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	1.
This Agreement is entered into between the State Agency and the Contractor named below:

	
	STATE AGENCY'S NAME

	
	Department of General Services

	
	CONTRACTOR'S NAME

	
	     

	22.
	The term of this
	     
	through
	     
	

	
	Agreement is:
	      

	

	3.
The maximum amount 
	$      

	
of this Agreement is:
	     

	

	4.  The parties agree to comply with the terms and conditions of the following which are by this reference made a part

      of the Agreement.
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Exhibit II-C, General Terms and Conditions
Exhibit II-D, Additional Provisions
RFP DGS 55046 and the Contractor’s response are incorporated and made a part of this agreement by reference.


	

	IN WITNESS WHEREOF, this Agreement has been executed by the parties hereto.

	CONTRACTOR
	California Department of General Services Use Only

	CONTRACTOR’S NAME (if other than an individual, state whether a corporation, partnership, etc.)
	

	     
	

	BY (Authorized Signature)
(
	DATE SIGNED (Do not type)
	

	PRINTED NAME AND TITLE OF PERSON SIGNING
	

	     
	

	ADDRESS
	

	     
	

	STATE OF CALIFORNIA
	

	AGENCY NAME
	

	Department of General Services
	

	BY (Authorized Signature)
(
	DATE SIGNED (Do not type)
	

	PRINTED NAME AND TITLE OF PERSON SIGNING
	 FORMCHECKBOX 
 Exempt per:
	     

	Rita Hamilton, Deputy Director
	     

	ADDRESS
	

	707 Third Street, 2nd Floor

West Sacramento, CA 95605--2811
	


Exhibit II-A

A. 
OVERVIEW 

This section, along with the Contractor’s responses to the technical requirements, contains
 the Contractor’s responsibility after contract award.

B.
STATEMENT OF WORK

1.
Purpose

This Statement of Work (SOW) gives an overview of the purchasing card services and technologies under this Master Services Agreement (MSA) to be provided to the State of California, Department of General Services, CAL-Card Program and the participating agencies.  

2.
Period of Performance


The period of performance for this MSA contract shall be for five (5) years with at the State’s option, one (1) two (2) year extension.  


3.  CAL-Card Program 

In May 1990, the California Department of General Services (DGS) published a report titled “Using a Bank Card for Small State Purchases.“  The report recommended that the State conduct a pilot project to test the advantages and disadvantages of employing purchase cards for small dollar purchases of commodities.  
In 1992 the DGS awarded an 18 month competitively bid pilot contract that called for six state agencies to run a pilot program.  Because the pilot program was so successful, the contract was renewed and made available for all state and local governmental agencies. 

Since that time two sequential contracts have been competitively bid and awarded for continued purchase card services.  The first contract term was three years fixed with two one-year options for extension and the second was a two year fixed with four one-year options for extension.  
The CAL-Card Program allows State and local governmental agencies to utilize the Master Services Agreement through a contract addendum process.  The CAL-Card Program has been extremely successful in providing California state and local government agencies with purchase card services and continues to experience year-over-year growth in individual program usage and new participating agencies.
Finally, On July 24, 1996, The State of California officially named its purchase card program “CAL-Card“ and registered the name under a certified service mark.


4.  Agency Enrollment and Implementation

The implementation schedule shall include a time line for the various steps required as well as the timeframes to ensure implementation stays on schedule.  The contractor shall provide detailed information on the new agency enrollment and implementation plan, including, at a minimum:

· Contact information and roles and responsibilities for all Contract Program Support Staff

· Contact information and roles and responsibilities for the State of California Contract Management Staff

· Schedule with dates and locations for program and technology solution training

· Schedule with dates and locations of Quarterly User Group Meetings

· Program forms (hard copy and electronic)

· Agency training methods and training materials (hard copy and electronic)

· Agency hierarchy establishment (i.e., Approving Official, Accounting/Billing and Agency Program Coordinator, etc.)
· What are the maximum levels (hierarchy) for each participating agency
· Billing process flow and associated reports

· Card controls and issuance options

· Card/account set-up

· Card/account production and distribution

· Card/account activation

· Electronic access set-up and testing
· Mapping for interface with customer accounting system
· Demonstration and Pilot, if requested by agency

· Account follow-up

· Sample instructional guidebooks

· Review of Agency-specific policies and procedures

· Contractor’s Guidelines (Policies and Procedures)
       a.  
 Card Design and Embossing
The Contractor shall be responsible for the embossing and printing of the purchasing cards to the State’s specifications.  The State will furnish the necessary artwork (digital file) in order to provide a distinctive card design and color that will identify the card as a State of California CAL-Card purchasing card.  The State will use this one basic design as the standard card stock to be used by all CAL-Card participants.  The State reserves the right to change the card design during the contract period at no charge to the State and if doing so, will provide the Contractor with the artwork needed to make changes.

State and local agencies shall have the ability to customize the standard card stock.  This will require customization options to the front side of the card for all agencies participating in the program.  The customization options will include verbiage and/or logo or graphic embossing as described below.

