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Request for Services 14-42


INDIANA DEPARTMENT OF ADMINISTRATION
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The Indiana Veterans’ Home


Solicitation For:
Electronic Medical Records System


Response Due Date: December 19, 2013



Roxie Coble, Account Manager
Indiana Department of Administration
Procurement Division
402 W. Washington St., Room W478
Indianapolis, Indiana  46204

SECTION ONE
GENERAL INFORMATION AND REQUESTED PRODUCTS/SERVICES

1.1	INTRODUCTION

In accordance with Indiana statute, including IC 5-22-6, the Indiana Department of Administration (IDOA), acting on behalf of the Indiana Veterans’ Home (IVH) requires services for the installation and training, ongoing training and technical support, and the ability to interface with other systems used by IVH and its contractors through the Respondents’ Electronic Medical Records (EMR) and Financial system. It is the intent of the IVH to contract with a vendor that will provide quality professional services for an EMR and Financial system.  This RFS 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 RFS nor any response submitted hereto is to be construed as a legal offer.  
 
1.2	DEFINITIONS AND ABBREVIATIONS

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

IAC	The Indiana Administrative Code.

IC	The Indiana Code.



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

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

Products	Tangible goods or manufactured items as specified in this RFS.

Respondent	An offeror as defined in IC 5-22-2-18.  The State will not consider a submission responsive if two or more offerors submit a joint or combined response.  One entity or individual must be clearly identified as the Respondent who will be ultimately responsible for performance of the contract.

Services	Work to be performed as specified in this RFS.

State 	The State of Indiana

[bookmark: IC4-13-1-1]State Agency	As defined in IC 4-13-1, “state agency” means an authority, board, branch, commission, committee, department, division, or other instrumentality of the executive, including the administrative, department of state government.

Vendor	Any successful Respondent selected as a result of the procurement process to deliver the products or services requested by this RFS.

1.3	PURPOSE OF THE RFS

The Indiana Veterans’ Home is issuing this RFS to procure and install an Electronic Medical Records (EMR) and financial system.  The IVH intends to select a single qualified vendor to procure software, provide implementation support, training services and systems support in order to provide accurate and timely access to integrated data, captured throughout the lifecycle of a resident’s pre-admission to service termination. The EMR and financial system will be used by employees and contractors of IVH to manage the health care of residents in accordance with Indiana Code and internal business rules.

The facility has 337 licenses beds (140 non-certified & 197 Title 18/19 beds) plus an additional 80 residential beds.  Some of our residents have been at the Indiana Veterans’ Home 20+ years with the average length of stay at 3 – 5 years.  

Current software applications being used include MDI Achieve and Excel spreadsheets. Data from both sources are intended to be migrated into the new application.  

Summary of Business Problem Description:

· Currently, the Achieve and Excel solutions being used by IVH to track and manage the residents’ care are limited.  The limitations associated with those systems are due to the age of the system and is a constraint.

· The existing systems lack easy access; there is little training for users on the system; and there is a lack of programming support for the systems outside of maintenance issues and minimal support for expansion programming, such as the upgrade from ICD-9 to ICD-10.

· The systems are not accessible through the web, thereby hindering information needed by some staff in certain locations in order to perform their duties. 

· The systems do not allow expansion of data collected that was not a part of the original design.

· Duplicate entry and maintenance of common case information in multiple systems is an unproductive burden on limited agency staff resources.

· Lack of a single consolidated data repository presents significant challenges in satisfying the ad-hoc query and production reporting needs of the agency in analyzing attributes of and changes within the population of residents, thereby limiting executive policy analysis and decision making.

Interface with Existing Applications:
In addition, QS1 and Casamba systems are being used and are intended to be interfaced with the new application solution.

1.4 [bookmark: _Toc118220291]SCOPE OF WORK

The system will provide the Indiana Veterans’ Home professionals with capacity of accessing resident data, adding new data, modifying existing data, and reporting information.  A proposed information management and reporting system solution, capable of supporting all federal and state reporting requirements while complying with federal and state regulations, is requested.  System access security measures shall provide that users are only granted permission to system data as determined by the defined roles and job descriptions commensurate with duties performed. System access to confidential data shall be protected and secured from system users who have no job related need to see such information. 

