Day 2 Exercise 1


Document Handling


Handout 4-2
Background Information:
State agency CDAA issued RFP CDAA-08-001 for a new licensing & certification system.   More bidders than expected have responded forcing the RFP team to reschedule some Key Action Dates (see Handout 4-3).  Specifically, the following changes must be made:

	Key Action Items
	Old Date
	New Date

	
	
	

	5. Last day to submit final questions
	03/07/xx
	03/14/xx

	6. Last day  to request RFP change
	03/14/xx
	03/21/xx

	7. Last day to protest RFP requirement
	03/21/xx
	03/28/xx


The RFP Team also received questions from Bidder A (see Handout 4-4) and a Detailed Technical Proposal.  The evaluators have already reviewed the proposal and created a Confidential Discussion Agenda (see Handout 4-5).

Exercise:
1. Take a few minutes to look at the contents of the IACP3 website and then read and discuss the description above with fellow group members.  

2. The group will then decide who will be the Procurement Official (signer), what documents should be done by whom and with what content within the time allotted.  Assume that today’s date is Feb 8, 20xx and any information that you need to complete the document.

3. Using the electronic copies of the handouts and the manual template found on the IACP3 website, create and print the following documents on plain paper:

· RFP Addendum #1 
· Addendum #1 Notice

· Question & Answer Set

· Detailed Technical Proposal Evaluation Letter w/ Confidential Discussion Agenda Addressed to:

Magnificent Systems 

Roy Marx, VP Biz Development
100 Magnificent Drive, Suite 1000

Great City, CA  95113
4. After 20 minutes, the class will regroup and review each group’s proposed documents (i.e. how they were created and what contents were used).

Handout 4-3
RFP CDAA-08-001

F.
KEY ACTION DATES

Listed below are the important actions and dates and times by which the actions must be taken or completed.  If the State finds it necessary to change any of these dates, it will be accomplished via an addendum to this RFP. OTHER THAN INSTALLATION (READY-FOR USE) DATE, ALL DATES AFTER THE FINAL PROPOSAL SUBMISSION DEADLINE ARE APPROXIMATE AND MAY BE ADJUSTED AS CONDITIONS INDICATE, WITHOUT ADDENDUM TO THIS RFP.

	ACTION
	DATE/TIME

	1. Release of RFP
	1/4/xx

	2. Last day to submit Intention to Bid (Form 1.1), financial responsibility information (Form 1.2) and the signed Confidentiality Statement (Form 1.3) (all are located in Appendix C)
	1/25/xx

	3. Submission of Detailed Technical Proposal 
	2/8/xx

	4. Confidential Discussions with Individual Bidders 
	#

	5. Last day to submit final questions for clarification of RFP prior to submittal of Draft Proposals
	3/14/xx

	6. Last day to request a change in the requirements of the RFP*
	3/21/xx

	7. Last day to protest requirements of the RFP**
	3/28/xx

	8. Submission of Draft Proposals
	4/4/xx

	9. Draft Proposal Evaluation
	4/07/xx-4/25/xx

	10. Submission of Final Proposals ***
	5/09/xx – 2 PM

	11. Final Proposal Evaluation
	5/12/xx-5/29/xx

	12. Public Cost Opening
	5/30/xx

	13. Demonstration of Requirements
	6/06/xx

	14. Notification of Intent to Award
	6/13/xx

	15. Last Day to Protest Selection **
	06/20xx

	16. Contract Award and Execution
	06/30/xx


symbol 42 \f "Symbol" \s 10 \h
Or five (5) days following the last Addendum that changes the requirements of the RFP.  See Section II B.4, Questions regarding the RFP.