(1) 
 State Government Agencies

· Name, STATE OF CALIFORNIA, top, left side of card (required)

· Program, CAL-Card, top, right side of card (required)

· Phrase, FOR OFFICIAL USE ONLY, top, right side of card under CAL-Card (required)

· Name, AGENCY or DEPARTMENT, (required))

· Name, CARDHOLDER NAME, (required)

· Picture, LOGO / EMBLEM, (optional)

· Embossing Line, ALPHA OR NUMERIC VERBIAGE, (optional)

· Contractor supplied options

(2) 
 Local Government Agencies
· Name, AGENCY NAME (county, city, etc. name), top, left side of card (required)

· Program, CAL-Card, top, right side of card (required)

· Phrase, FOR OFFICIAL USE ONLY, top, right side of card under CAL-Card (required)

· Name, CARDHOLDER NAME, (required)

· Picture, LOGO / EMBLEM, (optional)

· Embossing Line, ALPHA OR NUMERIC VERBIAGE, (optional)

· Contractor supplied options

Color copier reproduction sample of the artwork/design of the purchase card is attached in Section IV – Forms and Exhibits.  A digital proof of the card artwork/design is available upon request to the Department Official, Section I.C - DEPARTMENT OFFICIAL.

5.  Organizational Support/Staffing

The Contractor must provide highly skilled personnel and have an adequate number of personnel needed to support a large purchase card program.  In supporting the operation of the CAL-Card Program, the Contractor must comply with the following required identification of their proposed organizational staffing.  

· Identification of the account managers assigned to the CAL-Card Program

· Identification of all key support personnel assigned to the CAL-Card Program

· Provide a statement indicating the responsibilities each staff member will have while supporting this program

Contract terms will not permit substitution of personnel without prior notice to the PD.  The State understands that personnel availability is subject to change, but substitutions of personnel must include replacements with equal or greater qualifications.  The PD reserves the right to request additional personnel and/or replacement of current personnel at any time.
The contractor must provide detailed information on their support and staffing personnel and the inner structure of their organization that will be supporting the CAL-Card Program.  With the anticipated continual growth of the CAL-Card Program, the Contractor must also detail plans for expansion of staffing and how it will commit its organizational structure through the life of the contract.

6.  Marketing and Training Plan

The Contractor with support of PD’s CAL-Card Program shall aggressively strive to market the CAL-Card Program to potential State and local governmental agency customers.  This marketing venture is primarily accomplished through CAL-Card Program Overview Presentations, California government association conferences, mass mailing of program information, and the CAL-Card Program Internet site.

The Contractor will be required to participate and in some cases take the lead in marketing the Program.  The Contractor will be required to participate and cover cost in conferences, provide CAL-Card logo specific marketing and advertising materials, which at a minimum will include conference “give-a-ways,” brochures and pamphlets.  The Contractor will be required to provide and help develop training videos and program usage guidebooks, an Internet information and training information, conference promotional materials program, and CAL-Card Program Overview Presentation handouts and presentation materials.  The Contractor will also be required to provide a brochure or pamphlet for suppliers, detailing the benefits of card acceptance.  This brochure will be made available to potential suppliers who do not currently accept the purchase card.  The Contractor will be required to update and make any changes to all of the marketing and training materials with any major program changes.

The Contractor will be required to conduct a minimum of five (5) commencement conferences within the first ninety (90) days of award of the contract.  Three (3) conferences will be held in southern California locations (e.g., Greater Los Angeles, Riverside, and San Diego) and two (2) in a northern California location (e.g., Sacramento) that will be designated by the CAL-Card Program.  The conferences will be one of the means to formally introduce the new contract program to Participating Agencies and potential future participants.  The conference format will include various media formats, which at a minimum will include several speakers (Contractor and governmental agencies) and presentations of services offered by the Contractor.  Mass mailing of conference literature by the Contractor will be required in order to announce the up coming events.

a.  Conference Participation

The Contractor shall participate in and provide financial support for representing and promoting the CAL-Card Program at various conferences throughout California.  Based upon projected yearly conference participation schedule, the Contractor shall cover the cost and provide CAL-Card logo promotional items as give-a-ways for each conference.  The Contractor shall also cover the costs for conference registration and exposition booth fees for a minimum of two State employees.  It is anticipated that conferences will include, but not be limited to: 

League of California Cities

California Special Districts Association

California Association of Public Purchasing Officers (CAPPO)

California Association of School Business Officials (CASBO)

Government Technology Conference (GTC)

b.  Classroom Training  

Contractor shall assist Procurement in the development of a State approved training program, training materials and the classroom and or Webcast presentations that fully describe the roles and responsibilities of the Cardholder, the Approving Official, the Billing Office and the Program Coordinator per the terms of the contract. The training materials shall include, but not be limited to videos, printed workbooks and PowerPoint presentations.

The training shall be a maximum of a half day in length and conducted a minimum of once a month in the Sacramento area and at six additional locations annually throughout California. 

In the event that the State cannot provide/ participate, the Contractor shall be responsible for identifying target and central training locations as well as securing of training rooms and or Webcast locations.  This means that the Contractor shall identify, schedule and pay for training rooms in target and central locations to reach the maximum government entities that are currently or not currently participating in the CAL-Card Program (i.e., state agencies, counties, cities, school districts and or special districts, etc.).  Locations include but are not limited to:  West Sacramento, Sacramento, San Diego Region (including Imperial County), Central Coast, Central California, Los Angeles County, Orange County, Inland Empire (Riverside and San Bernardino Counties), Northern California, San Francisco Bay area, and the North Coast.   

    c.  User Group Meetings
Following a scheduled training, the Contractor shall be responsible for scheduling, securing meeting rooms, preparing handouts, conducting and being fully responsible for the content of a User Group Meeting.  User Group Meetings are intended to provide a forum for the State, the Contractor and the customer agencies to discuss current program issues and concerns, present case studies and provide current or enhanced program information.  

