where possible, answer the following for each function type and provide any system descriptions/documentation that is available:

· Is it processed on an electronic form or paper?

· What card management system(s) is available?

· Is the system real time?

· Will the CAL-Card Program have access into a card management system that includes cardholder authority history?

· What security and audit trail is delivered with this system?


13) Discuss your company’s functionality in the areas of specialty cards such as fleet, ghost, department, vendor specific, relocation, and specific authority.
(8)   Service Capabilities












35 Points Max
This section must describe the bidder's organizational structure, staffing and representation team, quality management, continuous improvement and representation team, and compliance with Section II – Contract, B. Statement of Work, 11.  Service Capabilities. 
The narrative must include the name of staff, their background and qualifications, and their role in providing representation to the CAL-Card Program.  Bidders must address their company’s service capabilities as they relate to the following issues and questions.

(a)
Customer Service/Support

1) Provide an organizational chart and describe your company’s customer service structure for Contract Manager, Approving Official, Accounting/Billing, and Agency Program Coordinator. Will an individual/team be assigned to the CAL-Card Manager Program? Provide employee roles/responsibilities, location and service hours. 


2) Describe the responsibilities of customer service personnel, including the chain of command for problem resolution.


3)  How are inquiries requiring research handled by your company?


4) Define the dispute-resolution process including time frame and responsibilities of the parties involved. Are disputed items credited while under investigation and for what period of time?


5)  Describe your company’s customer service response policy, processes, and time frames. Detail customer service round-the-clock availability, dedicated team structures, telephone response average wait times, and phone systems automated response unit (ARU) capabilities. For telephone response times, include the following information (most recent monthly average):

· Number of calls received

· Numbers of calls handled

· Number of calls abandoned

· Number of calls facilitated within 30 seconds of being placed in a hold queue.

· Average wait time

· Average length of talk time


(b)  Technical Support

1)  Describe your company’s technical support for your reporting packages, and provide the services hours.

2)  Describe your company’s support for recreating transaction files that may have been corrupted, lost, or destroyed.

3) Describe your company’s communication methods for reporting technical problems with Contract Manager, Approving Official,  Accounting/Billing, and Agency Program Coordinator.
          (c)  Merchant Support

1)  Describe your company’s initiative toward signing up merchants that do not currently accept the purchasing card, as well as migrating merchants to Level II or III reporting. Do you have a specialized unit that performs this service? 

2) Describe processes your company would employ to contact/correct instances where a merchant has an incorrect MCC code? 

3)  Describe your company’s initiatives toward verifying and correcting obvious inaccurate data (i.e., invalid Tax Identification Number (TIN)), to include erroneous information in specified fields (i.e., phone number in city field), that would further improve the integrity or consistency of information.

(d)  Quality Management and Continuous Improvement Process

1) Describe your company’s plan for quality management and process for continuous improvement of the purchasing card services program.
2)  Does your company monitor performance indicators? If so, what key performance measures does your company track?  What is the reporting frequency and period covered for each measure?  What were your company’s performance measures for the last three reporting periods?
3)  Describe how your company will solicit customer feedback of your performance? Please provide sample(s) of your company’s customer satisfaction surveys.  Do you have an on-line customer survey form?
(9)  Technical Capabilities












45 Points Max 

This section must describe the bidder’s technical capabilities for interfacing with internal financial systems, data transmission and reporting capabilities, disaster recovery plans, and compliance with Section II – Contract, B. Statement of Work, 12. Technical capabilities.  Note:  The response to this requirement shall be based on the bidder’s most current purchase card management system used by customers (government and/or corporate).
Bidder must address their company’s technical capabilities as they relate to the following issues and questions.

(a)
Hardware and Software Requirements

1)  What are the hardware and software requirements for using your company’s card transaction reporting software packages, including minimum RAM and disk space, minimum processor speed, modem specifications, etc.?

2)  What are the installation options for the reporting packages (e.g., stand-alone PC, LAN/WAN, Client/Server, internet/intranet)?

3)  What physical and software security measures does your company take to protect the confidentiality of the company’s transaction information?

4)  Describe reporting methods for communicating technical problems with program administrators? 
5)  Does your company have a disaster recovery plan? If so, provide a description of the plan, including the time required to become fully operational after a disaster.

