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1.0 Introduction

The Enterprise-wide Customer Service Platform (ECSP) II Project is using a best value procurement to select a Service Provider (SP) that will provide an integrated voice and data customer service platform.  Table 1‑1 lists the high-level procurement activities for the ECSP Project.

Table 1‑1 Procurement Activities

	Develop Request for Proposals (RFP)

	Conduct Bidders’ Conference

	Develop Evaluation Criteria

	Develop Evaluation Work Packages

	Release the Request for Proposals to the bidders

	Conduct Evaluation Team Orientation

	Review Detailed Technical Proposals submitted by bidders

	Conduct Compliance Phase Confidential Discussions with bidders

	Review Draft Proposals

	Evaluate Final Proposals

	Conduct Bidder Debriefing

	Award the Contract to the Service Provider


The Procurement Handbook (Handbook) describes many of the activities listed in Table 1‑1 with varying levels of detail.  Throughout the procurement process, the Taxpayer Services Center provides the program policy and business needs.  The Taxpayer Services Center also participates with and assists the in the procurement process.  Consistent with this participation, references to the Project staff means employees and consultants employed by FTB with roles and responsibilities in the procurement process.

1.1 Scope and Purpose

This Handbook describes the procurement activities that occur prior to the release of the RFP through the execution of the contract.  This Handbook also includes a description of bidder debriefing, which is an optional activity conducted at the request of a bidder to discuss the evaluation results of its Final Proposal.  This Handbook does not cover the Protest of Contract Award process.  That process is described in the Protest and Post Award Disputes of the Department of General Services’ Purchasing Manual Authority.  This Handbook does not describe the process to develop of State Feasibility Study Report.  That subject is described in the State of California Department of Finance Feasibility Study Report Preparation Instructions, http://www.dof.ca.gov/html/IT/SIMM/SIMM.htm
This Handbook complements and supplements other procurement documentation and is consistent with State of California procurement guidelines. References used in the development of the Handbook are:

· Department of General Services’ Purchasing Authority Manual

· Department of General Services’ State Contracting Manual 

· California State Administrative Manual

The project staff use this Handbook as a guideline to the activities performed during the procurement process and for procedural guidance in accomplishing their responsibilities.  This Handbook is intended to facilitate a fair and competitive procurement of an integrated voice and data communication platform.

1.2 Document Overview

Section 1.0 Introduction provides an overview of the content of the Handbook.

Section 2.0 Roles and Responsibilities describes the roles and responsibilities of the individuals and groups that play a role in the Procurement Process.

Section 3.0 Maintaining a Fair and Competitive Procurement defines the ECSP Procurement Process rules of conduct and includes the topics of ethics, confidentiality, conflict of interest, and communication.  Within Section 3.0, these rules are discussed as they apply generally throughout the entire procurement process.  Within Sections 4.0, 5.0, and 6.0, there is additional discussion of some of these topics specific to particular phases of the procurement.  

Section 4.0 RFP Finalization/Nonconfidential Discussion Phase describes the procedures and activities relating to nonconfidential meetings held with the bidders to explain the procurement process, the preparation of the RFP, and to receive input from the bidders to assist ECSP Project staff in finalizing the RFP in preparation for publication.

Section 5.0 Compliance Phase describes the procedures and activities that occur immediately following the publication of the RFP.  These activities include Intent to Bid, the Bidders’ Conference, Receipt and Review of Detailed Technical Proposals, Confidential Discussions, and development of Discussion Memoranda.  This section also describes the Initial Protest process and process for publication of RFP Addenda. 

Section 6.0 Final Phase describes two processes, review of Draft Proposals and evaluation of Final Proposals.  During this phase, bidders have the opportunity to submit a Draft Proposal (excluding cost information) to Evaluators.  The purpose of Draft Proposal review during this phase is to catch and correct those administrative and clerical errors that would otherwise cause the Final Proposal to be rejected.  Section 6.0 describes the review process and describes how Evaluators communicate those errors to the bidders.  During the Final Phase, the bidders submit their Final Proposal.  Section 6.0 also describes the procedures and activities relating to evaluation of the bidders’ Final Proposal including, the evaluation process, scoring and reporting of evaluation results. 

2.0 Roles and Responsibilities

This section identifies all participants in the procurement process described in this Handbook and is used to inform those participants regarding their respective responsibilities.  This section comprises:

· A description of the individuals and groups participating in the procurement process.  

· A summary of participants’ roles regarding various tasks performed during the procurement process.  

The Background Section contains additional information regarding roles and responsibilities established prior to the release of the RFP. 

2.1 Background

The governance of the ECSP Project is described in the ECSP II Feasibility Study Report (FTB FSR 03-10).  With regard to the responsibility of performing the various procurement tasks, the ECSP Project Sponsor is the Filing Services Bureau Director and the Project Manager is the Senior Information Systems Analyst with the Filing Services Bureau with the following roles:

Project Sponsor: 

· approves the Procurement Handbook,

· approves evaluation criteria, and

· authorizes the Procurement and Contracting Officer to send the Letter of Intent to Award Contract

Project Manager:

· approves the Request for Proposals, 

· approves the evaluation and scoring criteria, and  

· approves the Evaluators’ Work Package

The Project Manager represents the Filing Service Bureau Director and monitors the procurement process and oversees Project’s responsibilities in the process.  The Project Sponsor oversees the Project Manager’s participation in the procurement.  The Project Manager in consultation with the Project Sponsor: 

· selects Evaluation Team members, 

· develops the evaluation criteria, 

· reviews the Detailed Technical and Draft Proposals as necessary, act as spokespersons for Confidential Discussions with bidders

The Procurement and Contracting Officer (PCO) has procurement authority for this project in consultation with the Department of General Services.  The PCO ensures the procurement process including evaluation is conducted legally and consistent with State procurement policy.  The PCO oversees the integrity of the entire procurement process and observes proposal review and evaluation sessions.  The PCO safeguards the independence of the Evaluation Team from outside influence especially during the Final Proposal Evaluation. The PCO has assembled a Procurement Support Team (PST) to perform a variety of tasks throughout the processes.  The PCO is responsible for coordinating all day-to-day tasks for the ECSP procurement.  The PCO and the PST are responsible for the administrative tasks for this procurement.

Evaluation Team Lead is a member of the Evaluation Team with the responsibility to facilitate team discussions and consensus meetings and to report status to the PCO.  
2.2 Roles and Responsibilities Definitions

Table 2‑1 below is a brief description of the individuals or groups that have roles in the Evaluation Process.  Note: ECSP Project may engage consultants to perform an independent assessment of the cost reasonableness of the Final Proposal selected by the Evaluators.  

Table 2‑1 Individuals and Groups Involved in Evaluation Process

	Short Title
	Individual or Group
	Description

	DGS
	Department of General Services 
	DGS is the control agency over this procurement and has approved a one-time procurement delegation, Approval No. DO-227 to FTB.  Review and approve various documents pertaining to the RFP and concurrence with the contract award.

	EST
	Evaluation Support Team, including subject matter experts
	Provide research support to PCO and Evaluation Team during the Compliance Phase and the Final Phase of the procurement.

	ETL
	Evaluation Team Lead
	Evaluation Team Lead is a member of the Evaluation Team with the responsibility to facilitate team discussions and consensus meetings and to report status to the PCO. 

	Evaluators
	Evaluators
	FTB staff assigned to review the Detailed Technical Proposals, participate in Confidential Discussions, review Draft Proposals, and evaluate the Final Proposals. 

	PM
	Project Manager, Filing Services Bureau
	Under the direction of the Project Sponsor, the Project Manager manages the development of the RFP and oversees the management of the Compliance phase of the procurement.  The Project Manager acts as the spokesperson for the State during Confidential Discussions with the bidders.  The Project Manager is also a decision maker of the Issue Management Process. 

	PS
	Project Sponsor, Filing Services Bureau Director 
	The Project Sponsor has the responsibility for defining the overall project goals and objectives.  The Project Sponsor provides guidance and support to the Project Manager and ensures the necessary resources are made available, resolves problems, and provides direction to the Project Manager.

	PCO
	Procurement and Contracting Officer
	The Procurement and Contracting Officer has overall responsibility to ensure that all procurement and evaluation processes are conducted legally and consistent with State procurement policy.

	PCP
	Procurement Contact Person
	Primary point of contact between bidders and the project staff during the procurement.

	PST
	Procurement Support Team
	Provides ongoing support throughout the procurement to the PCO and the PCP.  Prepares all procurement rooms and monitors them for security.  Receives and maintains all proposals securely.  Conducts closeout activities. 


2.3 Roles and Responsibilities Matrix 

The Responsible, Approve, Consult, and Inform Matrix (RACI matrix) describes roles and responsibilities for individuals or groups involved in the procurement process.  Organizational entities are specified along the horizontal axis and activities/products are specified along the vertical axis.  The letters R, A, C, and I are used for responsibility, approval, consult, and inform respectively to specify organizational responsibilities for the stated work activities/products.  Since individuals and groups described in Table 2-1 have different responsibilities for different procurement process activities, the RACI Matrix is organized into five task groupings including:  Communications with Bidders, Administrative Tasks, Orientation Tasks, Compliance Phase Review Tasks, and Final Phase Evaluation Tasks. 

The following key applies to the RACI Matrix:

· Responsible (R) – indicates the person/entity doing the work or the entity responsible for ensuring the work gets done.

· Approve (A) – indicates the person/entity who agrees that work meets “acceptance criteria” and is the signature authority.

· Consult (C) – indicates those who must provide input to the responsible entity.

· Inform (I) – indicates those who receive status updates or are on a distribution list for approved deliverables within context of this matrix scope. 

Table 2‑2 Responsibility, Approve, Consult, Inform Matrix

	
	DGS
	Project Sponsor
	Project Manager 
	Procurement and Contracting Officer
	Evaluation Team Lead
	Procurement Contact Person
	Evaluators
	Evaluation Support Team
	Procurement Support Team

	Communications with Bidders

	Point of contact between Project and bidders for written/telephonic communication
	
	
	
	A
	 
	R
	
	
	

	Respond to bidders’ requests for project information from Procurement Library
	
	
	
	A
	 
	R
	
	
	

	Meet with bidders during Confidential Discussion Meetings
	
	C
	R
	R
	R
	 
	R
	
	 

	Request Final Proposal clarification from bidders during Evaluation
	
	C
	C
	R
	R
	C
	C
	
	

	Publish Addenda to the RFP
	A
	
	C
	R
	R
	R
	
	
	

	Administrative Tasks

	Setup, clean up, and secure Review and Evaluation Room(s) 
	
	
	
	A
	
	R
	
	
	R

	Track review and evaluation materials 
	
	
	
	A
	
	R
	
	
	R

	Setup and clean up Confidential Discussion room 
	
	
	
	A
	
	R
	
	
	R

	Monitor Evaluation Team activities for process compliance
	
	I
	I
	A
	R
	R
	
	
	R

	Respond to Evaluators’ requests for materials and supplies
	
	
	
	A
	
	R
	C
	
	R

	Provide Status
	
	I
	I
	R
	R
	
	
	
	

	Publish Envelope 1 evaluation scores 
	
	I
	I
	R
	C
	
	
	
	C

	Conduct Cost Proposal (Volume III) opening
	
	I
	I
	R
	I
	R
	
	
	

	Orientation Tasks

	Develop and present orientation materials
	
	
	R
	R
	
	
	
	
	

	Attend orientation 
	
	
	
	C
	R
	R
	R
	
	R

	Follow orientation record keeping guidelines
	
	
	
	R
	
	R
	R
	R
	

	Compliance Phase Review Tasks

	Administrative review of Detailed Technical Proposals
	
	I
	I
	A
	I
	
	R
	
	

	Complete Administrative Defect Identification Document 
	
	I
	I
	A
	I
	
	R
	
	

	Nonadministrative review of Detailed Technical Proposals
	
	I
	I
	C
	A
	
	R
	
	

	Complete Nonadministrative Defect Identification Document 
	
	I
	I
	C
	A
	
	R
	
	

	Transmit Defect Identification Document to Bidder
	
	I
	I
	R
	I
	R
	
	
	

	Track Evaluators’ Clarification Requests and Confidential Discussion Agenda Item Requests
	
	I
	I
	A
	I
	R
	
	
	

	Resolve/Dispose of Evaluators’ Clarification Requests
	
	
	
	R
	
	I
	
	
	

	Follow Compliance Phase Proposal Record Keeping Guidelines
	
	
	
	C
	
	
	R
	
	

	Recommended contract changes to DGS for approval
	A
	C
	C
	R
	C
	
	
	
	

	Transmit approved contract changes to Project Manager for direction to issue RFP Addendum
	A
	I
	I
	R
	I
	
	I
	
	

	Determine Meeting Agendas
	
	I
	C
	R
	C
	I
	C
	
	

	Arrange Date and Time with bidders
	
	I
	C
	R
	C
	R
	
	
	

	Select Meeting Room 
	
	I
	I
	R
	I
	I
	I
	
	

	Issue Meeting Notices to bidders
	
	I
	I
	R
	I
	R
	
	
	

	Setup, Cleanup, and Secure Meeting Room 
	
	
	
	A
	
	R
	
	
	R

	Assign Research
	
	
	I
	A
	R
	
	
	I
	

	Conduct Research
	
	
	
	A
	
	
	C
	R
	

	Recommend RFP Addenda
	
	C
	R
	R
	C
	
	I
	
	

	Determine appropriate method for clarification:  RFP Addenda,  Nonconfidential Discussions, Nonconfidential correspondence, confidential correspondence
	
	
	R
	C
	C
	
	I
	
	

	Authorize Addendum to RFP
	A
	C
	R
	
	
	
	
	
	

	Issue RFP Addenda
	
	C
	C
	R
	
	
	I
	
	

	Prepare Nonconfidential Correspondence 
	
	
	C
	R
	C
	
	
	
	

	Final Phase Evaluation Tasks

	Administrative review of Draft Proposals
	
	I
	I
	A
	I
	
	R
	
	

	Complete Administrative Defect Identification Document 
	
	I
	I
	A
	I
	
	R
	
	

	Nonadministrative review of Draft Proposals
	
	I
	I
	A
	I
	
	R
	
	

	Complete Nonadministrative Defect Identification Document 
	
	I
	I
	A
	I
	
	R
	
	

	Transmit Draft Proposal-Defect Identification Document to Bidder
	A
	I
	I
	A
	I
	R
	
	
	

	Administrative Review of Final Proposals
	
	
	
	A
	R
	
	R
	
	

	Nonadministrative Review of Final Proposals
	
	
	
	A
	R
	
	R
	
	

	Determine Administrative Defects Materiality
	
	
	
	A
	I
	
	R
	
	

	Manage Evaluation procedural activities and logistics
	
	C
	C
	R
	C
	
	
	
	

	Track Evaluators’ Requests for Clarification
	
	I
	I
	A
	I
	R
	
	
	

	Resolve/Dispose of Evaluators Requests for Final Proposal Clarification
	
	
	
	R
	C
	
	I
	
	

	Follow Final Proposal Record Keeping Guidelines
	
	
	
	C
	
	
	R
	
	

	Prepare Evaluation and Selection Report
	
	I
	I
	R
	C
	R
	C
	
	

	Review and Concur with Evaluation and Selection Report
	A
	
	R
	R
	
	
	
	
	


3.0 Maintaining a Fair and Competitive Procurement

The ECSP Project strives to conduct a fair and open competition that yields the best proposal to meet the State’s needs for services.  The ECSP Procurement utilizes a procurement approach that encourages structured communication with bidders from the release of the RFP through the final date for submission of the Final Proposals.  The continuing challenge for this procurement approach is to communicate with bidders while keeping the procurement fair and competitive.  This section specifies the rules of conduct participants follow throughout the procurement process to protect it from inappropriate communications during the procurement.   The section also describes the security measures taken to keep written records secure throughout the procurement process and to maintain those records consistent with record retention requirements.