The User Group Meetings shall be conducted on a quarterly basis in West Sacramento. As well as strategic locations throughout the state to reach the greatest customer base and are agencies.  Locations shall include, but are not limited to:   West Sacramento, Sacramento, San Diego Region, Central Coast, Central California, Los Angeles, Orange County, Inland Empire, Northern California, San Francisco Bay area, and the North Coast.
7.  Purchase Card Acceptance

The Contractor is required to have a mechanism in place to enroll new suppliers to their system of purchase card acceptance.  They shall provide supplier brochures to help disseminate information concerning participation in card acceptance.  The Contractor shall also assist in promoting the benefits of accepting the card and recruiting suppliers that do not currently accept the card.

8.  Customer Services/Support System

Customer service and support are key components in the successful operation of the      CAL-Card Program.  The Contractor’s front line personnel and support system must be fully versed in the CAL-Card contract services and must furnish customer agencies with complete, accurate, timely information, and the resolution of issues or problems.  The Contractor, in conjunction with the staffing requirement detailed in Section 5 - Organizational Support/Staffing must provide the highest level of services and organizational support available with a dedication to serve the customer with the utmost professional conduct.

The Contractor must provide a secured, authorized support system(s) that would be available at all of the various hierarchical levels of the Program.  The Contractor’s system of support, at a minimum, shall provide dedicated customer service personnel that are accessible in the United States via toll-free telephone numbers, accept collect calls, and toll-free international telephone numbers.  The Contractor should also provide direct e-mail and dedicated facsimile access to support staff within their organization.  In addition, the Contractor shall provide an out of country toll free phone number to access 24 hours a day, every day of the year for cardholder services.
Cardholder services shall be available 24 hours a day, on every day of the year.  Cardholder services are defined at minimum of covering the reporting of lost or stolen cards, transaction authorization and verification, account inquiries, account maintenance, and cardholder customer assistance.  Accounting, billing and other forms of customer/support services must be available via the Contractor’s support system from 8:00 a.m. to 5:00 p.m., Pacific Standard Time, excluding weekends.  

The Contractor must also maintain a quality assurance program in order to monitor and ensure that it is providing quality products and services.  This can be accomplished through regular intervals of satisfaction surveys or other approved methods that provide comprehensive feedback on all aspects of the CAL-Card Program, which verifies Contractor performance.   The quality assurance findings, results, and resolutions will be shared with the Contractor Manager during the quarterly contract management meetings.
Within two business hours of an event, the Contractor shall be responsible for reporting to the CAL-Card Contract Manager and each of the affected agencies’ Program Coordinators and Cardholders, when there has been a product or system error and the resulting resolution plan.  The Contractor shall continue to work to resolve product or systems error through to resolution, keeping the CAL-Card Contract Manager informed of the resolution status.  The Contractor will implement practices or system corrections to ensure like errors do not reoccur.
9.  Statewide Transition and Implementation Plan

Upon contract award, the Contractor will be responsible for a transition from the current Contractor.  This transition must be facilitated over a maximum six-month time span.  This conversion will require a highly trained team of individuals from the Contractor in order to expedite a changeover for approximately 950 CAL-Card Participating Agencies with over 50,000 cardholders.

The contractor must provide detailed information on their Transition and Implementation Plan for the CAL-Card Program including:

· Agency Enrollment and Implementation

· Contractor staffing for transition

· Lines of communication

· Timelines for conversion within the six month maximum

· Agency set-up process

· Training (i.e., Agency Program Coordinator, Approving Official, Cardholder, Billing Office)

· Card embossing, production, and distribution

· Card activation

· Electronic access (set-up and testing)

· Detailed Implementation Plan

Upon contract award, the existing Contractor will be responsible for a transition to the new Contractor.  This will require a collaborative effort between the State, the existing Contractor, and the new Contractor.  This transition must be facilitated over a maximum six-month time span.  This conversion will require a highly trained team of individuals from the Contractor in order to expedite a changeover for approximately 950 CAL-Card Participating Agencies with over 50,000 cardholders.  The contractor will be required to provide a data file for every Participating Agency with all account information.

The contractor must provide detailed information on their Transition Plan for the 
CAL-Card Program including:

· Contractor staffing for termination

· Lines of communication

· Timeline for termination within the six month maximum

· Card deactivation and closure process (no card shall be deactivated without each Participating Agencies permission)

· Participating Agency total account reconciliation process and final payments

· Detailed Transition Plan
10.   General Capabilities
The Contractor must have the capability to perform the following functions, at a   

minimum, during the term of the contract.  

a. Rebate Programs
Contractors are encouraged to offer an Average Per Transaction Rebate, Volume Sales Rebate, and Prompt Payment Rebate to all participating agencies, in accordance with  Section IV - Costs/Rebate.    

 b. Administrative Fee
The Department of General Services (DGS), Procurement Division will be reimbursed an administrative fee in accordance with Section IV - Costs/Rebate.
       c. Card Limits and Restrictions 

The State desires a purchase card with extremely flexible card limits and widest possible merchant category code restrictions available.  Contractor must have the capability to apply limits and restrictions on its purchase card program and the means and time frames for changing those limits and restrictions.   The Contract Manager and each Participating Agency will have the flexibility to have the Contractor apply limits and restrictions.
(1) The Contractor must provide detailed information on the proposed cardholder,
approving official, unit, division, agency and/or department or other forms of hierarchical levels for purchase dollar limits (including the dollar increments of change) for:

