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[bookmark: _Toc266174237][bookmark: _Toc269200987][bookmark: _Toc269212787]SECTION ONE
[bookmark: _Toc275166377]GENERAL INFORMATION AND REQUESTED PRODUCTS/SERVICES

1.1 [bookmark: _Toc275166378]INTRODUCTION

In accordance with Indiana statute, including IC 5-22-9, the Indiana Department of Administration (IDOA), acting on behalf of the Indiana State Department of Health, requires banking services for the Women, Infants and Children Program. It is the intent of IDOA to solicit responses to this Request for Proposals (RFP) in accordance with the statement of work, proposal preparation section, and specifications contained in this document.  This RFP is being posted to the IDOA website (http://www.IN.gov/idoa/2354.htm) for downloading. A nominal fee will be charged for providing hard copies.  Neither this RFP nor any response (proposal) submitted hereto are to be construed as a legal offer.  
 
1.2 [bookmark: _Toc275166379]DEFINITIONS AND ABBREVIATIONS

Following are explanations of terms and abbreviations appearing throughout this RFP. Other special terms may be used in the RFP, but they are more localized and defined where they appear, rather than in the following list. 

	Check
	
	Document which specifies the amount and type of food for a WIC or FMNP participant in a designated time period.

	Contract Bank
	
	Financial Institution for WIC processing services

	CVV
	
	Cash Value Voucher

	FMNP
	
	Farmers’ Market Nutrition Program.

	FNS
	
	Food and Nutritional Service.  Part of the USDA.

	Full Time Equivalent
	
	The State defines FTE as a measurement of an employee's (FTE) productivity on a specific project or contract.  An FTE of one (1) would mean that there is one worker fully engaged on a project.  If there are two employees each spending 1/2 of their working time on a project that would also equal one (1) FTE.

	IAC
	
	The Indiana Administrative Code.

	IC
	
	The Indiana Code

	IDOA
	
	Indiana Department of Administration

	Implementation
	
	The successful implementation of management information system planning services at the Indiana Government Center as specified in the contract resulting from this RFP.

	Installation
	
	The delivery and physical setup of products or services requested in this RFP

	ISDH
	
	Indiana State Department of Health

	Other Governmental Body
	
	An agency, a board, a branch, a bureau, a commission, a council, a department, an institution, an office, or another establishment of any of the following:
(1) The judicial branch.
(2) The legislative branch.
(3) A political subdivision (includes towns, cities, local governments, etc.)
(4) A state educational institution (including charter schools)

	SFMNP
	
	Senior Farmers’ Market Nutritional Program.  




1.3 [bookmark: _Toc275166380]PURPOSE OF THE RFP

The purpose of this RFP is to solicit proposals from qualified parties for banking services for the WIC Program, FMNP and SFMNP.  The selected Respondent must be a state or nationally chartered bank and in compliance with all federal and/or state laws governing all services to be awarded.  The selected Respondent must be a member of an Automated Clearinghouse Association (ACH) and in compliance with all rules and regulations set forth by the National Automated Clearinghouse Association, (NACHA), local ACH association(s) and ACH operators.  The selected Respondent must be a member of the Federal Reserve direct wire system.

The scope of the banking services includes the processing of WIC, FMNP, and SFMNP checks. These services include account maintenance, check clearing and payment, daily and end of month statements, reports for and data transmission to the WIC Program Automated System for daily posting and monthly reconciliation.  It is the intent of the IDOA on behalf of the ISDH to contract with an entity that has 1) a minimum of three years in business performing WIC check processing functions for a WIC Program with a similar volume of checks as that of Indiana, 2) a current facility with the security measures and protection features in place to protect the food instruments and checks, confidential participant data and related materials and information from theft and fire, and 3) the capability (i.e., necessary equipment, hardware, software, trained personnel, etc.) to completely process WIC, FMNP and SFMNP checks as specified herein (i.e., log, capture and transmit data, balance information, generate reports, imaging, etc).

1.4 [bookmark: _Toc275166381]SUMMARY SCOPE OF WORK
Background
The Special Supplemental Nutrition Program for Women, Infants, and Children (WIC) provides nutritious foods to eligible pregnant, postpartum, and breastfeeding mothers, infants, and children to five years of age at, or below, 185% of poverty who are at nutritional risk.  The Food and Nutrition Service (FNS) of the USDA provides grants to the Indiana WIC Program which enters into agreements with local agencies to provide eligibility determination, nutrition counseling, a food delivery system utilizing negotiable checks redeemable at local grocers and pharmacies, and related administrative services to WIC participants.  
Many of Indiana’s WIC clinics distribute Farmers’ Market Nutrition Program (FMNP) checks to WIC participants during the growing season which is typically during the months of May through October.  The FMNP distributes approximately 100,000 checks per year to over 30,000 households.  Certification and check distribution for FMNP is completed through the WIC information system as well.  



The Senior Farmers’ Market Nutrition Program (SFMNP) checks are distributed to participants through local Area on Aging Agencies.  There are approximately 38,000 pre-printed checks distributed to over 6,500 households in SFMNP.  While certification and check distribution for SFMNP is not completed through the WIC information system, the redemption of the checks is handled in a similar manner.  


Current System
The Indiana WIC Program serves approximately 176,154 participants through contracts with forty-nine (49) Sponsoring Agencies. WIC services are provided at 145 local agency WIC clinics to certify participants, collect health data and generate food instruments.  These food instruments are redeemed at 700 authorized vendors throughout the state.  Approximately 420,000 WIC checks are redeemed each month.  A sample WIC food instrument is provided in Appendix C.  Participants may redeem a check only during the time period specified on the food instrument/check and only for the items and quantities printed on the check. The total price of the transaction is entered on the check, and the participant or proxy signs it at the time of purchase.
On a daily basis, check issuance data along with a food item price file, a vendor file, and a vendor stamp file, is transmitted for use by the CSC banking operations center in Kennesaw, Georgia.  
Many of Indiana’s WIC clinics distribute FMNP checks to WIC participants during the growing season which is typically during the months of May through October. Issuance data for FMNP is captured and transmitted to the State Office server. The State Office server creates an issue file and a vendor file, which is periodically transmitted to the CSC banking operations center via the RS/6000. The CSC banking operations center transmits weekly check redemption information via the RS/6000 to the Indiana WIC Program server, which is used for reporting purposes.  
In Indiana, there are approximately 450 authorized farmers who redeem about 95,000 FMNP and 31,000 SFMNP checks seasonally. The farmers’ market checks must be used to purchase locally grown fresh fruits and vegetables. Typically FMNP participants receive six (6) checks annually, worth $3.00 each. The checks are typically valid for redemption from May 1 through October 31 of each year. All checks must be deposited by November 7th to receive payment.  The SFMNP program is similar with the exception that SFMNP checks are typically $4.00 each.  A sample FMNP and SFMNP check is provided in Appendix D.
Vendors and farmers process the WIC, FMNP and SFMNP checks by stamping the check with a WIC approved vendor identification stamp and deposit them in their local bank.  The checks are forwarded through the Federal Reserve System to the CSC banking operations center in Kennesaw, Georgia.  The Federal Reserve also provides CSC with an electronic image file of the redeemed checks.  CSC captures the vendor identification stamp number from each check if one is present.  If no stamp number is present, CSC attempts to identify the stamp number of the redeeming vendor by utilizing vendor endorsement information on the back of the check to determine the vendor stamp number assigned to the vendor. Each check is screened using a combination of automated and manual means to determine whether the check meets all defined criteria and can be paid.  Checks that fail one or more of the screening criteria are marked as to the reason they are rejected and are then returned unpaid to the vendor via the Federal Reserve System. Checks found to be acceptable are paid through a bank account set up at United Community Bank by CSC on behalf of the Indiana WIC Program. The Indiana WIC Program, through daily wire transfers, directly funds the WIC bank account. 
At the end of each month, the CSC banking operations center in Kennesaw, Georgia creates and transmits a redemption file of all WIC checks processed via FTP to the WISE processing center in Lenexa Kansas.  The file is run on the WISE system for month end reporting. At the same time, the banking operations center creates and sends account summary activity reports to the Indiana State WIC Office and creates and sends to an FTP site, electronic images and other information of all checks processed during the month.  The check images are viewable through a proprietary check image and retrieval Internet based software system developed by CSC.  United Community Bank also creates and sends a normal checking account statement to the Indiana WIC Program reflecting WIC account activity.
Appendix J provides a diagram of the current WIC banking process.
The following statistics relate to system activities that occurred from October 1, 2009 through September 30, 2010 for the WIC Program, Farmers’ Market Nutrition Program (FMNP) and Senior Farmers’ Market Nutrition Program (SFMNP).
	Total number of WIC checks processed
	 5,749,992

	Total number of FMNP checks processed
	 80,242

	Total number of SFMNP checks processed
	 33,230

	Total number of WIC returned checks processed
	 23,804

	Total number of FMNP returned checks processed
	 13

	Total number of SFMNP returned checks processed
	 0

	Number of WIC Vendor Look-Ups processed
	 37,108

	Number of FMNP Vendor Look-Ups processed
	 0

	Number of SFMNP Vendor Look-Ups processed
	 0

	Number of WIC Check Retrievals processed
	 68

	Number of FMNP Check Retrievals processed
	 0

	Number of SFMNP Check Retrievals processed
	 0

	Number of WIC Stop Payments processed
	 0

	Number of FMNP Stop Payments processed
	 0

	Number of SFMNP Stop Payments processed
	 0

	Number of WIC Overdraft Fees
	0

	Number of FMNP Overdraft Fees
	0

	Number of SFMNP Overdraft Fees
	0

	Number of WIC Check Stock Ordered for Print
	5,4000,000

	Number of SFMNP Check Booklets Ordered for Print
(six (6) pre-printed checks per booklet)
	8,000





Purpose
The ISDH WIC Program is requesting services from a third-party banking Respondent to provide continuing services to the WIC, FMNP and SFMNP programs.  The objectives include:    