	The proposed new system shall be one comprehensive solution.  The system 	must interface with existing and future IVH applications. The system must also 	conform and comply with State information technology standards found at 	http://www.in.gov/iot/2394.htm.

	The new system shall be current open market technology that enables a single 	point of entry for resident data and shall securely capture, track, maintain, 	report, and perform searches and matches on all residents. 

	The selected Respondent will provide implementation services to include 	planning, testing, training and support.  Training services shall include train-the 	trainer for end-user groups.  

	The Scope of Work calls for the Respondent to carry out the following activities 	for all phases of system use and to ensure all business and technical 	requirements are met:

1.4.1.	EMR System 

A. 	General System Requirements

	1. 	Workstation Standards: 
	• Compatible with Internet Explorer (Version 8.0 or higher), 	Windows 7 64-bit, and Windows 7 32-bit
	• PC Application Suite minimum Standard: Microsoft Office 2007 	Pro
	• In the event the system is to be a secured web-based 	application, access to the application should be over a SSL 	connection with a minimum 128-bit encryption

	Note:  The State reserves the right to modify hardware and 	software standards as required by changing goals, objectives, and 	technology to best meet agency objectives.

	2. 	Source Code Protection
	
	Any custom code developed as part of this implementation will 	become property of the State of Indiana.  The State will be 	granted a non-exclusive and non-transferable license to use the 	application of the software provided under this license.  Under 	this License, the Licensee agrees to use the Application in 	accordance with the following terms and conditions

	All Source Code provided by the Respondent and used by this 	Application which may be distributed or accessible outside the 	Respondent’s organization (including use from the internet) must 	be protected to the extent that it cannot be easily extracted or 	decompiled.

	Source code should be held in a State accessible escrow, located 	in the Indianapolis Metropolitan area, in a vaulted location that is 	acceptable to the State, which will allow for continued 	maintenance after the end of the contract length.

		3. 	Workflow
			Provide system workflows as needed to step users through 				processes where user responses and approvals are required. 

	4. 	Reporting Capabilities:
	a. 	Reports must be able to be viewed online, printed, saved 			and/or exported in multiple formats, and compatible with 			Microsoft Office, Adobe and/or HTML format.

	b. 	Provide ad hoc reporting capabilities that are intuitive and 			user-friendly.  

	5.	An environment that will provide access to IVH policies and 		procedures, and other Department documents that are 			important to business operations is desirable.  

	6.	Documentation in the form of Users Guides, Frequently Asked
		Questions and Quick Tips for download is desirable. 

	7. 	Spell check functionality for all free form text fields is desirable.  

	8.	Administrative Functions
			The system must include an administrative module for non-				technical, business-rule administration to manage the system 				without programmer 	intervention.  The module must include, but 			is not limited to, the functions described as follows: 
				• Administrative accounts are created by IVH 						administrators as determined by the IVH management.  					This will permit IVH Administrators to create limited 					Administrative accounts for staff who may be responsible 					for one or two administrative functions without giving full 					administrative access.
				• Administrative users can compose messages to be 					displayed at login by user type.  Messages can be managed 				by date to automatically begin and end.
				• Administrative users can compose messages for display 					on a splash page displayed at login.  These messages may 					be about scheduled maintenance, but may also be general 					information or announcements to system users.
				• Administrators can search for users in the system by all 					user account types.

	9. 	System support of dashboard functionality that allows end
		users, based on role-based security, to access dashboard
		metrics applicable to their respective facility, job requirements 	is desirable.

	10. 	VPN Connectivity: The proposed system should support remote 	access 	via a VPN connection for diagnostics and system 	maintenance. The IVH will work with the Respondent to install 	any other secured method that the IVH may implement 	(authorize) during the period of the maintenance Contract.

	11.	The system must be user friendly and simple for new employees 	or any temporary staff to be trained on the basic uses for their 	position quickly and easily. 
	
	12.	The system should have a user friendly reference source in order 	to help answer common user questions such as a help guide, or 	open access source to send questions and view previous user 	Q&As. Respondent must include a sample of all reference sources 	as an attachment to the response.

