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21st Century Project
Instructors and Transition Support
Evaluation and Selection Plan 
IFB # TFC 22191080

June 3, 2011
1. Introduction

The Evaluation and Selection Plan provides instructions and worksheets to assist the evaluation team in reviewing, validating, and scoring responses to IFB # TFC 22191080.
The State Evaluation Team will check each bid in detail to determine its compliance with the IFB requirements.  Failure to respond to and/or meet a mandatory requirement may be considered a material deviation resulting in the Final Bid being considered non-responsive.  The Evaluation Team will be responsible for determining whether a deviation exists and whether it is material or immaterial as defined in IFB Section II, Rules Governing Competition.
Final Bid Evaluation will consist of the following nine (9) steps:
Step 1:
Bid Opening and Validation Check

Step 2:
Bid Format Evaluation

Step 3:
Administrative Requirements Evaluation

Step 4:
Technical Requirements Evaluation  

Step 5:
Bidder’s Total Technical Score Determination

Step 6:
Cost Evaluation

Step 7:
Bidder’s Total Bid Score before Preferences Determination

Step 8:
Application of Preference Programs and DVBE Incentive

Step 9:
Bidder’s Final Rank Determination and Selection of Prime Contractor
2. Evaluation Worksheets
a. Administrative and Technical Mandatory Requirements 

The Administrative and Technical Evaluation of mandatory requirements will be conducted, using the attached Administrative and Technical Mandatory Requirements checklist.
b. Technical Requirements (Scored)

The scored Technical requirements evaluation assessment will be conducted using the attached Corporate Reference, Staff Experience Desirable Qualifications, and Staff References Worksheets.

c. Cost Assessment (Scored)

The cost assessment and assessment of any incentive points will be conducted using the attached Cost Assessment and DVBE Assessment worksheets.

d. Final Score

Determination of final score will be conducted using the attached Final Score Worksheet.

3. Bid Evaluation

a. Evaluation and Scoring Overview Process

i. Upon initial review, any material deviations from the administrative mandatory requirements shall cause the bid to be rejected.  If all deviations are ruled immaterial, and the evaluation team decides that the bid should not be rejected, the immaterial deviation will be noted and the bid will continue through the evaluation process.

ii. The evaluation team shall check each bid for conformance to all administrative and procedural aspects of IFB requirements, including properly prepared cover letter, format and existence of all parts of the required volumes, and completed contract.  

· Bids with material deviations from requirements will be recorded as non‑responsive, with reason, and will not be considered for award. 

· The evaluation team must review the bid response in terms of completeness and conformance to the requirements specified in the IFB, as applicable.  

· To determine whether the bid meets the requirements, the evaluator shall review the stated response against the evaluation criteria.  

· A Bid response that does not fully meet the IFB requirements shall be noted for team discussion.

iii. The Bidder’s submitted Corporate Experience Summary and Staff Experience Summary forms will be evaluated further to ascertain whether the Bidder and their proposed instructors meet the minimum requirements and qualify for any Desirable Experience points. The evaluation team will validate the information provided on the Corporate and Staff Experience Summary forms in accordance with the procedures set forth in the attached Verification Scripts for the Corporate and Staff Experience Summary Forms. An equal number of contacts must be made for ALL bidders. 
iv. Corporate and Staff References will be used to assess overall points for client satisfaction.  Additionally, the Evaluation Team will contact client references to verify submitted information in accordance with the attached Verification Scripts for Corporate and Staff References. ALL references must be contacted for ALL bidders. 
v. Bidders will be contacted to clarify information submitted in their bids provided that the inquiry is only with respect to the bid’s responsiveness to a requirement, and no information is requested that was not originally required in the IFB.
vi. After individual reading and analysis using the evaluation worksheets, the evaluation team will:

· Meet to establish a consensus score for each bidder’s bid.  
· Discuss all errors, deviations, and other detected issues.  If the evaluation team members agree that such defects actually exist, they will then determine if any defect is material. The evaluation team will utilize the Deviation Worksheet to determine if the defect is material. 

A final bid must be rejected if any such defect or irregularity constitutes a material deviation from IFB # TFC 22191080 requirements, in accordance with IFB Section II.A.1, Requirements.  
vii. A public cost opening will then be held for responsive bids.   

viii. After the public cost opening, the evaluation team will validate the cost information for completeness and accuracy and for purposes of posting the Notice of Intent to Award.   

· Cost adjustments for optional preference claims will be calculated and applied as necessary.  

· Cost score will be based on the ratio of each bidder’s adjusted total cost to the adjusted total cost of the lowest responsive bidder, multiplied by the maximum number of cost points (see IFB # TFC 22191080, Section IX.C.6 Cost Evaluation).   

· If bidders are awarded a small business preference, point totals will be adjusted for determining the highest scoring bid.  

· If bidders qualify for any Disabled Veteran Business Enterprise incentive points, point totals will be adjusted for determining the highest scoring bid.

· The highest scoring bid will be the “apparent” selected bidder.

ix. The evaluation team will prepare and sign an Evaluation and Selection Report containing a description of the bid process, a summary of the team consensus scores, summary of the evaluation results, deviation worksheets and rationale for the scoring.  
b. IFB Scoring Model
Table 1. Summary of IFB Scoring 
	Factor
	Type of Scoring Used
	Total Points

	Corporate Qualifications
	Required
	N/A

	Corporate References
	Required/Numerical
	45

	Staff Qualifications – Minimum Experience Requirements
	Required
	N/A

	Staff Qualifications – Desirable Experience 
	Optional/Numerical
	390

	Staff References
	Required/Numerical
	180

	Cost
	Numerical
	370

	Sub-Total
	
	985


i. Corporate Qualifications: 

On the Corporate Experience Summary Forms (Attachment 11a – 11c), each bidder must clearly identify how it meets the qualification requirements specified in Section VI.B.1.a. Corporate Experience Summary.  Bids that do not meet the minimum requirements may be deemed non-responsive.   

ii. Corporate Qualifications – References:  45 Points 

Bidders will be awarded points based on responses on the Corporate Qualifications Reference Forms (Attachments 12a – 12c) received from their client references.  Bidders must submit three (3) Corporate Client References as specified in Section VI.B.1.b.  Each reference may receive up to 15 points, for a total of 45 possible points.    

iii. Staff Qualifications– Minimum Experience Requirements:  

As stated in Sections IV.A and VI.B.2, the initial 6 instructors, as a team, must at a minimum have experience in all of the functional areas being deployed through MyCalPAYS, including:

· Organizational Management

· Personnel Administration

· Benefits Administration

· Time Management

· Payroll
Staff Experience Summary Forms (Attachments 14a & 14b) must clearly identify how proposed staff team members meet the minimum qualifications and any desirable qualification requirements specified in Section VI. B.2 Staff Qualifications.  Bids with proposed staff that do not meet the minimum staff experience requirements M1 and M2 may be deemed non-responsive.   