1. Establish an account for the Indiana WIC Program. 

2. Establish an account for the Indiana WIC FMNP.

3. Establish an account for the Indiana WIC SFMNP.

4. Provide/accept daily electronic files to/from the State’s central processor.

5. Daily edit, process, and pay WIC, FMNP and SFMNP checks.

6. Process daily updates to the State WIC Agency’s Vendor File.

7. Retain the physical checks and provide these physical checks upon request.

8. Scan and store checks for archive.

9. Generate daily, monthly, and quarterly reports and detailed account statements to the State.

10. Provide an Internet based inquiry system which is updated daily to view check status and images.

11. Maintain a daily back-up, disaster recovery, and security plan.




[bookmark: _Toc275166382]1.5	RFP OUTLINE

The outline of this RFP document is described below:
	Section 1 – General Information and Requested Products or Services
	This section provides an overview of the RFP, general timelines for the process, and a summary of the products/services being solicited by the State/Agency via this RFP

	Section 2 – Proposal Preparation Instruction
	This section provides instructions on the format and content of the RFP including a Letter of Transmittal, Business Proposal, Technical Proposal, and a Cost Proposal

	Section 3 – Proposal Evaluation Criteria
	This sections discusses the evaluation criteria to be used to evaluate respodents’ proposals

	Attachment A 
	M/WBE Participation Plan Form

	Attachment B 
	Sample Contract

	Attachment C 
	Indiana Economic Impact Form

	Attachment D
	Cost Proposal Template

	Appendix A
	Mandatory Federal Assurance Clauses

	Appendix B
	Scope of Work

	Appendix C
	Sample WIC Food Instrument (includes check and CVV)

	Appendix D
	Sample FMNP and SFMNP Check

	Appendix E
	Food Instrument Issuance Data File

	Appendix F
	Vendor Information File

	Appendix G
	Vendor Stamp Data File 

	Appendix H
	Food Instrument Type Price Data File

	Appendix I
	Paid File Layout

	Appendix J
	WIC Banking Overview

	Appendix K
	Voucher for Payment





[bookmark: _Toc275166383]1.6	QUESTION/INQUIRY PROCESS

All questions/inquiries regarding this RFP must be submitted in writing by the deadline of 3:00 p.m. Eastern Time on March 4, 2011.  Questions/Inquiries may be submitted via fax (317-232-7312) or email rfp@idoa.IN.gov and must be received by Procurement Division by the time and date indicated above.  

Following the question/inquiry due date, Procurement Division personnel will compile a list of the questions/inquiries submitted by all Respondents.  The responses will be posted to the IDOA website according to the RFP timetable established in Section 1.23.  The question/inquiry and answer link will become active after responses to all questions have been compiled.  Only answers posted on the IDOA website will be considered official and valid by the State.  No Respondent shall rely upon, take any action, or make any decision based upon any verbal communication with any State employee.

Inquiries are not to be directed to any staff member of Women, Infants and Children Program. Such action may disqualify Respondent from further consideration for a contract resulting from this RFP.

If it becomes necessary to revise any part of this RFP, or if additional information is necessary for a clearer interpretation of provisions of this RFP prior to the due date for proposals, an addendum will be posted on the IDOA website. If such addenda issuance is necessary, the Procurement Division may extend the due date and time of proposals to accommodate such additional information requirements, if required.

Respondents may not modify proposals once submitted to IDOA.  A submitted RFP may be withdrawn from consideration by contacting rfp@idoa.in.gov.

[bookmark: _Toc266174243][bookmark: _Toc275166384]1.7	DUE DATE FOR PROPOSALS

All proposals must be received at the address below by the Procurement Division no later than 3:00 p.m. Eastern Time on April 28, 2011.  Each Respondent must submit one original hard-copy (marked “Original”) and one original CD-ROM (marked "Original") and one complete copy on CD-ROM of the proposal, including the Transmittal Letter and other related documentation as required in this RFP. The original CD-ROM will be considered the official response in evaluating responses for scoring and protest resolution and should be identical to the original hard-copy. The Respondent's proposal response on this CD may be posted on the IDOA website, (http://www.in.gov/idoa/2462.htm) if recommended for selection. Each copy of the proposal must follow the format indicated in Section Two of this document.  Unnecessarily elaborate brochures or other presentations, beyond those necessary to present a complete and effective proposal, are not desired. All proposals must be addressed to:

Kyle McClurg
Indiana Department of Administration
Procurement Division
402 West Washington Street, Room W478
Indianapolis, IN 46204

If you hand-deliver solicitation responses: 
To facilitate weapons restrictions at Indiana Government Center North and Indiana Government Center South, as of July 21, 2008, the public must enter IGC buildings through a designated public entrance. The public entrance to Indiana Government Center South is located at 302 W. Washington St. (the eastern-most Washington St. entrance). This entrance will be equipped with metal detectors and screening devices monitored by Indiana State Police Capitol Police.  
Passing through the public entrance may take some time. Please be sure to take this information into consideration if your company plans to submit a solicitation response in person.  
If you ship or mail solicitation responses: United States Postal Express and Certified Mail are both delivered to the Government Center Central Mailroom, and not directly to the Procurement Division.  It is the responsibility of the Respondent to make sure that solicitation responses are received by the Procurement Division at the Department of Administration’s reception desk on or before the designated time and date.  Late submissions will not be accepted.  The Department of Administration, Procurement Division clock is the official time for all solicitation submissions.

All proposal packages must be clearly marked with the RFP number, due date, and time due. Any proposal received by the Department of Administration, Procurement Division after the due date and time will not be considered. Any late proposals will be returned, unopened, to the Respondent upon request. All rejected proposals not claimed within 30 days of the proposal due date will be destroyed.

No more than one proposal per Respondent may be submitted. 

The State accepts no obligations for costs incurred by Respondents in anticipation of being awarded a contract.

All proposals submitted to the State should be double-sided and printed on 30% post-consumer recycled content paper or tree-free paper.  When possible, soy ink should be used.

[bookmark: _Toc275166385]1.8	PRE-PROPOSAL CONFERENCE

A pre-proposal conference will be held on February 24, 2011 in the Indiana Government Center Conference Center, in a room TBD at 2:00 p.m.  The room assignment will be posted online once it becomes available.  A map of the conference center can be found on our website: http://www.in.gov/idoa/2375.htm.  At this conference, potential Respondents may ask questions about the RFP and the RFP process. Respondents are reminded that no answers issued verbally at the conference are binding on the State and any information provided at the conference, unless it is later issued in writing, also is not binding on the State.
[bookmark: _Toc275166386]1.9	MODIFICATION OR WITHDRAWAL OF OFFERS

Modifications to responses to this RFP may only be made in the manner and format described in Section 1.6 and clearly identified as a modification.  

The Respondent’s authorized representative may withdraw the proposal, in person, prior to the due date.  Proper documentation and identification will be required before the Procurement Division will release the withdrawn proposal.  The authorized representative will be required to sign a receipt for the withdrawn proposal.

Modification to, or withdrawal of, a proposal received by the Procurement Division after the exact hour and date specified for receipt of proposals will not be considered. 

[bookmark: _Toc275166387]1.10	PRICING

Pricing on this RFP must be firm and remain open for a period of not less than 180 days from the proposal due date.

Please refer to the Cost Proposal sub-section under Section 2 for a detailed discussion of the proposal pricing format and requirements.

[bookmark: _Toc275166388]1.11	PROPOSAL CLARIFICATIONS AND DISCUSSIONS, AND CONTRACT DISCUSSIONS

The State reserves the right to request clarifications on proposals submitted to the State.  The State also reserves the right to conduct proposal discussions, either oral or written, with Respondents.  These discussions could include request for additional information, request for cost or technical proposal revision, etc. Additionally, in conducting discussions, the State may use information derived from proposals submitted by competing Respondents only if the identity of the Respondent providing the information is not disclosed to others.  The State will provide equivalent information to all Respondents which have been chosen for discussions.  Discussions, along with negotiations with responsible Respondents may be conducted for any appropriate purpose.

The Procurement Division will schedule all discussions.  Any information gathered through oral discussions must be confirmed in writing.  

A sample contract is provided in Attachment B.  Any requested changes to the sample contract must be submitted with your response (See Section 2.3.5 for details).  The State reserves the right to reject any of these requested changes.  It is the State’s expectation that any material elements of the contract will be substantially finalized prior to contract award. 

[bookmark: _Toc275166389]1.12	BEST AND FINAL OFFER 

The State may request best and final offers from those Respondents determined by the State to be reasonably viable for contract award.  However, the State reserves the right to award a contract on the basis of initial proposals received. Therefore, each proposal should contain the Respondent’s best terms from a price and technical standpoint. 

Following evaluation of the best and final offers, the State may select for final contract negotiations/execution the offers that are most advantageous to the State, considering cost and the evaluation criteria in this RFP.

[bookmark: _Toc275166390]1.13	REFERENCE SITE VISITS

The State may request a site visit to a Respondent’s working support center to aid in the evaluation of the Respondent’s proposal.  Site visits, if required will be discussed in the technical proposal.

[bookmark: _Toc275166391]1.14	TYPE AND TERM OF CONTRACT 

The State intends to sign a contract with one or more Respondent(s) to fulfill the requirements in this RFP. 
[bookmark: _Toc275166392]The term of the contract shall be for a period of 2 years from the date of contract execution.  There may be two (2) one year renewals for a total of four (4) years at the State’s option. 
[bookmark: _Toc275166393]NOTE: Due to the residual check clearing procedure and timeframe in WIC, an additional three (3) months of processing is required after the initial two-year period.  Food instruments will be issued against the WIC disbursement account for two years.  WIC checks can be dated for redemption for up to three months.  The program allows up to thirty (30) days from the check’s last date to redeem for the WIC retail merchant vendor to deposit the checks.  An additional five (5) days will be allowed for the checks to be processed through the WIC retail merchant vendor’s bank prior to the checks reaching the WIC contract bank for its final review and check processing.    
[bookmark: _Toc275166394]1.15	CONFIDENTIAL INFORMATION

Respondents are advised that materials contained in proposals are subject to the Access to Public Records Act (APRA), IC 5-14-3 et seq., and, after the contract award, the entire RFP file may be viewed and copied by any member of the public, including news agencies and competitors. Respondents claiming a statutory exception to the APRA must place all confidential documents (including the requisite number of copies) in a sealed envelope clearly marked “Confidential” and must indicate in the Transmittal Letter and on the outside of that envelope that confidential materials are included. The Respondent must also specify which statutory exception of APRA that applies. The State reserves the right to make determinations of confidentiality. If the Respondent does not identify the statutory exception, the Procurement Division will not consider the submission confidential.  If the State does not agree that the information designated is confidential under one of the disclosure exceptions to APRA, it may seek the opinion of the Public Access Counselor.  Prices are not confidential information.