· Single purchase dollar limits

· Daily purchase dollar limits

· Weekly purchase dollar limits

· Monthly purchase dollars limits

· Quarterly purchase dollar limits

· Annual purchase dollar limits

(2)       The Contractor must provide detailed information on the proposed cardholder, 
cardholder approving official, unit, division, agency and/or department or other forms of hierarchical levels for the number of card transaction limits for:

· Daily number of transaction limits

· Weekly number of transaction limits

· Monthly (or cycle) number of transaction limits

· Quarterly number of transaction limits

· Annual number of transaction limits

(3)
     The Contractor must provide detailed information on the proposed cardholder, 
approving official, unit, division, department, agency, and statewide or other 
forms of hierarchical levels for merchant category code exclusion and/or locking.
The State is looking for the broadest possible restrictions for types of purchases 
made by each cardholder and will also be restricting certain category codes 
program wide.

   d.    Card Issuance
Card issuance, re-issuance, and activation of cards are of the utmost importance to the State.  With the anticipation of continual growth in the CAL-Card Program, the Contractor’s issuance system must be able to accommodate the ever-increasing number of cards.  

Each Participating Agency will administer their procurement function, determine to whom the cards shall be issued, and the purchasing authority of each employee within the limits of the contract.  The CAL-Card Program shall be available for use by individual government employees.  Issuance of a card to any employee must be done with prior written or an alternative secured method of approval by the Participating Agency’s Program Coordinator.  

The Contractor will be required to mail all cards issued within five business days or sooner after the Contractor receives cardholder account set-up information.  Cards will only be mailed to the agencies designated point of contact, which may include the individual cardholders.  The Contractor must provide detailed information on the proposed card processes including:

· Card generation, paper process / electronic online process

· Card delivery (time frames) and activation process

· Card security

· Card cancellation and replacement (lost and stolen cards)

· Card reporting and notification process

· Card issuance and expiration time periods

· Addition of new cardholders within an established program 

   e.   Account Maintenance
Participating Agencies will routinely make changes to cardholder accounts, program structure, and possibly other elements in their programs.  These changes must be in real time and may include, but are not limited to, changes to names, addresses, zip codes, telephone numbers, e-mail addresses, purchase limits, transaction limits, merchant category codes, approving official, temporarily suspend cardholder activity and termination of a cardholder’s account.  It will be imperative that these changes or modifications are accommodated with the utmost skill and expedience.

The Contractor must provide detailed information on the proposed account maintenance processes including:

· Means of requesting changes must include:  written, phone, fax, e-mail, and/or online

· Restricting changes to agency program coordinator (or alternate) except lost/stolen/fraud account closures

· Security controls in place to ensure only authorized changes

· Time frames from request to enactment

· Internet solution for online, real time, account maintenance, and transaction administration

   f.     Disputed Transactions
The Contractor will be required to propose a resolution procedure for dealing with disputed transactions resulting from unauthorized charges, errors in cardholder billings, or problems with charges for merchandise or services that are not resolved between the cardholder and supplier.  Participating agencies intend to pay according to the contract payment terms; however, in instances of dispute the charges must be placed in suspense until there is resolution.  The Contractors must propose a timely dispute procedure to ensure that the payment network charge back rights do not expire.  If upon resolution of a dispute it is found that the transaction was actually an authorized charge, the Participating Agency will be liable for the payment within the payment terms as described in Section 11.  Service Capabilities, b. Payment Term and Late Payment Penalties.
The Contractor shall provide detailed information on the proposed disputed transaction resolution procedures, including:

· Notification process to Contractor, paper/electronic data interchange/facsimile

· Ability to dispute transactions electronically as well as track through final resolution of the charge

· Instructions for cardholders

· Instructions (including invoice adjustments) for billing offices 

· Provisions for prompt investigation of disputed items

· Provisions for reporting/disposition on resolution of dispute to cardholders, approving officials, agency program coordinators, and billing office

· Provisions for system identified dispute related credit or payment on resolved dispute

· Internet solution for communicating and reporting a disputed transaction 
   g.  
   Liability 
The State and all CAL-Card Participating Agencies shall only be liable for the use of their purchase cards on acquisitions that are authorized transactions.  Authorized transactions are defined as acquisitions which meet the following requirements:
· Where the Participating Agency authorized the employee as a purchase card user

· Within cardholder setup limits and restrictions specified by each Participating Agency

· Where transactions are authorized by the merchant in accordance with established payment card association rules and regulations

· The Participating Agency receives the product, commodity, service, etc.

The use of the purchase card outside of this definition is defined as an unauthorized transaction and is outside the scope of State or Participating Agency liability. 

The State and the Contractor through mutual agreement shall establish procedures for reporting lost or stolen cards and stolen cardholder account numbers.  The State and all Participating Agencies shall have no liability for lost or stolen cards or fraudulent use of any purchase card.   The Contractor shall report to the Cardholder and the Agency Program Coordinator reported fraud transactions and the resulting credit issuance or payment due determinations through immediate system generated letters and within monthly management information reporting.
11.  Service Capabilities

       The Contractor must have the capability to perform the following functions, at a 
       minimum, during the term of the contract.  

       a. Program and Transaction Data Reports
Critical to the operation of every participating state and local agency is the ability to obtain required transaction data as well as overall purchase card program information.  The required data and information system varies from one agency to the next.  The Contractor will be required to provide versatile and comprehensive reporting capabilities.  The State will also be looking for a system that has the most reporting capabilities at all hierarchical program levels and deliverable through various media.  The PD will also require the Contractor to make available its entire statewide CAL-Card Program database for the   CAL-Card Program Team.

