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[bookmark: _GoBack]REQUEST FOR OFFER 
On behalf of the Electronic Benefit Transfer Project (EBT), the Office of Systems Integration (OSI) is inviting you to review and respond to this Request for Offer (RFO), entitled:

OSI RFO #: 31698
EBT 3 Transition Consulting Services

To participate in this RFO, the vendor must hold a current IT-Master Service Agreement (IT-MSA), Consulting Services Agreement #5137002-007 to 5137002-167. All vendors must adhere to the Key Action Dates and Times set forth below. The Key Action Dates and Times may be adjusted by issuance of addenda (refer to Section I, Item 3.c), by the State as conditions warrant. The dollar amount for the core term of the agreement resulting from this RFO (Agreement) cannot exceed $3,303,000 and $1,149,000 for the optional term for a total dollar amount of the agreement not to exceed $4,452,000. Offers must comply with the instructions found herein. Failure to comply with any of the requirements may cause the Offer to be deemed as “non-responsive.”

CONTACT INFORMATION
Office of Systems Integration
Procurement Official: Russell Carroll
Phone: (916) 263-4282   E-mail address:Solicitations@OSI.ca.gov

RFO SUBMITTAL ADDRESSES:
For USPS, 2525 Natomas Park Drive, Suite 200, Sacramento, CA  95833* 
For Hand Delivery, 2535 Capitol Oaks Drive, Suite 120
Sacramento, CA  95833**

KEY ACTION DATES & TIMES
	RFO Release Date:
	February 10, 2016

	Intent to Respond to RFO—submit via email:
	February 17, 2016

	Last Day  to Submit Questions—submit via email:
	February  19, 2016

	RFO Offer Submission Due Date & Time:
	March 9, 2016 by 2:00 p.m.

	Proposed Term Dates***:
	April 1, 2016 – March 3, 2018


*Must be postmarked no later than the RFO Offer Submission Due Date &Time.
**Must be received no later than the RFO Offer Submission Due Date & Time.
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 California Health and Human Services Agency
Office of Systems Integration
P.O.  Box 138014
Sacramento, CA 95813-8014
Arnold Schwarzenegger
Governor


[image: ][image: ]California Health and Human Services Agency
Office of Systems Integration
2525 Natomas Park Drive, Suite 200
Sacramento, CA  95833
	
	
	EDMUND G.  BROWN JR.
	Governor

***Dates after the RFO Offer Submission Due Date & Time are approximate and may be adjusted as conditions indicate, without an Addendum to this RFO.
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	Do Your Part to Help California Save Energy
To learn more about saving energy, visit the STATE web site at http://www.State.ca.gov



STATE ACSD LPA IT-MSA RFO MASTER (Rev.56 1-29-15)
SECTION I – OVERVIEW

1. PURPOSE

The purpose of this RFO is to obtain a vendor to provide seven (7) full-time dedicated staffs to conduct transition activities for the California EBT Project in connection with the transition of existing EBT services from the current EBT prime vendor to the new EBT prime vendor, and to assist in the implementation of new EBT services. The OSI is looking for a vendor with highly skilled technical staffs to provide the services described in Section III, Statement of Work (SOW). 
The seven (7) transition staffs will be needed for ramp-up activities for EBT 3 contract execution through the end of transition of food and cash EBT services. The seven (7) staffs will need to be hired early to provide oversight support from the first day the new EBT prime vendor is on board, currently scheduled for May 2016. In addition to providing oversight, the seven (7) staffs will need to be prepared to review and approve a number of EBT prime vendor deliverables that are due within the first sixty (60) days of transition services.

2. PROJECT BACKGROUND

EBT is the automated issuance, delivery, redemption, settlement, and reconciliation of California’s food and cash assistance program benefits. On a monthly basis, the California EBT system provides over two million recipients with electronic access to food and cash assistance benefits through the use of magnetic‑stripe cards at point-of-sale (POS) terminals and automated teller machines (ATMs).
In addition, the Special Supplemental Nutrition Program for Women, Infants and Children (WIC) will be joining EBT. WIC, administered by the California Department of Public Health (CDPH) is federally required to transition from its current paper-based food instruments to EBT. The automation of WIC is known as eWIC[footnoteRef:1]. To realize economies of scale; leverage existing systems or service offerings where feasible; and to comply with the State’s strategic direction towards horizontal integration as well as leverage OSI EBT expertise and the California EBT system, the CDPH has contracted with the OSI for EBT services. As such, the CDPH, as the eWIC Project Sponsor, has joined the EBT Project. [1:  As a parallel effort, the CDPH plans to transition to an EBT-ready new Management Information System (referred to as new WIC MIS). The new system will be used to certify eligibility for WIC benefits and authorize WIC food benefits for certified participants.] 

In 2013, the OSI began planning activities to procure new EBT services for the State of California that include WIC. This procurement was referred to as EBT 3, since it was the third procurement of EBT services for California. 
3. GENERAL INFORMATION

a.	The specific tasks and deliverables associated with this RFO are included in Section III, the SOW. The SOW and vendor’s offer to this RFO (Offer) will be made a part of the Agreement.
b.	If a vendor discovers any ambiguity, conflict, discrepancy, omission or any other errors in this RFO, the vendor should immediately provide written notice to the State of such error and request clarification or modification. Vendors that fail to report a known or suspected problem with the RFO or fail to seek clarification and/or correction of the RFO submit an Offer at their own risk.
c.	The State may modify any part of the RFO, prior to the date Offers are due, by issuance of one (1) or more addenda. Addenda will be numbered consecutively and sent to the established vendor list for this RFO.
d.	The State may request clarifications from vendors at any phase of the assessment and selection process for the purpose of clarifying ambiguities in the information presented in the Offer. The State will provide written notice to the vendor(s) of the documentation required and the time line for submission. Failure to submit the required documentation by the date and time indicated shall cause the State to deem the Offer as non-responsive.
e.	All costs for developing Offers are entirely the responsibility of the vendor and shall not be chargeable to the State.
f.	The vendors that are Small Business (SB) and/or Disabled Veteran Business Enterprise (DVBE) must provide and include a SB/DVBE Certification with their Offer. The State will verify that SB/DVBE certifications are valid at the time the Offer is due. In accordance with California Government Code (GC) Section 14837(d) and California Military and Veterans Code Section 999, all SB and DVBE contractors, subcontractors and suppliers that bid on or participate in a State contract, regardless of being an oral or written solicitation and/or paid for using the CAL-Card as a payment method, shall perform a Commercially Useful Function (CUF). See Commercially Useful Function Documentation, Attachment II-B.
g.	All vendors shall ensure their compliance with IT-MSA Terms and Conditions that apply to conflicts of interest and follow-on contracts before submitting their Offer.
4.	RFO DOCUMENT SECTION COMPONENTS
This RFO document is comprised of four (4) sections as follows:

Section I 	= Overview
Section II	= Administrative Requirements
Section III	= Statement of Work
Section IV	= Cost Worksheet

The Vendor Outline and Checklist provided in Section II, Administrative Requirements, Attachment II-A, is required to be submitted in the vendor’s Offer and will provide added value to assist the vendor in verifying that the Offer has all required elements.

5. ASSESSMENT AND SELECTION CRITERIA

The State’s Assessment Team (Assessment Team) will review and assess Offers in accordance with the Assessment and Selection Criteria identified below. Offers will be assessed using a combination of Pass/Fail and numerically scored criteria. The following table is a summary of the assessment factors.

	Assessment and Selection Criteria

	Step
	Item
	Rating

	1
	Vendor Outline and Checklist – Attachment II-A
	Pass/Fail

	2
	Staff Résumé Tables – Attachment II-C
	Pass/Fail

	3
	IT-MSA Classification Qualifications – Attachment II-D
	Pass/Fail

	4
	Staff Reference Forms – Attachment II-E
	100

	5
	Understanding and Approach – Attachment II-F
	300

	6
	Interviews (Optional)
	200

	7
	Cost Worksheet – Attachment IV-A
	400

	
	Total Possible Points*
	1,000


*If interviews are held, each vendor’s interview score will be added to their total scores for a maximum possible of 1,000 points. If interviews are not held, the scores of the other Assessment and Selection Criteria will be summed leaving the maximum total possible of 800 points.

5.1. Vendor Outline and Checklist – Attachment II-A 

The Assessment Team will review Offers received to determine if all required items listed in the Vendor Outline and Checklist, Attachment II-A, are provided. All Items on the checklist must be submitted and will be assessed on a Pass/Fail basis. Only those Offers that receive a passing score will move on to the next step.

5.2. Staff Résumé Tables – Attachment II-C

The Assessment Team will review the Staff Résumé Table to determine if the proposed staff meets all the Mandatory Staffing Qualifications (MSQs) for each position as identified in Section III, SOW, Item 7, Contractor Personnel. In addition to Attachment II-C, vendors must submit a résumé for each staff being proposed. In the event there is a conflict between the information provided in the résumé, and the information provided in Attachment II-C, the information in Attachment II-C takes precedence. MSQs will be assessed on a Pass/Fail basis. Only those Offers that receive a passing score for all proposed staff will move on to the next step.

5.3. IT-MSA Classification Qualifications – Attachment II-D

The Assessment Team will review the IT-MSA for consulting services classification qualifications to determine if each proposed staff(s) meets the experience and education requirements for their designated classification(s) as listed and required in the IT-MSA. The classification qualifications will be assessed on a Pass/Fail basis. Only those Offers that receive a passing score will move on to the next step.

5.4. Staff Reference Forms - Attachment II-E

The Assessment Team will review the Staff Reference Forms, Attachment II-E and may contact references to validate that the proposed staff performed the services as listed. Vendors must provide a Staff Reference Form for each reference cited in the Staff Résumé Tables – Attachment II-C. A maximum of one-hundred (100) points are available for each Staff Reference Scoring. Only Offers that receive seventy-five (75) or more points will move on to the next step.

Points will be awarded based on Offers (Scoring Criteria) received from the reference(s) for the five (5) Performance and Ability Statements listed below.

Rating Values for Performance and Ability Statements 
	Rating Value
	Description

	20 – Excellent
	Performed contractually and went beyond meeting obligations by providing excellent services → above average performance. 

	15 – Good
	Performed contractually, met obligations and completed work → average performance.

	  5 – Fair
	Somewhat performed contractually, met absolute minimum obligations and completed most work → below standard performance. 

	  0 – No Value
	Did not meet obligations or perform contractually → unacceptable standard of performance. 




	Staff Reference Form Assessment

	

Item #
	

Performance and Ability Statements
	Rating Values
20 Points = Excellent
15 Points = Good
  5 Points = Fair
  0 Points = No Value

	
1
	Please rate the technical competence of the individual in applying accepted industry standard IT principles, methods, techniques, and tools to perform contracted services.
	

	2
	Please rate the flexibility of the individual in responding to unusual or unanticipated situations and urgent requests. 
	

	
3
	Please rate the individual’s interpersonal, oral, and written communication skills when interacting with all staff levels including support, administrative, program, technical, and executive management.
	

	4
	Please rate the analytical skills of the individual to plan, assess, recommend, and execute a course of action. 
	

	5
	Please rate the quality and timeliness of the work products prepared by the individual. 
	



Scores will be calculated as follows:

The scores received for each Staff will be summed (Columns A + B + C) and divided by the total number of references to determine the total points received for that Staff (Column D). The total points for all seven (7) staffs will be added together and divided by seven (7) to obtain the total Staff Reference Points. This will give each vendor an average score for the vendor’s Staff Reference Points.  See the table below for an example of Staff Reference Assessment scoring. 
The following Staff Reference Assessment Table is an example only.
	Example Staff Reference Assessment Score

	Staffs
	A
	B
	C
	D

	
	Reference 1
	Reference 2
	Reference 3
	(A+B+C) ÷ # of References  = 
Total Points for Staff



	Vendor A 

	Staff #1
	75
	75
	75
	225/3 = 75

	Staff #2
	100
	100
	 
	200/2 = 100

	Staff #3
	75
	100
	95
	270/3 = 90

	Staff #4
	100
	95
	90
	285/3 = 95

	Staff #5
	75
	65
	 
	140/2 = 70

	Staff #6
	100
	100
	100
	100/3 = 100

	Staff #7
	85
	90
	90
	265/3 = 88.33

	Total
	= 88.33

	Vendor B

	Staff #1
	85
	85
	90
	260/3 = 86.67

	Staff #2
	100
	95
	 
	195/2 = 97.5

	Staff #3
	95
	95
	95
	285/3 = 95

	Staff #4
	100
	100
	100
	300/3 = 100

	Staff #5
	90
	90
	
	180/2 = 90

	Staff #6
	100
	100
	95
	295/3 = 98.33

	Staff #7
	85
	90
	
	175/2 = 87.5

	Total
	= 93.57


5.5. Understanding and Approach – Attachment II-F

The Assessment Team will evaluate the vendor’s Understanding and Approach Document to determine if the vendor’s understanding and approach addresses, in sufficient detail, each of the directives identified in Attachment II-F, Understanding and Approach. The Understanding and Approach Document must be no more than ten (10) pages in length.
A maximum of 300 points may be awarded for the Understanding and Approach Document scoring. Only Offers that receive 150 or more points will move on to the next step. Points will be based on the following assessment of the Understanding and Approach topics. 

	Topic
	Understanding and Approach Assessment Criteria

	1.

	Describe the proposed staffs’ understanding of the EBT Project – including its objectives, scope, and major stakeholders, as it relates to the five (5) Task Groups in the Statement of Work listed below.
Task 2 - Transition Activities
Task 3 - Risk Management Activities
Task 4 - EBT System and Interface Development
Task 5 - Migration of Database
Task 6 - County Transition Activities
Scoring:

	300 points
(Excellent)
	The Offer provided contained such great detail and insight into the services requested to give the State the highest degree of confidence that the vendor understands the level of effort needed for this contract.

	225 points
(Good)
	The Offer provided contained good detail and insight into the services requested to give the state satisfactory confidence that the vendor understands the level of effort needed for this contract.

	150 points
(Fair)
	The Offer provided contained only minimal detail or lacked insight into the services requested to give the state passable confidence that the vendor understands the level of effort needed for this contract.

	75 points
(Poor)
	The Offer provided was missing important details and lacked insight into the services requested and gave the state a low level of confidence that the vendor understands the level of effort needed for this contract.

	0 points
(No value)
	Understanding and Approach was not provided, or what was provided indicates the vendor did not understand the services requested and the State does not believe the vendor can provide the level of effort needed for this contract. 





5.6. Interview (Optional) 

Interviews may be held for vendors that received a “pass” for all Pass/Fail components, a score of 75 or more for references, and a score of 150 or higher on the Understanding and Approach.  For vendors that “fail” any of the Pass/Fail components, fail to score 75 or more for references, or fail to score 150 or higher on the Understanding and Approach, interviews will not be held.  If interviews are held, a maximum of 200 points may be awarded for the interview component.  If an interview is conducted, the following are required:

a. All staff identified in the Offer must be present and participate in the interview.

b. The interview questions will be provided prior to the candidates’ scheduled interview.

c. Interview questions will relate to this RFO SOW, the Staff’s ability to perform the required services, the staff’s experience, or the staff’s knowledge/skills relative to the RFO SOW.

d. A total of seven (7) interview questions will be asked (one for each staff). Each staff will be required to answer the interview question pertaining to the position for which they are proposed and will have up to ten (10) minutes to respond during the interview. The total time allotted for interviews will be one and a half (1 ½) hours.

