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ATTACHMENT D – Mandatory Scored Response Worksheet
Instructions: Offeror will complete the below table and attach Supporting Documentation as specified and numbered (referenced to the numbered “Minimum Response Documentation” paragraphs below). Supporting documentation should be succinct and to the point specifically addressing the requested supporting documentation only and generally should not exceed one page per requirement.

	Offeror’s Company Name: ____________________________________________


	CATEGORY
	Item No.
	REQUIREMENT
	OFFEROR’S RESPONSE


	Offeror’s Attached Documentation Reference (if applicable)

	1.0 Company Experience Qualifications
	1.1
	Overall Provider Experience 
Describe your company’s experience (to include the total number of years) as a SaaS provider of portfolio management applications and support services for your largest implementations within the past 5 years.
Minimum Response Documentation: 

The Offeror will provide references via a representative list of clients for whom similar services, as detailed in this RFP, have been provided.  The list must include:

· dates of service

· name of company and division your solution was deployed
· number of employees in the company

· point of contact name, address, telephone and email address
· number of your employees as a part of the engagement 
· description of the engagement and the products that were deployed
A “representative list of clients” equals a sufficient number of client engagements that show your “capability to perform” the services requested in this RFP.   

The Offeror will also disclose any services terminated by any client(s) and the reason(s) for termination. 
	
	

	2.0 Technical Solution Capabilities
	2.1
	Hosted Software Application Service (SaaS) Environment
The Offeror must have experience and expertise providing a portfolio management and governance software application that is deployed as a fully hosted web-based service (SaaS) for organizational structures with enterprise multiple users.
Minimum Response Documentation:

· Please include your company’s specific experience and expertise as it relates to this requirement.  

· Offeror must describe the hosted, cloud computing platform and location(s) of the proposed application service. 
· Offeror should address the technical and administrative requirements and dependencies for customer license usage to the SaaS provider’s operating system, database servers, web servers, and middleware.
· Describe the process your company uses to deliver the hosted software application service (SaaS) deployment to include user access set-up and role assignments.  

· Please include samples of previous communication and implementation plans.
	
	

	
	2.2
	Hosted Software Application Services (SaaS) Licensing 
OIT requires a provider hosted software service with single subscriber licensing across an enterprise structure of multiple Seat Users.  OIT expects the licensed tool to be intuitive with user friendly capabilities with the ability to be accessed and concurrently utilized across enterprise users of SoA.  
Minimum Response Documentation:

· Provide a detailed response to OIT’s hosting and licensing requirements, to include a description of the SaaS licensing structure and available options to Subscribers for Seat Users.

· Describe the technical capabilities of the application to include, but not limited to, how users would access the tool.

· Describe all Administrator capabilities to include the ability to assign additional administrators and users requiring limited views and functionality roles.


	
	

	
	2.3
	Hosted Software Application with Lifecycle Module Capabilities
The Offeror’s hosted software application must provide module capabilities for the following project portfolio management lifecycle stages at a minimum:

1. Stage 1 - Project Concept Development
2. Stage 2 - Project Planning

3. Stage 3 - Project Execution

4. Stage 4 - Project Implementation and Operations

Capabilities for customizable life cycle stages is highly desirable and the offeror should include if available.
Minimum Response Documentation:
· Please include your company’s specific experience and expertise as it relates to this requirement.  
· Describe the user experience (from the various user level perspectives) when they sit to initiate and manage a new project.

· Include screen shots of the tool showing the lifecycle stages with your response.
· Include a description of all associated workflows.

	
	

	
	2.4
	Hosted Software Application Functionalities and Features
The Offeror’s project portfolio management application must meet the following criteria functionalities.
· Ability to track project schedules and measure schedule performance. Should also have the capability to import and export the project schedule.

· Ability to track project budget and measure performance. 

· Ability to track project risk and measure performance.

· Ability to track project issues and measure performance.

· Ability to determine the organizational readiness to implement the project.

· Ability to track and measure project business objectives.

· Ability to display and report project health status using above described metrics across the portfolio. 

· Ability to manage resource allocation and utilization across the portfolio

· Ability to categorize and prioritize investments entering the portfolio
· Ability to collect, record, display, and report both qualitative and quantitative data.
Minimum Response Documentation:
· Provide a detailed description of the application service’s ability to fulfill these requirements to include application screenshots. In particular, describe how project data is collected and from which resources (stakeholders, project team, executive, etc.) data is collected and recorded within the application. 


	
	

	
	2.5
	SaaS Data Ownership and Portability

SoA will have ownership of all its data and required accessibility of its data and the ability to export or transport the data in a downloadable format such as MS Excel and XML formats.  

Upon termination of the SaaS subscription agreement, SoA expects return of its data by the Offeror by transport in the approved format, and for SoA’s data to be destroyed on all back-up servers and storage maintained by the Offeror. 
 Minimum Response Documentation:
· Provide your company’s specific expertise and approach to meet this requirement.  