(b)
Interface with Internal Financial Systems

1)  Does your company provide software that interfaces with each participating agency’s internal financial systems (A/P, G/L, T&E, Fleet)?  

2)  Describe how your reporting package accomplishes the interface with each participating agency’s systems.

3)  Are there any special hardware or software requirements for using the software that interfaces with each participating agency’s internal systems?  If so, what are the hardware and software requirements?
4)  Does your company’s online systems support: 

· Customer supplied default accounting chart string with up to 35 characters in up to 8 fields, that may be unique to every card account, and that would be transmitted as part of every transaction record;

· On-line reallocation of charges from one chart string to another at your company’s site before charges are transmitted to the customer. 

(10)  Billing 














25 Points Max
This section must describe the bidder’s settlement terms including payment options, billing capabilities as they relate to the following issues and questions, and compliance with Section II – Contract, B. Statement of Work, 13.  Billing.

(a) Describe your company’s billing and settlement terms, taking into consideration additional incentives for timeliness of payment, actual payment alacrity, and the State Prompt Payment Act.
(b) How will we receive billing statements?

(c) What options are available for the CAL-Card Program to make payment (e.g., EFT, ACH, check)?

(d) What if an agency wishes to make payment on the invoice upon receipt and reconcile later.   In doing so, what is the process for handling disputes, fraud, etc., after payment?

(e) What is your capability to bill individual invoices to multiple departments within one agency?

(f)   How do you make payment postings? (Outstanding amounts first?)

(g) What are the requirements for the payment of invoices (i.e., card account #, agency account number, etc.)? 

Note:  Do not reference the specific percentages offered in Section III - Cost/Rebate. 

(11)  Demonstration and Pilot 










 45 Points Max
This section must describe the bidder’s capabilities to plan, initiate, conduct, support and manage, and complete a successful demonstration period and/or pilot program, if requested by participating agencies, as part of the implementation of the CAL-Card program purchasing card services and technologies.  
The State may require the awarded contractor to conduct demonstrations and pilot programs prior to implementation of purchase card technologies during the term of the contract.  This will require that the bidder work in a collaborative effort with the PD, State Controllers, Department of Finance, and participating agency to get the necessary approvals to employ new purchase card services and technologies.   

As part of the demonstration for this RFP, the bidder shall provide a website link that has your most recent purchase card management system that can be accessed by the evaluation team.  The website link shall provide the evaluation team with a live test site to demonstrate bidder’s purchasing card services and technologies, as outlined in your response to this proposal.  The evaluation team will be evaluating, at a minimum, the following tasks and/or capabilities:
· Managing/Billing Level Set Up

· Cardholder Set Up

· Online Statement Capabilities

· Online Reports Available to Participating Agencies (i.e., Standard, Ad Hoc, SBE/DVBE, etc.)
· Cost Accounting Structure

· Transaction Viewing

· Cardholder Online User Access Set Up (Cardholder)

· Managing User Online Access Set Up

· What is viewable for Cardholder, Billing Office, APS, etc.

· Web-based Training

· Web-based Help Desk 

· Contract Management Capability

(12)  Contract Management











20 Points Max
This section must describe the bidder’s contract management of the CAL-Card contract and compliance with Section II – Contract, B. Statement of Work, B.  Contract Management.
Contract management shall be a responsibility of the PD, CAL-Card Contract Manager, Contractor, and Participating Agencies.  Therefore, the bidder shall describe how it plans on managing this contract with these entities.  

The contract management shall address, at a minimum, the following:

· Strategic Plan for Contract Management

· Tactical Plan for Contract Management

· Periodic meetings with DGS Executive Office

· Quarterly meetings with PD

· Periodic meetings with CAL-Card Contract Manager

· Periodic meetings with Participating Agencies

· Problem identification and resolution

· Reports (i.e., ad-hoc, monthly, quarterly, etc.)

· Meeting agendas and presentations

· Program updates and discussions

· CAL-Card Program Growth

· PD includes the following:  PD Management, CAL-Card Contract Manager, Marketing and Outreach Unit, CAL-Card Audits, Public Records Coordinator, and Office of Small Business and DVBE Certification Coordinator.