Confidential information should be included in the hard-copy and on all CD-ROMs submitted.

[bookmark: _Toc275166395]1.16	TAXES

Proposals should not include any tax from which the State is exempt. 

[bookmark: _Toc275166396]1.17	PROCUREMENT DIVISION REGISTRATION

In order to receive an award, you must be registered as a bidder with the Department of Administration, Procurement Division.  Therefore, to ensure there is no delay in the award all Respondents are strongly encouraged to register prior to submission of their response.  Respondents should go to www.in.gov/idoa/2464.htm .

[bookmark: _Toc275166397]1.18	SECRETARY OF STATE REGISTRATION	

If awarded the contract, the Respondent will be required to register, and be in good standing, with the Secretary of State.  The registration requirement is applicable to all limited liability partnerships, limited partnerships, corporations, S-corporations, nonprofit corporations and limited liability companies.  Information concerning registration with the Secretary of State may be obtained by contacting:


Secretary of State of Indiana
Corporation Division
402 West Washington Street, E018
Indianapolis, IN 46204
(317) 232-6576
www.in.gov/sos


1.19	COMPLIANCE CERTIFICATION

Responses to this RFP serve as a representation that it has no current or outstanding criminal, civil, or enforcement actions initiated by the State, and it agrees that it will immediately notify the State of any such actions. The Respondent also certifies that neither it nor its principals are presently in arrears in payment of its taxes, permit fees or other statutory, regulatory or judicially required payments to the State.  The Respondent agrees that the State may confirm, at any time, that no such liabilities exist, and, if such liabilities are discovered, that State may bar the Respondent from contracting with the State, cancel existing contracts, withhold payments to set off such obligations, and withhold further payments or purchases until the entity is current in its payments on its liability to the State and has submitted proof of such payment to the State. 
[bookmark: _Toc275166398]1.20	EQUAL OPPORTUNITY COMMITMENT

Pursuant to IC 4-13-16.5 and in accordance with 25 IAC 5, it has been determined that there is a reasonable expectation of minority and woman business enterprises subcontracting opportunities on a contract awarded under this RFP.  Therefore a contract goal of 8% for Minority Business Enterprises and 8% for Woman Business Enterprises have been established and all Respondents will be expected to comply with the regulation set forth in 25 IAC 5.

Failure to meet these requirements will affect the evaluation of your proposal.
[bookmark: _Toc275166399]1.21  	MINORITY & WOMEN'S BUSINESS ENTERPRISES RFP SUBCONTRACTOR COMMITTMENT

In accordance with 25 IAC 5-5, the Respondent is expected to submit with its proposal a MWBE Subcontractor Commitment Form. The Form must show that there are, participating in the proposed contract, Minority Business Enterprises (MBE) and Women Business Enterprises (WBE) listed in the Minority and Women’s Business Enterprises Division (MWBED) directory of certified firms located at http://www.in.gov/idoa/2352.htm. If participation is met through use of vendors who supply products and/or services directly to the Respondent, the Respondent must provide a description of products and/or services provided that are directly related to this proposal and the cost of direct supplies for this proposal.  Respondents must complete the Subcontractor Commitment Form in its entirety.

Failure to meet these goals will affect the evaluation of your Proposal. The Department reserves the right to verify all information included on the MWBE Subcontractor Commitment Form.

Respondents are encouraged to contact and work with MWBED at 317-232-3061 to design a subcontractor commitment to meet established goals as referenced in this solicitation. 

Prime Contractors are responsible for all subcontractors.  Prime Contractors must ensure that the proposed subcontractors meet the following criteria:

· Must be listed on the IDOA Directory of Certified Firms
· Each firm may only serve as once classification – MBE or WBE
· A Prime Contractor who is an MBE or WBE must meet subcontractor goals by using other listed certified firms.  Certified Prime Contractors cannot count their own workforce or companies to meet this requirement.
· Must serve a commercially useful function.  The firm must serve a value-added purpose on the engagement.
· Must provide goods or service only in the industry area for which it is certified as listed in the directory at http://www.in.gov/idoa/2352.htm
· Must be used to provide the goods or services specific to the contract
· National Corporate Diversity Plans are generally not acceptable





MINORITY & WOMEN’S BUSINESS ENTERPRISES RFP SUBCONTRACTOR LETTER OF COMMITMENT

A signed letter(s), on company letterhead, from the MBE and/or WBE must accompany the MWBE Subcontractor Commitment Form. Each letter shall state and will serve as acknowledgement from the MBE and/or WBE of its subcontract amount, a description of products and/or services to be provided on this project and approximate date the subcontractor will perform work on this contract.  The State will deny evaluation points if the letter(s) is not attached, not on company letterhead, not signed and/or does not reference and match the subcontract amount and the anticipated period that the Subcontractor will perform work for this solicitation.

By submission of the Proposal, the Respondent acknowledges and agrees to be bound by the regulatory processes involving the State’s M/WBE Program. Questions involving the regulations governing the MWBE Subcontractor Commitment Form should be directed to: Minority and Women’s Business Enterprises Division at (317) 232-3061 or mwbe@idoa.in.gov.

[bookmark: _Toc275166400]1.22	AMERICANS WITH DISABILITIES ACT

The Respondent specifically agrees to comply with the provisions of the Americans with Disabilities Act of 1990 (42 U.S.C. 12101 et seq. and 47 U.S.C. 225).


[bookmark: _Toc275166401]1.23	SUMMARY OF MILESTONES

The following timeline is only an illustration of the RFP process.  The dates associated with each step are not to be considered binding.  Due to the unpredictable nature of the evaluation period, these dates are commonly subject to change.  At the conclusion of the evaluation process, all Respondents will be informed of the evaluation team’s findings.

Key RFP Dates:
	Activity
	Date

	Issue of RFP
	February 18, 2011

	Pre-Proposal Conference
	February 24, 2011

	Deadline to Submit Written Questions
	March 4, 2011

	Response to Written Questions/RFP Amendments
	March 11, 2011

	Submission of Proposals
	April 28, 2011

	

	The dates for the following activities are target dates only.  These activities may be completed earlier or later than the date shown.

	Proposal Evaluation
	May 6, 2011

	Proposal Discussions/Clarifications (if necessary)
	May 13, 2011

	Oral Presentations (if necessary)
	May 13, 2011

	Best and Final Offers (if necessary)
	May 20, 2011

	Contract Award
	July 1, 2011



[bookmark: _Toc269201012][bookmark: _Toc269212812][bookmark: _Toc275166402]
SECTION TWO
[bookmark: _Toc275166403]PROPOSAL PREPARATION INSTRUCTIONS

[bookmark: _Toc275166404]2.1	GENERAL

To facilitate the timely evaluation of proposals, a standard format for proposal submission has been developed and is described in this section. All Respondents are required to format their proposals in a manner consistent with the guidelines described below:
· Each item must be addressed in the Respondent’s proposal. 
· The Transmittal Letter must be in the form of a letter. The business and technical proposals must be organized under the specific section titles as listed below.

[bookmark: _Toc275166405]2.2	TRANSMITTAL LETTER 

The Transmittal Letter must address the following topics except those specifically identified as “optional.”

	2.2.1	Agreement with Requirement in listed in Section 1

The Respondent must explicitly acknowledge understanding of the general information presented in Section 1 and agreement with any requirements/conditions listed in Section 1.

2.2.2	Summary of Ability and Desire to Supply the Required Products or Services

The Transmittal Letter must briefly summarize the Respondent’s ability to supply the requested products and/or services that meet the requirements defined in Section 2.4 of this RFP. The letter must also contain a statement indicating the Respondent’s willingness to provide the requested products and/or services subject to the terms and conditions set forth in the RFP including, but not limited to, the State and Federal mandatory contract clauses.

2.2.3   Signature of Authorized Representative

A person authorized to commit the Respondent to its representations and who can certify that the information offered in the proposal meets all general conditions including the information requested in Section 2.3.4, must sign the Transmittal Letter. In the Transmittal Letter, please indicate the principal contact for the proposal along with an address, telephone and fax number as well as an e-mail address, if that contact is different than the individual authorized for signature.

2.2.4 Respondent Notification 

Unless otherwise indicated in the Transmittal Letter, Respondents will be notified via e-mail. 
It is the Respondent’s obligation to notify the Procurement Division of any changes in any address that may have occurred since the origination of this solicitation.  The Procurement Division will not be held responsible for incorrect vendor/contractor addresses.

2.2.5 Other Information

This item is optional. Any other information the Respondent may wish to briefly summarize will be acceptable.

2.2.6 Outside Package
Please note on the outside of the package the RFP number, due date and time.


[bookmark: _Toc275166406]2.3	BUSINESS PROPOSAL

The Business Proposal must address the following topics except those specifically identified as “optional.”

	2.3.1	General (optional)

This section of the business proposal may be used to introduce or summarize any information the Respondent deems relevant or important to the State’s successful acquisition of the products and/or services requested in this RFP.

	2.3.2	Respondent’s Company Structure

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 are to be included in this section. If the organization includes more than one product division, the division responsible for the development and marketing of the requested products and/or services in the United States must be described in more detail than other components of the organization.

2.3.3	Company Financial Information

This section 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 must demonstrate the Respondent’s financial stability.  It should also include a statement of corporate financial resources.  If the financial statements being provided by the Respondent are those of a parent or holding company, additional financial information should be provided for the entity/organization directly responding to this RFP.

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/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 organization 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 under IC 5-22-16-1(d).

The Sarbanes Oxley Act of 2002, H.R. 3763, is NOT directly applicable to this procurement; however, its goals and objectives may be used as a guide in the determination of corporate responsibility for financial reports.

	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 below 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 (see section 2.2.2).  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 require additional contract terms please include them in this section.  To reiterate it’s 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 of these requested changes.

