CCDF Intake Agent Services
Grant Funded Solicitation #11-44
General Proposal Form
INSTRUCTIONS 
Respondents must provide one response to this form.  Respondents must also provide separate responses to Attachment F: Region-specific Proposal Form for each region they propose to serve.  Please notice that this form contains three (3) sections.  If attachments are included in your responses, please reference them clearly.  In the “Technical Proposal Section,” please provide responses to the questions regarding your organization’s ability to meet the CCDF Intake Agent service requirements, as described in Attachment D: Scope of Work.  

ORGANIZATION INFORMATION SECTION

Name of Organization/Business: _____________________________________________
Street Address: ___________________________________________________________
City: ________________________________ State: ____________   Zip: ____________
Contact Name: ___________________________________________________________
Phone: _________________________________________________________________
Email: _________________________________________________________________
Fax: ___________________________________________________________________
BUSINESS PROPOSAL SECTION

The following sections are applicable to all regions open for bids and coincide with the sections in the Solicitation main text.

2.3.1 General

The Respondent may use this optional section of the business proposal to introduce or summarize any information the Respondent deems relevant or important to the State’s successful implementation of the services requested in this Solicitation.  

2.3.2 Respondent’s Company Structure

The Respondent must include the legal form of the Respondent’s business organization, the state in which formed (accompanied by a certificate of authority), the types of business ventures in which the organization is involved, and a chart of the organization.  The division responsible for the development and marketing of the requested services must be described in more detail.

2.3.3 Company Financial Information

The Respondent must include the Respondent’s financial statement, including an income statement and balance sheet, for each of the two most recently completed fiscal years.  The financial statements should demonstrate the Respondent’s financial stability.  If the financial statements are those of a parent or holding company, additional financial information should be provided for the entity/organization directly responding to this Solicitation.


2.3.4 Integrity of Company Structure and Financial Reporting

This section must include a statement indicating that the CEO and/or CFO has taken personal responsibility for the thoroughness and correctness of any and all financial information supplied with this proposal. The particular areas of interest to the State in considering corporate responsibility include the following items: separation of audit functions from corporate boards and board members (if any), the manner in which the firm assures board integrity, and the separation of audit functions and consulting services.  The State will consider the information offered in this section to determine the responsibility of the Respondent.
The goals and objectives of Sarbanes Oxley Act of 2002, H.R. 3763 may be used as a guide in the determination of corporate responsibility for financial reports although it is not directly applicable to this procurement.


2.3.5 Contract Terms/Clauses

A sample contract that the state expects to execute with the successful Respondent(s) is provided in Attachment B.  This contract contains both mandatory and non-mandatory clauses.  Mandatory clauses are listed in the solicitation and are non-negotiable.  Other clauses are highly desirable.  It is the State’s expectation that the final contract will be substantially similar to the sample contract provided in Attachment B.

In your Transmittal Letter, please indicate acceptance of these mandatory contract terms and all certifications and assurances (see section 2.2.2 and Exhibit 2).  In this section please review the rest of the contract and indicate your acceptance of the non-mandatory contract clauses.  If a non-mandatory clause is not acceptable as worded, suggest specific alternative wording to address issues raised by the specific clause.  If you request additional contract terms please include them below.  

It is the State’s strong desire to not deviate from the contract provided in the attachment and as such the State reserves the right to reject any and all requested changes.


2.3.6 References
Please identify five (5) references for whom your organization has provided services that are the same as or similar to those requested in this Solicitation.  Your response should speak to your organization’s experience and expertise with the CCDF Program, and programs requiring financial eligibility determination and database management.  Information provided should include name, address and telephone number of the company and the name, title and phone/fax numbers of the person who may be contacted for further information. The State reserves the right to use the State’s past experience with the Respondent as a reference.


2.3.7 Registration to Do Business

Respondents awarded the contract resulting from this Solicitation must be registered and in good standing with the Indiana Secretary of State.  The requirement is applicable to all limited liability partnerships, limited partnerships, corporations, S-corporations, nonprofit corporations, and limited liability companies.  Please indicate the status of registration (Yes/No).  If you are not registered, please provide an explanation.

Respondents must be registered as a Bidder with the Indiana Department of Administration (IDOA) Procurement Division to receive an award.  This can be accomplished free of charge on-line at http://www.in.gov/idoa/2464.htm.  Please indicate the status of registration (Yes/No).  If you are not registered, please provide an explanation.