(13)  Other Services













10 Points Max
This section must describe the bidder’s capability to offer other purchase card services and technologies that have not already been addressed and will compliment the CAL-Card Program and those Participating Agencies that decide to employ these services and technologies.  This section shall be in two parts.  The first part shall include those services and technologies that are at “no cost.”  The second part shall include those services and technologies that are “cost items.”  The cost items shall be listed on the commercial available price list, in accordance with Section III – Cost/Rebate.
g.
Cost/Rebate and Administrative Fee  

Only those proposals that are deemed to be responsive will have the Cost/Rebate Worksheets publicly opened.  Material deviations from the Cost/Rebate Worksheets may cause rejection of the proposal.  The State will check the required Cost/Rebate Worksheets for mathematical accuracy and errors and/or inconsistencies.  Once accuracy has been verified, the State will apply any bidding preferences claimed and verified.

Please refer to Section III – Cost/Rebate for details on completing the worksheets.  

h. Customer References

For the technical evaluation portion of the RFP, each bidder must submit four (4) qualifying Customer Reference forms to acquire technical points.  To be considered a qualifying reference, the reference must:

· Be received with bidders proposal by the due date indicated in Key Action Dates;

· Be rated a 1-unsatisfied, 2-marginal, 3-satisfied, 4-very satisfied or 5-exceptional;

· Be for a bidder’s purchase card services customer within the last 24 months;

· Be from a customer that is utilizing the most current purchase card management system available to customers (government and/or corporate)

· Be signed by the evaluator;

· Have all required information completely filled out; 

· Be legibly written or typed;

· Customer has more than $10,000,000 in annual sales; and

· Customer has more than 10,000 transactions (annually).

      
  (1)   References

Bidders should submit their Contractor Customer Reference forms to their selected customers and request receipt of responses to meet the Final Proposal Key Action date as indicated in Section I.D.


  (2)  Reference Submittal Points

The Bidder Customer Reference Form must be returned in its original format as shown in Section IV, Forms.  At the State’s option, any or all of the customer references provided may be contacted to verify the information.  The bidder will receive up to 2.5 points for each responsive reference as indicated below.  Un-rated or unsigned references will receive zero (0) points. 



(3) Reference Rating Points

Bidders will receive points for each question on the Customer Reference Forms.  There are ten (10) questions on each Customer Reference Form.  Each question has a maximum point value of .2500.   The point value will be based on the customer satisfaction rating stated on each customer reference form as follows:



Rating




Points Received

N/A =   Not Applicable

1
=
Unsatisfactory



0

2
=
Marginal




.0625


3
=    Satisfactory



.1250
4
=
Very Good 



.1875
5
=
Exceptional 



.2500
Note:  See Customer Reference Form for definitions of ratings.





i.
Administrative


(1)
Payee Data Record

Bidders should complete the Payee Data Record form in Section IV and submit the completed document with their proposal.  Payment cannot be made unless this form is completed and returned.


(2)  Secretary of State status

All Corporations, Limited Liability Companies (LLC's) and Limited Partnerships (LPs) must be registered and in Active status with the California Secretary of State (SOS) to be awarded a contract.  The Secretary of State Certificate of Status must be included with the proposal by the date listed in the Key Action Dates.  The Secretary of State may be contacted as follows:

California Secretary of State

Division of Corporate Filing and Services

1500 Eleventh Street, Third Floor

Sacramento, CA 95814-5701

Certification Unit:  916-657-5251

Or the required document may also be obtained through the following web site: http://kepler.ss.ca.gov

(3)
Disabled Veteran Business Enterprise Participation Program Requirements (DVBE)

Public Contract Code (PCC) Section 10115 establishes Contract participation goals of at least three percent (3%) for Disabled Veteran Business Enterprise (DVBE).  This goal applies to a State agency's overall contracting program.  This RFP attachment provides program information and bidder responsibilities for the DVBE Participation Program, and is a requirement of this RFP.    

Bidders must submit a fully executed copy of the Standard Form 840 with their proposal.   If the prime bidder is subcontracting with a certified DVBE a GSPD 05-105 must be completed and submitted with the final proposal.  
NEW INCENTIVE – Prime bidders who meet or exceed the stated DVBE participating goal, receive a bidding incentive.  The incentive (points) will be added to the prime bidder’s score.   Here is the table that provides the number of incentive points:

	DVBE Participation
	DVBE Incentive (%)
	DVBE Incentive (Points)

	Over 3%
	10%
	.20

	3%
	7%
	.14

	2% to 2.99%
	5%
	.10

	1% to 1.99%
	3%
	.07


NOTE:  The DGS, Procurement Division evaluation procedures for DVBE participation are revised.  Pursuant to California Code of Regulations (CCR) 1896.60 et seq., bidders claiming to meet the DVBE goal participation requirements must be prepared to demonstrate the DVBE subcontractors are performing work that is reasonable for this Contract and is of a commercially useful function.  Bidders shall comply with the State of California - DVBE requirements and are required to submit the completed documents in the RFP response.  The applicable DVBE requirements package is attached to this RFP in Section IV – FORMS and EXHIBITS.