3.1 Eliminating Conflicts of Interest in Project Staff Assigned to Procurement Activities

The Project trains staff regarding confidentiality and conflicts of interest.  In addition, the Project monitors Evaluators’ conflicts of interest and eliminates from procurement processes any individual with a conflict.

3.1.1 Ethics Training TC "3.1  Ethics Training" \f C \l "2" 
FTB Employee Opportunity Network Unit provides ethics training to all State staff and consultants assigned to procurement activities on the ECSP Project.  The Ethics Training course covers the State conflict of interest laws contained in the Political Reform Act.  The course also provides guidance regarding appropriate relations and communications with bidders.  Every individual with any role in the procurement process must complete Ethics Training prior to carrying out any procurement activity. 

3.1.2 Monitoring Compliance with Conflict of Interest Disclosure TC "3.2  Monitoring Compliance with Conflict of Interest Disclosure" \f C \l "2" 
The Political Reform Act requires “designated employees” to file Statement of Economic Interests disclosure forms annually.  FTB staff examines the disclosure forms for each designated employee and consultant with a role in the procurement process to monitor conflicts.  If at any time, it is determined that an individual has a potential conflict of interest with regard to the procurement, that individual will be removed from the ECSP procurement activities.

3.1.3 Conflict of Interest, Confidentiality Certifications

Every individual involved in the ECSP procurement process must certify that they have no conflicts of interest.  Each individual also certifies that they will keep ECSP procurement process information confidential.  

Any individual who participates in the procurement process with a conflict of interest or who discloses confidential information concerning the ECSP procurement may be subject to civil or criminal penalties, appropriate departmental discipline, or contractual remedies.  Refer to Exhibit 1 for the Conflict of Interest and Confidentiality form.

3.2 Establishing and Maintaining a Secure Environment for Procurement Activities

The PCO has overall responsibility to ensure that all procurement processes are conducted legally and consistent with State procurement policy.  This section discusses a number of steps that the ECSP Project staff take to control access to the procurement process.  The guidelines described below apply unless modified by the PCO. 

3.2.1 Communication 

Information developed within the Project regarding the ECSP procurement as well as information received from bidders regarding the procurement will be treated as confidential or sensitive during different phases of the procurement.  Accordingly, only Project individuals with a business need for procurement information will have access to that information.   

3.2.1.1 Communication Rules Applicable Within the ECSP Project

Depending on the participants’ roles in the procurement processes, different communications rules apply.

3.2.1.2 Individuals with any Role in the Procurement Process

The following rules apply throughout the ECSP procurement process.  Individuals with any role in this procurement process:

· Must not discuss any information relating to the procurement process with Project staff unless that staff has a business need for that information.

· Must not discuss any information relating to the procurement process in common areas of the FTB building or in public.

· Must maintain confidential information, evaluation material, and proposals secure.

3.2.1.3 Evaluators’ Communication Rules
The following rules apply to Evaluators during the Compliance Phase and the Final Phase.  Evaluators:

· Must not use e-mail to communicate with any person regarding Compliance Phase and Final Phase activities.  PCP may use e-mail to transmit Confidential Discussion agenda and action items to the Evaluators.  (may use email for scheduling purposes or to communicate with the PCO, PCP, PST, or Evaluation Support Team)  

· While acting in the Evaluator capacity, Evaluators must perform Compliance Phase and Final Phase activities in designated Review and Evaluation Room and in the assigned Confidential Discussion Room.

· are authorized to discuss proposal contents and proposal review activities with the PCO or designee at any time

· are authorized to discuss proposal contents and proposal review notes and with the Project Manager and the Project Sponsor in preparation for Confidential Discussions

· are authorized to discuss procurement documents or procurement activities solely with the Project Executive staff if authorized to do so by the PCO or designee 

· except as noted in the three preceding bullets, may not discuss evaluation activities, proposal contents, or evaluation activities with FTB management during the Compliance Phase or the Final Phase  

· are to keep the PCO or designee informed regarding the status of their review and the need for additional materials.  In general, the PCO or designee is the single point of contact for Evaluators regarding any needs they have for the procurement process.  Evaluators 

· may use the standalone PC to produce forms or record notes or may produce handwritten notes. 

· must only use reference materials approved by the PCO or designee.   If additional reference materials are needed, Evaluators may request materials from the PCO or designee.  

· may make clarification requests to the PCO or designee .  During the Compliance Phase, the clarification requests may seek clarification of either the RFP or the proposal being reviewed.  During the Final Proposal Phase, the clarification request will seek clarification of the Final Proposal being evaluated.  

3.2.1.4 Project Sponsor, Project Manager, and Evaluation Support Team Communication Rules

The following rules apply to the Project Sponsor, the Project Manager, and Evaluation Support Team during the Compliance Phase and the Final Phase. They:

· must not use e-mail to communicate with any person regarding Compliance Phase and Final Phase activities.  (may use email for scheduling purposes or to communicate with the PCO, PCP, PST, or Evaluation Support Team)  

· must perform all preparation for Confidential Discussions within an Evaluation Room

· may only communicate with Evaluators regarding procurement activities during Confidential Discussion preparation briefings

· may communicate with the Project Executive staff for purposes of status briefings outside an Evaluation Room only if authorized by the PCO or designee.  Any such status briefing shall be conducted in closed rooms with attendance limited to the Project Executive staff, and Evaluation Support Team appointed by the PCO or designee for purposes of the briefing.

· may not discuss specific content of any proposal with the Project Executive staff or any individual with no role in the procurement process during the Compliance or Final Phases of the Procurement.

· may discuss the content of any proposal with the Project Executive staff following the delivery of the Evaluation and Selection report to the Project Sponsor.

3.2.1.5 Project Executive Staff Communication Rules

The following rules apply to the Project Executive staff as identified in the ECSP Feasibility Study Report. 

· must not use e-mail to communicate with any person regarding Compliance Phase and Final Phase activities.  (may use email for scheduling purposes or to communication with the PCP, PST, EST, PCO or designee) 

· may communicate regarding procurement activities only with individuals with roles described in this Handbook. 

· may not communicate with Evaluators regarding procurement activities during the Compliance Phase and Final Phase activities

· may communicate regarding procurement activities during status briefing specifically authorized by the PCO or designee. 

· may not discuss the content of any proposal with any individual with no role in the procurement process until after release of the Notice of Intent to Award Contract.

3.2.1.6 Communications with Bidders Throughout the Procurement Process

To maximize fairness, the Project staff provide project information to all bidders in the same manner and at the same time.  To accomplish this, during each phase of the procurement, only specifically identified individuals may communicate with the bidders.  The PCO, PCP, or designee is the official contacts for all communication with the bidders outside of the Nonconfidential Discussions and Confidential Discussions. Either the PCP, PCO or the designee will conduct all telephonic communications with the bidders.   During Nonconfidential Discussions and Confidential Discussions, designated State staff respond to verbal questions that arise during each discussion.  

Handling of Written Communication

Prior to the Compliance and Final Phases, the Project staff will handle all correspondence with the bidders in a confidential manner.  The PCP will:

· Remove all identifying information concerning the bidder who submitted the correspondence before it is sent forward to the Project staff for consideration or for response.  

· During the development of the RFP, forward bidders’ comments regarding the RFP contents to appropriate Project staff, who will consider the comments.

· Forward bidders’ questions to appropriate Project staff for response.

· Track assignments and assign due dates for responses to bidders’ questions.

· Coordinate FTB executive level review and approval of each response with concurrence by DGS.    

Once the responses are approved for release, the PCP, the PCO or the designee will distribute the written questions and responses to all bidders without identifying the individual or firm that submitted the request or describing any information. 

During the Compliance and Final Phases, the identification of bidders is not removed from correspondence unless the PCO or designee determines that the correspondence should be responded to with nonconfidential correspondence to all bidders.  In this case, correspondence will be handled as in 1 above.  If the PCO or designee determines that the correspondence is confidential, the identifying information is not removed.  The PCO or designee coordinates and obtains the approval of the response to the correspondence and responds to the requestor directly without any publication of the question or the response to other bidders.

After release of the RFP, bidders may submit requests for clarification or information as described in RFP Section II.A.4 Questions Regarding the RFP.  If the request for clarification or information is confidential in nature, the bidder must explain why.  If the PCO or designee concurs with the bidder’s explanation, the request is responded to and both the request and the response are kept confidential.  If the PCO or designee does not agree that the bidder’s request is confidential, the PCO or designee notifies the bidder through the PCP that it does not agree with the bidder’s opinion regarding confidentiality.  The PCP returns the clarification request to the bidder, who may choose to resubmit the request as nonconfidential.    

Confidential Discussions may identify ambiguities in RFP language that should be clarified by the Project staff for all bidders.  A bidder’s telephonic request or correspondence requesting clarification of the RFP, information, or status may also identify the need to clarify information by the Project staff for all bidders.  The PCO or designee may publish such clarification notices through nonconfidential correspondence to all bidders.  In this case, the PCO or designee assigns a Project staff to take responsibility to prepare the correspondence.  The PCO or designee reviews and approves with concurrence by DGS the correspondence, and then the PCP delivers the approved correspondence to all bidders.  Such clarifications will not disclose to bidder’s information revealing content or strategy relating to any bidder’s proposal.  

3.2.2 Physical Segregation of Procurement 

It is the ECSP Project’s goal to protect the confidentiality of the procurement process to the fullest extent possible.  Accordingly, the Project seeks to minimize the number of individuals who have access to procurement process information.  

3.2.2.1 Secure Procurement Rooms

The PCP will determine the number of procurement rooms that are necessary to perform review, confidential discussion, and evaluation activities.  At minimum, there will be an Evaluation Room to store procurement materials and for Evaluators to review and evaluate proposals, and Confidential Discussion Rooms reserved for each Confidential Discussion.  The PST will restrict those rooms to allow access only to individuals performing assigned procurement activities (e.g., the Evaluators, the PCO or designee, and Evaluation Support Team staff.) Only the PCO or designee may authorize entry of other individuals as necessary throughout the procurement process.  The PCP will reserve and direct PST to secure the facilities necessary to conduct all Compliance Phase and Final Proposal Phase activities. 

The PST staff inventory and store all procurement materials in each procurement room during the Compliance Phase and Final Proposal Phase (e.g. proposals, team binders, research material, individual review binders, evaluation journals).  During working hours, the PST staff will lock each procurement room whenever it is unattended.  At the end of any workday, the assigned PST staff account for all inventoried items.

To facilitate confidentiality of any Confidential Discussions, the PCP will, to the extent possible, schedule only one bidder to be on site for each half-day Confidential Discussion.  Each bidder will be guaranteed at least two, half-day confidential discussion appointments with ECSP Project staff.

3.2.2.2 Executive Briefing Rooms

The PCO or designee provides procurement process status briefings periodically throughout the Compliance and Final Phases for the Project Sponsor, Project Manager, Project Executive staff, and individuals authorized by the PCO or designee.  These meetings may be weekly or more often as necessary as determined by the PCO or designee.  The PCO or designee may arrange for these briefings to occur within an Evaluation Room or within a closed office or conference room.  Attendance at these briefing sessions will be limited to the PCP, the Project Sponsor, Project Manager, the Project Steering Team, and the Evaluation Support Team, including FTB Legal staff specifically authorized by the PCO or designee.

3.2.3 Proposal Handling

This section describes the individuals or groups authorized to handle proposals purposes therefore.  The section also defines the process used to receive, account for and store any proposal in any of the designated procurement rooms.  

3.2.3.1 Individuals Authorized to Handle Proposals

The following individuals or groups are authorized to handle proposals for the following purposes:

	Individual or Group
	Purpose

	PCO
	May handle any proposals at any point during the procurement to ensure that evaluation processes are conducted legally and consistent with State procurement policy and may designee another staff to carry out the PCO’s responsibilities.

	PCP
	Receives all submitted proposals and controls storage and check-in and check-out processes 

	PST
	Back up PCP for storage and check-in and check out processes

	Project Sponsor and Project Manager
	May review Detailed Technical Proposals in preparation for Confidential Discussions during the Compliance Phase.  May review Final Proposal or excerpts from Final Proposals only if specifically authorized by the PCO or designee after delivery of the Evaluation and Selection Report to the Project Sponsor and the Project Manager.

	FTB Legal 
	May review Conceptual Proposal and Detailed Technical Proposal in preparation for Confidential Discussions contract change discussions.  Following the publication of the Notice of Intent to award, FTB Legal staff my handle proposals for the purpose of responding to Protests of Award.  Except as provided above, FTB Legal Counsel may only handle proposals at the direction of the PCO or designee.

	Evaluators and ETL
	Review Detailed Technical Proposals during the Compliance Phase and review Draft Proposals during the Final Phase.  Evaluate Final Proposals during the Final Phase

	Department of General Services
	May review proposals or excerpts from proposals referred to the Department by the PCO or designee for purposes of consultation regarding procurement issues.

	Public
	May examine or obtain copies of proposals after issuance of the Notice of Intent to Award subject to the provisions of the Public Records Act.


3.2.3.2 Receipt of Proposals

Upon submittal of any proposal, the PCP date and time stamps the shipping box containing the proposal.  The PCP logs in the receipt of the proposal using the Proposal Receipt Log (Exhibit 12) and validates that the shipping box is sealed and properly marked according to the instructions in the RFP.  The PCP then stores the unopened box in the procurement room.

The PCP assigns a Proposal Identification (ID) Number to each copy of the proposal, and to each additional copy made.  The PCP retains the master copy of the proposal in the procurement room and uses one copy to create a Copy Master. 

If a Detailed Technical Proposal or the Draft Proposal is received late, the PCO or designee sends a letter to the bidder informing it that the proposal was not submitted on time and that the late proposal will only be reviewed if time permits.

If the Final Proposal is received late, the PCO or designee returns a late Final Proposal to the bidder and then sends a letter informing the bidder that the proposal is rejected.

3.2.3.3 Proposal Check-in/Check-out

This section describes the proposal Check-in/Check-out procedures used to safeguard proposals and procurement materials.  Unless otherwise specified, these procedures cover both the Compliance Phase and the Final Proposal activities and apply to all versions of the proposal.

The following guidelines apply to the Check-in/Check-out process:

· Only the individuals or groups identified in Section 3.2.3.1 may sign out a proposal or procurement material for the purposes described in that section.

· Evaluators register his or her name and date on the Proposal Check-in/Check-out Log (Exhibit 2).

· Unless otherwise directed by the PCP, all Evaluators receive the same bidder’s proposal for procurement activities to be conducted in a single room.

· An Evaluator must have only one proposal signed out at a time.

· An Evaluator must not check in or out a proposal or procurement materials for another Evaluator.  

· PST staff are assigned to the Evaluation Room to prevent any unauthorized individual from entering the room.

· Evaluators may check-in their proposals and procurement materials or they may leave them in the Evaluation Room.

· Proposals and procurement materials must not be left unattended in a procurement room.  PST staff is responsible for procurement room keys.

· In general, procurement room(s) will be open on State work days from 6:00 a.m. to 5:00 p.m.  Evaluators may request an extension of hours to the PCP who may grant such extensions. 

