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Below is an outline of a complete IFB for Consultant Services.  The scope and detail should be appropriate for the extent of the EDP consultant services being contemplated.


1.	Introduction


a.	Organization and mission of the department


b.	Location and objectives of EDP installation


c.	Purpose and scope of response


2.	Rules Governing Competition


a.	Instructions to vendors for preparing and submitting responses


�SYMBOL 183 \f "Symbol" \s 10 \h�	Address responses to


�SYMBOL 183 \f "Symbol" \s 10 \h�	Deliver responses to


�SYMBOL 183 \f "Symbol"�	Final date and hour of submission


�SYMBOL 183 \f "Symbol"�	Standardized outline and format for responses


�SYMBOL 183 \f "Symbol"�	What the vendor is to take into consideration in preparing his/her response


�SYMBOL 183 \f "Symbol"�	Alternate responses


�SYMBOL 183 \f "Symbol"�	What the vendor is expected to submit for evaluation


�SYMBOL 183 \f "Symbol"�	Basis for selection


�SYMBOL 183 \f "Symbol"�	Procedure by which the department will modify the specifications, if necessary


�SYMBOL 183 \f "Symbol"�	Final date for the vendors to make inquiries for guidance in preparing the response





b.	Contact between vendor and department


�SYMBOL 183 \f "Symbol"�	Contracts for further information


�SYMBOL 183 \f "Symbol"�	Oral presentations


�SYMBOL 183 \f "Symbol"�	Protest


�SYMBOL 183 \f "Symbol"�	Visits to installation


�SYMBOL 183 \f "Symbol"�	Debriefing





c.	Requirements established by the department


�SYMBOL 183 \f "Symbol"�	Prime contractor on total system


�SYMBOL 183 \f "Symbol"�	Late responses


�SYMBOL 183 \f "Symbol"�	Acceptance of response content


�SYMBOL 183 \f "Symbol"�	Rejection of response


�SYMBOL 183 \f "Symbol"�	Contractor's costs of answering IFB  are his/her responsibility


�SYMBOL 183 \f "Symbol"�	Department policy concerning news releases


�SYMBOL 183 \f "Symbol"�	State right to use any or all system ideas in any responses





3.	Problem Description


	A description of the problem


4.	Objective


	The objectives of the study; a general statement of what is expected to be accomplished.
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5.	Scope


	Scope of the work, including:  any desired approach to the problem; practical, policy, technological, and legal limitations; specific questions needing answers; deliverable items; format for the completed report; and the extent to which assistance and cooperation will be available to the consultant from the State.


6.	Implementation Plan


	Firm or estimated time schedule including dates for award of contract; for commencement of performance; for submission of progress reports, if any, and for completion.


�
(Continued)
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7.	Funds


	Known or estimated budgetary limitations on the contract study price, and whether and to what extent progress payments will be allowable.


8.	Response Requirements


	A requirement that the prospective consultant include in his/her response:


a.	A description of his/her qualifications, a brief list of similar types of consulting contracts successfully concluded, with a sample of such work; a description of the lead personnel and anticipated supporting personnel to be employed on the study; amount of time and manpower to be expended; equipment and facilities to be utilized; and, if subcontractors are contemplated, a description of these persons or firms and the portions and monetary percentages of the work to be done by them.


b.	An overall description of the techniques by which the bidder intends to approach the solution to the problem.


c.	The total cost of the study, a detailed breakdown of how it was computed, and any desired method of payment.


The specific language listed below will be included in all IFBs for consulting service, unless the nature of the situation is such that the language is inappropriate:





Proposed Work Plan





"Each vendor must provide a detailed work plan as a part of the response.  The work plan shall provide the following.





�SYMBOL 183 \f "Symbol" \s 10 \h�	Identification of all tasks and work items


�SYMBOL 183 \f "Symbol" \s 10 \h�	Responsibility for tasks and work items


�SYMBOL 183 \f "Symbol" \s 10 \h�	Proposed man loading for all tasks and work items


�SYMBOL 183 \f "Symbol" \s 10 \h�	Proposed specific personnel assignments to support proposed staffing


�SYMBOL 183 \f "Symbol" \s 10 \h�	Identification of the specific elements, response requirements, or portion of deliverable products and services that each task or work item supports."


(Continued)


�
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Design and Development Approach





"The concept of Progressive Design and Development reviews and buyoffs in each of the following elements must be observed in System or Software Design and/or Development efforts.





�SYMBOL 183 \f "Symbol" \s 10 \h�	General System Design


�SYMBOL 183 \f "Symbol" \s 10 \h�	Detailed System Design


�SYMBOL 183 \f "Symbol" \s 10 \h�	Program Design


�SYMBOL 183 \f "Symbol" \s 10 \h�	Implementation of Planning


�SYMBOL 183 \f "Symbol" \s 10 \h�	System Test Plan Development


�SYMBOL 183 \f "Symbol" \s 10 \h�	Conversion Requirements Definition.


�SYMBOL 183 \f "Symbol" \s 10 \h�	User Training Planning ]





The progress reporting methodology proposed by the vendor must be keyed to the work plan elements.  It shall include degree of completion and level of effort or resource expended for all tasks, work items, and events identified in the work plan."
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