     
 (4) Small Business Preference - IF APPLICABLE

Section IV FORMS/EXHIBITS, Small Business Certification must be completed and submitted by the date indicated in Section I.D - Key Action Dates.


(a)
Revised Small Business Regulations:

The Small Business regulations, located at 2 California Code of Regulations (CCR) 1896 et seq., concerning the application and calculation of the small business preference, small business certification, responsibilities of small business, department certification, and appeals are revised, effective 9/09/04.  The new regulations can be viewed at (www.pd.dgs.ca.gov/smbus).  Access the regulations by clicking on “Small Business Regulations” in the right sidebar.  For those without Internet access, a copy of the regulations can be obtained by calling the Office of Small Business and DVBE Certification at (916) 375-4940.


(b)
New Non-Small Business Subcontractor Preference:

A 5% proposal preference is now available to a non-small business claiming at least 25% California certified small business subcontractor participation.  If applicable, submit corresponding letter claiming the preference.

Attachment With Proposal Required If Claiming Non-Small Business Subcontractor Preference:

If claiming the non-small business subcontractor preference, the proposal response must include a list of the small business (es) with which you commit to subcontract in an amount of at least twenty-five percent (25%) of the net proposal price with one or more California Certified Small Businesses.  Each listed certified small business must perform a “commercially useful function” in the performance of the contract as defined in Government Code Section 14837(d)(4).

The required list of California Certified Small Business subcontractors must be attached to the proposal response and must include the following:

1) Subcontractor name, 2) address, 3) phone number, 4) a description of the work to be performed and/or products supplied, 5) and percentage of the net proposal price (as specified in the solicitation) per subcontractor. 

(c)  Small Business Preferences:

Bidders claiming the 5% preference must be certified by California as a small business or must commit to subcontract at least 25% of the net proposal price with one or more California Certified Small Businesses.

Questions regarding certification should be directed to the Office of Small Business and DVBE Certification at 916/375-4940.

Small Businesses are desired and encouraged to participate in this RFP.  Section 14835, et seq. of the California Government Code requires a 5% preference be given to Bidders who qualify as a small business.  The rules and regulations of this law, including the definition of a small business for the delivery of goods and services, are contained in California Code of Regulations, Title 2, Section 1896, et seq.  The small business preference is for California-based small businesses.

To claim the small business preference, which may not exceed $50,000 for any proposal, the firm must have it’s principal place of business located in California, have a complete application (including proof of annual receipts) on file with the State Office of Small Business and Disabled Veteran Business Certification (OSDC) by 5:00 p.m. on the Final Proposal due date and be verified by such office.  Questions regarding the preference approval process should be directed to the OSDC at 916/375-4940.  A copy of the regulations, instructions and format for claiming the small business preference is available at http://www.pd.dgs.ca.gov/smbus/sbcert.htm
The small business preference is applied to the total points scored during the evaluation and shall be computed as follows: if a large business has earned the highest point count, a preference equal to 5% of that total point score shall be computed and shall constitute the small business preference points, per Government Code 14838.b.2.  The preference points shall be added to the total points of all responsive California Certified Small Business Bidders and/or non-small business subcontractors.

5.  
IF APPLICABLE - TARGET AREA CONTRACT PREFERENCE ACT (TACPA), ENTERPRISE ZONE ACT (EZA), LOCAL AGENCY MILITARY BASE RECOVERY PREFERENCE REQUEST (LAMBRA)

This RFP contains new and revised procedures for bidders who wish to apply for TACPA, EZA, or LAMBRA preferences (See Section IV).  Bidders are encouraged to review the package carefully to ensure that their submittals conform to the programs requirements.