During the account set-up process and through routine account maintenance/changes the Contractor shall make available all media types of reporting to each Participating Agency in order to satisfy the agency requirements.  The Contractor shall have the ability to restrict access to program and transaction data and be capable of restricting the ability to request and implement changes.  This secured system shall have the capability of disseminating different levels of secured information.  The Contractor shall be able to provide varying levels of security.  High levels of security will be required for some items such as reviewing detailed transaction data, cardholder account numbers, or making changes.  Lower levels of security will be needed for obtaining items such as forms or training materials.

The Contractor will be required to provide transactional data at a minimum on the following levels:

· Cardholder

· Approving Official

· Agency office or unit 

· Accounting /billing (available at different levels)

· Agency Program Coordinator or alternates (available at different levels)

· State Controllers Office (all state agencies transactional data)

· Procurement Division (statewide administrative level and compliance review group) 

The program and transaction data reports must be provided via hard copy (paper) and an electronic access system for data exchange.  This would include items such as Internet sites, remote access, communication links, mapped electronic interface, database transfer, data storage, magnetic tapes, diskettes, and mapped software programs.  All methods of transmission except hard copy will be delivered in a format that gives the State and all Participating Agencies the ability to create ad-hoc reporting on all program and transaction data elements.  

At a minimum the Contractor must provide a form of electronic access system that allows two–way communication between the Participating Agency and the Contractor.  The Contractor shall also provide any associated software and communication connection required, which will allow each Participating Agency to connect with the system.  The electronic method of access must be compatible with a variety of computer systems (including personal computers and mainframes).  If the Contractor is providing a software solution to aid in making use of the downloading of data it must be compatible, at a minimum, in a Windows 98, NT, and XP environment.  (These environments should not be considered an all-inclusive list of software versions).  For access through modem, the Contractor shall provide each Agency the appropriate communications parameter information and any procedural information.  The Contractor shall also provide the file layout for each file as requested by the Participating Agencies.

The program and transaction data reports will also need to be provided and distributed in a variety of frequencies to meet each Participating Agency’s requirements.  The following is a list of frequencies that most reports should be available.

· Real Time

· Daily

· Weekly

· Monthly (billing cycle and calendar)

· Quarterly

· Annually (fiscal year and calendar)
The program and transaction data reporting system will need to have the following capabilities:

· Cardholders can view their statements online

· Program Coordinators can view statements under their hierarchy

· Online self-registration

· Email notification indicating availability of statement

· Six rolling months of statements housed online

· Print statement for records or bill payment

· Download statements for archives
The Contractor must be willing to modify all of its reports including commercially standard reports and customize reports so they are recognized as State of California, CAL-Card Program Reports.  Other modifications will be required including agreed upon format of the reports, appearance, and inclusion or elimination of data elements.  Contractor will be required to provide custom reports based on the needs of our Participating Agencies.

The following is a list of reports and data elements that must be provided in the Program and Transaction Data Report selection.  This list should be considered a minimum.

· Cardholder statement

· all available transactional and spend data

· cardholder name, address, and account number

· additional optional fields of entry

· cardholder’s approving official name, address, and account number

· billing officers name and address

· dollar limits, single and monthly

· date and signature blocks (cardholder and approving official)

· write in lines on each transaction for account codes and transaction description
· confirmation of disputes and reported fraud

· notice of dispute resolution

· notice of fraud resolution
· Approving Official statement

· all available transactional data

· cardholder name, address, and account number

· additional optional fields of entry

· approving official’s name and address

· billing officers name and address

· dollar limits

· Office or unit statement

· all available transactional data (roll up)

· additional optional fields of entry

· dollar limits

· Invoice

· all available transactional data (roll up)

· cardholder name and account number

· additional optional fields of entry

· cardholders approving official name and account number

· billing officers name and address

· dollar limits

· Outstanding invoice status

· all available transactional data (roll up)

· payment details

· dispute details
· fraud details
· Supplier Activity (real-time, monthly, quarterly, and annually)
· itemization of individual suppliers and locations

· dollars

· product

· transactions

· certifications

· 1099 reportable spend data 
· Merchant category code identifying commodities and services
· California Certified Small Business Enterprise, Disabled Veteran Business Enterprise  and Micro Business Reporting

· Fraud transactions tracking

· Including notification of Agency Program Coordinator, Approving Official, and Cardholder

· Notice of credit issued or determined due and payable
· Disputed transactions tracking

· including notification to Agency Program Coordinator, Approving Official, and Cardholder
· Notice of credit issued or determined due and payable

· Lost or stolen cards 

· including replacement notification to Agency Program Coordinator
· Agency fraud notification

· Statistical summary (all levels)

·  Delinquent accounts

· Declined transactions tracking

· Card activation tracking 

· Cardholder maintenance/changes

· Agency flat data file
· Questionable activity
The Contractor shall provide the CAL-Card Program Team administrators and individual agencies the ability to include electronic or paper inserts and messages on all statements and invoice reports.  The Contractor may also use this method of disseminating information, however, any insert or messages shall be subject to approval by the CAL-Card Program Team.  This information distribution system will only be used to provide CAL-Card Program related informational details.

· 1099 data base

· IRS reportable spend per supplier with all IRS required data elements and tax identification number

Section 6041 of the federal Internal Revenue Code and Section 18802 of the state Revenue and Taxation Code require the reporting of certain payments made to individuals, medical corporations and partnerships when such payments total at least $600 of miscellaneous income and $10 of interest income, respectively.

Each government agency which makes payments from the State Treasury, Trust and/or agency funds must comply with the Internal Revenue Service (IRS) and the Franchise Tax Board (FTB) annual information reporting and income tax withholding (W/H) requirements.