The mandatory contract terms are as follows: 

· Authority to Bind Contractor
· Duties of Contractor, Rate of Pay, and Term of Contract 
· Compliance with Laws
· Conflict of Interest
· Drug-free Workplace Provision and Certification
· Funding Cancellation
· Indemnification
· Governing Laws
· Non-discrimination clause
· Payments
· Penalties/Interest/Attorney’s Fees
· Non-collusion and Acceptance
· Information Technology 
· Federal Mandatory Assurances
· Lobbying Certification and Disclosure of Lobbying Activities

Any or all portions of this RFP and any or all portions of the Respondents response may be incorporated as part of the final contract

	2.3.6	References

The Respondent must include a list of at least three (3) clients for whom the Respondent has provided products and/or services that are the same or similar to those products and/or services requested in this RFP in the previous five years.  Information provided should include the name, address, and telephone number of the client facility and the name, title, and phone/fax numbers of a person who may be contacted for further information. 

This section must include details of actions if the Respondent has ever been terminated for cause or for convenience.

	2.3.7	Registration to do Business

		Secretary of State

If awarded the contract, the Respondent will be required to be registered, and be in good standing, with the Secretary of State.  The registration requirement is applicable to all limited liability partnerships, limited partnerships, corporations, S-corporations, nonprofit corporations and limited liability companies. The Respondent must indicate the status of registration, if applicable, in this section of the proposal.

Department of Administration, Procurement Division

Additionally, Respondents must be registered with the IDOA.  This can be accomplished on-line at http://www.in.gov/idoa/2464.htm .

The IDOA Procurement Division maintains two databases of vendor information. The Bidder registration database is set up for vendors to register if you are interested in selling a product or service to the State of 	Indiana.  Respondents may register on-line at no cost to become a Bidder with the State of Indiana.  To complete the on-line Bidder registration, go to http://www.in.gov/idoa/2464.htm.  The Bidder registration offers email notification of upcoming solicitation opportunities, corresponding to the Bidder’s area(s) of interest, selected during the registration process.  Respondents do need to be registered to bid on and receive email notifications.  Completion of the Bidder registration will result in your name being added to the Bidder’s Database, for email notification.  The Bidder registration requires some general business information, an indication of the types of goods and services you can offer the State of Indiana, and locations(s) within the state that you can supply or service. There is no fee to be placed in Procurement Division’s Bidder Database.  To receive an award, you must be registered as a bidder.

Problems or questions concerning the registration process or the registration form can be e-mailed to Amey Redding, Vendor Registration Coordinator, aredding@idoa.in.gov, or you may reach her by phone at (317) 234-3542.
  
	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.

		
	2.3.9	Subcontractors
		
The Respondent is responsible for the performance of any obligations that may result from this RFP, and shall not be relieved by the non-performance of any subcontractor. Any Respondent’s proposal must identify all subcontractors and describe the contractual relationship between the Respondent and each subcontractor. Either a copy of the executed subcontract or a letter of agreement over the official signature of the firms involved must accompany each proposal.

Any subcontracts entered into by the Respondent must be in compliance with all State statutes, and will be subject to the provisions thereof. For each portion of the proposed products or services to be provided by a subcontractor, the technical proposal must include the identification of the functions to be provided by the subcontractor and the subcontractor’s related qualifications and experience.

The combined qualifications and experience of the Respondent and any or all subcontractors will be considered in the State’s evaluation. The Respondent must furnish information to the State as to the amount of the subcontract, the qualifications of the subcontractor for guaranteeing performance, and any other data that may be required by the State. 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 list any subcontractor’s name, address and the state in which formed that are proposed to be used in providing the required products or services. The subcontractor’s responsibilities under the proposal, anticipated dollar amount for subcontract, the subcontractor’s form of organization, and an indication from the subcontractor of a willingness to carry out these responsibilities are to be included for each subcontractor. This assurance in no way relieves the Respondent of any responsibilities in responding to this RFP or in completing the commitments documented in the proposal. The Respondent must indicate which, if any, subcontractors qualify as a Minority or Women Owned Business under IC 4-13-16.5-1. See Section 1.21 and Attachment A for Minority and Women Business information.





2.4 [bookmark: _Toc275166407]TECHNICAL PROPOSAL

The Technical Proposal must be divided into the sections as described below.  Every point made in each section must be addressed in the order given. The same outline numbers must be used in the response. RFP language should not be repeated within the response. Where appropriate, supporting documentation may be referenced by a page and paragraph number. However, when this is done, the body of the technical proposal must contain a meaningful summary of the referenced material. The referenced document must be included as an appendix to the technical proposal with referenced sections clearly marked. If there are multiple references or multiple documents, these must be listed and organized for ease of use by the State.

Appendix B Scope of Work contains the requirements for this contract.  Respondents must address each of the following points in their proposal:

General Deliverable Requirements

2.4.1 Management Plan
[bookmark: _Toc269201018][bookmark: _Toc269212818][bookmark: _Toc275166408][bookmark: _Toc115493952][bookmark: _Toc117408162][bookmark: _Toc117998169][bookmark: _Toc118093665][bookmark: _Toc119917513]Include a narrative description of the proposed effort and a list of the items to be delivered or services to be provided.  The Management Plan shall describe the Respondent’s approach to addressing the work outlined in this RFP.  This description shall include Staffing Requirements, a Communication and Coordination Plan, and a Work Plan.

The Management Plan should also cover how the Respondent plans to work with other vendors or contractors for additional work related to the process.  The Respondent must agree that its personnel will fully cooperate with such other vendors or contractors.  The Respondent’s personnel shall not commit any act which will interfere with the performance of work by any other contractor or by the State.  

The Management Plan will also briefly describe what unique capabilities and skills the Respondent’s team brings to this project.  This section should include detail related to the Respondent’s ability to meet staffing needs for a reasonable balance between professional personnel and technicians as well as information related to top-level management’s interest in and responsibility for the success of the project.

2.4.2 [bookmark: _Toc275166409]Communication and Coordination Plan

The successful Respondent must adhere to the communication protocol determined by the State and as outlined in the Communication and Coordination Plan.  The Communication and Coordination Plan should include the Respondent’s communication approach, including events such as status reports and conference calls.  The Communication and Coordination Plan should include all applicable entities, including the State, the successful Respondent, and any subcontractors.  This plan should also describe the communication and coordination among the units of the successful Respondent’s project team.  The State contact will be the Director of WIC or their designee.

At a minimum, the Communication and Coordination Plan must include:
· Monthly electronic status reports.  
· As needed telephone conference calls between the Project Manager/Liaison and State staff to discuss the status of the enhancements, operations updates, or any other issues.
· Regular telephone conference calls between the successful Respondent’s technical lead and the State staff to ensure adequate communication in order to define scope, develop modifications, and implement solutions.
· Methodology for providing reports to the State.
· Strategy for maintaining an open line of communication among all entities associated with this project.
As part of the response, Respondent shall provide a preliminary Communication and Coordination Plan, which will serve as the basis for the final Communication and Coordination Plan.  Respondents shall provide the final Communication and Coordination Plan to the State no later than two (2) weeks after contract execution.  The State anticipates ongoing updates to be made to the final plan throughout the life of the contract.

2.4.3 Project Work Plan

A preliminary project work plan must be submitted with the proposal.  The work plan must include all deliverables and proposed completion dates.  The preliminary work plan will be the basis of the final project work plan.  Changes to the final project work plan require written agreement between ISDH WIC and vendor.

The work plan shall include the following:
· Project Staffing:  Describe the overall staffing approach for the project, detailing the percentage of time key personnel shall dedicate to the management and operation of the project.  The staffing approach shall include the Respondent’s staff as well as any subcontractor staff and should cover all phases of the project.
· Project Tasks, Deliverables, and Schedule:  Describe the tasks and deliverables required to accomplish the work detailed in the Respondent’s response including a project schedule (not a reiteration of the schedule).



Respondents are strongly encouraged to focus on explaining exactly how they will perform the work requested, how they will assign staff, how they will manage the project, and what specific methods, tools and techniques they will utilize.  

Respondents should understand that the IDOA wants to understand how the Respondent intends to approach the work requested in this RFP.  Respondents are cautioned that the IDOA does not want a regurgitation of the RFP; it wants a linear and reasonable explanation of the Respondents strategy and tactics for meeting the needs outlined in this RFP.

Any changes to the project work plan must be approved by the State.  The project work plan should be updated with actual completion dates.    

Respondents shall provide the final project work plan to the State no later than three (3) weeks after contract execution.  The State anticipates ongoing updates to be made to the final plan throughout the life of the contract.

2.4.4 [bookmark: _Toc269201020][bookmark: _Toc269212820][bookmark: _Toc275166410]Deliverables

The Vendor is responsible for working with the State and other stakeholders to create the following deliverables according to the timeline.  Each deliverable should take into account the needs of WIC, FMNP and SFMNP.

For the Deliverables listed below, the Respondent should describe experience in producing the deliverables, a description of the deliverable, and the methodology to be used to produce the deliverable.  The FNS Handbook 901 found at http://www.fns.usda.gov/apd/Handbook_901/HB901_2007.htm may be a helpful resource.  All Respondents should be familiar with the Handbook.

Deliverables for Scope of Work
· Demonstrate an understanding of the requirements and the capacity of the Respondent to provide the services listed in Appendix B.
· Acceptance Criteria:
· Describe daily tasks required to fulfill the requested services.
· Detailed description of how the processing of WIC, FMNP and SFMNP checks differs from that of regular corporate checks.
· Detailed description of the procedures used for processing the checks including those not on the issue file; those over the maximum for the peer group; those with a missing/ineligible vendor stamp, those unsigned, altered, deposited too early or too late, with MICR encoding errors, or marked “previously paid.”  
· Detailed description of the manner in which accounting records and other documentation are maintained for seven (7) years after the contract expires.  
· Detailed description of the on-line communication/inquiry and retrieval system that will be provided to the Indiana WIC Program.  Include screen shots or mock-ups.
· Detailed description of each report requested.  A sample or mock-up of each report/statement shall be included in the response. 
· Detailed description of the ACH Payment Procedure to be implemented.  This could include diagrams and flowcharts.