Target Area Contract Preference Act (TACPA), Government Code Section 4530 et seq.; Enterprise Zone Act (EZA), Government Code Section 7070, et seq.; and Local Agency Military Base Recovery Act (LAMBRA), Government Code Section 7118, et seq. information Package (Attachment 3).  Contract preference will be granted to California-based bidders in accordance with whenever contracts for goods or services are in excess of $100,000 and the bidders meet certain requirements as defined in the California Administrative Code (Title 2, Section 1806.30 et seq.) regarding labor needed to provide the goods being procured.

(a)
Bidders desiring to claim TACPA preference must submit a fully executed copy of the Standard Form 830, with their Final Proposal.  The form can be found at: (Use “Target Area Contract” as key word). http://www.pd.dgs.ca.gov/edip/tacpa.htm
(b)
Bidders desiring to claim EZA preference must submit a fully executed copy of the Standard Form 831S with their Final Proposal.  The form can be found at:  Use “Enterprise Zone” as key word).  http://www.pd.dgs.ca.gov/edip/eza.htm
(c)  Bidders desiring to claim LAMBRA preference must submit a fully executed copy of the Standard Form 832, with their Final Proposal.  The form can be found at:  (Use “Local Agency Military Base” as key word).  http://www.pd.dgs.ca.gov/edip/lambra.htm
NOTE: bidders are not required to apply for TACPA, EZA, or LAMBRA preferences. Denial of TACPA, EZA, or LAMBRA preference requests is not a basis for rejection of the Proposal. Contracts awarded with applied preferences will be monitored throughout the life of the Contract for compliance to statutory, regulatory and contractual requirements. The State will take appropriate corrective action to apply sanctions as necessary to enforce performance programs.

6.
TECHNICAL AND COST SCORES 

a.
Technical Score (Narrative Responses and Customer References)

The Technical Score is the total of the narrative response scores and the customer reference scores.  There is a maximum of 450 points.  

Scoring Example

	Vendor
	Sum of Narrative

Responses Scores
	Customer References
	Technical Score

	A
	200
	8
	208

	B
	245
	9
	254

	C
	225
	9
	234

	D
	275
	10
	285

	E
	220
	8
	228

	F
	195
	7
	202

	G
	250
	9
	259

	H
	265
	9
	274


     b.  Cost Score

The Cost Score is the total of the CAL-Card Rebate scores and Volume Sales Rebate scores.  There is a maximum of 550 points.
Scoring Example

	Vendor
	Average Transaction  Rebate
	Volume Sales Rebate
	Prompt Payment Rebate
	Cost Score

	A
	80
	195
	150
	425

	B
	95
	175
	175
	445

	C
	92
	180
	145
	417

	D
	100
	240
	185
	525

	E
	75
	250
	165
	490

	F
	84
	225
	170
	479

	G
	94
	210
	165
	469

	H
	88
	185
	170
	443


7. SELECTION AND AWARD

Award, if made, will be to the responsive and responsible bidder with the highest Final Score. 

Award, if made, will be made within ninety (90) days after the scheduled date for Intent to Award date specified in Section I.D KEY ACTION DATES.  However, a bidder may extend the offer beyond 90 days in the event of a delay of contract award.  The State reserves the right to modify or cancel in whole or in part it’s RFP.

a.  Scoring Example

	Vendor
	Technical Score
	Cost Score
	FINAL SCORES

	A
	208
	425
	633

	B
	254
	445
	699

	C
	234
	417
	651

	D
	285
	525
	810

	E
	228
	490
	718

	F
	202
	479
	681

	G
	259
	469
	728

	H
	274
	443
	717


The highest final score is Vendor #D.   Therefore, Vendor #D is eligible for an award.  

· The State reserves the right at any time to reject any or all bids.

· Bid responses that could restrict the State’s ability to award contracts for services as described may be evaluated as non-responsive if the restriction affects the competition. Attempts to modify the state terms and conditions required as part of this solicitation could also result in being deemed as non-responsive.

    b.     Protests

Public Contract Code Section 10345 provides the authority to lodge protests of the State’s proposed award.