· The PCO or designee can designate an Evaluator authority to open the Evaluation room and monitor evaluation activities on a weekend.  

3.3 Scheduling Procurement Activities

The RFP Key Action Dates provide a very high level description of the schedule for the procurement activities.  The PCP will schedule all internal procurement activities to occur in accordance with the Key Action Dates.  In scheduling activities, the PCP will satisfy the following goals to the extent feasible:  

· to accomplish procurement activities in accordance with the Key Action Dates,

· to provide each bidder at least one half-day Confidential Discussions with Evaluators, and 

· to provide the same bidder’s proposal to all Evaluators assigned to a particular procurement task.

3.4 Developing and Maintaining a Relevant and Accurate Record of the Procurement Process

The PCP shall make the final determination regarding the retention or disposition and access restrictions applicable to any records produced by Project staff as part of procurement activities described in this Handbook. The PCP directs the PST to deliver designated records to the procurement room and to appropriately dispose of materials not returned.  Electronic records may be submitted to the PCP via e-mail.  The PCP archives records in the Procurement room.  The PCP assigns a retention period to all records based on state record retention laws, and restricts access to confidential documents.

3.4.1 Record Handling Guidelines for Evaluators

Evaluators adhere to the following record keeping guidelines during the Compliance Phase and the Final Phase:

· Evaluators may take notes while performing procurement activities.  Notes taken during the Compliance Phase must be kept in the Evaluator’s Individual Review Binder.  Notes taken during the Final Phase must be recorded in the Evaluator’s Journal.  

· Evaluators sign the Proposal Check-in/Check-out Log.

· Evaluators retain a copy of forms delivered to the PCO or designee in the Team Binder (e.g., Proposal Clarification or Action Item Request).

· Evaluators may retain orientation materials throughout the Compliance Phase.  If Evaluators opt to retain these materials, they must be retained in the Individual Review Binder.

· During the evaluation of the Final Proposal, Evaluators can only use the RFP, approved reference materials, and notes made in the Journal.

· If Evaluators prepare Confidential Discussion meeting notes, these notes must be kept in their Individual Review Binder.

· During the Compliance Phase, the Evaluators’ Work Package must be kept in Evaluator’s Individual Review Binders.

· During the Compliance Phase, Evaluators may check-in their Detailed Technical Proposal with their Individual Review Binder or leave them in the Evaluation room.

· During the Final Phase, Evaluators may check-in the Draft Proposal together with their Individual Review Binder or leave them in the Evaluation Room, and the Final Proposal with their Journal or leave them in the Evaluation Room.

· Minutes will not be taken during any review meeting held during the Compliance Phase or the Final Phase.

· Minutes will not be taken during any Consensus meetings.

3.4.2 Correspondence Records Management

The PST will maintain the records of each written communication to and from the bidders.  

3.4.3 Records Management

The PCP will maintain the records of each Nonconfidential Discussion and each written communication to and from the bidders.  Copies of the Nonconfidential Discussion materials and each written communication to and from the bidders will be stored in the Procurement Library.

4.0 RFP Finalization Phase/Nonconfidential Discussion Phase

This phase covers the time period from the release of the Request for Interest to the release of the RFP.  During this timeframe, the ECSP Project staff prepare the RFP as well as the Evaluators’ Work Packages.  During RFP development, ECSP Project staff may conduct Nonconfidential Discussions and may solicit input from bidders regarding the advantages and disadvantages of information ECSP Project is considering including in the RFP.  This section discusses both the process utilized by ECSP to solicit bidders’ input.  This section will not discuss actual preparation of the RFP except to the extent that the draft RFP may be revised during this period based on input from bidders.  In addition, this section describes the preparation of the Evaluators’ Work Packages.  

4.1 Solicitation of QBP Comment

It is ECSP Project staff’s goal to develop an RFP that meets the State’s business needs while at the same time encourages competition.  To help meet this goal, ECSP solicits bidders’ input regarding advantages and disadvantages regarding information being considered by ECSP for inclusion in the RFP.  ECSP Project Staff may release excerpts from the RFP while it is being developed and requests questions and comments from bidders.  In addition, ECSP Project Staff may release a draft RFP to enable the bidders to prepare for procurement activities that begin after the RFP is released. 

Although ECSP Project staff invites bidder’s comments, staff does not guarantee that the comments will be incorporated into the RFP.  Instead, staff considers the comments and determines whether or not RFP development should be modified in light of those comments.   

To protect the fairness of the procurement, it is essential that comments from bidders remain anonymous.  The ECSP Project Staff that considers bidder’s comments must do so without knowledge of the source of the comments.  To ensure anonymity of the bidder’s comments, only the PCP and the PST team review comments submitted by bidders.  The PCP and the PST removes any identifying information accompanying each set of comments submitted by bidders.  The PCP then combines comments from all bidders and organizes them into subject matter groups to be considered by ECSP Project staff working on development of the RFP. 

4.2 Nonconfidential Discussions

Nonconfidential Discussions can be conducted at any time from the date of the release of the Request for Interest up through the due date for submission of the Final Proposals.  The purpose of the Nonconfidential Discussions is to communicate with the bidders as a group.  The Nonconfidential Discussions are the vehicle used by the ECSP Project staff to deliver information to the bidders about the procurement and specifically about the RFP where dialogue is possible.  Face-to-face meetings are arranged between the bidders and selected State participants.  As a general rule, the Nonconfidential Discussions are scheduled up to the release of the RFP.  However, if after the RFP release date, the need arises for further communication and dialogue with the bidders, the ECSP Project staff may notice and conduct further Nonconfidential Discussions.

4.2.1 Nonconfidential Discussion Process

Nonconfidential Discussions with bidders are an integral element of the ECSP Project’s procurement process.  These discussions focus on the procurement approach and share preliminary information from the RFP.  Nonconfidential Discussions usually take place in a meeting room located at FTB site.  The PCO or designee and the Project Manager determine when Nonconfidential Discussions should be held and the agendas for each meeting.  The PCO or designee and the Project Manager assign individual ECSP Project staff as presenters for each session.  The PCP is responsible to schedule any necessary preparation meetings and provides all tools and facilities necessary for such meetings. 

4.2.2 Nonconfidential Discussion Notification

The PCP sends the notification of the time and place with the agenda for the Nonconfidential Discussion to all bidders.  Meeting cancellations are sent to all bidders at the earliest possible time, with the goal being at least two business days prior to the affected meeting.

4.2.3 Nonconfidential Discussion Conduct

The bidders receive presentation materials at the conference, not in advance.  Minutes are neither provided nor recorded since bidders receive briefing material and have the opportunity to follow up in writing.

The PCO or designee conducts the conference proceedings.  The bidders may ask questions at the conference and designated ECSP Project staff will make a reasonable attempt to provide answers prior to the conclusion of the Nonconfidential Discussion.  However, oral answers are not considered definitive or binding on the Project.  If there is a conflict between the answers and the RFP, the RFP is the controlling authority.  All questions for which written responses are desired must be submitted in writing to the PCP.  Any question and answer sets will be reviewed and approved by ECSP management and PCO or designee with concurrence by DGS.  

4.2.4 Facility and Materials Preparation TC "4.2  Facility Preparation" \f C \l "2" 
Prior to Nonconfidential Discussions, PST staff reserve the meeting rooms and arrange for room set-up, PC, projector, flip charts, etc.  Each Nonconfidential Discussion has an Agenda and subject matter material.  The PST arranges for the duplication and distribution of agendas and prepared materials for each Nonconfidential Discussion.  

4.2.5 Development of Evaluators’ Work Package  TC "4.6  Process" \f C \l "2" 
This section describes the development of the Evaluators’ Work Package for use during the Compliance Phase and the Final Phase. The Evaluators’ Work Package is a collection of individual work products that are unique to the nonadministrative review and evaluation of proposals.  Similar packages, referred to as the Administrative Review Package and Administrative Evaluation Package, are used for the Administrative review and evaluation to determine compliance with administrative RFP requirements during Draft Proposal Review and Final Proposal Evaluation activities.  The Evaluators’ Work Package contains Evaluation Criteria, including factors and weights, Scoring Record Cover Memo*, and Forms used by Evaluators.

* Compliance Phase review and Draft Proposal review do not involve scoring.

The Evaluation Criteria are completed prior to RFP release and will not change after the RFP is released.  

4.2.6 Evaluation Criteria and Rating Guide Development TC "4.6.1  Evaluation Criteria and Rating Guide Development" \f C \l "3"  

During development of the RFP, the ECSP Project determines the evaluation areas, total number of points possible and the allocation of points to each evaluation area.   

ECSP Project staff decomposes each Evaluation Area into Evaluation Categories with the intent of further defining the approach to evaluating Final Proposals.  The Evaluation Categories are developed from the SOWs described in RFP Section VI.   The ECSP Project assigns points and weights to the Evaluation Categories.  The points sum to the total possible number of points for each Area.  RFP Section IX Evaluation contains a table with point allocations for each evaluation area and supporting categories.

ECSP Project staff then establishes scoring criteria for each category or subcategory to be scored. Scoring criteria is finalized and approved prior to publication of the RFP.  Once approved, the scoring criteria are maintained in a highly confidential status accessible only to the PCO or designee, PST, the Project Manager, and the Evaluators.   

Concurrent with Evaluation Criteria development, the ECSP Project develops a Rating Guide to be used in conjunction with the Evaluation Criteria.  The Rating Guide is contained in RFP Section IX Evaluation.  During the Final Proposal Evaluation, Evaluators assign a rating to each factor in order to score the Final Proposal.  The Rating Guide provides guidance to the Evaluators on how to determine the specific rating of each factor, based on the following scale:  5 = Exceptional, 4 = Very Good, 3 = Satisfactory, 2 = Marginal, 1 = Unsatisfactory, or 0 =Not Met.  The Rating Guide is used to assess: 

· The demonstrated level of understanding of the RFP Statements of Work,

· The demonstrated level of understanding of the implementation tasks coupled with the dependency between voice and data,

· The demonstrated level of understanding of how operational processes will lead to certification,

· The consistency of the response between relevant areas.

· The level to which the proposed solutions provide benefits and value to the State, 

· The demonstration of previous experience and past performance, and

· The overall assessment of risk presented by the proposal.

The Evaluation Criteria (i.e., Area, Category, Criterion, factor, and assigned Criterion points and weights), and the Rating Guide, along with the RFP, comprise the “yardstick” against which Final Proposals are evaluated.  To facilitate the rating and scoring of the Final Proposals, the ECSP Project staff developed a Rating and Scoring Spreadsheet for the Evaluators to record the factor ratings and notes concerning Final Proposal strengths and weaknesses.  The Rating and Scoring Spreadsheet performs the calculations necessary to convert individual factor ratings into Category scores.

4.2.7 Development of Other Evaluators’ Work Package Products TC "4.6.2  Development of Other Evaluation Work Package Products" \f C \l "3" 
In addition to the Evaluation Criteria and Rating Guide, ECSP Project staff develop a Scoring Record and the necessary forms needed to communicate with the PCO or designee.  These additional products may be refined during the Compliance Phase based on process improvements and the identification of additional reference material needs.  However, the Evaluation Criteria and assigned weights, Rating Guide, Rating and Scoring Spreadsheet will not change.

The Scoring Record provides an explanation of each score and is the official record.  The PCP uses the Scoring Record to produce the Evaluation and Selection Report.

5.0 Compliance Phase

The Compliance Phase is triggered by the release of the RFP.  This section of the Handbook describes the activities that occur following release of the RFP up through the day to submit Draft Proposals.   These activities include:

· Bidders’ Conference

· Receipt of Letters of Intent to Bid

· Evaluator Preparation

· Review of Detailed Technical Proposals

· Confidential Discussions 

· Submission of proposed contract language changes to DGS for approval (if applicable)

· Publication of addenda (if applicable)

The release of the RFP also triggers the time within which any bidder
 is entitled to file an Initial Protest.  Initial Protest Procedures are not discussed in this Handbook but are instead covered in the Department of General Services’ Purchasing Authority Manual. 

5.1 Bidders’ Conference

The Bidders’ Conference provides ECSP Project staff and the bidders an opportunity to discuss the information, requirements and all concerns regarding the RFP, prior to the submission of any proposal.  The bidders are not required to attend the Bidders’ Conference; however, their attendance is encouraged in order to have a discussion about the RFP administrative requirements and the submission of Detailed Technical Proposals, Draft Proposals, and Final Proposals, the status of the ECSP Project activities.  The Bidders’ Conference is a Nonconfidential Conference and is prepared and presented in the same manner as discussed in Section 4.0 above.  The Bidders’ Conference provides an opportunity to emphasize the need for thorough and complete responses from the bidders.

5.2 Receipt of Letter of Intent to Bid

If the bidder submits a Letter of Intent to Bid, it indicates that the bidder submitting the letter expects to file a Final Proposal.  Either the PCP, the PCO or designee will receive each Letter of Intent to Bid and create the official bidders list.  From this point forward in the Procurement, the PCP will ordinarily publish procurement correspondence and notices only to bidders.
 

5.3 Overview of the Compliance Phase

During the Compliance Phase, the State and the bidders communicate regarding the RFP requirements and the bidders’ Detailed Technical Proposals.  The PCO or designee facilitates each confidential discussion and acts to ensure that the discussions are conducted fairly.  The PCO or designee will stop any discussion that reveals information from one proposal to a competing bidder.  The PCO or designee will stop any discussion that communicates to a bidder a preference that is not described in the RFP.  The Project Sponsor and the Project Manager act as spokespersons for the State during confidential discussions.  The Project Sponsor and the Project Manger communicate FTB policy and current environment information.  The Project Sponsor and the Project Manager may call a caucus with Project staff during any confidential meeting to obtain recommendation on discussion topics.  

The communications with the bidders that occur during the Compliance Phase provide a structured method for discussing alternative solutions to the requirements and to obtain responses that are not only technically responsive to the requirements of the solicitation document and contain approved contract language, but are free of administrative and clerical errors.  Utilizing the Compliance Phase in the procurement provides an opportunity for each bidder to discuss with the Project Sponsor, the Project Manager, and other State attendees an early version of its response before it becomes unalterable and irrevocable.

The Project Executive staff, Evaluation Support Team, and consultants for the Project Sponsor and the Project Manager may attend some or all of these Confidential Discussions as observers.  FTB Legal staff may attend some of the Confidential Discussions to advise the PCO or to discuss proposed changes to the RFP that affect the content and compliance of Detailed Technical Proposals to administrative and technical requirements.

Bidders may request Confidential Discussions to discuss Detailed Technical Proposals.  Each bidder may provide a general concept of the proposal with enough detail to enable Evaluators to determine if the bidder is on the right track towards meeting the functional requirements; and if not, where the bidder must change the proposed concept.  Each bidder may present a Detailed Technical Proposal to be reviewed by Evaluators for feedback regarding whether the proposal is responsive to both the technical and administrative requirements of the RFP.  

The Evaluators will review the submitted proposals and prepare a Defect Identification Document identifying defects that, if contained in the Final Proposal, could cause it to be rejected.  The PCO or designee will transmit the Defect Identification Document to each bidder and if a Confidential Discussion has been requested, develop an agenda for the Confidential Discussion of the identified defects with each bidder.  At the Confidential Discussion, Evaluators will discuss defects with the bidder providing the bidder an opportunity to understand why the defects could make the proposal nonresponsive and for the bidder to offer alternatives that would be responsive.  

