RFP 23-72929
Indiana New Hire Reporting Program
Technical Proposal

MANDATORY REQUIREMENTS
Instructions: Respondents must provide a “Yes” or “No” response to each Requirement.

	Requirement
	Ability to Meet Requirement; Yes or No



	1. On a daily (business days) basis, must collect and process new hire data from employers that are provided in any form of media format including, but not limited to: in.gov website, as specified by DWD; printed material; regular mail; facsimile transmission; electronic mail; other electronic transmission.

	


	2. Must obtain the minimum data required to consider a transaction reportable as is set forth in New Hire Data Collection and Processing Section 2.4.2.

	

	3. Must request and record additional data set forth in New Hire Data Collection and Processing Section 2.4.3.

	

	4. Must accept new hire data from multi-state employers who choose to consolidate their reporting in Indiana.

	

	5. Must enter into a single automated New Hire Report data file all New Hire reporting information received from employers in accordance with the levels of performance set forth in New Hire Data Collection and Processing Section 2.4.6 of the RFP.

	

	6. Must report transactions to the State in accordance with New Hire Data Collection and Processing Section 2.4.7.

	

	7. Must provide outreach to employers who are not in compliance with new hire reporting requirements.

	

	8. Must provide a toll free customer service telephone line and sufficient trained staff within the continental U.S. to allow employers to speak with a representative Monday through Friday from 8:00 a.m. to 5:00 p.m., Eastern time, excluding legal and state-recognized holidays. 

	

	9. Must provide a toll free, never-busy incoming fax system to accept new hire reports.

	

	10. Must provide an email address whereby employers can contact the vendor.
	

	11. Must use a domain name provided by DWD.

	

	12. Must fully run and maintain the domain name for employer new hire reporting in accordance with Website and Data Storage Section 2.4.2.

	

	13. Must maintain all data at rest and in transit in compliance with NIST 800-53 Revision 5 controls.

	

	14. Must use no less than FIPS 200 or NIST 800-53 Revision 5 for user credentials and sensitive information.

	

	15. Must maintain a website availability rate of 99.9%, except for prearranged and agreed upon maintenance outages.

	

	16. Must provide reports to DWD and the Department of Child Services.

	

	17. Must provide complete transparency of the vendor’s processes.

	

	18. Must identify when a given employer reports the same employee(s) under multiple FEINs and must not provide a new hire report/transaction when an employer is reporting the same employee(s) under a different or new FEIN.
	

	19.  Must, upon award, put utilized software for this engagement in escrow and provide documentation confirming this requirement.
	

	20. Must evaluate and remediate, whenever necessary, data concerns identified with federal reporting.
	





2.4 Technical Proposal Questions

2.4.1	Describe your process for collecting and processing new hire data pursuant to the requirements set forth in the Statement of Work.  
	



2.4.2 Describe your process for accepting and managing new hire data from multi-state employers.
	



2.4.3	Describe your process for obtaining missing, incomplete, or illegible information contained in paragraphs 2 and 3 under New Hire Data Collection and Processing in the Statement of Work.
	



2.4.3 Describe any software used and quality assurance measures taken to reduce errors in the New Hire Report data file.
	



2.4.4a	Describe any software and/or hardware to be used for collection, editing and compilation of new hire data
	



2.4.4b	Describe any other methods Respondent would propose to make available to employers for reporting new hires.
	



2.4.4c	If the Respondent proposes a developed or customized solution, it should also provide the development methodology, deliverables, project plan and change control process.
	



2.4.5 What factors do you use to determine when an employer is non-compliant?
	



2.4.6 Describe your compliance outreach processes to employers.  
	



2.4.7 Provide a sample of compliance outreach materials.  
	



2.4.8 Describe the organization, management, and processes of your customer service operations pursuant to the requirements set forth in the Statement of Work.
	



2.4.9 How do you suggest conducting monthly status meetings (in person, via teleconference, conference call, etc.) and who from your staff will you require to attend these meetings?
	



2.4.10 Provide a general mockup of your proposed in.gov website that would be used by employers to report new hires that conforms with the IN.gov Application Style Guide found at https://www.in.gov/inwp/app-style-guide/ Include a list of information and services that would be available to employers on the website.
	



2.4.11 Describe the methods by which you will maintain data on secure servers in accordance with the requirements set forth in the Statement of Work.  
	



2.4.12 Describe your proposed schedule for planned outages of your website for maintenance, as well as the frequency of outages you anticipate.
	



2.4.13 Describe your secure file transfer process for delivering all reports listed in the Statement of Work and other reports, as requested, to DWD and the Indiana Department of Child Services.
	



2.4.14 Describe in detail how you will conduct the crossmatch of employer new hire reports with quarterly wage reporting data provided by DWD.
	



2.4.15 Describe in detail how you will identify instances when employers report the same employees under multiple FEINs and how you will exclude any new hire matches in those instances from the New Hire Report data file.  Describe how you will track and report those instances to the Agencies.
	



2.4.16 Describe in detail how you will identify all other new hire reporting errors and how you will exclude those errors from the New Hire Report data file.  Describe how you will track and report those errors to DWD and the Indiana Department of Child Services.
	



2.4.17 Describe your policies and procedures for ensuring data quality, along with the quality assurance methods used to identify and reduce errors.
	



2.4.18 Describe your technical support provisions for any systems you propose to use.
	



2.4.19 Describe your experience in providing similar cross matching services, website development and management, and outreach.
	