All protests must be made in writing, signed by an authorized individual and contain a statement of the reason(s) for protest; citing the law, rule, regulation or procedures on which the protest is based.  The protester must provide facts and evidence to support the claim.  Protests must be mailed or delivered to:

	Procurement Division
	

	Office of Legal Services

707 3 Street, 2nd Floor
	

	West Sacramento, CA 95605
	


All selection protests to the RFP or protests concerning the evaluation, recommendation, or other aspects of the selection process must be received by the Deputy Director of the DGS, Procurement Division and the Office of Legal Services as promptly as possible, but not later than the respective times and dates specified in this RFP for such protests or the respective date of the Notification of Intent to Award, whichever is later.  Certified or registered mail must be used unless delivered in person, in which case the protester should obtain a receipt of delivery.

c.  Errors in the Final Bid



An error in the Final Bid may cause the rejection of that bid; however, the State may at its sole option retain the bid and make certain corrections.
 
In determining if a correction will be made, the State will consider the conformance of the bid to the format and content required by the solicitation document, and any unusual complexity of the format and content required by the solicitation document.


(1)
If the bidder's intent is clearly established based on review of the complete Final Bid submittal, the State may at its sole option correct an error based on that established intent.


(2)   The State may at its sole option correct obvious clerical errors.


(3)
The State may at its sole option correct discrepancy and arithmetic errors.  The Master Copy shall have priority over additional copies, the bid narrative shall have priority over the contract, the contract shall have priority over the cost/rebate sheets, and within each of these, the lowest level of detail will prevail.  If necessary, the extensions and summary will be recomputed accordingly, even if the lowest level of detail is obviously misstated.  The total price of unit-price items will be the product of the unit price and the quantity of the item.  If the unit price is ambiguous, unintelligible, uncertain for any cause, or is omitted, it shall be the amount obtained by dividing the total price by the quantity of the item.


(4)
If a bidder does not follow the instructions for computing cost/rebate not related to the contract (e.g., State personnel costs), the State may reject the bid, or at its sole option, recompute such costs based on instructions contained in the RFP.
 
If the recomputations or interpretations, as applied in accordance with this section, subparagraph C.4., result in significant changes in the amount of money to be paid to the bidder (if awarded the contract) or in a requirement of the bidder to supply a major item at no cost, the bidder will be given the opportunity to promptly establish the grounds legally justifying relief from his/her bid.
 
IT IS ABSOLUTELY ESSENTIAL THAT THE BIDDER CAREFULLY REVIEW THE COST ELEMENTS IN HIS/HER FINAL BID, SINCE HE/SHE WILL NOT HAVE THE OPTION TO CHANGE THEM AFTER THE TIME FOR SUBMITTAL.



d.
Award of Contract

Award if made, will be in accordance with the RFP Section I.F.7 on SELECTION AND AWARD to a responsible bidder whose Final Bid complies with all the requirements of the RFP documents and any addenda thereto, except for such immaterial defects as may be waived by the State.  Award, if made, will be made within ninety (90) days after the scheduled date for Intent to Award date specified in Section I.D; however, a bidder may extend their offer in writing beyond 90 days in the event of a delay in contract award.

 The State reserves the right to modify or cancel in whole or in part its RFP.


e.
Debriefing
A debriefing may be held after contract award at the request of any bidder for the purpose of receiving specific information concerning the evaluation.  The discussion will be based primarily on the technical and cost evaluations of the bidder's Final Bid.  A debriefing is not the forum to challenge the RFP specifications or requirements.


8.
CONTRACTUAL INFORMATION


a.
Contract Form


The State has model contract forms to be used by State agencies when contracting for services.  The model contract(s) appropriate for the specific requirements of this RFP are included in the RFP.  Additionally, when a specific actual project is awarded it may contain additional contract terms and conditions.


b.
Specific Terms and Conditions


The contract to be awarded is included in the solicitation document in its final form, and any alteration by a bidder will result in rejection of his/her bid.  

9.
OTHER INFORMATION

a.
News Releases


News releases pertaining to the award resulting from this RFP shall not be made without prior written approval of the Department Official listed in Section I.C.

b.
Disposition of Proposals and Bids


All materials submitted in response to this RFP will become the property of the State of California and may be returned only at the State's option and at the bidder's expense.  The Master Copy shall be retained for official files and will become a public record after the date and time for Final Bid submission as specified in Section I.D, KEY ACTION DATES.  



c.
Contacts for Information


Oral communications of department officers and employees concerning this RFP shall not be binding on the State and shall in no way excuse the bidder of his obligations as set forth in this RFP.

10.  CONTRACT ADMINISTRATION


a.   Price Increases

See Section III – Cost/Rebate.