Bidders may submit in writing, proposed changes it intends to make to its proposal to remedy defects.  Evaluators will review submitted changes and determine if the change resolves the identified defect.  Evaluators will notify the PCO or designee if the Evaluators agree that the proposed change will remedy the identified defects.  In this case, the PCO or designee will memorialize the agreed change in a Discussion Memorandum. 

During the Compliance Phase, the PCO or designee will conduct periodic meetings with the Project Sponsor, the Project Manager, the Project Executive staff, and the Project Steering Team to report status of the procurement process and to consult with the Project Sponsor and the Project Executive staff  as appropriate regarding process changes and RFP changes. (Examples: Key Action Date changes, need for Nonconfidential Discussion or Nonconfidential correspondence, recommendations for addendum and recommendations for contract changes.

5.4 Assignment and Preparation of Evaluators

The PCO or designee and the Evaluation Team Lead will assign Evaluators to perform proposal review and evaluation activities.  The PCP will verify that all assigned Evaluators have met all ethics requirements set forth in Section 3.1.3 above.

5.4.1 Orientation for Evaluators

The Evaluation Orientation educates the attendees regarding procedures involved during the Compliance Phase and the Final Phase of the procurement.  Evaluators and PST must: 

· Attend and participate in Evaluation Orientation.

· Seek clarification on process and procedural topics as necessary to gain understanding of Evaluation activities.

· Attendees must keep the content of the sessions confidential.  Attendees must not discuss the content of any Orientation session with any individual that is not participating in Compliance and Final Phase activities.

Attendees may take personal notes during the Orientation session to use during the Detailed Technical Proposal and Draft Proposal reviews.  If the Evaluator wishes to retain the orientation notes, the Evaluator must place the notes in their Individual Review Binder.  If the Evaluator does not wish to retain the notes, the Evaluator must deliver the notes to the PST for disposal.

5.4.1.1 Orientation 

Orientation familiarizes Evaluators with the procurement documents that are relevant to review and evaluation.  Table 5-1 describes the planned topics and documents that are covered during Orientation

Table 5‑1 Orientation Materials and Topics

	Evaluation Session Materials
	Evaluation Session Topics

	· RFP

· Procurement Handbook
	· RFP content

· Procurement Handbook overview

· Communication guidelines

· Confidentiality and physical security of evaluation materials

· Overview of Compliance Phase process

· Overview of Final Phase process

· Confidential Discussion guidelines

· Record keeping and close out activities


The PCO or designee makes all facility arrangements for the Orientation.  The PCO or designee makes assignments for individuals to make Evaluation Orientation presentations.  The PCO or designee makes arrangements for any other representatives and attendees designated by the Project Sponsor and the Project Manager.  The PCP notifies all attendees of the date and time for Orientation.  The PCP records attendance at Orientation.  Any Evaluator that misses Orientation must make up that session.  The PCO or designee arranges make-up sessions.

5.5 Preparation for Compliance Phase Review  

To provide the most value to the bidders in Confidential Discussions, the PCO encourages each bidder to request a Confidential Discussion and to submit a Detailed Technical Proposal. To prepare for the Confidential Discussions, Evaluators will review the proposals submitted by the bidders as described in more detail below. 

5.5.1 Facilities Preparation and Maintenance for Compliance Phase Proposal Review

The PST staff prepare the Evaluation Room and ensure that the Evaluation Room contains the necessary tools and materials for the Evaluators.  Review activities may take place in a single Evaluation Room or the PCO may direct that some activities in a separate Evaluation Room.  The Evaluation Room guidelines are:

· Evaluators review only one proposal at a time.    

· Proposal reviews will only be conducted in the designated Evaluation Rooms.

· PST staff make copies of the proposal as necessary so that each Evaluator has all review materials necessary and available in the room.

· For each bidder, an Evaluator may keep an Individual Review Binder that contains review material such as personal notes, and his or her annotated Orientation material and Evaluators’ Work Package.

· For each bidder, the PST staff maintains a Compliance Phase Binder that contains the forms submitted to PCO for action.

· The PST make approved reference materials in electronic or hard copy format available in the Evaluation Room.  Additional approved reference material can be added to the Evaluation Room during the Compliance Phase at the discretion of the PCO.

· At least one clean, standalone PC/laptop, printer, and projector are set up in the Evaluation Room for use in viewing the RFP, the Handbook, proposals and reference materials.  This PC/laptop and printer may be used to complete and print notes and forms.

· PST staff provide all necessary office supplies to the Evaluation Room.

5.6 Compliance Phase Proposal Review

The bidders may submit a Detailed Technical Proposal.  Evaluators review all proposals submitted by bidders.  Evaluators conduct two types of review of the Detailed Technical Proposals: Administrative Review and Nonadministrative Review, and then meet and discuss to what extent the Detailed Technical Proposal appears to describe a solution that will meet RFP requirements.   Evaluators prepare a Proposal Review and Defect Identification Worksheet recording any defects, deviations, and proposal clarification items for the Detailed Technical Proposal.  If the Detailed Technical Proposal contains cost figures, the proposal will be returned to the bidder without further review.  

5.6.1 Administrative Review

Evaluators review each Detailed Technical Proposal using the same criterion, procedures, and process to identify potential defects that may cause the proposal to be rejected during the Administrative Review in the Final Phase.  Administrative Requirements are defined in the RFP Section II Rules Governing Competition, RFP Section V Administrative Requirements, and RFP Section VIII Proposal and Bid Format.  

5.6.1.1 Administrative Review Materials

The Evaluators may refer to the following materials during the Administrative Review:

· Bidder’s Detailed Technical Proposal

· RFP 

· Procurement Handbook

· Administrative Review Package, which consists of:

1. Proposal Administrative Review Checklist (Exhibit 3)

2. Proposal Review and Defect Identification Worksheet (Exhibit 4)

3. Proposal Clarification or Action Item Request (Exhibit 5)

· PCO-approved reference materials

· Orientation materials

· Individual Review Binder

5.6.1.2 Administrative Review Products

Evaluators produce the following materials for each proposal during the Administrative Review:

· Completed Proposal Administrative Review Checklists

· Completed Proposal Review and Defect Identification Worksheet

· Completed Proposal Clarification or Action Item Request, if applicable

5.6.1.3 Detailed Technical Proposal Administrative Review Steps

The following are the Detailed Technical Proposal Administrative Review Steps:

1. Check out the Detailed Technical Proposal and fill out the Proposal Check-in/Check-out Log (Exhibit 2).  Evaluators may only check out one Detailed Technical Proposal at a time. 

2. Conduct Administrative Review of Detailed Technical Proposal

· Evaluators conduct the Administrative Review in a secure room using the Administrative Review Checklist (Exhibit 3) and verify that the bidder provided the required response.  If a required response is not submitted, then the Evaluators mark the requirement as “No” on the Checklist.  If an optional response becomes mandatory based on the bidder’s proposed solution, and the required response is not submitted, the Evaluators mark the requirement as “No” on the Checklist. 

· If the Detailed Technical Proposal contains cost figures or the prohibited financial worksheets, the Evaluators immediately stop the review process, check in the Detailed Technical Proposal to the locked procurement room, and notify the PCO and the PCP.  The PCP returns the Detailed Technical Proposal to the bidder along with a Proposal Rejection Letter.

3. Complete Proposal Review and Defect Identification Worksheet 

Evaluators document all “No” items listed on the Administrative Review Checklist and any other items using the Proposal Review and Defect Identification Worksheet.

4. Identify Proposal Clarification or Action Item Needs

· Evaluators log all questions for clarification of the RFP on the Proposal Clarification or Action Item Request.

· The PCO determines if a clarification request is warranted and takes appropriate action.

5. Complete Administrative Review

The Evaluators check in the completed Administrative Review Package along with Detailed Technical Proposal.  The PCP places the Administrative Review Package in a sealed envelope and delivers it to PCO or designee. 

6. Administrative Review Closeout

PCO or designee reviews the Administrative Review Package.  Using the Proposal Administrative Review Checklist and Proposal Review and Defect Identification Worksheet, the PCO or designee prepares and delivers an e-mail and/or letter to the bidder listing the defects.

5.6.2 Nonadministrative Detailed Technical Proposal Review (Envelope One) 

5.6.2.1 Detailed Technical Proposal Review Materials

Evaluators may refer to the following materials during the proposal review:

· Bidders’ Detailed Technical Proposal

· RFP

· Procurement Handbook

· Rating Guide

· Rating Guide Descriptions

· Evaluators’ Work Package, which consists of:

1. Evaluation Criteria

2. Proposal Review and Defect Identification Worksheet (Exhibit 4)

3. Proposal Clarification or Action Item Request (Exhibit 5)

· PCO-approved reference materials

· Orientation materials

· Individual Review Binder

5.6.2.2 Detailed Technical Proposal Review Products

Evaluators do not rate Detailed Technical Proposals.  Instead, Evaluators identify defects in the Detailed Technical Proposal that require clarification.  During proposal review, Evaluators may produce any or all of the following documents:

· Personal notes made in the Individual Review Binder

· Completed Proposal Review and Defect Identification Worksheet

· Completed Proposal Clarification or Action Item Request, if applicable

5.6.2.3 Nonadministrative Review Process

The Evaluators’ Work Package is used during both the Compliance Phase Proposal Review and the Final Proposal Evaluation.  During the Compliance Phase, Evaluators will focus on the need for clarification—both with regard to the RFP and to the Detailed Technical Proposal.  If the Evaluators find that the RFP requires clarity, the Evaluators will request RFP clarification from the PCO.  If the Evaluators find that a bidder’s 

Detailed Technical Proposal lacks clarity, the Evaluator may suggest that portion of the proposal that lacks clarity be made an agenda topic for a Confidential Discussion with the bidder.   If the Evaluators find that additional information is necessary in order to understand the proposal, the Evaluator may request research, reference materials or subject matter orientation. 

PST staff prepare the Evaluation Room(s) to retain all proposals submitted and store all review materials.  The PST makes certain that the Evaluation Room(s) contain all necessary tools and materials for the Evaluators.

The PCP determines the schedule of review activities that occur in the Evaluation Room and which set of proposals are to be distributed to the Evaluators.  The Evaluators review the proposal in the Evaluation Room and conducts meetings as necessary.

Each Evaluator maintains an Individual Review Binder for each bidder and places all personal review notes into that binder.  To begin his or her review, the Evaluator checks out the assigned proposal and his or her Individual Review Binder.  The Evaluator reviews the proposal and discusses the content with other Evaluators.  Evaluators may leave the proposal and their Review Binder in the Evaluation Room. The PST staff makes sure that the Evaluation Room is secured at any time it is unattended.  

Evaluators review the proposal to identify defects and ambiguities of the proposal and identify agenda topics for Confidential Discussions.  Evaluators record defects and ambiguities on the Proposal Review and Defect Identification Worksheet.  The Evaluators conduct periodic meetings to identify agenda topics and submit the topics to the PCO.  The Evaluators retain a copy of Proposal Review and Defect Identification Worksheet in the Team Binder and deliver the original to the PCO.  Evaluators may also discover items that may require an RFP clarification.  In this case, Evaluators submit a Proposal Clarification or Action Item Request form to request action to clarify the RFP and retain a copy of the form in the Team Binder.

The PCO receives the Proposal Review and Defect Identification Worksheet and delivers the list of defects to the bidder by e-mail and/or letter.  The PCO develops the Confidential Discussion Agenda (Exhibit 10), if it has been requested.  

5.6.3 Compliance Phase Proposal Review Closeout

When the Evaluators complete review of one bidder’s Detailed Technical Proposal, the PST staff prepare for the next bidder’s proposal review.  Before the next bidder’s proposal is released to the Evaluators, the Evaluators and the PST perform the following clean up activities:

· Evaluators must verify that only unmarked materials (e.g., RFP, Handbook, Orientation materials, and reference materials) remain in the Evaluation Room. 

· Evaluators must check in their Individual Review Binders, Evaluators’ Work Package, Team Binder, and copy of the bidder’s proposal. 

· A designee verifies that only appropriate reference material is present on the PC/laptop and notifies the PCO if inappropriate files are discovered.  The PCO will dispose of any inappropriate files located on the PC/laptop. 

5.7 Confidential Discussions

This subsection of the Handbook describes the Confidential Discussion processes. Confidential Discussions are conducted over the period of time from the RFP release until the Final Proposal due date.   Confidential Discussions with bidders are an integral element of the RFP procurement approach.  Confidential Discussions focus on the contents of the RFP and the preparation of the bidders’ Final Proposals.  The ECSP Project plans to have at least one half-day Confidential Discussions for each bidder, but more may be scheduled to the extent that time and resources allow.

Face-to-face meetings are arranged between bidders and Evaluators.  The Project Sponsor, the Project Manager, the Project Executive staff, Evaluation Support Team, and FTB legal staff may attend Confidential Discussions.  Evaluators and other attendees observe strict rules of conduct to maintain the confidentiality of the discussions in order to maintain the integrity of the procurement process.  Confidential Discussions may take place in meeting rooms located at the FTB site or may take place offsite as directed by the PCO

Confidential Discussions are intended to increase the likelihood that bidders will submit Final Proposals that meet RFP requirements.  Confidential Discussions serve to:

· Enable each bidder to understand the RFP requirements before attempting to refine its Final Proposal; 

· Provide the opportunity for bidders to inquire about the status of the ECSP Project activities;

· Enable the Evaluators to understand what each bidder may propose before those proposals are finalized;

· Allow the Evaluators an opportunity to discuss defects and ambiguities and inconsistencies in the technical drafts submitted by each bidder and to explain how particular elements of the proposal fails to satisfy RFP requirements; and

· Allow each bidder the opportunity to modify its proposal prior to final submission to correct defects, ambiguities and inconsistencies. 

5.7.1 Initiating Confidential Discussion Process TC "5.1.1.3.1  Overview of the Confidential Discussion Process" \f C \l "5" 
Confidential Discussions are optional.  However, bidders are encouraged to take advantage of the opportunity provided by such discussions.  A bidder may request a Confidential Discussion by telephone or email or by submitting a Request for Confidential Discussion together with a Detailed Technical Proposal on or before the date described in the RFP Section I.F Key Action Dates.

5.7.2 Responsibilities of the PCP and PCO during the Compliance Phase

The PCP is responsible for the Compliance Phase activities.  The PCP oversees the PST staff to ensure that security is established and maintained throughout the process. The PCP or PCO considers all PST and Evaluator requests as well as bidder correspondence. The PCO consults as necessary with the Project Sponsor, the Project Manager, the Project Executive staff, the Project Steering Team, and other ECSP Project staff to determine appropriate actions.  The PCO facilitates meetings or briefings with the Project Sponsor, the Project Manager, the Project Executive staff, and the Project Steering Team. The PCP keeps a log of bidders’ questions and action items submitted, action taken, assignments made, and resolution.  The PCP develops and transmits recommendations to issue an addendum to the Project Manager. The PCO facilitates all Confidential Discussions.  The PCO transmits the list of defects to the bidders.  The PCO or designee determines the schedule, the agenda, and the attendees for each Confidential Discussions and facilitates the meeting.   In the event that a bidder proposes in writing changes to a previously submitted Detailed Technical Proposal, the PCO or designee determines whether the proposed changes resolve the identified defect.  Following the conclusion of the final Confidential Discussion in the Compliance Phase for each bidder, the PCO or designee memorializes the discussions in the Discussion Memorandum.