	
	

	
	2.6
	SaaS Application Portability
For future consideration and upon contract termination, SoA may desire to purchase the Offeror’s hosted software application to be migrated for hosting in SoA’s onsite private cloud environment.  
Minimum Response Documentation:

•
Provide your company’s response for product solution availability of the hosted software application for purchase and portable installation to the Subscriber.


	
	

	
	2.7
	Hosted Software Application (SaaS) Data Security

The Offeror’s application service must provide security of hosted data that is in compliance with all relevant Federal IT security-oriented laws, standards and auditing programs; all applicable State of SoA IT standards, laws and policies; and industry standards and best security practices. 
Minimum Response Documentation:
· Provide a description of the application solution’s ability on the network to fulfill this requirement to include the following:

· Offeror’s security tiers, methods and practices used for prevention and protection of customer’s data and privacy against malicious internet threats, viruses, hacking and any other forms of cyber attacks that may occur within the SaaS provider’s physical and cloud computing environment. 
· Communication procedures with customers regarding actual or suspected security breach occurrences. 

	
	

	
	2.8
	Data Backup and Disaster Recovery

SoA expects for the Offeror to provide data backup and disaster recovery storage on a daily or weekly basis of all backup disks, data and materials.  Additionally, Offeror must be responsible for disaster recovery services such that SoA is not denied access to its data and service in a disaster occurrence for more than the predefined service level. 
Minimum Response Documentation:
· Provide your company’s specific expertise and approach to meet this requirement to include the following:

· Standard methodologies and procedures

· Communication procedures with customers for actual disaster occurrences. 


	
	

	
	2.9
	SaaS Solution Service Levels
SoA expects to have uptime during normal business hours, and reasonable response times for scheduled or non-scheduled downtimes, at a minimum within the next business day.  The Offeror’s hosted software application service must include all necessary and appropriate provider service levels for the highest quality and timely delivery of services to SOA’s licensed service needs.  
Minimum Response Documentation:
· Please provide your company’s specific approach, experience and expertise as it relates to this requirement.  
· Services to be delivered

· Performance measurements to include: latency, Recovery Time Objective (RTO) of data, Recovery Point Objective (RPO) of data, etc.)

· Performance tracking and reporting

· Problem management and escalation procedures 
· Resolution of failures, issues and disputes including root-cause analysis and reports
· Non-financial/financial credits and remedies
· Security and handling of confidential information

· Termination of services

· Customer Service/Call Center hours of availability.

	
	

	
	2.10
	Reporting Capabilities
The Offeror’s application service must have experience delivering comprehensive analysis and reports.  Reporting must include high-level status and metrics with drill down capability.
Minimum Response Documentation:
· Please include your company’s specific experience and expertise as it relates to this requirement.  

· Describe the various reports and level of detail that will be available at both the project and organizational enterprise level.
· Describe capability to provide reporting at a portfolio level such as for a specific agency, technology, or business area.
· Please include samples of previous analysis and reports.
	
	

	
	2.11
	Application Maintenance, Upgrades and User Enhancements
The Offeror must provide on-going user support, application maintenance, upgrades and user enhancements to the service.
Minimum Response Documentation: 

· Describe the provision of services for this requirement to include frequency, inclusive license services, and additional services not included with user license.

	
	

	
	2.12
	User Training
The Offeror must have experience facilitating and delivering user training for the application.  Additionally, SOA expects the Offeror to provide web-based training for on-demand access by Seat Users.
Minimum Response Documentation:
· Please include your company’s specific experience and expertise as it relates to this requirement.  

· Describe the process your company has used to facilitate training and include sample materials that are provided to all user roles and levels.
	
	

	3.0 Project Oversight & Implementation
	3.1
	Single Point of Contact
SOA expects a single point of contact for all matters pertaining to the provision of the services to act in a project oversight/project management capacity.

The Vendor’s Project Oversight/Project Management person will report to the OIT Lead at proposed or specified intervals via status reports and other interaction such as meetings and emails.  Such reports should include documentation of completed work and planned work for the next period and issues to be addressed.  

OIT reserves the right to interview proposed staff as well as refuse any proposed staff whose qualifications are deemed inappropriate for this project. Any change of single point of contact must be approved by OIT.
Minimum Response Documentation:
· Please identify this individual and provide a resume of qualifications.  
· Describe the content of reporting that is provided back to the OIT Lead.
	
	

	
	3.2
	Communications and Implementation 

OIT expects the Bidder to provide communication and implementation plans to ensure a successful project.  

Minimum Response Documentation:
· Please describe your company’s approach to meet this requirement.  

Please provide scrubbed samples of your company’s work from previous engagements.
	