The amended purchase card service and technology costs will not be in effect until the amendment is approved and signed by DGS, Procurement Division. 

b.
Subcontractors

Any subcontractor that the bidder chooses to use in fulfilling the requirements of this RFP shall also meet all RFP requirements as applicable.  Bidders awarded contracts will be responsible for coordinating and controlling all aspects of his/her proposal, including support to be provided by any sub and/or secondary contractors, and will be the sole point of contact with the State relative to contract performance.  If this performance involves the use of one or more product(s) proprietary to another vendor, the prime bidder will be responsible for acquiring a license for the State’s use of such program products from the secondary vendor.


c.   Follow-On Contracts

No person, firm, or subsidiary thereof who has been awarded a consulting services contract, or a contract which includes a consulting component, may be awarded a contract for the provision of services, delivery of goods or supplies, or any other related action which is required, suggested, or otherwise deemed appropriate as an end product of the consulting services contract.  

d.
Negotiation

Public Contract Code Section 6611

This RFP is subject to the provisions of Public Contract Code Section 6611, in accordance with existing guidelines and procedures adopted by DGS.  Public Contract Code Section 6611 allows DGS, to open negotiations in certain circumstances.  Bidders are cautioned that conditional bids or bids based upon assumptions will be deemed non-responsive.  Current guidelines prohibit the State from opening negotiations with either non-responsive or non-responsible bidders.

11. 
COMPETITIVE BIDDING

The purpose of competitive bidding is to secure public objectives at the lowest practical cost and avoid the possibilities of graft, fraud, collusion, etc.  Competitive bidding is designed to benefit the public body (The State, in the present context), and is not for the benefit of the bidders.  It is administered to accomplish its purposes with sole reference to the public interest.  It is based upon full and free bidding to satisfy State specifications, and acceptance by the State of the lowest responsive bid submitted by a responsible bidder.
 
Competitive bidding is not defined in any single statute but is more in the nature of a compendium of numerous court decisions.  From such court decisions, the following “rules” have evolved among others:


a.  Invitations for Bids must provide a basis for full and fair competitive bidding
among bidders on a common standard, free of restrictions tending to stifle competition.  RFP's must be as specific and detailed as to provide an environment where all competitors are bidding on the same end objectives.


b.  The State may modify the RFP prior to the date fixed for submission of bids, by  
issuance of an addendum to all parties who have been furnished the RFP for  

bidding purposes.


c.  To have a valid bid, the bid must respond and conform to the invitation, including 

all the documents that are incorporated therein.  A bid, which does not literally comply, may be rejected.


d.  For a variance between the request for bids and the bid to be such as to 

preclude acceptance (the bid must be rejected), the variance or deviation must be a material one.

e.  To have competition, the bids must be for the same thing.  Bids that prevent 
such competition or, in other words, variations that could significantly affect the amount of the bid or could provide an advantage or benefit not allowed other bidders, cannot be accepted.  If such a potential effect exists, the deviation is material.

f.   State agencies usually have the express or implied right to reject any and all
bids in the best interests of the State.  Bids cannot, however, be selectively rejected without cause.


g.  Bids cannot be changed after the time designated for receipt and opening
thereof.  No negotiation as to the scope of the work, amount to be paid, or contractual terms is permitted.


h.   A competitive bid, once opened and declared, is in the nature of an irrevocable
option and a contract right of which the public agency cannot be deprived without its consent, unless the requirements for rescission are present.  All bids become public documents.


i.    Bids cannot be accepted “in part”, unless the invitation specifically permits such 
an award.


j.   Contracts entered into through the competitive bidding process cannot later be
amended, unless the Invitations for Bids includes a provision, to be incorporated in the contract awarded, providing for such amendment.