	13.	The system must be kept up to date with regular software 	updates by the Respondent.  The version used by IVH shall not be 	greater than two versions older than the most recent Respondent 	version. Software updates must be performed at non-peak hours 	or must not visibly slow the system down for the end user.
		
		14.	The system should flag entries when the user misses filling in 			required fields but allow the	incomplete entry to be saved if the 			user needs to leave the system midway through the entry process 		and return later to complete the entry.  Notification of incomplete 		entry may include, but not be limited to, bold reminders of 			unfinished status as a visual prompt, email enabled reminders of 			pending work and other significant events based on criteria to be 			defined, or ability for Users to be able to bookmark their progress 			and return to specific content upon their next login.

	15.	It is desirable that the system has customizable access restrictions 	to allow the system administrator to allow each user to have 	“Read/Write” access to some portions of the EMR system, “Read 	Only’ access to other portions, and “No Access” to other portions. 	The access restrictions should be customizable for each user. IVH 	should be allowed to have more than one administrator just in 	case the person is not available when needed. 
	
	16.	A process where the system creates a backup/restore file of all 	data, automatically at least daily with no down time day or night.

	17.	The system must have ability to maintain current contacts, active 	payer source for facility, active insurances and demographic 	information for each resident that is able to be maintained by 	users with the proper security access and the system’s ability to 	retain old contact and demographic information marked as old or 	with an old/closed effective date

	18.	The system should have an active warning or flag if a resident is 	not competent and should provide the appropriate contact 	person for medical and financial concerns.

	19.	Multiple users in a clinical setting need to have access to the use 	of the same record simultaneously. Only the first user to access 	the record will have write capability while any additional users will 	be able to read the file. 

	20. 	System must have log ability to track changes based on the user 	ID.  Provide sample of log appearance.

	21. 	The system must allow data to be available in real-time and 	presented using a Windows-based Graphical User Interface.

	22. 	The system shall assure that each staff member shall have a 	unique ID and password combination.  Please refer to IOT 	Information Security Framework Practice 8.2.1 	http://www.in.gov/iot/files/Information_Security_Framework.pdf

	23.	Demographic information shall be captured for each user. Users 	shall be given (or create) their own login. 

	24.	It is desirable that the system allows the upload and storage of 		relevant labs & x-rays, photographs, video and audio within the 	resident record.

B.	Admissions & Preadmissions

1.	The system should allow preadmission information to be entered 		in and track the status through the admission process. The 	system 	should be able to track outstanding paperwork and Pre-Admission 	Screening (PAS) status with level of approval (i.e. emergency, 	short-term with expiration date, long-term, inappropriate). The 	system should be able to quickly provide a check list of any 	outstanding paperwork and signal warnings for expiring PAS 	approvals.

	2.	Once an applicant is to be admitted, the admissions department 	should be able to pull information from the preadmission entry in 	order to admit without duplicate entry.  It should generate a 	datasheet for use by various departments, which updates as 	information is corrected or changed on an ongoing basis.

	3.	The system should give a warning whenever a user tries to place a 	new admit or current resident into a bed not appropriate based 	on the facility payer source and the licensing of the bed.  It should 	also allow for beds to be reserved for upcoming admissions or 	planned bed moves for residents.  The system should also hold 	beds for residents who move from Domiciliary to long-term 	nursing care for a temporary stay.

	4.	Residents’ data is accessed by one, some, or all users, according 	to assigned security levels.

C.	Census Management

	1. 	The system must track the facility’s census data showing all 	residents, the status, and location.  The system must be able to 	generate customized census reports whenever requested. This 	report must include all information that is generally requested by 	Indiana State Department of Health surveyors and Departments 	of Veteran’s Affairs surveyors. The reports should be able to be 	filtered and sorted to user needs. The system must be able to 	generate a report of the facility’s empty beds and associated 	certification status, which can be customizable by unit if needed.