To meet reporting requirements each agency must collect a taxpayer identification number and certification information from each merchant.  The required data elements are specified in the Department of the Treasury, Internal Revenue Service, Request for Taxpayer Identification Number and Certification, W-9 form and the State of California, Payee Data Record (STD.204) form.

The Contractors are required to provide detailed information on merchant activity reporting capabilities which include the number and dollar amount of charges by merchant, merchant category code, name, location, and taxpayer identification number and certification information.  The Contractors are required to provide the completion status of each 1099 reporting data element.

Contractors shall work in a collaborative effort with Office of Small Business and Disabled Veteran Business Enterprise Services (OSDS) to strive to attain the following objectives over the term of the contract:

The contractor will provide specific electronic data to be added to a California State purchases database.  The Office of Small Business and Disabled Veteran Business Enterprise Services (OSDS) program within Procurement Division of the DGS certifies small businesses (SB), micro businesses (MB), disabled veteran business enterprises (DVBE), non-profit veteran services agencies (NVSA), and non-profit (NP) firms doing business with the State.  These requirements are to support statutory reporting requirements of contracting activity.

The type of vendor needs to be separated for the reports into: SB, MB, DVBE, NVSA, and NP.  Each transaction must also be categorized as required by law for the reports as: goods (non-IT), services (non-IT), construction, and information technology (IT) (goods and services).  
The definition of goods is all tangible personal property, including materials, supplies, and equipment.  The definition of services includes all services rendered to the State, whether or not the services involve the furnishing or use of equipment, materials, or supplies or are performed by an independent contractor.  

The definition of construction includes the erection, building, alteration, repair or improvement of any public structure, building, road, or other improvement of any physical kind on or upon State real property.
 

The definition of IT includes goods and services and is as found in Government Code 11702: information technology means all computerized and auxiliary automatic information handling, including systems design and analysis, conversion of data, computer programming, information storage and retrieval, voice, video, and data communications, requisite system controls, simulation, and all related interactions between people and machines.  Non-IT goods and services must be reported separately from IT goods and services. 

The mandatory contract requirements and desirable requirements will allow the State to add CAL-Card information to its reports database without individual entry of each purchase by the State business programs.  Mandatory and desirable fields are in the exhibit entitled Data Element Requirements for CAL-Card.  

The following are the mandatory requirements for the report purposes:

· All listed items on the requirements on the Data Element Requirements for CAL-Card.

· The contractor to propose how each transaction will be matched against the OSDS certification database. 

· Transactions to be matched daily to the OSDS certification database.

· The contractor will describe how the goods, services, IT, and construction categories will be tied to each purchase.
· The contractor will describe how returns, credits, cancellations will be tied to the original purchase within a given reporting period.

· Contractors need to specify for each data element, the database field’s size and description for match to the State database.
   b.    Payment Term and Late Payment Penalties
The Contractor will be responsible for operating a payment system that interfaces with the Participating Agencies’ accounting/billing systems.  It must be a versatile system and have sufficient flexibility to interface with the Participating Agencies’ automated accounting and billing systems.  Each Participating Agency will be financially responsible to the awarded Contractor for authorized cardholder purchases.  The Contractor will be responsible for sending an itemized official invoice to the agency designees for each of the billing accounts established within an Agency.  These invoices must be sent promptly after the end of each billing cycle.  It is anticipated that some participants will have multiple billing cycles per month.  

The CAL-Card Program will require the following minimum payment terms:

The full amount of each Participating Agency’s monthly balance or billing cycle balance, except for disputed or reported fraud items, will be due within forty-five (45) days from the billing cycle date of the Contractor invoice.  If the Contractor’s Cardholder Statement, Approving Official Summary, or the Invoice is not postmarked within three business days after the billing cycle, the pay term can be extended the equal number of days between the third day after the billing cycle and the actual latest postmark date of the Cardholder Statement, Approving Official Summary, or the Invoice.  

Payment will be made to the Contractor via check, warrant, bank wire, automated clearing house, and/or electronic funds transfer at the Participating Agency’s option.  Payment sent via mail is considered paid on check or electronic issue date as long as postmarked by the third day after check issue date.  If the check is not postmarked by the third day after the check issue date, the check posting date will be extended the equal number of days between the third day after check issue date and the actual postmark date of the payment envelope.

Late payment penalties for undisputed payments not received by the Contractor within the specified period will be determined under California State Law.  All Participating Agencies will be required to pay such penalties based on the California Prompt Payment Act (Government Code, Section, 927) or its successor.  The penalty on any undisputed late payment shall be calculated in accordance with the penalty interest factor per day formula provided in the State of California Budget Letter 05-15, Late Payment Penalty Interest Rates (or its successor letter).

The Contractor must provide a detailed delinquent account suspension notice report, which shall be sent to the Participating Agency Director or Chief Officer, the State Department of Finance, Fiscal Systems Consulting Unit, and the CAL-Card Statewide Program Administrator, for agencies with delinquencies greater than 120 of days with subsequent suspension at 90 days from date of Contractor’s suspension notice.