The rating criteria and rating values below will be applied to each interview question response.

	  Rating Value
	Description

	50 - Excellent
	The staff exceeded all expected elements.

	40 - Good
	The staff addressed all expected elements.

	30 - Fair
	The staff addressed some expected elements.

	20 - Poor
	The staff addressed one of the expected elements.

	 0 - No Value
	The staff did not address expected elements.



Points will be calculated as follows:
The Interview Points value will be obtained by adding the total points received for all staff and dividing by the total maximum points that can be achieved if all staff received an “Excellent” score (350 points) resulting in a percentage. This percentage will be applied to the 200 total maximum points available to determine the Interview Assessment score.  Please see the table below for an example of the scoring.
The following Interview Assessment Table is an example only.
	Example Interview Assessment Score

	Vendor A
	Staff Interview Points for Each Proposed Staff
	
	Vendor B
	Staff Interview Points for Each Proposed Staff

	Staff #1
	50
	
	Staff #1
	50

	Staff #2
	50
	
	Staff #2
	30

	Staff #3
	50
	
	Staff #3
	40

	Staff #4
	50
	
	Staff #4
	50

	Staff #5
	40
	
	Staff #5
	50

	Staff #6
	40
	
	Staff #6
	40

	Staff #7
	50
	
	Staff #7
	50

	Total
	330
	
	Total
	310

	
	330/350 = 94.2%
	
	
	310/350 = 88.6%

	
	94.2% * 200 = 188.4
	
	
	88.6% * 200 = 177.2


5.7. Cost Worksheet– Attachment IV-A

The Assessment Team will review, calculate, and score the Cost Worksheet, Attachment IV-A, to determine it is complete with all costs accounted for and verification of the total cost. If discrepancies are found, the numbers will be adjusted based on the lowest denominator. The Cost assessment will be computed using the following formula:

	Lowest Offer Cost
	x 400
	= vendor’s Cost Score

	vendor’s Cost
	
	


The vendor with the lowest total cost will receive a maximum of four-hundred (400) points. For all other Offers, the cost is divided into the lowest Offer cost to calculate a percentage (see Column B in example below). This percentage is multiplied by the maximum possible cost points (400) to calculate the cost score (see Column D in the example below).
The following Cost Worksheet Validation Assessment Table is an example only.
	Example Cost Worksheet Validation Assessment

	
	A
	B
	C
	D

	Vendor’s
Name
	Offer
	Ratio of Lowest Price to Cost Offer
	Percent of Maximum Points
	Total Score

	A
	$3,000,000
	$2,500,000/$3,000,000 = .83
	.83 (83%)
	400 x .83 = 332

	B
	$2,500,000
	$2,500,000/$2,500,000 = 1.0
	1.0 (100%)
	400 x 1.0 = 400


Office of Systems Integration	Request for Offer #: 31698
	Section I: Page 11



SECTION II – ADMINISTRATIVE REQUIREMENTS

1. ADMINISTRATIVE requirements

Offers must contain all requested information and follow the format described below.

a. All Offers must be submitted within the timelines specified in the Key Action Dates and Times, to the Procurement Official listed on the RFO cover page.
b. Vendors must submit any questions regarding this RFO by the date specified in the Key Action Dates and Times for “Last Day to Submit Questions”. Vendors shall provide specific information to enable the State to identify and respond to the questions. The State will accept only e-mail questions addressed to the State Procurement Official listed on the RFO cover. At its discretion, the State may contact a vendor to seek clarification of any questions received. 
c. Offers shall contain all requested information and data and conform to the format described in Section II, Administrative Requirements. The vendor shall provide all necessary information for the State to assess the Offer, verify requested information and determine the vendor’s ability to perform the tasks and activities defined in the Statement of Work, Section III.
d. Any documentation submitted that has been marked “confidential” or “proprietary” shall be noted in the assessment documentation. However, marking a document "confidential" or "proprietary" in an Offer will not prevent that document from being released, as a public record, unless a court of competent jurisdiction has ordered the State to not release the document. All documents submitted in response to this RFO will become the property of the State of California and are subject to the California Public Records Act, GC section 6250 et seq., the California Evidence Code and other applicable state and federal law. Vendor has the right to withdraw its Offer.
e. Issuance of this RFO in no way constitutes a commitment by the State of California to award an agreement. The State reserves the right to reject any or all Offers received if the State determines that it is in the State’s best interest to do so. The State may reject any Offer that is conditional or incomplete. Assumptions made by the vendor in responding to this RFO do not obligate the State in any way. Additionally, assumptions may make the Offer conditional and cause the Offer to be rejected. Offers to this RFO will be assessed based on determining the “best value” and the selection, if made, will be to a single vendor.
2. RFO SUBMITTAL INSTRUCTIONS

Vendor must submit four (4) hard copies of the RFO with one (1) copy marked as “Master” along with the following:

a. Cover Letter
The vendor must submit a cover letter signed by the individual authorized to enter into agreements for the vendor. Also, by signing and submitting this cover letter, the vendor agrees to provide the required documents listed in all Sections, upon request by the State either prior to or upon award of the Agreement as noted.

b. Vendor Outline and Checklist, Attachment II-A

Vendor must complete the Vendor Outline and Checklist, Attachment II-A, to ensure that all items listed are included in the RFO.

Note: A completed Vendor Outline and Checklist does not imply a vendor is responsive to the RFO requirements. All required documents must be included in the RFO.

c. Electronic Copy

The vendor must submit one (1) electronic copy on a Compact Disk (CD) or Digital Video Disc (DVD) that contains a complete Portable Document Format (PDF) copy of the Master hard copy Offer and a Microsoft Excel version of the Cost Worksheet, Attachment IV-A.


ATTACHMENT II–A 
Vendor Outline and Checklist

	VENDOR NAME:
	

	Sec II
#1.
	Submit RFO by the date and time specified in the RFO.
	Yes |_|

	#2.
	Submit four (4) complete hard copies of the Offer, one copy marked “Master.”
	Yes |_|

	#3.
	Cover letter signed by the individual authorized to enter into an agreement on behalf of the vendor.
	Yes |_|

	#4.
	Completed Vendor Outline and Checklist, Attachment II-A.
	Yes |_|

	#5.
	One (1) complete electronic copy on a CD or DVD that contains a complete PDF copy of the “Master” hard copy Offer and a Microsoft Excel version of the Cost Worksheet, Attachment IV-A.
	Yes |_|

	#6.
	Is vendor using a subcontractor? If Yes, Commercially Useful Function Documentation, Attachment II–B, must be included in RFO. Refer to Section II, Paragraph number 3, for details regarding this requirement.
	Yes |_| N/A |_|

	#7.
	Declaration - Completed Bidder Declaration, GSPD-05-105 certification. Refer to Section II, Paragraph number 8, for details regarding this requirement. If yes, must be included in RFO.
	Yes |_|  N/A |_|

	#8.
	Disabled Veteran Business Enterprise Declaration(DVBE) –If DVBE, vendor must provide proof of DVBE Declaration/Certification, Std. 843 with California, Office of Small Business and Disabled Veteran Business Enterprise Services. Refer to Section II, Paragraph number 9 for details regarding this requirement. If yes, must be included in RFO.
	Yes |_|  N/A |_|

	#9.
	Small Business (SB) Certification – If SB, vendor must provide proof of SB Certification with California, Office of Small Business & Disabled Veteran Enterprise Services. If Yes, must be included in RFO.
	Yes |_|  N/A |_|

	#10.
	Completed Staff Résumé Table, Attachment II-C, must be included in RFO for each staff.
	Yes |_|

	#11
	Completed résumé for each proposed staff.
	Yes |_|

	#12.
	Completed IT-MSA Classification Qualifications, Attachment II-D, must be included in RFO. Note: All required degrees or certifications must be attached.
	Yes |_|

	#13.
	Copy of DGS approved IT-MSA Agreement and all supplements and attachments including; job classification, experience requirements, education requirements, and hourly rates must be included in RFO.
	Yes |_|

	#14.
	Completed Staff Reference Forms, Attachment II-E, must be included in RFO.
	Yes |_|

	#15
	Completed Understanding and Approach Document, Attachment II-F, must be included in RFO.
	Yes |_|

	Sec III
#1
	Complete vendor’s Organization Chart, Attachment III-B, must identify all members of the team assigned to this project. 
	Yes |_|

	Sec IV
#1.
	Completed Cost Worksheet, Attachment IV-A, must be included in RFO.
	Yes |_|
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3. COMMERCIALLY USEFUL FUNCTION DOCUMENTATION (CUF), ATTACHMENT II-b

a. All certified small business, and DVBE contractors, subcontractors or suppliers, doing business with the state, must perform a CUF and shall meet the commercially useful function requirements under GC Section 14837(d) (4)(A) (i-v) (for SB) and Military and Veterans Code Section 999(b)(5)(B) (i) (I-V) (for DVBE) as stated in Attachment II-B.

b. Contractors may not subcontract 100 percent of the tasks of this SOW.

4. STAFF Résumé Table, Attachment II-C

Mandatory Staffing Qualifications (MSQ):  
 
The Transition Consulting Services include the following seven (7) full-time (capped at 160 hours per month, per staff) dedicated staffs for which there are five (5) distinct roles:
[bookmark: _Toc414869961]OSI Consultant Staffs
	Title
	Time

	Transition Manager (1)
	Full-Time

	Technical Manager (1)
	Full-Time

	County Manager (1)
	Full-Time

	County Liaison (3)
	Full-Time

	Project Management Support (1)
	Full-Time



The vendor must complete the Staff Résumé Table, Attachment II-C, for each proposed staff. The Staff Résumé Table must clearly provide a complete description of how each proposed staff clearly meets each of the MSQs listed in Section III, Statement of Work, Item 7.a., for the positions they are proposed. In addition to Attachment II-C, vendors must submit a résumé for each staff being proposed.

a.	Project Description: For each relevant experience, provide the workplace, the project name, time period of the staff’s engagement with the Project, and percentage of time the staff worked on the project. Also, reflect the sum of the experience gained in all referenced projects for that qualification. 
Note: If a person was assigned to multiple projects at any given time, the Staff Résumé Table must indicate the actual duration of time the person was tasked to each assignment. The experience gained must include only the percent of time dedicated to that project and qualification. For example, if the proposed staff shows two jobs for a six month period, their full time equivalent (FTE[footnoteRef:2]) allocation must be shown as 0.4 FTE (40%) for one and 0.6 FTE (60%) for the second job. No more than 1.0 FTE can be ascribed to any period of time. [2:  An FTE is the equivalent of a 40 hour work week for four weeks per month (comparable to 160 hours per month).] 

b. Relevant Experience: For each relevant experience, provide a description of the proposed staff’s role in the listed project(s) and provide a description of the relevant experience for each of the project(s) including information on assigned responsibilities, tasks performed, as well as applications and technologies used.
c. Reference Contact: Provide the name of the direct functional manager for the project and/or relevant experience as the reference. Also provide the reference’s phone number, email address, and list their title on the project. Each reference must be available to validate the listed experience. 

If a vendor does not provide the requested information, or does not provide a reference for each MSQ for the project they worked on, or if a reference cannot validate the experience, the Offer may be rejected in its entirety.

5. IT-MSA Classification Qualifications, Attachment II-D

a. The vendor must complete the Attachment II-D, IT-MSA Classification Qualifications, for each proposed staff. The IT-MSA classification, the IT-MSA experience and IT-MSA education must be inserted into the appropriate column as shown in the example, ensuring the staff meets the IT-MSA requirements to qualify for the identified IT-MSA Classification. Attach any required degree and certification.

b. The vendor must include a copy of approved IT-MSA Agreement and all supplements and attachments issued by DGS. The IT-MSA Agreement must begin with the number 5137002-XXX) to indicate it is an IT-MSA Agreement. Only vendors that were awarded an IT-MSA Agreement for one or more labor categories as identified in Section III, Statement of Work, Item 7, Contractor Personnel, will be accepted. This information must be included in the Offer.

6. Staff Reference Form, Attachment II-E

The vendor must complete the Staff Reference Form, Attachment II-E, for all references listed in the Staff Résumé Table, Attachment II-C. Instructions for completing the Staff Reference Form are as follows:  
Step 1 - The vendor completes Table 1 - vendor and Reference Contact information. The Reference Contact on the Staff Reference Form must be identical to the Reference Contact listed on Staff Résumé Table, Attachment II-C. The Reference shall not be a member of the vendor’s organization.
Step 2 - The vendor completes Table 2, Columns 1 and 2 and provides the Staff Reference Form to each Reference. The Relevant Experience Description in Column 1 and the Project Description, Column 2, of the Staff Reference Form must be an exact copy/paste match from the Relevant Experience Description and the Project Description of the Staff Résumé Table, Attachment II-C. 
Step 3 - The Staff Reference Form must be completed for each Reference.
Step 4 - The vendor shall collect all Staff Reference Forms and include the forms with its Offer. Staff Reference Forms submitted with the Offer must be completed, signed, and dated by the reference. (Original signatures are not required when submitting the Staff Reference Forms with the Offer. Photocopies or scanned versions of the signed documents are acceptable. Unsigned documents will not be acceptable).
The Assessment Team may contact the reference(s) to validate information submitted in the Staff Reference Forms with the listed Reference contact person.

7. Understanding and approach, Attachment II-F

The vendor must provide a brief narrative not to exceed ten (10) pages in length describing their understanding of and approach to the following questions/topics. Refer to Attachment II-F, Understanding and Approach.

	Item #
	Understanding and Approach Topics

	1
	Describe the proposed staffs’ understanding of the EBT Project – including its objectives, scope, and major stakeholders, as it relates to the five (5) Task Groups in the Statement of Work listed below:
Task 2 – Transition Activities
Task 3 – Risk Management Activities
Task 4 – EBT System and Interface Development
Task 5 – Migration of Database
Task 6 – County Transition Activities



8. Bidder Declaration GSPD-05-105

The vendor must complete and submit the Bidder Declaration GSPD-05-105 (available at www.documents.dgs.ca.gov/pd/poliproc/MASTEr-BidDeclar08-09.pdf) and include it with its Offer. When completing the declaration, vendors responding to the RFO must identify all subcontractors proposed for participation in this Agreement. Vendors are contractually obligated to use the identified subcontractors for the corresponding work unless the State agrees to a substitution and such agreement is incorporated by written amendment to the Agreement.

9. DVBE Declaration Form STD. 843 (if applicable)

Vendors responding to an RFO that have been certified by California as a DVBE must also submit a completed form(s) STD. 843 (Disabled Veteran Business Enterprise Declaration/Certification). All disabled veteran owners and disabled veteran managers of the DVBE(s) must sign the form(s). The completed form must be included with the Offer. At the State’s option prior to selection, vendors responding to an RFO may be required to submit additional written clarifying information. Failure to submit the requested written information as specified may be grounds for Offer rejection. This form is available at www.documents.dgs.ca.gov/pd/poliproc/STD-843FillPrintFields.pdf.