iv. Staff Qualifications – Desirable Experience:  390 Points 
Value added points are awarded for staff experience beyond the required minimum qualifications.  Points will be awarded based on the experience of the proposed staff based on established criteria.  It is incumbent on the bidder to demonstrate staff experience by providing thorough information on the Staff Experience Summary Forms (Attachments 14c -14f).  Proposed staff will receive up to the total points available in any or all of the criteria categories that apply based on experience provided on the Staff Experience Summary Forms. All experience used to meet minimum requirements and desirable qualifications must be within the last ten (10) years prior to the bid submission date. 
Table 2.Staff Experience – Desirable Qualifications Points Available
	MINIMUM EXPERIENCE
	DESIRABLE EXPERIENCE
	POSSIBLE POINTS

	M1: Three (3) years full-time equivalent (FTE) experience in conducting SAP HCM, HR/Payroll instructor led end user and/or project team training sessions. This experience must include a minimum of eighteen (18) months of experience training in each of two (2) of the following SAP HR/Payroll modules:

· Organizational Management (OM)
· Personnel Administration (PA)

· Benefits Administration (BN)

· Time Management (TM)

· Payroll (PY)
Multiple projects may be used to achieve the 18-month minimum experience requirement for any module.
	D1: For the criteria specified in M1:  1) 5 points for each additional module (above the 2 module minimum) with a minimum of 3 months FTE experience in that module up to a maximum of 15 points possible per instructor; 2) 5 points for each additional 4 months FTE experience for each of the two modules used to qualify for M1,  up to a maximum of 15 points possible per instructor.
	Maximum total of 30 possible points per Instructor for 1) and 2) combined, and 180 possible points for the team.

	M2: Six (6) months full-time equivalent (FTE) experience providing skills reinforcement and performance support for an ERP deployment. Examples include, but are not limited to:
· One-on-one coaching
· Telephone support and guidance
· Mentoring
· Remedial Training
(Multiple projects may be used to achieve the 6-month minimum experience requirement.)
	D2: 5points for each additional six (6) months FTE experience above the M2 requirement up to a maximum of 10 points possible per instructor, and 60 possible points overall.
	Maximum of 10 points possible per instructor, and 60 points possible for the team.

	Intentionally left blank
	D3: 15 points for one (1) year FTE experience of end user training experience on an ERP system  implementation project for a public sector (federal, state, or local) client , per instructor.
	Maximum 15 points possible per instructor, and 90 points possible for the team.

	Intentionally left blank 
	D4: 10 points for one (1) year FTE of instructor or change management experience working on a SAP HR/Payroll system implementation project with a one-time project cost of at least $20 million for a public sector (federal, state, or local) client , per instructor.
	Maximum 10 points possible per instructor, and 60 points possible for the team.


Full-time equivalent (FTE) experience is defined as 160 work hours per month.  Only one month of FTE credit may be given for any calendar month.  The bidder may use one project to meet required and desirable criteria on multiple forms 14a through 14f.  The bidder may also list multiple projects to meet the criteria on any form 14a through 14f.  However, the qualifying dates listed for any project on any form should not overlap with the same project on another form.  If any listed qualifying dates overlap with the same project and the same instructor on another form, FTE credit will only be given for one of the indicated experiences.
v. Staff References: 
Bidders must submit two (2) client Staff References, one Attachment 15A and one Attachment 15B, for each of the six (6) proposed staff.  A total of twelve (12) forms must be submitted with the bid (refer to Section VI.B.3).  
vi. Staff References:  180 Points

Bidders will be awarded points based on responses received from their staff references.  Each reference may receive up to 12 points, for a maximum of 36 possible per proposed instructor.  Maximum points for the entire proposed team are 180. 
c. Determination of Highest Scoring Bid 

The highest scoring bid will be the responsible, responsive bid that has the highest combined score up to a maximum of number of points of 985. 

Table 3
 provides an example of how the final total score will be determined.  Preference and/or incentive points will be added to the total.
Table 3. Sample Point Summary
 
	Bidder 
	Corporate QUALIFICATIONS REFERENCES
	Staff Experience – DESIRABLE 
	STAFF REFERENCES
	Cost 
	Total Score 

	A 
	45
	270
	100 
	363.27
	778.27

	B 
	30
	180
	100
	370
	680

	C 
	35
	255
	100
	312.19
	702.19


d. Preference and Incentive Programs 

Cost adjustments for preference claims (TACPA, EZA, and LAMBRA) will be performed during cost assessment. 
i. Small Business Preference 
Per Government Code, Section 14835, et seq., Bidders who qualify as a small business will be given a 5 percent (5%) preference for contract evaluation purposes only. The 5 percent (5%) preference is calculated on the total number of points awarded to the highest scoring non-small business that is responsible and responsive to the bid requirements. If after applying the small business preference a small business has the highest score, no further preferences would be applied as the small business cannot be displaced from the highest score position by application of any other preference. The rules and regulations of this law, including the definition of a small business for the delivery of goods and services are contained in the California Code of Regulations, Title 2, Section 1896, et seq. and can be viewed online at: www.pd.dgs.ca.gov/smbus.
ii. DVBE Incentive

In accordance with Section 999.5(a) of the Military and Veterans Code, an incentive will be given to bidders who provide Disabled Veteran Business Enterprise (DVBE) participation. For contract award evaluation purposes only, the State shall apply an incentive to bids that include California certified DVBE participation. The maximum incentive for this procurement is 3 percent of the total available points.  Incentive points are awarded based on the amount of DVBE participation obtained, according to the matrix below.

The following incentive points shall apply to this solicitation:

	Confirmed DVBE Participation of:
	Incentive Points:

	5% or more
	31.05 (3% of 1035 points)

	4% – 4.99%
	20.7 (2% of 1035 points)

	3.1% – 3.99%
	10.35 (1% of 1035 points)

	Less than 3.1%
	0 points


The DVBE Incentive percentage is applied to total points available to the Bidders.  The following illustrates the incentive points available based on the Bidder A’s confirmed DVBE participation of 3.5%, Bidder B’s confirmed DVBE participation of 4.8%, and Bidder C’s confirmed DVBE participation of 5%. Bidder C is also a California certified small business.
Table 4. Final Score with DVBE Incentive Example
	Bidder
	Corporate QUALIFICATIONS REFERENCES
	Staff Experience – DESIRABLE
	STAFF REFERENCES
	Cost
	DVBE Incentive
	Small Business
	Total Score

	A 
	45
	270
	100 
	363.27
	10.35
	0
	788.62 

	B 
	30
	180
	100
	370
	20.7
	0
	700.7

	C 
	35
	255
	100
	312.19
	31.05
	51.75

	784.99
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Administrative and Technical Mandatory Requirements

Bidder Name: _______________________________________
Enter “Yes”, “No”, or “Optional”. If any item is marked as “No” or “Optional”, comments must be provided below.

	IFB # TFC 22191080
	Requirement
	Met Require-ment?
	Comments

	Volume 1 Tab 1

	Attachment  2



	IFB Cover Letter:
	
	
	

	
	Bid contains a signed cover letter on the Bidder’s official business letterhead stationery.
	
	

	
	Cover letter contains a statement that substantiates that the person who signs the letter is authorized to bind the Bidder's firm contractually.
	