D.	Minimum Data Sheets (MDS)
	
	1.	The system should flag any section not filled in completely.
	
	2.	The system should flag any inaccuracies in Activities of Daily Living 		(ADL) coding.

	3.	The system should flag any possible Significant Change from 	previous MDS and what has changed.

	4.	Should list disciplines still needing done and dates of completion.

	5.	CNA assignments with a touch entry to empower caregivers to 	accurately chart ADL’s, follow nursing and care plan directives, 	and maximize reimbursement by providing accurate data.

E.	Electronic Medication Administration Records & Electronic Treatment 	Administration Records (e-MAR/e-TAR)
	
	1.	Should highlight out any changes in orders, but leave them as 	viewable in another section to read.
	
	2.	Flag any holes not filled in by end of shift or within a specific time 	frame.  
	
	3.	Report viewing should be real time.  

F.	Charting
	
	1.	Care Plans
	The system must allow IVH to create a comprehensive Care Plan
	including all aspects of the residents’ care. The system must allow 	IVH to generate and print the Kardex based on the Care Plan 	entered into the system.
	a.	The system should have templates for care plans and 	should allow IVH to create customized templates.
	b.	MDS should automatically flag or generate these care 	plans.
	c.	Certain medication or treatment orders should 	automatically generate care plans.

	2.	Physicians Orders
	a.	The system must allow IVH’s contract Physicians and Nurse 	Practitioners to enter orders into the system.
	b.	The system should automatically track what IVH provider 	services have been rendered to each resident and when 	(i.e. acute visit 30 day check-up, admission, annual, etc.) 	and send out prompts when the next IVH provider visit is 	needed.
	c.	Once an order is written into the system, it should go 	straight to pharmacy via the electronic system.
	d.	Pharmacy should be able to show in the system whether it 	has been filled and when ready to be picked up.
	e.	Pharmacy should be able to show any contraindications 	and get new order back to unit.
	f.	Must be accessible to Pharmacy – interface with QS1

	3.	Progress Notes
	a.	The system must allow all disciplines, including but not 	limited to business office, MDS, nursing, social services, 	recreation and therapies, to enter progress notes into 	their various sections of the resident’s chart.
	b.	Administration should be able to pull various reports to 	see actual time entered on all reports.

G.	Billing & Accounts Receivable

	1.	The system must be able to submit billing to Medicaid, Medicare
		(including parts A, B, C, & D), and Third Party Insurances. Billing 		should be able to be generated upon demand and not have the 	payer sources “reflected” revert back to what they were upon the 	last billing cycle.

	2.	Data should be integrated with the clinical modules in order to 	share demographic information and to pull in data needed in 	order to submit a claim, including the appropriate diagnosis with 	proper sequencing.  It should expire out outdated diagnostic 	information. The system should give a warning when any 	necessary data is missing in order to submit a claim.

	3.	The IVH providers should be able to chart resident 	treatments/visits automatically into the software program with 	date of service, procedure code and relevant diagnosis & 	comments.  The providers should be able to access therapy data 	input into the system.

	4.	The system must pull data related to IVH Physicians and Nurse 	Practitioners visits and automatically create the Medicare Part B 	Physician claim and have the ability to print the superbills if 	needed for audits.

	5.	The system must be able to interface with our Pharmacy (QS/1) 	and Therapy (Casamba, version 1.0023) software in order to 	import data for billing charges.

	6.	The system should also allow for upload of relevant lab & x-ray 	charges needed for billing purposes.

	7.	The system must accurately create 1500 & UB claim types and 	must be able to print them once created.

	8.	The system should be able to import copies of residents’ 	insurance cards, which can be printed by nursing and sent with 	the resident on medical visits.

	9.	The system should be able to track each resident’s community 	provider medical bills and amount IVH is paying out for the 	Medicaid 590 program, and pull reports when needed.  It should 	provide warning for any bill with a date of service (DOS) occurring 	prior to or after a residents admission to the facility.

	10.	The system should NOT have any restrictions on when and how 	often claims can be generated.  Claims should be able to be 	generated by payer source if needed.

	11.	Reports on submitted claims should be able to be pulled in 	various manners including dates released for payment, dates of 	service, or resident specific, etc.

	12.	The system should track residents’ liabilities to ensure they are in 	balance with incomes and provide a prompt for ones outside of 	the allowable range.