Contractors may not subcontract 100 percent of the tasks of this SOW.

10. Documentation Required PRIOR TO/OR Upon Award

The following documentation does not need to be provided as part of the RFO, but may be requested prior to, or upon Agreement award.

Form 700 Statement of Economic Interests 

In accordance with the California Health and Human Services Conflict of Interest Code, each Vendor staff is required to complete a Statement of Economic Interests, Form 700, on an annual basis and within 30 days of assuming or leaving office: http://www.fppc.ca.gov/forms/700-13-14/Form700-13-14.pdf.
OSI Acceptable Use Security Policy Certification

In accordance with the OSI Acceptable Use Security Policy, Vendors authorized to use OSI government-owned or leased equipment or facilities are required to read the OSI Acceptable Use Security Policy and sign the OSI Acceptable Use Security Policy Certification for each proposed staff.

Certificate of Liability Insurance

The Certificate of Liability Insurance cannot be less than $1,000,000 per occurrence for bodily injury and property damage liability combined. The certificate of insurance shall include the following provisions:

1) The insurer shall not cancel the insured’s coverage without 30 days prior written notice to the State;

2) The State of California shall be included as an additional insured; and

3) The Vendor shall agree that the liability insurance shall be in effect at all times during the term of the Agreement.

A Certificate of Workers’ Compensation Insurance

1) Provisions of section 3700 of the California Labor Code require every employer to be insured against liability for workers' compensation or to undertake self-insurance in accordance with such provisions before commencing performance of work under the Agreement.

2) If awarded the Agreement, the Vendor shall furnish to the State prior to commencing the performance of work, a Certificate of Workers’ Compensation Insurance.
Federal Debarment, Suspension, Ineligibility and Voluntary Exclusion Certification

The vendor must complete and sign the certification showing that neither the vendor nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any federal department or agency.

Iran Contracting Act Certification

The vendor must furnish to the State, prior to commencing the performance of work under the Agreement, a certificate stating that, if awarded the Agreement, the vendor  either (a) is not on the current list of persons engaged in investment activities in Iran created by the California Department of General Services (DGS) pursuant to PCC section 2203(b) and is not a financial institution extending twenty million dollars ($20,000,000) or more in credit to another person, for forty-five (45) days or more, if that other person will use the credit to provide goods or services in the energy sector in Iran and is identified on the current list of persons engaged in investment activities in Iran created by the DGS, or b) demonstrates it has been exempted from the certification requirement for that solicitation or agreement pursuant to PCC section 2203(c) or (d).

Payee Data Record Form STD. 204

The vendor must complete and sign the Payee Data Record form STD. 204, which is required for payments to all non-governmental entities and will be kept on file at OSI. The form is available at: www.documents.dgs.ca.gov/osp/pdf/std204.pdf.


ATTACHMENT II–B
Commercially Useful Function Documentation

All certified small business, micro business, or DVBE contractors, subcontractors or suppliers shall meet the commercially useful function requirements under GC Section 14837(d) (4)(A) (i-v) (for SB) and Military and Veterans Code Section 999(b)(5)(B) (i) (I-V) (for DVBE) as stated below.

	SUBCONTRACTOR NAME:
	



Mark all that apply:   DVBE	|_|	Small Business	|_|	Micro Business	|_|

A person or entity is deemed to perform “a commercially useful function” if a person or entity does all of the following. (Please answer the following questions.)

	I.
	Is responsible for the execution of a distinct element of the work of the contract. 
	Yes 	|_|	No	|_|

	II.
	Carries out the obligation by actually performing, managing, or supervising the work involved.
	Yes 	|_|	No	|_|

	III.
	Performs work that is normal for its business services and functions.
	Yes 	|_|	No	|_|

	IV.
	Is responsible, with respect to products, inventories, materials, and supplies required for the contract, for negotiating price, determining quality and quantity, ordering, installing, if applicable, and making payment.
	Yes 	|_|	No	|_|

	V.
	Is not further subcontracting a portion of the work that is greater than that expected to be subcontracted by normal industry practices.
	Yes 	|_|	No	|_|



NOTE:  A response of “No” to any of the questions above may result in your Offer to be deemed non-responsive and disqualified.

The vendor shall provide a written statement detailing the role, services and/or goods the subcontractor(s) will provide to meet the commercially useful function requirement.
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ATTACHMENT II-C
Staff Résumé Table
EXAMPLE ONLY
Vendors must complete and submit a Résumé Table (Attachment II-C) that clearly provides a complete description of how each proposed staff meets each Mandatory Staffing Qualification (MSQ).

	Vendor Name:
	Smith Company

	IT-MSA Classification:
	

	Position:
	Technical Manager

	Proposed Staff’s Name:
	John Smith

	MSQ #
	Mandatory Staffing Qualifications (MSQ)
	Project Description
Workplace,
Project Name,
Time Period
(month/day/year start and end dates), % of time
	Relevant Experience Description
Staff’s role, description of the relevant experience on the project(s),
	Reference Contact
Contact Name, Company Name, Telephone Number,
Email, Work Relation

	1.
	At least two (2) years of demonstrated experience using Microsoft Office (2007) or later developing technical specifications.
	a. Company ABC, on XYZ IT Project, 1 year (01/01/2011 - 12/31/2011), 100 % of the time 
	a. John Smith worked for Company ABC on the XYZ IT project. As a consultant, Mr. Smith developed and wrote technical specifications for the Statement of Work for RFP XXX.
	a.   Jane Jones, Company ABC,phone #: (916) 654-1234 Email: jjones@ABC.ca.gov
Work Relation: ABC Project Manager

	
	
	b. Company DEF on QRS IT Project QRC, 1 year, 6 months (07/01/2011 – 1/31/2013), 100 % of the time
	b. John Smith worked for Company DEF on the QRS IT project. As a consultant, Mr. Smith served as the lead in developing technical specifications for the project RFP.
	b. Bob Brown, Company XYZ, ph# (916) 454-3467, Email bbrown@XYZ.ca.gov, Work Relation: Functional Manager

	
	
	Total Duration: 2 years



Each Project Description, Relevant Experience Description and Reference Contact shall be tied together with a lower case letter, as it appears in the Example above (add “b”, “c”, etc. as necessary). Reference contacts shall be able to validate the experience provided. 

ATTACHMENT II-C
Staff Résumé Table

Transition Manager
	Vendor Name:
	

	IT-MSA Classification:
	

	Position:
	

	Proposed Staff’s Name:
	

	MSQ #
	Mandatory Staffing Qualifications (MSQ)
Within the Last Ten (10) Years
	Project Description
Workplace,
Project Name,
Time Period
(month/day/year start and end dates),
% of time
	Relevant Experience Description
Staff’s role, description of the relevant experience on the project(s)
	Reference Contact
Contact Name, Company Name, Telephone Number,
Email, Work Relation

	1.
	At least three (3) years full-time equivalent (FTE) experience in direct supervision and management of an implementation team during the transition from one IT system to another.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	2.
	At least two (2) years FTE experience managing the development of workplans, including the integration of multiple stakeholders (i.e., state, county, and contractor) workplans.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:
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	Vendor Name:
	

	IT-MSA Classification:
	

	Position:
	

	Proposed Staff’s Name:
	

	MSQ #
	Mandatory Staffing Qualifications (MSQ)
Within the Last Ten (10) Years
	Project Description
Workplace,
Project Name,
Time Period
(month/day/year start and end dates),
% of time
	Relevant Experience Description
Staff’s role, description of the relevant experience on the project(s)
	Reference Contact
Contact Name, Company Name, Telephone Number,
Email, Work Relation

	3.
	At least two (2) years FTE experience directing and participating in project risk and issue management activities through identification, analysis, mitigation and contingency plans.
	a.
	a.
	a.


	
	
	b.
	b.
	b.

	
	
	Total Duration:

	4.
	At least two (2) years FTE experience in the use of project management and change management methodologies on an IT project in excess of thirty (30) million dollars.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	5.
	Possession of a current Project Management Professional (PMP) certification from the Project Management Institute.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	6.
	At least one (1) year FTE in the capacity of project manager or  project lead implementing at least one (1) public sector IT project (federal, state, city, county).
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:



Technical Manager
	Vendor Name:
	

	IT-MSA Classification:
	

	Position:
	

	Proposed Staff’s Name:
	

	MSQ #
	Mandatory Staffing 
Qualifications (MSQ)
Within the Last Ten (10) Years
	Project Description
Workplace,
Project Name,
Time Period
(month/day/year start and end dates),
% of time
	Relevant Experience Description
Staff’s role, description of the relevant experience on the project(s)
	Reference Contact
Contact Name, Company Name, Telephone Number,
Email, Work Relation

	1.
	At least three (3) years FTE experience as a technical project manager or technical lead for an information system implementation or transition.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	2.
	At least three (3) years full-time equivalent (FTE) experience in customizing, implementing, enhancing, or maintaining information systems.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	3.
	At least two (2) years FTE experience in participating in or overseeing system testing for information systems.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	4.
	At least two (2) years FTE experience participating in or overseeing system interface development.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:



	Vendor Name:
	

	IT-MSA Classification:
	

	Position:
	

	Proposed Staff’s Name:
	

	MSQ #
	Mandatory Staffing 
Qualifications (MSQ)
Within the Last Ten (10) Years
	Project Description
Workplace,
Project Name,
Time Period
(month/day/year start and end dates),
% of time
	Relevant Experience Description
Staff’s role, description of the relevant experience on the project(s)
	Reference Contact
Contact Name, Company Name, Telephone Number,
Email, Work Relation

	5.
	At least two (2) years FTE experience with data conversion or data migration.
	a.
	a.
	a.


	
	
	b.
	b.
	b.

	
	
	Total Duration:

	6.
	At least two (2) years FTE experience reviewing technical documents.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	7.
	At least one (1) year FTE in the capacity of technical project manager or technical lead implementing at least one (1) public sector IT project (federal, state, city, county).
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:





County Manager
	Vendor Name:
	

	IT-MSA Classification:
	

	Position:
	

	Proposed Staff’s Name:
	

	MSQ #
	
Mandatory Staffing 
Qualifications (MSQ)
Within the Last Ten (10) Years

	Project Description
Workplace,
Project Name,
Time Period
(month/day/year start and end dates),
% of time
	Relevant Experience Description
Staff’s role, description of the relevant experience on the project(s)
	Reference Contact
Contact Name, Company Name, Telephone Number,
Email, Work Relation

	1.
	At least two (2) years FTE experience in a statewide, county-based implementation or transition effort.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	2.
	At least two (2) years FTE experience in working with multiple stakeholders (i.e., counties, state) during a statewide implementation or transition effort.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	3.
	At least two (2) years FTE experience in providing or overseeing training in information systems.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	4.
	At least two (2) years FTE experience in developing, reviewing and editing training and outreach materials.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:






County Liaison #1
	Vendor Name:
	

	IT-MSA Classification:
	

	Position:
	

	Proposed Staff’s Name:
	

	MSQ #
	Mandatory Staffing 
Qualifications (MSQ)
Within the Last Ten (10) Years
	Project Description
Workplace,
Project Name,
Time Period
(month/day/year start and end dates),
% of time
	Relevant Experience Description
Staff’s role, description of the relevant experience on the project(s)
	Reference Contact
Contact Name, Company Name, Telephone Number,
Email, Work Relation

	1.
	At least two (2) years FTE experience in county-level transition and conversion activities.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	2.
	At least two (2) years FTE experience providing county training.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	3.
	At least two (2) years FTE experience creating status reports and providing updates to stakeholders.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:




County Liaison #2
	Vendor Name:
	

	IT-MSA Classification:
	

	Position:
	

	Proposed Staff’s Name:
	

	MSQ #
	Mandatory Staffing 
Qualifications (MSQ)
Within the Last Ten (10) Years
	Project Description
Workplace,
Project Name,
Time Period
(month/day/year start and end dates),
% of time
	Relevant Experience Description
Staff’s role, description of the relevant experience on the project(s)
	Reference Contact
Contact Name, Company Name, Telephone Number,
Email, Work Relation

	1.
	At least two (2) years FTE experience in county-level transition and conversion activities.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	2.
	At least two (2) years FTE experience providing county training.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	3.
	At least two (2) years FTE experience creating status reports and providing updates to stakeholders.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:




County Liaison #3
	Vendor Name:
	

	IT-MSA Classification:
	

	Position:
	

	Proposed Staff’s Name:
	

	MSQ #
	Mandatory Staffing 
Qualifications (MSQ)
Within the Last Ten (10) Years
	Project Description
Workplace,
Project Name,
Time Period
(month/day/year start and end dates),
% of time
	Relevant Experience Description
Staff’s role, description of the relevant experience on the project(s)
	Reference Contact
Contact Name, Company Name, Telephone Number,
Email, Work Relation

	1.
	At least two (2) years FTE experience in county-level transition and conversion activities.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	2.
	At least two (2) years FTE experience providing county training.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	3.
	At least two (2) years FTE experience creating status reports and providing updates to stakeholders.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:








Project Management Support
	Vendor Name:
	

	IT-MSA Classification:
	

	Position:
	

	Proposed Staff’s Name:
	

	MSQ #
	Mandatory Staffing 
Qualifications (MSQ)
Within the Last Seven (7) Years
	Project Description
Workplace,
Project Name,
Time Period
(month/day/year start and end dates),
% of time
	Relevant Experience Description
Staff’s role, description of the relevant experience on the project(s)
	Reference Contact
Contact Name, Company Name, Telephone Number,
Email, Work Relation

	1.
	At least two (2) years FTE experience using Microsoft Office 2007 or higher applications (i.e., Word, Outlook, PowerPoint) and other project office tools.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	2.
	At least two (2) years FTE experience providing administrative support services to consultant managers or state staff.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:

	3.
	At least two (2) years FTE experience preparing agendas, meeting packets, preparing presentations, and email distribution lists.
	a.
	a.
	a.

	
	
	b.
	b.
	b.