The contractor must provide detailed information and electronic copies to fit 8 ½ x 11 format on the proposed payment system, including:

· Forms of accepted payment

· Ability to cross-reference Cardholder Statement, Approving Official Summary, and monthly invoice number

· Paper hard copy invoices/payment

· Electronic invoices/payment including necessary hardware/software

· Invoice adjustments

· Late payment collection and suspension policies

· Invoice forms and reports

· Collection on delinquent accounts

12. Technical Capabilities

The contractor must have the technical capabilities to perform the required services for the CAL-Card Program and Participating Agencies.  Those services included, but are not limited to, the following:

Interfacing with Financial Systems

Data Transmission

Report Capabilities

Disaster Recovery

13.  Billing

The CAL-Card Program will require the awarded Contractor to have a very diversified system of delivering accounting/billing information.  State and local government participants have numerous different types of accounting/billing systems.  This requires the Contractor to have sufficient flexibility to accommodate participating entities with a variety of accounting and billing systems.  The State will have a need for both a paper hard copy process and an electronic access system for data exchange as described in Section 11. Service Capabilities, a. Program and Transaction Data Reports.
The program and transaction data must be provided through the Contractor’s electronic access system.  The system shall be able to provide electronic review and manipulation of all captured transaction information, including the ability to sort data by any field.  The system shall also have the ability to filter out unnecessary information, edit account allocation manually, and split transaction amounts into sub-units for multi-account allocation.  This includes summary roll-up, review and manipulation at different hierarchical levels.

The Contractor shall also be able to provide automatic, default cost allocations for each transaction to include the ability to assign multiple account codes to each transaction as determined by the Agency.  In addition, the Contractor shall provide the ability to assign a code based on the vendor, vendor category, cardholder or any combination of these fields.  The account code must be sufficiently long to accommodate the accounting string of any agency (minimum 64 digits); and the ability of the Agency to override the default code.

The Contractor shall also provide the ability to download data from the system and the automatic creation of batch upload files containing accounting data to agency internal accounting systems to include, at a minimum, a custom interface file to any internal system(s) designated by the agency.  This custom interface file shall be created in such a manner that it can be imported into the agency's system with no interaction or special programming or manual entry of transaction data.

In responding to this requirement the Contractor must provide examples and samples.  The Contractor shall address the software and hardware that is required for a Participating Agency to accommodate the electronic data exchange. 

The contractor shall provide detailed information on the proposed accounting/billing system and must include:

· Billing statement format and displayed information

· Distribution of billing statements, timelines for receipt of statement, and available options

· Hierarchical level of billing statement distribution to customers

· Billing cycles and available options (i.e. multiple cycles)

· Number and dates of available billing cycles per month 

·  Billing and accounting reconciliation software/technology proposed including 
     desirable Internet solution

· Program and transactional data security

· Accounting/ billing back-up system

14.  Pilot and Demonstration

This contractor must have the capabilities to plan, initiate, conduct, support and manage, and complete a successful demonstration period and/or pilot program, if requested by participating agencies, as part of the implementation of the CAL-Card program purchasing card services and technologies.  

The State may require the awarded contractor to conduct demonstrations and pilot programs prior to implementation of purchase card technologies.  This will require that the Contractor work in a collaborative effort with the PD, State Controllers, Department of Finance, and participating agencies.   

15.  Contract Management

Contract management shall be a responsibility of the PD, CAL-Card Contract Manager, Contractor, and Participating Agencies.  Therefore, the contractor shall describe how it plans on managing this contract with these entities.  

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

· Strategic Plan for Contract Management

· Tactical Plan for Contract Management

· Periodic meetings with DGS Executive Office

· Quarterly meetings with PD

· Periodic meetings with CAL-Card Contract Manager

· Periodic meetings with participating agencies

· Problem identification and resolution

· Meeting agendas and presentations

· Program updates and discussions

· CAL-Card Program Growth

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

16.  Other Services 

This contractor is encouraged to offer other purchase card services and technologies that have not already been addressed in the previous sections of this Statement of Work.     

17.  MSA User Guide  

The MSA User Guide (Ordering Instructions) may be modified periodically as determined by the Department of General Services.  Contractors must comply with the changes as issued.  The MSA User Guide (Ordering Instructions) will be posted on the website and available for download at: www.pd.dgs.ca.gov/masters .


a.
User Instructions

The State agencies shall conform to the policies and procedures set forth in Management Memo 03-10 (or its most current revision) and the State Contracting Manual, including Purchasing Authority Manual.  

User Instructions will be prepared, issued and overseen by a Contract Administrator assigned to this MSA from DGS/Procurement Division.  

b.  Orders

The State agencies will be issuing a standard agreement (STD. 213) form, attached as Exhibit N.   Those   participating local agencies will utilize a unique local agency agreement form.  


c.  Performance

Should occurrences of either outstanding performance or poor performance be encountered the Department Official should be notified.  The contractor shall have the option of reviewing any such submitted performance reports and evaluations.
18.
Contractor Reporting Requirements
Contractor shall provide a report to the DGS contract administrator that provides details

regarding contracts they have received on this MSA.  The report shall be submitted to

DGS on a quarterly basis received by DGS on April 15, July 15, October 15, and January 15 of 

each year.  The report must contain the following information:  

· The MSA number

· Contractor name and contact information 

· State or Local agency contact information

· Agency billing code

· Order number

· Dollar value

19.  Small Business/DVBE Subcontracting
a.  The Contractor will provide an ordering agency with the following information at 
the time the order is quoted:

(1)  The Contractor will state that, as the prime Contractor, it shall be responsible for the overall execution of the fulfillment of the order.