	

	
	Signature on the cover letter indicates the title or position that the signer holds in the firm. 
	
	

	
	Cover letter indicates that the Bidder is committing to fulfilling all mandatory requirements and terms and conditions of the IFB.
	
	

	
	Cover letter includes an acknowledgement that information pertaining to the Bidder’s business is required and is being reported to the Employment Development Department in accordance with Unemployment Insurance Code §1088.8.
	
	

	
	Cover letter does not include any cost information.
	
	

	
	Cover letter identifies the Bidder’s point of contact for this bid
	
	

	Attachment  3


	Bidder Certification Sheet is completed and signed.
	
	

	Attachment 4


	Bidders Declaration – Form GSPD 05-105*
	
	

	
	Disabled Veteran Business Enterprise Declarations (STD. 843)*
	1. 
	

	Attachment 5

	Small Business Certification is provided.*
	
	

	Attachment 6

	Target Area Contract Preference Act is provided.*
	
	

	Attachment 7


	Enterprise Zone Act is provided.*
	
	

	Attachment 8


	Local Agency Military Base Recovery Area is provided.*
	
	

	Attachment 9
	Bidders Summary Form*
	
	

	Attachment 10


	Not applicable
	
	

	Attachment 11
	A completed Corporate Experience Summary Form is provided.
	
	

	
	The Bidder cited experience for three different projects.
	
	

	Corporate Project Requirement #1
	Bidder or a named subcontractor on this IFB was the prime contractor for each project.
	
	

	
	The project was completed within the past eight (8) years.
	
	

	
	The Bidder completed end user training for an SAP Human Capital Management HR/Payroll system implementation. 
	
	

	
	The end user training audience was a minimum of 1,000 SAP Professional or Limited Professional users (not including ESS/MSS users).
	
	

	
	The Bidder’s staff included a minimum of ten (10) instructors, with each instructor delivering multiple instructor-led training sessions on a FTE basis for a  period totaling  at least six (6) calendar months.
	
	

	Corporate Project Requirement #2
	Bidder or a named subcontractor on this IFB was the prime contractor for each project.
	
	

	
	The project was completed within the past eight (8) years.
	
	

	
	The Bidder completed an SAP ERP deployment in which the Bidder’s staff included a minimum of ten (10) instructors delivering multiple instructor-led training sessions and skills reinforcement/ performance support (e.g. coaching, mentoring, telephone support, remedial training) on a FTE basis for a period totaling at least four (4) calendar months.
	
	

	Corporate Project Requirement #3
	Bidder or a named subcontractor on this IFB was the prime contractor for each project.
	
	

	
	The project was completed within the past eight (8) years.
	
	

	
	The Bidder must have delivered multiple instructor-led training sessions on a FTE basis for a period totaling at least four (4) calendars months for a system implementation and/or deployment for a public sector (federal, state or local) client.
	
	

	Attachment 12
	Three completed Corporate Qualifications Reference Forms are provided:
	
	

	Attachment 14

	Completed Staff Experience Summary Forms are provided for all six (6) proposed Instructors:
	
	

	
	Proposed instructors as a team have experience in all of the following functional areas:

· Organizational Management

· Personnel Administration

· Benefits Administration

· Time Management

· Payroll
	
	

	Instructor #1:
	M1: Three (3) years full-time equivalent (FTE) experience in conducting SAP HCM, HR/Payroll instructor led end user and/or project team training sessions. This experience must include a minimum of eighteen (18) months of experience training in each of two (2) of the following SAP HR/Payroll modules:

· Organizational Management (OM)
· Personnel Administration (PA)

· Benefits Administration (BN)

· Time Management (TM)

· Payroll (PY)

	
	

	
	· Multiple projects may be used to achieve the 18-month minimum experience requirement for any module.
· Experience was completed within the past 10 years
	
	

	
	M2: Six (6) months full-time equivalent (FTE) experience providing skills reinforcement and performance support for an ERP deployment. Examples include, but are not limited to:
· One-on-one coaching
· Telephone support and guidance
· Mentoring
· Remedial training
	
	

	
	· Multiple projects may be used to achieve the 6-month minimum experience requirement.

· Experience was completed within the past 10 years
	
	

	Instructor #2:
	M1: Three (3) years full-time equivalent (FTE) experience in conducting SAP HCM, HR/Payroll instructor led end user and/or project team training sessions. This experience must include a minimum of eighteen (18) months of experience training in each of two (2) of the following SAP HR/Payroll modules:

· Organizational Management (OM)
· Personnel Administration (PA)

· Benefits Administration (BN)

· Time Management (TM)

· Payroll (PY)

	
	

	
	· Multiple projects may be used to achieve the 18-month minimum experience requirement for any module.
· Experience was completed within the past 10 years
	
	

	
	M2: Six (6) months full-time equivalent (FTE) experience providing skills reinforcement and performance support for an ERP deployment. Examples include, but are not limited to:
· One-on-one coaching
· Telephone support and guidance
· Mentoring
· Remedial training
	
	

	
	· Multiple projects may be used to achieve the 6-month minimum experience requirement.

· Experience was completed within the past 10 years
	
	

	Instructor #3:
	M1: Three (3) years full-time equivalent (FTE) experience in conducting SAP HCM, HR/Payroll instructor led end user and/or project team training sessions. This experience must include a minimum of eighteen (18) months of experience training in each of two (2) of the following SAP HR/Payroll modules:

· Organizational Management (OM)
· Personnel Administration (PA)

· Benefits Administration (BN)

· Time Management (TM)

· Payroll (PY)

	
	

	
	· Multiple projects may be used to achieve the 18-month minimum experience requirement for any module.
· Experience was completed within the past 10 years
	
	

	
	M2: Six (6) months full-time equivalent (FTE) experience providing skills reinforcement and performance support for an ERP deployment. Examples include, but are not limited to:
· One-on-one coaching
· Telephone support and guidance
· Mentoring
· Remedial training
	
	

	
	· Multiple projects may be used to achieve the 6-month minimum experience requirement.

· Experience was completed within the past 10 years
	
	

	Instructor #4:
	M1: Three (3) years full-time equivalent (FTE) experience in conducting SAP HCM, HR/Payroll instructor led end user and/or project team training sessions. This experience must include a minimum of eighteen (18) months of experience training in each of two (2) of the following SAP HR/Payroll modules:

· Organizational Management (OM)
· Personnel Administration (PA)

· Benefits Administration (BN)

· Time Management (TM)

· Payroll (PY

	
	

	
	· Multiple projects may be used to achieve the 18-month minimum experience requirement for any module.
· Experience was completed within the past 10 years
	
	

	
	M2: Six (6) months full-time equivalent (FTE) experience providing skills reinforcement and performance support for an ERP deployment. Examples include, but are not limited to:
· One-on-one coaching
· Telephone support and guidance
· Mentoring
· Remedial training
	
	

	
	· Multiple projects may be used to achieve the 6-month minimum experience requirement.