	13.	The system should allow for a variety of billing reports to be used 	for specific payer sources (i.e. The Department of Veterans 	Affairs), which do not interfere with normal billing process.

	14.	The system should allow for physician service billing independent 	of IVH room rate billing cycle.  Two separate billing modules for 	inpatient services and outpatient services are requested.

	15.	The system should allow for automatic updates for annual fee 	schedule changes, Medicare rate changes, and Medicaid rate 	changes.

	16.	The system should not re-bill due to retro rate changes unless 	requested and have the ability to be as specific as needed when 	billing a retro rate change.

	17.	The system should allow for data upload of remittance and credit 	the residents’ account balances either automatically or manually.

	18.	Track Medicare benefits period upon initial programmed 				information.

	19.	Provide an alert when a Medicare Cut notice needs to be issued in 	a timely manner to ensure compliance with the guidelines.

	20.	Alerts the user before claim problems are submitted. 

	21.	Follows payer rules automatically including HIPAA, Medicaid, and
		Medicare.

	22.	The system should be able to auto-adjust the amount billed to
		accommodate for retro Medicaid rate change adjustments 	without creating a credit or debit on accounts that were 	previously paid.

	23.	Needs to be able to create hospice invoices that can calculate 	liability post Medicaid share.

H.	Trust Account Management

	1.	The system must allow the trust department to do AP, AR, 	generate quarterly statements, have detailed ledgers  (Trust & 	Escrow), allow for reconciliation of the Trust & Escrow accounts, 	distribute interest, EOM reports, Balance Reports, Print Checks, 	and must have a chart of accounts.

	2.	The system should be able to generate private pay statements 	and not reflect amounts outstanding that are pending payment by 	Medicare, Medicaid, and Private insurance.

	3.	The system should be able to do a final billing for Trust 	Department purposes when a resident is discharged or dies.  But 	still allow for adjustments like for retro payer source updates.

	4.	The system should be able to “ghost” previous residents so they 	don’t show up on active reports without taking them out of the 	system altogether just in case adjustments are still needed.

I.	General Ledger

1.	Chart of accounts

1.4.2	Installation and Training

A.	The Respondent is to provide the installation of any software needing to 	be installed onto the state computers that will be accessing the EMR 	system. This installation will need to be coordinated in conjunction with 	the Indiana Office of Technology (IOT) and done in accordance with all 	IOT rules and policies. 

	1. 	System Accessibility Standards

		Any information technology related products or services purchased, used 			or maintained by the Agency must be compatible with the principles and 			goals contained in the Electronic and Information Technology 				Accessibility Standards adopted by the Architectural and Transportation 			Barriers Compliance Board under Section 508 of the federal 				Rehabilitation Act of 1973 (29 U.S.C. 794d), as amended (“Section 508”) 			(http://www.in.gov/iot/files/AssistiveTechnologyStandards.pdf)

		Respondent must submit a Voluntary Product Accessibility Template 			(VPAT) 	if readily available or complete the Assistive Technology 				Compliance Evaluation Form as an attachment to their proposal, (See 			Attachment F).

2. 	System Testing 

		System testing will be determined mutually between IVH and the 				Respondent prior to implementation.  Respondent will provide 				documentation illustrating process, timelines, roles and responsibilities, 			and mutual sign off for the agreed upon system testing, including but not 			limited to, Unit Testing, System Interface Testing, and User Acceptance 			Testing.

B.	The Respondent is to provide online and classroom training for 	approximately 30 IVH employees on how to use the EMR system. This is 	to be an in depth training that will allow these 30 individuals to 	understand the system to the extent that they can train others on the use 	of the system. Provide comprehensive system documentation, user 	manuals, and training programs, including for new versions and and/or 	updates, to be referenced by system administrator(s), and personnel 	identified as “Trainers” for all components of the system.  

1.4.3.	Ongoing Support

	The Respondent is to provide ongoing, software maintenance and support, upgraded versions, and support for training purposes to IVH throughout the duration of the contract and any subsequent renewals. Through system support the Respondent ensures that the system shall remain compatible with IVH operating system software or third party software upgrades used in direct association with the system to perform the IVH’s business functions. System support includes compliance as required as a matter of federal law and or regulation. The cost for this support should be built into the monthly pricing for the contract. There should not be any additional cost for technical support phone calls. 