	

	
	3.3
	SaaS Customer Billing
Service Provider will directly bill OIT for all initial implementation costs by deliverables and ongoing subscription service costs for the total number of licensed Seat Users on a per month basis.  In addition, OIT expects the Offeror to provide a billing model that is flexible and scalable to the number of active Seat Users on a per month basis.
Minimum Response Documentation:
· Please describe your company’s compliance and approach to meet this requirement.  
	
	

	4.0 Scope of Work and Project Plan
	4.1
	Contractor’s General Scope of Work

Under OIT’s leadership, the selected Offeror will perform the work or assist in the following high level requirements.  These requirements are expected to be provided to OIT with the highest quality in a timely fashion.  OIT will work with Contractor to provide oversight and limited support. 

The Contractor’s responsibilities, will include, but not be limited to, completion of the following requirements:

· Provide guidance and assistance with installation and configuration of software
· Provide testing capability during software configuration so that OIT may validate installation and configuration
· Provide user guides, training material and instruction to administrators and users of the software
· Provide tactical support for the software for 30 days after implementation such as set-up, configuration changes, etc.
· Provide the ability to extract data, transform and load to other data base in the future.
Minimum Response Documentation:
· Provide your company’s response to compliance with this requirement.
· Provide your company’s standard support levels after the initial 30-day tactical support requirement.
	
	

	
	
	
	
	

	
	4.2
	Project Deliverables, Timeline & Format

The Contractor shall produce deliverables as part of the approach. It is expected that proposed deliverables will include the following:

No.

Deliverable

Due Date/Timeframe

Project Work Plan and schedule 

5 days after project begins

Configuration and requirements document
5 days after project begins

Rate sheet for additional features or extended support

5 days after project begins

Weekly Project Status Reports  

Each Friday

User Guides
15 days after project begins

Training Materials
Completion of project

Lessons Learned Document

Completion of project

OIT expects to be very involved with the production of the deliverables.  The vendor should expect to be asked for some previews (delivered as PowerPoint briefings). Unless otherwise instructed, the Contractor’s deliverables for this project shall be provided in hardcopy form and on electronic media, using the following software standards (or lower convertible versions):

Document Type

Format

Word Processing

Microsoft Word 2016
Spreadsheets

Microsoft Excel 2016
Graphics

Microsoft Power Point 2016
Project Management

Microsoft Project 2013
Text Formatter

Adobe Reader X

Minimum Response Documentation:
Provide your company’s response to compliance with this requirement.
	
	

	
	4.3
	Project Plan  
OIT expects the Offeror to provide a high level project implementation plan for implementation and deployment.  OIT expects the project to begin November 1, 2016 and be completed by January 15, 2017.

Minimum Response Documentation:
· Please provide a high level project plan with milestones and deliverables based on the requirements in RFP.
· This plan shall describe the activities, personnel, schedule, standards, methodology, and milestones for conducting the work. The Contractor will provide a finalized Project Management Plan within 10 calendar days from commencement of the project.  This written report will contain, at a minimum:

· Methods and criteria to be used by Contractor in accomplishing the tasks;

· Inputs and Outputs for the tasks (including Deliverables);

· Provider work plan to include tasks, schedules and sequence of events, resource requirements, and projected hours to complete tasks; and

· A roles & responsibilities matrix showing what types of tasks you will perform, and what OIT will perform

· Risks and Assumptions.


	
	

	
	4.4
	Pricing, Deliverables and Payment

Offeror will submit a proposed pricing structure using the Attachment E format as its cost proposal.

For consideration, OIT anticipates using 250 Seat Users (non-concurrent), approximately 100 projects expanding to 200 across 20-25 state agencies.  

•
The initial work plan will serve as the base-line for deliverables due dates; however, changes in the schedule that result in changes to the deliverables due date will serve as the revised due date. 

•
The deliverables due date is the date the Contractor is expected to complete the deliverable.  The Deliverables acceptance process must be complete before an invoice can be submitted.

OIT will authorize Contractor payment only after:

A.
Contractor submission of all agreed upon deliverables for implementation services to the designated OIT Project Director/Lead.  The Contractor should propose a payment schedule tied to measurable events, milestones, and/or deliverables.

B.
Contractor submission of an invoice which clearly indicates the amount due and the services and deliverables being invoiced.  Note: The total amount of all invoices is not to exceed the Contractor’s total Proposal amount.

C.
Review and signed acceptance of the agreed upon deliverables and invoice by the designated OIT Project Director/Lead.

Remedies for substandard performance:

A.
Payments will not be made if delivery, inspection, and acceptance criteria are not followed, the invoiced amounts are disputed, or work product is unacceptable.

B.
The Contractor must bear the costs of re-work, or re-inspection.

Minimum Response Documentation:
· Please describe your company’s compliance and approach to meet this requirement.  
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