5.7.3 Scheduling Confidential Discussions

The PCP will schedule Confidential Discussions with each bidder.  In order for the PCP to determine how to schedule the Confidential Discussions, bidders will be asked to submit Confidential Discussion Request form given to them at the Bidders’ Conference or to request Confidential Discussions by telephone, email or correspondence addressed to the PCO on or before the date set forth in the RFP Section I.F Key Action Dates.  The PCO or designee will then schedule Confidential Discussion with each bidder using the following guidelines to the extent possible:

· Each bidder will be guaranteed a minimum of one half-day confidential discussions 

· The order in which bidders are provided scheduled appointments will be determined in order of receipt of the request

· Only one bidder will be invited on site for each half-day confidential discussion

If the entire agenda cannot be covered during the Confidential Discussion, items may be carried over to a later scheduled Confidential Discussion and/or conducted through confidential correspondence.  

5.7.4 Establishing the Confidential Discussion Agenda

The PCP sets the Confidential Discussion Agenda by reviewing input from the Evaluators including the Proposal Review and Defect Identification Worksheet.  The PCP reviews the Proposal Review and Defect Identification Worksheet and develops the Confidential Discussion Agenda.  The PCO or the PCP arrange a meeting date and time and send an email and/or a letter providing the agenda for the meeting.  The PCP or PCO invites the Evaluators and appropriate State participants for each Confidential Discussion. 

5.7.5 Preparation for Confidential Discussions

Prior to each Confidential Discussion with each bidder, the PCO, the PCP, and Evaluation Team will brief the Project Sponsor and the Project Manager in the Evaluation room regarding the proposal and the agenda items.  The Project Sponsor and the Project Manager will review the proposal, which is the subject of the Confidential Discussion as necessary to become familiar with proposal and to educate themselves regarding the agenda items.  In preparation for the Confidential Discussions, the Project Sponsor and the Project Manager may meet with the Project Executive staff in consultation concerning issues and to develop State responses to bidder’s questions.

5.7.6 Disposition of Action Items 

During Confidential Discussions, the bidders and the Project Sponsor, the Project Manager, PCO, and Evaluators may depart from the agenda to discuss other questions.  The PST staff record action items and the response in the Confidential Discussion Meeting Record (Exhibit 11) to questions posed on the Confidential Discussion agenda.  The “Response” column on the form is intended to provide a high-level disposition of a question posed by the bidder during Confidential Discussion.  For example, the State’s response could be to refer the bidder to a particular section of the RFP.  Where a bidder’s question reveals an ambiguity in the RFP, the “response” would be to assign an action item to the State.  Specific Action items are recorded in the Action Item portion of the form.  Following the Confidential Discussion, the PCO determines disposition of action items.  Disposition may be any of the following:

· Assign a bidder’s question to an Evaluator or Evaluation Support Team member for appropriate research;

· Schedule a Nonconfidential Discussion with all bidders; 

· Schedule a Confidential Discussion with the requesting bidder; 

· Prepare a confidential clarification letter to the requesting bidder;

· Prepare a sanitized nonconfidential clarification letter to all bidders; or

· Initiate the RFP addenda process.

5.7.7 Conduct of Participants in the Confidential Discussions

Each Confidential Discussion will have an Agenda. The PST will send meeting notices to bidders, Evaluators, and other attendees.  The PST will duplicate agendas and provide them to all Confidential Discussion attendees.   

PST staff will reserve the Confidential Discussion meeting room and a caucus room for the bidders and arrange for room set-up, PC, projector, and other meeting tools.  Before each Confidential Discussion, the PST verifies that the meeting and caucus room contain no Project or bidder information.  At the end of each Confidential Discussion, PST staff will remove and dispose all materials brought to the meeting room. 

Confidential Discussion participants must take extreme care not to communicate information relevant to one bidder’s proposal to a competing bidder.  Discussions shall be confined to the RFP the attending bidder’s proposal(s) and the Defect Identification Memorandum.  Evaluators and other State participants shall answer questions to the extent possible without revealing scoring criteria.  PST staff will observe discussions and monitor participants to ensure they are abiding by these guidelines.  Evaluators and may take notes in the binders.  The Project Sponsor and the Project Manager act as primary spokesperson and they or the PCO may designate one or more other spokespersons for particular subject matter areas.  Either State participants or members of the bidder’s team may interrupt the meeting to caucus.  Evaluators and State participants should not accompany bidders on breaks or to lunch.

Following the Confidential Discussion meeting, the Evaluators and other State participants meet to debrief.  They review the action items for completeness and the PCO or designee makes action item assignments.  It is important to remember that the purpose of Confidential Discussions is the rigorous and thorough exchange of ideas regarding the RFP and the bidder’s proposed solution.  Spontaneous and candid discussion is expected to take place and is encouraged.  The Project Sponsor and the Project Manager need not adhere to an established script and may discuss with the bidder any State position known to them.  If the State position is not known, the Project Sponsor and the Project Manager will call a caucus to consult wit the appropriate executive level managers or may defer answering the question until the Project Sponsor and the Project Manager have had an opportunity to consult with the appropriate managers.

Participants are reminded to avoid editorial comments, those that express a preference not traceable to the RFP, and comments comparing another bidders’ proposed solution to the one being discussed.

5.7.8 Preparation of Discussion Memorandum

Following any Confidential Discussion meeting, a bidder may submit proposed changes to the Detailed Technical Proposal that was the subject of the Confidential Discussion to reach an agreement with ECSP Project regarding correction of an identified defect.  The Evaluation Team shall review the proposed change(s) and determine if the proposed change(s) does resolve the defect and notify the PCO of their determination.  After the final Confidential Discussion with any bidder, the PCO will prepare the Discussion Memorandum for that bidder.  It shall include a description of all remediation agreements and shall attach copies of the agenda(s) and action items relevant to the Confidential Discussions.  The PCO or designee will deliver the Discussion Memorandum to the bidder on or before the last date to issue Discussion Memorandum as described in RFP Section I.F Key Action Dates.  If a bidder discovers any discrepancy, omission or other error in the memorandum, the bidder may notify the State of the error in writing and request a clarification or correction.  Upon receipt of such a request, the PCO will make the clarification or correction as appropriate and deliver the revised Discussion Memorandum to the bidder. 

5.8 ECSP Consideration for Approval of Proposed Changes to Contract Terms and Conditions
This RFP requires that contract terms and conditions be fixed prior to bid submission; it allows no subsequent alteration or negotiation.  A bid, which materially deviates from the form of such a prescribed contract, is nonresponsive and must be rejected.

To accommodate differences in pricing policies and marketing strategies of the competing bidders, the ECSP Project will consider bidder’s request to modify contractual terms and conditions during the Compliance Phase.  The submission, review, negotiation, and approval of the bidder's proposed contractual language may be held concurrently with the submission and discussion of the Detailed Technical Proposal(s) during the Compliance Phase.  If the PCO determines that a change in contractual terms and conditions is in the best interest of the State, the PCO may submit the proposed change to the Department of General Services for review and comment.  The PCO, FTB Legal staff and/or the Project Sponsor and the Project Manager may meet with Department of General Services as necessary to discuss proposed changes.  Moreover, in order that all potential bidders will be treated equally, all such modified contract language is to be made available to all bidders.  

5.8.1 FTB Legal Review and Recommendation of Proposed Changes to Terms and Conditions 

Bidders that wish to submit proposed changes to the terms and conditions should do so by the due date in the Key Action Dates.  Requests submitted after this date will be considered only at the discretion of the PCO   Upon receipt of a proposed contract change, the PCO, PCP, or designee will deliver the proposed change to FTB Legal.  Legal staff who will review the change and if necessary, discuss the proposed change with Evaluators and/or the Project Sponsor and the Project Manager.  The Legal staff may attend Confidential Discussions to discuss the proposed change with the bidder.  Legal staff may discuss the proposed change with the bidder independent of Confidential Discussions.  Legal staff will then develop a recommendation for acceptance or rejection of the change and deliver the recommendation to the PCO.   

5.8.2 PCO Transmittal of Recommendation to the Department of General Services 

The PCO will consider the recommendation made by FTB Legal staff.  If the recommendation is to accept the change, the PCO, in consultation with the Project Sponsor and the Project Manager determine whether or not the recommendation is in the best interest of the State.  Issues to be considered for this determination include but not limited to:

· Whether the recommended change enhances or diminishes competition

· Whether the recommended change will delay the procurement to the State’s detriment

If the PCO determines that the recommended change is in the best interest of the State, the PCO will transmit the recommended change to the Department of General Services for review and concurrence together with a memorandum stating the reasons for that.  

5.9 RFP Addenda Process

During the Compliance Phase, the PCP will aggregate requests for clarification and RFP changes (including contract changes).  The PCP may consult with the PCO and the Project Manager regarding these requests.  The PCP will convene a meeting with the Project Manager to act on the clarification and change requests.  The Project Team may determine that it is necessary to issue an addendum to the RFP.  This section describes the guidelines for preparing RFP addenda.  An addendum is a modification to the RFP to correct any ambiguity, conflict, discrepancy, omission, or error in the RFP.  The RFP may be modified at any time prior to the Last Day to Submit Final Proposals listed in the RFP Section I.F Key Action Dates.  A bidder’s request for clarification, an Initial Protest, Compliance Phase proposal review, or Confidential Discussions may reveal that the RFP contains a defect or ambiguity that can only be resolved by modifying the RFP with an addendum.  In this case, the PCP recommends addendum content to the Project Team.  The Project Team determines whether or not an addendum is issued and determines the final content of the addendum. The following steps outline the process for responding to RFP clarification requests that result in an addendum.

Generally, addenda are issued to all participating bidders (those who filed a timely “Letter of Intent to Bid” and who have not filed a notice of withdrawal of participation by the time the addendum is issued).  However, if the PCO determines that a recommended addendum may have an impact on those bidders that are no longer participating, the PCO will also recommend that the RFP addendum be sent to all bidders that received the RFP.  The Project Team will make the final determination regarding the publication of an addendum and to whom notice will be given. 

The process is described below.

1. Bidder or an Evaluator sends a written request for an RFP clarification to the PCO.

2. The PCO may consult with the Project Sponsor or Project Manager, and will convene a meeting of the Project Team to discuss whether the request warrants any of the following actions.  Possible actions are:

· Issue an RFP addendum,

· Issue a nonconfidential written RFP clarification,

· Conduct a Confidential Discussion, or 

· Issue a confidential written clarification.

3. The Project Team in consultation with the Project Sponsor and the Project Executive staff determines an addendum to the RFP is required, the Project Team assigns a staff person to prepare the RFP modification request for submittal to the Project Team.

4. PCP produces a change log for the Project Team indicating the requested changes and actions taken thereon. 

5. The Project Team reviews the RFP Addendum and recommends approval to the Project Manager.  

6. The Project Manager authorizes the release of the RFP Addendum with concurrency by DGS.

7. The Project Team assigns an Addendum number (addendum are numbered consecutively).  The PCO issues the RFP Addendum and the PCP distributes the addendum to all bidders, with copies to Project staff and DGS. 

6.0 Final Phase

The Final Phase encompasses two activities: Draft Proposal Review and Final Proposal Evaluation.  During the Final Phase, the Evaluators will communicate only with the Evaluation Team Lead, PCP and the PCO.  The Project Sponsor and the Project Manager will not communicate with any of the Evaluation Team members regarding evaluation activities.  The PCO will provide the Project Sponsor and the Project Manager with status reports (the extent to which the process is or is not on schedule) regarding the evaluation process periodically.  The PCO will not report any information regarding proposal content and will report no details regarding consensus voting.  The PCO may report regarding any action she has taken to facilitate timely completion of a fair procurement process.  (Examples:  removal of an Evaluation Team member, extension of work hours)

The sections below describe the procedures for each of these activities.

6.1 Draft Proposal Review 

Each bidder is encouraged to submit a Draft Proposal for review in order that they may obtain assistance in submitting a fully responsive Final Proposal.  Evaluators review the Draft Proposal and provide comments to the bidder regarding any faulty administrative aspect of the proposal, which, if not corrected, could cause the Final Proposal to be rejected for ministerial reasons.  The Draft Proposal must correspond to all RFP instructions and format requirements, with XXXs replacing cost figures.  The inclusion of cost information in the Draft Proposal is a basis for returning the proposal and notifying the bidder that the review has been suspended.  The review of the Draft Proposal will check for compliance with administrative requirements and the submission of all response sections.  The Draft Proposal Review is cursory and is intended to minimize the risk that the Final Proposal will be deemed defective.  However, bidders are informed in the RFP that ECSP Project will not provide any warranty that it has identified all defects or that it has notified the bidder of all defects.

6.1.1 Review Process

The Evaluators review each Draft Proposal using the same criterion, procedures, and process and determine the pass/fail status of the Administrative Review Criterion.  Administrative Requirements are defined in the RFP Section II Rules Governing Competition, RFP Section V Administrative Requirements, and RFP Section VIII Proposal and Bid Format.  Evaluators review response sections for completeness.

6.1.1.1 Review Materials

The Evaluators may refer to the following materials during the review:

· Bidders’ Draft Proposal

· RFP 

· Procurement Handbook

· Rating Guide

· Rating Guide Descriptions

· Review Package, which consists of:

1. Evaluation Criteria

2. Proposal Administrative Review Checklist (Exhibit 3)

3. Proposal Review and Defect Identification Worksheet (Exhibit 4)

4. Proposal Clarification or Action Item Request (Exhibit 5)

· PCO-approved reference materials

· Orientation materials

· Individual Review Binder

6.1.1.2 Review Products

The Evaluators produce the following materials during the review:

· Personal notes made in the Individual Review Binder

· Completed Proposal Administrative Review Checklists

· Completed Proposal Review and Defect Identification Worksheet

· Completed Proposal Clarification or Action Item Request, if applicable

6.1.1.3 Draft Proposal Review Steps

Following are the Draft Proposal Review Steps:

1. Check out the Draft Proposal and fill out the Proposal Check-in/Check-out Log (Exhibit 2).  Evaluators may only check out one Draft Proposal at a time. 

2. Conduct review of Draft Proposal

· Evaluators conduct the review in the Evaluation Room using the Proposal Administrative Review Checklist (Exhibit 3) and verify that the bidder provided the required response.  If a required response is not submitted, then the Evaluators mark the requirement as “No” on the Checklist.  If an optional response becomes mandatory based on the bidder’s proposed solution, and the required response is not submitted, the Evaluators mark the requirement as “No” on the Checklist. 

· Evaluators conduct a completeness review of bidder’s technical Response, e.g., Proposal Statement of Work or Deliverables.  Evaluators note the item as a defect on the checklist.

· If the Draft Proposal contains cost figures or the prohibited financial worksheets, the Evaluators immediately stop the review process, return the Draft Proposal to the locked procurement room, and notify the PCO and the PCP.  The PCP returns the Draft Proposal along with a suspension letter to the bidder.

3. Identify Proposal Clarification or Action Item Needs

· Evaluators log all questions for clarification of the RFP on the Proposal Clarification or Action Item Request. 

· The PCO determines if a clarification request is warranted and takes appropriate action.  

4. Complete Proposal Review and Defect Identification Worksheet 

Evaluators document all “No” items listed on the Administrative Review Checklist, proposal defects, proposal clarification questions, and any other items on the Proposal Review and Defect Identification Worksheet.  

5. Complete Draft Review

The Evaluators return the completed Proposal Administrative Review Checklist and Proposal Review and Defect Identification Worksheet in a sealed envelope and delivers it to the PCO or designee.  