2.3.8 Authorizing Document

Respondent personnel signing the Transmittal Letter of the proposal must be legally authorized by the organization to commit the organization contractually. This section shall contain proof of such authority. A copy of corporate bylaws or a corporate resolution adopted by the board of directors indicating this authority will fulfill this requirement.  If attachments for this response are included, please specify where in the proposal they can be found.


2.3.9 Conflicts of Interest

Please disclose any potential or perceived conflicts of interest and how they will be resolved.  

2.3.10 Subcontractors (If applicable)
The Respondent is responsible for the performance of any obligations that may result from the Solicitation and shall not be relieved by the non-performance of any subcontractor.  The Respondent shall provide, in an appendix, copies of all executed subcontractor agreements or a letter of agreement over the official signatures of the firms involved.  Any subcontracts entered into by the Respondent must be in compliance with all State statutes and will be subject to the provisions thereof.  All subcontracts held by the Respondent must be made available upon request for inspection and examination by appropriate State officials, and such relationships must meet with the approval of the State.  The Respondent must furnish the following information for their use of subcontractors:
· Subcontractor’s name, address, and state of incorporation

· Subcontractor’s area of responsibility under the proposal

· Subcontractor’s form of organization

· An indication from subcontractor of a willingness to carry out its responsibilities (this assurance in no way relieves the Respondent of any responsibilities in responding to this Solicitation or in completing the commitments documented in this proposal.)

· The qualifications of each subcontractor for guaranteeing performance


2.3.11 Required Documents

Please ensure the following documents are included in your proposal:

· Current list of Board Members with terms of service and areas of expertise
· Organizational Chart of staff, including supervisory personnel, working on Child Care and Development Fund activities 
· Copy of most recent audit
· Copy of the organization’s non-discrimination policy

· Copy of the organization’s drug-free workplace policy

· Copy of the organization’s customer service policies
· Sample Memorandum of Understanding between the Child Care Resource and Referral Agency and the CCDF Intake Agent

· Sample Memorandum of Understanding between the Division of Family Resources, formerly the Division of Family and Children, and the CCDF Intake Agent
· Signed Certification Statements and Assurances Form (Exhibit 2)
TECHNICAL PROPOSAL SECTION
The following sections are applicable to all regions open for bids and coincide with Attachment D: Scope of Work.
This section of the form is two (2) pages.  Please keep your responses in twelve (12) point font and limit your total response length to less than twenty (20) pages, including attachments.

4.0. General Contract Requirements

Section 4.1: Applicant Qualifications

Please provide an overview of your organization’s ability to satisfy all the requirements described in this section.  In your response, please provide a brief overview of your organization’s experience and expertise with the CCDF program and Intake functions.  If your organization has limited or no experience with the CCDF program and Intake functions, please explain your experience and expertise with programs requiring financial eligibility determination and database management. 


Section 4.4: Technological Requirements

Please explain how your organization will satisfy the technological requirements described in this section.  In your response, please describe how your organization currently uses technology in delivery of services, obtains technical support when needed for software and hardware concerns, as well as how the organization currently accesses the internet.

Section 4.5: Data and Records Retention

Please describe the procedures your organization will use to ensure data use to support operations is managed properly to avoid loss, unauthorized access, or destruction.   


Section 4.6: Complaint Tracking and Reporting

Please describe the system and process your organization will use to log, track, and report to the State all verbal and written complaints received by, or referred to, the Contractor from any source.  


5.0. Detailed Contract Requirements
Section 5.1: Overview

Please explain how you propose to execute Section 5.1 in its entirety, including but not limited to, the specific element highlighted below, and describe all relevant experience.

· Please describe how you will evaluate customer satisfaction, which includes families, providers, and local community partners

Section 5.2: Intake Service Requirements

Please explain how you propose to execute Section 5.2 in its entirety, including but not limited to, the specific elements highlighted below, and describe all relevant experience.

· Please describe the processes and procedures the Respondent will use to assure the accuracy of data entered into AIS
· Please describe how the Respondent will ensure strict adherence to standards in professional competency and conduct, procedural administration, confidentiality or records, accountability, and client services.




































































































7