· Experience was completed within the past 10 years
	
	

	Instructor #5:
	M1: Three (3) years full-time equivalent (FTE) experience in conducting SAP HCM, HR/Payroll instructor led end user and/or project team training sessions. This experience must include a minimum of eighteen (18) months of experience training in each of two (2) of the following SAP HR/Payroll modules:

· Organizational Management (OM)
· Personnel Administration (PA)

· Benefits Administration (BN)

· Time Management (TM)

· Payroll (PY)

	
	

	
	· Multiple projects may be used to achieve the 18-month minimum experience requirement for any module.
· Experience was completed within the past 10 years
	
	

	
	M2: Six (6) months full-time equivalent (FTE) experience providing skills reinforcement and performance support for an ERP deployment. Examples include, but are not limited to:
· One-on-one coaching
· Telephone support and guidance
· Mentoring
· Remedial training
	
	

	
	· Multiple projects may be used to achieve the 6-month minimum experience requirement.

· Experience was completed within the past 10 years
	
	

	Instructor #6:
	M1: Three (3) years full-time equivalent (FTE) experience in conducting SAP HCM, HR/Payroll instructor led end user and/or project team training sessions. This experience must include a minimum of eighteen (18) months of experience training in each of two (2) of the following SAP HR/Payroll modules:

· Organizational Management (OM)
· Personnel Administration (PA)

· Benefits Administration (BN)

· Time Management (TM)

· Payroll (PY)

	
	

	
	· Multiple projects may be used to achieve the 18-month minimum experience requirement for any module.
· Experience was completed within the past 10 years
	
	

	
	M2: Six (6) months full-time equivalent (FTE) experience providing skills reinforcement and performance support for an ERP deployment. Examples include, but are not limited to:
· One-on-one coaching
· Telephone support and guidance
· Mentoring
· Remedial training
	
	

	
	· Multiple projects may be used to achieve the 6-month minimum experience requirement.

· Experience was completed within the past 10 years
	
	

	Attachment 15A and 15B

Instructor #1
	Completed Staff Reference forms 15A and 15B are provided.
	
	

	Instructor #2
	Completed Staff Reference forms 15A and 15B are provided.
	
	

	Instructor #3
	Completed Staff Reference forms 15A and 15B are provided.
	
	

	Instructor #4
	Completed Staff Reference forms 15A and 15B are provided.
	
	

	Instructor #5
	Completed Staff Reference forms 15A and 15B are provided.
	
	

	Instructor #6
	Completed Staff Reference forms 15A and 15B are provided.
	
	

	
	
	
	

	Volume 1 Tab 2

	Std 213
	Complete contract including the signed Std. 213 and Statement of Work complete in every detail, EXCEPT FOR COST AND EFFECTIVE DATES. 
	
	

	
	Four (4) copies of the contract must contain an original signature signed by an individual authorized to bind the firm 
	
	

	Volume 2

	Costs
	Cost Volume provided in a separately sealed, marked envelope.
	
	

	COMMENTS:




* If Applicable

Corporate Qualifications Reference Worksheet
Bidder Name ___________________________________
Information for this worksheet will be gathered from Attachments 12a – 12c: Corporate Qualifications Reference Forms that were submitted as part of the bid.  Three separate references are required.  

Instructions: 

(1)  Enter the name of the reference

(2)  Enter the rating provided by each reference to the corresponding question.

(3)  Calculate points for each reference as follows:

    Rating of 3    = 3 points

    Rating of 2    = 2 points

    Rating of 1    = 1 points

    No response = 0 points

(4) Total points for each reference.

(5) Transfer the Total Points for Bidder to the Final Score Worksheet.

	Bidder’s Name:


	1: Rating
	1: Points
	2: Rating
	2: Points
	3: Rating
	3: Points

	Reference Name

	Project Requirement #1
	Project Requirement #2
	Project Requirement #3

	1.  How would you rate the Company’s overall performance?
	
	
	
	
	
	

	2.  How would you rate the Company’s ability to provide skilled staff?
	
	
	
	
	
	

	3.  How would you rate the Company’s ability to provide needed staff on a timely basis?
	
	
	
	
	
	

	4.  How would you rate the quality and professionalism of the Company’s staff?
	
	
	
	
	
	

	5.  How would you rate the Company’s personnel management ability?
	
	
	
	
	
	

	Points
	
	
	
	
	
	


Staff Experience Desirable Qualifications Worksheet

Bidder Name: __________________________________
Using the response to Attachments 14c – 14f: Staff Experience Summary Forms, and the following worksheet, points for meeting desirable experience qualifications will be awarded for each proposed staff.  Once completed, transfer the Total Points for Bidder to the Final Score Worksheet.

	DESIRABLE EXPERIENCE
	D1: For the criteria specified in M1:  1) 5 points for each additional  module (above the 2 module minimum) with a minimum 3 months FTE experience in that module, up to a maximum of 15 points per instructor.; 2) 5 points for each additional 4 months FTE experience for each of the two modules used to qualify for M1, up to a maximum of 15 points possible per instructor. (30 points per Instructor, maximum 180 points for the team).
Experience was completed within the past 10 years
	 D2: 5 points for each additional six (6) months FTE experience above the M2 requirement, up to a maximum of 10 points possible per instructor, and 60 points possible points overall.  (10 points  per  Instructor, maximum 60 points for the team).
Experience was completed within the past 10 years
	D3: 15 points for one (1) year FTE experience  of end user training experience on an ERP system implementation project for a public sector (federal, state, or local) client, per instructor (15 points per Instructor, maximum 90 points for the team).
Experience was completed within the past 10 years
	D4: 10 points for one (1) year FTE of instructor or change management experience working on a SAP HR/Payroll system implementation project with a one-time project cost of at least $20 million for a public sector (federal, state, or local) client, per instructor.(10 points per Instructor, maximum 60 points for the team).
Experience was completed within the past 10 years
	Total

	Instructor #1
	
	
	
	
	

	Instructor #2
	
	
	
	
	

	Instructor #3
	
	
	
	
	

	Instructor #4
	
	
	
	
	

	Instructor #5
	
	
	
	
	

	Instructor #6
	
	
	
	
	

	
	
	
	Bidder Total Points
	


Staff Reference Worksheet
Bidder Name: ___________________________________
Information for this worksheet will be gathered from Attachment 15A and 15B Staff Reference Forms that were submitted as part of the bid.  Two references are required for each proposed staff; one on Attachment 15A and one on Attachment 15B.  

Instructions: 

(1)  Enter the name of the reference

(2)  Enter the rating provided by each reference to the corresponding question.

(3)  Calculate points for each reference as follows:

    Rating of 3    = 2 points

    Rating of 2    = 2 points

    Rating of 1    = 1 points

    No response = 0 points

(4) Total points for each reference.

(5) Transfer the Total Points for Bidder to the Final Score worksheet.

	Instructor’s Name:


	1: Rating
	1: Points
	2: Rating
	2:Points

	Reference Name


	Attachment 15A

	Attachment 15B


	1.   How would you rate the individual’s overall performance?
	
	
	
	

	2.  How would you rate the individual’s ability to communicate (orally and in written communications) with project members and stakeholders?
	
