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State of Vermont
Department of Information & Innovation
133 State St., 5th floor
Montpelier Vermont, 05633 
Request for Quote
Month DD, YYYY
ADMINISTRATIVE INFORMATION
[bookmark: _Toc201133598][bookmark: _Toc222886974][bookmark: _Toc201136992][bookmark: _Toc201136921]AGENCY/DEPT RESPONSIBILITY FOR SOW-RFP AND SOW AGREEMENT
Name the person/s and Agency/Dept.
[bookmark: _Toc201133599][bookmark: _Toc222886975][bookmark: _Toc201136993][bookmark: _Toc201136922]
This SOW RFP is being issued in accordance with the Master Agreement between the Contractor and the State of Vermont, Department of Information and Innovation.  After an evaluation of Contractor’s response to this SOW RFP, the Contracting Agency may elect to enter into a specific SOW Agreement which will outline all SOW Agreement requirements and payment provisions. 
[bookmark: _Toc201133600][bookmark: _Toc222886976][bookmark: _Toc201136994][bookmark: _Toc201136923]SOW PROPOSAL SUBMISSIONS

All SOW Proposals are due no later than: (Date) and Time

Proposals must be submitted by email to: (State Agency Contact e-mail)

The SOW RFP Response is to be submitted to the contact set forth above via e-mail as two attachments in Portable Document Format (pdf).  The “subject” line in the e-mail submission shall state the SOW-RFP Project Name.  The first file will be the technical response to this SOW-RFP and titled, “SOW-RFP Project Name Technical”.   The second file will be the financial response to this SOW-RFP and titled, “SOW-RFP Project Name Financial”.

The Contractor proposal must be fixed price, including hours and hourly rate, for the service to accomplish the deliverable or deliverables as outlined below.   The State reserves the right to negotiate any and all proposals in its discretion in the best interests of the State.
[bookmark: _Toc201133601][bookmark: _Toc222886977][bookmark: _Toc201136995][bookmark: _Toc201136924]
All SOW RFP Responses shall become the property of the State and, once the resulting SOW Agreement is finalized, may be subject to disclosure under the State’s Access to Public Records Law, 1 V.S.A. § 315 et seq.  In accordance therewith, the State will not disclose information for which a reasonable claim of exemption can be made pursuant to 1 VSA § 317(c), including, but not limited to, trade secrets, proprietary information or financial information, including any formulae, plan, pattern, process, tool, mechanism, compound, procedure, production data, or compilation of information which is not patented, which is known only to the vendor, and which gives the vendor an opportunity to obtain business advantage over competitors who do not know it or use it.  If a SOW RFP Response includes material that is considered by the Contractor to be exempt from disclosure under 1 V.S.A. § 317(c), the Contractor shall clearly designate the material as such in its submission.  

In the cover letter to any SOW RFP Response, the Contractor must identify each page or section of the response that it believes is proprietary and confidential and provide a written explanation relating to each marked portion to justify the denial of a public record request should the State receive such a request. The letter must address the proprietary or confidential nature of each marked section, provide the legal authority relied upon, and explain the harm that would occur should the material be disclosed.  Under no circumstances can the entire response or price information be marked confidential.  Responses so marked may not be considered and will be returned to the bidder.  The Contractor shall also include a redacted copy of its SOW RFP Response.  

STATEMENT OF RIGHTS

The State of Vermont reserves the right to obtain clarification or additional information necessary to properly evaluate a proposal. The Contractor may be asked to give a verbal presentation of its proposal after submission.  Failure of Contractor to respond to a request for additional information or clarification could result in rejection of the Contractor’s proposal.  To secure a project that is deemed to be in the best interest of the State, the State reserves the right to accept or reject any and all bids, in whole or in part, with or without cause, and to waive technicalities in submissions. The State also reserves the right to make purchases outside of the awarded contracts where it is deemed in the best interest of the State.

METHOD OF AWARD

Awards will be made in the best interest of the Contracting Agency. The Contracting Agency may award one or more SOW Agreements and reserves the right to make additional awards to other compliant bidders at any time during the term of the SOW Agreement if such award is deemed to be in the best interest of the Contracting Agency.  