	
	
	Total Duration:






ATTACHMENT II-D
IT-MSA Classification Qualifications
EXAMPLE ONLY
	

	(a)
Proposed Staff’s Name
	(b)
IT-MSA Classification
	(c)
IT-MSA 
Classification Experience Requirement
(from IT-MSA)
	(d)
Description of Experience that Satisfies the Classification Requirements with Reference name, email, phone #
	(e)
IT-MSA 
Classification Education Requirement
(from IT-MSA)
	(f)
Description of Education that satisfies the classification

	John Smith
	Senior Technical Lead
	Experience: This classification shall have a minimum of seven (7) years aligning IT systems with organizational business processes.  At least (4) years of that experience must have been in lead capacity. 
	From 01/01/1997 thru 06/30/2000 (3.5 years, all in a lead capacity), Mr. Smith worked for Company ABC and served in a lead capacity as the Senior Technical Lead on the XYZ IT Project for the Department of Motor Vehicles. Duties included……
Reference: Jim Dar, 209-244-1294, jim.dar@dmv.ca.gov
From 07/01/1993 thru 12/1996 (3.5 years, 6 months in a lead capacity), Mr. Smith worked for Company RST and served as the Technical Lead and Senior Technical Lead on the UVW IT Project for the State Controller’s Office. Duties included…..
Reference: Pat Rex, 916-747-9876, pat.rex@sco.ca.gov
	Education: This classification requires the possession of a Bachelor’s Degree in an IT related or Engineering field from an accredited college or university.
	Bachelor’s Degree in Computer Science for John Smith is attached





ATTACHMENT II-D
IT-MSA Classification Qualifications

	(a)
Proposed Staff’s
Name
	(b)
IT-MSA Classification
	(c)
IT-MSA
Classification Experience Requirement
(from IT-MSA)
	(d)
Description of Experience that Satisfies the Classification Requirements with Reference name, email, phone #
	(e)
IT-MSA 
Classification Education Requirement
(from IT-MSA)
	(f)
Description of Education that satisfies the classification

	
	
	
	














	
	



 
ATTACHMENT II-E
Staff Reference Form, Page 1 of 3

VENDOR’S NAME: [Vendor fill in your firm’s name here]

The vendor above has listed you as a reference and is requesting for you to complete this Staff Reference Form, Attachment II-E.

REFERENCE INSTRUCTIONS:
Step 1:	Complete Columns 3 and 4 of Table 2.
Step 2:	Complete Column 2 of Table 3.
Step 3:	Sign and Date the Form.
Step 4:	Return the completed Staff Reference Form to vendor.

 ATTACHMENT II-E
Staff Reference Form, Page 2 of 3

VENDOR’S NAME: [Vendor fill in staff’s name here]
	
TABLE 1 – To be completed by the Vendor

	Vendor Contact Name:
	
	Reference Contact Name:
	

	Vendor Company Name:
	
	Reference Company Name:
	

	Vendor Company Address:
	
	Reference Company Address:
	

	Vendor Telephone Number:
	
	Reference Telephone Number:
	

	Vendor e-mail Address:
	
	Reference e-mail Address:
	



	TABLE 2 – The vendor completes Columns 1 and 2 and provides the Form to each Reference.
Each Reference then completes Columns 3 and 4.

	To be completed by the vendor
	To be completed by the Reference

	COLUMN 1
	COLUMN 2
	COLUMN 3
	COLUMN 4

	Relevant Experience Description
Shall be an exact copy/paste match from the “Relevant Experience Description” Column of Attachment II-C, Staff Résumé Table
	Project Description
Workplace,
Project Name,
Time Period
	Can you validate that the individual listed above performed the services described in Column 1 and Column 2?
(Yes or No. If No, please explain.)
	During this Specific Project, my work relation to the individual was as the functional manager of the Project. 
(Yes or No. If No, please explain.)

	(Vendor Note: Add rows as needed)
	
	|_| Yes     |_| No*
(Add explanation here
if needed)
	|_| Yes     |_| No*
(Add explanation here if needed)




ATTACHMENT II-E
Staff Reference Form, Page 3 of 3

VENDOR’S NAME: [Vendor fill in staff’s name here]

	TABLE 3 – The Reference shall rate the individual’s performance and abilities below by entering a rating value in Column 2 for each Performance and Ability Statement listed in Column 1

	COLUMN 1
	COLUMN 2

	Performance and Ability Statements
	Points Value:
20 points=Excellent
15 points=Good
5 point = Fair
 0 points=No Value

	Please rate the technical competence of the individual in applying accepted industry standard IT principles, methods, techniques, and tools to perform contracted services.
	

	Please rate the flexibility of the individual in responding to unusual or unanticipated situations and urgent requests. 
	

	Please rate the individual’s interpersonal, oral, and written communication skills when interacting with all staff levels including support, administrative, program, technical, and executive management.
	

	Please rate the analytical skills of the Individual to plan, assess, recommend, and execute a course of action. 
	

	Please rate the quality and timeliness of the work products prepared by the Individual. 
	

	TOTAL POINTS FOR ALL STATEMENTS
	



	TABLE 4 – Descriptions of Points Values

	Points Value:
	Description

	 20 points = Excellent
	Performed contractually and went beyond meeting obligations by providing excellent services → above average performance. 

	 15 points = Good
	Performed contractually, met obligations and completed work → average performance.

	 5 points  = Fair
	Somewhat performed contractually, met absolute minimum obligations and completed most work → below standard performance. 

	 0 points = No Value
	Did not meet obligations or perform contractually → unacceptable standard of performance. 




By signing this Form, the Reference is certifying that all information provided on this form is correct.


  		  	
Name of Reference Contact (print)	Name of Company Reference (print)
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ATTACHMENT II-F
Understanding and Approach 

Vendor Name:    	

Provide a brief narrative, not to exceed ten (10) pages in length, describing your understanding and approach to the following topic.

	Item
	Understanding and Approach Topic

	1
	Describe the proposed staffs’ understanding of the EBT Project – including its objectives, scope, and major stakeholders, as it relates to the five (5) Task Groups in the Statement of Work listed below:
Task 2 – Transition Activities
Task 3 – Risk Management Activities
Task 4 – EBT System and Interface Development
Task 5 – Migration of Database
Task 6 – County Transition Activities
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EBTAdmin – 53996v15
SECTION III – STATEMENT OF WORK

EBT 3 Transition Consulting Services

1. PURPOSE – GENERAL

This Statement of Work (SOW) reflects the services to be provided by < Contractor Name>, hereinafter referred to as the “Contractor,” for the State. This SOW is governed by and incorporates by reference the terms and conditions of the IT-MSA number <IT-MSA Agreement Number>.

The Contractor shall provide seven (7) full-time dedicated staffs to conduct transition activities for the California EBT Project in connection with the transition of existing EBT services from the current EBT prime vendor to the new EBT prime vendor, and to assist in the implementation of new EBT services, as described in this SOW. 

2. term

a.	The term of this Agreement shall commence on April 1, 2016, or the date the Agreement is executed by both parties, whichever is later, and continue through March 3, 2018, which coincides with the term end date of the Statewide IT-MSA. This constitutes the Core Term.

b.	Contingent upon the Department of General Services (DGS) exercising the optional extension to the Statewide IT-MSA, the State reserves the option to amend the Agreement to extend the term of this Agreement through October 31, 2018. 

c.	If the identified services included in the executed Contract are not completed within the contract core, or optional term(s), and unspent funds remain in the Contract, the State may exercise its option to extend the term of the Contract up to the end of the MSA term date, at no additional cost to the State, in order to complete the identified tasks at the originally agreed-upon hourly rates, ensuring that the total Contract costs are not exceeded. 

d.	The Contractor shall not be authorized to deliver goods or commence performance of services described in this Agreement prior to the date the contract is awarded. Any delivery of goods or performance of services by the Contractor that is commenced prior to the Effective Date shall be considered gratuitous on the part of the Contractor.

3. WORK LOCATION

The Contractor is required to perform all services under this Agreement onsite at the EBT Project unless travel is required and pre-approved by the State. The EBT Project is located at 2535 Capitol Oaks Drive, Suite 130, Sacramento, California 95833.

4. COST

The total cost of this Agreement is <to be completed at agreement award>. Cost details are located in Section IV, Cost Worksheet, Attachment IV-A. The costs associated with each Fiscal Year are approximate and may be redirected between state fiscal years, which are July 1 through June 30 of each year, between the Contractor and the State via an updated Task Accomplishment Plan (TAP), Attachment III-C. No Contract amendment is necessary to redirect dollars between state fiscal years within the term of this Contract. Should there be a discrepancy between the “Hourly Rate” and the “Total Dollar Amount,” the result in the “Hourly Rate” will prevail. Price increases to the contracted hourly labor rates for the dedicated staffs are not allowed during the term of this contract.
For continuity purposes, the Contractor will propose the dedicated staffs to perform the tasks described in the SOW, at the labor rates indicated and capped hours in Attachment IV-A – Cost Worksheets. A “dedicated” staff performs all tasks identified in the SOW within the capped hours. Since the labor hours are capped, the following rules shall apply:
Effective the first month this Contract is executed, the total charged time for each staff may not exceed one hundred sixty (160) hours per month and one thousand nine hundred twenty (1,920) hours per state fiscal year (or prorated annual cap) per fiscal year for the length of term of this Contract. The Contractor shall be responsible for monitoring the monthly hours worked to ensure the staffs are properly allocated to effectively meet the needs of the State for the required tasks of this Contract. 
With the OSI’s written pre-approval, hours not used in a month can be pooled and used in a month in which the staff needs to exceed the monthly cap. Unused hours must be used in the same state fiscal year and must not exceed the maximum state fiscal year hours of one thousand nine hundred and twenty (1,920) hours or prorated annual cap for each staff.
5. Scope of Services 

The Transition Consulting Services staffs will work closely with the EBT State Transition Manager, the EBT Project team, the incumbent EBT prime vendor, and the new EBT prime vendor to ensure the project complies with OSI best practices to ensure a successful transition of food and cash EBT services.

During the performance of this contract, the Contractor shall provide the following consultant services:
· Task 1 – Task Management
· Task 2 – Transition Activities
· Task 3 – Risk Management Activities
· Task 4 – EBT System and Interface Development
· Task 5 – Migration of Database
· Task 6 – County Transition Activities
· Task 7 – Project Management Support Activities
· Task 8 – Ad hoc Tasks

5.1. Task 1 – Task Management
5.1.1 Prepare and deliver a Task Accomplishment Plan (TAP) (refer to Attachment III-C, Task Accomplishment Plan Sample) to document the planned monthly expenditures for this SOW. 
5.1.2 Update the TAP, as required, for changes due to schedule, cost, and/or contract amendment.
5.1.3 Prepare monthly status reports (MSRs) showing the planned, actual, and completed activities; expenditures; risk and issues; and travel for Contractor tasks for the current reporting period. 
5.1.4 At the end of the contract, prepare and deliver a Final Report documenting results.
5.1.5 Create a Knowledge Transfer Plan to document findings and knowledge transfer-related tasks. 
5.1.6 Create lessons learned report(s) to document, track, and report on lessons learned and parking lot items. 

5.2. Task 2 – Transition Activities
5.2.1 Assist with oversight of project management ramp-up activities.
5.2.2 Work closely with the State’s technical team and assist State management regarding all technical and system performance incidents. 
5.2.3 Assist with oversight of and provide input to the new EBT prime vendor’s development of its Statewide Transition Plan and Statewide Transition Workplan.
5.2.4 Direct the activities and performances of the staffs assigned to this Contract, including managing the quality of deliverables provided under this SOW.
5.2.5 Facilitate the monthly transition status meetings and coordinate transition tasks with the State, counties, consortia, incumbent and new prime vendors.
5.2.6 Track, monitor, and report on the status of statewide transition activities performed by the prime vendor(s), the EBT 3 Transition Consulting Services, the State Transition Team, counties, and consortia.
5.2.7 Prepare and present management briefings of status, issues, and recommended corrective action.
5.2.8 Act as a liaison with the California Grocers Association, California Independent Grocers Association, farmers’ markets, restaurants participating in the Restaurant Meals Program, and individual grocers that contact the State with concerns related to the transition and cutover.
5.2.9 Monitor monthly statewide retailer reports, special locations, such as cash-only point-of-sale (POS) locations, farmers’ markets, group homes, and other locations to ensure they receive required attention.
5.2.10 Assist with oversight of the new EBT prime vendor’s performance pertaining to retailer enrollment, training, equipment installation and maintenance, and equipment removal. 
5.2.11 Review all deliverables from the incumbent and new prime vendors that directly impact any transition requirements and provide recommendation of approval. 
5.2.12 Coordinate with both prime vendors’ staff on workplans, readiness activities, County Cash Access Plans, and other transition related activities.
5.2.13 Coordinate transition activities/status on a daily basis with the new EBT prime vendor’s Transition Project Manager to ensure milestones are met.

5.3. Task 3 – Risk Management Activities
5.3.1 Participate in project risks and issues management through identification, analysis, and mitigation, including those related to technical, schedule, resource, and transition/implementation. Recommend mitigation strategies as needed, and report findings in weekly meetings and summarize in the Monthly Status Report.
5.3.2 Create Go/No-Go checklist with decision criteria.
5.3.3 Conduct the Go/No-Go decision process and meetings.
5.3.4 Coordinate problem identification and resolution activities among the prime vendor(s), EBT stakeholders, and state staffs.

5.4. Task 4 – EBT System and Interface Development
5.4.1 Ensure all technical activities are captured in the state’s master workplan.
5.4.2 Lead Joint Application Design (JAD) sessions; provide technical expertise to ensure all responsible parties understand their roles and responsibilities related to interface management. 
5.4.3 Participate in the design, development, testing, implementation, and conversion activities in all 58 counties, the three (3) welfare eligibility systems, the eWIC MIS, between EBT prime vendors, with other stakeholders, with project sponsors, and with the EBT Project Office.
5.4.4 Participate in and report on call center and retailer activities through project status meetings, including, but not limited to the development and implementation of cardholder and retailer websites.
5.4.5 Monitor and participate in the design, development, and implementation of the data warehouse and data analytics reporting, to include security testing and intrusion prevention.
5.4.6 Monitor and participate in the design, development, and implementation of the mobile device application that will be compatible with commonly available mobile device operating systems.
5.4.7 Participate in software and system testing, including (but not limited to) unit testing, interface testing and certification, regression testing, User Acceptance Testing (UAT), mock conversion testing, client website testing, data warehouse testing, and Automated Response Unit (ARU) testing of all languages.
5.4.8 Monitor the addition of new service offerings as applicable to the California EBT system and related EBT services.
5.4.9 Work with State Transition Team to review and recommend for approval all technical deliverables from the prime vendor(s).
5.4.10 Participate in state, contractor/vendor, county, and consortia technical meetings.
5.4.11 Prepare responses for review to contractor/vendor, county, and consortia technical questions and assist in resolution of issues.
5.4.12 Serve as primary technical staff during test preparation and testing.
5.4.13 Review and recommend acceptance of the new EBT prime vendor’s test plans and schedules and assist with development of acceptance test samples and scripts for testing the EBT system and interfaces.
5.4.14 Assist counties in the development of acceptance test samples and scripts for the testing of eligibility system interfaces.
5.4.15 Participate in the Statewide Automated Reconciliation System (SARS) change order meetings and testing.
5.4.16 Work closely with the State Transition Team to coordinate contractor/vendor, county, and consortia technical activities.

5.5. Task 5 – Migration of Database
5.5.1 Establish and maintain close coordination with each prime vendor’s technical manager.
5.5.2 Brief management prior to scheduled Go/No-Go sessions.
5.5.3 Participate in Go/No-Go meetings.
5.5.4 Function as state lead in migration testing.
5.5.5 Participate in database migration rehearsals.
5.5.6 Report findings to management relative to rehearsals.
5.5.7 Participate in all key decisions made in preparation for database migration.
5.5.8 Assist with the oversight of all technical activities during cutover. Cutover encompasses the approximate 24-hour period when the current EBT system is brought down to migrate data to the new prime vendor’s system.
5.5.9 Advise project management at critical Go/No-Go decision points during cutover.