	
	
	

	3.   How would you rate the individual’s ability to work with project staff and stakeholders?
	
	
	
	

	4.   How would you rate the quality and professionalism of the individual’s ability to deal with conflict and conflicting priorities?
	
	
	
	

	5.   How would you rate the individual’s instructional knowledge and classroom based training skills for the project?
	
	
	
	

	Total Points
	
	
	
	


Verification Script Instructions
For

Attachments 11a-11c, 12a-12c, 14a-14f, and 15a-15b

1. The Evaluation Team will contact the listed client organizations to validate the information submitted on the forms. 

2. Complete one Verification Script form for each submitted Attachment and contacted client.

3. At least one SCO team member and one DGS Procurement Official must participate on speakerphone. The SCO team will conduct the interview; the DGS Procurement Official will observe.
4. Follow the scripts for each Attachment below. Record the client contact’s responses in the VERIFICATION RESULTS areas provided. 

5. Do not ask questions that deviate from the script.

6. If the client contact does not validate any information for any reason, describe the client contact’s response and their stated reason(s) for not validating in the Comments section(s). 

7. After completing the call, if any information is not validated, conduct a materiality test using the Material Deviation Worksheet, or (in the case of the Desirable Qualifications) determine whether any desirable points are to be awarded.

Verification Script for

Attachments 11a and 12a: Corporate Experience and Qualifications 

Summary Forms

Evaluation Team Members: ______________________________________________________

Bidder Name: _________________________________________________________________
Client Contact Organization/Name: ________________________________________________

Date: ______________
Time: ________________

SCRIPT:

Hello, we are calling from the State of California, State Controller’s Office. My name is (your name), and my colleagues’ names are (your names). We are members of a team evaluating bids for instructor services to conduct classroom training on SAP HCR modules. 

One of the bidders is (bidder name). They submitted a corporate experience form and a corporate qualifications summary form listed your organization and yourself as their client for (name of project). 

We would like to verify the information they submitted. It should take no more than about 5 minutes. 

Do you have the time to verify this information now?  If so we would like to e-mail or fax you a copy of the forms for your review.

(If yes, e-mail or fax the forms immediately.)
If not can we please make an appointment to call you at another time?

(If needed make an appointment to call at a later time)

(BEGIN VERIFICATION FOR ATTACHMENT 11a)
On Attachment 11a:  Corporate Experience Summary Form, the bidder  listed some information about the project they worked on for your organization. Looking at the form we e-mailed or faxed to you, we will go over each item one at a time and the information they entered.  As we read each item, we will ask you if the information they entered is correct.  If it is correct, please state “Yes”. If the information they entered is not correct, please state “No” and explain, as best you can, why you think it is incorrect. 

VERIFICATION RESULTS FOR ATTACHMENT 11a:

Record the verification results – “Yes” or “No” plus reason – from the client contact in the areas below.
We will now read the items and the information entered, one at a time: 

Project Name: _______________________________________________________________________
System Implementation and/or deployment Description: ___________________________________

____________________________________________________________________________________
Project Start Date and End Date: ________________________________________________________
SAP ERP HCM, HR/Payroll Implementation:  ______________________________________________
Cumulative end user training audience was a minimum of 1,000 SAP Professional users (not including ESS/MSS users:  

____________________________________________________________________________________
Bidder’s staff included a minimum of ten (10) instructors: 

____________________________________________________________________________________
Each instructor delivered multiple instructor-led training sessions on a FTE basis for a period totaling at least six (6) calendar months: 
___________________________________________________________________________________
Was the company the prime contractor on the system implementation and/or deployment:
 ___________________________________________________________________________________
 (BEGIN VERIFICATION for Attachment 12a)
Next, we would like to validate your Client Satisfaction ratings you entered on Attachment 12a:  Corporate Qualifications Reference Form.  Looking at the form we emailed or faxed you, please look at the Client Satisfaction Ratings and tell us if you verify the ratings as shown.  If you cannot verify any of the ratings, please identify which ones by question number, and tell us why you cannot verify it.

VERIFICATION RESULTS FOR ATTACHMENT 11A:
Record the verification results from the reference contact in the areas below (circle reference contact’s response; not any discrepancies in Comments portion):

Verify all Customer Satisfaction ratings
Yes



No   (describe below)

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________ ________________________________________________________________________________________________________________________________________________________

This completes our phone call to you. We thank you for your time and patience. 

******** END OF SCRIPT ***********
Verification Script for

Attachments 11b and 12b: Corporate Experience and Qualifications 

Summary Forms

Evaluation Team Members: ______________________________________________________

Bidder Name: _________________________________________________________________
Client Contact Organization/Name: ________________________________________________

Date: ______________
Time: ________________

SCRIPT:

Hello, we are calling from the State of California, State Controller’s Office. My name is (your name), and my colleagues’ names are (your names). We are members of a team evaluating bids for instructor services to conduct classroom training on SAP HCR modules. 

One of the bidders is (bidder name). They submitted a corporate experience summary form and a corporate qualifications reference form and listed your organization and yourself as their client for (name of project). 

We would like to verify the information they submitted. It should take no more than about 5 minutes. 

Do you have the time to verify this information now? If so, we would like to e-mail or fax a copy of the forms to your for your review.

(If yes, e-mail or fax the forms immediately.)
If not can we please make an appointment to call you at another time?

(If needed make an appointment to call at a later time)

(BEGIN VERIFICATION FOR ATTACHMENT 11b)
On Attachment 11b:  Corporate Experience Summary Form, the bidder listed a staff person and some information about the project they worked on for your organization. Looking at the form we e-mailed or faxed to you, we will go over each item one at a time and the information they entered.  As we read each item, we will ask you if the information they entered is correct.  If it is correct, please state “Yes”.  If the information they entered is not correct, please state “No” and explain, as best you can, why you think it is incorrect. 

VERIFICATION RESULTS FOR ATTACHMENT 11b:
Record the verification results – “Yes” or “No” plus reason – from the client contact in the areas below.
We will now read the items and the information entered, one at a time: 

Project Name: ______________________________________________________________________
Project Start Date and End Date: __________________________________________________
SAP ERP deployment:  ___________________________________________________________

Company included a minimum of ten (10) instructors delivering multiple instructor-led training sessions and skills reinforcement/performance support (e.g. coaching, mentoring, telephone support, remedial training) on a FTE basis for a period totaling at least four (4) calendar months:  

____________________________________________________________

Was the company the prime contractor on the system implementation and/or deployment:
 _______________________________________________________________________
 (BEGIN VERIFICATION FOR ATTACHMENT 12b)
Next we would like to validate your Client Satisfaction ratings you entered on Attachment 12b:  Corporate Qualifications Reference Form.  Looking at the form we e-mailed or faxed to you, please look at the Customer Satisfaction Ratings and tell us if you verify the ratings as shown. If you cannot verify any of the ratings, please identify which ones by question, and tell us why you cannot verify it. 