A. Technical Support

	1. 	Help Desk Services: The Respondent must describe in the proposal 		the Help Desk services available by telephone to State support 			technicians and system users. Help Desk services are essential for 			supporting the proposed solution. The Department requires 24/7 			availability of Respondent Help Desk services.

	2. 	Method of Notification: The Respondent must describe in the 			proposal the method for problem notification (such as 24 hour 			available hot line support, remote diagnostics, etc.). The 				Respondent must fully describe in the proposal their ability to 			remotely monitor and diagnose operating system software and 			services, and application software in their proposed system.

	3. 	Escalation Procedures: Describe the process and procedures that 			would be utilized by the State when issues require escalation. 			Provide a copy of your trouble escalation procedures complete 			with the names, titles, addresses and telephone numbers of the 			persons who are to be notified. The Respondent must maintain 			this information with correct and current data during the course 			of the maintenance period.

B. Software Maintenance and Support 

Provide system software maintenance and support, including patches and fixes to the system software.

C.  Upgrade Support
	
The Respondent must support the proposed system to ensure continued operation during and after implementation of new releases.

D. Training Support

	Provide post-implementation training support plan, quantity of hours typically necessary, and additional costs for training that may not be included in the cost proposal.

	1. 	The Respondent must describe in the proposal the training 			support services available to State trainers and administrators. 

	2. 	Method of Notification: The Respondent must describe in the 			proposal the method for training support notification 

E.	Service Level Agreements:

		1.	System Availability

		The IVH request a high availability system that operates on a 			twenty-four hours per day, seven days per week, 365 days per 			year basis (24 x 7 x 365).  Outside of routine monthly system 			maintenance/downtime, the system should meet 99.99% 				availability. The State requires such a system to help serve the 			residents of the IVH. To this end, the State desires a system that 			requires no downtime other than routine monthly software 			maintenance or recycling, to be performed at a time of minimal 			use of the system (ex. Sunday 4 a.m.). This shall be classified as 			any time period in which an operator of any workstation, either 			remote or host, cannot accomplish a work task due to a 				malfunction of the software.

	2.	Performance/ Response Time Testing 

		Data entered into the system shall be available in real time to 			accomplish the following including but not limited to view, search, 		pull, and report from.

	3.	Maintenance services/ fixes for Software Defects should be 			available based on the following levels of service:

		a.	Urgent level: resolution within 4 hours of receipt of notice 				for issues effecting, but not limited to, Survey, Treatment, 				and Care Plans.

			b.	Intermediate level: resolution within 24 hours of receipt of 			notice for issues effecting, but not limited to, financial 				processes, MDS, demographic collection and reporting and 			Physicians’ Orders.

			c.	Non-critical level: resolution within 48 hours of receipt of 				notice.

1.4.4.	Ability to Interface with current systems 

A.	The EMR system that is provided must be able to interface with other 	programs used by IVH and its contractors. 

B.	The EMR system should allow charting information to be pulled directly 	from these other programs. 

C.	The EMR system should allow billing information to be pulled directly 	into the system from these other programs in a manner that allows IVH 	to bill various payer sources.

D.	The current programs that are used by IVH and its contractors are:
		1.	QS1 – Used by the IVH Pharmacy
		2.	Casamba, version 1.0023– Used by the IVH Physical Therapy, 			Occupational Therapy, and Speech Therapy contractor. 

E.	Data Migration Plan & Conversion Services
			Historical demographic data in existing applications is available for import 		in the new system (See Attachment G).  Provide a Data Migration and 			Conversion Plan explaining the methodology used to migrate or convert 			the existing data and roles, responsibilities, activities and tasks. IVH will 			run Achieve application parallel with the new system.  IVH plans to be 			100% functioning within new system within 3-6 months of initial 				implementation.

1.4.5.	Ability to export data into other EMR systems
	At the end of the term of the contract, or any subsequent contracts, amendments, or renewals, all data entered into the EMR system must be able to be exported either directly into a new EMR system should IVH choose to migrate to a new system at that time or to a file format that is compatible to be imported into the new EMR system. The Respondent will then work with the new Respondent to troubleshoot any issues until all data has been successfully exported from the EMR system and imported into the new system.