5.6. Task 6 – County Transition Activities
5.6.1 Support the State’s business relationships to facilitate completion of transition-related activities and to ensure project objectives and organizational goals are met.
5.6.2 Participate and serve as co-facilitator at county orientation sessions.
5.6.3 Monitor the county-level transition and conversion activities to ensure tasks are completed on time and according to the new EBT Contractor’s Transition Workplan.
5.6.4 Work closely with and supervise county liaison staff in the execution of the county transition workplan(s), and completion of project deliverables. Escalate any unresolved issues and concerns regarding county transition to the county manager.
5.6.5 Plan and manage interdependencies of consortia and counties, and align county transition milestones and deliverables according to the statewide transition workplan.
5.6.6 Serve as liaison for issues and resolution with the counties and all stakeholders. Review county publications and training materials.
5.6.7 Monitor and report on county site preparation and equipment installations.
5.6.8 Review county publications and training materials.
5.6.9 Review Cash Access Plans with county staff.
5.6.10 Collect, consolidate, and evaluate county transition status reports from prime vendor(s), counties, and other affected stakeholders to report status to project management.
5.6.11 Participate in and provide input to county Go/No-Go decision meetings.
5.6.12 Participate in meetings with counties, advocates, and community leaders as needed.
5.6.13 Ensure county-level transition and conversion activities are completed on time and in accordance with the transition workplan.
5.6.14 Monitor the new EBT prime vendor and county staffs’ progress for completion of scheduled county-level transition milestones and deliverables.
5.6.15 Review and provide feedback on the new EBT prime vendor’s County Transition Guide.
5.6.16 Provide direction on the county transition approach.
5.6.17 Assist the counties with establishing business, technical, and transition processes and facilitate the exchange of lessons learned between counties.
5.6.18 Author and provide monthly newsletters to EBT stakeholders.
5.6.19 Create county surveys, as needed, and provide a summarized report of the results.
5.6.20 Provide support to counties through the various stages of cutover readiness.

5.7. Task 7 – Project Management Activities
5.7.1 Work collaboratively with and receive guidance from the EBT Project Librarian in tracking EBT 3 deliverables and project documentation.
5.7.2 Schedule team, stakeholder workgroup(s), and interdepartmental meetings, secure room reservations, prepare meeting packets, and distribute agendas.
5.7.3 Attend meetings, transcribe the meeting minutes, log and track action items, and manage transition calendars.
5.7.4 Prepare a wide variety of project materials for meetings and conferences.
5.7.5 Prepare draft and final correspondence reports and other documents.
5.7.6 Author and/or edit documentation using multiple software applications, and provide software technical support as needed.
5.7.7 Maintain project office databases and assist the EBT Project Librarian with document management.

5.8. Task 8 – Ad hoc Tasks
5.8.1 Perform as-needed tasks (such as ad hoc issue reports, briefings, presentations, analyses, and travel, when applicable). The as-needed tasks are estimated to be less than ten (10) percent of the total effort.

6. Deliverables and Due Dates

The deliverables and due dates for this Agreement are as follows.
	Task Group 
	Deliverable and Associated Task #
	Due Date

	5.1
	Task 1 – Task Management

	
	5.1.1:     Task Accomplishment Plan (TAP)
	Seven (7) calendar days after Contractor start date

	
	5.1.2:    TAP Updates
	As required

	
	5.1.3:    Monthly Status Report 
	The tenth calendar day of each month

	
	5.1.4:     Final Status Report
	15 calendar days prior to end of Agreement

	
	5.1.5:     Knowledge Transfer Plan 
	15 calendar days prior to end of Agreement

	
	5.1.6:    Lessons Learned Report(s)
	As needed

	5.2
	Task 2 – Transition Activities

	
	5.2.6:      Statewide transition activities status report 
	At least monthly

	5.3
	Task 3 – Risk Management Activities

	
	5.3.2:    Go/No-Go Checklist
	As needed

	5.6
	Task 6 – County Transition Activities
	

	
	5.6.7:     County site preparation and equipment installations report
	Monthly

	
	5.6.10:   Consolidated transition status reports
	Monthly

	
	5.6.18:   Monthly newsletters
	Monthly

	
	5.6.19:   County surveys
	As needed

	5.8
	Task 8 – Ad Hoc Tasks

	
	5.8.1:    As Needed Tasks
	As needed



a. Deliverable Format 
1)	All deliverables shall be provided in a format compatible with the OSI Project Office standard applications. In all cases, the Contractor shall verify application compatibility with the State Contracts Manager prior to creation or delivery of any electronic documentation. Any deviations to these standards shall be approved by OSI Information Technology Office (ITO) and Information Security Office (ISO).
2)	Hardcopy deliverables shall be on standard 8 ½” x 11" paper. Electronic versions shall be stored in a State designated central repository and remain the sole property of the State. The delivery media shall be compatible with the State storage devices.
3)	If the State does not accept the deliverable(s) or services in the executed Agreement, payment for the deliverable(s)/services shall be withheld by the State and the Contractor will be notified. The Contractor shall take timely and appropriate measures to correct or remediate the reason(s) for non-acceptance and demonstrate to the State that the Contractor has successfully completed the scheduled work for each deliverable/service before payment is made.
b. Media and Number of Copies
Two (2) hard copies and one (1) electronic copy of the deliverable are to be submitted. Submit all electronic copies and all hard copies of deliverables to:
[Office of Systems Integration, EBT Project/agreement #/Jennifer Wong] 
Office of Systems Integration
2535 Capitol Oaks Drive, Suite 130
Sacramento, CA 95833
Email address:
Attention: <To be completed upon agreement award>

7. CONTRACTOR PERSONNEL

The Contractor personnel shall meet all Mandatory Staffing Qualifications (MSQs) for the duration of the agreement term. The Contractor will be required to provide and maintain the requisite experienced staff on EBT at all times during the Contract.

a. Mandatory Staffing Qualifications

The Contractor shall provide experienced staffs that meet all of the MSQs listed below. All experience used to meet the MSQs shall have been where the Staff had primary responsibility. Refer to Staff Résumé Table, Attachment II-C.


i. Transition Manager – One (1)
The project will need one (1) Transition Manager who is responsible for the transition effort as well as the daily management of the Transition Consulting Services staff. Duties include, but are not limited to, providing technical direction, overseeing stakeholder activities (working with the counties, client advocate groups, retailer and financial institutions, the CDSS, the CDPH, (and other federal and State control agencies), providing status to control agencies managing staffs, directing assignments, reviewing and approving vendor deliverables, and monitoring testing and transition activities. 

	Transition Manager

	MSQ#
	Mandatory Staffing Qualifications (MSQs)
Within the Last Ten (10) Years

	1.
	At least three (3) years full-time equivalent (FTE) experience in direct supervision and management of an implementation team during the transition from one IT system to another.

	2.
	At least two (2) years FTE experience managing the development of workplans, including the integration of multiple stakeholders (i.e., state, county, and contractor) workplans.

	3.
	At least two (2) years FTE experience directing and participating in project risk and issue management activities through identification, analysis, mitigation and contingency plans.

	4.
	At least two (2) years FTE experience in the use of project management and change management methodologies on an IT project in excess of thirty (30) million dollars.

	5.
	Possession of a current Project Management Professional (PMP) certification from the Project Management Institute.

	6.
	At least one (1) year FTE in the capacity of technical project manager or technical lead implementing at least one (1) public sector IT project (federal, state, city, county).


ii. Technical Manager – One (1)
The project will need one (1) Technical Manager who will be responsible for the interfaces to county and consortia eligibility systems, the State data center, the EBT Project office, and the new WIC MIS. This position plays a key role in ensuring the interface requirements for county eligibility and financial system interfaces are well defined and documented. The Technical Manager will lead the interface design effort and will ensure all responsible parties understand their roles and responsibilities regarding interface development, testing, and certification.

	Technical Manager

	MSQ#
	Mandatory Staffing Qualifications (MSQs)
Within the Last Ten (10) Years

	1.
	At least three (3) years FTE experience as a technical project manager or technical lead for an information system implementation or transition.

	2.
	At least three (3) years full-time equivalent (FTE) experience in customizing, implementing, enhancing, or maintaining information systems.

	3.
	At least two (2) years FTE experience in participating in or overseeing system testing for information systems.

	4.
	At least two (2) years FTE experience participating in or overseeing system interface development.

	5.
	At least two (2) years FTE experience with data conversion or data migration.

	6.
	At least two (2) years FTE experience reviewing technical documents.

	7.
	At least one (1) year FTE in the capacity of technical project manager or technical lead implementing at least one (1) public sector IT project (federal, state, city, county).


iii. County Manager – One (1)
One (1) County Manager is needed to manage the County Support Team, which provides vital support to and oversight of county implementations. This role is differentiated form the Transition Manager, in that the County Manager will not manage performance of the various entities, but will instead manage the coordination of county schedules associated with the transition and support counties as they progress through various stages of cutover readiness.

	County Manager

	MSQ#
	Mandatory Staffing Qualifications (MSQs)
Within the Last Ten (10) Years

	1.
	At least two (2) years FTE experience in a statewide, county-based implementation or transition effort.

	2.
	At least two (2) years FTE experience in working with multiple stakeholders (i.e., counties, state) during a statewide implementation or transition effort.

	3.
	At least two (2) years FTE experience in providing or overseeing training in information systems.

	4.
	At least two (2) years FTE experience reviewing and editing project management documentation.


iv. County Liaison – Three (3)
The three (3) County Liaison staffs are needed to work closely with and in support of county transition readiness activities at the county level. These positions provide vital support to and oversight of county progress through the various stages of cutover readiness.

	County Liaison

	MSQ#
	Mandatory Staffing Qualifications (MSQs)
Within the Last Ten (10) Years

	1.
	At least two (2) years FTE experience in county-level transition and conversion activities.

	2.
	At least two (2) years FTE experience providing training in information systems.

	3
	At least two (2) years FTE experience creating status reports and providing updates to stakeholders.


v. Project Management Support – One (1)
The duties of one (1) Project Management Support staff include, but are not limited to, scheduling meetings and stakeholder workgroups, transcribing meeting minutes and preparing agendas, developing Word and PowerPoint presentations and other transition-related documentations, processing deliverables, scheduling travel and training, tracking action items, maintaining the project website, and maintaining and archiving project documentation and other artifacts.

	Project Management Support

	MSQ#
	Mandatory Staffing Qualifications (MSQs)
Within the Last Five (5) Years

	1.
	At least two (2) years FTE experience using Microsoft Office 2007 applications or higher (i.e., Word, Outlook, PowerPoint) and other project office tools.

	2.
	At least two (2) years FTE experience providing administrative support services to consultant managers or state staff.

	3.
	At least two (2) years FTE experience preparing agendas, meeting packets, preparing presentations, and email distribution lists.



b. Personnel and Rates

The personnel shall perform the tasks described in this SOW, at the rates indicated in the Agreement. 

1)	Given the size, scope, and complexity of this project, it is of utmost importance that the staff(s) have adequate hours to work effectively on this Project. The Contractor shall be responsible for monitoring the monthly hours billed to ensure the staff(s) effectively meet(s) the needs of the Project.
2)	Changes in cost estimates that do not alter the total cost of this SOW will be conveyed to the State via an update to the TAP. The rationale for the change shall be included. The State shall approve any change to the cost estimates in writing. The identified staff(s) will perform the tasks described and at the rates indicated in this Agreement. The Contractor shall identify its staffs by name and hourly rate. 
3)	The assigned staff(s) will perform the tasks described in this SOW, at the rates indicated in Attachment IV-A, Cost Worksheet. The Contractor shall identify each staff by name, labor category, and hourly rate.
4)	Contractor shall provide an Organization Chart identifying each of the proposed team members. Refer to Attachment III-B, Contractor Organization Chart.
c. Replacement of Personnel

1) The Contractor shall not reassign and/or substitute personnel during the term of the Contract without the prior written consent of the State, which consent shall not be unreasonably withheld. Any such consent may be rescinded at the State’s discretion. If a Contractor’s staff becomes unable to perform duties due to illness, resignation, or other factors beyond the Contractor’s control, the Contractor shall make every reasonable effort to provide suitable replacement personnel. The replacement personnel shall meet all the requirements and shall be approved in writing by the State prior to beginning work. Notwithstanding these factors, reassignment and/or substitution of staff may be considered a breach of contract, and the Contractor will forfeit all withholds held by the State up to the point in time that a suitable replacement has been approved. The forfeiture is in addition to any other remedies the State may have for such breach of contract.
2) All replacement staff shall meet or exceed the Mandatory Staffing Qualifications for the position in which they are filling. The Contractor has a minimum of five (5) State business days to submit, unless otherwise agreed upon:
· Add, Delete or Substitute Personnel Request Form, Attachment III-E, 
· Résumé for the replacement(s), 
· Completed Attachment II-C for position in which they are filling, and
· Completed IT-MSA Classification Qualifications, Attachment II-D.
3) The State Contract Manager will review the Add, Delete or Substitute Personnel Request Form and résumé within ten (10) business days after receipt to ensure the replacement staff meet or exceed the Mandatory Staffing Qualifications. The State Contract Manager may interview the replacement staff, and if the substitution is approved, will sign the Add, Delete or Substitute Personnel Request Form. The State Contract Manager will return the form to the Contractor as formal approval.  Upon notification from the State Contract Manager and receipt of the approved Add, Delete or Substitute Personnel Request Form, the replacement staff may begin work. 
4) Replacement personnel shall not automatically receive the hourly rate of the staff(s) or position(s) being replaced. The State and the Contractor shall negotiate the hourly rate of any replacement personnel to the Agreement. The hourly rate negotiated shall be dependent, in part, upon the experience and individual skills of the proposed replacement personnel. The negotiated hourly rate shall not exceed the hourly rate for that position as set forth in the Agreement.
5) If the replacement personnel does not increase the total cost of the Agreement, no amendment shall be required to make this change to the Agreement.
d. Additional Contractor Staff 

1) If not prohibited by other Contract documents, the Contractor may assign additional staff to the Contract only with the prior written consent of the State. Any such consent may be rescinded at the State’s discretion. Additional staff must meet the appropriate Mandatory Staffing Qualifications and be assigned to pre-existing work identified within the scope of this Agreement. The Contractor shall submit:
· Add, Delete or Substitute Personnel Request Form, Attachment III-E
· Résumé (s) for the additional staff(s) 
· Completed “Attachment II-C” for position in which they are filling 
· Completed IT-MSA Classification Qualifications, Attachment II-D
2) The State Contract Manager will review the Add, Delete or Substitute Personnel Request Form and résumé within ten (10) business days after receipt to ensure the additional staff meets the Mandatory Staffing Qualifications. The State Contract Manager may interview the additional staff, and if their addition is approved, will sign the Add, Delete or Substitute Personnel Request Form. The State Contract Manager will return the form to the Contractor as formal approval.  Upon notification from the State Contract Manager and receipt of the approved Add, Delete or Substitute Personnel Request Form, the additional staff may begin work. 
3) Additional personnel shall not automatically receive the hourly rate as set forth in the Agreement for other similar individual(s) or position(s). Instead, the State and the Contractor shall negotiate the hourly rate of any additional personnel to the Agreement. The hourly rate negotiated shall be dependent, in part, upon the experience and individual skills of the proposed additional personnel. The negotiated hourly rate shall not exceed the hourly rate for that position as set forth in the Agreement.
4) If the additional personnel does not increase the total cost of the Agreement, no amendment shall be required to make this change to the Agreement.