2.4.20 Provide a proposed transition management plan, including milestones and completion dates for those milestones, if you are replacing the current vendor.  Explain how you will reach out to employers to notify them of the change in new hire operations, website, and reporting processes.  Include a description of how you propose to assist the Agencies in achieving a complete transition to a new vendor or to the Agencies, themselves, at the end of your contract period, if you are the chosen as the vendor during this contract period.
	



2.4.21 Provide a summary of your policies and procedures for every require process in the Statement of Work. Supporting documentation may be included as an appendix in the proposal. 
	



2.4.22 Provide your proposed disaster recovery/business continuity plan.
	



2.4.23	Transition Management – Respondents shall provide a Transition Management Plan that includes milestones and completion dates for those milestones, if replacing the current Vendor. The plan must include an explanation of how the respondent will handle notifying employers of the change in New Hire Operations.
	



2.4.24 The Respondent must agree that, with no advance notice, representatives of the State may visit the awarded contractor anytime during normal business hours to observe and inspect the operations of respondent. The respondent will make all files and documentation, including financial records related to the execution of resulting contract, available to the State during these inspections.
	



2.4.25 Respondent shall provide a description of its proposed staffing, screening, and background check policy for employees and those of any proposed sub-contractor, as well as any plans for mitigating risks posed by staff turnover.
	



2.4.26 Respondent shall provide a description of the policies and methods for safeguarding the security and confidentiality of data and for the destruction of data. Unauthorized disclosure of confidential information is strictly prohibited and is grounds for termination of the contract. The selected vendor must understand and agree that the data being provided to them by employers is confidential and must not be made available to any other person or company in its entirety or part for any purpose except as specified by DWD.
	





· Roles and Experience Complete Attachment L (Resource Usage – Template) to provide the number of hours the Respondent expects to commit to the project and the number of hours estimated for the State resources. These amounts should be based on the functionality the State desires, included in this RFP. Any assumptions related to the number of the Respondent Project Team and the State Team staff, roles of staff, and duration of involvement used in the development of the resource hour estimates should be outlined here.
	



· Provide an overall project organizational chart that includes roles / responsibilities on your team as well as expected roles / responsibilities at the State to help ensure project success. This should mirror the roles outlined in the Resource Usage – Template. 
	



· Describe your company’s recommended governance structure based on the organizational chart and roles / responsibilities for the governance groups.
	



· How long has your company’s subcontractor(s) (if applicable) been providing services related to this RFP?
	



· How long, and in what capacity, has your company been working with each of the proposed subcontractors (if applicable).
	



· How many customers currently receive similar services requested in this RFP from your company?
	



· How many team members are trained or certified on the services related this RFP?
	



· Identify all KEY team members and provide a brief write up and resume that highlights their relative experience and expertise. 
	[bookmark: _Toc88653673]



· In the event a team member is not meeting the State’s expectation, describe the processes to replace team members?
	



Overall Approach and Project Methodology
· Provide a document to describe your company’s project management approach and methodology for this project. This should be a high-level document that pulls everything together.
	[bookmark: _Toc88653674]



Requirement Validation and Management
· How will your company define, review, confirm, validate, elaborate, and understand the State’s requirements? 
	



· Include examples of requirements documents generated for similar projects.
	



· Identify and describe the tool(s) used to capture, track, and manage requirements throughout the project.
	[bookmark: _Toc88653676]



Project Schedule Management
· Provide an example of a high-level project schedule for this project. This should include your company’s tasks, sub-contractor owned tasks (if applicable), and State-owned tasks in an integrated fashion. Include key tasks as part of development, testing, training, data conversion, other key areas of the project.
	




· Describe your company’s method of creating the schedule and the method and frequency of maintaining the schedule throughout the project. 
	



· Identify and describe the tool(s) your company uses to create and manage a schedule
	



· Describe methods your company uses to measure schedule performance and how will you know when to escalate schedule risk?
	


[bookmark: _Toc88653682]Risk and Issue Management
· Describe your company’s risk / issue management processes.
	



· Identify and describe any tools that are used to help management risks / issues. 
	



· Identify some of the key risks / issues / barriers your company has faced on projects of similar scope, size, and complexity. What mitigation / contingencies were put in place for those risks?
	



· How has your company used governance to resolve risks/issues/barriers?
	



Authentication (Access Indiana)
· Can the proposed product or solution integrate with Access Indiana (https://www.in.gov/inwp/access-indiana/)? 
	



· Outline any issues your solution may encounter with utilizing Access Indiana.
	



· Provide recommendations/possibilities for implementing (or not implementing) Access Indiana for the various areas of the solution with explanations for each.
	



· If the proposed solution cannot currently accommodate Access Indiana, what actions and accompanying timelines would need to be completed for utilization?
	[bookmark: _Toc114816688]



Support
· Describe your company’s overall support strategy?
	



· Provide a transition plan to be executed that will culminate in you supporting the application.
	



· What options exist and what is the recommended help desk availability window for the solution
	



· What options exist for contacting the help desk and what is recommended approach for this solution?
	



· How are help desk operators trained? 
	



· How does your company monitor the entire solution, including the application layer, network, and data center?
	



· Describe your company’s escalation process. If there is a problem, what escalation procedures do you have? Are there tiered layers? What happens at each stage?
	



· What was the application’s percent uptime during the last 12-month period? 24-month period?
	



· What are your company’s maintenance windows?
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