VERIFICATION RESULTS FOR ATTACHMENT 12B:
Record the verification results from the reference contact in the areas below (circle reference contact’s response; not any discrepancies in Comments portion):

Verify all Customer Satisfaction ratings
Yes



No   (describe below)

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

This completes our phone call to you. We thank you for your time and patience. 

******** END OF SCRIPT ***********

Verification Script for

Attachments 11c and 12c: Corporate Experience and Qualifications 

Summary Forms

Evaluation Team Members: ______________________________________________________

Bidder Name: _________________________________________________________________
Client Contact Organization/Name: ________________________________________________

Date: ______________
Time: ________________

SCRIPT:

Hello, we are calling from the State of California, State Controller’s Office. My name is (your name), and my colleagues’ names are (your names). We are members of a team evaluating bids for instructor services to conduct classroom training on SAP HCR modules. 

One of the bidders is (bidder name). They submitted a corporate experience summary form and a corporate qualifications reference form and listed your organization and yourself as their client for (name of project). 

We would like to verify the information they submitted. It should take no more than about 5 minutes. 

Do you have the time to verify this information now? If so, we would like to e-mail or fax a copy of the forms to you for your review.

(If yes, e-mail the forms immediately.)
If not can we please make an appointment to call you at another time?

(If needed make an appointment to call at a later time)

(BEGIN VERIFICATION FOR ATTACHMENT 11c)
On Attachment 11c:  Corporate Experience Summary Form, the bidder listed a staff person and some information about the project they worked on for your organization. Looking at the form we e-mailed or faxed to you, we will go over each item one at a time and the information they entered.  As we read each item, we will ask you if the information they entered is correct.  If it is correct, please state “Yes”.  If the information they entered is not correct, please state “No” and explain, as best you can, why you think it is incorrect. 

VERIFICATION RESULTS FOR ATTACHMENT 11c:
Record the verification results – “Yes” or “No” plus reason – from the client contact in the areas below.
We will now read the items and the information entered, one at a time: 

Project Name: ______________________________________________________________________
Project Start Date and End Date: ____________________________________________________
Public Sector:  ___________________________________________________________________

Delivered multiple instructor-led training sessions on a FTE basis for a period totaling at least four (4) calendar months for a system implementation and/or deployment for a public sector (federal, 

state or local) client:  _________________________________________________________________

Bidder’s staff included a minimum of ten (10) instructors: __________________________________

Was the company the prime contractor on the system implementation and/or deployment:
 _______________________________________________________________________
(BEGIN VERIFICATION FOR ATTACHMENT 12C)
Next we would like to validate your Client Satisfaction ratings you entered on Attachment 12c:  Corporate Qualifications Reference Form.  Looking at the form we e-mailed or faxed to you, please look at the Customer Satisfaction Ratings and tell us if you verify the ratings as shown. If you cannot verify any of the ratings, please identify which ones by question, and tell us why you cannot verify it. 

VERIFICATION RESULTS FOR ATTACHMENT 12C:
Record the verification results from the reference contact in the areas below (circle reference contact’s response; not any discrepancies in Comments portion):

Verify all Customer Satisfaction ratings
Yes



No   (describe below)

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

This completes our phone call to you. We thank you for your time and patience. 

******** END OF SCRIPT ***********

Verification Script for

Attachment 14a: Staff Experience Summary Form – M1

and

Attachment 15a: Staff Reference Form – M1

Evaluation Team Members: ______________________________________________________

Bidder Name: _________________________________________________________________
Client Contact Organization/Name: ________________________________________________

Date: ______________
Time: ________________

SCRIPT:

Hello, we are calling from the State of California, State Controller’s Office. My name is (your name), and my colleagues’ names are (your names). We are members of a team evaluating bids for instructor services to conduct classroom training on SAP HCR modules. 

One of the bidders is (bidder name). They submitted a staff experience form and a staff reference form and listed your organization and yourself as their client for (name of project). 

We would like to verify the information they submitted. It should take no more than about 5 minutes. 

Do you have the time to verify this information now? If so we would like to e-mail or fax a copy of the forms to you for your review. 

(If yes, e-mail or fax the forms immediately.)
If not can we please make an appointment to call you at another time?

(If needed make an appointment to call at a later time)

(BEGIN VERIFICATION FOR ATTACHMENT 14a)
On Attachment 14a: Staff Experience Summary Form, the bidder listed a staff person, and some information about the project they worked on for your organization. Looking at the form we sent you, we will go over each item one at a time and the information they entered. As we read each item, we will ask you if the information they entered is correct. If it is correct, please state “Yes”.  If the information they entered is not correct, please state “No” and explain, as best you can, why you think it is incorrect. 

VERIFICATION RESULTS FOR ATTACHMENT 14A:
Record the verification results – “Yes”, or “No” plus reason – from the client contact in the areas below.
We will now read the items and the information entered, one at a time: 

Staff Name: _________________________________________________________________________

Project Name, Client Name, Contact & Number: ___________________________________________
Qualifying Experience Start Date and End Date: ___________________________________________  
SAP HCM, HR/Payroll instructor-led end-user and/or project team training sessions (Yes/No): 
____________________________________________________________________________________
Eighteen (18) months Full Time Equivalent (FTE) Experience (Months) in each of two (2) modules: 

____________________________________________________________________________________

(BEGIN VERIFICATION FOR ATTACHMENT 15A)
Next, we would like to validate your Client Satisfaction ratings you entered on Attachment 15a: Staff Reference Form – M1. Looking at the form we sent you, please look at the Customer Satisfaction Ratings and tell us if you verify the ratings as shown. If you cannot verify any of the ratings, please identify which ones by question #, and tell us why you cannot verify it.

VERIFICATION RESULTS FOR ATTACHMENT 15A:
Record the verification results from the reference contact in the areas below (circle reference contact’s response; not any discrepancies in Comments portion):

Verify all Customer Satisfaction ratings
Yes



No   (describe below)

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

This completes our phone call to you. We thank you for your time and patience. 

******************* END OF SCRIPT ******************

Verification Script for

Attachment 14b: Staff Experience Summary Form – M2

and

Attachment 15b: Staff Reference Form – M2
Evaluation Team Members: ______________________________________________________

Bidder Name: _________________________________________________________________
Client Contact Organization/Name: ________________________________________________

Date: ______________
Time: ________________

SCRIPT:

Hello, we are calling from the State of California, State Controller’s Office. My name is (your name), and my colleagues’ names are (your names). We are members of a team evaluating bids for instructor services to conduct classroom training on SAP HCR modules. 

One of the bidders is (bidder name). They submitted a staff experience form and a staff reference form and listed your organization and yourself as their client for (name of project). 

We would like to verify the information they submitted. It should take no more than about 5 minutes. 

Do you have the time to verify this information now? If so we would like to e-mail or fax a copy of the forms to you for your review. 

(If yes, e-mail or fax the forms immediately.)
If not can we please make an appointment to call you at another time?