1.5	RFS OUTLINE

The outline of this RFS document is described below:

	Section
	Description

	Section 1 – General Information and Requested Products or Services
	This section provides an overview of the RFS, general timelines for the process, and a summary of the products/services being solicited by the State/Agency via this RFS

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

	Section 3 – Response Evaluation Criteria
	This sections discusses the evaluation criteria to be used to evaluate respondents

	Attachment A 
	Sample Contract

	Attachment B 
	Cost Proposal Template

	Attachment C 
	Business Proposal Template 

	Attachment D 
	Technical Proposal Template 

	Attachment E 
	Question and Answer Template

	Attachment F
	Software Applications and Operating Systems Voluntary Product Accessibility Template

	Attachment G
	Legacy System Data Migration Fields 



1.6	QUESTION/INQUIRY PROCESS

All questions/inquiries regarding this RFS must be submitted in writing by the deadline of 3:00 p.m. Eastern Time on November 25, 2013.  The Question and Answer Template is Attachment E.  Questions/Inquiries may be submitted via email to rcoble@idoa.in.gov and must be received 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 RFS 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 the Indiana Veterans’ Home. Such action may disqualify Respondent from further consideration for a contract resulting from this RFS.

If it becomes necessary to revise any part of this RFS, or if additional information is necessary for a clearer interpretation of provisions of this RFS prior to the due date for responses, 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 responses to accommodate such additional information requirements, if required.  

1.7 DUE DATE FOR RESPONSES 

All proposals must be received at the address below by the Procurement Division no later than 3:00 p.m. Eastern Time on December 19, 2013. Each Respondent must submit one original hard-copy (marked “Original”) and one original CD-ROM (marked "Original") and three (3) complete copy on CD-ROM of the proposal, including the Transmittal Letter and other related documentation as required in this RFP.  Respondents may submit a copy on flash drive as well. The original CD-ROM will be considered the official response in evaluating responses for scoring and protest resolution. 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:

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.

Regardless of delivery method, all proposal packages must be sealed and clearly marked with the RFP number, due date, and time due.  IDOA will not accept any unsealed bids. 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.

1.8	PRE-RFS CONFERENCE

It is the decision of the State that no conference is required for this RFS.

1.9	MODIFICATION OR WITHDRAWAL OF OFFERS

Modifications of responses to this RFS may only be made under specific circumstances and must be approved by IDOA.

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

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

1.10	PRICING

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

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

1.11	RESPONSE CLARIFICATIONS AND DISCUSSIONS, AND CONTRACT DISCUSSIONS

The State reserves the right to request clarifications on responses submitted to the State.  The State also reserves the right to conduct response 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 responses 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 A, but is only a general template and is subject to change.  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. 

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 responses received. Therefore, each response 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 RFS.

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 response.  Site visits, if required will be discussed in the technical proposal.

1.14	TYPE AND TERM OF CONTRACT 

The State intends to facilitate a contract with one or more Respondent(s) to fulfill the requirements in this RFS.  

The term of the contract shall be for a period of two (2) years from the date of contract execution.  There may be two (2) one (1) year renewals for a total of four (4) years at the State’s option.

1.15	CONFIDENTIAL INFORMATION

Respondents are advised that materials contained in responses are subject to the Access to Public Records Act (APRA), IC 5-14-3 et seq., and, after the contract award, the entire RFS 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 mark all confidential documents in a separate document clearly marked “Confidential” and must indicate in the Transmittal Letter 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.

1.16	TAXES

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

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 http://www.in.gov/idoa/2464.htm.

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 RFS 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 setoff 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. 

1.20	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).