12.     BID RESPONSIVENESS
Since competitive procurement became the required method for securing certain IT goods or services, the State has received a number of bids which were deemed to be nonresponsive to the Invitation for Bids or which could not be considered as valid bids within the competitive bidding procedures.  Nonresponsive or bids which contain qualifications must be rejected.  Many of the causes for rejections arose from either an incomplete understanding of the competitive bidding process or administrative oversight on the part of the bidders.  The following examples are listed to assist potential bidders in submission of responsive bids.



a.  A bid contained a statement, “This proposal contains proprietary information of the
________ Company, and neither this proposal, nor said proprietary information shall be published, reproduced, copied, disclosed or used for any purpose other than consideration of the duly authorized representative of the __________  Company.”


b.  A bid stated, “The prices stated within are for your information only and are subject

to change.



c.  A bid stated, “This proposal shall expire thirty (30) days from this date unless 
extended in writing by the _________ Company.”  (In this instance, award was scheduled to be approximately 45 days after bid submittal date.)



d.  A bid for lease of IT equipment contained lease plans of a duration shorter than
that that had been requested in the IFB.


e.  A bid for lease of IT equipment contained a contract that differed in substance from
that previously approved by the State as being acceptable.




f.   A personal services contract stated, “______  , in its judgment, believes that the
schedules set by the State are extremely optimistic and probably unobtainable.  Nevertheless, ____________ will exercise its best efforts and we are sure that the State will carry out its responsibilities in an attempt to achieve the earliest practical…”


g.   A bid stated, “This proposal is not intended to be of a contractual nature.”


h.   A work plan contained in a bid was overprinted with “SAMPLE ONLY”.


i.    A bid contained the notation “prices are subject to change without notice”.


j.    A bid was submitted which had not been signed by a properly authorized individual.


k.   A bid was received for the purchase of IT equipment with modifications to the 
General Provision of the Purchase contract.


l.    A bid was received for the purchase of IT equipment with Rider B, “Equipment List,
Prices, Installation Dates and Allied Information” not submitted.


m.  A bid was received for the purchase of IT equipment with exceptions taken to 
Rider A “Terms and Conditions Applicable to Purchase of IT Systems and Equipment”.


n.   A bid for lease of IT equipment contained lease plans of a duration longer than that 
which had been requested in the IFB with no provisions for earlier termination of the contract.


o.   A bid for lease of IT equipment contained the signatures of three joint bidders when
the IFB allowed only two.


p.  A bid for lease of IT equipment contained multiple cost sheets for parts of the bid 
equipment with no information to explain how to interpret the actual intentions of the bidder.  The actual equipment to be supplied (and the attendant costs) could not be determined without contacting the bidder for clarification.  This has the effect of asking for an amended bid after the bid opening, which is contrary to public competitive bidding rules.


q.   A bid for lease of IT equipment stated, “... this proposal is preliminary only and the 
order, when issued, shall constitute the only legally binding commitment of the parties.


r.   A bid, which would have been lowest, was rejected because it mistakenly listed a 
fewer number of terminal devices than was required by the IFB.


s.   A bid was received in an unsealed condition.


t.    A bid was delivered to the wrong office.

13.      BIDDER'S FINAL PROPOSAL CHECKLIST
· Does your final proposal submittal documentation include the following?

· A completed Cover Letter as specified in Section 1.F.4.b

· A certificate of insurance for commercial general liability and workers compensation insurance of not less than $1,000,000 as specified in Section II Exhibit II-D.

· All required cost pages in Section III, Cost/Rebate Worksheets

· All pertinent pages in Section IV, Forms and Exhibits
· All cost calculations have been checked for accuracy.

· The entire proposal must be sealed with four total sets of documents with one set of documents clearly marked “Master.”  Unsealed cost proposals will not be accepted.  Section III, must also be separately sealed and identified as COST/REBATE.

· The State DVBE (Disabled Veteran Business Enterprise) Form #840 and PD FORM #DVBE Program Requirements Supplier Checklist is completed and all required documentation is attached.

BIDDERS NOTE:

THE STATE MAKES NO WARRANTY THAT THE CHECKLIST IS A FULL COMPREHENSIVE LISTING OF EVERY REQUIREMENT SPECIFIED IN THE SOLICITATION.  CHECKING OFF THE ITEMS ON THE CHECKLIST DOES NOT ESTABLISH BIDDER’S INTENT NOR DOES IT CONSTITUTE RESPONSIVENESS TO THE REQUIREMENT (S).  THE CHECKLIST IS ONLY A TOOL TO ASSIST BIDDERS IN COMPILING THEIR FINAL PROPOSAL RESPONSE.  BIDDERS ARE ENCOURAGED TO CAREFULLY READ THE ENTIRE SOLICITATION.  THE NEED TO VERIFY ALL DOCUMENTATION AND RESPONSES PRIOR TO THE SUBMISSION OF FINAL PROPOSALS CANNOT BE OVER EMPHASIZED.
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