(If needed make an appointment to call at a later time)

(BEGIN VERIFICATION FOR ATTACHMENT 14B)
On Attachment 14b: Staff Experience Summary Form – M2, they listed a staff person for the bidder, and some information about the project they worked on for your organization. Looking at the form we sent you, we will go over each item one at a time and the information they entered. As we read each item, we will ask you if the information they entered is correct. If it is correct, please state “Yes”. If the information they entered is not correct, please state “No” and explain, as best you can, why you think it is incorrect. 

VERIFICATION RESULTS FOR ATTACHMENT 14B:
Record the verification results – “Yes”, or “No” plus reason – from the client contact in the areas below.
We will now read the items and the information entered, one at a time: 

Staff Name: _________________________________________________________________________

Project Name, Client Name, Contact & Number: ___________________________________________
Experience providing skills reinforcement and performance support for an ERP deployment 

(Yes/No):  ________________________________________________________ __________________ 

Qualifying experience Start Date and End Date: ___________________________________________  
Six (6) Months Full-Time Equivalent (FTE) Experience (Months):  _____________________________
(BEGIN VERIFICATION FOR ATTACHMENT 15B)
Next, we would like to validate your Client Satisfaction ratings you entered on Attachment 15B: Staff Reference Form – M2. Looking at the form we sent you, please look at the Customer Satisfaction Ratings and tell us if you verify the ratings as shown. If you cannot verify any of the ratings, please identify which ones by question #, and tell us why you cannot verify it.

VERIFICATION RESULTS FOR ATTACHMENT 15B:
Record the verification results from the reference contact in the areas below (circle reference contact’s response; not any discrepancies in Comments portion):

Verify all Customer Satisfaction ratings
Yes



No   (describe below)

Comments:___________________________________________________________________________________________________________________________________________________________________________________________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

This completes our phone call to you. We thank you for your time and patience. 

******************* END OF SCRIPT ******************

Verification Script for

Attachment 14c: Staff Experience Summary Form – D1

Evaluation Team Members: ______________________________________________________

Bidder Name: _________________________________________________________________
Client Contact Organization/Name: ________________________________________________

Date: ______________
Time: ________________

SCRIPT:

Hello, we are calling from the State of California, State Controller’s Office. My name is (your name), and my colleagues’ names are (your names). We are members of a team evaluating bids for instructor services to conduct classroom training on SAP HCR modules. 

One of the bidders is (bidder name). They submitted a staff experience form and listed your organization and yourself as their client for (name of project). 

We would like to verify the information they submitted. It should take no more than about 5 minutes. 

Do you have the time to verify this information now? If so we would like to e-mail or fax a copy of the form to you for your review. 

(If yes, e-mail or fax the forms immediately.)
If not can we please make an appointment to call you at another time?

(If needed make an appointment to call at a later time)

(BEGIN VERIFICATION FOR ATTACHMENT 14c)
On Attachment 14c: Staff Experience Summary Form – D1, they listed a staff person for the bidder, and some information about the project they worked on for your organization. Looking at the form we sent you, we will go over each item one at a time and the information they entered. As we read each item, we will ask you if the information they entered is correct. If it is correct, please state “Yes”. If the information they entered is not correct, please state “No” and explain, as best you can, why you think it is incorrect. 

VERIFICATION RESULTS FOR ATTACHMENT 14C:
Record the verification results – “Yes”, or “No” plus reason – from the client contact in the areas below.
We will now read the items and the information entered, one at a time: 

Staff Name: _________________________________________________________________________

Project Name, Client Name, Contact & Number: ___________________________________________
Qualifying experience Start Date and End Date: ___________________________________________  
Full Time Equivalent (FTE) Experience (Months) per module:  _______________________________

____________________________________________________________________________________

____________________________________________________________________________________
This completes our phone call to you. We thank you for your time and patience. 

******************* END OF SCRIPT ******************

Verification Script for

Attachment 14d: Staff Experience Summary Form – D2

Evaluation Team Members: ______________________________________________________

Bidder Name: _________________________________________________________________
Client Contact Organization/Name: ________________________________________________

Date: ______________
Time: ________________

SCRIPT:

Hello, we are calling from the State of California, State Controller’s Office. My name is (your name), and my colleagues’ names are (your names). We are members of a team evaluating bids for instructor services to conduct classroom training on SAP HCR modules. 

One of the bidders is (bidder name). They submitted a staff experience form and listed your organization and yourself as their client for (name of project). 

We would like to verify the information they submitted. It should take no more than about 5 minutes. 

Do you have the time to verify this information now? If so we would like to e-mail or fax a copy of the form to you for your review. 

(If yes, e-mail or fax the forms immediately.)
If not can we please make an appointment to call you at another time?

(If needed make an appointment to call at a later time)

(BEGIN VERIFICATION FOR ATTACHMENT 14d)
On Attachment 14d: Staff Experience Summary Form – D2, they listed a staff person for the bidder, and some information about the project they worked on for your organization. Looking at the form we sent you, we will go over each item one at a time and the information they entered. As we read each item, we will ask you if the information they entered is correct. If it is correct, please state “Yes”. If the information they entered is not correct, please state “No” and explain, as best you can, why you think it is incorrect. 

VERIFICATION RESULTS FOR ATTACHMENT 14D:
Record the verification results – “Yes”, or “No” plus reason – from the client contact in the areas below.
We will now read the items and the information entered, one at a time: 

Staff Name: _________________________________________________________________________

Project Name, Client Name, Contact & Number: ___________________________________________
Qualifying experience Start Date and End Date: ___________________________________________  
Six (6) Months Full Time Equivalent (FTE) Experience (Months): _____________________________

____________________________________________________________________________________

This completes our phone call to you. We thank you for your time and patience. 

******************* END OF SCRIPT ******************

Verification Script for

Attachment 14e: Staff Experience Summary Form – D3

Evaluation Team Members: ______________________________________________________

Bidder Name: _________________________________________________________________
Client Contact Organization/Name: ________________________________________________

Date: ______________
Time: ________________

SCRIPT:

Hello, we are calling from the State of California, State Controller’s Office. My name is (your name), and my colleagues’ names are (your names). We are members of a team evaluating bids for instructor services to conduct classroom training on SAP HCR modules. 

One of the bidders is (bidder name). They submitted a staff experience form and listed your organization and yourself as their client for (name of project). 

We would like to verify the information they submitted. It should take no more than about 5 minutes. 

Do you have the time to verify this information now? If so we would like to e-mail or fax a copy of the form to you for your review. 

(If yes, e-mail or fax the forms immediately.)
If not can we please make an appointment to call you at another time?

(If needed make an appointment to call at a later time)

(BEGIN VERIFICATION FOR ATTACHMENT 14e)
On Attachment 14e: Staff Experience Summary Form – D3, they listed a staff person for the bidder, and some information about the project they worked on for your organization. Looking at the form we sent you, we will go over each item one at a time and the information they entered. As we read each item, we will ask you if the information they entered is correct. If it is correct, please state “Yes”. If the information they entered is not correct, please state “No” and explain, as best you can, why you think it is incorrect. 