4. Draft Review Communication with the Bidder

PCO or designee reviews the Review Package.  Using the Proposal Administrative Review Checklist and Proposal Review and Defect Identification Worksheet, the PCO or designee prepares a letter to the bidder informing the bidder of the review findings and sends it to DGS for concurrence.  After receiving DGS’ concurrence, the PCO or designee will send the letter to the bidder with the review findings.  Alternatively, the PCO may invite any bidder to attend a Confidential Discussion to discuss the Defect Identification Worksheet findings.  The PCO may conduct this Confidential Discussion solely with PCP assistance, or may invite members of the Evaluation Team to attend.

6.2 Evaluation and Scoring Process Overview

Bidders will submit the Final Proposals in two (2) sealed envelopes.  Envelope One is the Proposal Volumes I, II, and IV, and Envelope Two is the Proposal Volume III.  Final proposals will be reviewed for compliance with the RFP requirements. The Evaluation Team will then score each compliant proposal according to the best value methodology defined in the California Public Contract Code § 12100.7.  The Evaluators evaluate and score each Final Proposal in two steps.  The Evaluation Team will first score Envelope One, the Administrative and Technical response, which is the non-cost component.  Scores for the first component will be made public prior to opening the cost component, Envelope Two. After cost opening, the Evaluation Team will score Envelope Two and combine the cost score with the score for the non-cost component, Envelope 1, to arrive at the best value score.  

When scoring of Envelope One is complete, the PCP will publish the final total evaluated score for each responsive Proposal Volume I of the Final Proposal at the time, date and location specified in the RFP Section I.F Key Action Dates.  The PCP opens Proposal Volume III and publishes the total cost of contract listed in the bidder’s cost summary page.  The Evaluation Team completes the evaluation and scores the Proposal Volume III response.  The Evaluation Team determines whether or not the benchmark/demonstration conducted by each bidder meets the RFP requirements.  The final score of Proposal Volumes I and III are added to become the Final Proposal score.  The PCO approves the Evaluation and Selection Report and submits it to the Project Sponsor and the Project Manager for ratification.  The Project Sponsor and the Project Manager ratify the PCO’s approval of the Evaluation and Selection Report and determine whether or not the procurement should proceed to award.  In the event that the Project Sponsor and the Project Manager determine that the contract should be awarded, they direct the PCO to notify all bidders of the selection by issuance of the Notice of Intent to Award Contract to the highest scoring bidder.  

6.3 Final Proposal Receipt

Final Proposals are due no later than the time, date, and place specified in Key Action Dates in RFP Section I.F.  Upon receipt of a Final Proposal, the PCO or PCP immediately dates and time stamps the Final Proposal, provides a receipt for the bidder, and logs in the receipt of the Final Proposal indicating the number of copies received.  The PCP verifies that the Proposal Volumes are properly sealed, one copy is marked “Master,” and Proposal Volume III-Financial Response was delivered under separate cover.  The PCP stores the sealed Final Proposal in the procurement room until the designated time for opening.  The PCP certifies under penalty of perjury that all Volumes of the Final Proposals have been maintained sealed and under lock and key until the time Volume III - Financial Responses are opened.

If the Final Proposal is stamped with a time after the time the Final Proposals are due because of delays in processing the Final Proposals received, such as a backlog in time stamping the Final Proposals or mechanical difficulties with the timestamp machine, the PCP certifies on the proposal receipt that the Final Proposal was received on time.

Final Proposals received after the deadline are not accepted nor evaluated.  The late Final Proposals remain sealed and are stored in the procurement room until they are returned to the bidder.  The PCO sends a late Final Proposal notification letter informing the bidder that the Final Proposal was received late and that it will not be evaluated.  

After the Final Proposal due date, Evaluators may only check out Volumes I, II, and IV of those proposals received on time.  The PST retains Proposal Volume III in the Evaluation Room until the public opening.  

6.4 Preparation for Evaluation

Prior to the start of the Final Proposal Evaluation, the PCO and the PST remove from the Evaluation Room all documents received from the bidder during the Compliance Phase.  The PCO will archive all Discussion Memoranda to a secure location with access restricted to the PCO or designee.  The PCO will review Discussion Memoranda as necessary to ensure consistency of the Draft Proposal and/or Final Proposal with agreements memorialized in the Discussion Memoranda.

PST staff supply the Evaluation Room with all the necessary tools and materials.  PST inventories PCO-approved reference material and checks computer drives to ensure that Compliance Phase notes are deleted.  

6.5 Final Proposal Evaluation

The Evaluation of Envelope One is comprised of the Administrative Evaluation and the Nonadministrative Evaluation.  After the evaluation of Proposal Volumes I, II, and IV are completed, the Proposal Volume III is evaluated.

6.5.1 Administrative Evaluation of Envelope One 

The Administrative Evaluation consists of the Administrative Response category and independent totaling of the evaluation scores.   Each Final Proposal is evaluated using the same criterion, procedures, and process.  The Administrative Evaluation of the Final Proposals determines a pass/fail score for each of the Administrative Requirements of the RFP.  Details on the Administrative Requirements are provided in the RFP Section II Rules Governing Competition, RFP Section V Administrative Requirements, and RFP Section VIII Proposal and Bid Format.  

6.5.1.1 Administrative Evaluation Materials

The Evaluators may refer to the following materials during the Administrative Evaluation:

· Bidders’ Final Proposals

· RFP

· Procurement Handbook

· Journal

· Administrative Evaluation Package, which consists of:

1. Final Proposal Administrative Evaluation Checklist (Exhibit 6) 

2. Final Proposal Administrative Evaluation and Defect Identification Worksheet (Exhibit 7)

3. Proposal Clarification or Action Item Request (Exhibit 5)

· PCO-approved reference materials

6.5.1.2 Administrative Evaluation Products

Evaluators produce the following materials during the Administrative Evaluation:

· Personal notes made in the Journal

· Completed Final Proposal Administrative Evaluation Checklist

· Completed Final Proposal Administrative Evaluation and Defect Identification Worksheet

· Completed Proposal Clarification or Action Item Request, if applicable

6.5.1.3 Final Proposal Administrative Evaluation Steps

1. Check out Final Proposal and fill out Proposal Check-in/Check-out Log (Exhibit 2).

· Evaluators must check out only one Final Proposal at a time. 

· Evaluators must store all Final Proposals and materials in the Evaluation Room.

2. Conduct Administrative Evaluation of Final Proposal

· Evaluators conduct the Administrative Evaluation in the secure room and, using the Administrative Evaluation Checklist (Exhibit 6), verify that the bidder provided the required response.  If a required response is not submitted, then the Evaluator marks the requirement as “Fail” on the Checklist.  If an optional response becomes mandatory based on the bidder’s proposed solution, and the required response is not submitted, the Evaluators mark the requirement as “Fail” on the Checklist.

· The Evaluator puts each “Fail” item through a materiality test (part of the Final Proposal Administrative Evaluation Checklist) to determine whether or not the item is a material deviation.  If it is a material deviation, the Evaluator puts “Yes” in the Material Defect/Deviation column.

· If the Final Proposal contains cost figures in Proposal Volumes I, II or IV, Evaluators immediately stop the evaluation activities, return the Final Proposal to the secure procurement room, and notifies the PCO and the PCP.  The PCP returns the Final Proposal along with a Final Proposal Rejection Letter to the bidder.

3. Complete Final Proposal Administrative Evaluation and Defect Identification Worksheet

Evaluators document all “Fail” items and material defects/deviations listed on the Final Proposal Administrative Evaluation Checklist on the Final Proposal Administrative Evaluation and Defect Identification Worksheet.   

4. Identify Proposal Clarification or Action Item Needs

· Evaluators log all questions for clarification on the Proposal Clarification or Action Item Request.

· The PCO determines if a clarification request to the bidder is warranted and takes appropriate action.  

5. Complete Administrative Evaluation

The Evaluators deliver the completed Administrative Evaluation Products to PCO in a sealed envelope. 

6. Administrative Evaluation Closeout

The PCO or designee reviews the Administrative Evaluation Products, makes a final determination on all items deemed to be a material defect/deviation, and notifies the Evaluators of the results.

6.5.2 Nonadministrative Evaluation of Envelope One 

The Evaluators will score Final Proposals by applying evaluation criteria that considers the level of risk in the Final Proposal.  The Evaluators will rate and score the quality of the response, the consistency and the reasonableness of the proposal, and previous experience and past performance.  Previous experience and past performance will be measured based on the evaluation criteria and scored accordingly to the evaluation methodology stated in the RFP.  

6.5.2.1 Final Proposal Evaluation Materials

During evaluation, Evaluators may use the following materials:

· Bidders’ Final Proposals 

· Journal

· RFP

· Procurement Handbook

· Rating Guide

· Rating Guide Descriptions

· Rating and Scoring Spreadsheet

· Scoring Record

· Evaluators’ Work Package, which consists of:

1. Evaluation Criteria

2. Scoring Record Cover Memo (Exhibit 9)

3. Proposal Clarification or Action Item Request (Exhibit 5)

4. Final Proposal Nonadministrative Evaluation and Discrepancy Identification Worksheet (Exhibit 8)

· PCO-approved reference materials

6.5.2.2 Final Proposal Evaluation Products

During evaluation, Evaluators produce the following materials:

· Completed Rating and Scoring Spreadsheet

· Completed Notes supporting evaluation scores 

· Completed Scoring Record and signed Scoring Record Cover Memo

· Completed Final Proposal Nonadministrative Evaluation and Discrepancy Worksheet 

· Journal containing notes and signed Journal Affidavit

· Completed Proposal Clarification or Action Item Request, if applicable

6.5.2.3 Nonadministrative Final Proposal Evaluation Steps

Evaluators will use the following steps for Evaluation:

1. Check out Final Proposal materials using the Proposal Check-in/Check-out Log (Exhibit 2).  Each Evaluator receives one proposal, one Journal, and one Evaluators’ Work Package.  The Evaluators complete one proposal before starting the next proposal.

The Evaluators’ Work Package and the approved reference materials provide all the information that the Evaluator needs in order to conduct a fair and impartial evaluation.  The Evaluators’ Work Package contains:

	Evaluation Criteria
	As each Area and Category defined in the RFP, provides the criterion, number of points assigned to criterion, factor, and weights.  Factors aid in understanding factor meaning, are not a checklist of required attributes of the bidder’s response, and do not need to be all inclusive.

	Forms
	Scoring Record Cover Memo:  Signed by all Evaluators indicating participation in evaluation activities.

Proposal Clarification or Action Item Request:  Used by Evaluators to request that the PCO obtain clarification on a bidder’s proposal, to request research, or to request the use of additional reference material.

Final Proposal Nonadministrative Evaluation and Discrepancy Worksheet:  Used by Evaluators to track the evaluation process and to document any discrepancies.


2. Read the proposal and prepare for the Consensus meeting.

· Using the Evaluation Criteria, the RFP, and approved reference materials, Evaluators individually examine each proposal (or the assigned portions of each proposal) in detail to measure it against the evaluation factors.  Factors aid Evaluators in identifying proposal strengths and weaknesses.  Evaluators may note these strengths and weaknesses in their Journal to use as a preparation for the Consensus meeting.  Evaluators do not use the Rating Guide to rate the factors at this time.  

· Evaluators notify the PCO when their review is complete.

3. Attend and participate in Consensus meetings, reach consensus, vote if necessary, and rate factors.

· Ensure the two-thirds quorum attendance requirement is met before starting the Consensus meeting.

· All rating and scoring is done only during Consensus meetings.  (Evaluators will not do any preliminary rating or scoring.) 

· Evaluators’ Consensus meeting notes are optional. 

· PCO or designee can be a silent observer and drop-in at anytime during the Consensus meetings. 

· Evaluators rate each Final Proposal on its own merit.  

· Evaluators must be fair and consistent. 

· Evaluators may submit Final Proposal Clarification Requests to the PCO as necessary to clarify inconsistencies, obtain the location of an expected response, request research, or to request the use of additional reference material.

· Evaluators discuss each factor, review the perceived strengths and weaknesses of the factor and refer as necessary to the RFP and approved reference materials for guidance.  During the discussion, Evaluators use the Rating Guide to determine the specific rating of each factor.  Not every element of the Rating Guide must be applied to each factor, since some elements may not apply.  For example, the element relating to Past Performance may not apply because the bidder is not required to demonstrate past performance in that factor.  Evaluators may also use their judgment when applying factors.  Factors are not intended to be all-inclusive, but only to serve as guidance in determining what the factor means. 

· Evaluators determine a single final rating of each factor either by agreement or by voting.  When the PCO or designee determines that agreement cannot be reached on a given factor, the PCO or designee will call for a vote.  To vote, each Evaluator determines their individual rating. 

· Once all factors have been rated for a particular criterion, a designated Evaluator enters the factor ratings on the Rating and Scoring Spreadsheet and a category score is calculated.  The Evaluators may record brief notes concerning the strengths and weaknesses of that particular factor in order to prepare for completing the Scoring Record.  

· An Excel spreadsheet will be used for the evaluation scoring.  All Factor scores will be calculated and stored using Excel’s normal precision.  The scores for each Category will be rounded using the Excel “Round” function to 1 place to the right of the decimal (i.e. tenths).  Area scores are the sum of the Category scores and therefore, will also be to the nearest tenth.  Factor ratings determined through Consensus meetings are reported as integer values as determined by the Rating Guide.  Factor ratings determined through voting are rounded to one decimal place.  For example, if a three person team’s factor scores are 3, 3, and 4, then the factor rating would be 10/3 or 3.3.  The rounded result is entered into the Excel spreadsheet. 

· Criterion scores are calculated to one decimal place and reported as integers.  If the decimal value of the score is point five (x.5) or greater the score is rounded to the next higher integer.  If the decimal value of the score is less than point five (x.5) the score is truncated to the integer value.  Criterion scores are summed to obtain Category scores.


4. Write Scoring Explanation Statement.

Evaluators write an explanation for each Factor, Category and Area score using the notes to complete the Scoring Record.  Reported scores are substantiated by specific proposal strengths, deficiencies, weaknesses, and risks.  

5. Complete Final Proposal Nonadministrative Evaluation and Discrepancy Worksheet

6. Sign Scoring Record Cover Memo and Submit Scoring Record 

Evaluators sign the Scoring Record Cover Memo and certify that this score was the result of the Evaluation process for this Category. The designated Evaluator submits one hard copy and one electronic copy on diskette of the completed Final Proposal Nonadministrative Evaluation and Discrepancy Worksheet, Rating and Scoring Spreadsheet, Scoring Record, and Scoring Record Cover Memo (hard copy only) to the PCO or designee in a sealed envelope.  

7. Sign Journal Affidavit and Return Materials to Procurement Room

Upon completion of scoring process, the Evaluators sign a Journal Affidavit testifying that the Journal and notes made in proposal copies are the complete record of any personal notes taken by the Evaluators during the Evaluation of the Final Proposal.  Evaluators then return all Final Proposals and remaining evaluation materials to the Procurement Room.  

6.5.3 Consensus Meeting TC "7.1.1.6  Consensus Meeting" \f C \l "4" 
One of the means of ensuring evaluation integrity is the use of Consensus meetings to determine factor ratings.  Consensus meetings provide an environment that leads to well-considered decisions, promotes fairness, and mitigates bias. 

The Evaluators conduct an evaluation using the Evaluators’ Work Package.  Following completion of the individual evaluations, the Evaluators meet to discuss the strengths and weaknesses of each Final Proposal and achieve consensus
 in the rating.  In those cases when the Evaluators or the PCO determine that agreement cannot be reached, individual ratings obtained during the consensus discussion will be averaged to determine the final consensus rating.  Once a final rating is determined, the Evaluators document the evaluation outcome, including the score and an explanation of the Final Proposal strengths and weaknesses that led to the score.  

