RFP 23-74523
Assistive Technology 
Attachment F Technical Proposal

MANDATORY REQUIREMENTS

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

	Section
	Requirement
	Ability to Meet Requirement; Yes or No

	2.0
	Must provide an organizational chart showing all key personnel and organizational offices 
	

	3.0
	Project management plan and detailed project schedule.
	

	4.0
	Bi-weekly status reports / meetings. 
	


	4.0
	Agenda sent to IDOE 24 hours before bi-weekly status meetings. 

	

	4.0
	Meeting notes and recording of meeting sent within 24 hours after bi-weekly meeting for approval sign off via the IDOE. 
	

	5.0
	Monthly reports delivered to IDOE on the 1st day of each month

	

	5.0
	End of year summary by June 30th of each year

	

	6.0
	Coordination with NIMAC (National Instructional Materials Access Center) 

	

	6.0
	Coordination and oversight of accessible educational and instructional material through a lending library   
	

	6.0
	Shared google drive via the IDOE requirements 

	

	6.0
	Universal Assistive Technology Training (a minimum of 50 sessions) 

	

	6.0
	Development and approval of Training Plans 
	

	7.0
	Development of approval of communication plans 

	

	8.0
	Virtual office hours twice weekly after school hours

	

	
	
	








Section 2: Program Director and Project Management Team Questions

2.1	The respondent must provide an organizational chart showing all key staff and organizational offices assigned to work on the various aspects of this project along with each member’s defined FTE for the duration of the contract specified by contract year. Roles and responsibilities for all key staff must be identified. Subcontractors utilized for substantial efforts (i.e., those assigned more than 20% FTE) must also be addressed within the organizational structure. A narrative delineating the responsibilities and oversight by the primary contractor is required within the response below.  

	Response: 



2.2 	Describe any issues, risks, barriers that may prevent transparency in communication regarding program deliverables and following IDOE requirements.  From your experience on other projects with similar scope, size, and complexity, describe some of the risk / issues that you would expect to encounter and how you plan to mitigate those risks and issues to prevent them from negatively impacting this initiative.  Describe how you document, track, maintain, and communicate risks/issues throughout the project.

	Response: 






Section 3: Project Plans & Schedules Questions
3.1 	Respondent shall continuously monitor the ongoing operations of the project using a detailed project plan and schedule. The Respondent shall provide an annual updated project plan and schedule for joint use by IDOE and the Respondent in monitoring all program activities by August 1 of the initial contract year and by July 1 every year thereafter. IDOE will approve the project plan and schedule each year. The newest version of the yearly schedule will begin no later than 10 business days after the start of the new contract year. Please indicate acknowledgement of this requirement in the response below. Please describe how the project plan and the program activities schedule will be clearly communicated to IDOE and describe the type of content that will be included in your project management plan for this initiative.
	Response: 



3.2	The respondent will provide an example of the master schedule that IDOE can expect for this initiative and highlight the key milestones on the critical path for 2023-2024 within the response below.  Identify and describe the tool(s) your company uses to create and manage the schedule.  Describe your company’s method of creating the schedule and the method and frequency of maintaining the schedule throughout the project.  Describe methods your company uses to measure schedule performance and how will you know when to escalate schedule risk.

	Response: 



3.3	Describe how you would provide documentation regarding any missed deadlines, litigation, or breaches of contract due to missed deadlines resulting in compromises of a contract of similar nature.

	Response: 





Section 4: Project Meetings Questions

4.1	Describe how you would facilitate virtual bi-weekly status meetings with IDOE to address all aspects of the project as outlined in the scope of work.  Provide an example of the project status reports that IDOE can expect throughout the project.

	Response: 


4.2         Describe how you would provide bi-weekly meeting minutes (e.g., written notes and other applicable documentation) from the bi-weekly status meetings to IDOE within 24 hours of each meeting, using a format approved by IDOE.  Provide an example of meeting minutes that IDOE can expect throughout the project.
	Response: 


4.3	The Respondent shall maintain a task line log, including notes of any decisions that require a contract amendment, to track any outcomes from meetings held with IDOE. Explain how you will maintain these required files.  
	Response: 





Section 5: Timeline for Project Questions 

5.1 	Describe where the respondent will submit monthly reports, and year-end summaries.  Describe the information IDOE can expect to see in monthly reports, year-end summaries.

	Response: 



5.2	Describe how the respondent will ensure the timely completion of deliverables. How do you monitor upcoming key tasks/deliverables to minimize the risk of delays?  What is your escalation process to help keep the project timeline and associated deliverables on time.

	Response: 








Section 6: Contractor Responsibilities Questions 

6.1 	Describe how you would ensure that staff are available to offer a broad range of assistive technology based on the needs of LEAs throughout the year aligned to the IDOE’s guidance and expectations. 

	Response: 



6.2	Describe how you would define and deliver resources and apply evaluation measures to support the success of the assistive technology provided to students. 

	Response: 



6.3	Describe how you would develop a plan with each LEA. Respondents must address associated costs submitted for materials and resources to support identified populations within Part B funds. Use and reproduction of materials and associated permissions is the responsibility of the vendor for this contract.

	Response: 



6.4 	How would you share deliverables as they are required to be shared with IDOE via shared Google Drive in a mutually predetermined format following delivery deadlines and instructions outlined in this document?

	Response: 



6.5	 How would the specialist be prepared to virtually demonstrate usage, provide device training, and anticipate future technical difficulties that staff may encounter when using the equipment?  The specialist should also be prepared to supply equipment or device manufacturer user guides and product support contact information. 

	Response: 



6.6 	How would the respondent carry out virtual sessions logistics responsibilities such as platform, registration, feedback surveys, and resources?  

	Response: 



6.7 	How would the respondent record Universal assistive technology training sessions, in coordination with IDOE and uploaded to the Indiana Learning Lab?

	Response: 



6.8 	Describe how the respondent would provide IDOE the detailed and accurate records of participating LEAs and students documenting the completion of training and activities through the duration of the contract. Attendance records, sign-in sheets, and summaries of IDOE-approved participant evaluations of training should also be included. This summary is due in the monthly report of training sessions and must be stored in a location accessible by both IDOE and the Respondent.

	Response: 



6.9	How would the respondent submit an Executive Summary of Assistive Technology?

	Response: 





Section 7: Communication and Marketing Questions

7.1	Describe your company’s communication/marketing strategy for this initiative.  Provide an example of the communication plan to include roles responsibilities, communication types, methods of delivery, audiences to receive, timing, etc.  How will your company monitor and confirm communications are working and adjust as needed?

	Response: 





Section 8: Virtual Help Desk Office Hours Questions 

8.1	Describe your overall support plan including but not limited to how you would hold virtual weekly office hours twice a week.

	Response: 





Section 9: Staff Qualifications Questions

9.1 	Describe your Program Director’s qualifications. 

	Response: 



9.2	Describe your Project Manager’s qualifications. 

	Response: 




9.3	Describe your Lending Library Managers’ qualifications. (2 staff members) 

	Response: 



9.4	Describe your NIMAC Specialists’ qualifications. (2 staff members)

	Response: 



9.5	Please submit resumes for the staff members listed above and list the file names in the response area.

	Response: 



9.6	Please submit resumes for any other staff dedicated to the project for at least .5 FTE and list the file names in the response area.

	Response: 
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