8. [bookmark: _Toc101688889][bookmark: _Toc110060284][bookmark: _Toc118006469]PAYMENTS AND INVOICING

[bookmark: here]Payment for services performed under this Agreement shall be made in accordance with the State of California’s Prompt Payment Act (GC Section 927 et seq.).

1) Invoices shall be submitted monthly, in arrears. All invoices will be subject to a ten (10) percent withhold. The Contractor may invoice the State for the ten (10) percent withhold at the completion and State approval of all tasks outlined in this Contract.

2) All invoices shall be submitted in triplicate, detailing the labor category hours (incremental hours shall be billed to the nearest 15 minutes) and dollars and include the following:

a. Transmittal with the Agreement number;

b. A certification statement signed by a company official, attesting to the accuracy of the invoice data; and

c. Copies of signed timesheet(s); and
d. Supporting documentation for travel, receipts and explanations including the staff’s name, detailed project description, and hours/mileage.

3) Invoices shall be submitted directly to:
Office of Systems Integration
Attn:  Accounting Office
2525 Natomas Park Drive, Suite 200
Sacramento, CA 95833

4) The State shall reimburse the Contractor for pre-approved and required consultant travel mileage, lodging, and per diem costs up to the maximum allowed and in accordance with the guidelines currently in effect, as established by the California Department of Human Resources (CalHR), for excluded employees. If the CalHR rates change during the term of the Agreement, the new rates shall apply upon their effective date and no amendment to this Agreement shall be necessary.

9. POINTS OF CONTACT

	Contractor – Contract Manager:

	Name, Title:
	[To be completed upon agreement award.]

	Address:
	

	Telephone Number:
	

	Fax Number:
	

	E-mail address: 
	



	State – Contract Manager:

	Name, Title:
	[To be completed upon agreement award.]

	Address:
	

	Telephone Number:
	

	Fax Number:
	

	E-mail address: 
	



10. STATE FURNISHED ITEMS

The following items shall be provided by the State to support this effort:

a. Office space for the duration of the Agreement includes desk, chair, laptop, desk phone, and Internet connection.

b. Access to office building and office suite.

c. All policies and procedures regarding access to and the use of the state facilities are applicable.

11. RESPONSIBILITIES OF PARTIES

a. Contractor Responsibilities

1) All work products and deliverables shall be stored on the State document repository (e.g. Worksite Web or SharePoint) in a format compatible with OSI document standards. The most current version of all work products and deliverables shall be continuously available for State review at all times.

2) The Contractor’s contract manager shall receive all project communications and has the authority to act on all aspects of the services. This person will review the Agreement and associated Agreement documents with the State Contract Manager to ensure understanding of the responsibilities of both parties.

3) Prior to expiration of the Agreement, the Contractor shall return all State property, including security badges to the State Contract Manager.

4) As part of this Agreement, the Contractor (data custodian) shall be responsible for all costs incurred by the State (data owner) due to any and every security incident resulting from the Contractor’s failure to perform or negligent acts of its personnel, and resulting in an unauthorized disclosure, release, access, review, or destruction; or loss, theft or misuse of an information asset. If the Contractor experiences an actual or potential loss of data or breach of data security, the Contractor shall, within two (2) hours of its discovery thereof, report the loss or security breach to the OSI Information Security Officer at osiinfosecurity@osi.ca.gov. If the State determines that notice to the individual(s) whose data has been lost or breached is appropriate, the contractor will bear any and all costs associated with the notice or any mitigation selected by the State. These costs include, but are not limited to, consultant time, material costs, postage, media announcements, and other identifiable costs associated with the breach or loss of data.

5) The Contractor shall comply with all applicable State policies including, but not limited to (State Administrative Manual 5300-5399, State Information Management Manual procedures, and OSI’s security policies including, but not limited to, it’s Acceptable Use Policy, Confidentiality and Non-Disclosure Policy, CHHS Security Policies and OSI Security templates, which may be found at www.osi.ca.gov. (See Attachment III-F, Special Provisions.)

6) All Contractor-owned or managed laptops, Ultra books, net books, tablets, Smart phones and similar devices, if allowed by the State Contract Manager, shall be encrypted using commercial third-party encryption software. The encryption software shall meet the level standards of National Institute of Standards and Technology (NIST), Federal Information Processing Standards (FIPS) Publication 140-2, Security Requirements for Cryptographic Modules. Additionally, anti-virus, anti-malware software shall be used and kept up to date along with software patches and supported versions. The OSI Information Security Office shall have the right to audit Contractor-owned devices connected to State networks.

7) If Contractor use of removable media storage devices (i.e. Universal Serial Bus [USB] thumb drives, disk tapes, micro SD, SD cards, CD/DVD, etc.) is allowed by the State Contract Manager, all electronic files stored on the removable media storage device used to store State information shall be encrypted using a commercial third-party encryption software. The encryption software shall meet the standards set forth in NIST FIPS 140-2. Information stored on approved removable storage devices shall not be copied to any unencrypted computer (i.e., desktop or laptop) not connected to State network. Any personally identifiable information, personal health information, or other confidential information shall be encrypted when stored on State network file shares or document repositories.

8) In addition, upon Contract award, each Contractor consultant is required to complete the State’s online Ethics Training Course, as maintained by the California Office of the Attorney General, and submit the certificate of completion to the State Project Director or designee.

b. State Responsibilities

1) The State Contract Manager shall receive all project communications and has the authority to act on all aspects of the services. This person will review the Agreement and associated Agreement documents with the Contractor to ensure understanding of the responsibilities of both parties.
2) The State will provide timely review and approval of the information and documentation provided in order for the Contractor to perform its obligations under this Agreement.
12. [bookmark: _Toc468767286]PROBLEM ESCALATION

The parties acknowledge and agree that certain technical and/or project-related problems or issues may arise, and that such matters shall be brought to the State’s attention. Problems or issues shall normally be reported in regular status reports or in-person meetings. However, there may be instances where the severity of the problem justifies escalated reporting. To this extent, the State Contract Manager in charge shall determine the level of severity, and notify the appropriate State personnel, as set forth below. The State personnel notified, and the time period taken to report the problem or issue shall be at a level commensurate with the severity of the problem or issue. The State personnel include, but are not limited to, the following:
a)	First level, the EBT Project Director.
b)	Second level, the OSI Benefit & Enrollment Technology Support (BETS) Division Assistant Director.

13. SUBCONTRACTORS

a. The Contractor may, with the approval of the OSI Project Director and the Acquisition Division, enter into subcontracts with third parties for the performance of any part of the Contractor’s duties and obligations. Any such approval may be rescinded at the State’s discretion. The Contractor is responsible and liable for the proper performance of and the quality of any work performed by any and all subcontractors. The OSI reserves the right to reject or refuse admission to any subcontractor personnel whose workmanship, in the reasonable judgment of the OSI, is deemed to be substandard. In no event shall the existence of a subcontract operate to release or reduce the liability of the Contractor to the OSI for any breach in performance of the Contractor’s duties.
b. The Contractor warrants and agrees that any subcontract resulting from its performance under the terms and conditions of the Agreement and associated IT-MSA shall include a provision that the subcontractor shall abide by the terms and conditions of the Agreement and associated IT-MSA, as well as all other applicable federal and state laws, rules, and regulations pertinent hereto that have been or may hereafter be established. Also, the Contractor warrants and agrees that all subcontracts shall include a provision that the subcontractor shall indemnify and hold harmless the OSI to the same extent as provided in the IT-MSA. Any Agreement between the Contractor and its subcontractors shall require the subcontractors to adhere to the same performance standards and other standards required of the Contractor.
c. When a subcontractor ultimately performs all of the services that a contractor has agreed to provide and the prime contractor only handles the invoicing of expenditures, then the prime contractor's role becomes that of a fiscal agent because it is merely administrative in nature, and does not provide a commercially useful function. It is unacceptable to use fiscal agents in this manner because the agency is paying unnecessary administrative costs. Contractors may not subcontract 100 percent of the tasks of this SOW
14. SPECIAL PROVISIONS

Special Provisions shall include any special directions or project specific requirements that are not otherwise stated explicitly in the Agreement. Refer to Attachment III-F for special provisions.


ATTACHMENT III-B
Contractor Organization Chart

[Insert Organizational Chart and Include page numbers]


ATTACHMENT III-C
Task Accomplishment Plan (TAP) Sample
Instructions:  Each page of TAP shall have Agreement #; Project Name; Contractor Name; TAP Version # and Date; and Page numbered.

[The general purpose of the TAP is to document the resource expenditure plan. For labor, this means documenting the expected labor costs, by month, for the duration of the SOW period of performance. For other costs, the month that the expenditure is planned should be specified.]

[Project management and financial analysts will review the TAP to verify that the timing of the resources is consistent with the overall project plan and budget. Variation from the plan will be common, but variations over a threshold, or consistent over-runs or under-runs, will need to be explained in the monthly report.]

Overview

[Provide a brief two or three sentence overview of the work to be performed, such as: “This task accomplishment plan documents ABC Company’s planned expenditures for the <Name> Project”.]

Assumptions & Constraints

[Include any constraints or assumptions that are important to your plan. For example, adhering to your plan may require availability of particular software or hardware. There may be inherent assumptions about the rate that your company can staff the project. It is not necessary to repeat information that is already in the SOW.]

This TAP is based upon the following assumptions:

First assumption

Etc.

TAP

(Create a projected monthly spending plan for the duration of the agreement. State prefers an Excel spreadsheet and a graphic representation similar to the examples on the following page. The examples show budget and actuals. The original TAP will have budget numbers only.)


ATTACHMENT III-C
Task Accomplishment Plan (TAP) Sample

Office of Systems Integration (OSI)	Electronic Benefit Transfer (EBT) Project	

Task Accomplishment Plan

[Company Name]
[Title from SOW, such as “Systems Engineering Services”]
[Contract number (CMAS, IT MSA, etc.)]
P.O. # (OSI Purchase Order number)

[Each Task Accomplishment Plan (TAP) must include a footer similar to the one in this document.]

[The general purpose of the TAP is to document the resource expenditure plan. For labor, this means documenting the expected labor costs, by month, for the duration of the Statement of Work (SOW) period of performance. For other costs, the month that the expenditure is planned should be specified.]

[EBT Project management and contract/financial analysts will review the TAP to verify that the timing of the resources is consistent with the overall EBT Project’s plan and budget. Variation from the plan will be common, but variations over a threshold, or consistent over-runs or under-runs, will need to be explained in the monthly report.]
1 	Overview
[Provide a brief two or three sentence overview of the work to be performed, such as: “This Task Accomplishment Plan documents ABC Company’s planned expenditures for the OSI EBT Project”.]
2 	Assumptions & Constraints
[Include any constraints or assumptions that are important to your plan. For example, adhering to your plan may require availability of particular software or hardware. There may be inherent assumptions about the rate that your company can staff the project. It is not necessary to repeat information that is already in the SOW.]

This TAP is based upon the following assumptions:

· First assumption
· Etc.

**Continue on next page**


2.1  Personnel
[Show personnel usage, by month, for the task period. Cost in dollars is required—hours may be provided also, at the Contractor’s option. A tabular presentation is acceptable, although a supplemental graphical presentation is preferred.]

Figure 1. Planned Resource Usage
 


The estimated cost, by month, is shown in Table 1.
[bookmark: _Ref442678872]Table 1. Cost and Hours Usage, by Month and Fiscal Year
	Month & Year
	Estimated Hours
	Estimated Cost

	April 2014
	100
	$10,000

	May 2014
	110
	$10,500

	Etc.
	
	



2.2  Other Resources by Month and Fiscal Year
[Provide general description, followed by itemization in table, or graphic, if appropriate.]
	Item
	Month & Year
	Estimated Cost

	Travel
	April 2014
	$2,000

	Travel
	June 2014
	$1,500

	
	
	



[bookmark: _MON_1434279627][bookmark: _MON_1414583583]
ATTACHMENT III-D
Contractor Monthly Status Report
[Sample]
Monthly Status Report
For (insert reporting period, such as March 1998)

	Contractor:
	(Contractor Name)

	Contract #:
	(Contract number [CMAS, MSA, etc.])

	P.O. #:
	(OSI Purchase Order number)

	Title:
	(Title from SOW, such as “Systems Engineering Services”)


 

(This template describes the required contents of the EBT Project’s contractor’s Monthly Status Report [MSR].)
Introduction
(A brief overview of the contractor’s required support.)
Activity Summary
(This section must contain the information listed below. Contractor format is acceptable, but the requested information must be readily identifiable, by using headings or other means. Workplans that support the activity summary can be attached, and may be referenced to support the activity summary.)
Planned activities.
Activities that were planned during the month covered by the report.
Activities completed.
Activities that were completed during the month covered by the report.
Work in progress.
Ongoing activities that were not completed during the month.
Unplanned activities.
Activities (either completed or ongoing) that were not planned. Unplanned activities are rare, but should be reported here if they do occur.
Activities scheduled for the next reporting period.
These are the new activities that are planned to begin in the next month. Work in progress does not need to be repeated in this section.
Deliverables
Deliverables this Month
(Show any deliverables that were provided, or should have been provided, during the month. For example, the MSR for June would probably list the report for May that was delivered in June. Overdue or late deliverables require an explanation.)

**Continue on next page**
Table 2. Deliverables this Month
	Deliverable Title
	SOW Reference
	Date Due
	Date Delivered

	(Deliverable title, from SOW requirement)
	(Reference, as used in SOW; i.e., task number or unique reference)
	(SOW due date)
	(Actual delivery date)

	
	
	
	

	
	
	
	


Deliverables Status
(List all of the deliverables from the SOW, with current status. Each deliverable, whether delivered or due, should be shown. Periodic deliverables do not need to be listed more than once—see example. Other, ad hoc deliverables should also be listed. These items should also be tied to the SOW paragraph that the tasking fell under.)
Table 3. Deliverables Status
	Deliverable Title
	SOW Reference
	Date Due
	Date Delivered

	(Deliverable title, from SOW requirement)
	(Reference, as used in SOW; i.e. task number, or unique reference)
	(SOW due date)
	(Actual delivery date)

	Monthly Report
	(Example: Task 1.2 – Status Report
	Monthly
	Monthly

	
	
	
	


Concerns/Issues
(List any concerns or issues that are pertinent to completion of the SOW tasks. If there are no concerns or issues, please indicate by a statement such as “None at this time.”)
Financial Summary
(Show the budgeted cost vs. Actual cost the expenditure plan as presented in the Task Accomplishment Plan [TAP]. If no TAP was submitted for your tasking, the status should still be shown against anticipated expenditures.)
The table below shows monthly costs. (Any significant variance (greater than ten [10] percent, or as stated in the contractor’s SOW) should be explained in the comment column. Variance is defined as Budget vs. Actual.)
Table 4. Budget vs. Actual Cost for Current Month

	Staff: 
Name
	Invoiced
	Budgeted
	Cost Variance
	Comments

	
	
	
	Dollars
	%
	

	Services
	
	
	
	
	

	
	$900
	$1,000
	$100
	10.00%
	

	Travel
	$0
	$0
	$0
	  0.00
	

	Total
	$900
	$1,000
	$100
	10.00%
	



**Continue on next page**
(Figures 1 and 2 are examples of effective ways to present cost information. The EBT Project’s preference is to have both of the sample graphics presented in the MSR.)