ORAL PRESENTATIONS/INTERVIEWS 
[bookmark: _NON-DISCLOSURE_AGREEMENT][bookmark: _Toc222886978][bookmark: _Toc201136996][bookmark: _Toc201136925][bookmark: _Toc201133602]
The Contracting Agency will conduct a pre-bid conference call on (Replace with Date and Time) to answer any questions potential bidders may have.  The call in number will be (Replace with Phone Number).  [If no call will be held, delete this section.]

Prior to making a final selection, the Contracting Agency will determine whether to conduct oral presentations.  The decision will be based on the quality and quantity of responses received.  If it is determined that oral presentations are needed they will be conducted at no expense to the State.  Oral presentation may be by phone or in person.  In-person presentations will take place as directed by the Contracting Agency on a yet to be determined date at no expense to the State.

As part of the selection process, the State reserves the right to interview, either in person or via phone, all candidates for on-site staff that are proposed to perform the work defined within this SOW RFP. The State may also request a change to vendor staffing after a vendor has been selected if upon on-site efforts the State deems the relationship to not be acceptable. Replacement staff will be subject to additional interviewing and approval by the State at no additional cost to the State.  

For this particular request, knowledge requirements include XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX.
 
NON-DISCLOSURE AGREEMENT
[bookmark: _Toc201133605][bookmark: _SECTION_2_-_SCOPE_OF_WORK][bookmark: _SCOPE_OF_WORK][bookmark: _Toc222886979][bookmark: _Toc201136999][bookmark: _Toc201136928]Contractors and each employee or subcontractor with access to State Data, as defined in the Master Agreement will be required to sign a standard State non-disclosure agreement if there is not already one on file.
SCOPE OF WORK
[bookmark: _Toc222886980][bookmark: _Toc201137000][bookmark: _Toc201136929][bookmark: _Toc201133606][bookmark: _PURPOSE_AND_BACKGROUND]PURPOSE
[bookmark: _Toc222886981][bookmark: _Toc201137004][bookmark: _Toc201136930][bookmark: _Toc201133610][bookmark: _TECHNICAL_REQUIREMENTS][bookmark: _Toc201133608]BACKGROUND
High level description of Contracting Agency’s business unit and the business case or situation leading to this Project
TECHNICAL REQUIREMENTS
[bookmark: _Toc201133611]PROJECT APPROACH(change as needed)
Describe the project management approach required by your agency or business unit.  If certain project management methodologies are to be employed and project progress reports and project team meetings are to take place, they need to also be defined as deliverables below.

PROJECT MANAGEMENT

PROJECT MANAGEMENT SERVICES

All proposed SOW Agreements for Project Management Services shall be submitted to the State of Vermont Office of the Attorney General for a determination in accordance with 3 V.S.A. 311(a)(10) that such engagement is not contrary to the spirit and intent of the classification plan and merit system principles and standards provided by Chapter 13 of Title 3 of the Vermont Statutes.

PM Approach
The Contractor shall follow project management methodologies that are consistent with the Project Management Institute’s (PMI) Project Management Body of Knowledge (PMBOK) Guide 4th Edition. All projects under this Agreement shall be managed in accordance with the State’s EPMO Standard Project Process (SPP) found on the Department of Information and Innovation website.  

Contractor shall produce the minimum required set of project deliverables in accordance with the EPMO SPP, using the corresponding standard EPMO required templates.  Once contracted, PM’s are given access to these deliverable source documents for use on State projects.  PDF versions can be previewed on the Department of Information and Innovation website. 
Contractor staff will produce project deliverables using Microsoft Office products in v2007 or newer (Word, Excel, Project, Visio, etc.), and Adobe PDF, or other formats acceptable to the State.

[bookmark: _Toc201137006][bookmark: _Toc201133612]DELIVERABLES
Describe required deliverable in detail.  Under no circumstance should a SOW be developed or an SOW RFP be released where the deliverables are not quantified or the criteria for acceptance are not defined. Be clear and concise.
[bookmark: _Toc201133613]Example: DELIVERABLE/ DELIVERY SCHEDULE

	ID
	Deliverables
	Expected Completion:
<If known>


	2.2.2.1
	Deliverable A
	

	2.2.2.2
	Deliverable B
	

	2.2.2.3
	Deliverable C
	

	
	
	


[bookmark: _Toc201133614]Example: DELIVERABLES MATRIX

	ID
	Acceptance Criteria
	Est Completion Date

	Quoted Cost

	2.2.2.1
	(1) 
	