1.21	SUMMARY OF MILESTONES

The following timeline is only an illustration of the RFS 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 RFS Dates 

	Activity
	Date

	Issue of RFS
	November 20, 2013 

	Deadline to Submit Written Questions
	November 25, 2013 

	Response to Written Questions/RFS Amendments
	December 5, 2013

	Submission of Responses
	December 19, 2013

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

	Response Evaluation
	To Begin Week of December 23, 2013

	Oral Presentations/Demonstrations
	Week of January 27, 2014

	Best and Final Offers (if necessary)
	Week of February 3, 2014

	Contract Award 
	Week of February 10, 2014




SECTION TWO
RESPONSE PREPARATION INSTRUCTIONS

2.1	GENERAL

To facilitate the timely evaluation of responses, a standard format for response submission has been developed and is described in this section. All Respondents are required to format their responses in a manner consistent with the guidelines described below:
· Each item must be addressed in the Respondent’s response. 
· 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.

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 RFS. 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 RFS including, but not limited to, the State’s 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 response 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 response 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.

2.3 BUSINESS PROPOSAL

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

	2.3.1	General 

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 RFS.

	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	Contract Terms/Clauses

A sample contract that the state expects to execute with the successful Respondent(s) is provided in Attachment A.  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 A.

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
· 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  

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

	2.3.4	References

The Respondent must include a list of at least (3) three 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 RFS. 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. 



	2.3.5	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 response.

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.
  
	2.3.6	Authorizing Document 

Respondent personnel signing the Transmittal Letter of the response 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.
		
	2.3.7	Subcontractors
		
The Respondent is responsible for the performance of any obligations that may result from this RFS, and shall not be relieved by the non-performance of any subcontractor. Any Respondent’s response 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 response.

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 response, 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 RFS or in completing the commitments documented in the response. 

2.3.8    General Information

Each Respondent must enter your company’s general information including contact information.   




2.3.9    Experience Serving State Governments or Similar Clients

Each Respondent is asked to please provide a brief description of your company’s experience in serving state governments and/or quasi-governmental accounts or clients of a similar size to the State that also had a similar scope.  

2.3.10 Indiana Government Special Initiatives

	Greening the Government:
Each Respondent is asked to detail its current environmentally friendly products and offerings to help meet Indiana’s Greening the Government Initiative, Executive Order 05-21.
	
2.3.11 Payment 

Respondent should be able to accept payment by credit card as an optional form of payment, but should be able to accept other forms of payment as well. In the Respondent’s response, the Respondent should agree to accept any credit card-user handling fees associated with acceptance of the State’s Purchasing Card. 

2.4 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. RFS 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.  

Please use Attachment D to complete your Technical Proposal.  

2.5 COST PROPOSAL

The cost proposal template is Attachment B.  

Respondents need to provide pricing for ALL services requested under the Cost Proposal tab.  Pricing must be ALL INCLUSIVE, including any and all delivery charges or destination fees.  Pricing must be explained through Cost Proposal Narratives. 
Also refer to section 1.4, Scope of Work, for a full understanding on what the pricing should include.
  

SECTION THREE
RESPONSE EVALUATION

3.1	RESPONSE EVALUATION PROCEDURE

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

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

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

3.1.2	Each response 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 response determined to be the most advantageous to the State, taking into account all of the evaluation factors, may be selected by IDOA and IVH for further action, such as contract negotiations. If, however, IDOA and IVH decide that no response 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 response 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 response exists.

3.2	EVALUATION CRITERIA

Responses will be evaluated based upon the proven ability of the Respondent to satisfy the requirements of the RFS 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).  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 RFS 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)
	70 points 

	3.  Cost (Cost Proposal)
	30 available points  

	Total
	100 points 



All responses will be evaluated using the following approach.  

Step 1

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

Step 2

The responses that meet the Mandatory Requirements will then be scored based on Criteria 2 and 3 ONLY.   This scoring will have a maximum possible score of 100 points.

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

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 response is evaluated for Management Assessment/Quality and Price. 

3.2.2 Management Assessment/Quality - 70 points 
		
3.2.3 Price – 30 points available

Cost scores will then be normalized to one another, based on the lowest cost proposal evaluated.  The lowest cost proposal receives a total of 30 points.  The normalization formula is as follows:
Respondent’s Cost Score = (Lowest Cost Proposal / Total Cost of Proposal) X 30 	

The Commissioner of IDOA or their designee will, in the exercise of their sole discretion, determine which response(s) offer the best means of servicing the interests of the State. The exercise of this discretion will be final.
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