Figure 2. Budget vs. Actuals, by Month
The next figure provides an “at-a-glance” status. If the accumulated expenditures-to-date vary significantly from the planned expenditures, an explanation should be provided.
[image: ]
Figure 3. Cumulative Budget vs. Actuals
**Continue on next page**

Travel Summary
Travel Performed this Month
(If a person is traveling throughout the month, each trip does not have to be listed individually. Trips can be listed as shown in the examples below.)
	Date
	Person
	From
	To
	Purpose

	December
	John Smith
	Sacramento
	Region 2
	County implementation

	December
	Ann Williams
	Sacramento
	Region 2
	County implementation

	12/15/15
	Sue Brown
	Los Angeles
	Sacramento
	CWDA Meeting

	12/19/15
	Rick Miller
	Sacramento
	Los Angeles
	Met with EBT Coordinator


Anticipated Travel
	Date
	Person
	From
	To
	Purpose

	January 2016
	John Smith
	Sacramento
	Region 2
	County implementation

	1/13/16
	Rick Miller
	Sacramento
	Region 2
	Monthly regional meeting






	


	

	Attachment III-E
ADD, DELETE OR SUBSTITUTE 
CONTRACTOR PERSONNEL REQUEST FORM

	Contractor Name
[bookmark: Text23]     
	Contractor Phone No.
[bookmark: Text1]     
	Date
[bookmark: Text2]     

	IT-MSA Number
[bookmark: Text24]     
	Project Name/Agreement Number
[bookmark: Text25]     

	Personnel To Be Added
	Personnel Replaced
	Proposed Effective Date
	Classification
	Résumé Meets MSQs and IT-MSA requirements

	[bookmark: Text3]     
	[bookmark: Text8]     
	[bookmark: Text13]     
	[bookmark: Text18]     
	[bookmark: Check6]|_|

	[bookmark: Text4]     
	[bookmark: Text9]     
	[bookmark: Text14]     
	[bookmark: Text19]     
	[bookmark: Check7]|_|

	[bookmark: Text6]     
	[bookmark: Text11]     
	[bookmark: Text16]     
	[bookmark: Text21]     
	[bookmark: Check9]|_|

	[bookmark: Text7]     
	[bookmark: Text12]     
	[bookmark: Text17]     
	[bookmark: Text22]     
	[bookmark: Check10]|_|

	Personnel To Be Deleted
	Date Effective
	Reason

	[bookmark: Text26]     
	[bookmark: Text31]     
	Reason:
[bookmark: Text36]     

	[bookmark: Text27]     
	[bookmark: Text32]     
	Reason:
[bookmark: Text37]     

	[bookmark: Text29]     
	[bookmark: Text34]     
	Reason:
[bookmark: Text39]     

	[bookmark: Text30]     
	[bookmark: Text35]     
	Reason:
[bookmark: Text40]     

	Comments/Special Instructions
Please note:
The changes as indicated in this request are being made at no additional cost to the STATE. 
Per Section III, 7. c., the Contractor shall submit an Add, Delete or Substitute Personnel Request Form - Attachment III-E; a completed Staff Resume Table - Attachment II-C; signed Staff Reference Forms - Attachment II-E, from all references listed on the Staff Resume Table – Attachment II C; the completed IT-MSA Classification Qualifications - Attachment II-D; and any required degrees for changed personnel to the OSI Contract Manager for review and approval.

	STATE Acceptance
	Contractor Acceptance

	Division/Project
     
	[bookmark: Text44]Contractor (If other than an individual, state whether a corporation, partnership, etc.)     

	By (Authorized Signature)
	By (Authorized Signature)

	Printed Name of Person Signing     

	[bookmark: Text43]Printed Name of Person Signing     

	Title
     
	Title
[bookmark: Text42]     



ATTACHMENT III-F
Special Provisions


Special Provisions shall include any special directions or project specific requirements that are not otherwise stated explicitly in the agreement.
       OSI SECURITY
Information Confidentiality and Security Requirements for Leveraged Procurements
1. Definitions. For purposes of this Exhibit, the following definitions shall apply:
a. Public Information:  Information that is not exempt from disclosure under the provisions of the California Public Records Act (Government Code sections 6250-6270) or other applicable state or federal laws.
b. Confidential Information:  Information that is exempt from disclosure under the provisions of the California Public Records Act (Government Code sections 6250-6270) or other applicable state or federal laws.
c. Sensitive Information:  Information that requires special precautions to protect from unauthorized use, access, disclosure, modification, loss, or deletion. Sensitive Information may be either Public Information or Confidential Information. It is information that requires a higher than normal assurance of accuracy and completeness. Thus, the key factor for Sensitive Information is that of integrity. Typically, Sensitive Information includes records of agency financial transactions and regulatory actions.
d. Personal Information:  Information that identifies or describes an individual, including, but not limited to, their name, social security number, physical description, home address, home telephone number, education, financial matters, and medical or employment history. It is OSI’s policy to consider all information about individuals private unless such information is determined to be a public record. This information shall be protected from inappropriate access, use, or disclosure and shall be made accessible to data subjects upon request. Personal Information includes the following:
Notice-triggering Personal Information:  Specific items of personal information (name plus Social Security number, driver license/California identification card number, or financial account number) that may trigger a requirement to notify individuals if it is acquired by an unauthorized person. For purposes of this provision, identity shall include, but not be limited to name, identifying number, symbol, or other identifying particular assigned to the individual, such as finger or voice print or a photograph. See Civil Code sections 1798.29 and 1798.82.
2. Nondisclosure. The Contractor and its employees, agents, or subcontractors shall protect from unauthorized disclosure any Personal Information, Sensitive Information, or Confidential Information (hereinafter identified as PSCI).
3. The Contractor and its employees, agents, or subcontractors shall not use any PSCI for any purpose other than carrying out the Contractor's obligations under this Agreement.
4. The Contractor and its employees, agents, or subcontractors shall promptly transmit to the OSI State Contract Manager all requests for disclosure of any PSCI not emanating from the person who is the subject of PSCI.
5. The Contractor shall not disclose, except as otherwise specifically permitted by this Agreement or authorized by the person who is the subject of PSCI, any PSCI to anyone other than OSI without prior written authorization from the OSI State Contract Manager, except if disclosure is required by State or Federal law.
6. The Contractor shall observe the following requirements:
a. Requirements and Guidelines.
1) The Contractor shall classify their data pursuant to the California State Administrative Manual (SAM) 5305.5.
2) The Contractor shall comply with the following:
i. The California Information Practices Act (Civil Code Sections 1798 et seq.);
ii. Security provisions of the SAM (Chapters 5100 and 5300) and the California Statewide Information Management Manual (SIMM) (Sections 58-C, 58-D, 66-B, 5305-A, 5310-A and B, 5325-A and B, 5330-A, B and C, 5340-A, B and C, 5360B); 
iii. Privacy provisions of the Federal Privacy Act of 1974;
3) The Contractor shall comply with the information security and privacy controls set forth in the National Institute of Standards and Technology (NIST) Special Publication (SP); including but not limited to NIST 800-53R4 (tailored to OSI Requirements for a Low or Moderate Level Of Concern).
b. Safeguards. The Contractor shall implement administrative, physical, and technical safeguards that reasonably and appropriately protect the confidentiality, integrity, and availability of personal, sensitive, and confidential information (PSCI), including electronic PSCI that it creates, receives, maintains, uses, or transmits on behalf of OSI. The Contractor shall develop and maintain a written information privacy and security program that includes administrative, technical and physical safeguards appropriate to the size and complexity of the Contractor’s operations and the appropriate levels of security (confidentiality, integrity, and availability) for the data based on data categorization and classification and FIPS Publication 199 protection levels, Including at a minimum the following safeguards:
1) Personnel Controls
a. Employee Training. All workforce members who assist in the performance of functions or activities on behalf of OSI, or access or disclose OSI Protected Health Information (PHI) or Personally Identifiable Information (PII) shall complete information privacy and security training, at least annually, at the Contractor’s expense. Each workforce member who receives information privacy and security training shall sign a certification, indicating the member’s name and the date on which the training was completed. These certifications shall be retained for a period of six (6) years following agreement termination.
b. Employee Discipline. Appropriate sanctions shall be applied against workforce members who fail to comply with privacy policies and procedures or any provisions of these requirements, including termination of employment where appropriate.
c. Confidentiality Statement. All persons that will be working with OSI PSCI shall sign a confidentiality statement. The statement shall include at a minimum, General Use, Security and Privacy safeguards, Unacceptable Use, and Enforcement Policies. The statement shall be signed by the workforce member prior to access to OSI PSCI. The statement shall be renewed annually. The Contractor shall retain each person’s written confidentiality statement for OSI inspection for a period of three (3) years following agreement termination.
d. Background Check. Before a member of the Contractor’s workforce may access OSI PSCI, the Contractor shall conduct a thorough background check of that worker and evaluate the results to assure that there is no indication that the worker may present a risk to the security or integrity of confidential data or a risk for theft or misuse of confidential data. The Contractor shall retain each workforce member’s background check documentation for a period of three (3) years following agreement termination.
2) Technical Security Controls
a. Workstation/Laptop Encryption. All workstations and laptops that process and/or store OSI PSCI shall be encrypted with an OSI approved solution (i.e. FIPS 140-2). The encryption solution shall be full disk.
b. Minimum Necessary. Only the minimum necessary amount of OSI PSCI may be downloaded to a laptop or hard drive when absolutely necessary for current business purposes.
c. Removable Media Devices. All electronic files that contain PSCI data shall be encrypted when stored on any removable media type device (i.e. USB thumb drives, floppies, CD/DVD, etc.) with an OSI approved solution (i.e. FIPS 140-2).
d. Email Security. All emails that include OSI PSCI shall be sent in an encrypted method using an OSI approved solution.
e. Antivirus Software. All workstations, laptops, other devices, and systems that process and/or store OSI PSCI shall have a commercial third-party anti-virus software solution with a minimum daily automatic update.
f. Patch Management. All workstations, laptops, other devices, and systems that process and/or store OSI PSCI shall have security patches applied and up-to-date.
g. User IDs and Password Controls. All users shall be issued a unique user name for accessing OSI PSCI. Passwords shall not to be shared. Passwords shall adhere to the following:
· Be at least eight characters
· Be a non-dictionary word
· Not be stored in readable format on the computer
· Be changed every 90 days
· Be changed if revealed or compromised
Password shall be composed of characters from at least three of the following four groups from the standard keyboard:
· Upper case letters (A-Z)
· Lower case letters (a-z)
· Arabic numerals (0-9)
· Non-alphanumeric characters (punctuation symbols)
h. Data Destruction. The Contractor shall meet the standards as set forth in NIST800-88 for destruction of data. All OSI PSCI shall be wiped from systems when the data is no longer necessary. The wipe method shall conform to Department of Defense standards for data destruction. If data was PII or PHI, then the Gutmann 35 pass wipe is required. All OSI PSCI on removable media shall be returned to OSI when the data is no longer necessary. Once data has been destroyed and logged, the OSI State Contract Manager shall be notified and provided logs for auditing and retention period.
i. Remote Access. Any remote access to OSI PSCI shall be executed over an encrypted method approved by OSI. All remote access shall be limited to minimum necessary and least privilege principles. Remote Access shall meet security standards as defined in SAM 5360.1 and SIMM 5360-A.
3) System Security Controls
a. System Timeout. The System shall provide an automatic timeout after no more than 20 minutes of inactivity.
b. Warning Banners. All Systems containing OSI PSCI shall display a warning banner stating that data is confidential, systems are logged, and system use is for business purposes only. Users shall be directed to log off the system if they do not agree with these requirements.
c. System Logging. The System shall log successes and failures of user authentication at all layers. The System shall log all system administrator/developer access and changes if the system is processing and/or storing PSCI. The System shall log all user transactions at the database layer if processing and/or storing OSI PSCI.
d. Access Controls. The System shall use role based access controls for all user authentications, enforcing the principle of least privilege. 
e. Transmission Encryption. Confidential, sensitive or personal information shall be encrypted in accordance with SAM 5350.1 and SIMM 5305-A. All data transmissions shall be encrypted end-to-end using an OSI approved solution, when transmitting OSI PSCI. See the CHHS Security Policy – Data Encryption at the following link:  CHHSA Security Policy Data Encryption.
f. Host Based Intrusion Detection. All systems that are accessible via the Internet or store OSI PSCI shall actively use a comprehensive third-party real-time host based intrusion detection and prevention solution.
4) System Security Review
a. The Contractor shall obtain independent security risk assessment consultants to meet the SAM 5305.7 and NIST standards (800-30, 800-37, 800-39, and 800-53) as well as OWASP standards including but not limited to the Development and Testing Guidelines for web services. Assessor independence provides a degree of impartiality to the monitoring process. To achieve such impartiality, assessors should not:
· Create a mutual or conflicting interest with the organizations where the assessments are being conducted.
· Self-assess their work.
· Act as management or employees of the organizations they are serving.
· Place themselves in advocacy positions for the organizations acquiring their services.
· Have an affiliation, either personal or business, with the Contractor or subcontractors working under contract with the OSI.
b. The OSI shall have approval of the independent risk assessment consultants that will perform the security risk assessments prior to the Contractor hiring the firm.
c. The independent security risk assessment firm shall have references from comparable State agencies (comparable system complexity as OSI).
d. The Contractor shall have independent security risk assessment consultants conduct security risk assessments every two years of the OSI Project Systems (e.g. CWS/CMS, CWS-NS, CMIPS II, and SFIS) and Project Support Systems (.e.g. shared drives, web sites, web applications, Clarity, SharePoint, County Access Data, and SARS).
e. The Contractor shall have the security risk assessment provide a gap analysis using the latest version of the Low or Moderate Tailored Baseline NIST 800-53 security controls.
f. The State Project Manager or designee and the OSI ISO shall have full access to the results of the independent risk assessment.
g. The Contractor shall provide to the OSI a Security Assessment Report created by the independent security assessors as defined in NIST 800-53. This report shall contain, as a minimum, identification and score of risks and provide recommended mitigation solutions.
5) Audit Controls
a. Log Reviews. All systems processing and/or storing OSI PSCI shall have a routine procedure in place to review system logs for unauthorized access.
b. Change Control. All systems processing and/or storing OSI PSCI shall have a documented change control procedure that ensures separation of duties and protects the confidentiality, integrity and availability of data.
6) Business Continuity / Disaster Recovery Controls
a. Emergency Mode Operation Plan. The Contractor shall establish a documented plan to enable continuation of critical business processes and protection of the security of electronic OSI PSCI in the event of an emergency. An emergency is an interruption of business operations for more than 24 hours.
b. Data Backup Plan. The Contractor shall have established documented procedures to backup OSI PSCI to maintain retrievable exact copies of OSI PSCI. The plan shall include a regular schedule for making backups, storing backups offsite, an inventory of backup media, and the amount of time to restore OSI PSCI should it be lost. At a minimum, the schedule shall be a weekly full backup and monthly offsite storage of OSI data.
7) Paper Document Controls
a. Supervision of Data. OSI PSCI in paper form shall not be left unattended at any time, unless it is locked in a file cabinet, file room, or desk. Unattended means that information is not being observed by an employee authorized to access the information. OSI PSCI in paper form shall not be left unattended at any time in vehicles or planes and shall not be checked in baggage on commercial airplanes.
b. Escorting Visitors. Visitors to areas where OSI PSCI is contained shall be escorted and OSI PSCI shall be kept out of sight while visitors are in the area.
c. Confidential Destruction. The Contractor shall meet the standards as set forth in NIST 800-88 for destruction of data. OSI PSCI shall be disposed of through confidential means, such as cross cut shredding and pulverizing.
d. Removal of Data. OSI PSCI shall not be removed from the premises of the Contractor except with express written permission of OSI.
e. Faxing. Faxes containing OSI PSCI shall not be left unattended and fax machines shall be in secure areas. Faxes shall contain a confidentiality statement notifying persons receiving faxes in error to destroy them. Fax numbers shall be verified with the intended recipient before sending. Contractor fax machines shall be located in secure areas, per SAM 5365.1.
f. Mailing. OSI PSCI shall only be mailed using secure methods. Large volume mailings of OSI PSCI shall be by a secure, bonded courier with signature required on receipt. Disks and other transportable media sent through the mail shall be encrypted with an OSI approved solution.
8) Physical Transport of Paper/Electronic Data/Media
There are specific precautions that shall be taken when transporting electronic data/media. The data/media shall be wrapped or sealed in an envelope or pouch in such a manner that the contents cannot be identified during the transportation process. The outside of the container shall clearly identify the addressee, which includes the name, address and telephone number where he/she can be reached. Departments should ensure that transported data/media be delivered only to the appropriate individuals who are authorized to receive the information. This can be accomplished by implementing a tracking method by which the sender and the recipient can sign and verify delivery and receipt of the information. 
The Contractor shall ensure that there is a tracking process in place for the transportation of data/media, whether in paper records or physical media devices and that accountability is strongly emphasized with the establishment of this process. Existing tracking processes such as those associated with FedEx, UPS and the U.S. Postal Service are permitted, however when sending information on physical media devices via these methods or by similar means, the information shall be encrypted. 
a. California Public Records Act. The Contractor shall work cooperatively with the State to respond timely and correctly to public records act requests.
b. Security Officer. The Contractor shall designate a Security Officer to oversee its data security program who will be responsible for carrying out its privacy and security programs and for communicating on security matters with OSI.
c. Training. The Contractor shall provide training on its data privacy and security policies, at least annually, at its own expense, to all its employees and volunteers who assist in the performance of functions or activities on behalf of OSI under this Agreement and use or disclose PSCI.
· The Contractor shall require each employee and volunteer who receives data privacy and security training to sign a certification, indicating the employee’s/volunteer’s name and the date on which the training was completed.
· The Contractor shall retain each employee’s/volunteer’s written certifications for OSI inspection for a period of three years following agreement termination.
7. Breaches.
1) Discovery and Notification of Breach. The Contractor shall be responsible for facilitating the security incident process as described in California Civil Code 1798.29(e), California Civil Code 1798.82(f), and SAM 5340, Incident Management. The Contractor shall notify OSI immediately by telephone call plus email or fax upon the discovery of breach of security of PSCI in computerized form if the PSCI was, or is reasonably believed to have been, acquired by an unauthorized person, or within two hours by email of the discovery of any suspected security incident, intrusion or unauthorized use or disclosure of PSCI in violation of this Agreement, this provision, the law, or potential loss of confidential data affecting this Agreement. Notification shall be provided to the OSI Program Contract Manager, the OSI Privacy Officer and the OSI Information Security Officer. If the incident occurs after business hours or on a weekend or holiday and involves electronic PSCI, notification shall be provided by e-mailing the OSI Security Office at osiinfosecurity@osi.ca.gov. The Contractor shall take:
a) Prompt corrective action to mitigate any risks or damages involved with the breach and to protect the operating environment and
b) Any action pertaining to such unauthorized disclosure required by applicable Federal and State laws and regulations.
2) Investigation of Breach. The Contractor shall immediately investigate such security incident, breach, or unauthorized use or disclosure of PSCI and within twelve (12) to twenty-four (24) hours of the discovery, shall notify the OSI State Contract Manager, the OSI Privacy Officer, and the OSI Information Security Officer of:
a) What data elements were involved and the extent of the data involved in the breach;
b) A description of the unauthorized persons known or reasonably believed to have improperly used or disclosed PSCI;
c) A description of where the PSCI is believed to have been improperly transmitted, sent, or utilized;
d) A description of the probable causes of the improper use or disclosure; and
e) Whether Civil Code sections 1798.29 or 1798.82 or any other federal or state laws requiring individual notifications of breaches are triggered.
3) Updates on Investigation. The Contractor shall provide regular (every 24 hours) updates on the progress of the investigation to the OSI State Contract Manager, the OSI Privacy Officer, and the OSI Information Security Officer.
4) Written Report. The Contractor shall provide a written report of the investigation to the OSI Program Contract Manager, the OSI Privacy Officer, and the OSI Information Security Officer within seven (7) working days of the discovery of the breach or unauthorized use or disclosure. The report will, at a minimum, follow the format of SIMM 5340-B. The report shall include, but not be limited to, the information specified above, as well as a full, detailed corrective action plan, including information on measures that were taken to halt and/or contain the improper use or disclosure.
5) Notification of Individuals. The Contractor shall notify individuals of the breach or unauthorized use or disclosure when notification is required under state or federal law and shall pay any costs of such notifications, as well as any costs associated with the breach. The OSI State Contract Manager, the OSI Privacy Officer, and the OSI Information Security Officer shall approve the time, manner and content of any such notifications.
8. Affect on lower tier transactions. The terms of this Exhibit shall apply to all agreements, subcontracts, and sub awards, regardless of whether they are for the acquisition of services, goods, or commodities. The Contractor shall incorporate the contents of this Exhibit into each subcontract or sub award to its agents, subcontractors, or independent consultants.
9. Contact Information. To direct communications to the above referenced OSI staff, the Contractor shall initiate contact as indicated herein. OSI reserves the right to make changes to the contact information below by giving written notice to the Contractor. Said changes shall not require an amendment to this Exhibit or the Agreement to which it is incorporated.