6.5.4 Escalation Process TC "7.1.1.7  Escalation Process" \f C \l "4" 
Evaluators seek to resolve procedural questions first from either the PCP or a PST representative, and then from the PCO.  Any Evaluators may raise procedural issues, such as nonconformance to procedures, directly to the PCO.  During evaluation of the Final Proposal, Evaluators may also request clarification of the bidder’s responses from the PCO.  The PCO is the final authority for the resolution of procedural issues or questions and for clarification of bidders’ Final Proposals.  

6.5.5 Cost Opening of Envelope Two and Publication of Proposal Scores TC "4.1.1.4  Final Proposal Cost Opening of Volume 2 and Publication of Proposal Scores" \f C \l "4" 
After final scoring of all Envelope One in the Final Proposals has been completed and documented, the PCP publishes the final total evaluated score for each bidder that submitted a responsive Envelope One.  The time, date, and location of the public posting of the Envelope One score are specified in the RFP Section I.F Key Action Dates.  In the event this date changes, the PCP sends a notice to the participating bidders of the revised date, time, and location for the opening of Proposal Volume III in the Final Proposals.  The PCP opens Proposal Volume III in random order, using the master copy, and reads and publishes the total contract price listed on the Grand Total Summary.  The PCP also e-mails the Envelope One scores to all participating bidders.

6.5.6 Volume III Cost Data Evaluation TC "7.1.1.5  Volume Two-Cost Data Evaluation" \f C \l "4" 
Evaluation and scoring of the cost data in Proposal Volume III is done only after all Final Proposal evaluations of Volumes I, II and IV are completed and the cost data has been posted.  The Evaluators review Volume III for consistency and accuracy.  The financial evaluation is an automated mathematical computation and points are assigned by a formula.  The Evaluators forward the completed evaluation materials to the PCO in a sealed envelope.  

As in Envelope One evaluations, the Evaluators establish a Consensus meeting schedule.  The Evaluators maintain a Team Binder for each Final Proposal containing Final Proposal Clarification forms submitted to the PCO.  PST staff prepare a Journal for each Evaluator for each Proposal and provide support for check-in and check-out of material, securing the room, and other services as defined in the roles and responsibilities.  

The initial step in the evaluation of Volume III is an administrative evaluation by the Evaluators to assure the administrative RFP requirements have been met and to determine the mathematical accuracy of the information provided in the cost worksheets.  All of the criterions require mathematical calculations to be performed.  The spreadsheet will automatically calculate each bidder’s score and the highest value wins.  

The Evaluators also conduct a pass/fail administrative evaluation of the benchmark/demonstration conducted by each bidder in meeting the RFP requirements.  

The Evaluators sign the Scoring Record Cover Memo and deliver the signed Cover Memo, Rating and Scoring Spreadsheet, Scoring Record, and the Final Proposal Nonadministrative Evaluation and Discrepancy Worksheet to the PCO in a sealed envelope.  When Volume III scoring of every Final Proposal is complete, the PCO  combines the Envelope Two score with the Envelope One score to arrive at the Total Score for each Final Proposal.  Total Scores for each Final Proposal are recorded in the Evaluation and Selection Report.

6.6 Final Proposal Evaluation Closeout

When the Evaluators complete an evaluation of a Final Proposal, the PST staff prepare for the next Final Proposal Evaluation by the Evaluators.  Before the next Final Proposal is released to the Evaluators, the following clean up activities must be completed:

· Evaluators must check in all Journals, their copy of the bidder’s proposal, Evaluators’ Work Package, and Team Binder.

· The Evaluators conduct an inventory of all work products and reference materials and determine which products and materials should be retained for review of the next Final Proposal. 

· The Evaluators or designee examine the files on the PC/laptop and remove all proposal-specific scoring and rating materials and verify that only the appropriate reference material is present.  The Evaluators notify the PCO if inappropriate files are discovered.

· PST staff verify that closeout activities have been completed prior to checking out the next proposal to the Evaluators.

At the end of the Final Proposal Evaluation process, the PCO makes a final determination regarding retention of all Final Proposal Evaluation records.  

6.7 Evaluation and Selection Report

The PCO and Evaluators prepare and sign the Evaluation and Selection Report summarizing the scoring results of the Final Proposals and the selection of the bidder with the highest total score.  The PCO reviews the report to determine whether it correctly summarizes the scoring results and approves the document.  The PCO delivers the report to the Project Sponsor and the Project Manager for ratification.  The Project Sponsor and the Project Manager review the Evaluation and Selection Report.  If the Project Sponsor and the Project Manager determine that the report is incomplete, unclear or does not adequately support the result of the scoring, they may return the report to the PCO for rework.  However, they may not request any alteration of the score.  When the Project Sponsor and the Project Manager are satisfied that the report clearly supports the result of the scoring, the Project Sponsor and the Project Manager ratify the report with concurrence by DGS and determine if the procurement should proceed to award.  In this event, the Project Sponsor and the Project Manager direct the PCO to issue the Notice of Intent to Award to the highest scoring bidder after receiving concurrence by DGS.  If the Project Sponsor and the Project Manager determine that the procurement should not proceed to award, they return it to the PCO with instructions to terminate the procurement after receiving concurrence by DGS.

6.8 Protest

Bidders may protest the selection per the provisions of Welfare and Institutions Code section 10083.  Such protest will not prevent the award of the contract.  Accordingly, the procurement may proceed and the contract may be executed despite the filing of a Protest by any bidder.

6.9 Bidder Post-Selection Debriefing TC "5.6.3  QBP Post-Selection Debriefing" \f C \l "3" 
After the PCP issues the Notice of Intent to Award, bidders may send a request to the PCP for a Debriefing to discuss the evaluation of its proposal.  The Debriefing is not a forum to challenge solicitation requirements.  Upon receipt of a Debriefing request, the PCP identifies the appropriate participants to attend the Debriefing.  The Debriefing meeting generates no action items and participants record no minutes.

Exhibit 1 Conflict of Interest and Confidentiality Certification

Conflict of Interest Certification

I certify that I have no financial interest as defined in the training materials previously provided to me by the Franchise Tax Board, or its designee, that is incompatible with my involvement in the ECSP Project (Project).  Specifically, I certify that I have no financial interest in any of the business entities listed below.  I certify that I have not been employed by any of the business entities listed below during the last 12 months.  I certify that neither my spouse nor my dependent child(ren) have a financial interest and no present employment, which would be incompatible with my participation in the Project.  I further certify that I have not, within the past 12 months and I am not currently discussing employment opportunities with any business entity listed below.  

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Confidentiality Certification

I certify that I will hold in the strictest confidence and will not copy, give or otherwise disclose to any other party, who has not signed a copy of this confidentiality agreement, information concerning the processes, procedures, correspondence, working papers or any other information, in any form whatsoever, which is made available to me as part of my duties with the Project.  I fully understand that any disclosure of the above noted information may be a basis for civil or criminal penalties and/or disciplinary action, including dismissal or termination.

I understand that if I leave Government service or the Project before it ends, I must continue to always keep confidential all Project information, which was made available to me as part of my duties with the Project.  I agree to follow any instructions provided by the Franchise Tax Board – Procurement and Asset Management, relating to the confidentiality of the Project information.

	Signature
	Date

	Name
	Agency/Department/Business Entity 

	Title/Position
	E-Mail Address

	Telephone 
	Fax Number

	Instructions

	· Return Original Signed Certification to PCP

	· Keep Copy for Self (and Contract/Consultant’s Employer) if desired


Rev 4 14 05

Exhibit 2 Proposal Check-in/Check-out Log

PROPOSAL CHECK-IN/CHECK-OUT LOG


By my check-in signature on this form, I certify that I am returning all materials that I have previously checked out.

	Proposal    ID #


	Proposal Vol.

 #(s)


	Date

Checked Out 
	Evaluator’s Name 

(Please print)
	Evaluator’s Signature

Check-out
	Date Checked In
	Evaluator’s

Signature

Check-in

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Exhibit 3 Proposal Administrative Review Checklist (Example)

PROPOSAL ADMINISTRATIVE REVIEW CHECKLIST

	BIDDER:
	
	DATE:  
	

	REVIEWER:
	
	
	


 FORMCHECKBOX 
  Detailed Technical Proposal 

 FORMCHECKBOX 
  Draft Proposal

	Mandatory
	Optional
	
	VOLUME I 
	PROPOSAL ATTACH. #
	Yes
	No
	N/A

	X
	
	1
	Received on time/date
	
	
	
	

	X
	
	2
	Boxes properly sealed and marked 
	
	
	
	

	X
	
	3
	Included one proposal labeled “Master Copy”
	
	
	
	

	X
	
	4
	Included required number of hard copies and CD-ROM of Volumes I, II and IV
	
	
	
	

	X
	
	5
	* Volumes I, II, and IV do not contain cost figures
	
	
	
	

	X
	
	6
	Cover Letter Signed by the Authorized Individual
	
	
	
	

	X
	
	7
	Included affirmation that the bidder’s firm or bidder’s team is in compliance with federal/state tax laws, the contents of the Final Proposal are accurate and correct, and a statement substantiating that the person who signed the letter is authorized to bind the bidder's firm or bidder’s team to the Final Proposal
	
	
	
	

	X
	
	8
	Included bidder’s name, address, telephone number, etc.
	
	
	
	

	X
	
	9
	Included Table of Contents
	
	
	
	

	X
	
	10
	Included Executive Summary
	
	
	
	

	X
	
	11
	Division 1 - Administrative Response
	
	
	
	

	X
	
	12
	Included agents, suppliers, and subcontractors narrative, if applicable
	
	
	
	

	X
	
	13
	Included Productive Use Requirements, if applicable 
	1A
	
	
	

	X
	
	14
	Included Payee Data Record
	1B
	
	
	

	X
	
	16
	Included Certification Regarding Lobbying and Disclosure of Lobbying Activities – Standard Form LLL
	1C
	
	
	

	X
	
	17
	Included RFP Requirement Checklist
	1D
	
	
	

	X
	
	18
	Included Certification of Use Tax Collection Registration
	1E
	
	
	

	
	X
	19
	Included Proposed Contract Terms & Conditions Annotations
	
	
	
	

	X
	
	20
	Technical Response
	
	
	
	

	
	
	21
	Included Implementation Statements of Work Overview
	
	
	
	

	
	
	22
	Included Implementation General Approach
	
	
	
	

	
	
	23
	Included Implementation Schedule 
	
	
	
	

	
	
	24
	Included Integration Statements of Work Overview
	
	
	
	

	
	
	25
	Included Integration General 
	
	
	
	

	
	
	26
	Included Business Process Transition Planning
	
	
	
	

	
	
	27
	Included Testing Statements of Work Overview
	
	
	
	

	
	
	28
	Included Testing General Approach
	
	
	
	

	
	
	29
	Included Resolution of Testing Problems
	
	
	
	

	
	
	30
	Included Turnover Statements of Work Overview
	
	
	
	

	
	
	31
	Included Turnover General Approach
	
	
	
	

	
	
	32
	Included Operations Statements of Work Overview
	
	
	
	

	
	
	33
	Included Operations Management General Approach
	
	
	
	

	
	
	34
	Included Quality Assurance
	
	
	
	

	
	
	35
	Included Past Performance Verification form(s) and Customer Reference Past Performance Rating form(s)
	1F
	
	
	

	
	
	36
	Included Resumes of Key Personnel 
	1H
	
	
	

	X
	
	50
	Volume II – Completed Service Agreement 
	
	
	
	

	X
	
	51
	Signed Standard Agreement Form 213
	2A
	
	
	

	X
	
	52
	Completed Service Agreement 
	2B
	
	
	

	
	X
	53
	Provided Pre-Existing Intellectual Property List, if applicable
	2C
	
	
	

	X 
	
	54
	Division IV – Literature, if applicable
	
	
	
	


	Mandatory
	Optional
	
	VOLUME III
	PROPOSAL ATTACH. #
	Yes
	No
	N/A

	X
	
	1
	Received on time/date
	
	
	
	

	X
	
	2
	Boxes properly sealed and marked 
	
	
	
	

	X
	
	3
	Included one proposal labeled “Master Copy”
	
	
	
	

	X
	
	4
	Included required number of hard copies and 1 CD-ROM of Volume III
	
	
	
	

	X
	
	5
	*Volumes I, II and IV do not contain cost figures
	
	
	
	

	X
	
	6
	Included Cost Sheets
	2A
	
	
	

	X
	
	7
	Included Total Cost of Contract
	2B
	
	
	

	X
	
	8
	Included Disabled Veteran Business Enterprise Participation Program Requirements
	2C
	
	
	

	
	X
	9
	Included Enterprise Zone Act (EZA) Preference Request
	2D
	
	
	

	
	X
	10
	Included Target Area Contract Preferences Act (TACPA) Request
	2E
	
	
	

	
	X
	11
	Included Local Agency Military Base Recovery Area (LAMBRA) Preference Request
	2F
	
	
	

	
	X
	12
	Included Manufacturer’s Summary of Contract Activities and Labor Hours
	2G
	
	
	

	
	X
	13
	Included Bidder’s Summary of Contract Activities and Labor Hours
	2H
	
	
	

	
	X
	14
	Included Certified Small Business Preference Form
	2I
	
	
	


_______  *Proposal included cost figures.  Review was stopped.  Return proposal to bidder. 

Exhibit 4 Proposal Review and Defect Identification Worksheet

PROPOSAL REVIEW AND DEFECT IDENTIFICATION WORKSHEET

BIDDER:​​​​​______________________________________________________________


REVIEWER/TEAM: _____________________________
DATE:  _________________

 FORMCHECKBOX 
  
Detailed Technical Proposal




 FORMCHECKBOX 
  Draft Proposal

	PROPOSAL REVIEW SUMMARY

	1. Completed proposal review 
	( Yes
        ( No

	2. Completed Administrative Review Checklist, if applicable 
	( Yes
        ( No

	3. Completed Proposal Clarification or Action Item Request, if applicable
	( Yes
        ( No


SUMMARY OF DEVIATIONS/DEFECTS/QUESTIONS

	ITEM #
	REVIEWER/TEAM
	DATE 
	PAGE & PARAGRAPH #
	DEVIATIONS/DEFECTS/QUESTIONS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Exhibit 5 Proposal Clarification or Action Item Request

	Team Request #
	     
	
	Date of Request
	     


Proposal Clarification or Action Item Request

 FORMCHECKBOX 
  
Detailed Technical Proposal



 FORMCHECKBOX 
  Draft Proposal

 FORMCHECKBOX 
  
Final Proposal

Please select your Action Item Topic:

	 FORMCHECKBOX 

	Administrative
	 FORMCHECKBOX 

	Technical
	 FORMCHECKBOX 

	Financial

	
	
	
	
	
	

	Date Resolution Needed
	     
	

	

	Please indicate the nature of the request:

	 FORMCHECKBOX 

	Proposal Clarification
	Proposal ID
	
	 FORMCHECKBOX 

	Additional Reference Material

	 FORMCHECKBOX 

	Research
	
	 FORMCHECKBOX 

	Other
	

	
	
	
	
	

	Request

	

	Rationale for Request

	

	Team Lead or Designee Concurrence Signature
	


Exhibit 6 Final Proposal Administrative Evaluation Checklist (Example)

FINAL PROPOSAL ADMINISTRATIVE EVALUATION CHECKLIST

	BIDDER:
	____________________________
	DATE:______________

	EVALUATOR:
	____________________________
	


	Mandatory
	Optional
	
	VOLUME I
	PROPOSAL ATTACH. #
	Pass
	Fail
	Material Deviation or Defect

	X
	
	1
	Received on time/date
	
	
	