· Provide a detailed project work plan for the implementation and on-going editing, processing, reporting and related services specified in this RFP.  The work plan must include all deliverables in this RFP and Appendix B with proposed completion dates.
· Acceptance Criteria:
· Description of the project tasks and activities to be employed to accomplish the work detailed in the responder’s proposal.  
· Identify the responsibilities of the Respondent and those of the State.
· Project staffing approach by task and level of effort to be dedicated to the various project activities.  

· Description of the Respondent’s key personnel.  Prime responder and subcontractor staff qualifications should be described separately, ensuring the State understands which staff qualifications/skill sets belong to each organization.  This shall include the following:

· Listing of all proposed positions necessary to fulfill the requirements of this RFP.  The listing shall note the position, role and full time equivalent (FTE) for each position for a normal operating month as well as for the period of implementation.  
· Resumes for all proposed staff.  Resumes must include all relevant project experience (include period of performance), relevant education and training, and a professional summary.  All assigned staff shall have proven oral and written communication skills.
· An organizational chart highlighting the persons or unit(s) responsible for this project.
· Acknowledgement that any changes to proposed key personnel assigned to the project must be pre-approved by the State.

Identify any additional deliverables you think may be required to meet the objectives listed above along with your experience, a description and the methodology.  

All documents must be delivered to the State in a standard format method using the English language.  All documents must be delivered in a standard format method using Microsoft Office 2007 products.  Documents should be open for editing by the State. 

Information Technology Enterprise Architecture Requirements

The Vendor shall ensure compliance with Indiana Office of Technology (IOT) standards, policies and guidelines, which are online at http://in.gov/iot.  The Vendor specifically agrees that all hardware, software and services provided to or purchased by the State shall be compatible with the principles and goals contained in the electronic and information technology accessibility standards adopted under Section 508 of the Federal Rehabilitation Act of 1973 (29 U.S.C. 794d) and IC 4-13.1-3.  The Vendor further agrees that all application development will be compliant with the Web Development Guidelines at http://in.gov/iot.  Failure to ensure compliance with these standards, policies and guidelines may be considered non-responsive and the proposal may not be evaluated.

2.4.5 [bookmark: _Toc275166411]Site Visits

The State does not anticipate the need to visit the Vendor site.

2.5 [bookmark: _Toc275166412]COST PROPOSAL

Costs shall include all costs associated with the performance of banking services and related processing, editing and reporting functions and billed on a monthly basis for the term of the contract.  Invoices submitted for payment of services provided will require a line item description for each of the categories identified on Attachment D, Cost Proposal Template.  A sample Indiana Claim Voucher may be found in Appendix K. 

The following areas are included in Attachment D, Cost Proposal Template.  

2.5.1	Detailed Fixed Price Breakdown Initial Contract Period
(Base Period October 1, 2011 through September 30, 2012)

In the “Cost Template” worksheet in Attachment D, detail the cost per item where indicated.  Once the template is completed, the worksheet will automatically calculate a “Total Bid Amount”.  It is this amount that will be compared to the annual baseline cost of the contract, $475,000.00, when the proposal is evaluated.  The baseline cost was calculated from historical spend on the categories identified in Attachment D’s “Cost Template” worksheet.  More information on how your cost proposal will be scored is provided in Section 3. 

Please note that all costs are to be per basic cost transaction and based upon the specifications as stated in the RFP and Appendix B Scope of Work.  All prices are inclusive of all bank supplied forms, postage, supplies, equipment, boxes, shredding, overhead, travel expense, FDIC, profit, etc. as required to meet the specifications contained in this RFP.  Checks, Food Instruments, and Cash Value Vouchers (CVV) are all considered checks for the purpose of this RFP.  Only those charges identified herein will be allowed under this agreement unless the scope of the contract is expanded to include additional services not requested herein. In addition, the prices offered in the “Cost Template” worksheet are not negotiable for the first year of the contract regardless of increased workload due to any reason, including program expansion.

2.5.2	Maximum Price Escalator

[bookmark: OLE_LINK2]Where indicated within the “Maximum Price Escalator” worksheet, specify the maximum percentage increase (less than or equal to 10%) above price in effect for the initial contract period that the selected Respondent may charge for a succeeding twelve month term beyond the base period specified in 2.5.1.  Stipulate whether the increase may apply to all cost items or stipulate by specific item:

2.5.3	Project Closeout Procedures

In the event of contract termination or expiration, the selected Respondent shall be obligated to perform normal end-of-month processing pertaining to the month of contract termination/expiration and before. This includes the obligation to reconcile all WIC/FMNP/SFMNP checks that are issued on or before the date of contract termination/expiration. Such obligations must be performed by the selected Respondent as a part of the contract even though the date of contract termination/expiration has passed, due to the 60-day life of a check.  A Respondent’s cost proposal must include a separate cost schedule for reimbursement for these final close-out activities.  The reimbursement schedule may be on a flat fixed-rate basis, a per check basis, or a combination.  Any funds remaining in the bank accounts that were established to receive WIC/FMNP/SFMNP funds for the clearing of checks shall be applied to reduce the amount of closeout cost incurred.  Any residual balance shall be paid to the State.

To clarify the extent of the selected Respondent's obligations for these activities, the following time lines for closeout are provided in the “Close Out” worksheet within Attachment D.  They are based on a contract termination/expiration date of September 30.

To assist in determining the anticipated level of activity for closeout, the following is offered.  Of the total number of checks issued in September, approximately 54 percent are redeemed and paid in September; approximately 39 percent are redeemed and paid in October; and approximately 1 percent are redeemed and paid in November.  The remaining September issued checks are never redeemed and expire.

[bookmark: _Toc275166415]2.6	INDIANA ECONOMIC IMPACT

All companies desiring to do business with state agencies must complete an “Indiana Economic Impact” form (Attachment C).  The collection and recognition of the information collected with the Indiana Economic Impact form places a strong emphasis on the economic impact a project will have on Indiana and its residents regardless of where a business is located. The collection of this information does not restrict any company or firm from doing business with the state.

[bookmark: _Toc275166416]

2.7	 BUY INDIANA INITIATIVE/INDIANA COMPANY

It is the Respondent’s responsibility to confirm its Buy Indiana status for this portion of the process.  If a Respondent has previously registered its business with IDOA, go to http://www.in.gov/idoa/2464.htm and click on the link to update this registration.  Click the tab titled Buy Indiana.  Select the appropriate category for your business.  Respondents may only select one category.  Certify this selection by clicking the check box next to the certification paragraph.  Once this is complete, save your selection and exit your account.

Respondents that have not previously registered with IDOA must go to http://www.in.gov/idoa/2464.htm and click on the link to register.  During the registration process, follow the steps outlined in the paragraph above to certify your business’ status.  The registration process should be complete at the time of proposal submission.  

Defining an Indiana Business:
			
“Indiana business” refers to any of the following:		
(1) 	A business whose principal place of business is located in Indiana.
(2) 	A business that pays a majority of its payroll (in dollar volume) to 	residents of Indiana.
(3) 	A business that employs Indiana residents as a majority of its 	employees.

Respondents claiming this status must indicate which of the provisions above qualifies them as an Indiana business.  They must also fully complete the Indiana Economic Impact Form (Attachment C) and include it with their response.

The following is the policy concerning items 4 & 5 described below.  Appropriate documentation must be provided with your proposal response supporting either claim made below:
(4) 	A business that makes significant capital investments in Indiana.
(5) 	A business that has a substantial positive economic impact on Indiana.

 Substantial Capital Investment: 
Any company that can demonstrate a minimum capital investment of $5 million or more in plant and/or equipment or annual lease payments of $2.5 million or more shall qualify as an Indiana business under category #4.  If an out of state company does not meet one of these criteria, it can submit documentation/justification to the State for review for inclusion under this category.

Substantial Indiana Economic Impact:
Any company that is in the top 500 companies (adjusted) for one of the following categories: number of employees (DWD), unemployment taxes (DWD), payroll withholding taxes (DOR), or Corporate Income Taxes (DOR); it shall qualify as an Indiana business under category #5.  If a Respondent needs assistance in determining if its business qualifies under this criterion, please send an email inquiry to buyindianainvest@idoa.in.gov and you will receive a response within forty-eight (48) hours.  If an out of state company does not meet one of these criteria, it can submit documentation/justification to the State for review for inclusion under this category.

[bookmark: _Toc269201026][bookmark: _Toc269212826][bookmark: _Toc275166417]
SECTION THREE
[bookmark: _Toc275166418]PROPOSAL EVALUATION

[bookmark: _Toc275166419]3.1	PROPOSAL EVALUATION PROCEDURE

The State has selected a group of personnel to act as a proposal evaluation team. Subgroups of this team, consisting of one or more team members, will be responsible for evaluating proposals with regard to compliance with RFP requirements. All evaluation personnel will use the evaluation criteria stated in Section 3.2.  The Commissioner of IDOA or his designee will, in the exercise of his sole discretion, determine which proposals offer the best means of servicing the interests of the State. The exercise of this discretion will be final.

The procedure for evaluating the proposals against the evaluation criteria will be as follows:

3.1.1	Each proposal will be evaluated for adherence to requirements on a pass/fail basis. Proposals that are incomplete or otherwise do not conform to proposal submission requirements may be eliminated from consideration. 

3.1.2	Each proposal will be evaluated on the basis of the categories included in Section 3.2. A point score has been established for each category.

3.1.3	If technical proposals are close to equal, greater weight may be given to price.

3.1.4	Based on the results of this evaluation, the qualifying proposal determined to be the most advantageous to the State, taking into account all of the evaluation factors, may be selected by IDOA and ISDH for further action, such as contract negotiations. If, however, IDOA and IDH decide that no proposal is sufficiently advantageous to the State, the State may take whatever further action is deemed necessary to fulfill its needs. If, for any reason, a proposal is selected and it is not possible to consummate a contract with the Respondent, IDOA may begin contract preparation with the next qualified Respondent or determine that no such alternate proposal exists.

[bookmark: _Toc275166420]3.2	EVALUATION CRITERIA

Proposals will be evaluated based upon the proven ability of the Respondent to satisfy the requirements of the RFP in a cost-effective manner.  Each of the evaluation criteria categories is described below with a brief explanation of the basis for evaluation in that category. The points associated with each category are indicated following the category name (total maximum points = 100).  Negative points may be assigned in the cost score. Additionally, there is an opportunity for a bonus of five points if certain criteria are met. For further information, please reference Section 3.2.3 below. If any one or more of the listed criteria on which the responses to this RFP will be evaluated are found to be inconsistent or incompatible with applicable federal laws, regulations or policies, the specific criterion or criteria will be disregarded and the responses will be evaluated and scored without taking into account such criterion or criteria.