(2)  The Contractor will indicate to the ordering agency how the order meets the small business or DVBE goal, as follows:

· List the name of each company that is certified by the Office of Small Business and DVBE Certification with which it intends to subcontract to perform a commercially useful function; and

· Include the small business or DVBE certification number of each company listed, and attach a copy of each certification; and

· Indicate the dollar amount of each subcontract with a small business or DVBE that may be claimed by the ordering agency towards the small business or DVBE goal; and 

· Indicate what commercially useful function the small business or DVBE subcontractor will be providing towards fulfillment of the order.

b.  The ordering agency’s STD. 213 (Exhibit N) must be addressed to the prime Contractor and must reference the information provided by the prime Contractor as outlined above.

20.  Ordering Agency Responsibilities   

a. All user agencies shall comply with all applicable laws including the Public Contracting
Code (PCC) and the Government Code (GC).   

b.
User Instructions will be prepared and overseen by the DGS PD Contract Administrator 
assigned to this MSA.  Ordering agencies shall follow the User Instructions.

c.
All agencies using this MSA shall conform to the policies and procedures set forth in 
Management Memo 03-10 (or its most current revision), the State Contract Manual  (SCM)

and the Purchasing Authority Manual (PAM).  

d.
All agencies shall prepare the necessary forms to participate in the CAL-Card Program.  
e. Ordering agencies shall report occurrences of either outstanding performance or failure of 

performance to the DGS Procurement Division Contract Administrator.  The contractor shall have the option of reviewing any such submitted performance reports and evaluations.

f. If an ordering agency is found to be in violation of the MSA ordering procedures, PAM, or
any other applicable policy or procedure, the agency will be subject to termination of their participation in the CAL-Card program.  

Exhibit II-B

Contractor Certification Clauses (CCC 3304)

http://www.documents.dgs.ca.gov/ols/CCC-1005.doc
Exhibit II-B

General Terms and Conditions  

http://www.documents.dgs.ca.gov/ols/GTC-306.doc
Exhibit II-D

ADDITIONAL PROVISIONS

1.
Licenses and Permits

The Contractor shall be an individual or firm licensed to do business in California and shall obtain at his/her expense all license(s) and permit(s) required by law for accomplishing any work required in connection with this Agreement.

2.
Subcontractors

Nothing contained in this Agreement or otherwise shall create any contractual relation between the State and any subcontractors, and no subcontractors shall relieve the Contractor of its responsibilities and obligations hereunder.  The Contractor agrees to be fully responsible to the State for the acts and omissions of its subcontractors and or persons either directly or indirectly employed by any of them as it is for the acts and omissions or persons directly employed by the Contractor.  The Contractor’s obligation to pay its subcontractors is an independent obligation from the State’s obligation to make payments to the Contractor.  As a result, the State shall have no obligation to pay or to enforce the payment of any moneys to any subcontractor.
3.
Insurance Requirements

Contractor shall furnish to the State a certificate of insurance stating that there is commercial general liability and workers’ compensation insurance presently in effect for the Contractor of not less than $1,000,000 per occurrence for bodily injury and property damage liability combined.

The certificate of insurance must include the following provisions:

a. The insurer will not cancel the insured’s coverage without 30 days prior written notice to the State; and

b. The State of California, its officers, agents, employees, and servants are hereby named as additional insured but only with respect to work performed for the State of California.

Contractor agrees that the liability insurance herein provided for shall be in effect at all times during the term of this contract (including all MSA release orders).  In the event said insurance coverage expires at any time during the term of this contract, Contractor agrees to provide at least 30 days prior to said expiration date, a new certificate of insurance evidencing insurance coverage as provided for herein for not less than the remainder of the term of the contract, or for a period of not less than one year.  New certificates of insurance are subject to the approval of the Department of General Services, and Contractor agrees that no work shall be performed prior to approval.  In the event the Contractor fails to keep in effect at all times insurance coverage as herein provided, the State may, in addition to any other remedies, terminate this contract.

4.
Contracts Funded by the Federal Government

It is mutually understood between the parties that this contract may have been written before ascertaining the availability of congressional appropriation of funds, for the mutual benefit of both parties, in order to avoid program and fiscal delays which would occur if the contract were executed after that determination was made.

This contract is valid and enforceable only if sufficient funds are made available to the State by the United States Government for the current and/or subsequent years covered by this agreement for the purposes of this program.  In addition, this contract is subject to any additional restrictions, limitations, or conditions enacted by the Congress or any statute enacted by the congress, which may affect the provisions, terms, or funding of this contract in any manner.

It is mutually agreed that if the Congress does not appropriate sufficient funds for the program, this contract shall be amended to reflect any reduction in funds.

The department has the option to void the contract under the 30-day cancellation clause or amend the contract to reflect any reduction of funds.

5.
Federal Debarment


The Federal Department of Labor requires that State agencies which are expending Federal funds of $25,000 or more to have in the contract file, a certification by the supplier that they have not been debarred or suspended from doing business with the Federal Government.  Each Contractor must provide this documentation upon request.

6.
DGS Termination of Contract

The DGS, Procurement Division may terminate this contract at any time upon 30 days prior written notice.  Upon termination or other expiration of this contract, each party will assist the other party in orderly termination of the contract and the transfer of all assets, tangible and intangible, as may facilitate the orderly, nondisrupted business continuation of each party.  This provision shall not relieve the contractor of the obligation to perform under any purchase order or other similar ordering document executed prior to the termination becoming effective.

7.
Negotiation

At the State’s sole option, the Department of General Services (DGS) reserves the right to invoke negotiations pursuant to Public Contract Code Section 6611, in accordance with existing guidelines and procedures adopted by the Department of General Services
8.
Conflict of Interest

See Public Contract Code §10410 -  §10412 for Current and Former State Employees.

9.
Federal Air or Water Pollution Violations

See Government Code §4477
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