	

	X
	
	2
	Boxes properly sealed and marked 
	
	
	
	

	X
	
	3
	Included one proposal labeled “Master Copy”
	
	
	
	

	X
	
	4
	Included required number of hard copies and CD-ROM of Volumes I, II, and IV
	
	
	
	

	X
	
	5
	* Volumes I, II and IV do not contain cost figures
	
	
	
	

	X
	
	6
	Cover Letter Signed by the Authorized Individual
	
	
	
	

	
	
	7
	Included affirmation that the bidder’s firm or bidder’s team is in compliance with federal/state tax laws, the contents of the Final Proposal are accurate and correct, and a statement substantiating that the person who signed the letter is authorized to bind the bidder's firm or bidder’s team to the Final Proposal
	
	
	
	

	X
	
	8
	Included bidder’s name, address, telephone number, etc.
	
	
	
	

	X
	
	9
	Included Table of Contents
	
	
	
	

	X
	
	10
	Included Executive Summary
	
	
	
	

	X
	
	11
	Division 1 - Administrative Response
	
	
	
	

	X
	
	12
	Included agents, suppliers, and subcontractors narrative, if applicable
	
	
	
	

	X
	
	13
	Included Productive Use Requirements, if applicable 
	1A
	
	
	

	X
	
	14
	Included Payee Data Record
	1B
	
	
	

	X
	
	15
	Included Certification Regarding Lobbying and Disclosure of Lobbying Activities – Standard Form LLL
	1C
	
	
	

	X
	
	16
	Included RFP Requirement Checklist
	1D
	
	
	

	X
	
	17
	Included Certification of Use Tax Collection Registration
	1E
	
	
	

	X
	
	18
	Technical Response
	
	
	
	

	
	
	19
	Included Past Performance Verification form(s) and Customer Reference Past Performance Rating form(s)
	1F
	
	
	

	X
	
	20
	Included Resumes of Key Personnel
	1H
	
	
	

	X
	
	21
	Volume II – Completed Service Agreement
	
	
	
	

	X
	
	22
	Signed Standard Agreement Form 213
	2A
	
	
	

	X
	
	23
	Completed Service Agreement
	2B
	
	
	

	X
	
	24
	Provided Pre-Existing Intellectual Property List, if applicable
	2C
	
	
	

	X
	
	25
	Included Volume IV – Literature, if applicable
	
	
	
	


	Mandatory
	Optional
	
	VOLUME III
	PROPOSAL ATTACH. #
	Pass
	Fail
	Material Deviation or Defect
	Math Correct
	Math Error

	X
	
	1
	Received on time/date
	
	
	
	
	
	

	X
	
	2
	Boxes properly sealed and marked 
	
	
	
	
	
	

	X
	
	3
	Included one Final Proposal labeled “Master Copy”
	
	
	
	
	
	

	X
	
	4
	Included required number of hard copies and CD-ROM of Volume III
	
	
	
	
	
	

	X
	
	5
	Included Cost Sheets
	2A
	
	
	
	
	

	X
	
	6
	Included Total Cost of Contract
	2B
	
	
	
	
	

	X
	
	7
	Completed Disabled Veteran Business Enterprise Participation Program Requirements
	2C
	
	
	
	
	

	
	X
	8
	Completed Enterprise Zone Act (EZA) Preference Request
	2D
	
	
	
	
	

	
	X
	9
	Completed Target Area Contract Preferences Act (TACPA) Request
	2E
	
	
	
	
	

	
	X
	10
	Completed Local Agency Military Base Recovery Area (LAMBRA) Preference Request
	2F
	
	
	
	
	

	
	X
	11
	Completed Manufacturer’s Summary of Contract Activities and Labor Hours
	2G
	
	
	
	
	

	
	X
	12
	Completed Bidder’s Summary of Contract Activities and Labor Hours
	2H
	
	
	
	
	

	
	X
	13
	Completed Certified Small Business Preference Form
	2I
	
	
	
	
	


_______
*Final Proposal, Envelope 1 - Administrative and Technical, included cost data or financial worksheets.  Evaluation process stopped.

See Materiality Test (next page)

MATERIALITY TEST

Perform materiality test for each “Fail” item in the Administrative Evaluation Checklist.

Volume Item:










	The RFP define the use of:
	should or may = Desirable Requirement

	
	shall, must, will  = Mandatory Requirement


A. For each item listed in the Final Proposal Administrative Evaluation Checklist, ask if the item is Desirable or Mandatory (defined above).  If it is Desirable, stop; the deviation is immaterial.  If it is Mandatory, proceed with the following analysis:  

	1.  Is the response not in substantial accord with the solicitation requirement?  

	2.  Does the response provide the bidder an advantage over other bidders?  

	3.  Does the response have a potential significant effect on the delivery of the items quoted?  

	4.  Does the response have a potentially significant effect on the quantity of the items quoted?

	5.  Does the response have a potentially significant effect on the quality of the items quoted? 

	6.  Does the response have a potentially significant effect on the amount paid to the bidder?  

	7.  Does the response have a potentially significant effect on the cost to ECSP Project?  


B. “NO” answers mean the deviation is NOT material for that particular question.  If all seven questions are answered “NO” then there is no material deviation/defect.  Mark “NO” on the Final Proposal Administrative Evaluation Checklist. 

C. All “YES” answers require an explanation describing how the item is potentially affected.  

D. If the item is determined mandatory and any of these items above apply, the deviation must be deemed material (reference Section 2 of the RFP), and the proposal is rejected.  Material deviations cannot be waived. 

E. Mark “YES” on the Final Proposal Administrative Evaluation Checklist in the column labeled Material Defect/Deviation.

 Exhibit 7 Final Proposal Administrative Evaluation and Defect Identification Worksheet 

FINAL PROPOSAL 

ADMINISTRATIVE EVALUATION AND DEFECT IDENTIFICATION WORKSHEET

BIDDER:______________________________________________________________


EVALUATOR/TEAM:  ___________________________
DATE:  _________________

	FINAL PROPOSAL ADMINISTRATIVE REVIEW SUMMARY

	Volume I and II
	

	1. Completed Volume I and II – Evaluation 
	( Yes
( No

	2. Completed Administrative Evaluation Checklist - Volume I and II
	( Yes
( No

	3. Completed Proposal Clarification or Action Item Request, if applicable 
	( Yes
( No

	4. Final Proposal ready for nonadministrative review
	( Yes
( No

	Volume III
	

	5. Completed Volume III – Math Verification of Worksheets
	( Yes
( No

	6. Completed Volume III – Preference Program Percentage Computation
	( Yes
( No

	7. Completed Administrative Evaluation Checklist  - Volume III
	( Yes
( No

	8. Completed Proposal Clarification or Action Item Request, if applicable 
	( Yes
( No

	9. Completed final administrative evaluation 
	( Yes
( No


SUMMARY OF DEVIATIONS/DEFECTS

	ITEM #
	EVALUATOR/TEAM
	DATE 
	PAGE & PARAGRAPH #
	DEVIATIONS/DEFECTS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Exhibit 8 Final Proposal Nonadministrative Evaluation and Discrepancy Worksheet

FINAL PROPOSALNONADMINISTRATIVE EVALUATION AND DISCREPENCY WORKSHEET

BIDDER:____________________________________________________________


EVALUATOR/TEAM:  ________________________   DATE:  _________________

	FINAL PROPOSAL NONADMINISTRATIVE REVIEW SUMMARY

	Volume I and II
	

	1. Completed Volume I and II - Evaluation 
	( Yes
( No

	2. Completed Proposal Clarification or Action Item Request, if applicable
	( Yes
( No

	3. Completed Rating and Scoring Spreadsheet & Notes
	( Yes
( No

	4. Completed Scoring Record
	( Yes
( No

	5. Completed and Signed Scoring Record Cover Memo
	( Yes
( No

	Volume III
	

	1. Completed Volume III – Evaluation
	( Yes
( No

	2. Completed Proposal Clarification or Action Item Request, if applicable
	( Yes
( No

	3. Completed Rating and Scoring Spreadsheet & Notes
	( Yes
( No

	4. Completed Scoring Record
	( Yes
( No

	5. Completed and Signed Scoring Record Cover Memo
	( Yes
( No


SUMMARY OF DISCREPANCIES

	ITEM #
	EVALUATOR/TEAM
	DATE 
	PAGE & PARAGRAPH #
	DISCREPANCIES

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Exhibit 9 Scoring Record Cover Memo

Scoring Record Cover Memo

	To:
	Richard Yokoi, Procurement and Contracting Officer

	From: 
	 FORMDROPDOWN 


	Date:
	


Proposal Identifier:
____________________________________________

The attached Scoring Record is the result of the Evaluation of the above named category.  By signature below, each Evaluator certifies that this score was the result of the Evaluation process for this category. 

	
	Please Print Name
	Signature and Date

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	

	11
	
	

	12
	
	

	13
	
	

	14
	
	

	15
	
	


Exhibit 10 Confidential Discussion Agenda

Exhibit 10 Confidential Discussion Agenda

CONFIDENTIAL DISCUSSION AGENDA

PROCUREMENT
BIDDER: ________________________________________________

DISCUSSION DATE: _______________________________________

TIME: ___________________________________________________

PLACE: __________________________________________________

DISCUSSION RULE:

All information relating to the bidder’s proposal will be confidential.  The bidder may bring any persons essential to the resolution of the expressed questions.  Either party may add items to the agenda so long as they are pertinent to the requirements of the RFP and the bidder’s response thereto.  The bidder and ECSP responses to the discussion items in this agenda will not take precedence over the Final Proposal and the RFP requirements. 

Either party has the right to require a caucus that excludes the members of the other party.  The ECSP Project has the right to reopen discussions at a later time to discuss the questions or to seek additional clarifications.

DISCUSSION ITEMS BEGIN ON THE NEXT PAGE

CONFIDENTIAL DISCUSSION AGENDA 

PROCUREMENT
BIDDER:  ____________________________________________

DATE:____________________________________________

	ITEM NO.
	REFERENCE

(e.g., Proposal, Page & Paragraph #)
	AGENDA TOPIC/QUESTION/DEFECT 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Exhibit 11Confidential Discussion Meeting Record

CONFIDENTIAL DISCUSSION MEETING RECORD

PROCUREMENT
BIDDER:  ____________________________________________

DATE:____________________________________________

	ITEM NO.
	REFERENCE

(e.g., Proposal, Page & Paragraph #)
	AGENDA TOPIC/QUESTION/DEFECT 
	RESPONSE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	ACTION

ITEM #
	ACTION ITEMS
	ASSIGNEE
	DATE COMPLETED
	STATUS

[Open/Closed]

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Exhibit 12 Proposal Receipt Log

PROPOSAL RECEIPT LOG

 FORMCHECKBOX 
  
Detailed Technical Proposal


 FORMCHECKBOX 
  Draft Proposal

 FORMCHECKBOX 
  
Final Proposal

	DATE
	TIME
	BIDDER
	TOTAL BOXES
	SEALED?

(YES OR NO) 
	INITIALS OF RECIPIENT

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


 Procurement Handbook Glossary Terms and Definitions

	Term
	Definition

	Bidder


	The term for a contractor that has submitted a "Letter of Intent to Bid" to the RFP.

	ECSP Project Staff
	Staff of the Franchise Tax Board (FTB) and Department of Child Support Services (DCSS) who participate on or support the ECSP Project.

	Confidential Information
	Information maintained by state agencies that is exempt from disclosure under the provisions of the California Public Records Act (Government Code, Sections 6250-6265) or other applicable state or federal laws. Examples of confidential information might include names; addresses; social security numbers; financial information including income, deductions, credits, federal or state tax returns, debt collection information for child support, and/or court fees; personnel records; and criminal offender record information, including attorney-client information/work product.

	Confidential Discussion(s)


	Individual discussions held between ECSP Project staff and a bidder to increase understanding of the business requirements and the bidder's proposed solution.  

	Confidential Discussion Room
	The room designated by the PCO to conduct confidential discussion with each bidder.

	Evaluation Room


	The room designated by the Procurement Official for Evaluators to conduct the review or evaluation of the proposals.

	Evaluation Team
	The staff responsible for evaluating proposals submitted by bidders in response to the Request for Proposals.

	Evaluators’ Work Package
	The package consists of various forms for completion and reference documents to assist the Evaluators. 

	Franchise Tax Board (FTB)
	The State of California income taxing authority designated as the Project Owner for the ECSP Project.

	Letter of Intent to Bid
	Required notice from a bidder indicating that they plan to participate in the Request for Proposals and want to receive a copy of the document.

	Procedure
	A course of action to be taken to perform a given task.

	Process
	A sequence of steps performed for a given task.

	Proprietary Information
	Computer programs, files, and data owned by a company or government agency. These programs need protection from disclosure by unauthorized persons.

	Public Information
	Any information prepared, owned, used, or retained by a state agency and not specifically exempt from the disclosure requirements of the California Public Records Act, (Government Code, Sections 6250-6255), or other applicable state or federal laws.

	Request for Interest (RFI)
	An advertisement, which is published to inform contractors of the ECSP Project's intent to establish a bidder pool for each procurement and to provide information regarding how contractors can notify FTB of their interest.

	Request for Proposals (RFP)
	The solicitation document prepared by the ECSP Project, which is provided to a pool of bidders.  The RFP solicitation document states the requirements or specifications in a more general nature describing the problem to be solved or the goal to be achieved.  The RFP seeks an answer to the following: “Here is what we wish to accomplish. Here are the qualification requirements, performance specifications, time frames, and other requirements that must be met.  How would you accomplish the job for us and for how much?”

	Requirement
	A condition or capability that must be met or possessed by a system or system component to satisfy a contract, standard, specification, or other formally imposed documents.  Ref. IEEE-610.12-1990

	Responsive
	A Final Proposal that clearly meets the RFP requirements and conditions without material deviations

	Review
	A process or meeting during which a work product, or a set of work products, is presented to project personnel, managers, users, customers, or other interested parties for comment or approval.

	Security
	Protection of information and information systems from unauthorized access.

	Service Provider (SP)
	1)  The firm awarded ECSP contract following the evaluation and selection of the final proposals submitted by bidders.

2)  The business entity with who the State enters into a contract.  Service Provider shall be synonymous with “contractor”, “supplier”, “vendor”, or other similar term.

	State
	When capitalized represents the State of California.

	State Business Days
	Monday through Friday excluding State and Federal holidays

	Statements of Work (SOW)
	Defines contractually required services or products, or constraints on those services or products.

	Two-Envelope Process
	Solicitations for acquisition based on evaluation criteria other than the cost alone.  All bidder's cost information must be submitted in a second envelope and kept sealed and under lock and key until evaluation of all criteria, other than cost, is completed and the results published.

	Welfare and Institutions Code
	The section of California statutes dealing with the provision of public assistance, social services, child support, and other publicly funded benefits and services.  Most child support laws moved to the Family Code January 2000.

	Working Days
	See State Business Days


� The term bidder refers to business entities that have filed a request for interest or submitted a Letter of Intent to Bid.  Only bidders may file an initial protest or protest the award of the contract.


� The PCP may submit an RFP addendum to the RFP to all bidders if the PCO determines that the content of the addendum offer the opportunity for bidders to become bidders.


� Webster’s New World Dictionary, Third College Edition defines consensus as (1) an opinion held by all or most, (2) general agreement esp. in opinion.  This Handbook uses this definition when referring to Consensus meetings.
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