**
See Section II, E. 1. Protests.

#
These dates will be determined when the number of bidders is known, and each bidder will be notified of their particular schedule.
Addendum #1
Page I-5
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Bidder A

1 Santa Valley Road

Anytown, CA 94116

February 16, 20xx

Rising Star

CDAA

101 Any Street

Sacramento, CA 95814

RE: RFP CDAA-08-001 Questions

Dear Ms. Star:

As you know, we are one of the industry leaders for the type of system you are asking for in this RFP.  We are ready to commit time and effort to participate in this RFP but need some clarification about a couple of requirements before we do. 

Question 1:  Since you are requiring public access via the Internet to the system data, what type of security protection do you envision as mandatory?  There are many technologies to provide security.

Question 2: Do you require system maintenance coverage 24/7 at all your office locations statewide?

We think our product and service can meet all your requirements and are anxious for your response to confirm it.

Sincerely,

J.R. Ewing

Business Development Manager

(916) 567-9999 Office

(916) 567-9998 Fax

(916) 337-9999 Mobile

jrewing@BidderA.com
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CONFIDENTIAL DISCUSSION AGENDA

RFP CDAA-08-001
BIDDER:  Magnificent Systems
REPRESENTATIVE:  Roy Marx
DISCUSSION DATE:  Feb 26, 20xx
TIME:  1:30 – 2:00 PM
LOCATION:  CDAA Conference Room 1-105

101 Any Street

Sacramento, CA 95814
INVITEES:

	CDAA
	Magnificent Systems

	(name), Procurement Official
	Roy Marx, VP Business Development

	(name), Department Contact
	(name), Technical Expert

	(name), Admin Expert
	(name), Legal Counsel

	(name), Technical Expert
	(name), Assistant


AGENDA ITEMS:
Introduction

Brief Overview of Proposal

Discussion Items (see attachment)

Questions & Next Steps

DISCUSSION RULES:

1. All information relating to the bidder’s proposal will be confidential.

2. Bidder may bring any persons essential to the resolution of the expressed concerns.

3. Either party may add items to the agenda so long as they are pertinent to the requirements of the RFP and the bidder’s response thereto.

4. Bidder and State responses to issues in this agenda may be taken as official clarifications, statements of intent on the part of the bidder to make agreed‑to changes in the bidder’s proposal, and statements of intent on the part of the State to accept such agreed‑to changes or to make changes to the RFP.  Agreed-to changes will be documented by the State or Bidder for both teams to acknowledge.

5. Either party has the right to request a caucus that excludes the members of the other party.

6. The State has the right to reopen discussions at a later time to discuss the issues or to seek additional clarifications.

7. The State will facilitate the meeting and participate in discussions.  The bidder will take the lead in addressing the agenda items and next steps.

8. The State will listen and not offer any counter proposals to the bidder’s proposal for the RFP requirements. 

Handout 4-5
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               Attachment
RFP CDAA-08-001

ISSUES & RESOLUTIONS
Bidder: Magnificent Systems
	Item No.

	Proposal

Page #
	RFP Reference
	

	1.
	
	V.J.2 Training
	Bidder shall provide training for CDAA employees no more than 2 weeks prior to conversion to new system.



	
	2-12
	
	Will comply.



	
	Issue:
	
	Response vague.  Please provide more information as to when, where and how many students per class.



	
	Resolution:


	
	

	2.
	
	VI.A.1.b(1) Security
	Security features must be provided that would ensure protection of all licensing data.



	
	2-37
	
	While all data will be kept on a secured server available to internal users, public data will be accessed via the web from a separate server dedicated to processing requests for only public data.  Access to the secured server will require a combination of user id and password with access to confidential files further restricted to authorized personnel only.



	
	Issue:
	
	Response incomplete.  While electronic security has been addressed, physical file security has not.



	
	Resolution:


	
	

	3.
	
	VI.A.2.b 

File Catalog
	Licensing data files shall be cataloged as public accessible vs confidential vs internal use only.



	
	2-39
	
	Will comply.



	
	Issue:
	
	Response is not clear on how proposed solution would meet requirement for each file type.  Please elaborate more.



	
	Resolution:
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