	OSI State Contract Manager
	OSI Privacy Officer
	OSI Information Security Officer

	See the agreement for State Contract Manager information
	Privacy Officer
c/o OSI Legal Division
Office of Systems Integration
2525 Natomas Park Drive, Suite 200
Sacramento, CA 95833

Email: kelly.nordli@osi.ca.gov
Telephone:  (916) 263-0737
	Information Security Officer
OSI Information Security Office
Office of Systems Integration
2525 Natomas Park Drive, Suite 200
Sacramento, CA 95833

Email:  osiinfosecurity@osi.ca.gov
Telephone:	(916) 263-0744 or
	(916) 825-9213



10. Audits and Inspections. From time to time, OSI may inspect the facilities, systems, books and records of the Contractor to monitor compliance with the safeguards required in the Information Confidentiality and Security Requirements (ICSR) exhibit. The Contractor shall promptly remedy any violation of any provision of this ICSR exhibit. The fact that OSI inspects, or fails to inspect, or has the right to inspect the Contractor’s facilities, systems and procedures does not relieve the Contractor of its responsibility to comply with this ICSR exhibit.
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ATTACHMENT IV – COST WORKSHEET

INSTRUCTIONS: Complete the Cost Worksheet provided below. The total Offer amount shall not exceed $3,303,000 and $1,149,000 for the optional term for a total dollar amount of the agreement not to exceed $4,452,000. The dollars associated with each task and State Fiscal Year (SFY) are approximate and may be redirected between SFYs between the Vendor and the State via an updated TAP. No contract amendment is necessary to redirect dollars between SFYs within the term of this Contract. Should there be a discrepancy between the “Hourly Rate” and the “Total Dollar Amount,” the result in the “Hourly Rate” will prevail. 
The Cost Worksheet (Table 2) is based on the rate for the seven (7) dedicated staffs identified in Table 1. Travel costs are specified in the worksheet. The costs for these items will only be considered compliant if the vendor provides pricing for all line items in the Cost Worksheet.
The column headers in the Cost Worksheet are defined as follows:
· Staff Rate – Indicates the name of the staff and the hourly rate being bid. All other cells are pre-populated.
· State Fiscal Year (SFY) columns – Indicates each of the SFYs that are a part of the contract. 
· Hours – The hours in this contract are capped and are pre-populated. Vendors are not to make any changes to these numbers.
· Cost – This is the vendor’s proposed cost which is arrived at by multiplying the vendor’s hourly rate from the Staff Rate Column by the number of hours in each SFY.  
· Total – Total price is calculated by multiplying the total hours by the hourly rate and adding in amounts identified for travel. Vendor is not to assign any hours to travel.
It is the responsibility of the vendor to ensure worksheets and calculations are correct and accurate. The State will not assume responsibility for any cost figures that do not calculate properly.

Travel Costs
If the Agreement resulting from this RFO allows for travel costs, reimbursement for Vendor’s personnel for travel, per diem, lodging, etc. shall not exceed State rates current at the time of order placement as defined in the Department of Human Resources Rules 599.615 – 599.635. The State Contract Manager shall approve all travel in advance.

Table 1 – Personnel and Labor Rates
	Staff Name
	IT-MSA Labor Classification
	Statement of Work Hourly Rate

	<Staff 1>
	<Labor Classification>
	<Rate $>

	<Staff 2>
	<Labor Classification>
	<Rate $>

	<Staff 3>
	<Labor Classification>
	<Rate $>

	<Staff 4>
	<Labor Classification>
	<Rate $>

	<Staff 5>
	<Labor Classification>
	<Rate $>

	<Staff 6>
	<Labor Classification>
	<Rate $>

	<Staff 7>
	<Labor Classification>
	<Rate $>



Table 2 – Costs by State Fiscal Year for Base Term (thru March 3, 2018)
	
	BASE TERM 
(thru March 3, 2018)
	

	Staff Name
Hourly Rate
	SFY
2015/16
	SFY
2016/17
	SFY
2017/18 
(8 months)
	Total

	
	Hours
	Cost
	Hours
	Cost
	Hours
	Cost
	Hours
	Cost

	Staff 1 –
Transition Manager: 
[insert name]
Hourly Rate:
$[insert rate]
	480
	$[cost]
	1,920
	$[cost]
	1,280
	$[cost]
	3,680
	$[cost]

	Staff 2 –
Technical Manager: 
[insert name]
Hourly Rate:
$[insert rate]
	480
	$[cost]
	1,920
	$[cost]
	1,280
	$[cost]
	3,680
	$[cost]

	Staff 3 –
County Manager: 
[insert name]
Hourly Rate:
$[insert rate]
	480
	$[cost]
	1,920
	$[cost]
	1,280
	$[cost]
	3,680
	$[cost]

	Staff 4 –
County Liaison #1: 
[insert name]
Hourly Rate:
$[insert rate]
	480
	$[cost]
	1,920
	$[cost]
	1,280
	$[cost]
	3,680
	$[cost]

	Staff 5 –
County Liaison #2: 
[insert name]
Hourly Rate:
$[insert rate]
	480
	$[cost]
	1,920
	$[cost]
	1,280
	$[cost]
	3,680
	$[cost]

	Staff 6 –
County Liaison #3: 
[insert name]
Hourly Rate:
$[insert rate]
	480
	$[cost]
	1,920
	$[cost]
	1,280
	$[cost]
	3,680
	$[cost]

	Staff 7 –
Project Mgmt. Support: 
[insert name]
Hourly Rate:
$[insert rate]
	480
	$[cost]
	1,920
	$[cost]
	1,280
	$[cost]
	3,680
	$[cost]

	Total Services
	3,360
	$[total]
	13,440
	$[total]
	8,960
	$[total]
	25,760
	$[total]

	Travel
	-
	$3,500
	-
	$14,000
	-
	$10,000
	-
	$37,500

	Grand Total
	3,360
	$[total]
	13,440
	$[total]
	8,960
	$[total]
	25,760
	$[total]



Table 3 – Costs by State Fiscal Year for Optional Term (March 4, 2018 – October 31, 2018)
	
	OPTIONAL TERM
(March 4, 2018 – October 31, 2018)
	Total

	Staff
Rate
	SFY
2017/18 
(4 months)
	SFY
2018/19 
(4 months)
	

	
	Hours
	Cost
	Hours
	Cost
	Hours
	Cost

	Staff 1 –
Transition Manager: 
[insert name]
Hourly Rate:
$[insert rate]
	640
	$[cost]
	640
	$[cost]
	1,280
	$[cost]

	Staff 2 - Technical Manager: 
[insert name]
Hourly Rate:
$[insert rate]
	640
	$[cost]
	640
	$[cost]
	1,280
	$[cost]

	Staff 3 –
County Manager: 
[insert name]
Hourly Rate:
$[insert rate]
	640
	$[cost]
	640
	$[cost]
	1,280
	$[cost]

	Staff 4 –
County Liaison #1: 
[insert name]
Hourly Rate:
$[insert rate]
	640
	$[cost]
	640
	$[cost]
	1,280
	$[cost]

	Staff 5 –
County Liaison #2: 
[insert name]
Hourly Rate:
$[insert rate]
	640
	$[cost]
	640
	$[cost]
	1,280
	$[cost]

	Staff 6 –
County Liaison #3: 
[insert name]
Hourly Rate:
$[insert rate]
	640
	$[cost]
	640
	$[cost]
	1,280
	$[cost]

	Staff 7 –
Project Mgmt. Support: 
[insert name]
Hourly Rate:
$[insert rate]
	640
	$[cost]
	640
	$[cost]
	1,280
	$[cost]

	Total Services
	4,480
	$[total]
	4,480
	$[total]
	8,960
	$[total]

	Travel
	
	$5,000
	
	$5,000
	-
	$10,000

	Grand Total
	4,480
	$[total]
	4,480
	$[total]
	8,960
	$[total]



Costs By Month
Monthly Budget	35704	35735	35765	35796	35827	35855	35886	35916	35947	35977	36008	36039	36069	36000	72000	72000	72000	74912.5	77825	77825	77825	77825	77825	77825	77825	38912.5	
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