Summary of Evaluation Criteria:
	Criteria
	Points

	1.  Adherence to Mandatory Requirements
	Pass/Fail

	2.  Management Assessment/Quality (Business and Technical Proposal)
	25 points 

	3.  Cost (Cost Proposal)
	-30 to +30 available points 
(5 bonus points are available if certain criteria is met) 

	4.  Indiana Economic Impact
	15

	5.  Buy Indiana
	10

	6.  Minority (10) and Women Business (10) Subcontractor Commitment 
	20

	Total
	100 (105 if bonus awarded)




All proposals will be evaluated using the following approach.  

Step 1

In this step proposals will be evaluated only against Criteria 1 to ensure that they adhere to Mandatory Requirements.  Any proposals not meeting the Mandatory Requirements will be disqualified.  

Step 2

The proposals that meet the Mandatory Requirements will then be scored based on Criteria 2 and 3 ONLY.   This scoring will have a possible score of 55 points with a potential of 5 bonus points if certain criteria are met.  All proposals will be ranked on the basis of their combined scores for Criteria 2 and 3 ONLY.  This ranking will be used to create a “short list”.  Any proposal not making the “short list” will not be considered for any further evaluation.

Step 2 may include one or more rounds of proposal discussions focused on cost and other proposal elements.

Step 3

The short-listed proposals will then be evaluated based on all the entire evaluation criteria outlined in the table above.

If the State conducts additional rounds of discussions and a BAFO round which lead to changes in either the technical or cost proposal for the short listed Respondents, their scores will be recomputed.

The section below describes the different evaluation criteria.

3.2.1 Adherence to Requirements – Pass/Fail
Respondents passing this category move to Phase 2 and proposal is evaluated for Management Assessment/Quality and Cost. 

The following 2 categories cannot exceed 55 points plus an optional 5 bonus points. 

3.2.2 Management Assessment/Quality - 25 points 
		
3.2.3 Cost – 30 points available

Price will be measured against the State’s baseline cost for this scope of work.  The cost that the State is currently paying or its best estimate will constitute the baseline cost.  Cost scoring points will be assigned as follows: 
· Respondents who meet the State’s current baseline cost will receive zero (0) cost points.
· Respondents who propose a decrease to the State’s current costs will receive positive points at the same rate as bid increasing cost. 
· Respondents who propose an increase to the State’s current cost will receive negative points at the same rate as bid lowering cost. 
· Respondents who propose a 10% decrease to the State’s current baseline cost will receive all of the available cost points.
· If multiple Respondents decrease costs below 10% of the current baseline, an additional 5 points will be added to the Respondent proposing the lowest cost to the State. 
				
3.2.4 Indiana Economic Impact (15 points) 
	
		See Section 2.6 for additional information.

The total number of full time equivalent (FTE – please see Section 1.2 for a definition of FTE’s) Indiana resident employees for the Respondent’s proposal (prime contractor and subcontractors) will be used to evaluate the Respondent’s Indiana Economic Impact.  Points will be awarded based on a graduated scale.  The Respondent with the most Indiana FTEs will be awarded 15 points.  Points will then be awarded to the remaining Respondents proportionately.  

3.2.5 Buy Indiana Initiative – 10 points 
	
Respondents qualifying as an Indiana Company as defined in Section 2.7 will receive 10 points in this category.		

3.2.6	Minority (10 points) & Women's Business (10 points) Subcontractor Commitment - (20 total points).

The following formula will be used to determine points to be awarded:

The commitment factor for each proposal will be calculated by multiplying the commitment percentage by one hundred.  The RFP score ration will be determined by dividing the maximum allowable points by the highest commitment factor.  The proposal with the highest commitment factor will be given the maximum allowable points.  The points awarded to the other proposals will be calculated by multiplying the score ratio by the proposed commitment factor.

Commitment percentage * 100 = commitment factor
Maximum allowable points/highest commitment factor = score ratio
Commitment factor * score ratio = points awarded

The Commissioner of IDOA or his designee will, in the exercise of his sole discretion, determine which proposal(s) offer the best means of servicing the interests of the State. 
The exercise of this discretion will be final.
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[bookmark: _Toc275166422]FEDERAL MANDATORY ASSURANCE TABLE


	Mandatory Assurance Table
	

	
The following assurances are mandatory and the Respondent must satisfy them by specifically agreeing to each assurance and signing this appendix (B) which must be included with the vendor’s proposal.  

	
Specify agreement (Yes) or indicate non-agreement (No) with each statement, below.

	1)  Respondent agrees that no data, information or distribution lists related to this contract will be sold or otherwise distributed by the Respondent to a third party, including to any divisions owned by or affiliated with the Respondent.

	

	2)   The Respondent assures that it is not simultaneously representing organizations or initiatives that would be in conflict with components of services contract.

	

	3) The Respondent assures that they have provided similar banking services for other WIC programs as described in this RFP.

	

	4)    The Respondent has at least five years working with WIC banking systems that can be verified via client reference below.

	




Reference for Mandatory Assurance #4

	Company Name
	
	
	

	

	Address (include Zip + 4)
	

	

	Contact Person
	
	Phone No
	

	

	Product(s) and/or Service(s) Used 
	

	
	

	
	





Appendix B
SCOPE OF WORK

[bookmark: _Toc275166423]Description of Required Services
The selected Respondent will be responsible for the operation of the Indiana WIC, FMNP and SFMNP check processing, payment and reporting system to assure that WIC, FMNP and SFMNP checks presented for payment are reviewed for compliance with program standards as described herein.  The use of check in the Scope of Work  refers to both checks and CVVs since both are a food payment instrument.

For checks meeting program standards, the selected respondent will pay the bank of deposit.  For checks not meeting program standards, the selected Respondent will deny payment and return the items to the bank of deposit.  

The bank will base its action on Indiana WIC established edits and electronic files of authorized vendors, maximum pricing files based on peer group, issued checks, and instructions from the Indiana WIC Program.

The selected Respondent will establish the electronic communications and processing medium necessary to receive the files from the Indiana WIC Program’s central processor, process the checks, and communicate transaction information to the Program’s central processor.  

The selected Respondent will provide daily electronic reports of items processed, paid, and denied, and monthly reports as described herein.  The selected Respondent will also periodically receive electronic files from authorized WIC vendors, their peer group classification, and price edits based on peer group categories as well as FMNP/SFMNP vendors.  

Items processed and paid must be retained by the selected Respondent for a period of time and destroyed with appropriate safeguards and reports following the retention period.

Specific Requirements
The following sections address the specific requirements as they relate to Project Management, Testing, Training and Implementation, and On-going Operations.

NOTE:  All software currently used by CSC in providing the necessary banking services is considered proprietary, including check processing software and check imaging software.  Consequently, the selected Respondent will be responsible for developing the necessary software to provide the required services.
[bookmark: _Toc275166424]Project Management
The selected Respondent will be responsible for providing appropriate staff resources necessary to properly support the implementation and operations requirements of the WIC, FMNP and SFMNP check processing, payment, and reporting system.  Changes in key personnel assigned to the project must be pre-approved by the State.  The staff resources will include:

1. Within one (1) month of signing the contract providing a single primary point of contact between the Respondent and the State for all project related issues.  This individual will be solely responsible for following through with State instructions and resolving issues that may arise on a day-to-day basis during the term of the contract.
2. Within one (1) month of signing the contract identifying a qualified substitute individual as a representative of the Respondent if the primary contact is unavailable.
3. Within three (3) months of signing the contract identifying proper lines of communication (proper contact personnel, names, location, telephone, email address, and fax numbers) for an immediate response to any request for information pertaining to the WIC, FMNP and/or SFMNP accounts including, but not limited to, the following:
a. Inquiries
b. Stop payments
c. Bank statements
d. Invoices
e. Check issue files
f. Vendor files
g. ACH activity
h. Check images/copies
i. Electronic transmissions
4. Notify the appropriate State staff within 24 hours of an event that might adversely affect operations.  
5. Participate in project meetings with appropriate State staff.  At the discretion of the State, the selected Respondent will be available for quarterly meetings to provide the State with an update on operations and activities.  
6. Providing account statements and reports in the timeframe described in the Work Plan 95% of the time.  
7. Maintaining a Disaster Recovery Plan designed to minimize any disruption to the services being performed.  The detailed disaster recovery plan and contingency procedures shall be made available for review by the State within three (3) months of contract award.  This plan must be in line with the FNS Handbook 901.
8. Complete the Indiana WIC Security Plan Review within three (3) months of contract award.  Security is expected to meet the conditions listed in the FNS Handbook 901.
[bookmark: _Toc275166425]Testing, Training and Implementation
The selected Respondent will be responsible for the implementation of the WIC, FMNP, and SFMNP check processing, payment and reporting system.  The costs associated with all testing (system, functional, acceptance), training, and implementation must be included in the cost schedules and not shown as separate items.  This includes the following:  
1. Scheduling an initiation meeting at the ISDH WIC office within two (2) weeks of contract award.
2. Following the meeting, providing a written summary of the meeting within five (5) working days.  Summary to include confirmation of points agreed upon and any unresolved issues.
3. Participating in acceptance testing to the level of assurance that all banking and reporting requirements meet the project commencement schedule of October 1, 2011.
4. Conducting training for Indiana WIC Program staff.  A detailed description of how procedures and information will be presented to Indiana WIC Program staff must be provided.

[bookmark: _Toc275166426]On-going Operations
The selected Respondent will be responsible for the on-going operations of a WIC, FMNP and SFMNP check processing, payment, and reporting system.  The Respondent should provide a description of the facilities where activities will occur as well as the manner in which the facility is operated.  On-going operations include the following:
1. Establishing separate checking accounts for WIC, FMNP, and SFMNP on behalf of the State.  The bank accounts are owned by the State of Indiana.
NOTE: The FMNP and SFMNP account must be opened and/or available only during the summer growing season, typically May through October.  FMNP and SFMNP checks presented for payment prior to, or after, State designated dates will not be processed.  