VERIFICATION RESULTS FOR ATTACHMENT 14E:
Record the verification results – “Yes”, or “No” plus reason – from the client contact in the areas below.
We will now read the items and the information entered, one at a time: 

Staff Name: _________________________________________________________________________

Project Name, Client Name, Contact & Number: ___________________________________________
Experience of end-user training on an ERP system implementation project for a public sector 

(federal, State, or local) client (Yes/No):: _________________________________________________
Qualifying experience Start Date and End Date: ___________________________________________  
One (1) Year Full Time Equivalent (FTE) Experience (Months): _______________________________

____________________________________________________________________________________

This completes our phone call to you. We thank you for your time and patience. 

******************* END OF SCRIPT ******************

Verification Script for

Attachment 14f: Staff Experience Summary Form – D4

Evaluation Team Members: ______________________________________________________

Bidder Name: _________________________________________________________________
Client Contact Organization/Name: ________________________________________________

Date: ______________
Time: ________________

SCRIPT:

Hello, we are calling from the State of California, State Controller’s Office. My name is (your name), and my colleagues’ names are (your names). We are members of a team evaluating bids for instructor services to conduct classroom training on SAP HCR modules. 

One of the bidders is (bidder name). They submitted a staff experience form and listed your organization and yourself as their client for (name of project). 

We would like to verify the information they submitted. It should take no more than about 5 minutes. 

Do you have the time to verify this information now? If so we would like to e-mail or fax a copy of the form to you for your review. 

(If yes, e-mail or fax the forms immediately.)
If not can we please make an appointment to call you at another time?

(If needed make an appointment to call at a later time)

(BEGIN VERIFICATION FOR ATTACHMENT 14f)
On Attachment 14f: Staff Experience Summary Form – D4, they listed a staff person for the bidder, and some information about the project they worked on for your organization. Looking at the form we sent you, we will go over each item one at a time and the information they entered. As we read each item, we will ask you if the information they entered is correct. If it is correct, please state “Yes”. If the information they entered is not correct, please state “No” and explain, as best you can, why you think it is incorrect. 

VERIFICATION RESULTS FOR ATTACHMENT 14F:
Record the verification results – “Yes”, or “No” plus reason – from the client contact in the areas below.
We will now read the items and the information entered, one at a time: 

Staff Name: _________________________________________________________________________

Project Name, Client Name, Contact & Number: ___________________________________________
Instructor or change management experience working on a SAP HCM HR/Payroll system implementation project with a one-time project cost of at least $20 million for a public sector 

(federal, State, or local) client, per instructor (Yes/No):: ____________________________________

____________________________________________________________________________________
Qualifying experience Start Date and End Date: ___________________________________________  
One (1) Year Full Time Equivalent (FTE) Experience (Months): _______________________________

____________________________________________________________________________________

This completes our phone call to you. We thank you for your time and patience. 

******************* END OF SCRIPT ******************
Cost Assessment Worksheet

Cost is forty percent (40%) of the total score.  The bid with the lowest grand total cost will receive the maximum number of points (370).  Each Bidder’s cost score will be based on the ratio of its total cost to the total cost associated with the lowest responsive bid, multiplied by the maximum number of cost points.  Cost adjustments for Optional Preference Claims (e.g., TACPA, LAMBRA) will be performed during cost assessment. 

Formula: (Lowest grand total cost x 370) / Bidder Grand Total Cost = Points Awarded
	Bidder

Name
	Bidder Cost 
	Calculation
	Points Awarded

	
	$
	(                          ) X 370
(                         )
	

	
	$
	(                          ) X 370
(                         )
	

	
	$
	(                          ) X 370
(                         )
	


DVBE Assessment Worksheet

Bidder Name: ________________________________
	Confirmed DVBE Participation of:
	DVBE Incentive  Points

	Indicate the calculated DVBE Incentive points in this column and add to the Final score worksheet.

	5% or more
	31.05 (3% of 1035 points)
	

	4% – 4.99%
	20.7(2% of 1035 points)
	

	3.1% – 3.99%
	10.35 (1% of 1035 points)
	

	Less than 3.1%
	0
	


Final Score Worksheet

	Bidder
	Bidder Name
	Bidder Name
	Bidder Name

	Administrative Mandatory Requirements

(Responsive or Non-responsive)
	
	
	

	Technical Mandatory Requirements

(Responsive or Non-responsive)
	
	
	

	Corporate Qualifications References (Max 45 points)
	
	
	

	Staff Experience – Desirable Qualifications (Max 390 points)
	
	
	

	Staff Reference Instructor #1 (Max 36 points)
	
	
	

	Staff Reference Instructor #2 (Max 36 points)
	
	
	

	Staff Reference Instructor #3 (Max 36 points)
	
	
	

	Staff Reference Instructor #4 (Max 36 points)
	
	
	

	Staff Reference Instructor #5 (Max 36 points)
	
	
	

	Staff Reference Instructor #6 (Max 36 points)
	
	
	

	Cost (Max 370 points)
	
	
	

	DVBE Incentive (Max 31.05 points)
	
	
	

	Small Business Preference (46.25 points) 
	
	
	

	Final Score
	
	
	


Deviation Worksheet

Solicitation # TFC 22191080

Bidder Name: _______________________________
Solicitation Requirement:

Mandatory (“shall, must, will”) _____
or
Desirable (“should, may”) ___

Bidder Response:

Materiality Test

Is the requirement Mandatory or Desirable (see above)?  If it is mandatory, proceed with answering the following questions.  If desirable, Stop; the deviation is immaterial (reference Section II, paragraph A.2.).

	1.
Is the response in substantial accord with the solicitation requirement?  If YES, the deviation is NOT material for this reason.  If NO, explain how the response deviates from the requirement:
	Yes

_______
	No*

_______

	
	
	

	2.
Does the response provide the bidder an advantage over other bidders?  If NO, the deviation is NOT material for this reason.  If YES, explain how the response provides an advantage:
	Yes*

_______
	No

______

	
	
	

	3.
Does the response have a potential significant effect on the delivery of the items bid?  If NO, the deviation is NOT material for this reason.  If YES, explain how delivery is affected:
	Yes*

________
	No

_______

	
	
	

	4.
Does the response have a potentially significant effect on the quantity of the items bid?  If NO, the deviation is NOT material for this reason.  If YES, explain how the quantity has been or will be affected:
	Yes*

________
	No

_______

	
	
	

	5.
Does the response have a potentially significant effect on the quality of the items bid?  If NO, the deviation is NOT material for this reason.  If YES, explain how the quality of the items bid is affected:
	Yes*

_______
	No

_______

	
	
	

	6.
Does the response have a potentially significant effect on the amount paid to the vendor?  If NO, the deviation is NOT material for this reason.  If YES, explain how the amount to be paid the vendor is affected:
	Yes*

_______
	No

_______

	
	
	

	7.
Does the response have a potentially significant effect on the cost to the State?  If NO, the deviation is NOT material for this reason.  If YES, explain how the cost to the State is affected:
	Yes*

________
	No

_______

	
	
	


* If the requirement is mandatory and any of these items are checked, the deviation must be deemed material (reference Section II, paragraph A.1.), and the bid rejected.  “Material deviations cannot be waived.”
� Does not include preference or incentive points
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