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RFP 16-031 – Document Center Services - Technical Proposal

	Respondent:
	

	Instructions:
Request for Proposal (RFP) 16-031 is a solicitation by the State of Indiana in which organizations are invited to compete for contract amongst other respondents in a formal evaluation process.  Please be aware that the evaluation of your organization’s proposal will be completed by a team of State of Indiana employees and your organization’s score will be reflective of that evaluation.  The evaluation of a proposal can only be based upon the information provided by the Respondent in its proposal submission.  Therefore, a competitive proposal will thoroughly answer the questions listed.  The Respondent is expected to provide the complete details of its proposed operations, processes, and staffing for the scope of work detailed in the RFP document and supplemental attachments.

Please review the requirements in Attachment D (Scope of Work) carefully.  Please describe your relevant experience and explain how you propose to perform the work.  For all areas in which subcontractors will be performing a portion of the work, clearly describe their roles and responsibilities, related qualifications and experience, and how you will maintain oversight of the subcontractors’ activities.

Please use the yellow shaded fields to indicate your answers to the following questions.  The yellow fields will automatically expand to accommodate content.  Every attempt should be made to preserve the original format of this form.  A completed Technical Proposal is a requirement for proposal submission.  Failure to complete and submit this form may impact your proposal’s responsiveness.  Diagrams, certificates, graphics and other exhibits should be referenced within the relevant answer field and included as legible attachments.


	

	1
	Section A – Introduction
Provide an overview of your proposal and your experience relevant to the requirements of this RFP and Scope of Work. Please include a list of organizations similar in size and scope to DFR for which you have provided document center services and describe how that experience is relevant to the services in this RFP.

	

	2
	Section B – Background
Please confirm your understanding of the role of the document center in DFR’s eligibility operation and your ability to/plans for integrating and coordinating with the relevant entities including third party contractors that are part of the operation.

	

	3
	Equipment, Infrastructure and Processes
Please explain how you propose to ensure the appropriate equipment and infrastructure are in place to execute the responsibilities detailed in Section C of Attachment D. In addition, please describe the processes you will employ for accepting and managing documents and ensure compliance with defined procedures as well as privacy and confidentiality requirements for PHI and PII.  

	

	4
	Detailed Requirements
Please provide a detailed narrative clearly describing your understanding of each numbered requirement (#1-13) and associated sub-requirements, and detailing your approach to meeting each requirement. Please ensure your response is organized in the same order as the requirements. Please be sure to describe your comprehensive quality inbound document processing services and outline in detail the proposed processing, retention and real-time retrieval strategies for documents received. Please see Section F of Attachment D for related service levels and key performance indicators (KPIs). Additional please include details about the sampling approach you plan to use for Quality Assurance.

	

	5
	Section D –Initial Transition Requirements
Please confirm your understanding and detail your approach to the initial transition requirements detailed in Section D of the Scope of Work. Outline the proposed Transition approach and include plan that incorporates, at a minimum, the elements listed in Section D. The Respondent’s response must also clearly state the anticipated duration of transition activities leading up to the operational cutover as well as the expectations from the State/DFR to facilitate a successful transition.
  

	

	6
	Section E – Key Staff
Please explain how you propose to meet the requirements of Section E in its entirety, including but not limited to the specific elements highlighted below, and describe all relevant experience for the proposed Key Staff.
· Provide a detailed staffing plan for this project, including both Key Staff and regular staff. Ensure that the staffing plan is consistent with the assumptions in your proposed Base Fee.
· Provide a resume for the Document Center Manager, and other Key Staff.
· Provide two (2) professional references for the Document Center Manager

	

	7
	Section F– Service Levels and KPIs, Section 7 - Reporting
Please confirm your understanding of the Service Levels and KPIs described in Section F of the Scope of Work and the Reporting Requirements described in Section H. Please detail your approach to ensuring compliance with the requirements and expectations detailed in Sections F and H.

	

	8
	Section G – Corrective Actions and Payment Withholds, Section I – Billing and Invoicing
Please confirm your understanding of, and agreement with, the provisions of Sections G and I of the Scope of Work.

	

	9
	Alternate Location
While the City of Marion is the intended location for the Document Center, if the Respondent wishes to propose that the services be conducted in an alternate location, please describe: 
a. The alternate location
b. The impact on the processes and service levels, and security
c. Any other risks to the Contractor or the State
d. Any additional benefits to the State gained by using the alternate location

	

	10
	Additional Equipment
If the Respondent wishes to propose any additional equipment they feel is needed to execute the scope of services, please describe the equipment here and provide the cost information in the appropriate worksheet of the cost proposal.
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