2. Contacting designated State staff daily by 10 am EST of the day’s estimated funding requirement.  The estimated funding requirement is the total dollar value of checks presented less any returns from the previous day’s business.  The State will wire transfer the appropriate amount of funds into the respective WIC and FMNP bank accounts by 2 pm EST the same day.

a. Although the State will strive to wire funds into the accounts on a daily basis, there may be occasions when this does not occur.  The Respondent will need to take special care to include estimates for those days in which the State is closed for State designated holidays to avoid overdraft situations.  
b. In the event an overdraft should occur due to the State’s failure to wire funds in a timely manner, the cost of any overdraft fee shall be billed to the State on the monthly invoice.  
c. In the event an overdraft should occur due to the Respondent’s failure to notify the State of the proper funding requirement, the selected Respondent will be responsible for any overdraft fee.
3. Processing all WIC, FMNP and SFMNP checks received to meet Federal Reserve System processing time requirements.  

4. Capturing the WIC, FMNP, and SFMNP vendor stamp number on the face of each check if one is present.  

a. For FMNP checks that do not include a vendor stamp number, the Respondent must encode the vendor stamp number as 99999.
  
b. For SFMNP checks that do not include a vendor stamp number, the Respondent must encode the vendor stamp number as 99999.
c. For WIC checks that do not include a vendor stamp number, the Respondent shall attempt to determine the vendor stamp number by using vendor endorsement information that may be present on the back of the check and through vendor information provided by the State WIC Program.



5. Screening all WIC, FMNP or SFMNP checks presented for payment to determine if one or more of the following payment exception criteria exists:

a. State defined alterations to check information.

b. Missing participant or proxy countersignature.

c. Check numbers that have been previously paid.  NOTE:  Checks that have been previously paid and are presented for payment again will be rejected fatally, stamped with the unique stamp, and returned to the bank of first deposit.

d. Presented for payment prior to the first day to use date printed on the face of the check.  (Screening for this criterion is dependent upon the availability of a valid check issuance record from the End of Day Processing Application).  

e. Presented for payment more than 34 days from the last day to use date printed on the face of the check.  (Screening for this criterion is dependent upon the availability of a valid check issuance record from the End of Day Processing Application.)

f. Missing, invalid, or illegible vendor ID stamp number.
NOTE:  In the event an invalid vendor ID stamp is encountered, the Respondent must verify with appropriate State WIC Office staff that the vendor is not an authorized vendor before rejecting the check for payment.

g. Stop payment order on file.  Screening for these criteria is dependent upon a stop payment order placed by the Indiana WIC program via telephone for a single check or range of checks.

h. Dollar amount unreasonable for the amount and types of foods authorized on the face of the check.  Screening for this criterion is dependent upon the availability of a valid check issuance record from the End of Day Processing Application.

i. Re-deposited without a State or local agency over-ride approval stamp, except for a check that was originally rejected for a missing, invalid, or illegible vendor ID stamp that is subsequently stamped and re-deposited by the vendor that meets all other payment criteria.  A check originally rejected for unreasonable dollar amount may be paid if a special local agency over-ride approval stamp is present.  A check originally rejected for any reason may be paid if a special State agency over-ride approval stamp is present.
j. Screening of all FMNP and SFMNP checks presented for payment to determine if the check was issued in the current year/season.  
k. Paying all WIC, FMNP, and SFMNP checks that meet all State designated payment criteria.
l. Rejecting all WIC, FMNP, and SFMNP checks that fail to meet one or more of the State designated payment criteria.  A check that is rejected for payment must be stamped with a reject reason on the face of the check and returned to the vendor as unpaid through normal banking channels

6. Receiving and processing daily check issuance and vendor information files generated by the various State applications to ensure that up to date information is available for use in the check screening process.  The file layout for each of these files is provided in Appendixes E - I.
a. No check shall be rejected for payment due to a missing check issuance record.  
b. A check that does not have an issuance record must still meet the designated payment criteria, except for presentment before the first day to use, presentment more than 34 days after the last day to use, or unreasonable dollar amount.
7. Retaining of physical checks that have been paid for at least 90 days beyond the month in which they were paid.  Checks more than 90 days old must be disposed of in a secure manner.
8. Providing the original check of any paid check as requested by the Indiana WIC Program within the 90-day check retention period.  This includes checks used in compliance buy purchases as well as other checks that the State may have reason to view.  The compliance buy checks will be identified on the daily check issuance file provided by the State’s central processor.  Upon presentment for payment and after processing, these checks must be pulled and mailed to the Indiana WIC Program the same day.  The number of compliance buy checks is typically less than twenty (20) checks per month.
9. Refunding to the WIC, FMNP, or SFMNP account the amount of any check listed as paid that should not have been (based on the State designated payment criteria) or that cannot be substantiated by either an original or electronic image.
10. Refunding to the WIC, FMNP, or SFMNP vendor any bank return check fees that may be assessed in the event the Respondent incorrectly rejects a check for payment.
11. Providing detailed account statements at the end of each month that shows the beginning account balance, the date and amount of the daily wire deposits into the account, the date and the amount of the daily transfers out of the account to cover the value of the checks presented for payment, and the ending account balance.
12. Providing detailed reports that list all items by check number and redeeming vendor ID.  FMNP and SFMNP checks where the vendor ID is missing or unidentifiable will be categorized as “unknown”.
13. Providing a CD image of all checks processed (paid and rejected) during the month by the fifteenth of the following month.  An index of the checks must accompany the CDs to assist in the search process.  The ability to search for a given check by vendor ID, serial number, reject code, check amount, percent over maximum price and paid date is required.   The index of checks must be provided in a format that is accessible through Microsoft Excel 2007.  Check images on the CD must be provided in a standard format such as .jpeg, .tiff, .gif, .png,  or .pdf, 
14. Providing a secure on-line check image viewer system to access account information and check images (front and back) for a minimum of twelve (12) months of activity.
a. This system must allow the Indiana WIC Program to search the check image file by various parameters including check number/range, check amount/range, % of max/range, paid date/range, vendor, reject code, flag type, peer group, and FI check type. 
b. The system must also be capable of identifying checks that have been presented multiple times and displaying the results of these multiple presentments (captured information about the selected check along with the front and back image). 
c. The system must provide for the printing of all check images.  
d. The system must provide a screen display and/or output of the average prices paid for the type of check selected based upon user input. 
e. The system must provide a screen display of the Daily Summary report which provides a view of the number of checks redeemed, rejected, and dollar amount paid. 
Proposed Enhancements
1. ACH Payment Procedure Option
a. The selected Respondent should be able to issue payments for certain checks rejected as unreasonable dollar amounts or erroneously rejected.  
b. This electronic payment should be made to the vendor’s bank account identified on the Vendor file.  
c. For these ACH reimbursed payments, the amount to be credited is the average value defined for the vendor’s peer group and check type.  
d. Daily, the selected Respondent should be able to collect transactions processed and rejected as unreasonable dollar amounts.
e. Over no more than a two-week period, the total amounts of these transactions should be aggregated and a consolidated credit applied to the vendor’s bank account.
f. Supporting documentation should be produced and the resulting ACH report should be mailed to either an individual vendor or a consolidated report mailed to a single corporate office within two (2) business days of applying the ACH credit adjustment to the vendor’s bank account.  In producing the consolidated report, each unique authorization number and store name that had an ACH transaction should be listed.  In addition, the selected Respondent should electronically transmit or mail a hard copy of the ACH Reimbursement Report to Indiana WIC within two (2) business days after the ACH reimbursement statements have been mailed to the vendors/corporate contacts.
g. Selected Respondent will provide a monthly itemized and summary report of the difference between the rejected amount and final payment amount.

2. Modify the manner in which the maximum price for a food instrument is set. Currently, the system uses a shelf price survey mechanism to determine the price per food item. The system then calculates an average price per food instrument type for each peer group using this shelf price information, then multiples that by a maximum price factor (currently 130%) to determine the maximum payable price for each FI type that is sent to the bank. The bank then uses this maximum to pay or reject checks. This method is very time consuming, not timely, and of questionable accuracy. 
The State anticipates adopting a 3 month rolling average method to calculate the maximum payable price per FI type to replace the current method. This new method will be accomplished through the banking system.
3. The use of year round FMNP and SFMNP vendors may extend the time period for acceptance of the related vouchers to a year round timeframe.  
4. Other future state requested edits and changes.  The costs associated with these edits shall be negotiated as needed.
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Appendix C
Sample WIC Food Instrument - Check

[bookmark: _Toc275166427]Sample Indiana WIC Check
Exhibit I
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Sample Indiana WIC Food Instrument
Exhibit II
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Appendix D
[bookmark: _Toc275166429]Sample FMNP Food Instrument

[bookmark: _Toc275166430]Sample Indiana Farmer’s Market Check
Exhibit I
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[bookmark: _Toc275166431]Sample Indiana Seniors Farmer’s Market Check
Exhibit II
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Appendix E
[bookmark: _Toc275166432]Food Instrument Issuance Data File

Food instrument issuance information is forwarded on a daily basis to the selected Respondent in the following format.

The first record in the file is the header record with the following data elements.  

	Field
	Length
	Position
	Type

	Record ID
	3
	1 - 3
	A

	From machine ID
	6
	4 - 9
	A

	To machine ID
	6
	10 - 15
	A

	File date
	8
	16 - 23
	S

	File name
	10
	24 - 33
	A

	Version ID
	8
	34 - 41
	A




A record is transmitted for each food instrument with issuance information received that day.


	Field
	Length
	Position
	Type

	Record ID
	3 
	1 – 3
	A

	Serial Number
	8
	4 – 11
	S

	First use date
	8
	12 – 19
	S

	Last use date
	8
	20 – 27
	S

	Program Code
	1
	28
	A

	Pharmacy indicator
	1
	29
	A

	Compliance buy
	1
	30
	A

	Food instrument type
	5
	31 – 35
	S




The last record in the file is a trailer record with the following data elements.  The trailer record is used to validate the transmission of the file.


	Field
	Length
	Position
	Type

	Record ID
	3 
	1 – 3
	A

	Record count
	5
	4 – 8
	S
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Appendix F
[bookmark: _Toc275166433]Vendor Information File

The central processor site sends vendor information when a change occurs.