	

	2.2.2.2
	(2) 
	
	

	2.2.2.3
	(3) 
	
	

	2.2.2.4
	(4) 
	

	

	2.2.2.5
	
	
	

	2.2.2.6
	
	
	

	2.2.2.7
	
	
	

	
	Total
	
	



REQUIRED PROJECT POLICIES, GUIDELINES AND METHODOLOGIES
The Contractor shall be required to comply with all applicable laws, regulations, policies, standards and guidelines affecting State of Vermont information technology projects, as the same may be adopted or amended from time-to-time.  It is the responsibility of the Contractor to insure adherence and to remain abreast of new or revised laws, regulations, policies, standards and guidelines affecting project execution. These include, but may not be limited to:

1. Health Insurance Portability and Accountability Act (HIPAA)
1. Business Associate Agreement – Agency of Human Services.
1. Agency of Human Services Customary Contract Provisions. 
1. The State’s Enterprise Architecture Program
1. The State Information Technology Security Policy and Standards
1. The State Digital Imaging Guidelines 
1. The State File Formats Policy and Guidelines
1. The State Records Management Guidelines
1. The EPMO’s SSP and related information found at the Department of Information and Innovation website. 
[bookmark: _Toc201137008][bookmark: _Toc222886982][bookmark: _Toc201137011][bookmark: _Toc201136933][bookmark: _Toc222886983][bookmark: _Toc201137012][bookmark: _Toc201136934][bookmark: _Toc201133618]
INVOICING and PAYMENT
[bookmark: _Toc222886984][bookmark: _Toc201137014][bookmark: _Toc201136935][bookmark: _Toc201133620][Price each deliverable individually and understand that the final agreement may only contain certain deliverables.   Deliverables should be performance-based and payments should not be made until final acceptance by the State – avoid prepayments and “front-loaded payment schedules.  The Contractor may invoice the State only after each agreed to deliverable has been accepted as satisfactory by the State. ] 

All work performed by the Contractor must be approved in advance by the State. Once work has been completed, delivered and accepted by the State, invoicing can occur.  The State’s payment terms are net 30 days.
[bookmark: _Toc222886985][bookmark: _Toc201137015][bookmark: _Toc201136936][bookmark: _Toc201133621]CHANGE ORDERS
[bookmark: _Toc201133622][bookmark: _Toc222886986][bookmark: _Toc201137016][bookmark: _Toc201136937]We do not anticipate the need to make change orders, however, if it becomes necessary, such work must be authorized by the State in writing before such work can proceed and may require an amendment to the SOW Agreement. 
REFERENCES
Provide the names, addresses, and phone numbers of at least three companies or State Agencies with whom you have transacted similar business in the last 12 months.  You must include contact names who can talk knowledgeable about performance and deliverables.

OFFSHORE OUTSOURCING
Please indicate whether or not any services being provided are or will be outsourced as part of bidding on this project.  Any hosting services must be provided on servers located within the United States.
SOW PROPOSAL FORMAT
FORMAT
[bookmark: _Toc222886988][bookmark: _Toc201137019][bookmark: _Toc201133625]Email PDF’s or Microsoft Office documents as set forth above under SOW PROPOSAL SUBMISSIONS

A SOW RFP Proposal shall provide the following:

1) Proposed Services – Work Plan
i) Proposed Solution:  A description of the Contractor’s proposed solution to accomplish the specified work requirements, including dates of completion.
ii) Assumptions:  A description of any assumptions formed by the Contractor in developing the Technical Proposal.
iii) Risk Assessment:  An assessment of any risks inherent in the work requirements and actions to mitigate these risks.
iv) Proposed Tools:  A description of proposed tools that may be used to facilitate the work. 
v) Tasks and Deliverables:  A description of and the schedule for each task and deliverable, illustrated by a Gantt chart. Start and completion dates for each task, milestone, and deliverable shall be indicated. Must include deliverables specified in SOW-RFP as well as other deliverables that may be proposed by Contractor.
vi) Work Breakdown Structure:  A detailed work breakdown structure and staffing schedule, with labor hours by skill category that will be applied to meet each milestone and deliverable, and to accomplish all specified work requirements.
2) Proposed Personnel
i) Identify all personnel by name and skill set who will be working on the project, include resumes
ii) Certification that all proposed personnel meet the minimum required qualifications and possess the required certifications to complete the work as required.
iii) Provide the names and titles of all key management personnel who will be involved with supervising the services rendered under the Agreement.
3) Subcontractors
i) Identify all proposed subcontractors and their full roles that may be involved completing the Scope of Work. Note: no work shall be subcontracted without knowledge of and approval by the State.
4) State Assistance
i) Provide an estimate of expectation concerning participation by State personnel.
5) Confidentiality
i) To the extent portions of a bidder’s proposal may be confidential, proprietary commercial information or trade secrets, the bidder shall highlight these sections, and provide justification why such materials, upon request, should not be disclosed by the State under the State’s Public Record Law (1 V.S.A. 315 et seq.) .  Contractor is advised that, upon request for this information from a third party, the SOW Procurement Officer will be required to make an independent determination regarding whether the information may be disclosed.
6)   Transmittal Letter
i) The Contractor must submit a signed letter acknowledging the terms and conditions of the Master Agreement and any special requirements that may be included in a specific SOW Agreement.

REQUIRED PRICE PROPOSAL RESPONSE 

All pricing must be fixed cost, inclusive of all expenses and fees if this Statement of Work proposal is for a fixed price agreement. (Remove if Time and Materials agreement)

For Time and Materials the pricing proposal must  include estimated effort hours, hourly rate for proposed personnel, projected timeline, including timing expectations for the State functional and technical resources and be submitted as a separate document from the rest of the proposal. (Remove if not Time and Materials)

EXAMPLE of
PRICE PROPOSAL FORM  
(not inclusive of all requirements defined above)

PRICE PROPOSAL FOR SOW-RFP PROJECT NAME_________________ 

	Deliverables
	Expected Completion:

	Hourly Rate (applicable for Time and Materials)
	Price
(aggregate hourly cost or Fixed price per Deliverable)

	Deliverable I
	Date
	
	

	Deliverable II
	Date
	
	

	Deliverable III
	Date
	
	

	Combined Bid
	Date
	
	


The Price Proposal form must use the same deliverables as outlined in the Request from the State. 

PROCEDURE FOR AWARDING A SOW AGREEMENT
[bookmark: _Toc222886989]EVALUATION CRITERIA
[bookmark: _Toc222886990]The responses will be evaluated based on the following:
· Quality of proposal content
· Cost
· Prior Experience with this type of work
· Timeline for completion of work to be performed

Contractor selection, or the determination to terminate the SOW RFP without award shall be done in the best interest of the State.
COMMENCEMENT OF WORK UNDER A SOW AGREEMENT
[bookmark: _Toc202065977]Commencement of work as a result of the SOW-RFP process shall be initiated only upon issuance of a fully executed SOW Agreement and Purchase Order. 
[bookmark: _Toc222886987][bookmark: _Toc201133624][bookmark: _Toc201137018][bookmark: _Toc201136939][bookmark: _Toc222886991]SOW AGREEMENTS
	If selected, the Contractor will sign an SOW Agreement with the Contracting Agency to provide the deliverables set forth in its response and at prices agreed by the Contracting Agency.  Minimum support levels set forth in this SOW RFP and terms, and conditions from the Master Agreement, including Attachment C thereto, will become part of each SOW Agreement. Each SOW Agreement will be subject to review throughout its term. The Contracting Agency will consider cancellation of each SOW Agreement, as well as the Master Agreement upon discovery that the Contractor is in violation of any portion of the Master Agreement or an SOW Agreement, including an inability by the Contractor to provide the products, support, and/or service offered in its response.  Each SOW Agreement shall specify the term of the Agreement.

In no event shall any SOW Agreement or any document proposed by the Contractor (a) require indemnification by the State of the Contractor; (b) waive the State’s right to a jury trial; (c) establish jurisdiction in any venue other than the Superior Court of the State of Vermont, Washington County Division; (d) constitute an implied or deemed waiver of the  immunities, defenses, rights or actions arising out of State’s sovereign status or under the Eleventh Amendment to the United States Constitution; or (e) limit the time within which an action may be brought hereunder.  Further, there shall be no limitation of liability, including a waiver of consequential, indirect, special or disclaimers of warranty without approval from the Office of the Attorney General.
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