The first record in the file is a header record with the following data elements.  The header record is the means with which the communications center forwards files to the appropriate machine.  Edits are performed on data from the header record by the central processing site to ensure that the files are processed in the proper sequence.

	Field
	Length
	Position
	Type

	Record ID
	3 
	1 – 3
	A

	From machine
	6
	4 - 9
	A

	To machine
	6
	10 - 15
	A

	File date
	8
	16 - 23
	S

	File name
	10
	24 - 33
	A

	Version ID
	8
	34 - 41
	A



A complete file is sent when a change occurs to provide the bank with the current vendor information.

	Field
	Length
	Position
	Type

	Record ID
	3 
	1 – 3
	A

	Vendor ID
	5
	4 – 8
	S

	Peer group
	2
	9 – 10
	A

	Pharmacy indicator
	1
	11
	A

	Bank number
	9
	12 – 20
	A

	Bank account
	17
	21 – 37
	A

	Trade name
	50
	38 – 87
	A

	Mailing address line 1
	50
	88 – 137
	A

	Mailing address line 2
	50
	138 – 187
	A

	City
	30
	188 – 217
	A

	State
	2
	218 – 219
	A

	Zip code
	9
	220 – 228
	A
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Appendix G
Vendor Stamp Data File


The central processor site sends vendor stamp data when a change occurs.

The first record in the file is a header record with the following data elements.  The header record is the means with which the communications center forwards files to the appropriate machine.  Edits are performed on data from the header record by the central processing site to ensure that the files are processed in the proper sequence.

	Field
	Length
	Position
	Type

	Record ID
	3 
	1 – 3
	A

	From machine
	6
	4 - 9
	A

	To machine
	6
	10 - 15
	A

	File date
	8
	16 - 23
	S

	File name
	10
	24 - 33
	A

	Version ID
	8
	34 - 41
	A



A complete file is sent when a change occurs to provide the bank with the current vendor information.

	Field
	Length
	Position
	Type

	Record ID
	3 
	1 – 3
	A

	Vendor ID
	5
	4 – 8
	S

	Stamp number
	5
	9 – 13
	S

	Bank effective date
	8
	14 – 21
	S

	Deactivated bank date
	8
	22 – 29
	S




The last record in the file is a trailer record with the following data elements. The trailer record is used to validate the transmission of the file.

	Field
	Length
	Position
	Type

	Record ID
	3 
	1 – 3
	A

	SBA record count
	5
	4 – 8 
	S
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Appendix H
Food Instrument Type Price Data File

Pricing information by food instrument type is sent daily if the pricing information has been updated on the AS/400 at the central processor.  The selected Respondent replaces this table instead of performing update functions.  

Pricing information is tied to a food instrument at the time the food instrument is redeemed at the bank.  When pricing data is updated, the new pricing data is used for all subsequent redemptions.

The first record in the file is a header record with the following data elements.  The header record is the means with which the communications center forwards files to the appropriate machine.  Edits are performed on data from the header record by the central processing site to ensure that the files are processed in the proper sequence.

	Field
	Length
	Position
	Type

	Record ID
	3 
	1 – 3
	A

	From machine
	6
	4 - 9
	A

	To machine
	6
	10 - 15
	A

	File date
	8
	16 - 23
	S

	File name
	10
	24 - 33
	A

	Version ID
	8
	34 - 41
	A



A record is transmitted for each food instrument type with pricing information.  

The pricing data on food instrument type pricing records is organized with an occurrence for each vendor peer group.  The occurrence is always the associated value.  

	Field
	Length
	Position
	Type

	Record ID
	3 
	1 – 3
	A

	FI type
	5
	4 – 8
	S

	Average price_01
	5
	9 – 13
	S

	Average price_02
	5
	14 – 18
	S

	Average price_03
	5
	19 – 23
	S

	Average price_04
	5
	24 – 28
	S

	Average price_05
	5
	29 – 33
	S

	Average price_06
	5
	34 – 38
	S

	Average price_07
	5
	39 – 43
	S

	Maximum price_01
	5
	44 – 48
	S

	Maximum price_02
	5
	49 – 53
	S

	Maximum price_03
	5
	54 – 58
	S

	Maximum price_04
	5
	59 – 63
	S

	Maximum price_05
	5
	64 – 68
	S

	Maximum price_06
	5
	69 – 73
	S

	Maximum price_07
	5
	74 - 78
	S



The last record in the file is a trailer record with the following data elements.  The trailer record is used to validate the transmission of the file.

	Field
	Length
	Position
	Type

	Record ID
	3 
	1 – 3
	A

	Record count
	5
	4 - 8
	S




Appendix I
Paid File Layout

The selected Respondent sends food instrument redemption/reject information on a daily basis.  

The first record in the file is a header record with the following data elements.  The header record is the means with which the communications center forwards files to the appropriate machine.  Edits are performed on data from the header record by the central processing site to ensure that the files are processed in the proper sequence.

	Field
	Length
	Position
	Type

	Record ID
	3 
	1 – 3
	A

	From machine
	6
	4 - 9
	A

	To machine
	6
	10 - 15
	A

	File date
	8
	16 - 23
	S

	File name
	10
	24 - 33
	A

	Version ID
	8
	34 - 41
	A



A record is transmitted for each food instrument that was paid or rejected for a given day.

	Field
	Length
	Position
	Type

	Record ID
	3 
	1 – 3
	A

	Serial number
	8
	4 – 11
	S

	Paid date
	8
	12 – 19
	S

	Paid amount
	7
	20 – 26
	S

	Reject date
	8
	27 – 34
	S

	Reject code
	1
	35
	A

	Presentment amount
	7
	36 – 42
	S

	Stamp number
	5
	43 – 47
	S

	Program code
	1
	48
	A



A month end record is transmitted monthly after the month has been closed.  

	Field
	Length
	Position
	Type

	Record ID
	3 
	1 – 3
	A

	Report period
	6
	4 – 9
	S

	Paid total
	13
	10 – 22
	S

	Program code
	1
	23
	A



The last record in the file is a trailer record with the following data elements. The trailer record is used to validate the transmission of the file.

	Field
	Length
	Position
	Type

	Record ID
	3 
	1 – 3
	A

	RBA Record count
	7
	4 – 10
	S

	RCA Record count
	5
	11 – 15
	S

	Presentment total
	13
	16 – 28
	S

	Paid total
	13
	29 – 41
	S




Appendix J






Appendix K
Sample Voucher for Payment
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A)  The Program distributes checks to the participants.

B)  The Program sends Consignment, Issuance, Vendor, and Pricing information 

to Covansys to be imported into an Oracle database.  (Not all types of data are 

required for all Programs.)

C)  The participant redeems the check at a grocery store.

D)  The grocery store (vendor) deposits the check at their bank (Bank of First 

Deposit).

E)  The Bank of First Deposit routes the check to the Federal Reserve Bank 

(FRB) in Atlanta.

F)  Checks, Images of Checks, and a MICR file are delivered to Covansys from 

the Federal Reserve Bank.  Each record in the MICR file refers to a single check.

G)  The data within the MICR file is imported into an Oracle database.

H)  Processing consists of recording the requested data (vendor number) and 

performing the required edits.  Checks will be marked as Paid or Rejected during 

this process.

I)  Any rejected checks are returned to the Atlanta FRB.

J)  The Atlanta FRB routes the returned checks to the Bank of First Deposit.

K)  The Bank of First Deposit notifies the vendor of the returned checks.

L)  A redemption file is generated and delivered to the Program.  This file 

contains information concerning all checks processed for the day.

M)  Issuance, MICR, and captured data are merged with the check images.

N)  The merged data and images are delivered to WICBanking.com on a daily 

basis.

O)  On a monthly basis, the merged data and images are delivered to the 

Program for archive purposes.  (The iCIV program is a desktop application that 

can efficiently query against this archive data)

P)  The Program can access the WICBanking.com site to view information about 

their checks.
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A)  The Program distributes checks to the participants.

B)  The Program sends Consignment, Issuance, Vendor, and Pricing information to Covansys to be imported into an Oracle database.  (Not all types of data are required for all Programs.)

C)  The participant redeems the check at a grocery store.

D)  The grocery store (vendor) deposits the check at their bank (Bank of First Deposit).

E)  The Bank of First Deposit routes the check to the Federal Reserve Bank (FRB) in Atlanta.

F)  Checks, Images of Checks, and a MICR file are delivered to Covansys from the Federal Reserve Bank.  Each record in the MICR file refers to a single check.

G)  The data within the MICR file is imported into an Oracle database.

H)  Processing consists of recording the requested data (vendor number) and performing the required edits.  Checks will be marked as Paid or Rejected during this process.


I)  Any rejected checks are returned to the Atlanta FRB.

J)  The Atlanta FRB routes the returned checks to the Bank of First Deposit.

K)  The Bank of First Deposit notifies the vendor of the returned checks.

L)  A redemption file is generated and delivered to the Program.  This file contains information concerning all checks processed for the day.

M)  Issuance, MICR, and captured data are merged with the check images.

N)  The merged data and images are delivered to WICBanking.com on a daily basis.

O)  On a monthly basis, the merged data and images are delivered to the Program for archive purposes.  (The iCIV program is a desktop application that can efficiently query against this archive data)

P)  The Program can access the WICBanking.com site to view information about their checks.
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Sold To: Indiana State Department of Health
ATTN: Finance/Accounts Payable, 2C
2 N. Meridian Street
Indianapolis, IN 46204

Federal ID: « TAXPAYER_ID_NO»
Contract Number: «FINANCE_CONTRACT_NO»

Contract Dates: «SDATE» to «EDATE» «REDATE»

Period Covered with this Invoice: thru

Invoice Number:
Invoice Date:

Fund/Object/Center: «NewCode»
Project Code: «ProjCode»
Department ID: «DeptID»
Activity Code: «ActivityCode»
Budget Reference: «BudgetRef»
Contract Total: « TAMOUNT»

Payment requested for: «kENTITY_NAME»
«DBA»
«ENTITY_ADDRESS_1»
«CITY», «STATE», «ZIP»

Description of Services

Total Invoice: $

See attached detailed charges

Grantee’s Signature

Date

ISDH Approved By: «lnvoiceApproval»
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